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Essential Question

How can I use Repertoire’s ChatGPT 
integration to systematize the main 

types of writing I do as a leader?



A Leader’s Goals with Repertoire

• Save time writing evaluation summaries

• Systematize correspondence to teachers

• Refine ChatGPT output to be more usable as-is

• Create efficient workflows for common tasks



The Time Paradox



The Time Paradox

• Making ChatGPT produce good output 
requires detailed prompts

• Writing & tweaking these prompts 
consume as much time as ChatGPT 
saves you



What ChatGPT Doesn’t Know
(Unless You Tell It)

• Who you are or what your job & context are
• The context for a piece of input
• The intended audience for the output

• The appropriate writing style
• How much to explain/include disclaimers



How Repertoire Stores
Information for ChatGPT

• System Fields—your account-level settings
• System Prompts—specific instructions we’ve 

created to tweak ChatGPT output
This information is combined with the text + 
images you include in the prompt



Two Scenarios for Using
Repertoire with ChatGPT

1. Summarizing teacher observation notes
2. Writing a concise meeting follow-up email



Scenario #1

Summarizing Teacher Observation Notes



First Attempt: Summarize
Observation Notes 100-200 Words

You are [User Full Name], the [User Job Title] at 
[User School Name]. Summarize the following 
observation notes in 100-200 words using a 
[Writing Style For Staff] style.



Providing User Data to ChatGPT



Default ChatGPT Output:
Observation Summary

• Passive voice
• Evaluative



Default ChatGPT Output:
Observation Summary

• Passive voice à Address Teacher (2nd-Person)
• Evaluative à Summary Only



Revised Prompt: Summarize
Observation Notes 100-200 Words

{You are [User Full Name], the [User Job Title] at [User 
School Name]. }Summarize the following observation 
notes in 100-200 words{ using a [Writing Style For 
Staff] style. Address the teacher directly, in second-
person language. Summarize only, and do not provide 
any evaluative or judgmental comments}



Revised Prompt: Summarize
Observation Notes 100-200 Words

{You are [User Full Name], the [User Job Title] at [User 
School Name]. }Summarize the following observation 
notes in 100-200 words{ using a [Writing Style For 
Staff] style. Address the teacher directly, in second-
person language. Summarize only, and do not provide 
any evaluative or judgmental comments}



NEW: Retrieve Note Body Text



Scenario #2

Writing A Concise Meeting Follow-Up Email



Meeting Follow-Up Email

• Wide variety of meetings
• Tendency to write too much:
• Hard for staff to comprehend
• Time-consuming to write



Refined Templates Are 
Better Than ChatGPT!

Once you know what you want to say, 
templates are actually better for some types 

of writing than ChatGPT



Start with A Past Example OR
ChatGPT Default Output



Revise for Clarity & Conciseness
ChatGPT System Prompt

{You are [User Full Name], the 
[User Job Title] at [User 
School Name]. } Revise the 
following to make it more 
clear and concise. { Use 
active voice and address the 
recipient directly}: 



Output from ChatGPT

Dear Team,

I hope you are all well. Thank you for actively participating and contributing during our 
recent meeting. To ensure everyone is on the same page and to facilitate our agreed-
upon actions, I am sharing the meeting notes, key takeaways, and next steps.

Please review the attached meeting notes and reach out with any questions or for further 
clarification. Your feedback is also welcome to help improve our future meetings.

Let's maintain our momentum and ensure we meet our targets. I look forward to the 
great work we can accomplish together!



Convert To Template



Customize Template



Use Template With Notes



Login To Repertoire

• Weekly [ILA] member email

• dashboard.PrincipalCenter.com » 1-Click Login

• Repertoire.cc with email & password



Want Help?

justin@principalcenter.com

PrincipalCenter.com/demo


