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Section 2 Introductory Material 

 

Mission Statement:  

 
The mission of Ben Ross Public School Academy is to provide World-Class 

education for all students in a safe and nurturing learning environment.  
  
 ���������	
��	���
  
We are a Public School Academy located in a modern single story, single building, in Warren, Michigan, a 
suburb of Detroit.  We are located in a safe, quiet neighborhood with mass transportation  and major 
highways within walking distance. 
 
Our school has 429 students in kindergarten through eighth grade. The school has a teaching staff of 46, an 
instructional support staff of 22, and 1 administrator.  In the six years of existence, only thirteen percent of 
the original staff remains, eighty three percent have been with the school for two years or more, and the 
seventeen percent remaining quarter are new to the building this year.  Over ninety-eight percent of our 
students are African American. Eighty- eight percent of our students qualify for free lunch; eight percent 
qualify for reduced lunch.  
  
The Ben Ross Public School Academy was formed in August of 2004 in cooperation with the Ben Ross 
Public School Academy School Board, the chartering board of Bay Mills Community College, and Edison 
Learning Inc. We are providing another opportunity towards the education of students in Wayne, Macomb 
and Oakland counties.   
  
The school is organized into two academies –an Elementary Academy (grades K-5); and a Junior Academy 
(grades 6-8) – thus creating "schools within a school" that are small enough to function as true communities. 
Each academy is further subdivided into "houses," in which approximately 110 students from the three 
different grade levels work with a team of seven classroom teachers and specialists in Art, Music and 
Physical Fitness. A student generally stays in the same house for all three years of his/her academy 
experience, with the same set of seven classroom teachers.  
  
Other unique features of Ben Ross Public School Academy include:  
  

 • A highly qualified professional staff, including teachers who receive extensive pre-service 
and in-service training and participate in two professional development periods each day  

 • More time for learning during a longer school day (8 hour day and a longer school year (195 
instructional days)  

 • Every day, students receive 90 minutes of reading instruction, with individual tutoring for 
students who are reading below grade level  

 • Extensive use of technology including Smartboards, Elmo’s, Projectors, Internet, multimedia 
 • An emphasis on character and ethics  
 • Uniforms 
 • A strong partnership between the school and the family, and between the school and the 

community  
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Section 3. Vision and Goals 
 

Technology Vision Statement  
  
Vision: Technology as a Learning Enabler  
Ben Ross Public School Academy’s vision is that technology is a learning enabler that emphasizes 
information literacy and the use of technology within the school community to support educational and 
administrative objectives.  The Ben Ross Technology program was developed utilizing the National 
Educational Technology Standards as outlined in the publication of the International Society of Technology 
in Education (ITSTE).  
  
In many ways, technology is like a language – it has structure, rules and rhythms.  It is used to 
communicate, to express ideas and emotions.  The best way to learn a language is to live in a culture that 
uses it; therefore, Ben Ross has steeped in access to technology and information – from the front office, to 
the library, labs and classrooms.   
  
Ben Ross believes that the best preparation is a world-class education that cultivates the mind to be ready 
for opportunities of every kind and is taught to clear and demanding standards. The Ben Ross vision is 
guided by educational enrichment fundamentals, including Technology for an Information Age. This 
fundamental provides for technologically rich environments that help students, teachers, and schools 
become more effective, provides access to information and resources needed for curricular goals, and 
supports fully integrated technology and information resources to facilitate communication, research, 
writing, and analysis.  To support the integration of technology with the education program, every student, 
teacher, principal, and administrator has access to information, computers and other technologies. 
Throughout the curriculum, technology enhances students’ productivity, efficiency, creative expression, 
communication, and access to information.    

  
The U.S Dept Of Education states “research and evaluation studies demonstrate that school improvement 
programs that employ technology for teaching and learning yield positive results for students and teachers.  
“… The use of technology in education must remain a national priority. It must be at the core of the 
educational experience, not at the periphery. Now is the time to renew our commitment to the future by 
challenging the nation to take bold action in hastening the coming of the future of education. The leadership 
imperative is clear. Collectively, these new goals for technology in education represent an updated, high-
level strategy for ensuring that all students will benefit from enhanced learning opportunities afforded 
 by new and emerging communications and information technologies.”   
  
The best way to learn a language is to live in a culture that uses it. At Ben Ross, technology will be an 
integral part of the culture, as natural a part of school life as books and pencils. Rather than learning about 
technology, school staff and students will learn to use technology. After all, it's possible to know a great 
deal about a language without being able to speak a word of it! Most importantly, members of the Ben Ross 
community will use technology to learn.  
  
The Ben Ross Public School Academy believes that infrastructure improvement, curricular change, and 
professional development are necessary in order for today’s schools to use twenty-first century technologies 
to the fullest. Technology must be integrated into the life of the school, so that it becomes an everyday part 
of the school members’ lives and is meaningfully connected to the work that each member of the school 
community is responsible for. We propose a continued emphasis on:  
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 • Educating our school community in the use of current and future technologies  
 • Developing methods to integrate technology into our curriculum  
 • Providing on-going professional development for our staff in the uses and applications of 

technology  
 
  
The Ben Ross Public School Academy is committed to providing an environment in which technology is 
integrated throughout the curriculum in order to:  
  

 • Enhance student productivity, efficiency, creative expression, communication, and access to 
information  

 • Produce students who are life-long learners  
 • Improve levels of critical thinking and problem solving  
 • Prepare students effectively for the transition from school to work  
 • Promote family involvement in student education  

 
  
Technology at Ben Ross is grounded in the following key principles:  
  

 • Build Capacity: Ben Ross is committed to building the capacity of all members of the partnership 
community to use technology in powerful ways. This will require an ongoing process in school and 
in the home. Whenever possible, specific technologies will be taught and learned in the context of 
doing real work, not as isolated skills. It is the primary responsibility of the School Technology 
Manager (STM) to build capacity among all participants in the school community to use technology. 
All instructional staff members are expected to attend 45 minutes of technology training once a 
month and will be trained to effectively integrate technology into the curriculum.   

 
  
 • Ensure Equitable Access: Because technology will become a principal means of communication 

at Ben Ross, those who are unable to use it or access it run the risk of being excluded from the 
school community. All full-time professional staff members are given a laptop. Each classroom has 
between three and five student computers. Two computer labs are currently available for student use.  
  

• Promote Continuous Learning: The vision focuses on helping individuals learn how to learn. As 
staff and students gain experience and expertise they will be expected to model, teach, and support 
others, regardless of their age or role in the school  

 
  
Cultural change is an ongoing process, not a single event. Complex change takes time. Ben Ross is 
committed to providing the time, resources, training, and support necessary to enable technology to become 
a language through which school staff, students, and families communicate and do their work.  
 

Technology Planning Description  
  
People who were involved in the creation of the school's technology plan include parents, teachers, the 
principal, tutors, and the technology team. All received copies of the plan in various stages of completion, 
and provided both verbal and written feedback; especially on the vision, mission, and action plan sections of 
the plan.  
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Linda Cooksey, Interim Principal  
Chris Horwood, Lead Teacher  
Paul Maysura, Teacher 
Ms. Reed, Parent 
Geraldine Perry, Student Support Manager  
Sarah Pattee, Lead Teacher  
Pat Snyder, School Operations Manager  
Crystal Hicks, Lead Teacher  
Val Martin, Data Manager 
Donald Petrow, School Technology Manager  
Danita Bell, Library Media Specialist  
Mark Jones, Reading Tutor  
  
Copies of the approved Technology Plan are available in the main office of the school.  The plan is also 
posted on the school web page (www.benrosspsa.com).  Parents are informed through enrollment 
information and the annual distribution of the Acceptable Use Policy of the location of the plan for review if 
they so desire.  
  
School Web Site  
  
Ben Ross maintains a current web site to inform parents and the school community of information regarding 
the school.  It contains information regarding Ben Ross’ educational vision and goals along with a calendar 
of events throughout the year.  These events include Parent/Teacher conferences along with information 
regarding Board of Education meetings and the Parent Organization.  The site also maintains a current staff 
directory with email links to each staff member.  
  
  
Goals of the Ben Ross Technology Program  
  
Administration/Management Goals  
  
To use technology to facilitate the daily administrative and management of both teachers and 
administrators.  
  
Student Information Systems  

 • Staff members are able to generate standard or customized class reports from Infinite Campus 
Student Management System, as needed.  

 • Use of Infinite Campus to input and access daily attendance, health, conduct, transportation, and 
contact information is routine for all staff members.  

 • Instructional staff members generate Student Progress Reports and Report Cards (electronic 
narrative report cards) with minimal assistance from the technology staff.  

 • Achievement Management System (AMS) used to assess students through monthly achievement 
tests.  Data is available to teachers in real-time and staff members are able to access said data and 
use it to modify lesson plans.  

 • Databases and templates for creating Individualized Education Plans are in place and are used 
routinely by special education staff members.  

 • Business office staff is able to efficiently generate monthly and yearly reports from Infinite 
Campus and other databases as required by the state Department of Education.  
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Library Automation Goals  

 • Staff and students routinely use the electronic card catalog system (Alexandria, World Book) from 
the classroom and Library computers to identify and locate reference materials.  

 • Use of the library automation system grows to include analysis of circulation for the purpose of 
developing the collection and ordering materials.  

 
  
School Management Goals  

 • Business office staff uses appropriate spreadsheet, accounting software and online catalog (EOL) 
to generate and analyze budgets and procurement data efficiently and with minimal assistance from 
the technology staff.  

 • Business office staff uses appropriate spreadsheet, accounting, and database software to manage 
receiving and billing efficiently and with minimal assistance from the technology staff.  

 • Databases and templates for tracking inventory are in place and are used routinely by technology 
and front office staff members.  

 • Business office staff is able to efficiently generate monthly and yearly financial reports as required 
by the Board of Trustees, The Federal Government and the State of Michigan.  
  

 
Communication/Information Goals  
  
To use technology to enhance communication and disperse information throughout the Ben Ross 
community.  
  

 • Sending and receiving personal and school-wide e-mail messages.  
 • All communication between staff and students incorporates use of school-wide data network.  
 • Unique and consistent uses of data and voice networks are in place to communicate between home 

and school, including: weekly newsletters, school lunch menus, special events bulletins, homework 
calendars, Auto-Dialer etc.  

 • Staff members communicate with the school community using the ABCs (Assignments, Bulletins 
and Calendars) feature of the Achievement Manager System (AMS).  

 
  
  Staff Competency Goals  
  
To use technology to facilitate teaching, professionalism and productivity.  
  

 • Demonstrate basic skills in the use of computer hardware and software (See Appendices A & B 
- Administrator and Teacher Standards).  

 • Demonstrate the ability to apply computers and related technologies to support instruction and 
assessment (through the use of the Benchmark portion of the AMS)  

 • Demonstrate the ability to use computers to increase personal and professional growth and 
productivity.  Correlation with School Improvement Plan Objectives 

·  Staff will utilize multiple forms of technology to supplement all core academic areas. Found in 
all four of our school improvement goals for each core subject area (ELA, Math, Social Studies, 
and Science). 
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Section 4: Curriculum Integration 
·  All teachers are supplied with the state Educational Technology Standards and Expectations for 

their grade level at the beginning of each school year. The standards are discussed in grade level 
meetings and professional development training throughout the school year to ensure proper 
implementation.(Refer to Appendix A, page 42) 

o The Teacher and Student technology standard checklist will be utilized bi-annually by the 
Leadership Team and the Student Technology Manager to measure the use and success of 
technology integration in the classroom. (Refer to Appendix B, page 44) 

o The school technology manager will purchase, install and train all staff members in the 
utilization of technological materials. Supplemental support will be provided by 
curriculum coordinators in all core subject areas to ensure proper instructional content 
and purpose. 

o Technology will be incorporated in all academic areas for instruction, assessment, and 
intervention. Technology will be aligned to both state standards and curricular needs. 
Teachers will be surveyed to assess appropriate technology professional development as 
well as, gaining knowledge on student technology needs. 

 
Instruction/Curriculum Goals  
  
To use technology to improve student learning and achievement. 
  
Curriculum Integration Standards  

 • Technology is regularly woven into curricular activities, creating opportunities for students to learn 
in new, enriching multimedia ways that facilitate learning.  

 • Students and teacher to meet the curricular goals use basic productivity tools appropriately 
regularly.  

 • Students and teachers know which type of technology best meets their needs without extensive 
coaching.  

 • Traffic on the ABCs indicates a growing base of curriculum-related activity.  
 • Staff and students demonstrate great confidence in using computer hardware and software to 

increase personal productivity and to learn.  
 • Technology use by teachers, staff and students is focused on creativity, data manipulation, design, 

presentation, productivity and research technologies, i.e. tool use, rather than computer-assisted 
instruction.  

 • Teachers use the AMS to focus their instruction to promote better student achievement.  
 • Teachers use the Student Learning Contract feature of the AMS to share individual student goals 

with parents to promote student achievement.  
 • (See Appendix C - Student Technology Standards, page 45) 

 

Section 5: Student Achievement  
����
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����������
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STAFF 
·  All instructional staff must include technology integration into daily lessons plans.  
·  Classroom teachers must take their students to the computer lab for at least one instructional 

lesson each month, not including computerized assessments completed in the benchmark labs.  
·  Each quarter teachers are to incorporate one technology based project with developed rubric.�
·  All classrooms K-8 will schedule time with the Library Media Specialist. The Library Media 

Specialist assists with research-based projects, literacy technology integration (audio-books, 
DVDs, web-based learning, online reference materials, assessment tracking with accelerated 
reader, Smart board integration��
�

STUDENT  
·  All students are in the computer lab once a week for 40 minutes. Students also have use of the 

computer in the classroom.   

 
 

Timeline for Technology Implementation -  2010 - 20 11  

 
YEAR ONE GOAL:  Becoming Comfortable with Technology 
  
 Staff will learn to use basic technology tools effectively to enhance instruction and 
increase personal productivity and organization.  
 
Objective I: All  staff will receive training on technology.  

 Activity I:  Staff will attend weekly training during their professional development time, based on 
their needs. (See calendar p. 51)  

 Timeframe: ongoing, (occurring  weekly)  Key Driver:  STM   
  
Objective II:   Staff will receive instruction in basic word processing and spreadsheet skills, as well as 
troubleshooting tips and network capabilities.    
(See Appendix H, page 38)  

Activity I: Staff will produce written communications, such as memos, lesson plans, class lists, etc. 
using Microsoft Word.  

Activity II:  Staff will receive basic instruction in Excel spreadsheet features and will begin to use 
these features as needed.  

 Timeframe: 6/2011     Key Driver: STM  
  
Objective III:   Teachers will master use of the Benchmarks database software to complete Progress Reports 
and electronic report cards (SLCs).  

Activity I: Teachers will learn to use the database to enter grades and produce Progress Reports.  
Timeframe: by 9/2010    Key Driver: Ach Coord, STM  

Activity II: Teachers will learn the skills necessary to produce Student Learning Contracts for each 
student, using Infinite Campus.  

 Timeframe: by 10/2010    Key Driver:  Ach Coor, STM  
    
Objective IV:   Staff will learn to take attendance and access student records through the school’s student 
database (Infinite Campus).  
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Activity I: Staff will enter daily attendance information into the IC database.  
Activity II:   Staff will access student information from the IC database.  

 Timeframe: by 10/2010    Key Driver:  SIM  
  
Objective V:  Staff will use the school’s electronic communication network (First Class) to communicate 
with other staff members and students.     

Activity I: Staff will learn to send and receive e-mail messages via First Class 
Activity II: Staff will access information via school-wide conferences on First Class, as well as post 

messages to these conferences.  
 Timeframe: by 12/2010    Key Driver:  STM  
 
  
Students will learn to use basic technology tools effectively to increase personal 
productivity and to supplement classroom instruction.    
 
 Objective I:  Students will develop more advanced multimedia authoring techniques.  

 Activity I: Students will collaborate to produce multimedia presentations incorporating sound and 
imported images.  
 Activity II: Students will broadcast presentations over the school network.  

 Timeframe: by 06/2011   Key Driver: STM and Teachers  
   
Objective II:  Students will increase content area reading skills.  

 Activity I: Students will use various Internet search engines to search for information.  
Activity III: Students will engage in the exchange of information with the other schools nationwide. 

They will use spreadsheets and databases to organize this information.  
 Timeframe: by 06/2011  Key Driver: STM and Teachers  
  
Objective III:  Students will become technology mentors.  

Activity I:  Students will pass a technology skills test and receive a certificate that will allow them to 
help in the classrooms or computer lab.  

 Timeframe: by 06/2011   Key Driver: STM and Teacher  
  
Objective IV:  Students’ communication skills using The Common will increase.  

Activity I: Students will learn how to transfer assignments to and from school electronically.  
Activity II: Students will keep track of homework and grades using the Infinite Campus software.  

 Timeframe: by 06/2011   Key Driver: STM and Teacher  
 
Objective I:  Students will learn basic computer skills and processes.   

Activity I: Students will learn how to sign on and properly log off of the computer network.  
 Activity II:  All classes will use the computer lab weekly.  

Activity III: Students will discuss and sign an Acceptable Use Policy before using the computers.   
 Timeframe: by 12/2011    Key Driver: Teachers and STM  
  
Objective II:   Students (3-6) will learn basic word processing skills.  

Activity I: Students will write stories and reports utilizing Microsoft Word, using fonts, styles, and 
sizes as well as learning how to save and print their work.   

 Timeframe: by 05/2011    Key Driver: Teachers and STM  
  
Objective III:   Students, grades 3-6, will use technology in order to reinforce classroom instruction.  
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Activity I:  Students will use reference software and the Internet to research information for a report.  
 Timeframe: by 05/20011    Key Driver:  Teachers /LMS  
  
  
Parents/Guardians will learn to use basic technology tools effectively in order to 
participate more fully in their child’s education.  
  
Objective II:   Parents will model and encourage the ethical use of technology to their child.  

Activity I:  Parents will read and sign the school’s Acceptable Use Policy.  
 Timeframe: by 09/2010    Key Driver: STM  
  

2011 -2012  
YEAR TWO GOAL:  Becoming Confident with Technology 

   
Staff will develop skills with a variety of tools and media and regularly integrate them into 
the curriculum.    
  
Objective I:  Staff will learn to use software for integration in the classroom.  

Activity I: Staff will receive training to produce basic multimedia presentations using PowerPoint.  
Activity II:  Primary staff will receive training in how to use and integrate Kid Pix into classroom 

and computer lab activities.  
 Timeframe: by 05/2012     Key Driver: STM  
  
  
Objective II:  Staff will continue to learn to access information in an electronic format in the classroom and 
Media Center.     

Activity I: Staff will learn to access and use Alexandria, the electronic card catalog.  
 Activity II:  Staff will learn to locate, organize and evaluate information accessed via the Internet.   
Activity III: Staff will perform Boolean Internet searches using various search engines.   
Activity IV: Staff will learn how to use Access Michigan and Virtual Library to search for current 

magazine articles.  
 Timeframe: by 05/2012   Key Driver: LMS and STM  
  
Objective III:   Staff will continue to use and develop new ways to communicate via the school’s electronic 
communication network (First Class), with other staff members, students and parents.  

 Activity I: Staff will send newsletters to parents (when possible) via e-mail, infinite Campus and 
the Web  
 Activity II: Staff will send weekly messages to parents and students.  

 Timeframe:  by 12/2011    Key Driver:  Teachers  
   
Objective IV:  Staff will increase student utilization of computers at school and at home.  

Activity I: Staff will develop a way to ensure that all students complete writing projects using the 
computer. Students with no computer at home will be provided with extra computer 
time at school.  

 Timeframe: by 05/2012   Key Driver: Teachers  
  
Objective V:   Staff will help in the development of a school wide computer curriculum.  

Activity I: Staff will, by grade level, determine what exit technology skills students will have.  
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 Timeframe: by 05/2012   Key Driver: STM/Teachers  
  
The quality and quantity of student learning will increase, as students continue to gain 
proficiency in previously introduced tools, as well as acquire skills in new technologies.  
  
Objective I:  Students will learn the ethical use of technology.  

 Activity I: Students will again discuss and sign the Acceptable Use Policy.  
 Timeframe: by 09/2011    Key Driver: Teachers  
  
 
Objective II:  Students will learn basic multimedia authoring skills in order to produce a simple multimedia 
presentation.  

Activity I: Individually, students in grades 3-6 will produce a three-slide multimedia presentation 
using PowerPoint. Third grade will report about the regions of the U.S. Fourth grade 
will do reports on the state of Michigan. Fifth grade will do reports on pre Civil War 
U.S. history.  

 Timeframe: by 12/2011   Key Driver: STM and Teachers  
      
Objective III:   Students will acquire improved keyboarding skills.  

Activity I: Students 3-6 will use keyboarding software to increase speed and accuracy. Teachers will 
instruct on correct keyboarding skills.  

 Timeframe: by 05/2012   Key Driver: Teachers  
  

Objective IV:  Students will learn to locate, organize, and evaluate information in an electronic format.  
Activity I: Students will use Alexandria, the electronic card catalog, to locate information in the 

school media center.  
Activity II: Students will search for information on the Internet and learn to evaluate its usefulness.  
Activity III: Students will learn to use various types of reference software, such as World Book, 

Atlas, and Golden Book.  
 Timeframe: by 3/2012   Key Driver: STM  
  
Objective V:  Students (3-6) will use email and student web sites and other electronic communication to 
communicate with their teacher, other students, and parents.  

 Activity I: Students will send and receive e-mail messages, build web sites.  
Activity II: Students will access messages on various conferences available via email and will also 

post messages to local student conferences on the local area network.  
 Timeframe: by 12/2011     Key Driver: Teachers and STM  
  
   
Parents/Guardians will continue to learn to use basic technology tools effectively in order 
to participate more fully in their child’s education.  
  
Objective I:  Parents can continue with learning technology skills  

 Activity I: Advanced classes will be offered.  
 Activity II: Refresher classes will be offered.  

 Timeframe: by 11/2011    Key Driver: STM  
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2012 - 2013  
YEAR THREE GOAL:   Becoming Creative with Technology 

  
Staff will use a variety of technology tools fluently to create custom curriculum materials 
and to provide students with powerful new learning opportunities.   
  
Objective I:  Staff will continue to improve in areas of personal and classroom productivity.  

Activity I:  Staff will completely take ownership of the technology curriculum in the classroom and 
the computer lab.  

Activity II: Staff will participate in deciding what part of the curriculum needs 3rd party software.  
Activity III:  Staff will include student work in portfolios, demonstrating student use of technology 

skills.  
  Timeframe: by 6/2012   Key Driver: STM  
  
Objective II:   Staff will continue to further their knowledge of PowerPoint.  

Activity I: Staff will review PowerPoint skills.  
Activity II: Staff will choose a topic and produce a multimedia presentation incorporating sound and 

pictures to use as an instructional tool.  
Activity III: Staff will use the laptop and LCD projector for the presentation.  

 Timeframe: by 6/2012   Key Driver: STM   
   
Objective III:  Staff will increase their use of Internet resources.  

Activity I: Staff will receive instruction in integrating electronic field trips into the classroom.  
 Activity II: Staff will develop activities for students to communicate and share information 
nationwide via e-mail pen pals.  

  Timeframe: by 8/2012   Key Driver: STM  
  
Objective IV:  Staff will receive training in more advanced use of database and spreadsheet capabilities.  

Activity I: Staff (3-8) will prepare lesson plans for student use of database and spreadsheet.  
   Timeframe: by 4/2013   Key Driver: STM  
  

 
 
 
 

 

Section 6: Technology Delivery 
 
Technology Delivery and Access: There is an approved content filtered access to the Internet from every 
classroom and instructional area via high speed Ethernet and secure wireless throughout the school. Video 
sources from the Internet include SKYPE webcasts, videoconferencing, local nets broadcasts and interaction 
with other schools with Smart Board templates and overlays. During the next three years, streaming media 
video sources will be researched and purchased for school-wide access to enhance and supplement the 
curriculum strategies. Distant learning technologies for students to take classes over the Internet will be 
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piloted beginning in school year 2011. Teachers and staff will expose the students to this type of learning 
environment.  Infrastructure upgrades to accommodate the increased bandwidth requirements will begin in 
the 2010 school year and be provisioned with increased capacity as the demand increased. The current 
wireless infrastructure will be enhanced to allow students to use handheld and portable devices in the 
learning environment.  
 

Section 7: Parent Communication and Community Relations 
 
Parent Communications and Community Relations: Ben Ross Public School Academy uses strategies to 
promote and increase parental involvement and communication. The school district will continue these 
practices and introduce new ones in the next three years. Our technology plan is posted on the school 
website and the presentations about the use of technology are conducted throughout the year. Parent 
Ambassadors are involved with their input and comments to the Technology Plan, implementation and 
assement. 
• Telephone Communication: The district currently uses an auto dialer at the school to inform our school 
parents of student attendance, tardiness, important school meetings/events, grade level activities, etc. It is 
our goal to have implemented within the next two years (by 2012) an all encompassing communication 
system whereby parents can be notified immediately via e-mail, cell phone, and the web of school events, 
students issues, and district information (such as school closings). We also have in place a telephone in each 
classroom and up to 10 mailboxes for each teacher whereby multiple messages can be left by the teacher for 
parents and/or students to obtain classroom related information. 
• Report cards and progress reports: For years, our school has used a computer-generated report card 
system. For 2011- 2012 implementation, our goal is to introduce an electronic report card that parents and 
students can access over the Internet. Our goal for 2011-2013 is to implement a web based 
parent communication system whereby parents can receive information on student attendance, grades and 
classroom activities. This system is a component of Infinite Campus and is currently being piloted by the 
school. 
• School Website and Teacher Web Pages: The school maintains a website to disseminate information about 
the school. Our goal is to update the website to make it more user-friendly by the end of 2011. As part of 
our teacher professional development, it is our intention to have within the next three years all our teachers 
trained on how to create web pages and have 85-90% of the teachers posting their pages to the school 
website. These pages would include important dates and deadlines, classroom instructional materials, 
quizzes, study guides (in form of podcasting) etc. 
• Online Access to Student Edition of Textbooks: In 2011-2013, K-8 grade school students and parents will 
have access to the student editions of our reading textbook. This will allow parents to see how a lesson is 
being introduced and taught and to review concepts and assignments.  It will allow students to access their 
lessons in the event they cannot attend class. 
 

 Section 8: E. Collaboration 
 
Ben Ross Public School Academy is technologically equipped to serve programs such as Adult Education, 
GED, ESL, leisure and enrichment. The parent room has at two computers with direct access to the Internet 
which allows access to a myriad of adult literacy resources. In addition, the building has two 
Computer labs that is networked and connected to the LAN and the Internet. The 2011 plans are to provide a 
resource room for students and teachers that provides access to all sorts of electronic and print reference 
materials. In addition, the school will purchase several integrated software packages to improve adult 
literacy. In terms of access to adult literacy video materials, a planned video retrieval system will allow 
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teachers to broadcast or receive video instructional materials of all types to and from any room in the 
building. Students also have access to electronic resources to develop their Individual Development Plan 
(IDP) which aids them in making better academic choices and career development. 
 

Section 9: Professional Development 

Three-Year Technology Action Plan  
  
Professional Development  
  
STAFF  
An important piece of the Ben Ross Technology Program is its professional staff development, which is 
designed to provide the career development, resources and opportunities that talented professionals deserve. 
Professional development is embedded in the culture of Ben Ross and involves all school staff. A key part 
of every teacher’s professional development within Ben Ross focuses on technology and information 
literacy. Teachers attend weekly 45-minute professional development sessions. All teachers are provided 
with a laptop and have access to the Internet and resources on the school network. More information about 
the professional development topic schedule is available in Appendix G – Recommended Professional 
Development Curriculum Calendar, page 51.  
  
Ben Ross professional development sessions have several goals:  
  

 • Provide teachers with technology skills they need to do everyday tasks like take daily attendance, 
email parents and test students.  

 • Support teachers’ professional growth and enable them to meet and ultimately exceed the 
technology and information literacy standards that are set by the State of Michigan and other entities. 

 • Provide teachers with support in integrating technology and information literacy into the teaching 
curriculum so they can create rich, exciting lessons for their students that help students achieve.  

 • Help teachers teach technology and information literacy skills to students through integrated plans 
so both teachers and students meet the school and government standards.  

 
  
Teacher technology skills are self-assessed at the beginning of each school year. The assessment tool is 
available in Appendix H – Teacher Assessment Tool, page 52. The training is school wide and is held in 
the Computer Lab. The topics for each session vary based on ongoing school events (for example a school-
wide intensive on space or a change in the electronic report card database) and needs identified by both the 
technology manager (for example a school-wide printing problem revealed by the analysis of technical 
support data) and teachers (for example a new curriculum project that teachers would like to initiate in the 
classroom).  
  
The  Ben Ross professional development training model is three tiered: skill training, integration 
training/lesson development, and mentoring. The first tier is the demonstration and teaching of the skill 
through direct instruction; the second is developing the use of the skill to be integrated into existing 
curriculum; and the third tier is mentoring through modeling, co-teaching, and/or assisting within the 
classroom setting. In this way teachers are taught the skill, shown how it can be integrated within the 
curriculum, and then supported in their usage of the integrated skill to enhance their teaching and student 
learning.  
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In order to assist the School Technology Manager in the professional development process for teachers, Ben 
Ross has developed a fully integrated, comprehensive, technology professional development curriculum. 
Designed to be used during teachers’ weekly PD sessions, the curriculum provides handouts and templates 
upon which the trainer can base their ongoing technology training sessions for teachers.  
  
Teachers who are new to Ben Ross participate in a half-day technology-training seminar at their school. 
This seminar provides an introduction to the use of technology at Ben Ross that is expanded upon 
throughout the year via weekly professional development sessions.  
  
Characteristic of the charter school movement, personnel staffing undergoes constant change with 
approximately one third of the instructional staff changing over every year.  Consequently, staff training 
remains flexible.  While the school is in its seventh year of existence, staff turnover requires the scope of 
training returns to “Year One Goal.”  For seasoned staff members, these members receive training in 
subsequent yearly goals.  Lead teachers and seasoned staff members are used extensively to support newly 
hired staff members “become comfortable with technology” and mentor them to achieve goals of 
subsequent years.  This has enabled the school to advance staff training as well as further ingraining 
integration of technology into the curriculum by reinforcing the scope and design of the Ben Ross program.  
 
Send members of our teaching staff to technology-related conferences. (Ongoing) 
The district has a strong commitment to providing quality professional development to teachers in order to 
effectively integrate technology to improve student learning. When feasible, the district sends staff to state 
and county in-service sessions. In previous years, our staff has even presented the state technology 
conference MACUL. As staff becomes effective implementers of technology, they are encouraged to share 
their experiences with their colleagues both inside and outside the district. 
Develop a list of resource links for parents and teachers. (Ongoing) 
Using the web as a resource tool, the district will work to develop a list of resource links for parents and 
teachers whereby lesson plans, technology integration strategies, and student assessment information can be 
accessed.  
Future plans (2011 and beyond) involve adding several video and Smart Board clips of master teachers 
delivering key components of the lesson to students. These clips would be available when teachers access 
the lesson on the website and would be another source of training for teachers. 
Develop individual staff web pages (2012 and beyond) 
To improve student, teacher and home contact, teachers will work to develop individual web pages. 
Training will commence during the 20011/2012 school year to teach staff how to develop a web page 
including suggestions for page content. Examples of information to be included: homework assignments, 
study guide podcasts, class syllabus, etc. 
 

Section 10: Supporting Resources 
 
Ben Ross Public School Academy uses a variety of supporting resources to support the entire technology 
program. To ensure successful and effective uses of technology the following supporting resources are 
provided: 
Acceptable Use Policies. Policies have been written for staff, students and the community in general, 
regarding the acceptable use of technologies. These policies have been defined to clearly communicate the 
intended and unacceptable uses of technology resources provided by the district. 
Classrooms.  Each classroom has wired access to support a minimum connection for six computer and 
wireless access for a maximum of thirty computers to the building LAN and the Internet. In the 



17 
 

Library/Media Center, ten computers are located in a neutral position for access by both students and 
teachers. The computer serves as both an instructional and management tool for the 
teacher and a presentation tool for the student. 
 
All classrooms are currently equipped with: 
• 1 computer for management and instructional purposes 
• One 27-32” television or Elmo cart or Smart Board 
• Dvd player 
• Cd/dvd burner 
• Telephone that has the ability to: 

receive phone calls 
make local calls 
retrieve voicemail 
manage the individual teacher’s informational voice mailboxes (such as homework hotline) 

Other equipment teachers have access to include: 
• Data projectors 
• 2-way radios 
• Broadcast radios and music players 
• Laser jet BW and Color printers and copiers 
• Digital cameras and video recorders, webcams 
• PA equipments, wireless microphones, voice recorders 
• Computer labs (30 computers x 2) 
  
  Software Resources: 
 

�  Aimsweb – Academic benchmarking tool for both reading and math. Students are assessed three 
times per year in the areas of reading and math. Data is entered into the web-based program and data 
is sorted to enable students to differentiate their instruction. 

�  Tungsen Benchmark system – Monthly test in both reading and math that is aligned to state 
standards. If students meet the end of the year threshold it is a 95% prediction they will pass the state 
assessment. 

�  WorldBook Online subscription 
�  Think Central- Online resource for teachers, students and parents that supports the core reading 

curriculum K- 5th grade StoryTown. 
�  Holt Element Of Literature On line – On-line resource for teachers, students and parents that 

supports the core reading curriculum 6th-8th  grades. 
�  School-web site-www.benrosspsa.com 
�  ISD support Help Desk 
�  Training DVDs, Lucy Calkins, Power of Teaching, Harry Wong DVDs 
�  Scholastic Achievement Manager: SRI, Read 180 – Tracks student lexile levels and supports reading 

instruction for the teachers and students. 
�  Customer Portal/Help Desk  
�  First Class email 
�  Infinite Campus SMS 
�  Accelerated Reader 
�  Quick Books 
�  Type to Learn 
�  Scantron test scoring automation 
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Section 11:  Infrastructure Needs 

Technology Design  
  
Hardware  
Ben Ross Public School Academy is equipped with two computer labs containing 30 computers each with a 
laser printer and all requisite furniture and network equipment.  Classrooms in grades 1-5 are equipped with 
two computer for student use and classrooms in grades K, 6 and 7 are equipped with three student 
computers. Grades 7 and 8 are equipped with three computers in each classroom. Special teachers (i.e. 
Music, Art, P.E.) are equipped with audiovisual equipment necessary to deliver curriculum.  All computers 
in the school have Internet capability and CD-ROM drives. The Media Center has ten networked computers, 
a laser printer, and a scanner. Each classroom is equipped with a telephone and overhead projector. A 
television with a CD/VCR Combo is available in each classroom pod.  Each teacher has a laptop. Also 
available to teachers are 2 camcorders, 2 web cams and 2 digital cameras. A complete listing of hardware is 
available in Appendix D – Hardware, page 46  
  
Software   
All school IBM NetVista and Thinkcentre desktops are loaded with Microsoft Windows 2000 or Microsoft 
Windows XP operating system, Microsoft 2000 Server, and Microsoft Office 2003 Professional (i.e. Word, 
Excel, Access, Paint, PowerPoint), First-Class email, Internet Explorer and Norton’s Anti-virus.  A variety 
of other management, educational, and virus protection software packages are also included on all 
workstations.  Each workstation also as access to the Infinite Campus and benchmark systems, which 
contains the following applications:  
  
ABCs – Assignments, Bulletins and Calendars  
Benchmarks - Assessment Tool and Reports  
Gradebook – Online-electronic Gradebook system  
SLCs – Student Learning Contracts (Student Electronic Report Card/Contract  
  
(See Appendix E – Software, page 47.)  
  
Local Area Data Network   
A 100BaseT Ethernet network with Category 5 cable connects to each computer on the network.  From a 
central hub room, wiring extends gigabyte bandwidth to each intermediate switch. Each classroom has six 
data ports and wireless conductivity.  All offices are wired for at least one port per work area and have 
wireless access. If more connectivity is required, mini switches are provided.  Electrical contractors have 
labeled all patch panel ports and room drops. Ten wireless access points provide secure wireless school-
wide coverage. Nine intermediate switches and one main switch manage traffic on the network. Three IBM 
servers provide the following services:    
  

 1. Infinite Campus, a Web based application manages all teacher, administrator and student files.   
 2. One Infinite Campus subscription that runs the School Management System (SMS) application, 
which is the school's student information database, which gives every teacher and administrator in 
the school immediate access to students' contact, attendance, health, transportation, and conduct 
information.   

 3. One Infinite Campus Access Service is a web-hosting server that provides the school with SLCs, 
Benchmarks, Grade book and Parent Portal.  

4. One Content Engine used as a filtering device for all Internet traffic.  
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Voice Network  
Each classroom, resource room, and office in the school includes a telephone that connects to a digital 
phone system that is run by a Nortel phone switch. The system includes a voice mailbox for every staff 
member; an automated attendant that allows parents to dial classrooms directly; and an information tree that 
allows parents, teachers and students to dial in to the telephone system for information such as school 
closings, a schedule of school activities, and homework assignments.   
  
Audio-Visual Equipment  
Each classroom pod includes a cassette tape recorder, overhead projector, and TV and VCR mounted on a 
rolling cart. The teachers can check out other items, including camcorders and digital cameras. Also, there 
are 15 Smartboards (with document cameras, and 10 Elmo carts (with projectors) located in various 
classrooms throughout the building. 
  
Teacher Computers   
Each full time professional teacher or administrator in the school receives an IBM ThinkPad laptop with 
wireless access to connect to the school's network from home and for connecting to the school's network 
from the classroom. The laptops are loaded with the same productivity tool software (Microsoft Office) and 
electronic communications software (Internet Explorer) as the school computers. With their connection to 
the Internet, teachers access the Infinite Campus Web server to enter grades in a grade book program as well 
as perform data analysis of student progress as measured monthly achievement tests.  Teachers can access 
this from home if they have broadband internet service.  
� 
  
Technology Support & Staffing  
Effective technology training, support, service, and maintenance are crucial to the success of the school's 
vision for technology. The Ben Ross technology support services are designed around four principles:  
  

 • Technology must be reliable and accessible if teachers, students, and parents are to depend on it as 
a tool for communication and productivity.  

  
 • Technical support is a teaching function. Its goal is to provide independence from technical support 

services.  
  
 • Ongoing professional development for all members of the school community is essential to 

developing the culture of technology as a second language.  
  
 • To facilitate the ongoing use of technology at Ben Ross, the school must have a powerful, on-site 

technology team.  
  
To meet these goals, we have a quality technology staff that consists of:  
  

 • School Technology Manager: The School Technology Manager's (STM) primary role is to build 
the capacity among all participants in the school community to use technology to do their important 
everyday work. The STM will work with the principal and teachers to develop a TSL curriculum and 
to transform the school's culture so that technology truly becomes commonplace. The STM provides 
training and evaluation, supports curriculum integration, and manages the technology 
implementation throughout the school. The STM also coordinates all training for the school 
community. This training includes professional development sessions geared to helping the teachers 
become capable users of technology. As teachers become comfortable with completing their 



20 
 

administrative tasks, the focus of technology professional develop will shift to the integration of 
technology into their classroom lessons.   

 
 • Library  Media Specialist: The Library Media Specialist will manage electronic, print, video and 

other information resources for Ben Ross. He/she will build the capacity of individuals within the 
school to retrieve and organize information and will assist teachers in integrating media into the 
curriculum.  
  
 • Student Information Manager: The Student Information Manager will manage the school's 
student information databases. He will maintain data, run reports and support the school’s 
administration through the management of this program.  
  

For more details about each technology team position, see Appendix F – Technology Team Job 
Descriptions, page 48.  
� 
Budgets and Funding   
The technology and Media Center budget request, yearly, is $80.00 per student.  
  
We will continue to seek out federal and state grants that will help in implementing our long-range 
technology plan. Any grant funds received will be disbursed according to the goals and objectives outlined 
in our technology plan.   
  
We will continue to apply for and receive E-rate money for local and long distance phone service, and our 
T1 data communication lines.  
  
Details about the specific budgetary expectations over the next three years can be seen in Section 13 
  
Upgrades  

 • The devices, software, and infrastructure at Ben Ross are continuously being evaluated and 
upgraded as necessary to insure inoperability throughout the school.  Every year, Ben Ross and the 
local Board of Education, meet and discuss the full scope of technology is reviewed and renewals 
are made as necessary.  All equipment was purchased new to start the 2004-2005 school year.  
Technology refresh phase I (replacing 30 lab computers and 20 teachers laptop computers has started  
in 2010 and will continue during the 2011 school year. An additional 30 older Netvista desktop 
classroom computers will be phased out in 2011 and replaced with current model Dell Desktops and 
flat screen monitors. An additional 30 net book computers will be purchased in the 2011 school year 
to provide a mobile lab.  The school network servers are scheduled to be replaced in 2011. An 
additional 2 T-1 lines will be added in the 2010 school year along with a new router to bring the 
Internet bandwidth up to 6Mhz from 3Mhz. 10 of the oldest  HP Laser Jet printers will be replaced in 
2012. Additional Smartboards will be purchased in 2011 and 2012 with a goal  to have a Smart 
board in every classroom.  Internet connection speed will be upgraded in 2010 and evaluated yearly 
for additional incremental upgrades as Web resources are added. Technical support will be provided 
by the School Technology Manager and vendors. 

  

Section 12: Increase Access 
High Need/Poverty Access  

Ben Ross PSA has an ongoing commitment to meeting the needs of all our students and staff. The 
individuals with Disabilities Education Act of 1990 (IDEA), P.L. 101-476 and the 
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reauthorization of 1997, require that assistive technology devices and services be made 
available to a child with a disability if required as part of the child’s IEP. IDEA states 
that assistive technology must be considered for every child with an IEP. 
The Ben Ross’s Assistive Technology Staff is continuing to design and deliver training in the 
area of A.T. for all special education staff. In addition, they work with the general 
education staff to create an awareness of which instructional materials and activities are designed with 
multiple approaches to meet the needs of diverse learners. 
Students enrolled in Ben Ross PSA are of high need and poverty. To accommodate their learning styles 
and needs we provide these additional resources to improve student achievement: 
 
• Read 180 to provide support for reading intervention – the program is designed for students who are 
reading two levels or more below level. Materials provided are high interest and are delivered using 
multimedia. 
• Accelerated Reader- a web-based reading supplemental tool utilized to increase student reading 
comprehension by encouraging students to devote more time to reading. A built incentive is provided as 
well as, an assessment tool for teachers.  
• World Book On Line- A resource tool for students to utilize to gain easy access to reference materials 
when completing units of study in every subject. 
•  Story Town/HOLT –these reading programs provide teachers and students with on-line lessons, that 
can incorporate active boards, on-line assignment completion, and a variety of intervention kits that will 
meet the needs of students with ELL and IEP plans. 
• AIMSweb – an on-line assessment tool that assists teachers in tracking student progress as well as 
diagnosing the instructional level of all students to enable appropriate instructional goals are met. 
• Alpha Smarts system improves typing and story/writing skills. 
 
Steps taken to ensure all students and teachers have increased access to technology: 
The interventions will be applied based on data and its alignment to intended thresholds. Teachers and 
students will be provided with support in the use of the above mentioned programs in monthly 
technology and grade level meetings.   
 
Adaptive devices to provide access for students with impairments are available through the school when 
needed.  At this time, no devices are needed at Ben Ross. 

 
 
 
 
 

Section 13: Budgets and Timetables 
Ben Ross Public School Academy has already made a substantial investment in hardware, software, and 
infrastructure. All equipment may be upgraded should the need arise. The budget for technology is $80 per 
student, not including staff salaries.  Note: The Computer Supplies includes our license agreements. 
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2010-2011 Technology Operations Budget  

  

  
  

2011-2012 Technology Operations Budget (Projected)  
  

  
 
  

2012-2013 Technology Operations Budget (Projected)  
  

  
 

SECTION 14: COORDINATION OF RESOURCES  
Technology resources and materials are evaluated informally and on a formal basis by the Technology 
Manager, the Principal and the Technology Committee as to their role in the curriculum to support student 
learning.  Resources that no longer support the goals of the instructional program are withdrawn.    



23 
 

General Fund: _ Almost all equipment and software purchases are acquired using general fund money 
unless grant funding is acquired.  It is an ongoing commitment of Ben Ross Public School Academy to 
provide funding at sustainable levels within our fiscal abilities based on need.  During the 2010 school year, 
the school purchased computers with the Federal Stimulus funds.  This allowed the school to replace 30 
desktop computers,  of its 10-year-old equipment without the general fund having to absorb the full cost at 
once.  The district has established a computer replacement schedule/re-distribution of equipment schedule to 
maximize its resources to provide students and teachers access to the latest technology available.  

Universal Service Fund (E-Rate)  Ben Ross Public School Academy has applied for and will continue to 
apply for funding through the Universal Service Fund E-rate Program.  It is a funding source for a portion of 
our telecommunication needs.   

Grants  Ben Ross Public School Academy will continue to seek federal and state grants that will help in 
implementing our long-range educational technology plan. Any grant funds received will be disbursed 
according to the goals and objectives outlined in our technology plan. Accordingly, our plan will evolve as 
new technologies arise.   

The school uses its Title II funds to pay for technology related professional development 
activities and elementary media paraprofessional services.  

Other Funding Sources  The school will continue to aggressively seek alternative funding sources and 
partnership for their educational technology program.  
 

SECTION 15: EVALUATION  
Evaluation of the Strategic Long-Range Technology Plan and Integrated Curriculum The processes 
outlined in this plan change and evolve as the instructional and operational needs of the school are 
identified.  This plan undergoes a formal revision process every three years; however, the review process is 
continual to include emerging technologies that need to be integrated into the curriculum to improve student 
learning and efficient operation of the district.   

Throughout the 2010-2011 school year, continuing through subsequent school years, the Technology 
Manager and the Principal will facilitate a thorough evaluation of the educational technology program.  
The Principal will work with building school improvement teams and the Technology Committee to 
develop specific processes and procedures to evaluate the technology plan and technology integrated 
curriculum.  

Each year the goals that have not been achieved will be reviewed and modified with the school 
improvement teams and the Technology Committee.  A specific plan will be developed to address the 
goals that were not met and strategies that will be used during the next year to ensure their 
completion.  

 
Evaluation of the Technology Plan.  The Technology Committee meets to develop strategies in order to 
implement the plan.  The Committee reviews the plan on an annual basis to assess progress made by district 
staff in each of the plan’s components.  The plan goes through formal review and revision process every 
three years to reflect the changes that were suggested during the annual reviews.  The formal review process 
provides people in the school and community the opportunity to review the plan and make suggestions for 
revision.  Anyone can access, review and comment on the entire plan on the school district’s website at 
<www.benrosspsa.com>.  In addition, the Technology Committee in conjunction with other administrative 
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and teaching staff worked through the formal review process that included:  
�  reading current research about the impact of technology on student learning,  
�  reviewing state and federal technology plans, goals and initiatives,   
�  analyzing district assessment data,   
 discussing how learning has improved as a result of effectively integrating technology into 
 the curriculum,  
�  reviewing professional development evaluation results,  
�  discussing hardware and software inventories and recommendations for purchase��	����
�  analyzing budget trends based on annual technology-related expenditures���
�
The original plan that was approved in 2005 was developed based on what people in the school and 
community believed about technology and the use of technology in education.  The beliefs provide the 
foundation for the Strategic Long-Range Technology Plan and Integrated Curriculum. Every other formal 
review (every six years) will include revisions based on the beliefs of the Technology Committee.  
 
Program Evaluation and Reporting  
  
Three-Year Plan  
Ben Ross is  required to write and implement 3-year technology plan. This plan, created by a school-based 
technology committee, include the school’s vision and philosophy of technology, its annual goals, including 
system goals as well as professional development and integration goals, strategies for evaluating the success 
of the goals and budgets. The Technology Committee will assess the 3-year plan, twice a year, to make sure 
it is being implemented.  
  
Staff  
For the Ben Ross Technology program to be successful, it must grow and adapt to meet the changing needs 
of the staff, students, curriculum, etc. Therefore, continual evaluation must be done to remain true to the 
essential goals and objectives. Assessment of staff will be ongoing, monthly, as the School Technology 
Manager and teachers meet, discussing how the technology curriculum is being introduced or reviewed in 
the classrooms and computer labs.  Each teacher is given a Teacher Assessment Tool (see Appendix H, 
page 52) to assess the skills they know. Teachers then set a technology goal for the year. Teachers then take 
the evaluation again at the end of the year to see their growth. This assessment tool will help the STM 
develop the staff tech curriculum.  
  
Students  
Under the direction of the classroom teacher, students will be monitored on the technology skills they are 
expected to gain during the year. The teachers will develop a Technology Skills Checklist. A check system 
will be put in place for skills introduced and skills mastered. This checklist will be evaluated and updated 
each year as state mandates change or as we decide to include other items.   
  
Families  
Each April students, parents, and staff fill out a Harris Survey. The results from the sections on technology 
will help dictate other technology goals for the next year. These yearly results will also cause revisions to 
the Plan for Technology.  
  
School  
To this end, all aspects of the Ben Ross Technology program are reviewed regularly. Ben Ross developed 
rubrics to evaluate both the staff and programmatic pieces of the Technology program, and staff  is 
evaluated annually against these rubrics. Results of the evaluation are used to modify the school’s tech plans 
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and priorities in order to achieve satisfactory levels within the program. Results and copies of the rubric are 
given to the Principal, the School Technology Manager and the school’s technology committee. See 
Attachment #1 for the yearly School Technology Site Review, page 27.  
  
 

Section 16: Acceptable use Policy 
 

Ben Ross Public School Academy  
Grades K-8 
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The purpose of an acceptable use policy is to establish and administer guidelines for the proper use of 
technology resources by staff, students, and other users.  The policy also serves to define appropriate and 
ethical uses of technology resources, identify responsibilities, and to protect the rights of individuals and 
organizations. 
�
 ��������	����������	���
�	��������	!�
All voice, video, and data systems such as telephones, televisions, computers, networks, and supplies are 
included as technology resources.  Technology resources, as learning tools, are similar to books, magazines, 
or any other information source.  Any concerns relating to these technology resources will be handled in the 
same way that concerns about other educational resources are handled. 
�

	�������������������������	���������	����	
�	��
The goal of the Ben Ross Public School Academy in providing access to the Internet is to promote 
educational excellence in our schools.  The Internet is a global network with great information and 
educational potential connecting thousands of computers all over the world and millions of individual users.  
The skills required for its use are vital to the productivity and citizenship of individuals in a democracy, 
higher education, and the work force. 
�
The Internet, which connects educators, businesses, the government, the military, and organizations, is not 
under the control of this school district.  Making Internet access available to students carries with it the 
possibility that some students might encounter information that some have identified as controversial and of 
potential harm to students.  Because information on the Internet appears, disappears, and changes, it is not 
possible to predict or control what students may locate.  While it is possible to select some resources which 
will be more easily available to students, and while the school will do all it can to ensure students use the 
information available in a manner consistent with the guidelines, school personnel cannot promise to control 
the Internet environment for students. 
�
The Ben Ross Public School Academy will actively focus on providing individual users, both student and 
adult, with the understanding and skills needed to use the Internet in ways appropriate to educational needs 
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and personal safety.  Students will be taught appropriate use of email and other Internet resources.  The use 
of technology and the Internet is a privilege, not a right, and inappropriate or unauthorized use will result in 
disciplinary action, including the termination of the Internet access of any person who misuses his or her 
access privileges at the sole discretion of the building Technology Director and Principal.  
�
�������	������������	��������	"�

·  Develop and help students develop the skills needed to discriminate among information sources, to 
identify information appropriate to age and developmental levels, and to evaluate and use 
information to meet educational goals. 

·  Supervise and/or monitor all to whom one grants access to technology resources regarding 
implementation of this policy. 

·  Take an active role in ensuring that students and their parents are aware of the individual student’s 
responsibility to use technology resources in an ethical and educational manner. 

 
����	����	������������	��������	"�

·  Demonstrate basic skills in computer use. 
·  Demonstrate understanding of this policy. 
·  Have parental permission before being allowed to use any school computer on the Internet without 

direct supervision by a teacher. 
·  Never give out personal or family information such as phone numbers, credit card numbers, or home 

addresses. 
·  Never arrange for a face-to-face meeting with a stranger and never respond to abusive or suggestive 

messages.  Report all such instances immediately to a teacher or member of the technology staff. 
�
#	���
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·  Use of the district’s technology resources must be in support of education and research consistent 
with the educational objectives of the Ben Ross Public School Academy. 

·  Comply with all rules and laws regarding access and copying of information as prescribed by 
Federal, State, or local law, and Internet providers. 

·  Be polite and appropriate.  Adhere to all standards of courtesy, etiquette, and existing board policies 
as they may be interpreted to apply to technology resources. 

·  Help maintain security of district technology resources by following this policy and maintaining 
secrecy of all passwords.  All known breeches of security must be reported to a member of the 
Technology Team.  Do not demonstrate any known problem to other users before reporting it.  

·  Be aware that network files and electronic mail are not guaranteed to be private.  School technology 
personnel shall have access to all files. 

·  Do not permit others to use your account.  
�
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·  Providing unauthorized or inappropriate access to district technology resources. 
·  Any attempt to harm or destroy data of another user or other networks connected to the Internet. 
·  Activities involving the loss or unauthorized use of others’ work. 
·  Distribution or use of obscene, abusive, or threatening material. 
·  Unauthorized use of school resources for commercial, illegal, or profit-making enterprises. 
·  Knowingly wasting technology resources. 
·  Physical abuse of the equipment. 
·  Using technology resources in ways that violate school policies and behavior standards. 
·  Degrading or disrupting equipment or system performance. 
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·  Installing unauthorized software on school computers, or any violation of copyright established for 
computer software. 

 
���	
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		�	���
The Ben Ross Public School Academy believes that the benefits to educators, students, and other users of 
the Internet far out way the disadvantages.  Even so, parents and guardians of minors are responsible for 
setting the standards that their children or ward should follow.  To support and respect each family’s right to 
decide whether or not their child may have access to this resource, no child will be allowed to operate a 
computer to access the Internet unless all parties commit to responsibility by completing the attached Ben 
Ross Public School Academy Internet Use Agreement.  No child will be allowed to operate a computer to 
access the Internet without direct adult supervision. 
 
'����'��������	"�
The Ben Ross Public School Academy is CIPA (CHILDREN'S INTERNET PROTECTION ACT) 
compliant.  The Ben Ross Public School Academy,  uses filtering software as part of the Ben Ross’ Internet  
Safety Policy.  The Ben Ross Internet Safety Policy for students includes monitoring the on-line activities of 
students and the use of filtering software, WebSense, on its computers with Internet access that is designed 
to protect against access through such computers to visual depictions that are obscene, child pornography, or 
harmful to minors.   Filtering software will be utilized on all computers with Internet access within the 
schools, regardless of whether a portion of such computers are used only by school personnel. 
 
A copy of the Ben Ross’s Computer User Policy is available for review in each school’s office and is 
required for anyone using the schools computers. 
 

 

 
 
 
 
 
 
 

 Attachments  
 

Attachment #1 School Technology Site Review  
Electronic Communication  

  Below Expectations  Developing  Proficient   

Principal 
Use of 
Email  

 Principal does not regularly use 
school email.  

 Principal uses email 
occasionally but primarily relies 
on other forms of 
communication.  

 Principal primarily uses email but 
occasionally relies on other forms of 
communication.  

 

Principal 
Use of 
Staff News  

 Principal has had at least one PD 
on how to post to The Allstaff.  

 Principal has at least one current 
message on Staff News.  

 Principal has multiple postings monthly 
to Staff News.  
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Principal 
Use of 
School 
News  

 Principal has had at least one PD 
on how to post to The Allstaff.  

 Principal has at least one current 
message on School News.  

 Principal has multiple postings monthly 
to School News.  

 

Leadership 
Team Use 
of Staff 
News  

 Team members have had at least 
one PD on how to post to The 
Affstaff.  

 All team members have at least 
one current message on Staff 
News.  

 All team members post weekly to Staff 
News.  

 

Leadership 
Team Use 
of School 
News  

 Team members have had at least 
one PD on how to post to The 
AllStaff.  

 Team members have at least one 
current message on School News.  

 Team members post weekly to School 
News.  

 

  

Staffing  
 

Position # Budgeted #Staffed Site Followed Recommendation 
Technology Integration Specialist     
Library Media Specialist    
Student Information Manager    
Does LMS have state certification    
Does Principal support Technology 
PD’s? 

   

Is the Technology Team 
appropriately budgeted for and 
staffed for the current year 

   

Was the Technology Manager 
involved in the budgetary process? 

   

Did he sign off on final technology 
budget? 

   

Does he know what the technology 
budget is? 

   

Does the Technology Manager have 
the ability to spend/allocate funds? 

   

Leadership  

Team  

 A Tech Team representative is not 
on the Leadership Team.  

 A Tech Team representative is on 
Leadership Team and is involved 
with technology issues.  

 A Tech Team representative is 
actively involved with most 
school issues.  
 

The Tech 
Team Manager 
is active 
involved. 

Tech Team 
Roles  

 Tech Team members are routinely 
assigned non-technical duties and 
this impacts the program's 
implementation.  

 Tech Team members are 
occasionally assigned to do non-
technical duties and this impacts the 
program's implementation.  

 Tech Team members spend 
the majority of their time 
performing appropriate roles 
and non-technical duties have 
little impact on the program's 
implementation.  

Tech Team is 
dedicated to 
supporting the 
technology for 
the school. 

EdLibrary 
Program  

 EdLibrary Support from school 
administrator is minimal.  

 School administrator meets 
occasionally with LMS to discuss 
concerns, policies, procedures, and 
services.  

 School administrator 
encourages teacher/ LMS 
collaboration and integration. 
School administrator supports 
LMS as curricular and 
instructional leader within the 
school.  

Teacher/LMS 
collaboration 
is fully 
integrated and 
curricular 
projects are 
coordinated  
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 Overall Rating:  
 
 
Leadership Support of TSL Program  

 
  

Comments:        
  

 

  Below Expectations    Developing    Proficient    Exemplary  

Is the Ben Ross student information system 
being used?  

 No   Yes  
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School Technology Model  

  Below 
Expectations  

Developing  Proficient  Exemplary  

 
School Technology Support  

 Use of 
Technology 
Support  

 School leadership 
does not consult 
the Technology 
manager  about the 
progress of the 
Technology 
program at the 
school.  

 School leadership 
consults STM when 
there is a concern with 
staff or student growth 
in technology, 
infrastructure 
problems, or 
personnel issues.  

 School leadership 
regularly consults STM 
regarding management 
of the Technology 
program, including staff 
and student growth, 
infrastructure problems, 
or personnel issues.  

 School 
leadership 
serves as an 
example to the 
entire school 
regarding 
technology use.  

 
 

Overall Rating: Support for School Technology Model  
  
Comments:        
  

 

 

Administrative Activities  

 

 

 

 

 
 
 

Information requests/reports are submitted in 
a timely manner?  

 No   Yes  

Enrollment 
information.  

 Enrollment 
information is 
entered, but is 
not up-to-date.  

 Enrollment 
information is 
complete and 
accurate.  

 Enrollment reports 
are being backed up 
and saved every day  

 Enrollment reports are 
adapted as necessary to 
meet other reporting 
needs.  

Inventory process completed when specified?   No   Yes  

Where is attendance being taken?   Front 
Office   Classroom  
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Overall Rating: Technical Administration   

 
  

Comments:        
  

 
 
 
 
 
 
Student Information System 
 
 

 
Student Schedules  

The master 
schedule for 
students  

 Students are only 
partially scheduled or 
the student schedules 
are out of date.  

 Student schedules 
are complete and 
are maintained.  

 Front office staff 
is able to locate 
any student at any 
time using the 
SIS.  

 Students are 
scheduled for the 
after-school program 
using any available 
tools.  

 
 
SIS Backups  

E-rate forms completed and filed by deadline?  No 
 Yes 

Who maintains the E-rate process for the school?  Tech Manager   BSM  

  Below Expectations    Developing    Proficient    Exemplary  

   Below Expectations  Developing  Proficient  Exemplary  

   Below 
Expectations  

Developing  Proficient  Exemplary  

Student 
Demographic 
Data  

 Student 
demographic 
information 
missing.  

 Most required 
demographic data is 
entered, but some 
fields are incomplete 
or out of date.  

 All required 
demographic data 
is complete and 
accurate.  

 Student data 
includes multiple 
emergency 
contacts for most 
students.  

Daily 
Student 
attendance  

 Attendance is being 
taken daily and 
entered into the SIS 
from the classrooms.  

 Attendance is and 
accurate and up-to-
date.  

 Attendance 
reports are being 
examined weekly.  

 Auto-dialer is set up 
to report absences to 
the student's home 
phone number.  



32 
 

backup of 
School 
Information 
System 

 The SIS is being 
backed up to the 
server weekly.  

 The SIS is being 
backed up to the 
SIM workstation 
weekly.  

 A test is 
conducted 
monthly to 
restore the backed 
up SIS.  
 An archive of 
monthly SIS 
backups is 
available.  

 The SIS is backed up, 
burned onto a CD and 
shipped off-site each 
quarter.  

 
  

 

Where is the student information system software hosted?   Workstation   Server  

How is attendance being taken?   On Paper   Electronically  

 

Are ad hoc reports generated when requested/required?   No   Yes  

 

What percentage of teachers has attended PD about the student information system?         %  

 
 

 

Overall Rating: Student Information System  

 
  
Comments:        

 
 
 
 
 
 
 
 

 

Professional Development  
Teacher Training  
 

 

Which student information system is being used?  Infinite Campus   

 Below 
Expectations 

Developing Proficient Exemplary 
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Technical PD’s 
Attendance is poor  
(0% - 75% of 
teachers).  
 

Attendance 
is mproving  
(75% - 90% 
of 
teachers). 

 Attendance is 
high (>90% of 
teachers).  

 All teachers have reached Tier 
3 of the Ben Ross Teacher 
Technology Standards and 
have moved onto advanced 
professional development.  

 
 
Staff Training  
  

PDs are offered 
regularly (at least 
once a month 

 PDs are not 
offered to the 
support staff 

 Attendance is high 
(>90% of support 
staff).  

 PDs are offered 
regularly (at least 
once a month).  

 Attendance is 
regularly 100%.  

 
Administrator Training  
  

 PDs are offered 
approximately once 
a month.  

PDs are not offered 
to the 
administrative 
staff.  

 PDs are offered 
every other 
week.  

 Attendance is high 
(>90% of 
administrators).  

 All administrators 
have reached Tier 
3 of the Ben Ross 
Administrator 
Technology 
Standards.  

 
Training Quality  
 
 Training 
with Ben 
Ross Design 
Topics.  

.  

 Clear schedule being 
followed with 
relevant topics.  
Handouts are being 
distributed for each 
topic taught. No 
handouts or poor 
quality handouts are 
used 

 Teaching style is 
clear.  
 Topics are 
relevant: the 
design is being 
implemented 
flexibly.  
 PDs are mapped 
to Teacher 
Technology 
Standards.  

 Handouts are 
being modified and 
distributed or 
others are created 
when needed.  
 Topics go beyond 
the Ben Ross 
design to meet 
teachers' needs.  
 Teaching style is 
supportive and 
positive.  

 Sessions are 
motivating and well 
received.  
 Trainers create 
unique training 
opportunities to meet 
varying learner 
needs.  

 
Technology Learning Plans  
.  

Principal 
Learning 
plans for 
staff  

 80% of teachers have 
a learning plan on file.  
 80% of 
administrative and 
support staff have a 
learning plan on file.  

 Principal has 
a learning 
plan on file.  
 90% of 
teachers have 
a learning 
plan on file.  

 90% of 
administrative and 
support staff have a 
learning plan on file.  
 Principal has a 
learning plan on file.  

 100% of teachers 
have a learning plan 
on file.  
 100% of 
administrative and 
support staff have a 
learning plan on file.  

 
 
 
 
 
EdLibrary Professional Development  
  

 LMS 
development 

 Professional 
resource collection 
available to staff. 

 LMS provides teachers with 
PD sessions on Big6, 
Information Literacy 

 LMS organizes or presents at 
workshops, models 
instructional strategies, and 

  



34 
 

LMS provides 
teachers with 
monthly PD sessions 

Standards, Curriculum 
Standards, collaboration, and 
other inquiry and technology 
related topics.  
 Staff uses professional 
resource collection.  

coaches other teachers. LMS 
provides individual assistance 
to teachers using technology 
and designing instruction. 

 Standards  

   Below 
Expectations  

Developing  Proficient  Exemplary  

 
Teacher Technology Standards  
  
 Standards 
for teachers 

 

 Training 
implemented to 
meet standards.  
 Limited 
evaluation based 
on standards.  

 Teachers are 
aware of 
standards.  
 Teachers know 
where they are in 
their own growth.  

 Regular evaluation 
of teachers against 
the standards.  
 The standards are 
posted.  

 Trainers are developing 
programs to help each teacher 
meet their individual 
technology goals.  

 
Student Technology Standards  
 

Student 
Technology  
implementation 

 Some evidence 
of projects 
indicating 
successful 
implementation 
of student 
standards. 
Student 
technology 
standards 
distributed 

 Student 
standards charts 
are posted and 
are filled out 
regularly.  
 Student 
standards charts 
indicate steady 
movement 
through skills.  

 Some evidence of 
projects showing 
students using 
skills.  
 Student standards 
charts indicate 
students have 
mastered all skills 
for their grade 
level.  

 Many integrated technology 
projects are displayed.  

 
Student Information Literacy Standards  
  

 Student 
Library skills 

 Some teachers 
implement 
student 
standards.  
 Library skills 
are mostly 
location skills or 
how to access 
information.  

 Some evidence of 
projects indicating 
successful 
implementation of 
student standards.  
 Student standards 
charts indicate 
steady movement 
through skills.  
  

 Evidence of 
projects showing 
students using 
skills.  
 Student 
standards charts 
indicate students 
have mastered all 
skills for their 
grade level.  

  Many integrated information 
literacy projects are displayed. 
In classrooms, and in the 
hallways so other students and 
parents can see them. 

 

Technology & Information Literacy Integration  

  Below 
Expectations  

Developing  Proficient  Exemplary  

 
Technology Integration  



35 
 

 

Technology 
integration 
assessment 

All technology 
related work is 
skill-related or 

for "fun. 

The majority of teachers 
create integrated 

lessons/projects, either 
independently or with 

help. 

Lessons of 
integration occur 

as scheduled 
during 

technology PD. 

All teachers create 
several integrated 

lessons during the year, 
often independently of 
the Technology Team. 

 
Information Literacy Integration  
  

 
Library/infor
mation 
literacy skills  

 Some students 
learn to use 
information 
resources in 
the context of 
classroom 
content.  
 Most students 
learn to use 
information 
resources in 
the context of 
classroom 
content.  

 Evidence of curriculum 
and information literacy 
standards integration 
into many library units 
or lessons.  

 Evidence of 
curriculum and 
information 
literacy standards 
integration into 
each library unit 
lesson.  

 Students 
independently use their 
learned information 
literacy skills to 
become proactive users 
of information 
resources.  

 
  
  

 Overall Rating: Professional Development & Curriculum Integration  
  Below Expectations    Developing    Proficient    Exemplary  
 
  
Comments:        
  

 
 

Library Media Center  

   Below 
Expectations  

Developing  Proficient  Exemplary  

 

Collaborative 
Planning  

 Little discussion 
takes place between 
the LMS and 
teachers regarding 
lessons and 
curriculum.  

 Discussion takes 
place between the 
LMS and teachers 
regarding lessons 
and the curriculum.  

 LMS and teachers 
regularly meet to 
plan instructional 
units, learning 
strategies, and 
activities.  

 LMS helps 
build a 
coordinated 
instructional 
program.  

 
 

Collaborative 
Lesson 
Implementati
on  

 

 Use of Big6 Model 
is taught as part of 
some integrated 
lessons. Percentage 
of teachers 
collaborating with 
LMS is poor (0-
40%). 

 Percentage of 
teachers 
collaborating 
with LMS is high 
(60-80%).  
 Authentic 
assessment is 
built into most 

 Big6 Model is used 
as part of most 
integrated lessons.  
 Percentage of 
teachers 
collaborating with 
LMS is very high 
(80-100%).  

 Teaching is 
collaborative with 
reflective and 
authentic 
assessment built 
into all 
instructional 
units.  
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instructional 
units or lessons.  

 Big6 Model is 
used as part of all 
integrated 
lessons.  

 

Teacher 
Involvement  

 Most EdLibrary 
classes are taught by 
the LMS without the 
teacher present.  

 Most EdLibrary 
classes are taught 
by the LMS with 
the teacher 
present.  

 Most EdLibrary 
classes are taught 
with both the LMS 
and the teacher 
taking active roles.  

 All EdLibrary 
classes are taught 
with the LMS and 
the teacher both 
taking active 
roles.  

 

 

LMC Access   Schedule 
provides little or 
no flexible access 
to the LMC.  

 Some flexible access is 
provided for independent 
use and for class 
scheduling. Some students 
frequently use LMC. LMC 
is warm and inviting, and 
students are able to work 

 Flexible access is 
provided for 
independent use 
and for class 
scheduling during 
all hours that the 
school is in 
session. (Primary 
Academy may be 
semi-flexibly 
scheduled).  

 Access to the 
LMC and its 
resources is fully 
flexible an 
available both 
during and beyond 
the school day.  

 

EdLibrary Resources  

   Below 
Expectations  

Developing  Proficient  Exemplary  

 
 
  
Library 
Collection  
 

 Collection 
includes 
inadequate number 
of items to support 
student count. 
Collection is fully 
weeded, is up-to-
date and 
responsive to 
curricular and 
staff/student needs. 

 Collection is 
current and meets 
curricular and 
recreational needs.  
 Collection is 
adequately 
balanced with a 
variety of formats 
to support diverse 
learning styles.  

 Collection numbers 
meet recommended 
items per student.  
 Collection supports 
several classes 
working on 
comprehensive 
research 
simultaneously.  

 Well-balanced in 
all formats.  
 Collection 
numbers exceed 
recommended 
items per student.  

 

  LMC 
Climate  

 

Environment is 
not conducive to 
learning (e.g., 
dark, drab, dirty or 
disorganized 
space; unshelved 
books; sound and 
traffic patterns 
that don't allow 
for productivity or 
instruction; etc).  
 

Displays and bulletin 
boards are directly 
linked to resources, 
curriculum, and student 
learning; student work is 
highlighted.  

 Students 
consistently use 
the LMC 
independently 
during and beyond 
the school day. 
LMC is bright, 
well-organized, 
and has traffic and 
sound patterns 
conducive to 
learning. 

 The environment 
stimulates and 
supports productive 
and focused learning 
beyond the LMC 
walls. Staff and 
students appear 
welcome and drawn 
to the LMC on their 
own. 



37 
 

.  
  
Library 
Pro  

 

Library Pro resides 
on a workstation 
that is being 
backed up daily 

 Library Pro is fully 
networked to allow 
student access to printed 
and electronic library 
resources from classroom 
computers.  

 Advanced search 
features are used to 
evaluate and 
upgrade the library 
collection.  

 Additional 
features used: 
patron pictures, 
location maps, and 
shelf setup.  

 
 Library Pro reports are being utilized.  

  
Comments:        
  

 

 
 

Ben Ross Web Site 

    Below 
Expectations  

Developing  Proficient  Exemplary  

Home Pages  

 Template 
pages are still 
in place.  

 Generic front page 
has been replaced 
by the school's 
front page.  

 Links are 
functioning 
properly.  
 Other pages 
are still in 
progress.  

 Generic web pages 
have been replaced 
with customized 
pages.  

 School site includes all 
"standard" pages and 
includes additional services 
through school site.  

 
 
 
Ben Ross Public School Academy 
.  
 Web page 
standards  

  

 The core site (the template 
pages) maintains the Ben Ross 
style. The front page maintains 
schools style for school sites 
.he look and feel is not evident. 

 Other pages have 
different styles.  

 All school-level 
pages maintain 
the style for 
school web 
pages.  

 Teacher and 
student pages 
may differ in 
style.  

 
 
 
 
 
 
User IDs  

Is the library collection fully bar-coded and cataloged in Library Pro?   No   Yes  
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Staff News   Teachers, staff, and 
administrators are not posting 
to the Staff News bulletin 
board.  

 Teachers, staff, and 
administrators 
occasionally use the 
Staff News bulletin 
board..  

 Teachers, staff, 
and 
administrators 
actively use the 
Staff News 
bulletin board.  

 The Staff 
News bulletin 
board is the 
primary means 
for distributing 
information  

School News  

 Teachers, staff, and 
administrators are 
not posting to the 
School News bulletin 
board.  

 Teachers, staff, and 
administrators 
occasionally post 
messages to the 
School News bulletin 
board.  

 Teachers, staff, and 
administrators 
regularly post to the 
School News 
bulletin board.  

 Teachers, staff, and 
administrators 
actively post to the 
School News 
bulletin board.  

 Other school 
groups (e.g., 
PTA, PAC, 
school nurse) 
post to the 
School News 
bulletin board.  

 
Email  

  Students 
use of 
email.  

 Teachers, staff, 
and administrators 
use email 
regularly.  

 Students use email 
regularly and 
appropriately to 
communicate within 
the school   

 The entire school community 
uses email to communicate 
efficiently. The culture of the 
school is an electronic  
community 

 Teachers and 
students use email 
in creative ways to 
advance learning.  

 
Acceptable Use Policies  
.   

 Teachers, support 
staff and 
administrators have 
signed acceptable 
use policies on file 
with the Tech 
Manager.  

 Student acceptable use 
policies have been 
distributed and are 
being collected. 
Acceptable use policies 
for teachers, support 
staff and administrators 
are not on file with the 
Tech Manager 

  All staff 
members and 
students have 
acceptable use 
policies on file 
with the Tech 
Manager.  

 School has a clear 
behavior 
management plan 
in place regarding 
technology. This 
plan has been 
shared with staff, 
students, and 
parents.  

 A school-based 
committee — 
consisting of staff, 
students, and 
parents — exists to 
review technology-
related behavior 
management 
concerns.  

 
  
 

Overall Rating: Ben Ross Technology Standards 

  Below Expectations    Developing    Proficient    Exemplary  
 
  
Comments:        
  

Telephone System  

  Below Expectations  Developing  Proficient  Exemplary  

User ID’s 
for login 
and email 

 Some local accounts still not 
ready or available for use 

 IDs have been 
distributed to staff and 
students and are being 
used regularly.  
 All local accounts 
have been delivered.  

 New accounts 
are requested on 
a regular basis.  
 All IDs have 
been assigned 
and are used 
frequently.  

 Accounts are 
created or 
deleted in a 
timely fashion 
as needed.  
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CCR 
Tree  

 CCR Tree is not 
setup or operating 
properly.  

 A basic CCR Tree 
has been put in 
place.  

 A CCR Tree that 
provides callers with 
several options (e.g., 
automated directions 
to school.  

 The school's CCR Tree is 
updated regularly (i.e., 
information is accurate 
and current) and school 
staff members have the 
knowledge to update it 
remotely.  

 
 Voicemail  

 Voicemail 
boxes are not 
setup for 
teachers and 
staff.  .  

 The directory 
greeting includes only 
basic information such 
as the name for every 
staff member.  

 All voicemail boxes 
are set up and 
initialized.  

 Voicemail greetings 
indicate pertinent 
information (e.g., 
when will the teachers 
be checking voicemail 
during breaks).  
 The directory 
greeting includes 
name, title, and 
extension number for 
every staff member.  

 Teachers are 
beginning to use 
the alternate 
greeting to 
provide 
homework 
information to 
callers.  

 

Is this phone system installed and the school is receiving/sending calls with it?   No   Yes  

Are the appropriate phone models deployed to each classroom?   No   Yes  

Are the appropriate dial-out restrictions in place (e.g., full access, password 
access, restricted access)? 

No Yes 

Data Infrastructure  

   Below 
Expectations  

Developing  Proficient  Exemplary  

Teacher Laptops   Most laptops 
are distributed 
appropriately.  

 All laptops are 
distributed 
appropriately and 
most teachers 
carry the laptop 
between home and 
school.  

 Teachers are 
comfortable with 
using the laptop at 
school and home.  

 Teachers use their 
laptops as a key tool to 
complete their work 
both at school and at 
home.  

 

 
 
Server Backups  
  

Local Area 
Network  

 The front 
office and 
computer lab 
are connected 
to the local 
area network.  

 The front office, 
computer lab, and 
library media 
center are 
connected to the 
local area network.  

 All necessary 
locations, including 
classrooms, offices, 
computer labs, and 
library media center 
are connected to the 
school's local area 
network.  

 The hub rooms are 
well organized; 
everything is patched, 
labeled, mounted and 
neat.  

Is there an efficient procedure to request accounts for new staff?   No   Yes  
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 Server 
Backup 

Systems  

 The servers are 
being backed up 
daily.  

 Tests are conducted 
monthly to verify the 
ability to restore data.  

 Backup logs are 
being maintained 
weekly.  
 The servers are being 
backed up daily.  
 Tapes are taken 
offsite for storage at 
least once a week.  

 Backup logs are 
being maintained 
daily.  
 Tapes are taken 
offsite for storage 
every day.  
 New backup tapes are 
rotated in every 
month.  
 Library Pro, QLCs, 
and inventory are 
burned to CD 
quarterly.  

 

 

Are procedures for password management in place?   No   Yes  

What percentage of teachers has accounts on the local network?         %  

What percentage of students has accounts on the local network?         %  

What percentage of classrooms has working printers?         %  

  Overall Rating: Infrastructure   
  Below Expectations    Developing    Proficient    Exemplary  
 Comments:        
 
 
 
Digital Cameras 

 
 
 
 

 
 
 
 
 
 
 

 

Is there a policy for password security?   No   Yes  

What percentage of printers is distributed appropriately?         %  

Digital cameras.  
 Teachers are 
using the 
digital 
cameras on a 
regular basis.  

 Students are using the 
digital cameras with 
proper teacher 
supervision.  

 Digital photos are 
stored on the server so 
that staff and teachers 
have ready access to 
them.  

 The digital photos have been 
indexed so that they can be 
found easily.  
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Below 

Expectations  
Developing  Proficient  Exemplary  

Leadership 
Team is 
unaware of 
the need to 
develop a 
three-year 
technology 
plan.  

 

 

 

 The planning 
process is 
underway and 
includes site-
appropriate 
methods of needs 
assessment, data 
collection, and 
program analysis 
that will culminate 
in a formal 
report/technology 
plan.  

 A three-year plan is 
developed, 
presented to staff 
and filed with RTD 
and the State.  

 Plan 
implementation 
is well 
underway (at 
least 90% 
complete) at 
the end of three 
years.  

 Staff and Administration 
revisit the technology plan 
periodically to assess its 
progress and to make 
modifications as needs and 
conditions change.  

Technology 
Inventory 

 No electronic 
inventory database 
exists.  

 Required 
FileMaker Pro 
database is being 
utilized, but data is 
incomplete or 
inaccurate.  

 Required 
FileMaker Pro 
database is 
being utilized, 
and data is 
complete and 
accurate.  

 Comprehensive plan is in 
place to ensure all 
materials are inventoried 
as changes occur and/or 
new items are received.  
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Appendix A –Michigan Educational Technology Standards (METS) 
 

 

�
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Appendix B – Teacher Technology Standards  
  
 1. Teachers demonstrate basic skills in the use of computer hardware and 

software.  
 1.1. See Professional Development Curriculum Calendar Appendix G).  

 2. Teachers demonstrate the ability to apply computers and related 
technologies to support instruction  
 2.1. Teachers understand when technology use is appropriate in instruction and when 

it is not  

 2.2. Teachers understand the purpose of various software programs and can choose 
the appropriate one to integrate into a lesson  

 2.3. Teachers can perform basic evaluations of software programs   

 2.4. Teachers can create integrated lessons that teach both curricular objectives and 
technology objectives  

 2.5. Teachers can develop rubrics and other assessment methods to score/grade 
technology integrated lessons  

 2.6. Teachers can integrate technology for use in lab settings or in class settings  

 2.7. Teachers can create integrated lesson plans which can be varied for diverse 
learning types and levels  

 2.8. Teachers practice responsible, ethical and legal use of technology, information 
and software resources  

 2.9. Teachers use telecommunications to collaborate on projects with other classes, 
either in their school or in other schools   

 3.  Teachers demonstrate the ability to use computers to increase their 
personal and professional growth and productivity  
 3.1. Teachers regularly use technology to communicate with staff, students and 

parents  

 3.2. Teachers regularly use technology to manage regular classroom functions such as 
attendance and grading  

 3.3. Teachers use basic software applications to create tools for teaching (i.e. 
handouts, quizzes, slide presentations, multimedia presentations, etc.)  

 3.4. Teachers use online instruction, audio/video conferencing, membership in 
professional newsgroups and other online associations to enhance their knowledge  

 3.5. Teachers demonstrate knowledge of equity, ethics, legal and human issues 
concerning use of computers and technology  
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Appendix C – Student Technology Standards 
  
 1. Students understand and demonstrate ethical behavior in use and care 

of technology  
 1.1. Students can discriminate between responsible and irresponsible uses of 

technology, and use technology appropriately  

 1.2. Students understand and adhere to acceptable use policies  

 1.3. Students understand issues involving ownership and privacy, and respect 
intellectual property rights  

 1.4. Students understand legal implications of copyright issues, both content and 
software related  

 1.5. Students demonstrate how to properly care for computer hardware and software   

 1.6. Students show respect for technology and view it as an effective learning and 
research tool which can enhance personal productivity, academic performance and 
future employment prospects  

 
  

 2. Students demonstrate skill in using a variety of technologies  
 2.1. Students use appropriate terminology   

 2.2. Students demonstrate competence in the use of hardware, including mouse, 
keyboard, printer, scanner, VCRs, cameras, recording equipment, etc.  

 2.3. Students demonstrate competence in the use of software tools, including 
operating systems, word processing, telecommunications, spreadsheets, databases, 
multimedia, graphics, desktop publishing, web design & publishing, personal 
information management programs   

 2.4. Students display mastery of keyboarding skills  

 2.5. Students understand the basics of computer networking  

 2.6. Students understand platform, version, file format, software differences  

 2.7. Students can troubleshoot basic software and hardware issues to resolve minor 
technical problems that occur during every day use  

 2.8. Students can evaluate the accuracy, relevance, appropriateness, 
comprehensiveness, and bias of electronic information sources  

   

  

3. Students will demonstrate the ability to choose and use appropriate 
technology tools to accomplish tasks  
 3.1. Students can determine when technology use is and is not appropriate  

 3.2. Students select appropriate hardware and/or software to accomplish a task  
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 3.3. Students demonstrate ability to choose technology to locate, gather, organize, 
analyze, evaluate, manipulate and communicate information  

 4. Students will recognize and evaluate the impact technology has on 
society  
 4.1. Students discuss how various technologies have changed the way people live, 

learn, work and play  

 4.2. Students will explore careers in technology-related fields  

 4.3. Students evaluate potentials and limitations of existing technologies  

 4.4. Students have the opportunity to participate/collaborate in individual or groups 
projects to identify technology problems and seek their solutions  

 
  

Appendix D – Hardware   
  
Facility Data System: 3 Windows 2000 group servers, 1 Linux AMS server, 1 Cisco  router, 
1 Windows 2003 Domain Controller/WSUS Server, 1 CSU/DSU, 4 T1 lines, 1 96 port 
switch, 1 master/slave combination hub, 6 24-port master switches, 3 UPS, 10 wireless 
routers. Each classroom has 6 Ethernet drops and wireless coverage. 

61 IBM ThinkPad’s (one for each teaching professional)  

60 Think Centre desktop computers with Internet access assigned to two computer labs  

2 Net Vista computers with Internet access in each Kindergarten classroom, 2 Think Centre 
computers in each classroom for grades one through five, 3 Think Centre computers in each 
sixth grade classroom and 3 Think Centre computers in each seventh and eighth grade 
classroom  

32 HP  B/W Laser Classroom and office Printers  distributed in classrooms, labs and pods. 

1 HP Color Laser Printer  

1 OCE Color Printer/copier 

2 OCE BW Printer/copier 

2 Kodak Digital Cameras  

2 Web cameras for video conferencing with Skype 

2 Sony Video Cameras  

12 RCA 27” Televisions/Stereo with S-video  

12 Panasonic DVD/VCR Combos  

10 Mitsubishi Data Projectors 

10 Elmo document cameras 

15 Promethean Smart boards 

1 3M Overhead Projector for each classroom  

13 JVC Boom boxes with listening stations  

1 CD Burner (stand-a-lone) and burners on all new laptops and desktops 
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3 InPath  BarCode Wedge Scanners  

Nortel phone in each room.  

2 fax machines  

1 laminator  

15 camera school security system that is recorded on DVD and can be remotely monitored  

  

  

Appendix E – Software   
  

Windows 2000 and Windows XP 

Microsoft Office (students and staff, version 2003)  

Promethium Smart Board Software (Activision) 

Internet Explorer, Firefox browsers 

Skype 

First Class email for teachers and students  

Mozilla FireFox  

Type to Learn  

Inspiration - 30 copies  

Kidspiration – 30 copies  

FileMaker Pro 4.0  

Acrobat Reader 

QuickTime media player 

Infinite Campus (for teachers, parents and students) 

Alexandria  

Skype 

MARC for Schools CD-ROM   

The Virtual Library  (elibrary, INET Library, World Book online)  

QuickBooks – for Business Office  

Read 180 (60 licenses) 

Accelerated Reader 

Norton Antivirus  
 
 
 __________________________________________________________________________ 
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Appendix F – Technology Team Job Descriptions  
  

School Technology Manager 
 

  
The School Technology Manager is responsible for managing, implementing and developing 
the school's technology culture among all participants in the school community. The STM 
reports to the school principal.  
  
Responsibilities:  
  
 • Ensure the implementation of Ben Ross Technology vision within the school  
 • Serve on the school leadership team  
 • Manage school technology  
 • Build the capacity of staff, students, and parents to understand and use core technology 

by providing training   
 • Implement the Ben Ross technology professional development program for all teachers 

and administrators, adapting it as necessary  
 • Provide training and support to staff and administration on all enterprise systems, 

especially in those areas related to curriculum and instruction  
 • Provide annual evaluations to school administrators for all teaching staff members  
 • Work with staff to integrate technology resources into lessons across the curriculum  
 • Work in large groups, small groups and one-on-one with teachers to develop their 

technical skill and curriculum integration ability  
 • Work with the curriculum coordinators and leadership team to incorporate technology 

into on-going professional development  
 • Collaborate with Library Media Specialist to promote information literacy  
 • Collaborate with Library Media Specialist on future technologies 
 School Technology Managers and other Technology Director, staff to stay on top of 

current information and improve the resources and systems being utilized  
 • Coordinate remedial instruction to students who are having difficulty mastering 

technology skills  
 • Manage the technology budget and technology planning  
 • Coordinate and manage funding and grant processes  
 • Manage SLC (report card) process  
 • Maintains the up-to-date inventory database of all resources Provide technical support 

to members of the school community  
 • Perform maintenance functions on the local-area network including back-ups, user 

access, data security and data recovery  
 • Ensure that student information systems are backed up and available to staff at all times.   
 • Develop, manage, and evaluate maintenance and repair procedures for equipment to 

ensure that school computers and audio-visual equipment are available and in working 
order.  

 • Responsible for help-desk services for school  
 • Responsible for the  inventory and track movement of equipment  
 • Participate in meetings/conference calls/discussion groups to strengthen school 

relationships and technical support  
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Library Media Specialist 
 
The Library Media Specialist is a teacher who promotes learning throughout the Ben Ross 
community. The LMS helps students use reading to learn and teaches students and staff to 
find, evaluate, and use information. The LMS assists teachers in integrating library/ 
information resources into the curriculum. The LMS manages the Library Media Center 
(LMC) to provide an environment conducive to learning for all. The Library Media Specialist 
manages electronic, print, video, and other traditional and nontraditional information 
resources for the Edison School. The LMS reports to the Principal.   
 
Responsibilities:  
  
 • Build the capacity of students, staff, and parents to retrieve and organize information.  
 • Encourage a culture in which all individuals become self-sufficient, independent 

knowledge navigators  
 • Teach students effective research methods  
 • Help teachers and students learn to select appropriate media for specific tasks  
 • Collaborate with teachers to integrate LMC resources into lessons across the 

curriculum.  
 • Comb the Internet and other outside information resources for appropriate materials for 

the Edison School, including cable TV programming  
 • Guide students and staff through on-line data retrieval sessions  
 • Meet monthly with house teams to discuss library-related issues, to train on new 

information retrieval methods, and to help with technology-related issues  
 • Locate and review curriculum specific resources  
 • Develop curriculum materials to correlate library information skills with core 

curriculum  
 • Teach the appropriate use of information resources through a variety of instructional 

methods, modeling, and team teaching  
 • Organize, catalog, and process information resources of all media types so that they are 

accessible to the entire school community  
 • Facilitate the circulation of traditional and nontraditional library materials  
 • Develop and manage annual library media budget based on school and curricular needs  
 • Assess library collection and order materials to support the district curriculum  
 • Establish policies and procedures for all aspects of the Library Media Center  
 • Work with the members of the technology team to define mutual and distinct 

responsibilities, develop procedures and structures for technical support and manage and 
evaluate the on-going support programs  

 • Serve as a leader in the school  
 • Serve on key leadership, instructional, &/or curricular committees  
 • Promote independent student use of the Library Media Center  
 • Promote flexible class scheduling and use of the LMC resources  
 • Coordinate school-wide efforts to promote reading and information access  
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Student Information Manager  
  
 The Student Information Manager will be responsible for the maintenance and integrity of 
all data that is stored in any of the various components of the Student Information Systems 
(SIS) of Edison Schools Inc. This data ownership responsibility applies to the SIM regardless 
of which school staff members perform the individual tasks.  
  
The SIM is hired early in the Start-up process under the guidance of the school Technology 
Manager. The SIM reports to the school’s principal.  
  
Responsibilities:  
  
 • Become an expert user in the components of Ben Ross’s SIS,  Infinite Campus, and any 

other SIS related software as implemented  
 • Register and enroll all new students using Infinite Campus  
 • Assist where student data and software expertise impacts scheduling. The SIM will be 

responsible for integrating schedules as created by the Principal  
 • Produce reports from the Student Information Systems for internal and external use  
 • Work with the Principal and Business Service Manager to ensure the availability and 

credibility of data to fulfill the school’s state and district reporting requirements  
 • Provide user support and Professional Development to teachers on use of the attendance 

system (Infinite Campus)  
 • Work with other school personnel and owners of portions of student data including, but 

not limited to, Special Education Coordinator, Registrar, Secretaries, Academy Directors, 
Counselors and Principal  

 • Oversee the person who is responsible for doing any District data input  
 • Work with other local SIMs to create best practices regionally and provide support  
 • Attend all related training  
 
  
 ____________________________________________________________________ 
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Curriculum Calendar   

  
Each week, you will need to choose a different topic for training teachers. The first year, almost everything is 
new to teachers and there are many things you will need to train on. The recommended calendar shown below 
will help you determine what you need to train on and will also make sure you cover all the skills that Ben Ross 
teachers are required to know by the end of the year.  

  
WEEK  TOPIC  TRAINER  

Before school 
starts  

Laptop training – 1/2 day  
E-mail/Microsoft Office/phones/copier  

STM  

Week 1  Infinite Campus – Taking attendance  SIM  

Week 2  Infinite Campus– continued  SIM  

Week 3  GradeBook /Progress Reports  STM  

Week 4   GradeBook /Progress Reports  STM  

Week 5  Benchmarks  STM  

Week 6   Type to Learn  STM  

Week 7  Benchmarks Reports/Graphing  STM  

Week 8  Email/Common/Internet review  STM  

Week 9   E-mail/Attachments  STM  

Week 10  Library Scheduling & Copyright Laws  LMS  

Week 11  SLCs  STM  

Week 12  SLCs  STM  

Week 13  School Broadcast System  STM  

Week 14  Library Pro  LMS  

Week 15   VCR & Cassette Player  STM  

Week 16  Set Goal  STM  

Week 17  Word Processing – Integration  STM  

  Virtual Library and online encyclopedia  LMS  

Week 18  Chooser: Save to server/Printers  STM  

Week 19  Alpha Smarts  STM  

Week 20  SLC review  STM  

Week 21  Graphics – Skill  STM  

Week 22  Internet – site access and evaluation.  LMS  

Week 23  PowerPoint  STM  

Week 24  Graphics – Integration  STM  

  Big 6  LMS  

Week 25  Graphics – Mentoring  STM  

Week 26  Remote access  STM  

Week 27  Skills Posters Updating  STM  

Week 28  Spreadsheet to graph  STM  

Week 29  Database/Certificates  STM  

  Multimedia – Research, copyright and citations  LMS  

Week 30  SLCs  STM  

Week 31  Care of  laptops over the summer – Post assessment of 
skills  

STM  
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Appendix H - Teacher Assessment Tool   
(Given at the beginning and end of each school year)  
 

 Computer Basics  YES  

Beginning    

Can turn on and shut down the computer the proper way.    

Can name computer output devices and their functions.    

Can name computer input devices and their functions.    

Understand how to clean and care for a computer.    

Can reboot computer if it freezes.    

Can handle CD-ROMs properly.    

Can use the mouse to point, to click and to drag.    

Developing    

Can set up a computer (mouse, keyboard, monitor, power supply and printer).    

Can troubleshoot the connections (mouse, keyboard, monitor, power supply, printer).    

    

Operating Systems  YES  

Beginning    

Can save and name a file.    

Can print a document, or any portion of a document.    

Can save documents to personal network folder.    

Can view all the contents of a window by using scroll bars.    

Can launch/start an application.    

Can open and close a document.    

Can recognize and use menus within an application.    

Can open, close, move and resize a window.    

Can use the application menu/taskbar to switch between open applications.    

Can recognize toolbars and use toolbar buttons within an application.    

Can place the cursor at a specified location using the mouse or arrow keys.    

Can exit/quit out of an application.    

Can recognize and use desktop icons.    

Developing    

Can switch from one printer to another.    

Can access the help menu in an application.    

Can change the computer’s date & time, desktop pattern and volume.    

Proficient    

Can rename a file or folder.    

Can use organizational strategies to manage files and folders.    

Can create a new folder.    

Knows what different types of memory are.    

Can delete a file or folder.    

Can tell how much hard disk space and RAM the computer has.    

Can tell how much hard disk space is used.    

Can move a file or folder.    
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Exemplary  

  

Understands and can recognize different file types.    

Networking  YES  

Beginning    

Can log on to and log off of the network.    

Can demonstrate and understand of the difference between a stand-alone  
 computer and one on a network.  
Developing    

Can access another computer on a network.    

Can access network drives.    

Understand the difference between a LAN and a WAN.    

    

Edison Specific  YES  

Beginning    

Is aware of school’s Acceptable Use Policy.    

Can use SASI to take attendance.    

Can create progress reports.    

Can create classes and complete SLCs.    

Developing    

Can access school’s home page, staff news and school news    

Know what The Common is and how to access it.    

Can use the World Book Virtual Library to locate articles.    

Can use Alexandria to search for materials.    

    

Telecommunications  YES  

Beginning    

Can compose, send, and receive e-mail.    

Can bookmark a Web page.    

Can access a Web site by entering its address or URL.    

Know what hyperlinks are and how to use them.    

Can define the terms Internet and WWW.    

Can use the basic functions of a Web browser (forward, back, stop, reload).    

Developing    

Can send attachments.    

Can setup email preferences in Internet Explorer.    

Can maintain email address book.    

Can access newsgroups, and read and post messages.    

Can create mail folders and store email messages in appropriate folders.    

Can open and/or save attachments.    

Can delete messages.    

Proficient    

Can use a search engine or directory to find information, graphics, etc.    

Can use Boolean search terms (and, or, not) to refine searches.    

Can download all types of files (graphics, sound, movies, documents).    
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Word Processing  YES  

Beginning    

Can enter and delete text in a word processing application.    

Can modify the style of text (e.g., bold, italic and underline).    

Can use the Spell Check and Thesaurus functions.    

Can change the color of text.    

Can use the Cut, Copy and Paste functions.    

Can use the undo and redo commands.    

Can change the view layout and zoom view of a document.    

Can alter the font type and font size.    

Developing    

Can add page numbers to a document.    

Can change the alignment of text.    

Can modify the line spacing of text.    

Proficient    

Can add bullets or numbers to a list.    

Can set and use tabs.    

Can use the Find and Replace feature.    

Can create a header or footer.    

Can insert a page break in a document.    

Can add borders and shading.    

Exemplary    

Can create and use document templates/stationary.    

Can create columns in a document.    

Can use the mail merge function.    

    

Graphics  YES  

Beginning    

Can insert a graphic image from a clipart library.    

Can resize an object.    

Can move an object.    

Can use tools to create shapes and lines.    

Can select and deselect an object.    

Can delete an object.    

Can use an eraser tool to erase all or part of a graphic.    

Developing    

Can insert a graphic image file.    

Can copy an image to paste into a different application or document.    

Can rotate or flip an object.    

Can duplicate an object.    

Proficient    

Can group and ungroup an object.    

Can select multiple objects at one time.    
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Can change line attributes, including thickness, length style and color.    

Can send an object to the front or back layer.    

Can change object attributes, including color, size, position, etc.    

Desktop Publishing  YES  

Developing    

Can create a text box in a document.    

Can select or deselect a text box.    

Proficient    

Can alter the way text wraps around a graphic or object.    

Can import text into a desktop publishing document.    

Can link text frames.    

Can lock objects to prevent movement.    

Can align objects.    

Can apply a border to a frame.    

Can use gridlines and guidelines to assist in object layout.    

    

Multimedia  YES  

Beginning    

Can view a presentation.    

Can create a 4-slide show.    

Can insert a graphic using graphic stamps.    

Can add text using letter stamps.    

Can present a presentation.    

Can create a slide/card.    

Can add pre-recorded sound.    

Can use graphics tools to create shapes.    

Developing    

Can change the background color.    

Can add graphic image from file.    

Can add text using a text box.    

Proficient    

Can reorder slides/cards.    

Can add sound file.    

Can animate images or text.    

Can create hot spots/hyperlinks using text or graphics.    

Can add slide transitions to a presentation.    

Can add a video file.    

Can record a sound using a microphone.    

Can record a sound from an audio CD.    

Exemplary    

Can create linear and nonlinear multimedia presentations.    

    

Spreadsheets  YES  

Beginning    
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Can alter the format of text in a cell (font, size, style, color, alignment).    

Can enter data into a cell.    

Can identify a cell by its cell address.    

Can identify columns and rows.    

Developing    
Understand and can use cell references in formulas.    

Can change the width of a column or the height of a row.    

Can format cell borders and fill colors.    

Can change the number format of a cell.    

Can sort information in a spreadsheet.    

Can select a range of cells.    

Can enter a formula (sum, avg., etc.) in a cell.    

Proficient    
Can set the print range for a spreadsheet.    

Can add titles to a chart.    

Can create an appropriate chart.    

Can use the Fill function.    

Can insert rows and columns.    

Can add a page break.    

    

Databases  YES  

Developing    

Can add a new record to a database.    

Can enter data in a database.    

Can move between fields and records in a database.    

Can sort a database.    

Can delete a record.    

Proficient    

Can find records that matched a single criterion.    

Knows the difference between a record and a field.    

Can create a database.    

Can find and replace data.    

Can modify the layout of a database form.    

Can find records that matched multiple criteria.    

Exemplary    

Can merge database information into a form letter.    

Other  YES  

Beginning    

Can operate the cassette player.    

Can operate the VCR/DVD.    

Proficient    

Can use a digital camera to take pictures and download them to my computer.    

Can use the scanner.    

Can use the video camera.    

�


