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Handheld teclinologtj Provicles Powencul oPPortunities for school leaders who
integrate them into their Personal and Protessional lives. Learning to integrate
new teclinologtj also l)rings new cliallenges. These PrinciPles are sirnPl9
recommendations for school leaders learning to take aclvantage of handheld
teclinologg while retaininga focus on Protessional and Personal goals. The
PrinciPles exPressecl below are based upon researcliJ interviews, and worl<slioPs
conducted l)g the authors with school leaders.* These Principles reflect the
authors’ l‘lOPC and commitment to l"IClP school leaders become the most

connected, informed and caring PeoPle in their community of learners.

1) Document Evergtliing
School leaders must be able to document interactions with PeoPle in their

organizations for Protessional, legal, and Personal reasons. Handheld
teclinologg Provides unique oPtions for increasing, leaders’ abilitg to record and
recall documented interactions. School leaders should understand how to take
aclvantage of these oPtions to imProve their documentation of events. The power
of handheld teclinologg comes from the ease of recorcling and recalling
documented events. But these oPtions are of little advantage if leaders don’t
take the time to put them into clail9 Practice.

Because handheld teclmologg is Portal)le and easy to inPut information,
leaders will want to consider cleveloPing the habit of carrging the teclinologg with
them tliroughout the clag. As tlieg interact with stuolents, Stal:l:, and Parents, the

leader can record tacts, comments, and statements that “tickle the hair on the
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back of the neck.” The “tickling” pieces come from the leaders knowleclge or
instinct about what is important, what may be contested, and or items to be
discussed in future meetings. School systems and individual leaders will have
their own Priorities for what should be documented. The important habit for
leaders to develop s taking the tectinologtj with them and documenting
interactions.

Besides t)eing easy to carry around and input information, handheld
tecnnologg makes it remarkablg easy to recall documented interactions.
Handheld tecnnologtj uses a glot)al “find” tool to search tnrougtiout all
applications for i<e9 words or pnrases. For example, if aleader wants to recall
the date, time, or location of interactions with a parent cna”enging their decision
ona tarclg stuclentJ leaders simplg input the name of the personor a keg word
like “tarclg” into the FIND application. The handheld displags all occurrences of
the name or word in the handheld’s memory. Leaders have instant, accurate, and
ot)jective recall of interactions, contents of conversations, and their recorded
comments. This is useful for historic perspective and potential legal cna”enges.
These documented events can be backed up on their computer when leaders
sgnctironize it with their handheld. Handheld tecnnologtj’s capacit9 for recall of
critical information onlg becomes useful if leaders have the commitment and

practice of documenting evergtning (witnin reason).

2) At First Don’t Give Up Existing Documentation

School leaders understand about not putting all their eggs inone basket.
As secure and reliable as handheld tectinologzj has become, common sense
suggests the importance of keepinga variet9 of methods for documentation in
the earlg stages of learning handheld tectinologzj. This means keeping a solid
analog and cligital trail for legal and financial issues attached to school
administration. While taking aclvantage of being in the halls, classrooms, and
meetings with handheld tecnnologg, leaders will be all the more assured knowing
that other storage and recoroling sgstems arein place.

Other principles describe the aclvantages of t)eing ciigital and of constant
documentation ttirough handheld tectinologzj. This principle of continuing
existing documentation speaks to staging within a comfort zone while growing,

haﬂdheld tecnnologg Sl(I”S ancl more practical aspects 01{: bl"iﬂgiﬂg PCOPIC ancl

20072 © Tohn Monahan and Mark Standlev



sgstems along. Timeframes for switching to handheld documentation systems will
vary from leader to leader. Leaders will want to keeP existing documentation as
theg move their teams and back—up sgstcm to handhelds.

As leaders learn to document critical information throughout the clag using
handheld technologg, thcg’” want to grow from a “comfort zone” when altering
Progessional habits. Kecping existing forms of documentation may mean more
work at First, but ensure a natural growth curve as leaders switch to regular use
of handheld technologg. Many school leaders in our workshops have expressed
their great Pleasure at how quicklg theg have been able to learn to use handheld
tec}mologg. Integrating handheld-based documentation with existing systems
allows leaders to change at their own pace with little concern. Once leaders
sgnchronize their cligital documents (hanc”nelcl, com[:)utcr~basecl, etc) and analog
(PaPcr notes, Files, etc) togethcr, theg are able to reduce documentation efforts
toa single handheld strategy with secure information systems through c]igital
media back-uPs.

3) It’s the Relationshi[:)s

School leaders are in the relationship business. Every part of theirjob
revolves around a relationship with other People. Handheld technologg can get
in the way of human-to-human interactions if leaders allow it. It can also be a
fabulous aid to relationship building. By having keg information about the
People theg work with at their ﬁngertips, leaders can recall critical information to
suPPort and enhance interactions. The handheld technologzj, upon servinga
short and/or long~term memory Function, can then be Put asideina Pockct to
allowa caring clialogue to occur.

Relationships tend to be about People sharing iclcas, ex[:)criences, and
information. School leaders need to be able to communicate with different
People at various levels about a Plethora of toPics. The way in which theg
conduct themselves and the information theg are able to recall are critical to a
leader’s real and Perceivccl success. Handheld technologtj allows the leader to
enter and recall information sPechCic to Prcjects and People that can be aPPIied
to this interaction.

Stories we have gatherecl from handheld leaders workshops Provide good
examples. One high school PrinciPal shared that he and his assistant Principal
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record information / reflections about student interactions throughout the clag.
Thcg cxchange through “beaming” this information with each other at the end of
the clag. The next time theg interact with a student, each has the abilitg to recall
information from their handheld. Theg are able to incorPorate this Prior
information about the student into their conversation. Knowing a student’s
scheclule, extracurricular interests, accomplishments, or disciplinc issues allows
leaders to be more tuned into the student. Other examl:)les include using
handheld tec}mologg to recall a teacher’s ProFessional learninggoals Prior to an
evaluation, information about a Parent’s children or Previous concerns Prior toa
meeting, and/or s[:)ecial events (birthclags, etc) in a statt member’s life
throughout the year.

Because relationshiPs are built on trust, resPect, and needs, school
leaders can be more responsive through instant access to information about
People. Applging that information through clialogue allows leaders to focus on
important elements of the interaction. Behaviors such as listening, relqecting, and
sharing with others create trust and rcs[:)ect. Handheld tec}mologg allows school
leaders to be the most connected and informed person in the builcling. It's up to
the leader to use that information and connection to be the most caring as well.

In the end, it’s about the relationships.

4) Being Digital

Handheld technologtj uses c]igital elements to function. This means
integrated circuits and a bunch of zeros/ones Hoating around through electrons
rather than analog sgstems (Pencil/PaPer) of Pushinggraphite atoms around
from the end of a wooden stick on paper. Using zeros/ones has some unique
aclvantages over atoms that handheld using leaders can use to work smarter,
faster, and broader. It’s about using the advantages of being c[igital.

Information recorded in a digital format tends to be much easier to move
around than in analog. A clocument, email message, or Photo recorded in
zeros/ones can be sent clectronica”g to virtua”g angwhere in the world with the
Push of a button. This means information created or stored on handhelds can be
sent to computers, cell Phoncs email reciPients, and/or web sites (or all of the
above) instantlg. Leaders can be more effective, confident, and communicative

leaving digital rather than paper trails.
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As described in the Document Evergthing Principle above, the recall of
information recorded cligita”g also Provicles a Powcmcul tool for school
administrators to save time and increase their effectiveness. Most handheld
tec}mologg contains a “find” function embedded in its keﬂ oPerating system. In
most cases school leaders can search ALL information within their handheld bg
simplg tgping/writinga keg Phrase or name. Documents, contacts, and
schedules are easier to management and recall as digital records. These can
include Policg, school goals, and/or legal information that have been stored on
the handheld technologg.

Being cligital means instant recall and distribution of information at the
leader’s ﬁngertips. This is Poweﬁcul if the leader understands and uses this
caPacitg. Being c]igital also means that information in zeros/ones takes up very
little space on the handheld. Handheld leaders who understand the power of
bcing cligital may want to Put information such as student data/test scores,
school Policg, state regulations, staff Professional goals,
inForrnation/ interactions with Parents; many documents cumbersome in paper
form onto their handhelds. These leaders then have the abilitg to recall,
resl:)ond, add to, delete, and distribute information angwhere. Being c[igital is a
Power‘Ful strategy for leaders who want to be more egicient, connectecl, and

confident as theg s[:)encl more time builcling relationships with their constituents.

5) Make it Valuable to You

We tend to value those things that most directlg relate to us. School
leaders will value and use handheld tec}mologg more i it contains information
most related to asPects of the their ProFessional and Pcrsonal life. 1t matters that
the information entered into the handheld be imPortant to the user. It seems like
such a simPle Concept, but it’s surprising how many handhelds out there contain
files of useless data.

School leaders need to consicler, enter, and manage the information most
related to their effectiveness as a leader. This can include such items as school
buclgets, school handbooks, notes about students, sPccial events in the staff’s
lives, or Personal information about the leader’s clailg schedule or Personal
expenses. There should be a strong motivation to continue to use the handheld

to make it relevant to dailg events. Crcating the Positive habit of regularlg using
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the handheld for imPortant tasks and valuable information will help ensure it’s
aPProPriate use.

Putting secure information, such as Passworcls or credit card information,
is Possiblc because of the high level of security Protection in handheld software.
We recommend leaders use their ownjuclgment about incorPorating secure data
on their handhelds. Many leaders in our workshops report their cxPericnccs have
been very Positive once theg understand and master the securit9 features. It's
imPortant to be Prudent and create back-uPs to your information and
Passwords.

When leaders use valuable information on their handhelds, theg begin Fu”g
integrating them into their c]ailg Practicc. Having access to valuable information
allows leaders to stag connected to the administrative task at hanc], as well as
their own Personal and Promcessional growth. Leaders who integrate handhelds
into their clailg Practice report to us theg tend to stop thinking about them as
tec}mologg. It's simplg the Place theg access mission critical information c]ailg.
Hence, we recommend school leaders begin and maintain the habit of using
information most valuable to the leader on their handheld without neglecting
proper back-uPs and security.

In addition to the imPortance of managing data valuable to their
lcaclership, school leaders can also manage Personal information using, handheld
tec}mologg. The work of being a school leader can be very demanding. Job
demands can sometimes cha”cngc aleader’s Personal growth, health, and
relationships. In addition to Professional information, handheld leaders can call
upon data related to their fitness, Personal obligations, and/or budgets.
Handheld technologtj offers the abilitg to integrate a variety of data into one
tool.

The abilitg to call upon Personal information saves time and worry. It's
Possible for a school leader to be immersed in some school lunch Problem, and
then remember through association that theg need to get milk on the way home.
In a matter of seconds theg are able tojot a note to themselves about the milk
and continue the Problem solving. The same could be true for Personal buclgets,
fitness schedule, a reminder for Familg events, rea&ing e-books, kcepinga

Personaljournal, an&/or ca”ing card numbers. Knowingthcg have (and use)
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instant access to Personal information helPs leaders be the most connecte&,

informed, and caring, person in their learning community.

* This work is suPPorted through a Bill and Melinda Gates Foundation Grant
(www.gatesmcounclation.org) and support from Palm, Inc. (www.lpalm.com)
through the Alaska staff Developmcnt Network (\wvw.ascln.org). Get more
information about the authors’ online course: “Handheld Technologtj for School
leaders” (httlp://www.asc[n.org/clistance education/ed 593/). lcleas/o[:)inions

CXPFCSSCd here are t"‘lC SOIC rCSPOﬂSibility OF the authors. Plcasc send 3OUT'

feedback and ex[:)eriences to the authors at: info@handheldleader.com.
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