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Vision 

 

These things we believe: 

 

 that our graduates should know how to use technology effectively and appropriately 

 that appropriate integration of technology can effectively enrich and enhance curriculum   

 that effective and appropriate use of technology is integral to the instructional skills of 

faculty 

 that we are committed to providing training time and resources for the acquisition of 

skills and proficiencies that will ensure the appropriate and effective use of technology 

both by faculty and students   

 

 

 

Background 

 

In May of last year, Mrs. Nazro asked Jeff Ritter, a technology consultant from Educational 

Collaborators, to visit St. Andrew’s in order to assess our technology program and help us plan 

for the future.   

 

In his visit Mr. Ritter recognized our interest in making sure that “sound pedagogical reasons” 

guide our use of technology.  He found well trained and qualified members of our technology 

faculty and staff, as well as teachers and administrators committed to working with them to 

integrate technology within the curriculum. He found an “effective and mature” laptop program 

at the Upper School and, throughout the school, a sound technology infrastructure with resources 

to support it.   

 

With all these strengths in evidence, Mr. Ritter concluded that with clear articulation of vision 

and thoughtful planning, St. Andrew’s could create the “scaffold[ing] by which teachers [w]ould 

build a 21
st
 Century learning environment that uses technology as a tool to enhance student 

learning.” 

 

It was in response to Mr. Ritter’s evaluation that the Technology Planning Committee was 

convened last fall and that it subsequently met regularly throughout the year to identify goals and 

to schedule their implementation.  
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The Five-Year Plan  

 

Goals:   

1. Development of a comprehensive, developmentally-appropriate technology curriculum to 

support student learning (1-12) 

2. Faculty acquisition of leveled skills and proficiencies  

3. Phased integration of technology, when appropriate, within curriculum and instruction 

 

Steps for Implementation: 

 

1. Year One 

a. The Instructional Technology Department will continue to develop for students a  

1-12 technology curriculum, and steps will be made toward its implementation. 

b. At the start of the year, each faculty member will assess his or her own competencies 

in technology and draft goals and a plan of action for the up-coming year (See 

Addendum A).  The plan of action will address how he/she will achieve these goals, 

what training will be needed, and how skills he/she learns will be applied during the 

course of the year.   

Goals and plans of action will be submitted to the appropriate divisional technology 

coordinator or to the Instructional Technology Department chair.  

Individual faculty technology goals will also be documented on annual goal sheets 

submitted, as is customary, to the Head of School. 

1. In assessing competencies in technology, teachers will use two documents:  

“Level I: Basic Teacher Competencies” (Addendum B) and “Level II:  

Technology Integration in the Classroom” (Addendum C). 

2. Those teachers who recognize the need will target the mastery of some or all 

Level I competencies among their goals.  (It may take two years to master all 

Level I competencies.)   

It is likely that these same teachers will also choose to target Level II 

competencies which relate to the integration of technology in the classroom. 

“Level II: Suggested Resources” (Addendum D) will help them identify strategies 

and tools for doing this.  

3. Those teachers who have mastered Level I competencies will target Level II 

competencies which relate to integration of technology in the classroom.   “Level 

II: Suggested Resources” (Addendum D) will help them identify strategies for 

doing this.  

c. All teachers will engage in training appropriate to their levels of competency by using 

support services that are listed below. 

d.  At the end of the year faculty will assess their progress with respect to their goals and 

plans of action. 

 

2. Year Two and Subsequent Years 

a.  The Instructional Technology Department will continue to develop and implement 

the 1-12 technology curriculum. 

b. Faculty members will set annual technology goals and draft plans of action, assessing 

progress at the end of each year.  
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c. By the end of a second year, it is likely that all faculty will have mastered Level 

(basic teacher competencies) and that Level II (technology integration in the 

classroom) will thus be the focus of the continuing development of skills and 

proficiencies.   

d. All teachers will engage in training appropriate to their levels of competencies by 

using support services that are listed below. 

 

3. Teachers joining the St. Andrew’s faculty will begin the five-year technology plan at the 

start of their first year of employment. 

 

4. This plan and its effects will be evaluated at the end of its fifth year of implementation.  

            (2013-2014)  

 

      

. 

 

Support Services: 

 

1. Division technology coordinators and the Instructional Technology Department chair 

2. Technology coaches  

3. Skilled and experienced volunteers from the faculty at large will provide training to their 

colleagues as requested and in continuing, one-on-one sessions 

4. Mini-lessons at faculty meetings 

Faculty volunteers, in addition to members of the Instructional Technology Department, 

will be encouraged to teach these lessons and/or share technology-related projects which 

have enriched their own curriculum and instruction. 

5. On-line tutorials  

6. Help desk support 

7. In-service workshops 

8. Summer workshops 

9. Conferences 
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Addendum A 

St. Andrew’s Episcopal School Technology Goals and Plan of Action 

Name: _____________________________________ Year: _________________________ 

Based on your self assessment, state goals and develop a plan of action for moving forward in 

mastering basic competencies and/or in integrating technology in the classroom. 

Goals (check one or more category) 

 

 

State your goals: 

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

Plan of Action 

1. Level I: Mastering Basic Teacher Competencies 

Use the following support services or personnel for training: 

 

 

 http://sasteachertechcompetencies.pbworks.com
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Addendum B 

Level I: Basic Teacher Competencies 

http://sasteachertechcompetencies.pbworks.com for specific tutorial resources 

Name: _______________________________________________________________ 

Basic Operations and Concepts  

 

 Use correct startup/shut down procedures according to computer  

 Operate peripherals (i.e., printer, scanner, CD-Rom)  

 Add a network printer 

 Trouble shoot 

 Frozen screen / lock-up 

 Delete print job 

 

 Point, click, double-click, click and drag with mouse  

 Maximize and minimize using the Windows Operating system  

 Use pull-down and expanded pull-down menus  

 Select, open, and move an icon  

 Select, open, move, and close a window  

 Resize a window  

 Scroll up/down, left/right within a window  

 

 

 Name a file 

 Save a file using both the Save and Save As Commands 

 Save/back up files to a USB drive or  H: drive 

 Locate a file from any storage device (i.e., floppy disk, hard drive, network directory, 

CD-Rom) using Windows Explorer or My Computer 

 Rename a file 

 Copy/move file between hard disk, floppy disk, and network drive 

 Save, open, place files inside subdirectories/folders 

 Create and name/rename folders 

 

 Use print preview 

 Select options from printer window (i.e., portrait vs. landscape, grayscale) 
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 Add a network printer  

 

 

 

 

Social, Ethical, and Human Issues  

 

 

 

Technology Communications Tools  

 

 

 Connect/log on to the school’s network 

 Open a program or file located on the 

 Save a file to a specified network directory 

 Share files with others on a network  

 

 

 

 

 

 Compose new e-mail (address, subject, priority, and body of message) 

 Send e-mail (concepts of carbon copy [cc] and blind carbon copy [bcc]) 

 Open and read e-mail 

 Reply to sender and forward e-mail 

 Save, print, and delete e-mail (and empty mail trash folder) 

 Send a file and send as an e-mail attachment 

 Understand how viruses are transmitted via e-mail 

Technology Research Tools 

 

 Use browser software 
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 Access a specific web site by entering the appropriate URL 

 Perform a specific web search using a search engine   

 

 

 The Internet  using search engine such as Google 

 The school library using the library’s online catalog 

 The library’s subscription databases to find articles for professional use 

 

Technology Productivity Tools with Microsoft Office 

Word Processing using Microsoft Word 

 

 

 

 

 

 

 

 

Spreadsheet using Microsoft Excel 

 

 Understand the concept of a spreadsheet 

 Given a spreadsheet, interpret the information 

 

 Enter data into a cell 

 Use the entry bar 

 Print a spreadsheet 
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 Know the three basic types of graphs (bar, pie, line) and their uses 

 Use a previously created spreadsheet to select a range of data and choose the appropriate 

graph 

 Print a graph 

 

Multimedia using Microsoft Publisher and PowerPoint 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Administrative Productivity Tools  

Teacher Web Page Construction Using FirstClass RWD 

Class/course web pages are developed by each teacher. The class/course web page should meet 

the following criteria and be kept up to date: 

 A minimum of 2 means of contact (For ex. telephone, room number, e-mail, etc.) 

included on the main page. 

 The teacher’s name and the class subject(s) somewhere on the main class page. 

 Teacher’s conference periods 

 Assignments and due dates 
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 Class information – syllabus for example 

 Grading policy 

 

Grade book using Faculty Access 

 

 

 

 

 

 

 

 

 

Curriculum Mapping using Atlas Rubicon 

 

 

 

 

 

 

 

 

Grade Alerts using Inform (Upper School only) 
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Addendum C 

Level II: Technology Integration in the Classroom  

Focus Area: 

 

 

Levels of progress: 

Instructional Design Content Area  

Connections 

Online  

Learning  

Beginning Technology 

Integration 
When appropriate, I occasionally 

use technology to supplement or 

reinforce instruction in my 

classroom, library, or lab and 

present teacher-centered lectures. 

My students use technology for 

basic tasks such as taking notes 

using a word processor, but use 

little or no technology to learn the 

subject-area content for my 

course. Content is typically 

learned through lecture and 

reading from texts. 

I have used a few web-based 

learning activities with my 

students. 

Developing Technology 

Integration 
When appropriate, I use 

technology to direct instruction, 

improve productivity, model 

technology skills, and direct 

students in the use of applications 

for technology integration. My 

students use technology to 

communicate and present 

information. My students have 

regular access and use of 

technology and digital resources 

for curriculum activities in my 

classroom, library, or lab. 

My students use technology to 

learn subject-area content 

objectives. 

I have customized several web-

based lessons which include 

online content, resources, and 

learning activities that support 

learning objectives. 

Advanced Technology 

Integration 
When appropriate, I use 

technology in teacher-led, as well 

as some student-centered, 

learning experiences to develop 

higher order thinking skills and 

provide opportunities for 

collaboration with content 

experts, peers, parents, and 

community.  My students 

evaluate information and analyze 

data and content to solve 

problems. My students have 

regular access and use of 

technology and digital resources 

in various instructional settings 

such as in my classroom, library, 

or lab. 

My students use technology as a 

collaborative tool, integrating 

technology in my subject area, 

and as a means for supporting the 

development of higher-order 

thinking skills. 

I have created many web-based 

lessons which include online 

content, resources, learning 

activities, and interactive 

communications that support 

learning objectives. 

Comprehensive 

Technology Integration 
My classroom is a student-

centered learning environment 

where technology is seamlessly 

and appropriately integrated to 

solve real world problems in 

collaboration with business, 

industry, and higher education. 

My students and I seamlessly 

apply technology across all 

subject areas to provide learning 

opportunities beyond the 

classroom that are not possible 

without the technology. 

I have created and integrated 

web-based lessons which include 

online content, resources, 

learning activities, and interactive 

communications that support 

learning objectives throughout 

the curriculum. 
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Learning is transformed as my 

students propose, assess, and 

implement solutions to problems. 

My students and I have on-

demand access to all appropriate 

technology and digital resources 

anytime/anywhere for 

technology-integrated curriculum 

activities on the campus, in the 

district, at home, or in the 

community. 
 

Addendum D 

Level II: Technology Integration in the Classroom  

Suggested Resources  

See the Chair of Instructional Technology or your division Technology Coordinator for ideas and 

assistance in choosing and using the best resource for your instructional unit. 

http://sasteachertechcompetencies.pbworks.com/ for specific resources  

 

 

Categories: 

Audio and Podcasting 

Blogs 

Drawing, Charting, and Mapping Tools 

Photo and Photo Sharing Tools 

Presentation Tools 

Quiz and Polling Tools 

RSS, Newsfeeds, and Aggregators 

Social Bookmark Tools 

Video Tools and VideoSharing 

Wikis 

Word Processing and Productivity Tools 
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