
R E P R O D U C I B L E

Charting the Course for Leaders © 2021 Solution Tree Press • SolutionTree.com 
Visit go.SolutionTree.com/PLCbooks to download this free reproducible.

Daily Time Log

Category Day One Day Two Day Three

Daily Focus Spending most of my 
time in classrooms 
and with collaborative 
teams

Increasing time in 
classrooms and with 
collaborative teams

Increasing time in 
classrooms and with 
collaborative teams

Classroom 
observations 

 

 

Student discipline  

 

Duties (hall, 
lunchroom, bus 
yard supervision, 
and so on)

District meetings  

 

Emails and 
office work

 

 

Collaborative team 
meetings

 

 

Community 
engagement

 

 

Human resources  

 

Other  

 

Source: Spiller, J., & Power, K. (2019). Leading with intention: Eight areas for reflection and planning in your PLC at 
Work. Bloomington, IN: Solution Tree Press.
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