Carroll County Public Schools

Instructional Technology (Software, Hardware and Web Based Resources)
Evaluation Process

Introduction

Instructional software, hardware, and web based resources are important tools for both teachers and students in the teaching/learning process.  They serve to extend the knowledge and understanding provided by the curriculum.  The process of evaluating these instructional tools has as its first goal the provision of quality resources for improving both student achievement and instruction.  The second goal is to provide equity and standardization of resources across the system.  To these ends, this evaluation process has been approved for use in the Carroll County Public Schools.  Both of these goals meet the key strategies outlined in the Master Plan and reinforce the requirements of the CCPS Telecommunication Policy.
This process was developed in a joint effort between the Department of Curriculum and Instruction and the Department of Technology Services.  
Instructional software, hardware, and web based resources are defined as those that are commercially available, licensed, and are content specific, rather than a generic tool which could be used across content areas.  As resources are evaluated for district purchase, the availability of funding for equitable distribution must be a major consideration.  
It is important that the Department of Curriculum and Instruction organizes and facilities the implementation of the CCPS Instructional Software, Hardware, and Web Based Resources Evaluation process.  The Department of Curriculum and Instruction will work directly with Technology Services to collaborate the technical aspects of the evaluation.

Overview of the Evaluation Process

Step 1.  ( Evaluation request is Submitted – Supervisor or designee completes an application request form, either paper or electronic version that describes the basic intended use of the resource and its connection to the curriculum.   The type of evaluation method as well as the evaluation duration period should also be clearly articulated in the request form. The supervisor should also provide the vendor's technical specifications and requirements for the resource and an evaluation copy of software or a demo piece of equipment, if possible.

Software study requests and appropriate media (such as examination copy CD, detailed description of hardware, or any relevant material needed for the evaluation) should be then forwarded to Technology Services so that it can be reviewed for alignment with appropriate technology standards. 

Step 2.  ( Initial Review – The Technology Services staff member confirms the recommendation form is complete, logs the submission into the Project Management System. Also, a determination will be made to see if there are existing resources that meets the same needs and are currently used.  If appropriate, Technology Services will forward the request and related materials to Information Technology group to evaluate the resource for student data integrity and security, as well as compliance with the Family Educational Rights and Privacy Act (FERPA).

· If the evaluation request form is incomplete, the submission is sent back to the originator and is noted in the database.

Step 3.  Resource Review

a. ( 508 Compliance Review – The resource is reviewed for 508 compliance. If the resource is not compliant, suggestions are made for becoming compliant and/or alternative assignments are noted.  The compliance review is noted and recorded in the Project Management System.

· If the resource does not pass the content review, the originator is notified and provided with   a brief explanation.

b. ( Licensing Review – The copyright information and licensing information is reviewed along with the resource, and confirmed to be in compliance with current copyright laws. The scope and degree of the license to be used will be noted and recorded in the Project Management System. 

· If the resource does not pass the licensing review, the originator is notified and provided with a brief explanation.

Step 4. ( Technical Review –Technical and infrastructure requirements and components will be examined by Technology Services.  Approval date will be noted in Project Management System as will any notes or special requirement or configurations.   Technology Services will notify the content supervisor or designee via email to confirm the approval.  The appropriate cost center will then be able to purchase the product, and it is recommended that such purchase include Technical Support and Maintenance if available.

· If the resource does not pass the technical review, the originator is notified by the Technology Services staff member and provided with a brief explanation.

Step 5. ( Installation and Technical Support-- Installation of the software/hardware and any related hardware components will be handled by members of the Technology Services Department.  This is to maintain the security and integrity of each computer or device that will be used in the software study.  Teachers and school-based personnel should not install software or related hardware components, unless under the direction of Technology Services.   Installation date will be recorded in the Project Management System.  Technical support for CCPS-supported software operability will be available as resources permit, but departments are encouraged to purchase technical support for any software or hardware through the vendor.  

Step 6. ( Evaluation – During the testing or use phase of the software/hardware study, documentation of the use and overall evaluation of the program should take place.  This can be in the form of classroom observations, teacher and student narratives, administrative evaluations or assessment/survey data.  Evaluation results will be documented in the Project Management System. This documentation of the software/hardware and its impact on student achievement will provide a basis for the following recommendations:


A) another software study in a different setting or with a different grade level; 

B) the recommendation of the specific program to be introduced in several schools as a part of a county-wide initiative; 

C) not pursue this particular software any further.

Technology Review Process
The Technology Review Process consists of four major components.

· Preliminary Review
· Technical Review

· Beta Test

· Pilot Test

1. Preliminary Review which will look to answer the following questions:

	What is the purpose of this hardware/software? What need does it satisfy?

Are we currently using something similar? If so, will this replace this resource? Is it superior and how?

Is vendor documentation thorough and complete?

Describe the level of technical support they will provide:

How much does this resource cost initially? What are the annual costs/fees?



2. Technical Review will look to answer the following questions:

	
What are the system requirements for PC?
What are the system requirements for Server (if applicable)?

What are the Bandwidth requirements (if applicable)?

Will additional hardware or peripherals be required?

Describe the process for directory services integration/user management:

Does the use of the resource conforms with CCPS TAUP?


	3. Beta Test Stage will look to answer the following questions:


Identify group/school that will be beta testing. How many users? How many computers?

What is the time frame when the beta testing will occur?

Identify the installation process:

Identify the training plan:

Summarize the beta test:
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4. Pilot Stage will look to answer the following questions:

	
Identify group/school who will be piloting. How many users? How many computers?

What is the time frame when the pilot testing will occur?

Identify the installation process:

Identify the training plan:

Summarize the pilot testing:



Carroll County Public Schools
Instructional Software/Hardware, and Web Based Resources Evaluation Form

Please completed the below form in it’s entirely to submit a request for resource evaluation.  This is a three step process.  First, the resource will be evaluated for its content by the appropriate curriculum supervisor.  The second step evaluates its compliance with FERPA and 508. The third step is the technical evaluation to determine compatibility with CCPS network.

	Name of Person Requesting Evaluation:

Position:
	Office:

Phone Number/Ext:

	E-mail Address:


	

	Title of Software Program or URL of Web Based Resource:


	Version:



	Vendor/Publisher:



	Format:  CD       Web Based        Other

Are you submitting an evaluation copy or demo unit with this form?    YES     NO

	Hardware Platform (s) Supported:



	Curriculum Connections to Resource

	Instructional Level(s)/Grade(s):                                          Content Area:

Unit(s)”

	Description of Content of Resource:



	Description of Instructional use:



	Describe and cite research that ties this resource to improved student achievement. (if available)



	Intended Use: (Circle One)      Stand-alone           Site License (School Based)         District License

	Signature of Person Requesting Evaluation:


	Signature of School Principal:



	Signature of Curriculum Supervisor:
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