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ABSTRACT

The goal'of'this project is to design and develop a
teacher training plan or program for teachers at Washington
Charter Schcol} The prdjéCﬁ will apply the systematic
.approéch invprOgram development and will includevthe
following phases: gOél analysis, needs analysis, design of
the program, de&elopment, implementation and evaluation.
This‘projéct contains a technology traihing'program for
teachers at Washington Charter School, Palm Desert,
Califofnia; ‘Thé program was designed based on reviewiof
literaturé on why teachers need technology training, the
characteristics of a good technoglcly program for training
teachers, various models>cf technology training, the
problems of technolOgy training, the effects of_technolcgy
teacher traiﬁing and student learning, and the
chéracter;stics of competent inétructOrs. Also inciuded, as
part of the project, is a-mahual on technology training for
'the first year:of'teChnolOgy’training‘at Washington. The
manual; comprised of.é timetable and léssoﬁ plans, wasb
written to'furﬁhér servefaé a guidelinevto technology

mentors and trainers.
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' INTRODUCTION

Technology has become a s1gn1f1cant part of our world

_g‘sjtoday/ espec1ally ln the jOb market. When Students graduatef‘”

ﬂaffrom hlgh school they must know ba51c computer skllls 1n
3jorder to go 1nto the work force and keep up w1th the |

»;ever changlng bus1ness world Almost everythlng 1s belng

_worganlzed and controlled by technology | One must know how fv
lto use - technology to be able bank word process, glve a
'profe581onal presentatlon, or communlcate w1th1n a company‘

. If 'students graduate from hlgh school or college and
Tgo 1nto a new jOb, 1tﬁls~h1ghly llkely that_they w1llkbe‘
‘expected to~know howvté’operate-a.computervand be‘ablebto'be -
'trained‘on'new'programs’quickly Bus1nesses expect’ this
knowledge to come from the schools so that they do not have
to do bas1c computer tralnlng Technologlcal llteracy»ls
just as lmportant as any other klnd of llteracy aﬂstudent
who graduates: from hlghgschool'should possess. However,
;some;scthlswéﬁeknot‘preparing their‘Students for the |
“technological‘WOrld There are varlous‘reasons for thlS ;]
lack of technologlcal preparatlon. In order tnglve the:

' fstudents the chance to learn how to use technology, thevh

hardware and software must be made avallable in schools.



. Also,ﬁthe teachers must be tralned and prepared to teach
o thelr students in thls area of currlculum v

Some school dlStrlCtS have 1nvested a lot of money 1ntoﬂf

‘-:ltechnology SO that thelr students can become computer

kllterate v Some schools have very 1mpre551ve set ups of a‘

uw1de range of equlpment and technology Unfortunately, some‘¢

dlStrlCtS teachers ‘are. not belng tralned in u51ng these newiﬁl fh

‘technology In fact Congress Offlce of Technology
eAssessment, Wthh has been dlsbanded, found that U S.._
rschools Spend an average of flfty—flve percent~of thelr
technology budget on hardware and thlrty percent on |
software., Only flfteen percent or: less was g01ng towards“
.staff development‘and training (Harrlngton—Lueker, 1996)
| Many teachers have been teachlng for a number of yearsi

and technology tralnlng was not requlred for them. These
same teachers do not havevthe time, and sometimes the
- deSire, tohtrain,themselves. Integratlng technology lntot
,one s school currlculum requlres faculty and staff to have a
t hworklng knowledge of u51ng technology in the educatlonal
settlng. Staff development needs to be offered to the staffb
_so that they can be properly tralned in computer llteracy.
However, staff development for technology is often sporadlc'
,aﬁd delivered‘rn onefshot se551ons, It usuallykexposes

_educators to‘technology,'andfthen‘attendees are expectedvto



explorevandpiearn more about'computers on their own (Zeitz;,
1995) . |

The technology 1s in place and - ready for the students,

. but a small percent of fundlng is 901ng to teacher tralnlng‘ o

1on‘technology- Much of the money spent on technologles is

o going tO‘waste, because the teachers do not want to deal f_

: w1th technology Staff development w1ll brlng staff membersf.~
'closer to understandlng the computer. When staff v”
B development does ex1st, 1t relles on volunteers who have the‘
 desire to traln themselves 1 Staff members attend workshops'
‘l}after school or on. the weekends W1thout belng pald or
compensated somehow. | | ‘

It is not uncommon for computers to be s1tt1ng 1n

y 'classrooms w1thout belng used by elther the teacher or

o students It-ls necessary that teachers'use their computers
for more than just a fancy typewrlter and get thelr students

on the'computers in effectlve ways.; Proper staff )

- development 1s the only way for thlS to happen

Pr1nc1pals are also gettlng 1n the way of technology. ;f
;_Many llke to purchase a lot of new equlpment in order to f.
look good to the publlc They do not thlnk of spendlng

‘money on teacher tralnlng : Also, 1f prlnc1pals are not

tralned, they w1ll not understand the 1mportance of the

'traln;ng. Too many pr1nc1pals are not computer llterate anddvr

thlsfextends to hlgher levels-of,dec1s1on—makers.»vState_«



’leglslators want to make one tlme lnvestments in technology
'and do not prov1de funds for tralnlng (Harrlngton Lueker,;y
'.1996);

The problem that led to thls prOJect is that Washlngton L

f.Charter School has acqulred and 1nstalled a good deal of new
technology on campus, and much of it is not. belng used. |
‘Three years ago,.each teacher was glven an IBM compatlble
'computer for use in the classroom that they assembled |
themselves. Slnce“then,’each computer has been upgraded so‘_
.that lt now has Wlndows '95, a. CD ROM, ahsound_card,
]speakers,'and memory upgrades y The»school districtfhaslall,
computers networked by mlcrowave-towers.v'Each'classroom has:
'access to the Internet and teachers can e- mall from their
own - desk Washlngton Charter School also has a portablel
laptop computer lab w1th flfteen computers, three computers‘
nrln the llbrary for students use, a color scanner, a
‘multlmedla‘cart, two TV links and:a‘well—rounded supply‘ofb
software. Technology hardware;andbsoftwarefis‘a priority‘at
}Washington -Funds are. setvaslde-eachjyear to purchaSe.the
latest equlpment and software.’ Also, the Parents Club is
- very supportlve of technology and is w1lllng to supply
lwhatever is needed. In addition, Washlngton is 1nvolved in
. programs from the;communlty where businesses will match -

technology‘funds for'the'school; In spite of the



.avallablllty of technology, the students at the school do

“:not recelve the best pOSSlble educatlon 1n the area of

- technology There are teachers at the school s1te that have’“'
, computers ln thelr rooms and do not use them or leaves 1t to‘

jthe students to use the equlpment Also, many teachers use

: thelr multlmedla computers only as- word processors,.because‘fe*"‘ :

_ they do not: know how to use 1t eff1c1ently Teachers need T
‘ to utlllze what Washlngton Charter School has and support )
learnlng and 1ncrease the educatlonal use of technology by
’;students. - o | |
After the tralnlng on assembllng the computers, very
llttle has been offered to the teachers of Washlngton
3Charter School _ The dlstrlct has offered staff development

"classes for those 1nterested However, these have been off—‘

-campus and not mandatory Washlngton had a computer mentor o

,last year that offered a few voluntary classes after school

lUnfortunately, teachers dld not want to spend thelr valuable:n

'gtlme attendlng these classes The range of computer

. knowledge among teachers at the school s1te 1s vast and 1t

:1s hard to get one staff development se551on that would

- address a spec1f1c level : Much of the mentor s tlme was‘

‘_spent repalrlng computers and communlcatlng w1th the»
’bdlstrlct computer offlce 1nstead of teacher tralnlng ‘There;,fg
) has never been a full tlme technology coordlnator at

’_,Washlngton. Most of the tralnlng that the staff had has



been self taught.: Very llttle tralnlng has been glven at

, the school 51te and none of 1t was mandatory Also, any

tralnlng that has been done has been a one tlme class :
td‘w1thout any follow up Those teachers that have been well—vf
‘fftralned have spent thelr own money and tlme 1n tralnlng
"themselves. If the approprlate tralnlng was glven and
l:requlred for staff development, teachers may feel more
.comfortable us1ng computers and would know how to utlllze 1t‘
in thelr classroom | |
| By hav1ng a. teacher‘tralnan-program,,teachers can;be.
better equlpped w1th the means to support Desert Sands -
Unlfled School Dlstrlct S, goal of both teachers and studentsff
‘becomlng computer llterate . Thls tralnlng needs to be o
ongorng,_requlred and bullt 1nto the contractual days
ththout teacher tralnlng,_teachers are holdlng back thelr ;
._students from belng computer llterate,:because they do'not
»vknow how to 1nstruct the students on computer Skllls.“Oh’
the other hand, w1th adequate tralnlng, teachers at
"_Washlngton can be the key to preparlng their students for
E*theifuture. 1The»equlpment‘has‘been,purchased,band_1t is now
u;time to:foCusfonfteacherytraining;,,The1students juStfneed a.
:‘fguidehdown'the technologyvroad,'and théy'can grow
.themselves Teachers need to glve the students the’y"

Vopportunlty to take that path



Project Overvi gv;z

The goal of this project is to design and develop a
teachef training plan dr program for téachers at Washington
Charter School. The project will apply the systematic
_approach in‘program development and will include the
followiﬁg phases: ‘goal analysis, needs énalysis, design of

the program, development, implementation and evaluation.



'CHAPTER Tw'o |
» REVIEW OF LITERATURE v
For the purpose of thls prOJect, the terms staff

development and teacher tralnlng are used 1nterchangeably.

Technology has been in the school systems for over a.f
decade now.i Unfortunately, many students are not gettlng a t,
good technologlcal educatlon, because teachers are not being
'tralned on how to use the technology Slegel (1995)'states
that teachers have to be tralned to use technology Only
sthen can the 1nnovatlon become a part of thelr teachlng
repert01re, and not just a reward for students whenﬂthey'
vflnish WOrk. This_ls onehreason whyhteachers'needytodbe
vtrained.llSiegelvalso‘says that training is»equally
importanteto'the actual equipment;rdA sChool'site can have
.$20 000 worth of equlpment, but ifpteachers arernot'aware of
'_the capabllltles, 1t w1ll juStvSit therefand they.will not

fuse it. Teachers cannot let thls new teacher tool go to
‘i‘waste. Slegel put together elght key elements of an
ﬁexemplary technologlcal staff development
- : . 7
1. Even if out51de consultants are used for workshops,;-
local staff 1s avallable for follow—up. |
>:2. Followlng workshops, teachers have easy -access t01

- the,same technology theyﬁwerettralned.on,;‘



3. 'Teachers are the prlmary tralners of teachers
'h4,7:Tra1n1ng is tied dlrectly to classroom/currlculum/
'*lschool reform objectlves b_ | »
'5,v A mlnlmum of 25 percent of the technology budget 1sfl
-set a81de for staff development.}f'
‘ v6.‘fLearn1ng ‘to use technology 1s requlred, not
'.:voluntaryry
T Prlnc1pals,Vsuperlntendents, anduothervﬁ
- admlnlstrators take technology staff development
' courses along w1th thelr teachers. ‘ |
8. Tlme for technology staff development is lntegrated ;v
| 1nto teachers' work schedules. | | o |
’fTechnology plays an 1mportant role in all aspects of :
vllfe today Thls w1ll only 1ncrease 1n the years to comet“"
"Teachers need to be tralned, because technology tralnlng
beneflts young chlldren a great amount.b Accordlng to the~‘?
Natlonal Assoc1atlon for Educatlng Young Chlldren_(NAEYC)b‘u
P051tlon Statement (1996) as technology becomes ea81er to
use and early chlldhood software prollferates, young
.chlldnen s use of technology becomes more w1despread It 1s_
h‘essentlal for teachers to teach students 1n prlmary grades

how . to use. the computer The NAEYC belleves that early

:*_ChlldhOOd educators have a respons1blllty to crltlcally

;examlne the 1mpact of technology on chlldren and be prepared:"

jto use technology to beneflt chlldren



i
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If technology lS used approprlately in the classroom,
b'lt can enhance a Chlld S ablllty Computers are very |

1nterest1ng to young students,'and age approprlate software '

r

can engage students 1n a varlety of areas.‘ Teachers can use’

'technolpgy to support and extend thelr dally materlal 1n'

’ B
many ways.' The NAEYC also states that technology extends

_.beneflts of collaboratlon beyond the lmmedlate classroom
env1ronment for chlldren in the prlmary grades who can ‘
already read and wrlte.‘ |

Another reason why teachers need to have tralnlnglln o
“-'technology 1s because computers can be used everyday for
"both admlnlstratlve tasks and classroom 1nstructlon
sSolomon (1993) says that admlnlstratlvely, the computer can
fexpedlte grade reportlng, test generatlon, attendance, and
more.';For 1nstructlonal purposes, however, a teacher s use;;
'of a computer is more open ended The teacher is llmlted :
only by his or her 1mag1natlon o
| “Computer tralnlng 1s not- only an rssue for school
staffsu 1t 1s also a b1g 1ssue for busrnesses today

.Companles all across the Unlted States spend a great deal of;

‘_moneyaon tralnlng thelr employees on technology to help

o ‘1mprove thelr work day f Schools need to glve the same

- amount of tlme and energy to thelr employees._ Kowall (1995)”l:

»states 1n hlS artlcle that by keeplng employees' computer

"1‘lskllls up- to date, they are llkely to be more productlve



S e

; Thls is very true in the teachlng fleld Training teachersff;c“

'iﬁto be more organlzed and use technology to help keep track
of data 1s another reason why teachers need tralnlng 1n tf_d'l
.technology ‘ : | . | ‘ y : | | |
| Contradlctory arguments suggest that teachers w1ll
anelther embrace computlng or re81st 1t (Evans—Andrls, 1995)
fanore than llkely school dec181on makers hoped that teachershs
‘would embrace thevtechnology.‘ In other profe881ons I
-Vcomputers,seemltovhelp_igfworker performance. Evans—Andrlsfﬁ
isfoundvthaETéaucatidﬁai”réséafch‘feveals that teachlng,_,d.h
J,routlnes typlcally remaln stable in the face of |
o technologlcal change Even when schools adopt change,d‘V
1shteachers prefer more tradltlonal and famlllar methods of
ﬁteachlng and. end up re81st1ng technology | o
New teachers just graduatlng from unlver81t1esuare not"

'flbelng thoroughly tralned in technology It is not belng

ql_covered 1n thelr currlculum to prepare them for teachlng

B s;students. It is then left to schools and dlstrlcts that

| have hlred computer 1lllterate teachers to traln them.» This
hflS not the fault of the teacher belng hlred, but schools are-:‘

"forced to have to traln thelr teachers.: One ma]or reason

" why unlver51t1es do not traln thelr graduates is because el

ﬁ»they do not have the equ1pment that K- 12 schools have.,a o
:Barksdale_(l996)vstates in her artlcle that the natlon s

-nsoftware and hardware companles who offer educatlonal deals



’ffare more llkely to target K 12 schools than schools of :
'&educatlon ; One educatlon school dean that Barkdale’
vglnterv1ewed sald that companles get more publlc relatlons

;bang for the buck by outflttlng elementary and secondary f}f;

H‘Wschools w1th hlgh tech up to date equlpment than schools of»

o educatlon.L Agaln, K- j 12 schools have the equlpment but not d'
sthe tralnlng | g ‘
 siegel (l994)(reportSVgoodrand badlnewshin'her‘special‘”
"rreport The Unlted States leads the world 1n the number of -
‘kcomputers 1n 1ts schools. Nlnety—nlne percent of all
‘*”elementary and secondary schools have 1nstalled computers.lh
' Also, nlnety—three percent of the students use them durlng

w»~the school Year. However, she states that Amerlcan studentsff

‘u‘are less computer knowledgeable than students in’ Austrla,

EGermany,_and the Netherlands. In addltlon, thelr teachers
L get less computer tralnlng than thelr counterparts in- Europet-

dand Japan.f Slegel s report calls for long term plannlng onv
3 how technology is used in Unlted States schools. It is veryf
kdlmportant that we keep up w1th our forelgn nelghbors and
1‘athat our teachers glve the same educatlon to our students.a'~”
| Hawklns and Machllan‘(l993) have dlscovered 1n thelr

‘F:research that teachers are us1ng technology for rote:

":purposes and not in support of real problem-solv1ng by

"-ystudents. Research shows that the equlpment is 1n place 1n o

':schools and now money and tlme need to go 1nto tralnlng



”teachers in technology Teachers need to be trained Je) that 3
the students of the United States have an equal opportunity

to ‘be computer literate.~

Staff development is essential for success of any

program Without the proper training, ‘no program,
espeCially in technology, Will be successful The first»‘
-’thing that a good staff development program has is a set of
:target goals,.usually stated as competenCies.i Eisele and.
Eisele (1990) have compiled a list of competenCies that areb
essential in staff development for technology. Theycare k
divided into four categories hardware competencies,
_'ysoftware competencies, programming competenCies,’and social
impact cOmpetencies ' Programming competencies are no longer
the responSibility of the teacher, but have been included
anyway. After competenCies are established for a training
‘program, the trainer Will need to determine who needs
training for what kind of competencies.
The competencies are as follows:
I:Ia_rd_a_i‘:_e_(:nmp_e_teiﬁ_ci_esw vb

- To‘identify, by name. and function,;the essential

parts of any computer system 3 |

-  To select appropriate hardware for an application to

solve a given problem.

13



' ;%» To operate all essentlal components of at least one uh?
.computer system.fe' | . o v
[3" To use documentation lmanuals):toklearn functionsmof,'
at least one computer system | | | S | o
S To- descrlbe at least flve alternate dev1ces and‘
hvthelr funct;ons,: o | |
.= To know Wthh resources ‘to use to obtaln 1nformatlonv"
| about avallable software |
>l—‘ To recognlze hlgh quallty software from low quallty |
software B ' |
- To selectlsoftware'suitable for,solving a.given'
B problem;" | R | |
“—v To‘useidOCumentationv(manuals)hto learnbhow°to_'
operate any software package.-, | |
'; - To organlze and malntaln software SO that it remalns
_accessible and usable,“ o
Programing Conpetencies
- Tofclarifytand.Statela:problembln clear and'
t,unambiguous‘terms.b R
- To wrlte a step by—step solutlon to solve a glven or
stated problem. |
- To translate the algorlthm 1nto an approprlate code

such as a flow chart.

14



. ? To convert a. flow chart, or other sultable code, o
"vlnto a programmlng language.;;"r'u
f - To modlfy computer code 1n an ex1stlng appllcatlong

program.

'T‘% .To llst flve.ways ln whlch technology has affectedd};TH:
lllfe 1n the past flfty g years."J | N |
v;ofs To 1dent1fy at least flve appllcatlons of technologyo
- in today s soc1ety e ” | '
- To descrlbe the "mlracle" of the mlcrochlp
IeE To 1dent1fy at least three major mllestones in the
history: of technology | |
‘_Whlle staff development 1s‘1n place; four‘general"
phases of evaluatlon act1v1t1es are used to 1nform the
dec151on maklng process. -Flag'(1990) glves an approach for

program development and evaluatlon

hases of Program Dev 'm"ri . Phases of Evaluation
Planning o >“= Needs Assessment
‘Design L o Pre-production

 Formative Evaluation

Productionii, T e : 'Production Formative
' Evaluationl
Implementation . o f§‘  Implementation

vFormatiVe Evaluation

e



PéopleVQAﬁt todlearnfin;aynatural'prodessyij’

;luoverlapplng four stages,,according tO‘Ellington,5Perciyal,_,'

haand Race (1993) The flrst stage is wantlng to learn ‘This -

.’_‘1ncludes motlvatlon, enthu31asm, and lnterest. The.next

:'istage 1s d01ng : In thls stage people have to try thlngs ;p

f‘outf' They experlment, practlce and learn from mlstakes. o

.The thlrd stage 1s feedback ' ThlS lS when someone flnds out t':»

vwhether 1t was rlght or wrong or good or. bad Dlgestlng ls,;”
the fourth'stage ThlS stage makes sense of the learnlng

: experlence and of the feedback It also lets the personj :

'wfrgaln a sense of ownershlp of what has been learned

tinechnology tralnlng can be closely 1dent1fy w1th these
_cnatural processes.fcf | o | it e .

| Another problem w1th tralnlng teachers is that when ;

hgstaff development 1s offered at schools, 1t 1s usually not‘

con51stent and done 1n one tlme se551ons w1th no follow—up

Id‘Zeltz.(l995) found out that at her school a semester long,xil

*weekly serles of technology workshops worked well Zretzvsﬂ7

#k;workshops were de31gned to accompllsh three goals

'7ll It would prov1de a w1de range of technology
{l ekperlences.-‘r“f . a | |

;]f;2;‘ It would create a: network of learners’who would‘
_'fprov1de each other w1th a551stance and encouragement

‘p;whlle learnlng new technologles.
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"g3 It would show the school s s1ncere des1re to
'encourage teachers to use technology ln the1r
7o.classrooms.,_

-wSmlth Houston, andeernardv(l994) dld a study on the

'*F'Houston Consortlum of Urban Profe581onal Development and

:ipTechnology Centers redes1gn1ng the currlculum for thelr o
:tteacher tralnlng They recommend that each teacher belng
‘tralned purchase thelr own laptop computer SO that the
K:*_teacher can use 1t ln everyday llfe. The program cons1sts
"sof monthly tralnlng se881ons and 1nten51ve summer | |
B telecommunlcatlons workshops. Thelr workshops focus on four}'
.areas_ R A , .
;lVI foundatlon level computer skllls
72.‘ how to access and retrleve materlals from a large:
*body of multlmedla currlcular materlals from computer‘
f';s1tes on the Internet T | o d
f’3ff how to develop multlmedla currlcular materlalsb
f,4;-,how tovshare,multlmedla rnformatlonvand materlalsy_
fuw1th other classrooms o kS -

f'fOne factor that 1s very lmportant 1n teacher tralnlng’“'

;.1s that each teacher have hls/her own computer. Wlthout the'fur”

: 7faccess to a computer, teachers cannot be expected to be

jcomputer llterate.e In addltlon to helplng them traln,f 5'

:”;computers 1mprove thelr work day McCarthy (1993)‘5tatés in

d’lhls artlcle that a teacher w1th hlS or her own computer



'spends moreftime-Withiindividual>students,'feels empowered

‘and morefprOfessionalv‘spends less time on clerlcal work

‘than'ever before, and’ much more |
_pM
- Many schools and dlstrlcts around the Unlted States are
inot afrald to 1nvest a_lot of money into their staff |
vdevelopment in technology 7 These schools are exemplary
j models in this fleld Both teachers and students are us1ng
theltechnology, and_the.teachers have been tralned to use
the equipment in*edUCatiOnal‘ways;d*Everyone~benefitsnfrom
vgood teacher tralnlng 1n technology | |

‘ Calca51eu Parish in Loulslana is a mlddle school that

invests,$55,000_a year in 1tslstaff development (Bruder,
l992){ :Theriot,'the assistant superintendent of Middle
‘aschools,bencourages teachersltO‘submit proposals forepilot
programs - The training}'hardware, software, and’any other‘
a551stance is offered to get the programs off the ground.
The teachers have access to use the equlpment in the
‘classrooms, and they agree to train other teachers lf thelr
pilot program is. successful In 1989 their school dlStrlCt
. opened a tralnlng center for teachers called the Improved

'Instructlon Through Technology Lab. The money for funding

"~ the technology equlpment and tralnlng came from' the

communlty w1th a one- half cent sales tax to cover the cost

iy After four years of bulldlng the publlc s trust, they voted
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- overwhelmingly to continue the sales tax by eighty-two
percent. |

Another successful school is the Thoﬁas Jefferson
School for Science and Technology in Alexandria, Virginia‘
- (Bruder, 1992). Their school philosophy is to have a
laboratory for advancing scientific and technological
literacy. They have a staff development budget of $53,000.
Principal Geoffrey'Jones says that their staff development
program has many characteristics of their educational
program. ‘They believe that people learn from other people
and ideas are generated through collabdration and
coo?eration. Teachers are provided,the opportunity to use
new ideas with their students and given flexibility and
- control to be able to experiment in classrooms.

Bruder (1992) also states that John Gould is the
Assistant Superintendent of Curriculum at Norristown Area
School District in Norristown, Pennsylvania. He prides his
distriét on having district—wide training sessions in
instructional strategies, reflective study groups, workshops
in whole language and mathematical problem solving, and
technology workshops in Hyper Card and multimedia. The
entire professional staff participates. They use
substitutes and form twenty member K-12 téams and attend
four full-day workshops; Between each workshdp teachers

have a month-and-a-half to practice the newly learned
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strategies.u Gould makes staff development mandatory and
'says that they are creating a structural change in creating
the future now. | I | | o

Balli and Diggs:(l996) did a report on the technology
pilot program at the UniverSity of Missouri. They
'preserViced a group of beginning teachers which was
' >conducted:in a'sixth_grade~classroomf.vThe preserVice
teachers-participated‘in four activities ‘The first
‘aCthlty was to attend the univerSity workshop on
technology Next, they worked With one or more participants'
to develop a . technology based lesson plan. The third
:aCthlty was to conduct the technology- based lesson in the-b
"classroom._ Finally, thevteachers were to partiCipate in-a
reflection interview,folIOWing the lesson. They found the
preservice.to be successful, and when the teachers had
completed the activities they'knew how technology was
v.valuable when appliednin the claSSroom;»,The teachérsfaisd'
knew, based ‘on their experience, what they would do
differently the next time. |

Washington, D. C. is another school district who spends
a lot of money on teacher training in us1ng technology ‘
Buchsbaum (1992),says that they spend two. million dollars a
:_year,justlonvtraining. That'is double what they spend on
“_hardWare‘andhsoftware.‘ In 1983 the school board deCided to

establish the Center for Instructional Technology and
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‘ Tralnlng ﬁ The board voted on a budget of $l 6 mllllon
__dollars dedlcated solely to staff development for theyfzif
Center.l The center is opened weekdays from 8: 30 a. m"'tévj“}
p,m.land teachers, pr1nc1pals, and staff all become students‘
v. there.' The tralnlng classrooms 1n51st of three IBM labs,__
- three Mac1ntosh labs,:an Apple lab, a Dlgltal lab, and a “

“multlmedla lab They have one hundred twenty—flve personal
5-computers, thlrty prlnters,'and mlscellaneous CD- TVs,_'

.CD- ROMs, laserdlsc players,’v1deo-recorders, monltors, and
“even a Yamaha muSlcal keyboard ‘The center offers 2

forty seven courses throughout the year w1th a w1de varlety

jof»topfcs.‘ Also,_any course can be offered at a school 81te :

,with a minlmum of>ten part1c1pants. Washlngton, D C. is
adevoted entlrely to maklng thelr teachers computer llterate
'w1th any type of help they could p0581bly need ‘
The Scarsdale dlstrlct in New York State offers many

- ways to traln thelr teachers on technology ' Flaherty'(l992)
.states in hlS artlcle that Scarsdale has set'Upvtheﬁ’ .
Scarsdale Teachers' Instltute to offer courses that carry
vcredlt;' Many courses are offered whlch 1nclude computer
“Courses,k In addltlon to the 1nst1tute, teachers at the
hr‘middle:school have dally on 51te help to 1mplement |

»ptechnology in. the classroom.‘ Workshops are run before and‘
after school | The dlstrlct belleves that in. order for jg}?"

' technologywto grow ; more teachers have to use 1t 1n thelr o



classrooms. They want tobprovide every oppdrtunity for
teachers to do that.. |
Lopez (1996) took a look at Forshay’Learning Center in
South Central Los Angeles. Forshay took technology to bring
its school back from being at-risk. In 1994 they spent
$10,0QO to send.six teachers to the Institute for
.Informatidn‘Age Education in northernvcalifornia. Thesé six
staff members where then the district staff developers. 1In
1995 they spent over $100,000 to send its teaéhers through
an intensive thirteen—day technology training workshop
taught by its ownbstaff members. Afterwards, technology
supportvwas set up at its Product Development Center where
teachers and students can go to work on projects or get help
when needed. Forshay is also designated as a Learning
Center, which makes it possible to pay teachers to come for
training during their "off track" time. Palazzo stated that
Forshay's principal says that in order for this to happen a
school has to have a vision with technology part of it.
Finélly, at Puéblo School District 70 Superintendent
Johnson says they have éhanged their approach on staff
development in technology dramatically (Stinson, 1994) . The
school district has six guidelines which help give excellent

training to their staffs.  They are as follows:
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1; By lengthenlng the school day ten to flfteen f
mlnutes, staff development days have grown from one to t'
nine days per year.]“"'" | ‘
o2. The dlStrlCt prov1des half and full- day technology :
tralnlng courses.- Typlcally, substltute teachers are
:-brought in to prov1de addltlonal support for. teachers.
»fwho are belng tralned | | | o
'P3Q Economlc 1ncent1ves are bullt in to: the grant Q
wrltlng process.n |

4. Staff at all dlstrlct 51tes are belng tralned to_'

bu1ld consensus by whlttllng away dlfferences untll ‘aszl

Superlntendent Johnson»says, there are ‘no dlssenters.‘

, 5. All hlrlng dec151ons are made by teams. Faculty o o

members and support staff. help conduct 1nterv1ews and
| tmake recommendatlons on stafflng.'

6. As faculty members galn expertlse 1n partlcular
f,areas - from belng versed in software modellng programs :
to understandlng how to best get to a consensus - they

~t are expected to plow that knowledge back 1nto the -
system.- ngv : | |

f Each of these models are successful in thelr ‘own way

“HoWever; two characterlstlcs are obv1ous. Flrst, the

'dec181on-makers for the schools were w1lllng to support thet

"teacher_tra;nlng rn_technology.-'Secondly, money was f‘

invested in the programs. tEveryone, 1ncludlng staff members



tb,superintendents;imust:be.able:to:see»whY]technolOgybe";
' trainingwislesSentlalﬁand’beywilllngftoflnvest tlme,:energy;
and money . “-‘Thefcharacterrstics'of a Successful trainlng |
program canbbe summarlzed as follows | lv |
‘ ‘fl,; The teachers have access to the use of computers e
lfdally | | | |
2.’ Ideas for tralnlng are generated through
collaboratlon;and.cooperatlon.-'
3. WorKShops are given_to'helpmtrain thedteachers..f_
_l4;3 Teachers have ampledtime between‘erkshops invorder’“‘
~to practlce what-iS”beingrtaught;} .
| 5fi_Workshops.are,rUngat times-that teachers can_f
o attend.' | | v | e

6. Daily on-site help,isgprOVide1for‘anyequestions or

problems.

'Unfortunately, much of technology training for teaChers

B pls not done with satlsfactlon for its parthlpants Tally

u(1995) states that the problems w1th current tralnlng
practlces lle 1n both thelr content and thelr form. Most
‘tralnlng gets teachers famlllar w1th the computer and
t_]teaches just the bas1cs Whlle thlS is 1mportant and must |
| be done, 1t usually stops there If just-the "huts and -
' bolts"_are taught, 1t may be wasted 1f an understandlng of :

,'educatlonal concepts 1s not taught Accordlng to Tally, -



creative workshops are very beneficially. However, if
follow-up occurs, it usualiy consists of a session or two
devoted to more practice. There is rarely anyone available
to help teachers sort out what they are learning, or to help
them rethink and.médify their initial practices. This 1is
the kind of help teachers need in order for their staff
development to be worthwhile.
| Financial dedication is also a problem with technology
training for teachers. Not may schools are willing to put
aside a lot of money for this. Harrington-Lueker (1996)
reported that an average fifty-five percent of technology
budgets is spent on hardware and thirty percent is spent on
software. This leaves only fifteen percent on staff
development and training. Harrington-Lueker also feels that
staff development budgets are squeezed and shortchanged.
Usually, workshops only cover basic operations and leave out
the teachers who are ready for more advanced training.
- Schools are also working with limited budgets and rely on
goodwiil and volunteers to teach the courses. They also
rely on volunteers to take the training. These volunteers
attend unpaid and after their contractual day. Technology
ﬁraining needs to be required and given during working days.
Teacher preparation programs in technology aré ﬁot
effective. Faison (1996) stated that colleges and

univeréities with limited resources have not supplied the
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financial support or the state-of-the-art equipment
necessary to‘provide adequate technoldgy instruction. Most -
of the inStruetion given is about tecﬁnology and does not
provide experiences in ueing and integrating teehnology in
the curriculum. Also, technology is usually limited to one
course. New teachers are coming into the schools with a
very limited knowledge of technology. When the schools
train them; they are getting the same type of unsuccessful
pfogrem'as they received in college.‘ These problems are
cohsistent threughout the teacher training process.

f of ‘hnol ‘ T . . ining } on ‘

Good teacher trainingiis beneficialvfor the students.
After all, the goal of training is to'heip better oneself as
a‘teacher for the good of thevstudents. Many timee if a
teecher,shews the way to the'studeﬁts, then the etudent will
‘be able teuteke'Off and use the equipment beyond what is.
expected. Teachers need to motivate and give students their
chance to learn aﬁd explote.'

Schurman: (1994) interviewed>Vickie Schoppe, principal
of O'Donnell Middle Scheol in Houston, Texas. At her school‘
the staff has leerned vast information about technology and
they.are allowed to implement technology in their |
curriculum.. The teachers are motivated and it reflecte to
the students. Their goal is to_try to make computers S0

transparent that it will be the students' natural reaction
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fo ge to the computers. ’If yeu give studente a great
feundation; they‘will be as'Successful as any student
anywhere. This is true with techhology. Schurman states
thét if you give the student a choice of researching
environmental pollution using a textbook or using multimedia
encyclopedia and information‘gleamed‘from a discussion with
a scientist on the Internet, that student will not hesitate
in choosing the computer. With fhe right training, teachers.
can,make_learning.interective and fun for today's students.
When students get more,involVed in their projects they
learn more. Cross (1995) reported that he believes that
active participation is one of the szt powerful
interventions in teaching. Students learn more when they
research, organize, and report their content. Technology
gives students many ways to present their findings. Cross
saYs that when students do this in a elassroom, they
experience the power of making technology work fo: them.
Everyone does their best when they know what they are doing
is'important, ‘Projects using technology motivate, promote
‘retention, and»give the students familiarity with some
powerful meens for expressing themselves to others. Many
teachers have the key to let their students report in this
~way. However, teechers do not know how to get their
students on the equipment. Effective teacher training can

open the door to both teacher and student achievement.
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Frick (1991) wrote about student-content relationships.
He found the following on how stndents‘feel,abbut the
content they are iearning:
- Students too often find subject matter to be’
meaningless and disconnected from real life.
- Student interaetion with centent is mostly passive
(listening, reading, or watching).
- Students most often must deal with content that is
abstract or in symbolic form (written or spoken words)
and less often withvcontent that is in iconic,
representational, or in conerete'form.
- Students encounter content that typically is static,»‘
not changing as knowledge or events change.
- Students seldevchoose what content to learn, when
to‘learn it, how long to spend on it, or how deeply to
delve‘into it. | ' |
- Many students fail to master ieaining objectives
since the rate of learning is externally paced much of
the time. =
- Many Students are bored with, or alienated from, tne
subject matter they are expected to learn.
If teacners provide a good technology education,
students will become more actively engaged in learning by
intefacting with technological learning materials. These

types of materials would give students numerous
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"opportunltles to prov1de feedback ltTheyrwouldvalso hayeh-T
more control over the pace of thelr learnlng 'Teacherslcana;
»_also further thelr own learnlng by uSlng the same klnds of
: mater1als;7 They could develop some of thelr own content
and motlvate thelr students w1th 1t -Also, now teachers andf
students can be llnked to the rest of the world in
fasc1nat1ng ways.ﬁ Teacher and students' relatlonshlps w1th
Kthelr content can be entlrely dlfferent than the present
Blas (1996) reported that one way to traln teachers and‘
students is to do- it together as teams The reason;ng_»”"
cbehlnd thls was because many teachers do not feel
comfortable w1th technology when they flrst encounter 1t
Students,‘who feel more comfortable,‘can prov1de backup and‘
‘v;support when the teachers are back at school away from_the
_ _ltralnlng-~'These teachers and studentsﬁcan go baCk‘into..

thelr own schools and work together to traln other teachers

- and students. ThlS 1s a productlve way to have teachers andv ‘

students sharlng thelr knowledge w1th each other.v To be
‘;able to do all the above for students, teachers need the

tralnlng flrst

After teacher tralnlng 1n technology, the product 1s
opefully a competent 1nstructor "An 1nstructor who can‘go

&
!
‘h
Fack 1n the classroom and teach thelr students how to be
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computer llterate. Anglln (1991) reports that a competent

1nstructor 1s able to fourteen thlngs B They are as follows

1.‘,Analyze course materlals and learner 1nformatlon. e

'”2;t,Assure preparatlon of the 1nstructlonal 51te.
'7f3.;.Establlsh and malntaln 1nstructor credlblllty
,4;l5Manage the learnlng enylronment |
;54 Demonstrate effectlve communlcatlon skllls._
"‘VGTT'Demonstrate effectlve presentatlon skills.
;7{r Demonstrate effectlve questlonlng skllls and
"dtechnlques.a;p" » ”
: 87}fRespond apprbpriatéiy.toblearnerslﬁneeds for
clarification'andyfeedback.v‘ |
. 9..'Providedpositive.reinforcement‘and motivational
_ incentiyes;‘ - o : _ :
, 10. Use inStructionalhmethods effectiyely.
}ll;‘ Use medla effectlvely.dh |
lZQHJEvaluate leaner performance.}
t13,lmEvaluate the 1nstruction
i‘l4, Report evaluatlon 1nformatlon
Today s students need competent 1nstructors to help gulde
them 1nto computer llteracy - ‘ | .
' The follow1ng chapters w1ll descrlbe the flrst phase ofv

teacher tralnlng in’ technology at Washlngton Charter School



Chapter Three will outline the project objectives. Chapter

Four will detail the plans for the training.
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» CHAPTER THREE
GOALS AND OBJECTIVES OF THE PROJECT
The goal of this project is to design and develop a‘
technology’teacﬁer training plan:ét Washington Chartef
School. The finished produCt will focus on both the process
and produdt'of the plan. Atkthe conclusion of the project,
a ﬁodel of the plan will be provided. A manual will be
created with lesson plahs'and handouts that can be used to
train the staff; Faculty deVeldpment personnel will be able
to use the plan in guiding the‘staff’at Washington Charter
Schooi in becoming knowledgeable in technology, especially
on the compute&. | |
V'At the end of the fechnology training, the teachers
will be able tb use the Compuﬁer forveducational purposes on
a daily basis. They will also be able»to instruct their
students on the computer in order to give them a
well-rounded education.
| 'The teaéhers‘will be able to uéé Windows '95 to help
with their time mahagemenf skills and teach their students
»to become familiar With the program. They will also be able
to fix logical troubleshooting problems that arise without
having to ask for help from others. The teachers will learn
vocabulary associated with technology and how to use their
E-mail to communicate with other staff in the district,

schools, and other people in general. The staff will also
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be trained to use the Internet for different educational
purposes. Finally, the teachers will learn various ways of

getting each student in their classroom on a computer daily.
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| CHAPTER FOUR
PROJECT DESIGN "‘AND DEVE‘LOPMEN'Iv'

In this chapter the terms “session” and “lesson” will
be used intérchangeably, to refer to the actual training
lessons that are provided in the manual and taught by the
school technology coordinatof;

The technology traihing ﬁanual for teachers at
Washington Charter School includes the implementation plan,
timetable, and training materials for the first year of
staff development in technology. The manual was designed‘to
. serve as a resource for the tebhnology coordinator’or
technician in'his/her efforts to train the teachers at the
school. For this chapter, this person will be referred to
as the coordinator. The purpose of the manual is to help
the staff at Washington Charter‘Schooi become computer
litefate. 'See‘Appendix A for a hard copy of the ﬁanual and
- Appendix B for a computer disk of the manual.

Washingfon‘Charter_School has a lot of new technblogy
on campus, and much of it is not being used. Purchasing
technology hardware énd software is a priority at
Washington. Fundé are set aSide each year to purchasé the
latest equipment and SOftware{: There are teachers at the
school site.that‘havé computers in their rooms and do not
use them or léaves it to fhevstudents,to use the equipment.

Also, many teachers use their multimedia computers only as
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lword processors, because.they do not know how to use 1t:_l
eff1c1ently Teachers need to utlllze what Washlngton"
:Charter School has and support learnlng and 1ncrease the:"
‘educatlonal use of technology by students :
l Very llttle has been offered to the teachers of
:Washlngton Charter School as far as technology tralnlng lS
concerned The range of computer knowledge among teachers
at the school s1te 1s vast, and 1t is hard to get one. staff
:development session that would address a spec1f1c level
: Most of the tralnlng that the staff had learned has been.'
_self—taught Very llttle tralnlng has been glven at the
:school 81te and none of 1t was mandatory - Also, any
‘tralnlng that has been done has been a one tlme class
fw1thout any follow—up : The manual was created as part of an
f.vapproprlate tralnlng program._ ThlS is’ to be glven to and
.requlred for staff development 'so that the staff may feel
v~more comfortable u51ng computers and would know how torja
‘.utlllze 1t better 1n thelr classroom.~
d By hav1ng a teacher tralnlng program, teachers can be
fbetter equlpped w1th the means to reach the goal of both
»eteachers and students becomlng computer llterate.. ThlS “T
"tralnlng needs tO'be on—g01ng, requlred and bullt 1nto thez'l‘
ncontractual days : Wlth adequate tralnlng, teachers at s
“Washlngton can be the key to preparlng thelr students for_n

the future

35


http:teachers.at

a The manual 1s prov1ded 1n a hard—copy form‘(See

_Appendlx A)‘and also on a computer dlsk (see Appendlx B)

‘-It is the flrst step in tralnlng the teachers in technology R

pand covers only the flrst year of an. on—g01ng tralnlng

'Hprocess.. The manual was wrltten to be easy to read and selfﬁ

d, explanatory Its table of contents 1nclude an lntroductlon,"'

‘:a tlmetable, an overv1ew of the sess1ons, a teacher survey
_'for needs analy51s and assessment, s1x full length lessons_
w1th approprlate handouts, and four outllned lessons. |

| The 1ntroductlon 1s a brlef statement on why the manualf”
lvwas created It explalns that 1t 1s part of a flve year-
'iplan and covers only the flrst year of tralnlng It states
“'that the maln goal of flrst year of tralnlng 1s to get the
'-teachers famlllar w1th the computers and get thelr students
‘dlnvolved A descrlptlon of the sectlons of the manual 1s
:also glven.v | ! | | o

The tlmetable lays out the dates and process of thevm

o lessons The tralnlng se881ons w1ll be offered on the flrstei°

"‘Wednesday of every month from 2 OO‘— 3 OO After the
lltechnology coordlnator rev1ews the pre tralnlng needs
"assessment, he/she w1ll determlne who should attend whlch
,asess10ns.b If the technology coordlnator requests a staffw'

"}member s attendance at a tralnlng sess1on, rt is requlred”



.forethat'perSOnltotattend‘ If a staff member is not>
“xrequlred to attend a. sess1on, they are welcome to attend
N'anyway The sess1ons are scheduled one month apart SO that fl;
B motlvatlon 1s not lost _ To keep that motlvatlon up,'the
'1ktechnology coordlnator wlll be avallable every Wednesday
from 2 OO —~3 OO for 1nd1v1dual requested lessons and '
-follow— p on prev1ous lessons i ‘ |
| The overv1ew of the sess1ons.expla1ns that the manual y~‘
:was‘des1gned to meet the needs and schedules of the teachers"
1fat Washlngton Charter School It also states that the
‘lessons are. almed at what the staff is- lacklng in knowledge‘
,'As a result of the tralnlng, teachers w1ll use. the computers7
f.as an organlzatlonal tool and get thelr students 1nvolved by'ﬁ‘
fsharlng thelr knowledge | L |
| The teacher survey w1ll be glven prlor to any tralnlng
f glven at the school 51te It 1s de51gned to measure the o
thteacher S entry level of computer knowledge. The tralner'or
;technology coordlnator w1ll use the survey to determlne whatbf
type of lessons w1ll be taught and who needs to attend
Lessons One through Five are centered around ba51cv?
Wlndows"95 1nformatlon : Each teacher at the school has:
‘%Wlndows’ 95 loaded on thelr computer.‘ The first flve
;”vlessons would be for those who are at a beglnnlng or
v'lntermedlate level on the computer.y ThlS would 1nclude

‘labout seventyvpercent of the'staff Each lesson con51sts of
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the lesson’ s objectlves,vthe tlme allotment, a preparatlon

’actlvlty, a presentatlon act1v1ty, ‘a hands on act1v1ty, and_;f

an assessment “At each lesson, handouts are prov1ded to
help the tralnees durlng the lesson and for reference once

’they are back at thelr own computers Lesson Six covers the

”toplc of how to utlllze the one computer classroom._ Lessons7ﬁ'

‘tSeven through Ten are outllne lessons on troubleshootlng,'
che Internet,'and HyperStudlo.p The lessons are all just
suggestlons.' After the teacher survey 1s analyzed, a change;
"may need to be made to accommodate the needs of the staff
‘The systematlc‘approach was used to develop thevmanual
‘lThe technology tralnlng at the school was studled After"bx
researchlng past preserv1ces,_1t was found out that not a
,rlot of technology tralnlng had been offered to the teachers
fThe teachers were also asked to see whlch ones used thelr
liicomputers,ln thelrxclassrooms.‘_After;flndlngithat many

teachers'had‘not.hadhany-training’andrdid‘nOt use their

o computers or let thelr students use the computer, it Wast

-f\Ldec1ded to create a program to help the teachers begln thelr;b

_technology tralnlng ' The faculty shared concerns that they o
frdld not llke lecture classes and wanted hands on act1v1tles
'.‘iwhen belng tralned They felt that they would remember mored”
Hflnformatlon thlS way Based on the needs assessment, |

}tralnlng plan was created and a llst of 1mportant tOplCS to
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be covered was made. Since the needs assessment showed that
many of the teachers had hardly éver used the computers, a
need for basic Windows ‘95 was apparent. A survey was
created to analyze the needs of thé teachers. From there/
an outline of topics wasvmade consisting of the topics for
one year of beginning training.‘ Lessons plans and handouts
were made for each topic and the manual was put together.
To evaluate the manual, a technology mentor teacher reviewed
the manual and made suggestions to improve it. After the
vmanual's»formatiVe evaluation, the manual Was to be
implemented the next school year.
mpl nt

iThe firSt stép in the implementation of the training
manuél is the development of a‘five—year plan by a
technology committee. Goals of hardware} software,
curriculum, and teacher tfaihing were set. From these
goals, the‘first_phase_in tea¢her'training was established.

A technology coordinator or technician isvtb be
responsible for the coordinatibn and teaching of the
training session. That person’will need to be familiar with
the operations of Windows ‘95’énd a variety of educational
‘software. The cobrdinator should have experience in
| technology‘training. The coordinator starts by
adminiStering’the pre—traihing survéy to all téachers at

"Washington Charter School. After analyzing the results of
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theVSUrvey, the coordlnator determlnes Wthh teachers need |
what;klnd of'tralnlng The staff w1ll be d1v1ded 1nto three :
‘categorieS° the beglnner, the 1ntermed1ate, and the |
.vadvanced The Beglnners w1ll be requlred to attend alli

‘ tralnlng se551ons - They are the teachers who do- not have
any computer knowledge They need to be tralned on the

)

ba51cs of the computer ‘ Intermedlate level teachers w1ll

" not need to go through the flrst two lessons. ’They should

be comfortable w1th ba51c Wlndows l95}’ They w1ll start w1th:
: the thlrd lesson because, even though 1t 1s Stlll ba81cd
Wlndows ‘95 it covers 1tems that are a llttle more advancedl
‘w1th1n the program The Advanced Group w1ll not need to
start attendlng untll the flfth se551on.m They are expected
jto already know much of the 1nformatlon glven, but they can

- share thelr teachlng strategles w1th the rest of the staff,

;awhlch will be very valuable.?f The coordlnator can

’vfcollaborate w1th these teachers to help enhance the tra1n1ng7
,se551ons 0 Towards the end of the year, the advanced
‘teachers jOln the tralnlng when lessons are catered to thelry~'

needs. There w1ll also be 1nd1v1dual sess1ons glven to

=these staff members throughout the year.. These‘se551ons are‘i‘”'

f~d1scussed in a later sectlon.b
The coordlnator needs to be. sure that each teacher has
access to a computer durlng the se581ons and 1n thelr own:

chlassroom T leen that Washlngton has a portable laptop lab,‘f
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-the seSSlons can be taught in the library uSing laptops. o
‘>The computers in each of the teachers’_roomsvneedﬁto bek’

onrking and loaded Wlth Windows 95 If'a problem’with a

‘teacher s computer comes up during the year, the'COordinator o

w1ll need to have the problem fixed so that the teacher w1ll o

“.be able to use what he/she has learned on a. daily baSis.’
| "The coordinator should be flex1ble when it come to:
:teaching_the lessons._;When questions areiasked,.he/she_
‘should be able-to.answers*thOSehquestiOns and changelthe )
:lesson plan format lf need. be ' Also,‘lf after teaching the i
bfirst few lessons and the information 1s being learned
- quicker: than antic1pated the coordinator should be able to
laccelerate the pace of the training and teach more materlal
or move up~the scheduled»lesson dates.- This w1ll leave time,_
»for more”information tovbe,tauoht at a later date.

After each lesson/‘the coordinator conducts follow—up'
jactiv1t1es on the new material w1th each teacher. A stop
by the classroom to ask for any questions or to see if they
‘_need any help can be a starting follow up actiVity Also,‘
the coordlnator w1ll be available for any questions from
teaghers thatwneed help. There,Will be time set aside on ‘
p’Wednesdaystfrom'Z;OO - 3:00 for this,"_However, the
coordinator Willbneed‘to be available on a daily basis.
iHe/she‘should'haye hours’before and afterpschool each day

for this kind of help for the teachers;



The coordinator will aiso schedule individual lessons
whenever neédea. These lessons can be a review of what has
been already taught for teachers who need the information a
second time. It can also be a lesson on a particular |
program or content area that a teacher would like to know
more about. This is where the advanced‘computér teachers
k. could take active participation. They aould learn more
about programs‘in content areasvor‘authoting programs. It
‘could befpossible that the cbordinator_would have to spend
some time to research and be familiar with a particular
program.

Evaluation

There will be four types of evaluation as the first
year of trainiﬁg_is implemented. The first will be
evaluation at.the end of ‘every lesaon for the teachers.

The second will be an evaluation of individual lessons or
follow-up activities given by thevcoordinator. Next, there
will be a‘on—going evaluation bf the‘wholélprogram as the
year progresses. Finally, there will be a year-end
evaluation to’see what was successful and what was not. It
will also be used to help planvthe training for the seéohd
year:of staff development at the school.

At the conclusion of each lesson, an assessment is
providéd to seé‘if the teachers understood the concepts

- being taught. The coordinator would be responsible in
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' maklng sure that each teacher dld understand the concepts

If not, he/she would need to follow—up w1th 1nd1v1dual

'tutorlng for that teacher The coordlnator would also have lb‘

'“to assess 1f all the 1nformatlon was covered ‘and 1f any
changes or teachlng technlques would need to be made in anyu'}
'future se881ons.:“' . | |
An evaluatlon of follow up lessonsbor 1nd1v1dual lesson

"would also need to be made.‘ The coordlnator can do thlS by
asklng the part1c1pants what new . 1nformatlon were learned,
‘ and 1f they are u51ng 1t 1n the classroom.,-If teachers are.
‘not taklng advantage of the tlmes that are avallable for |
help, the coordlnator would need to- motlvate the teachers
' hlnto u51ng thlS tlme or come up w1th another way to use thls

' tlme valuably to traln the teachers Also, 1f teachers are’
'not requestlng 1nd1v1dual lessons, a. reschedullng of lessonsf
f'may be needed : If poss1ble, a w1der varlety of lessonsrﬁhix.
d‘could be offered, schedullng one ses51on every two weeks
1nstead of once a month |
t_vr An on g01ng evaluatlon w1ll need to be con51dered‘
‘.'thrOughout-thevyear.} The evaluatlon of the lessons w1ll

l help carrylng thls out _ Also,‘the coordlnator w1ll need to
' make sure that everythlng 1s g01ng as planned ‘ Dorng
f,classroom observatlons to see if students are 1nvolved>1n.ii~'
technology is one way to assess thls.- Poss1ble surveys |

‘glven tovthe teachers throughout the year may be helpful 1n"
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continﬁing or changing the planned lessons. Questions on
the survey coold.ihclude the following: Are you learning
new information during the trsining sessions? Are you using
the computer on a daily basis? Are your students using the
computer on a daily basis? Are.there any particular areas
that you would like to learn more about?‘ These survey could
help in many ways to make sure time is not wasted with
information already known to the teachers, and to get in the
best possible lessons for everyone during the year.

Finally, the technology committee, consisting of the
technology coordinator and a representative from each grade
level, and a member of administration should meet on a
regular basis to discuss the training procedure and make
suggesrion that might help improve the process.

Finally, a year-end evaluation needs to be made by the
entire staff. A survey, like the‘one mentioned in the
previous paragraph, should be administered at the end of the
‘year. Once again, the technology committee will need to
meet to evaluate how the first year of technology training
went and how to:plan the second year to best fit the staffs’
needs. Finally, a formative eValuation will be made by a
‘ technology coordinator to evaluate the first year of the
plan. The coordinator will be asked to evaluate specific

features such as the organization of the material, the
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f;tlmetable‘of the'sessionsjglyen, andhthefcontentvofﬁth%'~
activities. . | o R
or i'y y

l The formatlve evaluatlon was done on the Washlngtcnf
Charter School campus after the manual had been wrltten,:
:The technology mentor, Matt Blansett, served as the- ‘
ievaluator;7 He has been the technology mentor at the school'
'for_the_last three years “He also has a Master s Degree_ln -
';nstruCtionallTeChnology,and.has‘done a‘lot_of teacherxandv

student technology‘training for'the school diStrict . ?he '

»'formatlve evaluatlon was 1mportant because the manual Ls_p‘
only & year- long plan of a flve year prOJect The actual
llmplementatlon of the manual requlres a tlme commltment that_

. .1|>
.could not cornc1de w1th the tlmellne and deadllne of thls

sJ

d

Master S PrOJect Thus, the formatlve evaluatlon is

crltlcal 1n determlnlng and 1mprov1ng the strengths an
Tllmltatlons of the prOJect ThlS research has been rewlewed
Qand approved by the Instltutlonal Rev1ew Board of Callfornla

;'State Unlverslty,_San Bernardlno._ See Appendlx‘C'forlthe.'
,.IRBjapproval'letter. | | 1

i
I

After looking over the:manual and listening to the_plany
of the program, the evaluator made some comments and ;-

”suggestlons He p01nted out that the plan could not ke

; carrled out in the time frame that the manual covered.ﬁ’This o

!

‘was already.belng con81dered and the,reason for this




evaluationr He recommended that there be more detalled
,questlons in- the needs assessment of the staff at

‘”Washlngton. HlS reasonlng was that the more lnformatlon thel

technology tralner had, the better he or she could 1mplementldag,

_the plan.g He agreed strongly w1th the way that the
'1mplementatlon plan for the flrst year and the evaluatlon
vplan‘was outllned He also_commented that the de51gn‘of the
manual was easy to follow-v'Hé’recommended thatlclasses for
‘teachers w1th advanced computer SklllS be offered earller in
the:year. ;lnladdltlon, he wanted to see lessons seven
”through'ten outlined No 1nformatlon was glven as to what
ﬁthe lesson content was in these lessons.

After the evaluatlon was - complete, the'evaluator’s
,suggestlons were con51dered and some changes were made."It'
.was already known that the tlme frame llmlted the full
lmplementatlon of the prOJect vahlS was stated«rn the
‘manual and thus the reason the,formativefevaluation by the
'aforementioned evaluator was given ‘ The‘needs assessment‘
for the- staff was rewrltten w1th more questlons to glve the
» technology coordlnator Thls would glve he or she a better
idea of what klnd of 1nformatlon needs to be taught.

”Classes for teachers w1th advanced computer skills w1ll be
offered at approprlate times after analy21ng the needs

assessments Flnally, a short descrlptlon of lessons seven



‘-through ten was added The comments and recommendatlons - pff

'glven by the evaluator were very helpful and useful

An obv1ous strength to thls prOJect 1s that 1t meets
the needs of the teachers at Washlngton.b It was’ based lﬁifb

' 1~completely on-the needs of these teachers.: Teacher tralnlng,u

I':yln technology 1s the flrst step to educate the teachers 1n L

” gettlng thelr»students on the computers Washlngton has hadnvr

1,the equlpment 1n place for over three years now : Durlng

that tlme very llttle tralnlng has been prov1ded Although 'j,,-

"thls flrst year lS just the beglnnlng to a long and
f ever changlng program, 1t 1s one that 1s v1tally 1mportant g

. to the school and ls a huge step in the school becomlng

”7_.computer llterate._

. The teachers also become comfortable on the computers

'When they attend the workshops and use the 1nformatlon theyv‘

have learned, 1t makes thelr work much more manageable Theef o

'vteachers use the computer as an organlzatlonal tool and - cut
thelr paperwork tlme down qulte a blt Also, when the
‘teacher 1s comfortable on the computer, that teacher 1s A

-'fw1lllng to let the students use the computer.ﬁ When a. .

R teacher lS at ease on the computer, he/she w1ll be more-}i SR

motlvated to learn dlfferent technlcal programs and to brlngl

j~a varlety of content areas 1nto the classroom



Another strength to thlS prOJect is that lt was
1,.developed in a systematlc manner. Any technology
fd'coordlnator or school can use the manual as a start to any L

.technology tralnlng program. It is. prov1ded 1n hard copy

",for'easy reference It 1s also prov1ded on computer dlSk so,td

_that 1f a school needed to change anythlng to adapt 1t to

ythelr school, it could be done eaSlly : Washlngton has neverf”

vbeen prov1ded w1th any program that would traln the teachers;"b

rln technology : Thls 1s an organlzed tool to start what 1svd5’
.v’greatly needed at the school | | | B ‘
| The flnal strength and the mostllmportant, isvthatltheil'
’plan tralns the teachers to get the students on the |
computers. The goal of the tralnlng manual and any

o technology tralnlng at the school ‘is to get the students:”"

“computer llterate. Prov1d1ng»the~hardware and»software and.*‘='P

‘tralnlng the teachers 1s the best way to help the students
‘iIf a student is glven the opportunlty,vthe p0551b111t1es are'

n'endless

Although technology tralnlng 1s-a huge step in the
frlght dlrectlon, there w1ll Stlll be ‘some llmltatlons that
- will have to be dealt w1th As w1th any program that 1s -
b.newly lmplemented, there 1s no way to predlct what will |
ihappen as 1t 1s belng establlshed It is hard to 1mplement‘

.the program 1n the tlme frame that the prOJect was done



since it is a year-long project. There are possibilities
that the staff will not take,the training seriously or
reject it altogether. If the right metivation is not given
~and the etaffvdoes not want to be traieed, it could be
considered a failure after the first year end replaced the
next year with traiﬁing in another area.

As with anything provided in a school system, the
training will cost‘money. Fortunately, technology is a top
priority at Washington. However, as with time, new
philosophies and programs take priority. . Each year money
needs to set aside for the training._‘Also, if the staff
would like to be trained in software that is not available
or would like'to‘pufchase new hardware to be trained on, it
needs to be provided.-vbtherwise the teachers may not be
motivated to continue training. Furthermore, if the current
'principal, who supports technology, retires,_it is essential
that the new one be asbsupportive. |

 Another limitation, as with any job, is that there will
be turnover; Two years into the training process, a new
teacher could be hired who has very little computer
training.e At that point, it will need to be decided what to
do with that particular teacher. Training will need to be
given on an individual basis and will need to start

immediately.
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A limitation“to'the’design of thevmanual'is'that‘it'is_.
' very spec1f1c to meet the needs of the teachers at

’r,Washlngton Charter School ' It could not be glven to another_

‘school and 1mplemented in the same exact manner because the‘:f

-teacher needs at that school may not be the same as the f
’needs of Washlngton Charter School's teachers. The plan 1s
': llmlted to teachers of a spec1f1c school who have a spec1f1c‘
’ need- The'planzls.also-llmltedgbecause,1t Is only oneuyear o

of a five year plan | o | | | | i
| Although every program has its llmltatlons, teChnology :
v'tralnlng 1s a must at Washlngton Charter School ‘Thef-'

equlpment is 1n place and ready to be utlllzed ~ The next»

'imstep 1s gettlng the teachers and students 1nvolved Thls.

.vhas been long awalted and a pOSltlve step in gettlng the
:students,at the school prepared for,the future. o
ecommendations
.v. The best recommendatlon that can be made is to y _
| implement the plan w1th the flex1b111ty to make changes when”
‘necessary If the lessons are too easy or the teachers are.
g more advanced in thelr computer skllls than thought, the
k,coordlnator needs to change the lessons to meet that‘of the-
staff’s needs. It is also recommended that the manual be gl
'contlnued to- cover the last four years of the five year

plan .
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Timetable
Washington Charter School

~ Technology staff Development

| 1997 - 1998
Washingtbn Charter School staff has'Wedneédays from 12:30 -
3:00 as their planning time. ‘Technology staff development
will be take place on the first Wednesday of every month
from 2:00 - 3:00. Attendance to the training sessions will
be determined using a pre-training needs assessment. The

timetable is as follows:

September: BRasic Windows ‘95, Lesson One
October: ' Basic Windows ‘95, Lesson Two
November: BaSic Windows ‘95, Lesson Three
December: Basic Windows ‘95, Lesson Four
January: Basic Windows ‘95, Lesson Five
February: Utilizing ﬁhe One-Computer Classroom
‘March: Minor Troubleshooting Technidques
April} Netscape andythe Internet

May: Hypér Studio, Lesson 1

June: Hyper Studio, Lesson 2

In addition to these scheduled classes, the trainer will be
available on the other Wednesdays from 2:00 - 3:00. During
these times, individual lessons can be given upon request.

Follow-up on previous lesson can also be given.
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Overview of Training Sessions .

’These»trainingjsessions are’designed‘to‘fit the'needso
and schedule of the staff.at’Washington Charter School. Its{
content is aimedratladdressing the needs of‘thevteachers in v"
- the area‘ofdtechnology.b It also supplles a wide variety of-f'
tralnlng levels so that everyone can beneflt The sessions
_are schedules one. month apart with follow up act1v1t1es and

1nd1v1dual lessons The trainer will have contact with each
staff member durlng the month to make sure that motivation
is malntalned and momentum is not'lost; The main goal of
each lesson is'tophave the teaCher get_back into the
classroom and use their computers. TheyIWill use technology
asean organizatiOnalvtoOI to help-them'With‘paperwork and‘
classroom bookkeeping, and they w1ll get thelr students

lnvolved by sharing their. knowledge.‘
Teacher Survey

Each teacher at the school site willvbe given a‘survey
prior to any training. The'surVey will‘measure the
teacher’sientry leﬁel‘of computer‘knowledger After takingi7'
the survey, the‘trainervwill use the'results to determine
Who needs what kind of'training CIf an in-service is given -

over on a toplc that a staff member 1is famlllar w1th then

‘.
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that staff member will not need to attend unléss they want.

A copy of the survey is provided in the following section.
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Washlngton Charter School -
| Teacher Tralnlng in- Technology"

'_~Teacher Survey

‘Name' e Grade Level:

Years of" Teachlng

LlSt the technlcal equlpment that you have in your roomvr

. rlghtenow.

Please'answerjtherquestions below hygcirclihg,the answer.govt

1.35Havényou'éver7§§ed a’COmpater hefore? . Yes _»‘:h_No,
ZQ“VHave_yoﬁ eter'used WindoWS”‘§5§h . Yes a No

-,3; ’if you:answered.yes to nﬁmberVZL wouid you consider_r

k’yoarself:f | | | | | -

’ A'beoinnert1‘r=Comfortab1eewith‘it' ~ An expert,
4ﬂj_CaﬁhYdureformat'ahoiSk? B . '_"» B .Xés," | No )
; 5._,Can you open a file?. '.aiﬂ5-ggf*";i[ ~ Yes rh No
6. Acah you save a flle°_;]e?¢:h;e [}1r] Yesv‘ B No
7. Can you delete a flle° ‘: ¥aj_:_ ff: ~ Yes o 1Noht
8. vCan.you create a shortcut 1h Wlndows ‘95?r

Yes  No
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9. Have
10. Can
11. Can
12. Can
13. Can
14. Can

15. Do you know what the Recycle Bin is?
16. Have you used the Recyéle Bin before?
17. Have you ever used thejPaint program?

18. If you answered yes to number 17, would

yourself:

A beginner

19. Have you ever used the‘Notepad program?

20, If you answered yes tO\numbef 19, would

yourself:

A beginner
21. Do you use your Electronic Mail?

22. If you answered yes to number 21, would

yourself:

A beginner

you

you

you

you

you

ever used Wordéad?

Yes

change the fonﬁ and size of text?

f Yes

No

No

edit text in a;word processing program?

print a documeﬁt?

Copy and Paste?

your format a disk?

f

Comfortable with it

Comfortable with it

Comfortable with it
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Yes

Yes

-Yes

Yes

Yes

Yes

Yes

No
No
- No
‘No
No
No

No

you consider

Yes

you

Yes

you

An expert

No

consider
An expert
No

consider

An expert



Tbe follow1ng questlons refer to Electronlc Mail:
1:23r_ Can you add addresses to you Personal Address Book9 i
24{ Can you send a message7 vtf?_d S Yesj[br y Nan
.25.‘:Can you delete a message°' y;'-'i.f".j¢ Yes ”;y f ﬁo
b"26;b'Can you read your 1ncom1ng mall?‘b ’ A;ﬁYes’a-;]“fNof3
$27. 'Can your reply to an. e—mall9'f_,f‘f_j : Yes" ~ No
28.f-éan you use Netscape:'> : erd o .t Yes _No”
.29.-;If you answered yes to number 28 wogid,yoﬁ oonsider‘,
‘yourself b | | | .
A beglnner;f*~'Comfortable;with‘it:v: v:jf Ah’expert
3o.vdcaﬁ younuse”the;Internetffor educational purposes?]‘~
5 : | Yes \No_“_f., “
31. If you answered yes to number 30 would you con51der
‘yourself ’ .v' , ‘
| A beglnner.: Comfortable w1th 1t e‘ : o An‘expert
- 32,‘ Can you use Hyper Studlo°.di y. :vf ‘Yes ~ No
33, If you. answered yes to number 32‘fwouid you‘considerd

,Jyourself

lest anythlng you would llke to be tralned on u51ng Wlndows',

\95:

A beglnner’_y‘ Comfortable w1th 1t r ; - An expert o
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"List any patticular programs (such as authoring programs)

that you would like to be trained on:
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‘Lesson One

' Basic Windows ‘95

‘ d»Qbﬁectivesg‘ | |
“ﬂ;cTéibefAble,tb_tﬁin on and off the computer.
l“ﬁehTorbetablevto load and ex1t Wlndows "95;;:'
'm“ﬁ hTodhe"abIe to. drag and drop u81ng the mouse.

G To'be"able;to max1mlze and mlnlmlze a w1ndow.

Time Allotment:

"1 hour

Preparatlon Act1v1ty.

Dlscuss each objectlve and iead a:discuseion on whyvit
rs 1mportant for the tralnee to be able to do thlS Also,u
lead part1c1pants in sharing 1deas on know1ng how to do  the
1nformatlon covered w1ll beneflt them as a classroom |

‘teacher.

fresentatlon Actlﬁlty.
U51ng the tralner s computer, a“TV/'and‘a‘TV‘Link;vShow |
ﬂthe tralnees how to. do the follow1ng |
| l;d Turn ‘on the computer and load Wlndows
2. Ex1t Wlndows. i R |

3. Drag‘and drop uSing(thermouse
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4. Maximize and minimize, using the mouse.

- Hands-On Activity:
Have each trainee follow the directions given on the
handouts. ' Afterwards, let each trainee play Solitaire to

:practice dragging and dropping with the mouse.

Assessment:

Have the trainees divide into pairs and repeat the
lessons activities. FEach pair will ‘assess each‘other. The
trainer will go from pair to pair, helping when something is

unclear.

61



TECHNOLOGY TRAINING FOR TEACHERS
WASHINGTON CHARTER SCHOOL

HANDOUTS FOR LESSON ONE

TURNING ON THE COMPUTER AND LOADING WINDOWS

l. Tum on the monitor. | |

2. Press the computers “power” button.

3. If the computer is hooked up to the school’s networking system, it
will ask you for a password. Type in /234 and press enter. |

4. Windows ‘95 desktop should appear on your screen.

EXITING WINDOWS

. Find the “Start” button at the bottom of the screen and click on it.

2. Find the button that says “Shut DoWn" and click on it.

3. Click on the “Yes’ button. | o

4. Wait for the message It's now safe to tumm off your computer and
press the power button.

OPENING AND CLOSING A WINDOW

. Click on the “Start” button.

2. Click on the “Programs” button.

3. Click on the “"Windows Explorer” button at the bottom of the
menu. This will open the Windows Explorer window.

4. Click on the litle “X" in the window's upper right-hand comer to

close the window.

5. Practice loading other programs.
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o
Change a nﬁndOW‘s ‘v,_s‘izve :

~ }laround.
' the screen :

||Change settings

, Create on |con for a program

onto your desktop

1|Scroll your view

MOVC an entire \NldOW across .

Move_ an icon on yonr desktop

‘ Copy'iﬁlesv fromplaceto place o

DO THIS

;Drag.; lts,cor_ners or boarders =

o ,Drag the wmdows top most edge
i 'WhICh usually contalns the

'vv:programs name .
- .Slide. |evefsfback and; forth.
Drag ‘_andivdrop a Shortcnt icon
N ‘Drag the square in the bar on the

o : nght side and drop |t in a new

SR ,locanon

,D‘rag it to"n._the' new location. .

Drag mem and drop them mto

;'new Iocatlons whlle in the My

) ‘Computer or Wlndows Explorer

}programs

- ,DRAGGING AHD DROPPIHG USIHG THE MOUSE R | .

‘ :‘. c3



MAXIMIZING A WIHDOW

. Sometlmes when you run a program it W|Il come. up m a I|ttle screen ,-‘ AR

- -and sometlmes it will take up the whole screen leferent people I|ke an

have thelr programs full'screen (maxrmlzed) or a small window for
v_dlfferent reasons » RN o | |

To practlce manmlzmg a wmdow do the followmg |

‘l; Cllck on the "Start button and |oad Wmdows Explorer |
- 72 The program should be m a small wmdow Now ﬁnd the three -
| litte boxes in the top nght‘hand comer of the wmdow Chck on
the m|ddle box W|th the square in |t. Thls W||l max1m|ze your

. wmdow

g "3 Cllck on the mlddle box agam lt should have two Ilttle squares nlf

it now. Now the wmdow WI|| be small agam o | -
v Also, practlce domg both by double cllckmg on the bar at the top of 1
o the WIndoW 'Thls W|Il do both dependmg what is already on the
screen. ' ' , o S

o 'MII‘IIMIZING A wmpow

Cllck on the htﬂe box at the top nght comer that has the smaII Ime in o

E 1 |t. Your programs name wull be at the bottom of your screen next to

| the "Start button The program IS stlll runmng but is now hldden lf o

can be brought up for reference or to use Iater To bnng |t back up I

: _ just Clle on the name at the bottom of the screen




. Lesson Two.

Basic Windows ‘95

Objectives: »
B To be able to use the task bar.
“®  To be able to createia‘shdrtcut.

‘¥ To be able to create a document in Word Pad.

Time Allotment:

1 hour'

Preparation Activity:

1. Ré?iew turning on and off the computer and the use
of the mouse. |

2. Discﬁss each objecfive ahd lead diScussion on why
it is important fbr the.trainee to_be,able to dQ this.
Also, lead participants in shariﬁg ideas on how knowing how
to do the information covered will benefit them as a

classroom teacher.

Presentation Activity: |

| Using the trainers computér, a TV, ’and a Tv Link,_sth

the trainees'how to do the‘followingf' | -
1. Use the task bar. |

2. Cfeate a shortcut.
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B Hands—On Act1v1ty
| Have each tralnee follow the dlrectlons glven on the
) handouts, Afterwards, have.theﬁtra;nees wrlte a.letter.to

._‘théir‘students’fparentsxusing,the;Word Pad prdgraﬁ.

‘hAssessment.pf

Have the tralnees lelde 1nto palrs and repeat the B
leSSOns actlv1t1es.. ‘Each palr w1ll assess each other. _Thé;;
l.tralner w1ll go fron palr to palr, helplng when somethlng is"
’ unclear Also, peer edlt the letter wrltten to the parents

.and exchange w1th classmates when flnlshed
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TECHNOLOGY TRAINING FOR TEACHERS
WASHINGTON CHARTER SCHOOL
HANDOUTS FOR LESSON TWO

USING THE TASK BAR
1. Look for the task “ba.r along the bottom }o‘f the screen.
2. If it is not there, look for the gray boarder along the bottom.
| When the mouse arrbw has two sides tb it, drag andv drop the
task bar to where you can see it
3. Click on the “Start” button. When‘you'cl‘ick on the "Start” button,
" a menu appears. The meanings of the menu are below: -
Programs: Lets users start a Window‘svprogram‘.
Documents: Lists the last ‘ﬁfteen ﬁles the user has used and
he/she can click on a particular one and bring it up without
loading the program. | |
Settings: Lets users change their éomputer's settings.
Find: Lets users search through their compﬁter to find
misplaced files. |

Help: Brings the Help System to the screen.

Run: Lets users run Windows programs.
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CREATING SHORTCUTS o ‘ |
’. Shortcuts are used to make a qulck path to get somewhere If.a‘ .
‘_ ‘ program is used a Iot a shortcut can be created for the desktop B
e Cllck on the desktop wrth nght mouse button | | .

2 Cllck on the New button S |
113. "Chck on the Shortcut button | o |

4. Cllck on the Browse button and double cllck on the the o

wmdows folder

".Double cI|ck on the icon your want to make |nto a shortcut. 2' o
6. ‘CIICk on the Next" button - S | o ,.
7. ‘»"TYPe the name you want to appear on the desktop for the o

program in the box and chck the ”Flnlsh button
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¥ WORDPAD

memos

l Cllck on the ”Start button

o 2 Cllck on’ the Accessones button and then cllck on the WordPad |

button

> only when you want to start a new Ilne or paragraph

To Save the Ietter do the followmg | | |

s _l‘. Cllck on the lcon of a computer dISk on the tool bar The :”S'av,e
As dlalog box appears | v | - :

2 Type a name for your Ietter where |t says Flle name and then

cllck on the Save button

}The document is now saved and the name W|II appear at the top of

for you. lt IS a good |dea to save your work every five to ten mmutes

lto av01d Iosmg your work

| WordPad W|II let you create nlce Iookmg documents such as letterS Or L

5 Maxrmlze the WordPad wmdow and type a Ietter Press Enter

the screen me this pomt on, the dlalog box WI|| not appear when Al

you cllck on Ule computer dlSk lcon it wnll Just automat]cally save |t 1




- o Open the new document do the followmg | | e
| Close the document by cllckmg on the "X at the top nght‘hand
7 comer of the screen and restart program e s b
2 Cllck on the lcon on the toolbar that Iooks llke an open file folder.,’
| The Open d|alog box appears | | _'
113 Fmd the name of the document that was Just saved Cllck on the
name so that it is hlghllghted and then cllck on Open |
' The document should now be on the screen S 8
To change the font type and SIze do the followmg ‘
- 1. Cllck on "Ctrl" and "A” at the same t]me All the text should be
_' ”‘ hlghllghted s % | | RE
2. Cllck on the down arrow by the Font box: at the top of the |
- screen. B AR » 1t
3. Move the mouse to another type of font and cllck Another font |
| should now appear = | ER R |

4 Click on the down arrow by the Font Slze box
| 5 Move the mouse to another snze font and Clle The S|ze of the
| text should change ;! > | | , .
6 Cllck outSIde the hlghllghted area to deselect the text.
: To msert text |n the document do the followmg
1 Move the mouse to where somethmg needs to be added

2 Type the text to be mserted The words to the nght of the text

© move forward and the mserted part now appears

L0




To bold, italicize, or underline text, do the following:

1. Highlight the text to be changed.

2. Move the mouse over one of the options B, £ or U) on the
-toolbar and cllck on it |

13. To remove a bold, ltahc, or underlined scnpt repeat steps 1 and 2.| .

To allgn the text, do the followmg | |

|1 Highlight the text that should be aligned differently.

12. Click on of the three al'ignmént options. The new alignment
should now appear. Précﬁ(;e aligning different parts of the text.

To pﬁn-t the document;'do the following:

]; Click on “File” at the top of the screen.

2. Click on ”Print”. The Print dialog box will appear.

3. Click on “OK’”. The document should now print. _
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'Lesson Three

- ;  Basic‘Windows 95

Objectives:

4 To be able’
8 To be able
‘To be able 

S
-3 To be able
vl

To be ablé

Time Allotmént'

1. hour

to

to

to

vto

‘to

Préparation Activity®

1. Review previous lesson.

copyvahd‘paste in WordPad.

use Page Setup.

delete a file, ;

use the Recycle Bin

format a‘disk;

2. Discuss each objective

and lead a discussion on why

it is important for thejtrainée_to be'ablévto do this.

Also, lead»participants,in sharing ideas on how knowing how

to do the information‘coVeréd will'bénefit'them as a

classroom teacher.

3. Have a teachér that has already mastered this

skill, bring inva sémple lesson plan_Wheré the integrate

technology into their curriculum.
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Presentatlon Act1v1ty
U51ng the tralners computer;"~TV}:and‘a‘TV linkfsshowi'
the tralnees how to do the follow1ng | s o
"'l;}fCopy and paste in Word Pad | -
?Zf ‘Des1gn a page layout in Page Setup: L
'hBﬂ" Delete a flle.° | | )
t14;’¥Use the Recycle Bln

-5, .Format a dlSk

: uHands-On Act1v1ty

Have each tralnee follow the dlrectlons glven on the
handouts. Have them copy a’ letter already loaded on their
. computer onto thelr own disk. They can edlt that letter and'v

then dump 1t 1nto the Recycle Bln.lv‘

s s_es'érﬁéh‘t":v-‘

v"-Hayefthehtrainees'divide intovpairs and'repeat:the
hlessons act1v1t1es._ Each palr w1ll assess each other._‘The
tralner w1ll go from palr to palr, helplng when somethlng 1s"f
’r:unclear. They can also share by “show and tell” thelr

edlted letter before dumplng 1nto the Recycle Bln.
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"' TECI‘INOLOGY TRAIHIHG FOR TEACHERS
WASI'IIHGTON CHARTER SCHOOL o
- HANDOUTS FOR LESSOH TI'IREE

||copy AnD PasTE 14 WORDPAD o

1‘» l l'hghllght the text you want to move o

' 2 Cllck on the sc1550rs |con on the toolbar The text should
| dlsappear h e | » | |
5 Move the mouse to where the text needs to be placed and cllck

, 4 Cllck the cllpboard lcon on the toolbar The text should now

reappear in the new spot.

o PAGE SETUP

1h Cllck on the word Flle at the top of the screen

o 2 Cllck on Page Setup

, -‘The suze of paper to be pnnted on can be selected lVlargms can be |

| }adjusted here. Portralt or Landscape selectnons can also be made




] DELETE A FILE

B ] Go to the Wmdows 95 desktop o
,-:?2‘.}»‘~_Double cllck on the My Computer |con

B 3 Double cllck on where the ﬁle to be deleted is located (|e a: dnve i |

or C: dnve) The Flle wmdow W|ll appear

| 4. ‘. _nghllght the ﬁle by cllckmg on |t

115. }.Press Delete on your keyboard The Flle Delete dlalog box wnll
I appear e e e R T '_ SR
6. Cllck on the "Yes” button The ﬁle WI|| dlsappear
| ' into the Recycle Bln |
‘Rr:cvcmsm e e R
| When a file |s deleted lt W|lI go Bm Deleted ﬁles can be remeved by o
doing the followmg e it : B |
. Double cllck on the Recycle Bm lcon on the desktop. The "
| Recycle Bln wmdow and a llst of all deleted files WI|| appear
2 Cllck on: the name of the ﬁle that |s to be restored | |
| 3 Cllck on the word Flle at the top of the wmdow ‘A menu should
|| appear. e b
L 4 Cllck on the word Restore Wmdows 95 WI|| place the ﬁle back |

in its onglnal locatlon




lf there IS a document that W|ll never be needed agaln, the Recycle
Bln can be empty by domg the followmg : s E
1 Cllck on the name of the ﬁle that lS to be deleted

appear

4. Cllck on the"'Yes” button

' f_ ‘5 The ﬁle W|ll be deleted forever

. 2 Cllck on the word Flle at the top of the wmdow A menu should | :

:5 Cllck on the words Empty Recycle Bm Ad|alog box wﬂlappear .

TQFORMATTlHG ADISK ORI
HL lnsert the ﬂoppy dlsk to be formatted mto a dnve

wmdow Wl|| appear 5

5 Cllck on the dnve contammg the ﬂoppy dlSk to be formatted

| 4;_TCllck on the word "Flle at the top of the wmdow A menu W|ll

| appear | ,' | ,‘ : |

5. Cllck on the word Format The Format dlalog box wull appear

6. Select the type of format needed | L R

‘7. ' Cllck on the}' "Start button The format results dlalog box WI|| b
appear when the dlsk |s completely formatted

K formatted

2 Double cllck on the My Computer icon. The My Computer '

87"‘Cllck on the Close button The Fonnat dlalog box W||| reaPpear -

_ 9 Cllck on the close button The dlSk ln the dnve |s now E & R




' Lesson Four

' ‘Basic Windows ‘95

| e,Objectlves~
B To be able to use Palnt

‘@" To»bevableuto use Note Pad

Time Allot:ﬁeht: o

"1 hour

Preparation Aotivity:

| l; ,ReviemwpreVioushlesson.h

2. Dlscuss each'objective and'lead a diScUssion.on‘why
lt is- 1mportant for the trainee to be able to do this.
:Also, lead partlc1pants in sharlng ldeas on how know1ng howv
tto do. the 1nformatlon covered w1ll beneflt them as a-
classroom teacher |
3.  Have ‘students from the school come in and share

‘what they have created u51ng Palnt

‘Presentation Activity:
Using the trainerSVCQmputerﬁ‘a~TVj'and.a,TVfLink,'Show“
the trainees how to do the following: |

.1;».starttthe Paint program.
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2. Use the tool bar 1n the Palnt program

3} Use the Notepad program

,Hands-On Acthlty

Have each tralnee follow the dlrectlons glven on: the

'handouts Have each tralnee create the cover of a book that S

could be used 1n the classroom..

h‘Assessment
Have the tralnees d1v1de 1nto palrs and repeat the

lessons act1v1t1es. Each palr w1ll assess each other."Theiv

tralner Wlll go. from palr to palr,‘helplng when somethlng 1svr

- unclear. When flnlshed, have each tralnee share thelr book

:cover with the rest‘of the,class.
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TECHNOLGY TRAIHING FOR TEAanRs.[_T;_»_ e

WASHIHGTON CHARTER SCHOOL

screen e

 ||using THE TOOL BAR

HANDOUTS FOR LESSON FOUR e T

| START PAIHT |
- ,'], Cllck on the Start button |
1 2. Move the mouse over Programs |
5 Move the mouse over Accessones FERTNE

g '}4 Cllck on Palnt The Palnt wmdow WI“ appear Ma:Ximi'ze the

1 On the Ieft SIde of the screen is the tool bar lt Iets the user do tasks |
' qulckly Movmg the mouse over the tool and waltlng a few seconds
wnll Iet the name of the tool appear - o B
Drawmg Lmes | o

1. Chck on a Ime tool AT

2. Chck on a color at the bottom of the screen LR
B 3 Select the thlckness of the Ime by chckmg on one of the Imes
“ undemeaththetool bar v
4 Move the mouse to where you want to begln the lme‘ The arrowf‘;
o wrll tum mto a pIus srgn B »

| 5 Chck and drag unt]l the Ime is where |t should be and reIease

The Ime should appear ;’ e
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B Drawmg Shapes
1 Cllck on a. shape tool

’ 2 To select a color for the outlme of the shape, cllck on a color

1 wrth the left mouse button

‘5 To select a color for the msrde of the shape, C|ICk on the color = [

W|th the nght mouse button

= _‘4 Move the mouse to where you want to begm the shape

5 Cllck and drag to the size shape you want and release the mouse.

| To Erase an Area :

h Cllck on the Eraser 'lcon . |

2. Select the color for the eraser |

3 Move the mouse to where you want to starl: erasmg

v'4 Clrck and drag over the area to be erased Release the mouse

button to stop
Undo Your Last Change e
1. Cllck on Edlt at the top of the screen | | | N
2 Cllck on Undo Thls wrll change the very Iast edltlng that was i

- done

T




To Add Text:
1. Click on the A’ icon.
Select a color for the text

Move the mouse to where the text is going to go.

= LN

Click and drag over the area where the text will be. Release the

mouse.
5. A box with dotted lines will appear.
6. Click inside the box and start typing.

Drawings can be saved and reopened just like any other document.

USING NOTEPAD
Notepad is a place to jot down quick notes, just like a “notepad’.
. Click on a blank portion of the desktop. |
" Click on "New".
Click on "Text Document”.
Tite the file and press “Enter”.
Double-click on the néw file and start typing notes.

o U N

Save the work.
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Lesson Five

Basic Windows,‘95

Objectives:
‘B To be able to open Microsoft Exchange.
To be able to add a name to the Address Book.
To bevable to send a message using Electronic Mail.
To be able to delete a messadge. |

To be able to read a message.

S S S S S

To be able to réply to a message.

Time Allotment:

1 hour

Preparation Activity:

1. Review previous lesson.

-2.v Discuss each bbjective and lead a discussion on why
it is important fér_the trainee to be ablé to do this;
Also, lead participants in‘sharing ideas on how knowing how
to do the information covered will benefit them as a |

classroom teacher.
Presentation Activity:

Using the trainers computer, a TV, and a TV Link, show

the trainees how to do the following:
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| :li’v..'j,‘opén M’ic’rosoft EXchaﬁge.'_:
fé;:‘Add names to the Address Book.
'h‘3;,:Send a message.,;,’h
'64,;.Delete a message.
5:‘ Read a. message if‘:ﬂj.f fr vfff”r')j’ ]'<h’:

R iReply_to a_message;;'f{

hHands—On Act1v1ty.f'h'

Have each tralnee follow the dlrectlons glven on the

’*‘handouts. Have them send two e—malls to two other staff

. members at the school and one person they know that works 1n

’gthe dlStrlCtS but out51de of. the school

Assessment.»'
Have the tralnees d1v1de 1nto palrs and repeat the
R lessons act1v1t1es., Each palr w1ll assess each other "The

..tralner w1ll go from palr to palr, helplng when somethlng is"

‘unclear Have the palr e—mall each other and go to thelr‘,v‘;mi

own rooms to check thelr messages.;



TECHNOLOGY TRAINIHG FOR TEACHERS
WASHIHGTOH CHARTER SCHOOL
HANDOUTS FOR usssom FIVE _

5 JIOPENING MICROSOFT EXCHANGE

1. Double» cllck on the Inbox |con The Mlcrosoft wmdow W|II
~ appear. Sl S T L e e
2. Double cllck where |t says Inbox The fdlders thatdlsplaythe R

messages WIII appear

5 To read a message double cllck on the name of the message

ADDING NAMES TO THE ADDRESS BOOK o -
1. Cllck on the Address Book” ‘icon on the top tool bar The
Address Book wmdow will appear o B | s

| 2 Click on the ﬁrst icon on the tool bar that Iooks Ilke a page out of ‘ .
| - a rolodex The New Entry dlalog box Wl|| appear
3. Chck on the type of address you want to add

|4. Click on the OK button | : o -
5. » Enter the mformatlon requested pressmg Tab to move: to the , e
| - next Ime , | | i
{16 “Chck the OK” button o | o o

7. ‘Close the Address Book by cllcklng on the‘ “X" at the |

top nght'hand comer of the screen




||SENDING A MESSAGE

1. Click on the icon that looks like a yellow envelope. The New
- Message window will appear.

2. Click on the "To..." button.

3. Click on the name of the person receiving the e-mail and click

"OK".

4. Click in the box next to the word‘“SubjeCt”,‘and enter the subject
of the email. |
5. Click over the area to write the message in and type the message.

6. When the message is typed, click the first icon, which is the

TO DELETE A MESSAGE
1. Highlight the name of the message to be deleted.

2. Click on the "X” (delete) icon on the tool bar.

85



TO READ A MESSAGE: | :
| l Click _onjthe”“lnb'ox’-' folder. All the un-deleted messages will
appear. ‘U_nread messages will appear in bold type.
2. Double-click on any‘rrvlessage you want to read. The message will
‘ abgiont. et :
3. Close the message by cllckmg on the X at the top nght‘hand

comer

TO REPLY TO A MESSAGE
1. Open a message to be read.

2 Click on the Reply icon on the tool bar.

3. Type the reply and} send the message as usual. o
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~Lesson Six

Utilizing’thewOnefComputer;Classroom |

ThlS lesson w1ll prov1de each tralnee act1v1t1es that w1ll

enable each of thelr students to use a computer each day, no,“u‘.'

‘imatter how: few computers they mlght have in the classroom
It w1ll also requlre teachers to generate lessons that can
be dellvered and enhanced by u31ng a computer 1n the :

classroom.

Objectives?

B To generate'strategicband creative ways to have‘
.each child on the computer each day : |

‘@ To share ways that teachers utlllze thelr computers

to help thelr students.

Time Allotment'7u

1 hourlv :

EgPreparatiOnnActlvity:v;

| 513“ Revievarevious‘lesson;
‘,2; Use a laser disk, v1deo tape or v151t a teacher w6
'~uses technology to teach Have tralnees dlscuss how the ,9

ilesson was enhanced by the use’ of technology.
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Presentation Activity:
Brainstorm on various ways of using one computer in the
classroom as teachers are grouped according to subject and

- grade.

Hands%On Activity:
Have each trainee discuss how they get their students
on the computer (if they do) and share with the others.

Trainees should take notes on the different ideas.

Assessment:
Have the trainees divide into pairs and create a lesson
that has students on the computer and can be utilized in the

classroom. Have each pair share what they created.
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Lessons Seven - Ten

The remaining lessons will be ones that are designed
around the needs of the survey. Staff development needs to
be offered at all levels of literacy. Sample suggestion are

outlined below:

Lesson 7: Minor Troubleshooting Techniques
This lesson will teach trainees minor troubleshooting
techniques that can be done before having to call for

services. These techniques will save time and money.

Lesson 8: Netscape and the Internet

This lesson will get trainees familiar with using.
Netscape and the Ihternet. It will also teach different
ways to use the Intérnet educationally and list e-mail

addresses of good educational resources.

Lesson 9: Hyper Studio, Part One
This lesson will get trainees familiar with the
authoring software, HyperStudio. They will learn effective

ways to use it in the classroom.

Lesson 10: Hyper Studio) Part Two

This is a continuation of Hyper Studio.
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