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The Transformation Toolkit: 
Let the conversation begin! 

 
These Transformation Tools are designed to provide individual schools and school districts with 
a menu of meeting facilitation tools, templates, and activities that enable the broad range of 
stakeholders - students, teachers, principals, chief technology officers, parents, community 
members and policymakers – to engage in a series of conversations that support strategic 
planning for education and technology.  
 
These visioning and planning activities can be used in the order they are presented, or can be 
selected and combined in any fashion to meet school or district needs.  The capstone of this 
collection is a process for developing and monitoring an implementation plan that includes the 
identification of responsible persons and timelines   
 
Theses tools lead to the creation of a set of living documents that capture the community’s 
education vision and that serve to guide the school or district through the process of creating 
learning environments that are future-focused and which leverage technology to be both 
engaging and productive.   
 
 

 
 

School 2.0 
 

There is no one path to the school of tomorrow. Technology is rapidly breaking down school walls and 
letting the world in. Harnessing it is key in building tomorrow’s schools and students. Integrating it into the 

learning ecosystem is everyone’s responsibility, and will ensure that our students have multiple  
paths to success. 
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process for developing their strategic technology planning. 
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to develop an implementation plan that supports the previously-developed technology vision and sets 
their strategic plan in motion.  
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I. Give One, Get One  
 
Overview: 

 This opening activity provides participants with an opportunity to get to know each other 
while exploring ways that integrating technology into the instructional program can enhance 
learning for all students. 
 
Purpose: 
Part I:  Participants reflect on what they know about the use of technology in instruction.  

Focused conversations with other participants will add to their repertoire of ways 
that technology can enhance and enrich the teaching and learning process.   

 
Part II:  To summarize, participants reflect on the activity sharing new ideas with the 

entire group.  This activity will help broaden participants’ background knowledge 
which they will use in the remaining Transformation Tools activities 

 
Time Needed:  

This activity takes 25-30 minutes from start to finish depending on the size of the group. 
 
Materials 

• Give One, Get One Handout 
 
Instructions: 
Part I:  In this exercise, participants will have the opportunity to share with and receive ideas 
from each other.   

• Distribute copies of the Give One, Get One handout to each participant.  
 

• Explain that there are many ideas regarding the power and use of technology 
and its ability to enhance all areas of the educational experience. 

 
• Ask participants to spend the next five minutes completing lines one and two 

in each section. 
 

• When a majority has finished, ask participants to find a partner to give one 
idea to and then get one idea from that partner. 

 
• Record the idea on the sheet in the appropriate section.  Write the name of the 

person who gave the idea beside that idea.   
 

• After one minute with each partner, signal participants to move to the next 
person.    

 
• Allow about 10 minutes depending upon the size of the group. 

 
• Ask all the participants to return to their seats after their sheets are completely 

filled.     
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Part II:  This part allows participants to reflect on the ideas they gleaned.  
 

• Invite participants to share their favorite idea that they received and from 
whom they received it.  This will spark additional conversations at break time 
when people want to know more about ideas.  

 
A seamless school-to-home learning experience. 
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Give One, Get One  
 
In each section, answer each question by listing one or two great ideas where 
technology can and/or will assist and enhance education in the information age.  
Leave two or three lines blank as you will be receiving additional ideas to add to 
your list.     
 
Connection: In what ways will students be able to connect with others around 
the world and participate in the global community?    

1.________________________________________________ 
2.________________________________________________ 
3.________________________________________________ 
4.________________________________________________ 
 

 
Collaboration: Technology is bringing people closer together.  How will 
technology enable students to work collaboratively with each other, their 
teachers, their community?   

1.________________________________________________ 
2.________________________________________________ 
3.________________________________________________ 
4.________________________________________________ 
 

 
Content: Knowledge is power.  What kinds of information, resources and 
experiences will students need to be successful and productive global citizens? 

1.________________________________________________ 
2.________________________________________________ 
3.________________________________________________ 
4.________________________________________________ 

 
Assessment and Evaluation: Think about how you assess progress at your 
place of work.  How can technology be used to assess student achievement and 
personalize learning?   

1.________________________________________________ 
2.________________________________________________ 
3.________________________________________________ 
4.________________________________________________ 

 
 
Creation:   How can technology increase innovation and creativity with regard 
to learning opportunities? 

  
1.________________________________________________ 
2.________________________________________________ 
3.________________________________________________ 
4.________________________________________________ 
 

 
 
 
 
 

 
 
 

Idea 
Person 

 
 

__________
__________
 
 
 
 
 
 
 
__________
__________
 
 
 
 
 
 
 
 
__________
       
 
 
 
 
 
__________
__________

 
 
 
 

 
 
__________
__________
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II. Technology Shared Language Activity 
 
Overview:  

This activity provides participants with the background knowledge and shared vocabulary 
necessary to meaningfully participate in the technology visioning and planning activities.   
 
Purpose:  
Part I:   Reflecting on their background knowledge, participants will identify technology 

vocabulary they fully understand, can identify, and need to learn.       
 
Part II:   Participants reinforce the depth of their knowledge of technology vocabulary. 
 
Part III:  Participants clarify their newly acquired technology vocabulary.  
 
Time Needed:  

This activity will take approximately 45 minutes.   
 
Materials:  One copy per participant of each:   

• Common Language Vocabulary List  
• Common Language Glossary  

 
Instructions: 
Part I: Distribute the Technology Shared Language Vocabulary List to each participant. Instruct 
participants to place a “√ “ in the appropriate column which best describes the depth of their 
knowledge of each vocabulary word.       
 
Part II: When participants have finished, distribute copies of the Technology Shared Language 
Glossary.  

• In pairs, participants mark the definitions they are unsure of and need to learn.   
 

• Instruct pairs to discuss every vocabulary word that they “need to learn” or 
“can identify” with the goal of ensuring that both persons fully understand the 
meaning of unfamiliar words.   

 
• Distribute the Technology Shared Language Glossary to guarantee 

understanding. (They should be able to use each word correctly in a sentence.)  
 

• Provide enough time until most of the pairs have completed their tasks.    
 
Part III: Debrief by asking if any pair would like clarification of any terms.  Ask for volunteers to 
provide definitions and examples if any clarification is needed.      
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Technology Shared Language  

Vocabulary List 
Term Need to Learn  Can Identify Fully Understand  

Bandwidth    

Blog    

Bluetooth    

Broadband    

Browser    

Database    

Document Camera    

Ethernet    

Firewall    

Firewire    

Flashdrive /Thumbdrive    

Gigabyte    

GPS    

HTML    

Java    

JPEG    

Local Area Network (LAN)    

Network    

PDA (Personal Digital 
Assistant) 

   

Peripheral    

Podcast    

Probeware    

RAM    

ROM    

Router    

Server    

Social Networking Software    
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Technology Shared Language  
Vocabulary List 

Term Need to Learn  Can Identify Fully Understand  

Spam    

Streaming (audio/video)    

T-1 Line    

URL    

USB    

Virus    

Web 2.0    

Wi-Fi    

Wiki     

Wide Area Network (WAN)    

Wireless Network    
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Common Language Vocabulary Glossary 
 
Some common technology terms and their definitions (in alphabetical order) 

 • Bandwidth 
 The transmission capacity of an electronic pathway such as a communications line, computer bus 

or computer channel. In a digital line, it is measured in bits per second or bytes per second (see 
Mb/sec). In an analog channel or in a digital channel that is wrapped in a carrier frequency, 
bandwidth is the difference between the highest and lowest frequencies and is measured in Hertz 
(kHz, MHz, GHz)i. 

• Blog 
A Weblog (which is sometimes written as "web log" or "weblog") is a Web site of personal or 
non-commercial origin that uses a dated log format that is updated on a daily or very frequent 
basis with new information about a particular subject or range of subjects. The information can 
be written by the site owner, gleaned from other Web sites or other sources, or contributed by 
users. A Web log often has the quality of being a kind of "log of our times" from a particular 
point-of-view. Generally, Weblogs are devoted to one or several subjects or themes, usually of 
topical interest, and, in general, can be thought of as developing commentaries, individual or 
collective on their particular themes. A Weblog may consist of the recorded ideas of an 
individual (a sort of diary) or be a complex collaboration open to anyone. Most of the latter are 
moderated discussionsii. 

 
• Bluetooth 

A wireless personal area network (WPAN) technology from the Bluetooth Special Interest Group 
founded in 1998 by Ericsson, IBM, Intel, Nokia and Toshiba. Bluetooth is an open standard for 
short-range transmission of digital voice and data that supports point-to-point and multipoint 
applications. Some of the first Bluetooth applications have been for cell phones, providing a 
wireless connection to a headset and to an automobile's audio system for hands-free operation. 
Bluetooth wireless is used for short distances between devices, but roaming is not supported. 
Infrared transmission (IrDA) is used for very short distances just between two devices, but 
requires line of sightiii.  
  

• Broadband 
Broadband comes from the words "broad bandwidth" and is used to describe a high-capacity, 
two-way link between an end user and access network suppliers capable of supporting full-
motion, interactive video applicationsiv.  
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• Browser 
Short for Web Browser, a software application used to locate and display Web pages. Graphical 
browsers can display graphics as well as text. In addition, most modern browsers can present 
multimedia information, including sound and video, though they require plug-ins for some 
formatsv.  
 

• Database 
A database is a collection of information stored in a computer in a systematic way, such that a 
computer program can consult it to answer questions. The software used to manage and query a 
database is known as a database management system (DBMS). The properties of database 
systems are studied in information sciencevi.  
 

• Document Camera 
The distance learning equivalent of an overhead projector. Images of two or three dimensional 
objects using either top or base lighting can be transmitted to remote sites when this video source 
is selectedvii.  
 

• Ethernet 
Ethernet is the most widely-installed local area network technology.  Originally transmission 
rates were 3 Megabits per second (Mb/s) over thick coaxial cable. Media today include fiber, 
twisted-pair (copper), and several coaxial cable types. Rates are up to 10 Gigabits per second or 
10,000 Mb/sviii.  
 

•    Firewall 
A firewall is a hardware or software solution to enforce security policies. In the physical security 
analogy, a firewall is equivalent to a door lock on a perimeter door or on a door to a room inside 
of the building - it permits only authorized users such as those with a key or access card to enter. 
A firewall has built-in filters that can disallow unauthorized or potentially dangerous material 
from entering the system. It also logs attempted intrusionsix. 
 

•    Firewire 
A Macintosh/IBM PC serial bus interface standard offering high-speed communications and 
real-time data services. It allows peer-to-peer device communication, such as communication 
between a scanner and a printer, to take place without using system memory or the CPU. It is 
designed to support plug-and-play and hot swapping. Its six-wire cable is not only more 
convenient than SCSI cables but can supply up to 60 watts of power, allowing low-consumption 
devices to operate without a separate power cordx.  
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• Flash Drive /Thumb Drive 
A USB Flash Drive is essentially flash memory integrated with a USB 1.1 or 2.0 connecter used 
as a small, lightweight, removable data storage device for sharing or moving data between 
computersxi. 
 

• Gigabyte 
A gigabyte is a unit of measure equal to 1,073,741,824 bytes, which is about one billion bytes. 
"Giga" means "billion." Measuring the number of gigabytes tells you how big your hard drive is, 
by counting billions of bytesxii.  
 

• GPS 
Global Positioning System: A worldwide radio-navigation system that was developed by the US. 
Department of Defense. In addition to military purposes it is widely used in marine, terrestrial 
navigation and location based servicesxiii. 
 

• HTML 
HyperText Markup Language, the coding language used to create hypertext documents for the 
World Wide Web. In HTML, a block of text can be surrounded with tags that indicate how it 
should appear (for example, in bold face or italics). Also, in HTML a word, a block of text, or an 
image can be linked to another file on the Web. HTML files are viewed with a World Wide Web 
browserxiv.  
 

• Java 
A computer programming language expressly designed for use on the Internet. It can be used to 
build small application modules or applets for use as part of a Web page. Applets make it 
possible for a Web page user to interact with the pagexv.  
 

• JPEG 
An industry standard for compressing images. This format provides lossy compression (you lose 
sharpness from the original) by dividing the image into tiny pixel blocks, which are halved over 
and over until an adequate compression ratio is achievedxvi.  
 

• Local Area Network (LAN) 
Local area network: a local computer network for communication between computers; especially 
a network connecting computers and word processors and other electronic office equipment to 
create a communication system between officesxvii.  
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• Network 
A network is a number of computers connected together to share information and hardware. A 
Local Area Network (LAN) is small, perhaps a few computers sharing a printer. A Wide Area 
Network (WAN) is large, with many computers linked between towns or countries. The Internet 
is a network of networks that circles the globexviii.  
 

• Personal Digital Assistant (PDA) 
Personal Digital Assistant is a term for any small mobile hand held device that provides 
computing and information storage retrieval capabilities for personal or business use, often for 
keeping schedule calendars and address book information handy. Wireless PDAs may also offer 
e-mail, Web browsing and cellular phone service (e.g., smartphone). Data are synchronized 
between the PDA and desktop computer via a cabled connection or wirelessxix.  
 

• Peripheral 
A hardware device that is connected to a computer, usually by a cable. Keyboards and mice are 
peripherals that help us "input" information. Printers and monitors are peripherals that "output" 
informationxx. 
 

• Podcast 
Podcasting, a combination of Apple's "iPod" and "broadcasting", is a method of publishing files 
to the Internet, allowing users to subscribe to a feed and receive new files automatically by 
subscription, usually at no cost. It first became popular in late 2004, used largely for audio 
filesxxi. 
 

• Probeware 
Probeware refers to educational applications of probes, interfaces and software used for real-time 
data acquisition, display, and analysis with a computer or calculator. Probeware is also known as 
Microcomputer Based Labs or MBL. When used with a calculator, it is known as Calculator 
Based Labs or CBL.  By connecting probes to a computer running suitable software, students can 
observe data displayed in a variety of formats as it is being collected. When used in an inquiry-
based learning context, this capacity can significantly increase and speed learningxxii. 
 

• RAM 
RAM, also called memory, is temporary storage space on chips in your computer. RAM stands 
for Random Access Memory. RAM holds files and programs temporarily while you use them. 
When you turn off the power to the computer, everything in RAM "disappears."xxiii 
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• ROM 
An abbreviation for Read Only Memory. ROM is used to hold programs and data that must 
survive when the computer is turned off. Because ROM is non-volatile; data in ROM will remain 
unchanged the next time the computer is turned back on. A computer's BIOS may be stored in 
ROMxxiv.  
 

• Router 
A piece of hardware that finds the best routes to move data from one local area network (LAN) 
to anotherxxv.  
 

• Server 
1) Is a computer program that provides services to other computer programs in the same or other 
computers. 2) The computer that a server program runs in is also frequently referred to as a 
server (though it may contain a number of server and client programs). 3) In the client/server 
programming model, a server is a program that awaits and fulfils requests from client programs 
in the same or other computersxxvi.  
 

•    Social Networking Software 
Software which enables people to rendezvous, connect or collaborate through computer-
mediated communication. They are often used inside organizations or by communities of 
practice/interest to connect people who interact or influence one another directly or indirectlyxxvii. 
 

• SPAM 
Electronic junk mail or junk newsgroup postings. Some people define spam even more generally 
as any unsolicited e-mail. In addition to being a nuisance, spam also eats up a lot of network 
bandwidth. Because the Internet is a public network, little can be done to prevent spam, just as it 
is impossible to prevent junk mail. However, the use of software filters in e-mail programs can 
be used to remove most spam sent through e-mailxxviii. 
 

• Streaming (audio/video)    
Playing video or sound in real time as it is downloaded over the Internet. Data is decompressed 
and played (by use of a web browser plug-in) as it is transferred to your computer over the World 
Wide Web. Streaming requires a powerful computer and fast connection since the file is not 
stored on your computerxxix. 
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• T-1 Line 
A special type of telephone line for digital communication and transmission. Generally, a T-1 
line will move a megabyte of data in under 10 seconds. That is still not fast enough for full-
screen, full-motion video, for which you need at least 10,000,000 bits per second. T-1 is the 
fastest speed commonly used to connect networks to the Internetxxx.  
 

•    URL 
An acronym for "Uniform Resource Locator," this is the address of a resource on the Internet. 
World Wide Web URLs begin with http://xxxi . 
 

• USB 
Universal Serial Bus: a protocol for transferring data to and from digital devices. Many digital 
cameras and memory card readers connect to the USB port on a computer. USB card readers are 
typically faster than cameras or readers that connect to the serial port, but slower than those that 
connect via FireWirexxxii.  
 

•   Virus 
In computer security technology, a virus is a self-replicating program that spreads by inserting 
copies of itself into other executable code or documents. Viruses are written to purposely 
damage computer systems.  A computer virus behaves in a way similar to a biological virus, 
which spreads by inserting itself into living cells. Extending the analogy, the insertion of the 
virus into a program is termed infection, and the infected file (or executable code that is not part 
of a file) is called a host. 
Your computer can get a virus from another computer, through modems, networks or disks. You 
can protect your computer from viruses by using virus protection or ‘anti-virus’ software, and by 
only downloading programs from sources you trustxxxiii.  
 

• Web 2.0 
Web 2.0 is a term often applied to a perceived ongoing transition of the World Wide Web from a 
collection of websites to a full-fledged computing platform that provides a variety of web based 
applications and services to end users.  Many of these applications provide opportunities for 
users to create and upload text, images, audio and video contentxxxiv.  
 

• Wi-Fi 
Short for ‘wireless fidelity’. A term for certain types of wireless local area networks (WLAN). 
WiFi has gained acceptance in many environments as an alternative to a wired LAN. Many 
airports, hotels, and other services offer public access to WiFi networks so people can log onto 
the Internet and receive emails on the move. These locations are known as hotspotsxxxv.  
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• Wiki 
A web application that allows users to add content, as on an Internet forum, but also allows 
anyone to edit the content. Wiki also refers to the collaborative software used to create such a 
websitexxxvi.  
 

• WAN (Wide Area Network) 
Stands for Wide Area Network. A computer network that spans a relatively large geographical 
area. Typically, a WAN consists of two or more local-area networks (LANs). Computers 
connected to a wide-area network are often connected through public networks, such as the 
telephone system. They can also be connected through leased lines or satellites. The largest 
WAN in existence is the Internetxxxvii.  
 

• Wireless Network 
Refers to any network that transmits radio signals over the air, such as a wireless local area 
network, cell phone network or satellite network. It does not require line of sight between sender 
and receiver. Wireless base stations (access points) are wired to an Ethernet network and 
transmit a radio frequency over an area of several hundred feet through walls and other non-
metal barriers. Roaming users can be handed off from one access point to another like a cellular 
phone systemxxxviii.  
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III. Introduction to School 2.0 Map 
 
Overview: 

It is important that participants become very familiar with the School 2.0 map.  This 
activity provides an opportunity for participants to explore the map in depth, reflect on the 
interdependent components and discover new ideas and practices. 
 
Purpose:  

Participants will explore and reflect upon all aspects of the School 2.0 Map to become 
familiar with the context necessary for future activities  and to kindle their thinking about the use 
of technology to enhance and enrich teaching and learning.    
 
Time Needed: 

This is a brainstorming activity and should take approximately 30-45 minutes.  
 
Instructions: 

In pairs, ask participants to explore and reflect on the School 2.0 Map from the perspectives of 
home, school & community.   
 
Have pairs discuss the contents of the map and answer the following questions:   
 

• What are some things that are new to you? 
 
• What peaks your interest most about School 2.0? 
 
• What might you add to the ecosystem? 

 

As a whole group, ask participants to share new insights they have had as a result of the exercise.   
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IV. People Wheel Activity 
 
Overview: 

 Assuming that the ultimate goal of stakeholders in School 2.0 is to design the “next 
generation of school” that ultimately prepares students for the 21st century, this activity provides 
an opportunity for all participants to understand the perspectives of the different stakeholder 
groups in a school community. 
 
Purpose:  

 Ensure representation of all stakeholders in creating the vision. 
 
Part I:   Participants view the MacArthur Foundation video to expand their thinking about 

the possibilities for the use of technology in education.    
 
Part II:  Participants understand what each stakeholder group and school needs from each 

other and what steps need to be taken to meet those needs.  
 
Part III:  Stakeholder groups identify what their group needs to create the next generation of 

schools that ultimately prepare students for the 21st century.   
 
Time Needed: 

 This activity will take approximately 30-40 minutes based on the size of the group. 
 
Materials: 

• The MacArthur Foundation video  : http://www.youtube.com/watch?v=2-
PT3vEjw5g  

• Role Cards, one set for each seven people   
• Large pieces of newsprint (two pieces for each stakeholder group with their 

tasks written on them) 
• Markers 
• Tape 
• Easels 
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Instructions 
Part I:   Show the MacArthur Foundation video.  Ask participants to be thinking 

about all the different ways technology can be used in schools.   
 
Part II:   Randomly distribute a “role card” to each person (see example below) for 

each of the following stakeholders:  students, parents, community members, 
teachers, administrators, technologists, and policymakers. Make sure that 
the same number of “role cards” is distributed for each stakeholder group.  

 
 Have participants move into 7 homogeneous groups representing each 

stakeholder group.  Ask participants to read the description and personalize 
their individual stakeholder, adding descriptors that further define each of 
the roles in more detail.  For example, the personalizing could be “parent 
does not have much interest in school but is eager to have her child be more 
enthusiastic about learning and receive higher grades.  She knows a little 
about technology and uses word processing at her job.  Because she has a 
full time job she doesn’t have much time to be in the classroom”.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

          Student 
    (Picture of stakeholder) 
 
 

 

Definition from People 
Wheel (Descriptors) 
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Part III:    Stakeholders reflect on what each group needs from school. 
 

• Student, Parent, Community Member, and Policymaker groups: Have 
participants identify what the people in their stakeholder group need from 
school and what has to be done to meet those needs.  Each group writes their 
responses on newsprint provided with more pages as needed. 

 
• Teacher, Technologist, and Administrator group:  Have participants identify 

what the people in their stakeholder group need from home and community, 
and what has to be done to meet those needs.  Each group writes their 
responses on newsprint provided with more pages as needed.    

 
• Once lists are generated, tape sheets of paper to the walls and allow five 

minutes for a “gallery walk” so participants can review the “needs from 
school” that were generated by each stakeholder group.  Remind participants 
to consider these needs as they move forward to create a vision for their 
schools.   

 
Note: Leave completed chart paper responses on the wall for later reflection. Keep the 

newsprint for the Visioning Process activity. 
 

School as a community learning center. 
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Students
How will you change the 
world? Your future job may 
not exist yet, so the key to 
your success is being a 
continuous learner. 

Community
Today’s students are your 
future employees, doctors, 
mechanics and teachers. 
Your support for their 
education today will pay 
dividends tomorrow. 

Parents
You are part of the 
teaching team-so get 
involved. Home is school 
too, and you set the 
learning example. 

Teacher
The world is your classroom 
- know that you don’t have 
to have all the answers. 
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Technologist
You have the knowledge to 
construct the technology 
platform. Be a translator. 
Help transform your 
community by bringing 
others into the technology 
conversation.

Policy Maker
You see the big picture. Get 
teachers, parents, students,  
and administrators involved 
in the decision making 
process. Explain how future 
policies can enable 
innovation or if current 
policies restrict it. 

Administrator
Get the right people in the 
right seats with the right 
tools. Explore ways 
technology can help your 
organization be more 
efficient and effective.
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V. Process Area 
Overview:  

Now that the specific needs and roles of each stakeholder have been established, 
participants will identify ways technology can enable stakeholders to address the identified 
needs.   
 
Purpose:  

Using the results from the previous People Wheel Activity,  participants will look to the 
future by brainstorming ways technology can help meet those needs in each of the five Process 
Areas: Communication, Collaboration, Content, Assessment and Evaluation, and Creation. 
 
Time Needed:  

Approximately 40 minutes will be needed for this activity depending on the size of the 
group. 
 
Materials:  

• School 2.0 Map (one for each participant) 
• Newsprint (one sheet for each of the Process Areas) 
• Fine print markers 
• Small “stickie” note pads 
• Tape 
• Easels 
• 2.0 Map Projected on Screen (optional) 

 
Instructions 
The following activities enable participants to address needs expressed in the People Wheel 
activity. 

    
• Distribute copies of the School 2.0 Map.  (If projecting the School 2.0 Map, 

have participants refer to the projected map.)   
• On a piece of newsprint, write the title of each of the Process Areas below.   

 
Process Areas: 

 
• Communication 
• Collaboration 
• Content 
• Assessment and Evaluation 
• Creation 
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• Divide the large group into five heterogeneous groups with at least one 

stakeholder from each stakeholder group included (students, teachers, parents, 
administrators, community members, technologists and policy makers).  
Assign one of the Process Areas to each group.   

 
• Direct participants to refer back to the identified needs generated in the People 

Wheel activity and look toward the future, and brainstorm the technologies 
required to meet those needs for the Process Area assigned. Use the School 
2.0 map as a reference to understanding the Process Areas and record the 
required technologies on newsprint. 

 
• Have each group post their responses on the wall and stand by the list.   

 
• Have participants return to their original stakeholder groups.   

 
• Provide each group with a stickie pad and fine point marker.  

 
• Ask each group to assign a scribe.   

 
• Using the Carousel Brainstorming technique, ask groups to circulate around 

the room responding to the variety of ideas brainstormed.   
 

• After reading the technology needs listed for a particular Process Area, groups 
can suggest additional ideas.  The scribe will write the ideas on the stickies 
and then post them on the newsprint.   

 
• After most groups have completed contributing their additional ideas, the 

facilitator will signal all groups to move on to the next Process Area.  
Continue this until all groups have had an opportunity to read and respond to 
all of the ideas of each Process Area.   

 
• Have the groups circulate one last time so they can read all the newly-posted 

comments before returning to their seats. 
 

• Summarize in stakeholder groups and be prepared to share two ideas as a 
group.     

 
Note: Leave the Process Area sheets on the wall for future reference. Keep the newsprint 

for the Visioning Process Activity. 
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VI. TechTacks Activity 
 
Overview:  

This activity provides participants with the opportunity to use what they have learned in 
the previous activities to create a technology equipped 21st century classroom.   
Purpose:  

Part I:  Participants create a technology rich classroom to enhance and enrich teaching 
and learning.    

 

Part II:   Through the sharing of the created classrooms in Part I, participants expand their 
knowledge of technology and how it can support and enhance teaching and 
learning.   

 
Time Needed:  

Approximately one hour is needed for this activity depending on the size of the group.   
 
Materials:  

• A blank classroom sheet for each pair (11x17) 
• Sheets of sketched technologies, people, and classroom equipment for 

each pair of participants: 
- Blank Labels  
- Labels: Sheet 1 
- Labels: Sheet 2  
- Labels: Sheet 3  
- Labels: Sheet 4  

• Tape 
• Scissors 
• LCD projector (optional) 
• Laptop (optional) 
• Digital Camera (optional) 

 
Instructions 
Part I:  Divide participants into teams of two.   
 

• Distribute a blank illustration of a classroom and sheets that include examples 
of many kinds of technologies (PDA’s, interactive white boards, probeware, 
audio enhancement systems, video conferencing tools, desktop computers, 
wireless labs, etc.) students, adults, desks, and tables to each team. 

 



   

 28

• For approximately 20 minutes, have teams design their ideal classroom of the 
21st century.  If they do not see a particular device provided for their 
classroom, encourage them to draw what they want included on the classroom 
illustration sheet. 

 
Part II:  Post the completed classrooms on the wall.  
 

• Have teams share their designs with the entire group explaining the 
rationales and purposes of each addition and its placement in the 
classroom.   

 
- Suggestion:  An optional form of Part II is to use a digital 

camera to take a picture of each team’s classroom, download 
to a laptop presentation program and project each as team’s 
explain their 21st century classroom design.   

 
• Provide an opportunity for participants to share what they learned or 

became aware of as a result of this activity.   
 
 

A technology rich classroom and  
how it can support and enhance teaching and learning. 
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VII. Technology Visioning Process 
 
Overview:  

This visioning activity provides participants an opportunity to efficiently draft an 
instructional technology vision for their district or school.   
 
Purpose: 
Part I:   Participants understand what a vision statement is and examine sample vision 

statements in preparation for creating their own.  
 

Part II:  Participants are lead through a process of writing a vision statement for their 
school or district. 

  
Part III:   Pairs of participants reach consensus on one vision statement for their school 

or district.   
  
Part IV:   The whole group views the collective vision statements of the small groups in 

preparation for the final step which is to develop one vision statement for the 
entire group.        

 
Part V:   The Nominal Group Technique is used to reach consensus on the final vision 

statement for the entire group.  
 
Time Needed:  

This activity takes 45-60 minutes depending on the size of the group. 
 
Materials: 

• Sample Vision Statements  
• My/Our Technology Vision Statement Form (one per participant)  
• Our Technology Vision Statement 
• Newsprint 
• Magic Markers 
• Large “peel and stick” dots (twelve dots per participant) 

 
Instructions 
Part I:  In preparation for this process, post the saved newsprint from the People Wheel and 
Process Area activities: 
 

• Explain the following points which are important for creating the vision: 
 

- A vision statement is a short, simply-written statement which points to the 
future and serves to motivate individuals to move toward achieving that 
vision.   
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- It is imperative that all stakeholder groups participate in the visioning 

process to ensure their buy-in and support.     
 

• Distribute sample vision statements as a resource to participants 
 
Part II:  Before the activity starts, preprint each of the following three questions on a piece of 
newsprint and post them in front of the room. 
 

- What will technology look like in our schools in 2020? 
 

- How will technology benefit all of the stakeholder groups in our school 
community?    

 
- What do we need to do to achieve the vision?    

 
• Using the School 2.0 map and the previously-completed People Wheel and 

Process Areas responses, direct participants to reflect on the knowledge they 
gained during the process.     

  
• Using the My/Our Technology Vision Statement form, ask each participant to 

write a one sentence to answer each question above.  Each response should 
encapsulate all aspects of previous experiences.    

 
Part III:  In pairs, ask participants to read each other’s statements and collaborate to reach 
consensus and develop one statement for each of the three questions on which both can agree.     
 

• Collect each team’s Our Technology Vision Statement.  
 
Provide a break for participants while the facilitator writes each of the vision statements on a 
piece of newsprint, by question, according to the illustration below.  Newsprint is then posted on 
the wall. 
 
 

 
Part IV:  Invite participants to go on a gallery walk examining collective responses which have 
been written on newsprint.         

Question 1 
----------------. 

  ------------------
----. 

--------------. 
------------------    

-------------. 

Question 2 
-------------. 
----------------. 
----------. 
------------------    

------. 
-------------. 

Question 3 
------------------    

--------. 
--------------. 
----------------. 
---------. 
----------------. 
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Part V:  Using the Nominal Group Technique (NGT), conduct a whole group discussion using 
the following questions: 
 

- Was anything omitted that should be there? 
 
- Are any statements almost alike?  If so, which can be deleted or 

combined?   
 
• If the group agrees, note suggestions on the newsprint. 
 
• Distribute 12 “dots” to each participant.  They may “spend” up to four 

dots on each question by placing their dots on the vision statement(s) that 
reflects the vision they feel is best to move their school or district forward.   
The four dots can be “spent” all on one statement or can be divided among 
two, three or four statements depending on how strongly a participant feels 
about particular responses.       

 
• Identify the statement under each question that received the most votes.  

These three statements become the draft vision statement.  Combine their 
selected statements from each question.  Have participants discuss and 
refine or “tweak” the vision statement to ensure it accurately reflects the 
group’s collective sentiments.   

 
• Confirm that the group accepts the final agreed-upon vision. 

 

Nominal Group 
Technique  

 
Nominal Group 
Technique 
(NGT) is a 
collaboration that 
results in the 
collective 
consensus of a 
group by means 
of a structured 
process and 

lt i
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Sample Vision Statements 
 
• Magner Academy is dedicated to providing the highest quality educational program with 

cornerstones that value learning, promote self-worth among students and staff, ensure quality 
performance among students and staff, and provide transition for students to a productive and 
responsible participation in society at large. 

 
• HJH is a leading entity providing training, knowledge and consulting services all over the 

world in the fields of self development and human resources development for individuals and 
business societies. 

 
• Our classrooms provide environments where the potential for learning is open and free to 

every student. 
 
• To give the customer reasons to smile. 
 
• To provide an environment of educational excellence while challenging the academically 

accelerated individual and accelerating the academically challenged individual. 
 
• Land a man on the moon and safely return him to earth by the end of this decade.  
 
• I have a dream that all men will be judged by the merit of their character, not by the color of 

their skin.  
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My Technology Vision Statement 

 
• What will technology look like in our schools in 2020? 
 
___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________ 
 
 
• How will technology benefit all stakeholder groups in our school community?    
 
___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________ 
 
 
• What do we need to do to achieve the vision?    

 
___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________ 
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Our Technology Vision Statement 

 
 

• What will technology look like in our schools in 2020? 
 
___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________ 
 
 
• How will technology benefit all stakeholder groups in our school community?    
 
___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________ 
 
 
• What do we need to do to achieve the vision?    
 
___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________ 
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Technology Vision Statement 
 

• ________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________ 

 
 

• ________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________ 

 
 
• ________________________________________________________________________

________________________________________________________________________
________________________________________________________________________
________________________________________________________________________ 
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VIII. Give One, Get One  
for Technology Administrators and Principals 

 
Overview:  

This activity sets the stage for Chief Technology Officers, Directors of Technology, 
Principals, Lead Technology Specialists, and Central Office Instructional and Support Staff to 
participate in writing a vision statement for their district.   
 
Purpose:  
Part I:   Participants reflect on what they know about the use of technology in 

instruction and infrastructure required.  Focused conversations with other 
participants will add to their repertoire of ways that technology can enhance 
and enrich the teaching and learning process, and support the necessary 
functions of the school district.   

 
Part II:  Participants reflect on the activity sharing new ideas with the entire group.  

This activity will help broaden participants’ background knowledge which 
they will use to create and develop a Strategic Technology and 
Implementation Plan.     

 
Time Needed:  

This activity takes 25-30 minutes from start to finish depending on the size of the group.  
 
Materials:  
 

• Give One Get One for Technology Administrators and Principals  sheets (one 
copy per participant)  

 
Instructions 
Part I:  In this exercise, participants will have the opportunity to share with and receive ideas 
from each other.   
 

• Distribute copies of the Give One, Get One for Technology Administrators 
and Principals handout to each participant.  

 
• Explain that there are many ideas regarding the power and use of technology 

and its ability to enhance all areas of the educational experience. 
 

• Ask participants to spend the next five minutes completing lines one and two 
in each section. 

 
• When a majority has finished, ask participants to find a partner to give one 

idea to and then get one idea from that partner. 
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• Record the idea on the sheet in the appropriate section.  Write the name of the 

person who gave the idea beside that idea.   
 

• After two minute with each partner, signal participants to move to the next 
person.    

 
• Allow about 20 minutes depending upon the size of the group. 

 
• Ask all the participants to return to their seats after their sheets are completely 

filled.     
 
Part II:  This part allows participants to reflect on the ideas they gleaned.  
  

• Invite participants to share their favorite idea that they received and from 
whom they received it.  This will spark additional conversations at break time 
when people want to know more about ideas.  

 
A Principal’s relation to technology. 
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Give One, Get One 
For  

Technology Administrators and Principals 
 
In each section, list two great ideas where technology can and/or will 
assist and enhance education in the information age.  Leave two lines 
blank as you will be receiving two additional ideas to add to your list.     
 
Think about how your district measures performance.  How can 
technology facilitate performance-driven administration (managing 
plans, recording student achievement data, etc.)?    

1.________________________________________________ 
2.________________________________________________ 
3.________________________________________________ 
4.________________________________________________ 
 

 
Technology enables people to be better connected.  How can 
technology positively affect leadership and collaboration (measuring 
student learning, continuing professional development, and working 
together to ensure student success)?   

1.________________________________________________ 
2.________________________________________________ 
3.________________________________________________ 
4.________________________________________________ 
 

 
Uninterrupted access to data and systems is imperative.  How can 
technology provide support to central office staff (capacity-building, 
performance monitoring systems, linking purchases to student goals, 
etc.)? 

1.________________________________________________ 
2.________________________________________________ 
3.________________________________________________ 
4.________________________________________________ 

 
Monitoring student progress is critical in schools and districts.  How 
can technology assist in providing continuous improvement for 
students (aligning learning to standards, assessing student mastery, 
evaluating programs and systems, and facilitating changes as needed)?    

1.________________________________________________ 
2.________________________________________________ 
3.________________________________________________ 
4.________________________________________________ 

 
 

 
 
 
 
 
 

 
 
 
 
 

Idea 
Person
 
 
 
 
 
 
 

_________
_________
 
 
 
 
 
 
 
 
 
_________
_________
 
 
 
 
 
 
 
 
 
 
_________
       
 
 
 
 
 
 
 
_________
_________
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IX. Challenge Scenarios 
 
Overview: 

 This activity provides opportunities for groups to focus on and respond to some common 
technology challenges faced by school staff and communities, and central office and school-
based administrators. 
 
Purpose:  

A detailed scenario of the challenge is summarized for participants before they 
collaborate in this three-step problem solving process.   
 
Part I:  Participants work together to answer the questions provided based on the 

scenario. 
 
Part II:   Participants consult the resources provided to gain an expanded depth of 

knowledge and analyze their first responses to the questions 
 
Part III:   Participants make changes to their answer based on newly acquired 

information. 
  

A follow up discussion allows participants to compare and contrast the change in their 
responses after consulting the resources. 
 
Time Needed: 

This activity takes 30-40 minutes from start to finish depending on the size of the group. 
 
Materials:  

• Scenario: Leadership and Vision, Part I 
• Scenario: Leadership and Vision, Part II  
• Scenario: Data Driven Decision Making  
• Printed copy of articles in the resources for the specific scenario being used 
• Laptop and internet access to explore the sites provided as resources 
• Newsprint to capture the answers to the scenario questions 

 
Instructions 
Part I:  Select one of the scenarios from those provided that best fit the perceived learning needs 
of your group.  
 

• Distribute or project the scenario selected. 
 

• Provide ample time for the group to read the scenario. 
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• In a whole group, have the participants respond to the questions provided with 
regard to the facts presented in the scenario and offer recommendations as 
outlined. 

 
Part II:  Participants will use resources provided to gain greater understanding of the challenges 
within the scenario. 
 

• Distribute the resources provided (articles and websites). 
 

• In pairs, have the participants explore the resource assigned to gain deeper 
understanding of the topic. 

 
• Bring the group together and have them reflect on each of the questions 

previously answered, adapting their recommendations in light of the new 
information they have acquired. 

 
Part III:  Debrief by providing participants the opportunity to discuss their analysis solutions to 
the questions within the scenario. 
 

• Conduct a whole group discussion comparing and contrasting the answers to 
the questions and adaptations that were made as a result of the resources 
provided.  
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Leadership and Vision: Part I 
 
Challenge Scenario 

 

Eduardo Alvarez is the new Principal of Borden Elementary a K-6 school in a suburban 
school district of about 5,500 students where technology is an integral part of the home and 
personal life of the district’s staff, students, and parents.  

 

Four years ago Martha Franklin, the district’s long-serving superintendent, recruited Colin 
Perkins a successful IT director at a local company to serve as the District’s first Technology 
Director.  Given free reign by Dr. Franklin, Colin has transformed the district’s technology 
from a hodgepodge of disconnected systems into a robust and reliable network.  

 

Building on his corporate experience Colin has established an extremely secure and tightly 
managed network environment. Colin has written district policy and procedures to provide 
network priority to administrative applications such as district data systems, administrator 
and teacher email, and limited web browsing.  

 

‘Core’ applications such as word processing, spreadsheets and printing usually work well and 
the network is rarely down or slow.  A single content filter is in place for all schools and 
Internet access is limited to a white list of approved sites.  Teachers may apply in advance to 
access additional sites, but must receive approval on a per-site basis.  High bandwidth 
application such as video or audio streaming or web video conferencing are discouraged and 
require a separate application to the Technology Director for each video or audio event.  

 

The Technology Director must approve all ‘non-core’ software during the summer prior to 
the school year and only Colin’s two part time technical staff are authorized to install 
software.   

 

Colin has received accolades from the city management for his transformation of the districts 
technology and has had the unconditional support of Dr. Franklin.   

 

Despite his successes and Superintendent support, some principals and teachers quietly refer 
to Colin as ‘Dr. No’ for his infrequent approvals of non-standard hardware and software and 
general jaundiced attitude toward and slow response concerning requests for the use of high 
bandwidth applications.  District staff are frustrated by his lack of interest in new 
applications such as data warehousing or interoperability and his propensity to be a choke 
point when it comes to accessing district data. Colin’s response to such entreaties in general 
is to predict dire consequences for network uptime or to bemoan his lack of resources to 
install and maintain new applications.   
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Dr. Alvarez is coming from a school where the use of audio and video, while not widespread, 
was growing through teacher use and experimentation, and where another school in his 
district was piloting a classroom set of laptops for each grade level.  His district had also just 
begun the use of online assessment for the middle school high stakes test, to improve the 
turnaround time for student scores.  

 

In initial meetings with Dr. Alvarez, Borden staff have been split about what to do with 
technology.  About a third of the teachers don’t use technology at all, another third are 
content to use only their home computers for their own planning, and the final third are 
frustrated with the available resources. Some of the teachers are actively working to 
circumvent the network restrictions by bringing in their own laptops while others have 
simply given up trying to use it for instruction.   

 

Most of the school’s computers are in labs with software dedicated to specific applications 
such as word processing or mathematics.  The district had encouraged the use of laptops in 
the past, but a rogue group of high school students was caught trying to breach the districts 
network and so desktops are now standard. Similarly, cell phones, digital media players and 
other handhelds are also banned.  Despite this ban however, these devices are prevalent 
among both teachers and students beginning in about 4th grade.  

 

Challenge Questions  
As members of the Borden leadership team, Dr. Alvarez has asked you to develop two plans: 

 

1. A sequence of action steps that he should take between September and January to 
help staff build a common school-wide vision for how technology can help Borden 
High School meet its educational goals.  

  

2. A sequence of action steps to take between January and September of the following 
year.  

 

He has also asked you to recommend: 

 

1. The action steps Dr. Alvarez should take to engage Mr. Perkins in a discussion about 
technology at Borden.   

 

2. The role you think Mr. Perkins can/should play in developing and implementing this 
vision.  
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Leadership and Vision: Part I 
 
Challenge Resources 
 
http://edcommunity.apple.com/ali/story.php?itemID=382&version=188&pageID=452 - Apple Videos 
 
http://www.portical.org/techplanningtools.html - Harvey - not so good… 
http://www.ncrel.org/sdrs/areas/issues/educatrs/leadrshp/le100.htm - NCREL - needs to be reworked... 
 
http://eric.uoregon.edu/publications/digests/digest135.html 
 
http://www.mccsc.k12.in.us/west/Documents/Technology%20plan%202006-2009.pdf 
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Leadership and Vision: Part II 
 
Challenge Scenario 

 

At back-to-school night, several parents on the school’s hiring committee and in the PTA, as 
well as one school board member independently mention to Dr. Alvarez about implementing 
a one-to-one laptop program at Borden.  He’s told that the local Education Foundation and 
the largest local employer may be willing to jointly fund laptops for all incoming 5th graders 
next year if the district will agree to sustain the program through middle and high school.  

 

Challenge Questions 
 

As members of the Borden leadership team, Dr. Alvarez has asked you to: 

 

1. Develop a sequence of steps to help Borden determine whether or not to pursue the 
one-to-one laptop program. 

 

2. Depending on your determination, develop a rationale to either promote going 
forward with the program or to justify not doing so.  

 

 

As part of your evaluation he has also asked you to: 

 

1. Document the potential impact a laptop program would have on the school and 
district’s infrastructure. 

 

2. Develop a set of recommendations to present to Mr. Perkins concerning whether or 
not to proceed with the one-to-one program.  
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Data Driven Decision Making: 
 
Challenge Scenario 
 

Alice Wu is the principal of Buchanan, a large urban middle school with 1600 students.  
Sixty-seven percent of the student body is eligible for free and reduced priced lunch, 56 
percent are minority students and 45 percent are non-native English speakers.  Over the past 
three years, despite increased Title 1 funds and the addition of a reading specialist, student 
achievement has not improved.   In addition, the number of student referrals to the office for 
disciplinary issues has also increased.   

 

At a district wide principals’ meeting, Alice learned that Polk, a middle school with a similar 
demographic profile across town, had seen recent gains in student achievement and a drop in 
referral rates.   

 
Challenge Questions 
 

You are the principal of Polk, and Alice calls you to find out how you are making these 
improvements.  You and your staff are making these gains in part by creating a culture of 
data use where teachers and administrators use data to monitor student progress and 
analyze issues such as discipline referrals and attendance issues.  Alice asks that you help 
her develop a process to implement these changes in her school. 

 
1. Identify for Alice the different ways in which you and your staff are using data to 

make better-informed decisions.  Include for her how your staff is sharing student 
data across teams, grade levels and disciplines.  

 
2. Outline for Alice the set of actions you and your staff took over the past year to 

develop a culture of data use. What actions do you plan to take next year to keep the 
process moving? 

 
3. Highlight the organizational and operational changes you made to help embed the use 

of data into the management of your school. 
 

4. Describe the professional development you provided to help prepare your teachers to 
use data effectively.  
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Data Driven Decision Making: 
 
Challenge Resources 
 
http://www.just4kids.org/en/michigan/best_practices/district_monitoring.cfm - How to use data 
 
http://www.schoolmatters.com =  
 
http://nces.ed.gov/forum/pub_2005801.asp - various roles 
http://nces.ed.gov/forum/pdf/tip_principal.pdf 
 
 
http://www.rand.org/pubs/occasional_papers/2006/RAND_OP170.pdf = Rand Report on DDDM 
 
http://www.dataqualitycampaign.org/files/Meetings-DQC_Quarterly_Issue_Brief_092506.pdf - DQC Issue 
Brief 
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X. Introduction to Strategic and Technology Planning 
 
Overview:  

Strategic Technology Plan:  This activity provides a foundation for the technology 
planning process.  It allows participants to gain the information and background knowledge 
necessary to begin their own process for developing their strategic technology planning.    

  
Implementation Plan:  After completing the creation of the Strategic Technology Plan, 

use this activity to develop an implementation plan that supports the previously-developed 
technology vision and sets their strategic plan in motion.    
 
Purpose:                    
Part I:   Participants experience the importance of using a planning process based 

on the previously-developed vision statement in developing a technology 
plan.  Suggested components of a school or district technology plan and 
resources to use in the planning process are provided.   

   
Part II:  Each participant selects a stakeholder group to represent and learn their 

roles and responsibilities during the planning process.  Through 
discussions, participants will read and discuss the resources provided in 
preparation of creating their own technology plan.  Using provided 
resources, participants organize a technology planning committee and 
identify the roles and responsibilities of each subcommittee and the 
components of their technology plan.   

Part III:  Using the components of the technology plan, each group begins to 
develop a framework for an Implementation Plan including individual 
tasks, responsible persons and timelines.   

 
Time Needed:  
 This activity will take 1-2 hours depending upon the size of the group. 
 
Materials:  
Each participant will need one copy of each of the following materials: 
 

• Technology Planning Overview  
• Previously-developed Vision Statement 
• Components of a School Technology Plan or Components of a District 

Technology Plan  
• Responsibilities of Suggested Technology Plan Subcommittees or 

Responsibilities of District Technology Planning Subcommittees  
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• Suggested Tasks of School Planning Subcommittees  or Suggested Tasks of 
District Technology Planning Subcommittees   

• Blank School Committee Chart or Blank District Planning Committee Chart 
• Sample Implementation Plan 
• Implementation Plan Chart  
• Selected resources  
• Flipchart and easel 
• Flip chart markers 
• Large “stickie” notes 
• Computer with Internet access  

 
Instructions 
Part I:      

• Distribute the Technology Planning Overview.   
 

• As a whole group, discuss the importance of each part in developing a 
technology plan.   

 
• Review the previously-developed vision statement and acknowledge that this 

vision is the goal of the technology plan being developed.  
 
Part II:   

• Reflecting on the People Wheel activity and the importance of having all the 
stakeholder groups represented in the planning process, ask participants to 
select a stakeholder group to represent.   

 
• Have members of the same stakeholder group meet together to identify their 

roles and what is important to be included in the plan from their perspective.   
   
Note:   If there is a large number of participants, ask the group to form smaller 

technology planning groups comprised of stakeholders from each of the 
stakeholder groups and representatives from grade levels and subject areas as 
appropriate.   

 
Part III:   

• Distribute Components of a School [or District] Technology Plan and the 
Responsibilities of Suggested Technology Plan Subcommittees.  

 
•  Ask each planning group to read the documents.   

 
• As an entire group, clarify any questions about the responsibilities.   

 
• Distribute the Suggested Tasks of School or District Technology Planning.   
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• Ask each group to read the tasks and add to them as they deem important.   
• Distribute copies of the Blank School or District Planning Committee Chart, 

whichever is appropriate.   
 

• To begin the planning process, have the groups identify the tasks they deem 
important and will use in the development of their own plan.  They may add 
other tasks if they recognize others should be added.   

 

Part IV:  In preparation for developing the Implementation Plan. 

• Ask each group to conduct a task analysis of each of the subcommittee 
responsibilities they identified.   

• Ensure participants understand that a task analysis is a dissection of 
each of the tasks into the subset of tasks which need to be 
accomplished before the entire task is completed.  Examples might be 
any data that needs to be collected, communication with stakeholder 
groups, etc.   

  

Note:   If time is not available to complete the entire list, planning  groups may shorten 
the process by selecting one or two of the subcommittee tasks instead of doing 
them all.      

• Distribute the Implementation Plan Chart and the Sample Implementation 
Plan.  

 
• Discuss the components of an Implementation Plan.   

 
• Using the Sample Implementation Plan as a template, each subcommittee will 

use the results of the task analysis to complete the Implementation Plan 
template for their committee including the development of a timeline and the 
assignment of responsibilities for each of the tasks associated with their 
subcommittee.  Timelines may be overlapping for individual components and 
it will be necessary to confer with other subcommittees to coordinate the 
timelines.  

 
• Ensure the participants understand that when developing the final 

Implementation Plan, the Steering Committee or task force will be assigned 
responsibility for combining the Implementation Plans for each subcommittee 
into one document for the entire project. 

  

Task analysis 
is the analysis of 
how a task is 
accomplished, 
including a 
detailed 
description of 
both manual and 
mental activities. 
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• As a summary, have groups summarize their plans and answer any questions 
and generating “ah-has” or new learning from the group.     
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Technology Planning Overview 
 

A plan to integrate technology should include the following five essential components: 

• Curriculum – Outlines how technology will be used to enhance the teaching and 
learning process. 

• Professional Development – Establishes the methods and schedules for training 
teachers, administrators, classified staff, parents, and community members. 

• Infrastructure, Hardware, Technical Support, and Software – Outlines the type of 
technology and the time frame for when these various technology resources will 
be obtained in order to accomplish the Curriculum and Professional Development 
components. 

• Funding and Budget – Establishes the cost estimates and funding sources needed 
to accomplish the first three components. 

• Monitoring and Evaluation – Provides the means by which the school district will 
determine whether the plan is effective. 

Why plan? 

• Laws often require a plan for future funding 

• An all-inclusive planning team can create positive change 

• A comprehensive up-to-date technology plan is an application waiting for a 
funding program. 

• Proper planning saves time and money 

• Successful results can be achieved faster with a comprehensive plan 

Who should develop the plan? 

• Include representatives for all stakeholders on the planning team 

• Include representatives from the school district and the school 

• Obtain the support of the school superintendent and the governing board. 

• Choose the size and structure of the planning team that best meets your district’s 
/school’s needs. 

• Involve the community, businesses, parents, and students in all aspects of the plan 
and implementation 

• Establish a common base of knowledge among team members 

• Areas of expertise in the group, jargon and terminology 
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Suggested School Technology Plan Components 
 

To begin your planning for a school/district Technology Plan, consider the following 
components.  Choose from these and add your own to meet your specific district/school needs. 
 

• Technology Vision for the District 
• Technology Mission Statement for the District 
• Stakeholders to be included in the planning process 
• Goals,  Objectives and Strategies for the Following Components 

• Curriculum Enhancement 
• Technology Integration with Curriculum and Instruction 
• Increasing Technology Access for Students, Teachers, and Administrators 

o Media Enhancement for Students 
o Special Education Access 

• Administration 
o Communication Technology 
o Information Services 
o Network Services 
o Technology Tools for Special Education 

• Professional Development 
o Media:  Staff Development  Opportunities 
o Special Education:  Staff Development Opportunities 

• Assessment 
o Curriculum:  common assessment tools 

• Information Services 
o Student Plans/Continuous Learning Plans 
o Special Education:  Individual Educational Plan (IEP) enhancements 

• Online/Distance Learning 
o Curriculum:  Pod Casting 

• Parental Involvement 
o Volunteer Management Software 

• Policies and Procedures 
• Equitable Access for Students 
• Acceptable Use Policy 
• Software Standards 

• Guidelines on the Use of Personal Computer Equipment on the District Network 
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• Assistive Technology 

• ADA Compliance 

• Internet Safety and Children’s Internet Protection Act (CIPA) Compliance 

• Role of School Media Center 

• How Media Centers Support Instruction 

• Assisting Teachers in Using Technology Applications 

• Information Literacy or Technology Standards 

• Budget 

• Partnerships 

• Staff Development and Training 

• Staff Development Plan 

o Building-Level Staff Development 

o “Just in Time” Training 

o Training for Integrating Technology into Instruction 

o E-Resources 

• Synchronous and Asynchronous Distance Learning 

• Technology Skills Standards 

• Information/Technology Literacy Requirements 

• Integrating Technology with Instruction Across the Curriculum 

o TOOLS 

o Curriculum Link 

o Reference Databases 

• Administrative Staff 

• Additional Opportunities 

• Maximizing the Potential of Existing Technologies 

• Teaching Strategies using Technology 

• Professional Development Plan (if not provided above) 

• Implementation Plan 

• Responsibilities 

• Timelines 

• Evaluation Plan 
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Suggested District Technology Plan Components 
 
To begin your planning for a school/district Technology Plan, consider the following 
components.  Choose from these and add your own to meet your specific district/school needs. 
 
• Technology Vision for the District 

• Stakeholders to be Included in the Planning Process 

• Human Resources 

• Human Resources Mission Statement  

• Goals and Objectives for Technology Use in Human Resources Functions 

• Employment 

• Benefits 

• Recordkeeping 

• Payroll  

• Evaluations 

• Other__________________________________ 

• Financial Services  

• Financial Services Mission Statement 

• Goals and Objectives for Technology Use in Financial Services  

• Accounting enhancements 

• Budget Development and Accounting 

• School budget development and monitoring 

• District budget development and monitoring 

• Procurement 

• Other_________________________________ 

• Operations and Business Services 

• Operations and Business Services Mission Statement 

• Goals and Objectives for Technology Use in Operations and Business Services 

• Maintenance Monitoring and Enhancements 

• Transportation Operations 

• Food and Nutrition Services   

• Information Technology 

• Communications Technology 

• Parent Link Software 
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• Volunteer Management 

• Data and Network Security 

• Acceptable Use Policy 

• Software Standards 

• Guidelines on Use of Personal Computer Equipment on District Network  

• Other_______________________________ 

• School Security Audits 

• Disaster Recovery Planning 

• Phone System Emergency Plan 

• Network Disaster Recovery 

• Other_________________________ 

• Transportation 

• Bus monitoring 

• GPS systems 

• Route development 

• Other________________________________ 

• Information and Communication Technology 

• Student Electronic Grade and Progress Reporting System 

• Network Security 

• Research  

• Configuration Management 

• Equipment Support 

• Minimum Functionality Model 

• Maximum Functionality Model 

• Hardware Management 

• Other_______________________________  

• Educational Services 

• Instructional Technology and Curriculum Support 

• Mathematics 

• Language Arts 

• Science 

• Social Studies 



   

 67

• The Arts 

• Role of the Media Center 

• Professional Development 

• Building Level Professional Development 

• District Level Professional Development 

• “Just in Time” Training 

• Integrating Technology into Instruction Across the Curriculum 

• TOOLS 

• Curriculum Links 

• Reference Databases 

• Online Learning 

• Synchronous 

• Asynchronous 

• E-Resources 

• Technology Skills Standards 

• Maximizing Existing Technology Use 

• Informing and Assisting Teachers in Using Technology 

• Other_________________________________ 

• Research and Accountability 

• Testing and Reporting 

• NCLB Monitoring and Reporting 

• Adequate Yearly Progress 

• Program Monitoring and Evaluation 

• Data Warehouse Analysis 

• Other___________________________________ 

• Student Services and Special Education  

• Assistive Technology and Training 

• Electronic Individual Educational Plans (IEP)  
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• ADA Compliance 

• Electronic recordkeeping 

• Health 

• Special education services 

• Other__________________________________________ 

• Implementation Plan 

• Evaluation Plan 
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Technology Steering Committee includes Steering 
Committee Co-chairs and Chairs of all 

Curriculum 
Committee 

Hardware, Technical 
Support, and Software 

Professional 
Development 

Funding and 
Budget 

Monitoring and 
Evaluation 

Outlines how 
technology will be 
integrated to enrich 
and enhance the 
teaching and 
learning process 
 

Establishes the 
methods, needed 
focus and schedules 
for training teachers, 
administrators, 
classified staff, and 
parents.   

Outlines the type of technology 
and the time frame for when 
these various technology 
resources will be obtained to 
accomplish Curriculum and 
Professional Development 
components. 

Establishes the 
cost estimates and 
funding sources 
needed to 
accomplish the 
vision. 

Monitors technology 
integration and 
through data analysis  
determines the 
effectiveness of the 
technology plan and 
makes 
recommendations for 
adjustment as the data 
indicates. 

Technology Vision 

Maximizing Potential 
of Existing 
Technology 

Examines the use of 
existing hardware to 
support the vision  
ensuring its use is 
maximized to its greatest 
potential to enhance 
instruction and 
achievement before 
purchasing additional 
technology.   

Stakeholders and  
Grade Level / Subject Area Teams 

School Technology Steering Committee 
Responsibilities  

*Additional Task Forces and/or Focus Groups may be created for specific tasks.  
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Technology Steering Committee includes  
co-chairs and chairs of all subcommittees 

Human 
Resources 

Operations and 
Business Services 

Financial 
Services 

Educational 
Services 

Research and 
Accountability 

Outlines the 
technology 
needed to support 
employees such 
as recordkeeping, 
benefits, 
compensation, 
evaluations and 
professional 
development 

Outlines 
accounting and 
budgeting needs 
and ways 
technology can 
assist in 
streamlining 
business 
processes 

Examines ways technology can 
enhance facilities and 
maintenance projects and 
responsibilities, food services, 
transportation, information and 
communication technology.  

Identifies 
technology to 
enhance curriculum 
and instruction and  
commensurate 
professional 
development to 
ensure its use 

Identifies technology 
to collect data to 
monitor and assess 
educational programs 
such as NCLB, student 
reporting and testing 
programs 

Technology Vision 

Stakeholders and  
Grade Level / Subject Area Teams 

District Strategic Technology Planning Committee  
Suggested Responsibilities* 

*Additional Task Forces and/or Focus Groups may be created for specific tasks.  

Student Services 

Examines ways 
technology can be used 
to assist special 
education instruction 
including use of assistive 
devices while supporting 
health and social services 
to better meet the needs 
of students    
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Curriculum 
Committee 

Hardware, Technical 
Support, and Software 

Professional 
Development 

Funding and 
Budget 

Monitoring and 
Evaluation 

• Enhance 
curriculum and 
frontloading 
through 
technology 
integration 

• Increase 
student/teacher 
technology access 

• Assess 
achievement 
using technology  

• Support 
instruction by 
media center  

• Integrate 
information 
literacy skills  

• Employ 
technology skills 
standards 

• Integrate  
technology in  

• curriculum 

• Use both 
synchronous and 
asynchronous 
learning 
opportunities 

• Explore pod 
casting 
capabilities 

• Develop staff   
professional 
development 
continuum 

• Assess 
professional 
development 
needs for all staff 

• Provide ongoing 
opportunities for 
peer to peer 
observations and 
learning  

• Other 

• Develop acceptable use 
policies and software 
guidelines 

• Identify Internet safety 
standards 

• Ensure ADA compliance 
• Through vertical articulation 

identify technology for 
continuity 

• Evaluate bandwidth capacity 
• Other 

• Identify 
technology 
budget 

• Identify 
sources of 
technology 
funding  

• Explore 
partnerships 

• Other 

• Use data to guide all 
technology 
decisions including 
procurement, 
instruction, etc. 

• Share data with all 
staff 

• Establish evaluation 
criteria 

• Monitor levels of 
technology 
integration 

• Meet with grade 
levels and 
departments 

• Analyze data by 
grade level and 
subject area so 
grade levels and 
leadership team can 
make decisions  

• Advise 
administration on 
technology 
implementation 

• Provide ongoing 
monitoring and 
evaluation of 
implementation plan  

• Other 

Maximizing Potential 
of Existing 
Technology 

• Evaluate current 
technology integration 
and vision  

• Identify ways to 
expand technology use 
to enhance instruction 

• Develop capacity for 
continuous learning 
plans 

• Enhance IEP capacity 
• Increase access for 

special ed students 
• Increase technology 

tools for special ed 
students  

• Enhance parent/staff 
communication  

Stakeholders and  
Grade Level / Subject Area Teams 

(provides for vertical and horizontal articulation) 
 

School Technology Steering Committee  
Suggested Tasks*  

Technology 
Vision 

*Additional Task Forces and/or Focus Groups may be created for specific tasks.  
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Human 
Resources 

Operations and 
Business Services 

Financial 
Services 

Educational 
Services 

Research and 
Accountability 

• Use technology to 
keep employment 
records  

• Ensure benefits 
provided through 
technology 

• Provide online 
recordkeeping 

• Use technology to 
maintain employee 
evaluations online  

• Create interactive 
websites for 
purposes of 
recruiting and 
community outreach 

• Other 

• Use technology 
to enhance 
accounting 
practices 

• Ensure 
technology is 
used in schools 

• Monitor and 
develop budget 

• Use technology 
in procurement 
process 

• Manage payroll 
systems 

• Control 
inventory 
online 

• Other 

• Identify technology use in    
operations and business 
services 

• Provide for monitoring and 
evaluation 

• Use technology in 
transportation operations  

• Explore technology use in 
food and nutrition services 

• Ensure information services 
are current 

• Provide parent and staff 
communications technology  

• Ensure data and network 
security 

• Develop acceptable use 
policies 

• Provide school security 
software 

• Manage hardware 

• Provide role of 
media specialist 

• Develop 
professional 
development plan 

• Integrate technology 
into instruction 
across curriculum 

• Provide online 
learning 
opportunities for 
staff and students 

• Develop technology 
skills standards 

• Maximize existing 
technology use 

• Student online 
portfolios 

• Other 

• Ensure technology use 
in testing and reporting 

• Develop program 
monitoring and 
evaluation process 

• Provide data 
warehouse analysis 

• Monitor and evaluate 
district technology 
plan  

• Reporting to lead state 
and federal agencies 

• Collect and analyze 
longitudinal data 

• Other 

Stakeholders and  
Grade Level / Subject Area Teams 

Student Services 

• Provide assistive 
technology and 
planning 

• Develop electronic 
individual educational 
plans (IEPs) 

• Ensure ADA 
compliance 

• Institute electronic 
recordkeeping (health, 
special education 
services, report cards, 
etc.) 

• Individual monitoring 
plans 

• Other 

School District Strategic Technology Planning Committee 
Suggested Tasks * 

*Additional Task Forces and/or Focus Groups may be created for specific tasks.  
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Curriculum 
Committee 

Hardware, Technical 
Support, and Software 

Professional 
Development 

Funding and 
Budget 

Monitoring and 
Evaluation 

     

Maximizing Potential 
of Existing 
Technology 

 

Stakeholders and  
Grade Level / Subject Area Teams 

_______________________ School 
Strategic Technology Planning Committee 

Responsibilities*  

*Additional Task Forces and/or Focus Groups may be created for specific tasks. 

Technology Vision  
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Human 
Resources 

Operations and 
Business Services 

Financial 
Services 

Educational 
Services 

Research and 
Accountability 

     

Stakeholders Groups 

Student  
Services 

 

________________ School District Strategic Technology 
Planning Committee Suggested Responsibilities* 

*Additional Task Forces and/or Focus Groups may be created for specific tasks. 
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Sample Technology Implementation Plan (abbreviated) for Happy Valley School District 
 

September 4, 2007 
 

Lead Person Task Persons Involved Due Date Completion 
Date 

John Miller Inform Superintendent and CTO of the 
planning initiative and purpose John Miller and Jorge Garrido 9/20/07  

Lisa Ling 
Conduct Task Analysis of the vision to 
identify the requirements and steps in 
the implementation plan 

CTO, Dir. of Instructional 
Technology, two central office 
staff 

9/25/07 
 

Maria Hernandez   
Create list of stakeholders to develop 
the draft implementation plan with 
meeting dates. 

Ass’t Supt, CTO, Dir. of 
Instructional Technology, two 
principals and two teachers, 
one elementary and one 
secondary. 

10/15/07 

 

Maria Hernandez 

With the Chair’s approval, establish 
the sub-committees and invite 
members to attend their respective 
meetings.   
 

Core Planning Team.   11/15/07 

 

Donald 
Stephenson 

Develop staff development plan  for 
teachers and administrators 

Director of Staff 
Development, Instructional 
Technology Director, two 
instructional coaches, one at 
each level   
 

12/30/07 

 

John Miller 
With CTO, develop list and cost of 
technology requirements for the plan 
for budget process 

John Miller with technology 
teachers and CTO 2/15/08 

 

Superintendent Submit proposal to School Board as a 
part of the technology budget 

Superintendent, CTO and 
staff 5/4/08  
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Technology Implementation Plan 
 

Lead Person Task Persons Involved Due Date Completion 
Date 
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