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The workbook is intended to serve as a user-friendly tool for local management of the development of the division technology plan. It is similar in content to the Virginia School Division Technology Plan Alignment Report, thereby facilitating the alignment of the local technology plan with the state plan. It is a downloadable Word file located at http://www.pen.k12.va.us/VDOE/Technology/OET/resources.shtml#etpm
Who should use the technology plan alignment workbook?

The Technology Plan Committee Chair to:

· Use it to track progress 

· Make and clarify assignments

· Ensure that the plan contains required elements

· Ensure that the plan reflects federal and state requirements 

· Assess quality of the plan (rubrics)

· Use it to review and evaluate the existing plan

· Ensure that plan is aligned with the state plan

· Make a report to the superintendent 

The Technology Plan Committee Members to:

· Use it to track progress

· Use the rubrics to evaluate work

· Use the descriptions to fully develop the element

· Ensure that the plan reflects federal and state requirements

· Use as a reporting instrument to the committee chair

The Division Superintendent to: 

· Track progress

· Validate alignment with the state plan

· Use as a basis for a report to the school board

· Use as a basis for budget planning and decision-making

Guidelines for Using the Technology Plan Alignment Workbook

· The workbook is similar in design to the Technology Plan Alignment Report. The only difference is that the workbook contains spaces to record progression of the development of the technology plan. While the technology plan committee may choose to used the workbook in whatever manner that is most beneficial to them, the following approach may be helpful:

· Distribute sections of the workbook to the appropriate division technology plan subcommittee members, i.e. Stakeholders, Mission/Vision, Integration, etc.

· Use the Note Dates Reviewed column to record the development status of each section

· The Elements of Comprehensive Technology Plans column is a list of specific elements element along with its definition. This information helps to focus on the assigned component of the technology plan.

· The Element Required For column serves as a self-check to be certain that elements required for the state technology plan, E-Rate, and federal technology grant applications are included.

· The Evidence of Elements in Division Technology Plan column serves to point out in the plan the location (page and paragraph) of the required elements.

· The Alignment Rubric column is a measurement tool to determine the degree to which the element of the plan is aligned with the state technology plan.

The workbook is for school division use and should not be submitted to the Department of Education as part of the technology plan alignment report.
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	Note Dates Reviewed
	Elements of Comprehensive Technology Plans
	Element Required For*
	Evidence of Elements in Division Technology Plan
	Alignment Rubric

	Completed
	In Progress
	
	
	Page
	Paragraph
	

	
	
	STAKEHOLDERS


	STPA
	
	
	No Alignment
	Planning committee list is missing or inadequate to determine representation.  There is no provision for distributing the plan widely.

	
	
	Definition

· A description of how a variety of stakeholders from within the school division and the community-at-large participated in the planning process.

· Representation is equitable and appropriate to address the focus areas of integration, professional development, connectivity, educational applications, and accountability.

· A process to distribute the technology plan to all stakeholders is evident. 


	
	
	
	
	

	
	
	
	
	
	
	Moderate Alignment
	There is little evidence indicating that the division actively sought participation in the planning process from a variety of stakeholders, and did not include stakeholders external to the division.  The plan will be made available to all who wish to review it.

	
	
	
	
	
	
	Fully Aligned
	The planning committee consists of representatives who will implement the plan, including the division curriculum and information technology staff, administrators, teachers, parents, students, community non-profits and businesses.  A process for distributing the plan widely so that all stakeholders are aware of the goals and strategies is described.

	Notes:
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	Note Dates Reviewed
	Elements of Comprehensive Technology Plans
	Element Required For*
	Evidence of Elements in Division Technology Plan
	Alignment Rubric

	Completed
	In Progress
	
	
	Page
	Paragraph
	

	
	
	MISSION/VISION STATEMENT(S)

(A plan may have either a mission or vision statement, or both)
	STPA
	
	
	No Alignment
	Mission/vision statement is missing or inadequate to determine the technology focus of the division.



	
	
	Definition

Mission/vision statements:

· express a shared commitment to the essence of technology as a major teaching and learning tool. 

· are written in the present tense and articulate stakeholders’ key principles.

· confirm that the plan serves as a catalyst to ensure that students are prepared to live and work in a technological society.

· focus on integration and student achievement.

· define expectations for the public investments in K-12 educational technology.


	
	
	
	
	

	
	
	
	
	
	
	Moderate Alignment
	Mission/vision statement is skilled-based only and does not address the larger outcomes of the school division improvement plan.



	
	
	
	
	
	
	Fully Aligned
	The statement is an integral part of implementing the school division mission statement and demonstrates a clear connection between learning, technology access, and use.



	Notes:
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	Note Dates Reviewed
	Elements of Comprehensive Technology Plans
	Element Required For*
	Evidence of Elements in Division Technology Plan
	Alignment Rubric

	Completed
	In Progress
	
	
	Page
	Paragraph
	

	
	
	CURRENT STATUS/NEEDS ASSESSMENT

(The plan includes an assessment of the difference between what the school division wants to achieve for students and staff, and the actual circumstances and conditions of the students and staff in the division)
	STPA

Title II, Part D

E-rate
	
	
	No Alignment
	The current status/needs assessment is vague in scope and relationship to the overall plan.

	
	
	
	
	
	
	Moderate Alignment
	The current status/needs assessment is clear in both scope and relationship to the overall plan.



	
	
	
	
	
	
	Fully Aligned
	The current status/needs assessment is clear in both scope and relationship to the overall plan, and uses a variety of valid and reliable sources to identify the strengths and weaknesses of the educational technology program.



	Notes:
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	Note Dates Reviewed
	Elements of Comprehensive Technology Plans
	Element Required For*
	Evidence of Elements in Division Technology Plan
	Alignment Rubric

	Completed
	In Progress
	
	
	Page
	Paragraph
	

	
	
	DURATION


	STPA

E-rate
	
	
	No Alignment
	The benchmarks are not associated with any particular timeline.



	
	
	Definition

The plan guides the division’s use of educational technology for 3 to 6 years and lays out the chronology of plan implementation – indicating specific points at which various significant activities will occur or objectives will be achieved.


	
	
	
	
	

	
	
	
	
	
	
	Moderate Alignment
	The timeline is less than 3 years or more than 6 years in length with minimal reference to when the objectives will be achieved, or the timeline is unreasonable.



	
	
	
	
	
	
	Fully Aligned
	The benchmarks and timeline in the plan outline goals and strategies for the next 3 to 6 years with a reasonable timeline for implementing the plan and achieving plan outcomes.



	Notes:
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	Note Dates Reviewed
	Elements of Comprehensive Technology Plans
	Element Required For*
	Evidence of Elements in Division Technology Plan
	Alignment Rubric

	Completed
	In Progress
	
	
	Page
	Paragraph
	

	
	
	IMPLEMENTATION RESPONSIBILITY


	
	
	
	No Alignment Rubric necessary for this item.



	
	
	Definition

An outline of the responsibilities by job title for the implementation of the plan.  This may be incorporated into the implementation timeline, or action plan used under DURATION.
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	Notes:
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	Note Dates Reviewed
	Elements of Comprehensive Technology Plans
	Element Required For*
	Evidence of Elements in Division Technology Plan
	Alignment Rubric

	Completed
	In Progress
	
	
	Page
	Paragraph
	

	
	
	COLLABORATIONS AND PARTNERS


	
	
	
	No Alignment Rubric necessary for this item.



	
	
	Definition

Any technology-related collaborations or partnerships within and without the division should be documented.  
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	Notes:
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	Note Dates Reviewed
	Elements of Comprehensive Technology Plans
	Element Required For*
	Evidence of Elements in Division Technology Plan
	Alignment Rubric

	Completed
	In Progress
	
	
	Page
	Paragraph
	

	
	
	GOALS, OBJECTIVES, STRATEGIES

(The plan must establish clear goals and a realistic strategy for using telecommunications and information technology to improve education.)
	STPA

Title II, Part D

E-rate
	
	
	No Alignment
	The goals, objectives, and strategies are vaguely connected to the division’s goals for student achievement.  The objectives are vaguely written and will be difficult to measure.  Some objectives or strategies do not seem to relate to their goal.



	
	
	Definition

Goals:

· represent broad statements of desired outcomes that articulate the division’s mission.

· provide a framework for the objectives.

· contribute to meeting one or more identified needs.

Objectives:

· represent specific actions needed to fulfill the goals.

· have measurable outcomes.

· can be evaluated by results that are measured over a specified period of time.

Strategies:

· represent mechanisms for achieving objectives.
· are realistic methods likely to accomplish objectives.
	
	
	
	Moderate Alignment
	The goals, objectives, and strategies are connected to the division’s goals for student achievement.  The objectives are clearly written and realistically achievable with at least some reference to measurability.  The goals, objectives and strategies generally provide a cohesive approach to technology integration.



	
	
	
	
	
	
	Fully Aligned
	The goals, objectives and strategies clearly communicate a cohesive, measurable approach for incorporating educational technology in teaching and learning.  The objectives follow the SMART method:  Specific, Measurable, Achievable, Realistic and Timebound.  The goals, objectives and strategies clearly outline a cohesive approach to technology integration.


	Notes:
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	Note Dates Reviewed
	Elements of Comprehensive Technology Plans
	Element Required For*
	Evidence of Elements in Division Technology Plan
	Alignment Rubric

	Completed
	In Progress
	
	
	Page
	Paragraph
	

	
	
	INTEGRATION


	STPA

Title II, Part D

E-rate
	
	
	No Alignment
	Educational technology is not clearly connected to the division’s educational plan.  Equity of access to technology is not fully addressed.


	
	
	Definition

The appropriate use of specific technologies as highly effective tools in facilitating learning across all levels of cognitive inquiry and development.

State Goals:

1. Improve teaching and learning through the appropriate use of technology. 

2. Improve statewide equity in the implementation of technology-enhanced teaching and learning.


	
	
	
	
	

	
	
	
	
	
	
	Moderate Alignment
	A brief description of how technology will be used to improve teaching and learning is provided.  The need for equity is addressed but not tied to student achievement.



	
	
	
	
	
	
	Fully Aligned
	Significant evidence describing technology support mechanisms for the local educational plan and the Standards of Learning objectives is given.  Equity of access is an integral part of the integration plan.



	Notes:
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	Note Dates Reviewed
	Elements of Comprehensive Technology Plans
	Element Required For*
	Evidence of Elements in Division Technology Plan
	Alignment Rubric

	Completed
	In Progress
	
	
	Page
	Paragraph
	

	
	
	PROFESSIONAL DEVELOPMENT AND SUPPORT PROGRAMS


	STPA

Title II, Part D

E-rate
	
	
	No Alignment
	The plan omits or provides little evidence of an effective professional development program that support educators becoming proficient in incorporating educational technology into teaching and learning.  There is little or no connection to the educational goals for students.  No support programs are addressed.

	
	
	Definition

Professional Development includes preservice and in-service training.  It addresses the collaborative development and the division use of materials, courses, certification programs and various staff development delivery models related to the effective integration of technology in K-12 schools.  It also includes on-site support programs.
State Goals:

1. Establish partnerships for identifying and delivering effective technology training as they help students achieve high academic standards. 

2. Administer grant programs and financial assistance initiatives that support implementation of educational technology integration.

3. Establish and maintain instructional technology positions (including site-based technology resource teachers) in school divisions.
	
	
	
	
	

	
	
	
	
	
	
	Moderate Alignment
	The plan provides minimal evidence of an effective professional development program that supports educators in becoming proficient in incorporating educational technology aimed at improving student achievement.  Minimal support programs are included.

	
	
	
	
	
	
	Fully Aligned
	The plan describes strategies, activities, and practices for providing ongoing, sustained professional development that will enable all educators in the division to use educational technology effectively in creating powerful learning experiences for students.  Professional development is based on the division’s educational goals.  On-site support is addressed.

	Notes:
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	Note Dates Reviewed
	Elements of Comprehensive Technology Plans
	Element Required For*
	Evidence of Elements in Division Technology Plan
	Alignment Rubric

	Completed
	In Progress
	
	
	Page
	Paragraph
	

	
	
	CONNECTIVITY


	STPA

Title II, Part D

E-rate
	
	
	No Alignment
	The plan does not describe how hardware, software, materials and network access will be provided for everyone.  Little is planned to address network support or technology procurement issues, or the various security needs.

	
	
	Definition

Connectivity includes the development of school division electronic infrastructures and the supporting software and hardware that would allow all users to have equitable access to local, state and worldwide educational resources.
State Goals:

1. Ensure that all public schools have access to integrated instructional and administrative services across interoperable high-speed networks. 

2. Ensure sufficient support for ongoing, reliable network operations.

3. Provide leadership and resources to promote efficient procurement of infrastructure including identification and procurement of emerging technologies.

4. Ensure that school divisions have in place network security, filtering, and disaster recovery plans.
	
	
	
	
	

	
	
	
	
	
	
	Moderate Alignment
	Goals and strategies minimally address the type of technologies to be acquired including specific provisions for interoperability among components, but do little to ensure access.  Perfunctory attention is given to network support and technology procurement issues, and the security issues are given minimal attention.

	
	
	
	
	
	
	Fully Aligned
	The plan contains provisions to ensure meaningful access as well as policies and procedures for all staff and students regardless of disability, economic status, or other special needs. Care is taken to ensure sufficient support for network operations, as well as efficient procurement of technologies, especially emerging technologies.  Security issues are thoroughly addressed.

	Notes:
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	Note Dates Reviewed
	Elements of Comprehensive Technology Plans
	Element Required For*
	Evidence of Elements in Division Technology Plan
	Alignment Rubric

	Completed
	In Progress
	
	
	Page
	Paragraph
	

	
	
	EDUCATIONAL APPLICATIONS 
	STPA

Title II, Part D

E-rate
	
	
	No Alignment
	The plan does not address the use of networked or Web-based learning resources.



	
	
	Definition

Educational Applications include instructional and administrative applications that make use of the infrastructure “highway” referenced in the Connectivity section.

State Goals:

1. Improve teaching and learning through the appropriate use of network-accessible educational applications. 

2. Promote and develop Web-based applications, services and resources.

3. Offer digital learning opportunities at state and local levels.


	
	
	
	
	

	
	
	
	
	
	
	Moderate Alignment
	The plan does not address the use of networked or Web-based learning resources.



	
	
	
	
	
	
	Fully Aligned
	The plan clearly provides a comprehensive process for the use of networked or Web-based learning resources used to support curriculum goals.



	Notes:
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	Note Dates Reviewed
	Elements of Comprehensive Technology Plans
	Element Required For*
	Evidence of Elements in Division Technology Plan
	Alignment Rubric

	Completed
	In Progress
	
	
	Page
	Paragraph
	

	
	
	ACCOUNTABILITY
	STPA

Title II, Part D

E-rate
	
	
	No Alignment
	There is no provision for an evaluation in the plan.  How success is determined is not defined.



	
	
	Definition

Accountability addresses the broad assessment of information technology to teaching and learning environments as well as K-12 student data management and decision support.  Provisions for an evaluation process to monitor progress and make mid-course corrections in response to new opportunities and developments are included.

State Goals:

1. Assess the value that information technology adds to teaching learning environments.

2. Provide appropriate decision support capabilities for all stakeholders.

3. Assess information technology literacy. 

4. Ensure that local technology plans are consistent with the state technology plan.


	
	
	
	
	

	
	
	
	
	
	
	Moderate Alignment
	The evaluation is described but a valid process to conduct an evaluation, with measurable outcomes that indicate whether the objectives are met, is missing.



	
	
	
	
	
	
	Fully Aligned
	The plan describes the process for evaluation utilizing the goals and benchmarks of each component as indicators of success.  Included is a process to report the monitoring and evaluation results to persons responsible for implementing and modifying the plan, as well as the plan stakeholders.



	Notes:
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	Note Dates Reviewed
	Elements of Comprehensive Technology Plans
	Element Required For*
	Evidence of Elements in Division Technology Plan
	Alignment Rubric

	Completed
	In Progress
	
	
	Page
	Paragraph
	

	
	
	FISCAL ANALYSIS


	STPA

Title II, Part D

E-rate
	
	
	No Alignment
	Planning committee list is missing or Resources to implement the plan are not identified or are so general as to be useless.



	
	
	Definition

The plan provides for a sufficient budget to acquire and maintain the hardware, software, professional development and other services that will be needed to implement strategies.
	
	
	
	
	

	
	
	
	
	
	
	Moderate Alignment
	The cost estimates are vague, or the complete ramifications of the various strategies have not been considered.  It is not clear what process is in place for identifying future funding sources and costs.



	
	
	
	
	
	
	Fully Aligned
	The plan clearly describes resources that are available or could be obtained to implement the plan, with attention to each strategy.  The cost estimates are reasonable and address the total cost of ownership.



	Notes:
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	Note Dates Reviewed
	Elements of Comprehensive Technology Plans
	Element Required For*
	Evidence of Elements in Division Technology Plan
	Alignment Rubric

	Completed
	In Progress
	
	
	Page
	Paragraph
	

	
	
	EXECUTIVE SUMMARY


	STPA

Title II, Part D

E-rate
	
	
	No Alignment
	It is not clear what the division intends to accomplish or how the plan was formed.



	
	
	Definition

A short narrative that provides an overview of the goals and objectives for technology integration.  It also includes an overview of the process and research conducted in order to create the plan.
	
	
	
	
	

	
	
	
	
	
	
	Moderate Alignment
	The summary provides an overview of the technology plan and a short review of the process used.



	
	
	
	
	
	
	Fully Aligned
	The summary highlights major recommendations, goals, or initiatives within the plan and can be used independently of the plan as a fact sheet which could be used in information packets or with funding authorities.



	Notes:
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	Note Dates Reviewed
	Elements of Comprehensive Technology Plans
	Element Required For*
	Evidence of Elements in Division Technology Plan
	Alignment Rubric

	Completed
	In Progress
	
	
	Page
	Paragraph
	

	
	
	REVIEW OF ACCOMPLISHMENTS


	
	
	
	No Alignment Rubric necessary for this item.



	
	
	Definition

The plan might include a bulleted list or an accounting of the accomplishments from the most recent technology plan.  Reference to any pilot projects conducted should include an evaluation of those projects.
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	Notes
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	Note Dates Reviewed
	Elements of Comprehensive Technology Plans
	Element Required For*
	Evidence of Elements in Division Technology Plan
	Alignment Rubric

	Completed
	In Progress
	
	
	Page
	Paragraph
	

	
	
	HORIZONS


	
	
	
	No Alignment Rubric necessary for this item.



	
	
	Definition

In order to help divisions make informed choices as they adapt their plan to new technologies, the plan should state potential uses of emerging technologies and consider how they might be used in the schools should the opportunity arise.
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	Notes:
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	Note Dates Reviewed
	Elements of Comprehensive Technology Plans
	Element Required For*
	Evidence of Elements in Division Technology Plan
	Alignment Rubric

	Completed
	In Progress
	
	
	Page
	Paragraph
	

	
	
	LOCAL TECHNOLOGY POLICIES AND GUIDELINES


	
	
	
	No Alignment Rubric necessary for this item.



	
	
	Definition

The plan should include copies of any local technology policies and guidelines that are appropriate, such as the local Acceptable Use Policy (AUP).
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	Notes:
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	Note Dates Reviewed
	Elements of Comprehensive Technology Plans
	Element Required For*
	Evidence of Elements in Division Technology Plan
	Alignment Rubric

	Completed
	In Progress
	
	
	Page
	Paragraph
	

	
	
	APPENDICES


	
	
	
	No Alignment Rubric necessary for this item.



	
	
	Definition

Supporting information can be supplied as appendices, including survey data, inventory lists, a list of committee members, and a bibliography.
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	Notes:
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	Note Dates Reviewed
	Elements of Comprehensive Technology Plans
	Element Required For*
	Evidence of Elements in Division Technology Plan
	Alignment Rubric

	Completed
	In Progress
	
	
	Page
	Paragraph
	

	
	
	PLAN LAYOUT


	
	
	
	No Alignment Rubric necessary for this item.



	
	
	Definition

A professional plan includes such features as a table of contents, a glossary, an index, page numbers and the URL for the division web site (and one to the technology plan if it is posted online).
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	Notes:
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