Technology planning for the Small Literacy Program

Two Questions which must be answered with clarity:

What is the purpose/goal for using computers in the classroom? 

What are the needs of the Student, Instructor, and Course/Program?

Areas to be considered when creating a technology plan:

Rate the variables to your technology planning 1 being lowest or negative.

(As an example: if instructors in your program have negative attitude concerning technology this would be rated as 1.)
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Level 1
 Level 2
Level 3
Level 4 


1 computer 
5 Computers 
10 Computers
15 computers


Desk top
Laptop
Desk top
Laptop
Desk top
Laptop
Desk top
Laptop

Computers 800 each
800
1000
4000
5000
8000
10000
12000
15000

Software Office
300
1500
3000
4500

Network
0
150 HW
300 WL
200
 600 WL
250
1000

Internet access/Annual
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1000
1000
1000

Printers
300 (Laser & Inkjet)
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300 
300 

Scanner
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150

Furniture
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500
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LCD Projector
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2000

2000

2000


Total
3750
3950
9600
10750
16150
18550
21700
25,450

Explanation of variable terms:

Instructor:

Attitude – Do the instructors involved with the program have an open and eager mind to use technology? If not, this may be the biggest barrier to implementing technology in your program. Many a good plan has been laid to the wayside by neglecting the participants of a plan. 

Comfort level – Are the instructors comfortable teaching with technology in the classroom? Instructors are well trained in their area of expertise but this does not guarantee that they are comfortable using technology to deliver that expertise. Instructors are accustom to knowing and having a firm control of the knowledge they will impart during class, sometimes this is not always the case when using technology. 

Skill Level – Are the instructors well skilled in computer use? How do they use technology now? Email, Internet, Word processing, spreadsheets, database. And what features of each? Instructors need to have a good understanding of the potential uses of technology. 

Time – How much time does the instructor have for additional technology training if needed and for prep time for use of technology in the classroom? Without adequate time to develop, train and explore technology, instructors will become frustrated and discouraged. In addition technology use in the classroom will fail or be ineffective.

Student:

Attitude – Are students’ attitude conducive to use of technology in the classroom? Are they eager and anxious to use technology? Do they feel it is an important part of their education experience? 

Motivation – Are students motivated to use technology at the present time…outside of the classroom at home or at the library or other public available access area? Do they see technology as a needed skill or education goal?

Skill level – What skills do the student possess that may need to be enhanced before they can fully utilize a computer in the classroom? What are their study habits, reading level, speaking skills, keyboarding skills. What can be done before introducing computers in the classroom that would increase the effectiveness of technology in the classroom.  What do you need to do to prepare your students to adequately use computers for their education?

Administration:

Attitude – Does the administration for your program encourage or support the use of technology in the classroom? If not, you may need to develop a good plan to present for increasing the awareness and support for technology use in the classroom. 

Support – Does the administration support through funding or other means training/professional development for instructors in technology? Do they encourage growth within the program for skills needed to introduce technology?

Funding:

Amount – How much funding do you have? Or How much funding do you need? This can be looked at either way. If you have X amount of dollars to spend from your budget then you can look at the Funding Benchmark chart and calculate possible choices. If you are just starting to plan then you can use the chart for basic fund planning. 

Classroom: (Physical Classroom space)

Space – How much space is there available for computers in the classroom? Does the space allow for instruction and computer use? It is very difficult to have group discussions and group activities with computers in the space. 

Layout – Is the general configuration of the classroom flexible enough to allow integration of computers into the space? Will the room be comfortable and efficient for other uses? Are all the activities that occur in the room compatible?

Environment:

Climatic – Is the room free of moisture, excessive heat or other related condition that would prove unacceptable to a computer environment?

Security - Is the room designed to be secure when no one is in the room/? Can you lock the room in the evenings? Will the equipment be relatively safe in the building or facility?

Course:

Materials – Are present course materials compatible with technology in the classroom? Will you have to create new materials? 

Curriculum – Is the curriculum design compatible with technology in the classroom? 

Delivery – Is the method used to delivery materials compatible with technology? I.e. is the classroom one on one? Group? Team? And how does this structure effect how you would use technology in the classroom? 

Objectives – Does the use of technology in the classroom meet class objectives? 

Time in class – Is there enough time during the course to use technology in the classroom? 

Equipment: (existing) Can you use some of the equipment you already have? Or Upgrade it to meet what you need?

Computer – How many? What is their capacity?

Network – Do you have a network? Can a network be installed? Do you need a network? What will you use the network for: Internet Access, Printer sharing,  file sharing? 

Internet Access – Do you have Internet access? What is the speed of your connection? Is this adequate?

Software – What software do you presently have? Is it used in the classroom? Can it be used in the classroom? 

Support:

Technical – Do you have an Information System support person available to your program? 

Equipment – Do you have a hardware/computer tech support available to your program?

Training – Is there a professional development training program for your program?

ISP – Internet Provider Service – Is there a local ISP that offers DSL or Cable connection to the Internet? 

Strategies per Category:

Instructor

Rating 1 –2 
3 -4

At this level instructors need more preparation before beginning technology integration.

Suggested activities:

· Workshops for Technology Awareness

· Computer training sessions.

· Staff meetings on the need for technology

· Peer group sessions with instructors of varied computer skills.

· Computer skills assessment for instructors to develop a technology training plan.  

· Site visits to a technology integrated program

· Evaluation of time management to develop a plan that would allow more time for technology training and prep.
At this level your program is ready to begin planning for  technology integration. 

Suggested activities:

· Computer Skills assessment to determined any further technology training needs.

· Technology Team implementation

· Development a plan to implement technology

Student

Rating 1 –2 
3 -4

At this level students need more preparation before beginning technology integration.

Suggested activities:

· Class discussions on how technology affects their lives

· Class discussion about how technology is used in many careers and needed for advancement into some positions.

· Introduce keyboarding concepts and talk about the advantages to knowing how to use this skill.

· Do a job search activity and explore how many jobs and services now require technology training.
At this level students are ready to begin experiencing technology integration.

· Explore with students possible technology activities in the classroom

· Have students help plan the room layout and computer set up if possible.

· Involve students in the selection of equipment & software



Administration

Rating 1 –2 
3 -4

At this level program administration needs to be better informed before beginning technology integration.

· Research & prepare a report that explains or supports the need for technology in the classroom.

· Work with administration to understand their lack of support for technology

· Arrange for a site visit with administration to a location already integrating technology. 

· Arrange for a meeting with the staff from this location to have them share the advantages for integration of technology. 


At this level your program is ready to begin planning for  technology integration.

· Involve administration in as much planning as possible, to ensure full understanding of the project.

· Be sure to coordinate with the administration state standards and requirements of your program.



Funding

Rating 1 –2 
3 -4

At this level funding may be a limiting factor and it may necessitate scaling back your program technology integration.

Suggested Activities:

· Plan for one instructor computer with projector to begin a slow technology integration program

· Use older independent computers to begin introducing computers to the program

· Begin a pre-technology plan involving instructors & students in the process.

· Use public access computers for limited activities.


At this level your program is ready to begin planning for  technology integration.

· Proceed with the Benchmark Computer Chart fund you have selected.

· Develop requests for quotes and system requirements

· Work with Technology consultants(sales) to set up the system you need.



Classroom

Rating 1 –2 
3 -4

At this level the classroom environment will need more preparation before beginning technology integration

· Explore if the room can be arranged differently

· Explore acquiring more space

· Explore different types of computers for technology i.e. laptop or PDA that are portable 

· Explore increasing security 

· Explore a different location

· Explore remodeling choices
At this level your program is ready to begin planning for technology integration.

· Develop a floor plan for the technology configuration

· Try different layouts to see which best utilizes the area available



Course

Rating 1 –2 
3 -4

At this level the course will need more preparation before beginning technology integration.

· Investigate different course material

· Look at modification of existing course ware to fit technology plan

· Investigate what others are using

· Re-evaluate how time is used in the classroom..what can be changed?

· Talk with instructors for their input and ideas
At this level your program is ready to begin planning for  technology integration.

· Integrate technology into the existing curriculum in a systematic manner, thoughtfully and with full input from instructors

· Purchase other materials to enhance what you already are using.

· Review your program objectives to ensure compatibility



Equipment (Existing if applicable)

Rating 1 –2 
3 -4

At this level the equipment will  need more preparation before beginning technology integration.

· Low end computers and equipment may need to be updated

· Software may need to be updated, ensure updated software will run on low end computers

· Investigate if you have the funds to purchase new equipment

· Develop what you need before you make a commitment


At this level your program is ready to begin planning for  technology integration.

· You may not need to purchase more equipment but you may need to create a better plan of utilizing your existing equipment. 

· Check with other programs using older equipment to see how they modified existing computer equipment.

Support

Rating 1 –2 
3 -4

At this level support services will need more preparation before beginning technology integration.

· Asses the existing staff for technology expertise

· Set up a training program to train your own program support personnel

· Check for CIS programs in your area that may provide an intern to help with support

· Check with local businesses that may volunteer to help with support. 

· Advertise for a volunteer from the community to be a support consultant


At this level your program is ready to begin planning for  technology integration.

· If support is available begin to plan.

· In addition begin training staff to cover for support in its absence



If you have many ratings that in the 3-4 range and you have funds available. You can start to plan for technology. Any areas that are in the 1-2 range need to be addressed before you should implement your plan. For example: if your instructors are not comfortable teaching with technology start now with training. Make sure all areas come together as your plan proceeds. It is vital to the success of your project for all of the above areas to be in the 3-4 range by the completion of the technology plan. 

The Plan:

See explanations and suggestions below to complete this plan. 

1. Work with all participants of the plan to get everyone’s input

2. Decide on how many computers, other hardware (computer components) and network will be used.

3. Decide on the curriculum to be used with the computers. 

4. Design the room layout

5. Plan for training

6. Decide on the method of Internet connectivity available in your area

7. Research equipment cost and features needed…be cautious with warranty and support issues.

8. Purchase the equipment

9. Setup he computer lab

10. . Work your plan!

1. Work with all participants of the plan to get everyone’s input.

a. Engage administration, instructors and the students in planning and implementing the computer lab.

b. Create projects for students to do various research activities.

c. When training include the students. They may be your future lab technicians in the future. 

2. Decide on how many and what kind of computers and network system are needed:

a. How many will depend on how much money can be allotted to the computer system. Check the Computer Benchmark Chart above to match funding with approximate cost..

b. What type of computers?

i. Desk top computer for the lab:

1. Advantages are they are usually cheaper, less prone to security issues, have bigger screens, and are easier to upgrade.

2. Disadvantages: Cannot be moved as easily as laptops, require furniture specific to their set up,

ii. Laptop:

1. Advantages are: Easy to move from room to room, especially if you have a wireless network, more flexible…you could even do a training or presentation with a lab in another location, require less room and could be stored on a rack for security,

2. Disadvantages: Smaller screen, harder to read in some cases, easily carried from the building if not secured, small keyboard on some cases, cost more, harder to upgrade,

Most likely the type or brand of computers will be dictated by the market. 

What most programs will use to determine the type will be:

1. Which brand is listed as the most inexpensive at the time.

2. Which brand has the best warranty (most popular brands are very similar in this category)

3. Popular brands: HP, DELL, Gateway, Compaq under HP.

c. What size computers will the program need: minimal

i. Speed: 2 Ghz or greater

ii. Storage space: 80–100 GB

iii. Memory: 256–512 MB

iv. Connections:

1. Ethernet card if you are going to used a wired network

2. Wireless adapter if wireless network is considered

3. Attaching other equipment:

a. USB 2 at least 4 ports

b. IEEE 1394 (firewire) at least one if possible…this is not imperative.

v. CD-ROM/ RW - Most computers now come with DVD again not required(DVD) but it won’t hurt either.

vi. Monitor – 17 inch color monitor

vii. Sound – Sound card, low end is sufficient.

d. What type of software? 

i. Microsoft Office Standard Edition, Student/Teacher Edition

ii. Microsoft Works for the simple database

e. What type of printer? 

i. 1 Laser printer HP preferably

ii. 1 Ink Jet Color Printer – Lexmark or HP

f. What type of network?

i. Hard wired 

1. Ethernet hub for the number of computers you are connecting

2. Cable for each computer

3. Ethernet card for each computer(these card are now coming with the computers)

4. Print server 

ii. Wireless 

1. Wireless Ethernet based hub

2. wireless adapters for each computer

3. Print server

g. Other equipment:

i. Headset for sound any headset found in a local office supply will work. They must be for a PC not a phone system. Cost should be about $20.00.

ii. Scanner – any entry level scanner will work, most run less than $100

iii. LCD Projector for the Instructor Machine – There are several on the market…the best for this environment is a portable projector that could be used in various settings. 1200 – 1500 lumen is adequate. (lumen is the brightness of the display on the wall or screen)

3. Decide on the curriculum to be used with the computers. 

a. Use Existing Curriculum enhancing it with technology

b. Use existing curriculum in addition create technology projects to utilize what is presented in the curriculum.

c. Create and implement new curriculum that teaches technology but does not necessarily integrate skills in the existing curriculum.

d. Purchase textbook curriculum that combines technology and the basic skills.

e. Purchase ready-made computer based software such as Rosetta Stone or Plato. 

4. Design the room layout

a. Decide on the type of technology classroom to use

i. Lab setting

ii. Activity Centers

iii. If you purchase 10 or more computers decide if you want to have a group of computers for a small lab and a group set up for Activity Centers. 

iv. Possible selection of certain computers being specific in design and use i.e. one for research, one for class management, one for parent/child interaction. 

5. Plan for training

a. There should be a computer procedures training. A specific set of procedures for how the computers will be used in the classroom and outside of class hours.  

b. Training for how to use the network and printers.

c. Training for trouble shooting the system

d. Training for maintenance of the system.

e. Training for virus protection and security. 

f. Training for Computer lab usage by the students.

g. Instructor training in levels of beginning, intermediate and advanced. This should be ongoing, using peers to help move all  instructors to the advanced level.

h. Training for how to integrate technology into the classroom, how have others done this.

6. Decide on the method of Internet connectivity available in your area

a. Use a University LAN facility

b. DSL or Cable connection from local ISP

c. Satellite feed from local ISP

d. Modem connection

7. Research for equipment, cost and features…be cautious with warranty and support issues.

a. Formal bid system

b. Do your own research and purchase equipment from various outlets 

c. Engage students with a computer buying project

8. Purchase the equipment

a. This is the easy one.

9. Set it up

a. Involve everyone in the set up including students if possible. This is a great learning experience.

b. Select a time between classes or learning period that allows downtime.

c. Implement a installation group discussion and plan on everything that can go right or wrong. Discuss plan b, c and d. 

d. Find a technology assistant either from your staff or from the community to help with the installation (see above for various type of volunteers)

e. Be patient and implement several trial runs before starting classes using the computers.

10. Work your plan!

