Al Coaching Toolkit for Leadership

Streamline your workflow. Strengthen your coaching. Lead with Al

This toolkit helps coaches and administrators use Al to capture, summarize, and act on what matters

most—people, progress, and professional growth.

Coaching Conversation Template

Purpose: Capture key takeaways from coaching sessions and turn them into actionable next steps.

Al Tools To Explore:

Al Tool What Is It? Example
A transcription and meeting notes Record a coaching meeting, then export
. tool that automatically records, highlights and action items to share with
Otter.ai i . .
transcribes, and summarizes the teacher or add to your reflection notes.
conversations in real time.
A Google Al tool that organizes, Upload multiple coaching notes or
summarizes, and analyzes uploaded transcripts and ask Al to identify patterns in
NotebookLM ) y P P yp
notes or transcripts. teacher growth or next steps across
sessions.
A conversational Al assistant that Paste meeting notes and ask it to create a
enerates summaries, feedback, and  summary email with “Glows, Grows, and
ChatGPT /

communication drafts based on your | Goals” to send to the teacher.

prompts.

Try This Prompt with ChatGPT, CoPilot, Gemini, or Grok

"Summarize this coaching transcript into three parts: glows (successes), grows (next steps), and goals
(actionable follow-up). Include a short summary paragraph | can share with the teacher.”

Meeting Summary Framework
Purpose: Transform your leadership or PLC meeting notes into quick, clear summaries for staff.

Al Tools To Explore:

Al Tool What Is It? Example

Al note-taking assistant that records,  Use during leadership or staff meetings to
Otter.ai transcribes, and summarizes automatically capture notes and highlight

discussions in real time. key action items for follow-up.

Google Al tool that organizes Upload multiple meeting summaries to find
NotebookLM | uploaded documents and notes to common priorities or trends to address in

identify key themes and summaries. future sessions.
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Al assistant that turns text into Paste meeting notes into ChatGPT and ask it
ChatGPT polished summaries, recaps, and to draft a follow-up email summarizing
communications. decisions, deadlines, and next steps.

Try This Prompt with ChatGPT, CoPilot, Gemini, or Grok

“Create a bulleted meeting recap with three sections: decisions made, action items, and upcoming
topics. Include a short motivational close.”

Quick Add-Ons:

« [ Auto-generate follow-up emails

. Add key dates directly to your calendar

« % Create a checklist for delegated tasks

PD Planning Template
Purpose: Build professional development sessions that are engaging, purposeful, and fast to create.

Al Tools To Explore:

Al Tool What Is It? Example

A Google Slides add-on that instantly = Type your PD topic (e.g., “Using Al for

. generates presentation decks from Differentiation”) and let MagicSlides auto-

MagicSlides . .

text prompts or documents. generate a full slide deck with visuals and

talking points.

An Al-powered presentation and Paste your PD outline into Gamma to

document creator that builds clean, instantly create a professional-looking
Gamma . . . . e

interactive slides and summaries from | deck with visuals and content flow.

short prompts.

A conversational Al assistant that can | Ask ChatGPT to create a 45-minute PD
ChatGPT design PD session plans, objectives,  agenda with objectives, interactive

and materials based on your needs. activities, and discussion prompts.

Try This Prompt with ChatGPT, CoPilot, Gemini, or Grok

“Design a 45-minute PD session on using Al for classroom differentiation. Include an overview, 3
learning objectives, an interactive activity, and a follow-up reflection question.”

Optional Extensions:

»  Use MagicSlides to generate your slides instantly.
o Ask Al to draft your PD follow-up survey or reflection form.
»  Summarize session notes into your next newsletter or update.

Pair This With: Chapter Five of the Al in the Classroom Starter Kit — Learn how leaders use
Al to foster innovation, build digital fluency, and amplify team impact. @
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