
Schedule Cheat Sheet 
As you know schedules are a vital part of our documentation. They are for the protection of you as a Title I 

employee, as well as evidence of compliance. Below are some things to remember when completing your 

schedules. This information is a mixture of old routines and some new practice, so please read through these 

bullets: 

 All schedules should be uploaded to OneDrive by 12:00 pm each Monday. Please begin by uploading your pre-

planning schedule. Failure to meet this deadline will require me to reach out to administrators and/or Dr. 

Moore. 

 Each schedule should follow the naming convention of your first initial, last name and then the date of the 

Monday of the week: kbreedlove 8.1.16 

 Schedule details: 

o The schedules must reflect tasks that you have completed, not items scheduled. Please make sure that 
your schedule reflects items you were actually apart of.  

o Please remember to include your name on your schedules. This helps a lot in the filing process. This 
sounds silly, but the struggle is real  

o Please try to condense your schedule to one page. I know this takes a little bit of formatting, so if it is 
not possible I understand. If you do not know how, please ask and I’ll assist.  

o Please use the codes at the bottom of the schedule, I have included the list of codes below. You are 
welcome to create additional codes (example D- duty), but please make sure that you include it within 
the key at the bottom of your schedule.  
 

WT = Walk Through—specify 
lesson/portion observed 

M = Modeling for a teacher—
specify 

PL = Professional Learning  
P = Planning—specify 

R = Redelivery—specify topic 
CC = Coach Conference with 

teacher 
CA = Conference with 

Administrator/Leadershi
p Team  

SA = Student Assessments 
DA = Data Analysis 
C = In-Class Coaching—

specify lesson and part 
CV = Coaching Visit 

OB = Observation 
GLM = Grade Level Meetings 
MT = Meeting—specify DOE, 

District, etc.  
A = Absent  
O = Other—specify 

 
o Similar to last year, I have discovered that many of you are utilizing your Outlook Calendar. I have 

recently switched over and I’m pretty hooked. If you are someone that is using your Outlook calendar, 
you can submit this instead of the word version if you would like. This is a new option, and you can 
thank Dr. Moore for her flexibility to this technology resource. Your schedule should still follow the 
previous bullets. You will need to print the “Weekly Calendar Style” and scan it and send it me. This will 
allow you to print multiple weeks and one time, and send multiple weeks within one attachment. Using 
your outlook calendar will automatically print your name on the schedule and it will keep it only one 
page. If you need help with your Outlook Calendar, I’m happy to help as well.  

o BE SPECIFIC! If you are modeling a lesson- what topic(s) are you covering? Who’s class? What grade 
level are you meeting with? What is your PD training on? Include teacher names and general topics. I 
am a huge advocate for coach teacher privacy, so do not feel you need to include confidential 
information. This again is for your protection. This will be a source of evidence so that if/when anyone 
questions any of the Title practices within your building (both for positive reasons and negative) this 
will serve as proof that you are doing your job and serving your staff appropriately.  

 
If you ever have any questions, please reach out to me, the sooner the better. 

 
Sincerely, 

Katie Breedlove 

Title I DMILT 
kbreedlove@henry.k12.ga.us 
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