PEPE TIP SHEET      

ORGANIZE

· Select a scripting format and prepare script record pages in advance (Example: If you select a two-column format.  Draw midlines on script record pages before the observation).

· Have a clipboard, notebook, and perhaps a lapboard.

· Have extra script record pages or lined blank paper (number lines before or after the observation not while scripting).

· Have extra writing implements.

· Select an advantageous observation post (but do not hesitate to move as needed).

· Know your procedures and definitions.

ECONOMIZE

· On Words.

· “Do you have any questions?”

· Any questions?

· Have questions?

· Questions?

· “Now you need to take these materials back to your desks and put them away.”

· Materials to desks---put up.

· Store material in desks.

· Put these away.

· On letters

	Word Used
	Abbreviation

	“Classroom”
	Clrm

	“Students
	Stus or Ss

	“Describe”
	Dscrb

	“Utilize”
	Use

	“You”
	U


· On time

· Don’t stop to erase---“Scratch and Go!”

CONCENTRATE

· Focus on the data pertinent to the competencies and indicators.

· “Know your stuff” to facilitate rapid decision-making   

· ___if it’s pertinent, write it down!  __ if it is not, let it pass.

· If in doubt about pertinence do not debate the matter –write it down.

· If you begin to fall behind, leave space in your script and catch right up.

· Remember to look as well as to listen.

· Tune out distractions.

UTILIZE

· Abbreviations

	Word Used
	Abbreviation

	Monday
	Mon

	Month
	Mo

	Principal
	Prin


· Initials

	Word Used
	Abbreviation

	Robert Lewis Stevenson
	RLS

	Mr. Garabaldi
	Mr. G

	Holy Roman Empire
	HRE


· Symbols

	Word Used
	Abbreviation

	At
	@

	Around
	~ or c (circa)

	Helium
	He

	Go to the Board
	Bd or 2Bd

	Tom and Jerry
	Tom & Jerry


· Punctuation

· Include a ? when questions are asked.

· Include a ! to highlight exuberance, exasperation, or volume.

PRACTICE

· Begin with written passages as dialogs from novels or scenarios from teaching texts.

· Script from videotapes—replay allows for checking accuracy and improvement—or script from television.  Begin with short segments with only on speaker—Gradually increase the length of segments and the complexity of scenarios.

· Script from live situations outside the classroom.  Again, begin with the short and simple.

· Script in the classroom (for no other purpose than practice).
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