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Essential Question

How can I start climbing the mountain 
of teacher supervision & evaluation right 

from the start this year?



Deliverables & Deadlines

For each step in the evaluation process:
• What needs to get done?

• When does it need to get done by?
• How many of them do I need to do?
• How soon can this step start?



Evaluation Organizer Spreadsheet

PrincipalCenter.com/eval-xls



List Your Steps—Sheet 3

PrincipalCenter.com/eval-xls



More Tools

Dashboard.PrincipalCenter.com/toolbox



A High-Leverage Strategy

Let teachers book their own 
appointments on your calendar



Why Self-Booking?

• No back-and-forth discussions
• Far fewer emails

• Automatic reminders
• No double-booking



What To Communicate

• What meetings need to be set

• The deadline for each meeting to take place

• Dependencies: preconference » observation » post-conf

• Where to go online to schedule

• Who to see in person for help



Self-Service Booking Tools

• Microsoft Bookings Outlook Add-On

• Google Calendar Appointment Schedule

• Calendly

• ScheduleOnce/OnceHub



Google Bookable Appointments 



Self-Booking Pitfalls

• Keeping multiple calendars (e.g. personal & work)

• Not connecting to your calendar to avoid meeting conflicts

• Not blocking out non-school/off-campus days

• Not communicating dependencies/sequence

• Not offering face-to-face help (e.g. secretary)


