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CHAPTER 3

PRODUCTIVITY AND PROFESSIONAL PRACTICE

ISTE Standards

Standard V. Teachers use technology to enhance their productivity and professional practice. Teachers:

A. Use technology resources to engage in ongoing professional development and lifelong learning

B. Continually evaluate and reflect on professional practice to make informed decisions regarding the use of technology in support of student learning

C. Apply technology to increase productivity

D. Use technology to communicate and collaborate with peers, parents, and the larger community in order to nurture student learning

	Performance profiles

The following indicators relate to ISTE NETS-T Standard V: Productivity and Professional Practice. Review the list of indicators and determine those for which you may already feel proficient. As you will notice, some of the topics were addressed in Chapter 2. The remaining indicators serve as guidance on how your skills and knowledge related to technology integration can evolve as you progress through your professional preparation program and enter the classroom. 

General Preparation


Collaborate in constructing technology-enhanced models, preparing publications, and producing other creative works using productivity tools 


Use technology tools and resources for managing and communicating information (e.g., finances, schedules, addresses, purchases, correspondence)


Use a variety of media and formats, including telecommunications, to collaborate, publish, and interact with peers, experts, and other audiences


Exhibit positive attitudes toward technology uses that support lifelong learning, collaboration, personal pursuits, and productivity

Professional Preparation

Differentiate between appropriate and inappropriate uses of technology for teaching and learning while using electronic resources to design and implement learning activities 


develop a portfolio of technology-based products from coursework, including the related assessment tools


Participate in online professional collaborations with peers and experts


Use technology productivity tools to complete required professional tasks

Examine acceptable use policies for the use of technology in schools,including strategies for addressing threats to security of technology systems,data, and information

Student teaching

Select and apply suitable productivity tools to complete educational and professional tasks 


Model safe and responsible use of technology and develop classroom procedures to implement school and district technology acceptable use policies and data security plans

First year teaching

Use technology resources to facilitate communications with parents or guardians of students


In Chapter 2, you were asked to reflect on your current knowledge about, and skills in, technology integration in order to set goals for continued growth in this area. We introduced you to a variety of methods for meeting your professional development goals ranging from formal classes, to searching the Web, to talking with colleagues. In this chapter, we focus on ISTE NETS-T Standard V. In addressing this standard, teachers will “use technology to enhance their productivity and professional practice.” You’ll begin to think of ways that you can use computers as “behind-the-scenes” tools to help you perform the work of teaching. We’ll ask you to consider what it means to be productive and to identify ways that technologies can help you plan, deliver, manage, and evaluate instruction. Many of these tasks require communication with students, parents, administrators, or colleagues so we’ll also consider how common communication tools such as e-mail and web sites can be used to increase your personal productivity and enhance your professional practice. And finally, we’ll examine the use of common productivity tools to develop portfolios that enable you to “continually evaluate and reflect on professional practice to make informed decisions regarding the use of technology in support of student learning.” So let’s get started. 

Outcomes

In specific, in this chapter you will 

· Consider how to use technology to increase your professional productivity 

· Develop a plan for communication among students, between home and school, and for ongoing professional development. 

And if you have not done so already, you will also 

· Establish a portfolio to document your developing competencies in applicable technology standards for teachers 

	Stories from Practice: Then and now

In my first year of teaching 25 years ago, I remember feeling grossly unprepared for the adventure ahead of me. Although I had graduated with honors, my classes had not prepared me for the realities of the classroom. Handling 30 first-graders on my own was very different than student teaching. I wasn’t sure how to prepare for the first day of class. Other teachers were making posters of classroom rules and nametags for the students. I watched them, and picked up any ideas I could. I tried talking to the other teachers in the building, but they seemed so confident that I was afraid I would seem incompetent if I expressed my insecurities. I desperately wished there was someone I could talk with about my teaching.

To make matters worse, my adult contact throughout the day was limited to the occasional moment when I crossed paths with another teacher in the teacher’s lounge or at lunch. The “teacher’s table” in the cafeteria was especially memorable. Sitting side-by-side with the other teachers, so we could keep an eye on our classes, we exchanged brief conversations about the rewards and frustrations of teaching, along with more mundane social events. We gathered together because our classes were scheduled for lunch at the same time, not by common interests. But it was often the only adult interaction I had during my day. Outside of school was no better! My non-teaching family and friends quickly grew bored if I tried to talk to them about school. 

But I absolutely loved my job. The kids were fascinating and my time in the classroom just flew by. So before and after school I’d pour through teacher magazines such as Instructor in the library. I spent many afternoons in “teacher stores,” selecting resources that would provide me with tips on teaching and classroom management. I spent lots of my hard earned cash on materials that would help me through the next day in class. I even looked into classes at the local college, simply to give me an opportunity to discuss the day-to-day issues I was facing with peers and professors.

These days, all of these opportunities are available online—anytime, anywhere, with the click of a mouse. I have access to teacher resources, many of which are free. I can talk with peers and more experienced teachers, without worrying about them judging me. I can take college classes or shorter workshops. There are resources that help me learn, and resources that I can use with my students. If I had had the online support available to teachers today, those initial classroom experiences would have been very different!


Professional Productivity

Typically, the term “productivity software” is associated with word processors, databases, spreadsheets, and presentation software. Some authors also include other tools used to support teaching such as gradebooks, puzzle generators, story starters, graphic design, desktop publishing, multimedia authoring, web authoring, school and student management programs, clip art, concept mapping, and similar software. These programs are considered productivity tools because of the basic features they incorporate such as data entry, editing and display, as well as the many specialized tools included such as draw tools, auto-fill features, sorting features, and so forth. 

In the old days (not too long ago), a chapter on applying technology to increase a teacher’s productivity would explain the steps in using such software. But it just wouldn’t seem right for a book that focuses on applying technology to teaching, rather than about the technology itself, to spend a lot of time talking about how to operate these tools. And besides, even though you may not realize it, we expect that you’ve been using many of these tools for years!  So we won’t provide you with step-by-step instructions on how to operate software tools. The ISTE standard states that you can “apply technology to increase productivity.” If, through the course of this chapter, you identify a software tool that you do not know how to use, you can access the companion web site for instructions. 

So what is productivity?  A common definition of productivity used in fields such as economics is the amount of output of any means of production per unit of input. This formal definition is a little imposing so let’s try expressing the definition in everyday terms. Another word for outputs is results. Means of production are those resources used to produce the results. There are many different means of production, including human labor, materials, and technologies. When labor, technologies, and other resources are used to produce results, they act as inputs. Productivity often is expressed as a ratio of outputs to inputs. For example, if an individual generates 12 pages of text (the output) and it takes 2 hours of labor (the input) to create the pages, the productivity in this case is 6 pages per hour of labor. In this case, when the ratio of pages to hours increases, productivity is said to increase. That is, if the number of pages increases while the amount of time required to produce the pages remains the same, productivity has increased. Similarly, if the number of pages remains the same but the time required to produce the pages decreases, say, to an hour and a half, productivity also has increased. (Are you still with us?)

A few additional points about productivity are worth considering. First, outputs are almost never produced by labor or technologies alone. Instead, combinations of labor and technologies or combinations of interacting technologies are required. Second, productivity changes seldom occur overnight. These changes typically result from (1) a more efficient use of existing labor and technologies or (2) use of a new (or at least different) combination of technologies and labor. Learning how to use existing methods and tools of production takes time and becoming efficient in their use takes additional time and practice. When new methods and tools are introduced, additional efforts are required before needs can be addressed. Furthermore, the return (i.e., increased productivity) on the use of some technologies, even when used efficiently, may not be realized immediately. Third, in some cases, productivity changes might occur when a combination of labor and technologies allow you to produce a result you previously could not produce. This could be an entirely new result or it could be a result of noticeably higher quality than previously possible.  

Now let’s think about what it means to be productive. A productive worker is efficient and prolific, accomplishing more than the average worker. Productive workers have found ways to accomplish things quicker—whether those things involve art, writing, or automobile manufacturing—while still maintaining excellent quality. And how do they do this? It’s likely they used technologies in one of two ways: 1) to extend and/or enhance their efforts, or 2) to reduce their efforts. For example, technologies can extend your vision through the use of microscopes, glasses, binoculars, and telescopes. Your efforts can be enhanced through special hardware and software, such as digital cameras equipped with features designed to compensate for poor lighting or unwanted movement when taking the picture. Technologies also can reduce human efforts. For example, robots and robotic devices now work on the ocean floor, in laboratories and hospitals, and search the Internet to perform multiple actions that previously had to be performed by humans.

So what do we need to accomplish more efficiently in the world of education? Do you have needs that can be addressed more productively through the use of technologies? Do you need to get more done in the amount of time you currently have available? Would you like to get your work done more quickly so you have more free time? Are there repetitive tasks technology can perform for you? Is there something new you need to produce? These are the challenges for you to think about as you consider using technology as a productivity tool. 
As an example, think about your very first day teaching: You may need nametags for your students. You’ll need to collect information from them such as their names, addresses, birthdates, emergency contact numbers, hobbies, and interests. You’ll need to give them and their parents certain information, such as your daily schedule. And if this is your first year of teaching, you’ll need some ideas about how to establish a warm inviting classroom environment for, and with, your students. You may need icebreaker activities and possibly a list of stimulating questions to ask. Even before the first day of class, you’ll need to organize your classroom and create attractive displays. 

How would you handle each of these things? Can you imagine doing these things without a computer? Perhaps you’d look for ice breakers for the first day of class online, visit a threaded discussion board to see what experienced teachers say about the first day of class, IM your friends from college to see what they planned to do, or even e-mail a friend or family member in another state who has been teaching for a few years. You’d probably take those ideas and create a lesson plan or daily schedule using a word processor, lesson plan generator, or some other tool. You might create an information form, using a template provided by your word processor, after weighing whether it would be quicker to create one from scratch or to search for one online. You’d download your class list from the district’s student information system and merge the names into your word processor to create nametags. Handouts for parents, classroom displays, and organizational tasks would all be handled in a similar manner. 

Common Teaching Tasks

As you think about integrating technology into your classroom, consider how you will use computers to help you accomplish the tasks of teaching. As a teacher, you will most likely need to perform tasks related to planning, implementing, and evaluating instruction; record keeping; and your ongoing professional development. Consider the range of activities related to each main category of tasks. 

Activities related to planning instruction might include:

· collecting ideas

· designing specific classroom learning experiences 

· designing effective classroom layouts

· developing meaningful questions to spark students’ interest and to develop higher-order thinking

· planning curricular units that extend over months, semesters, or the entire school year

· planning for individual students, with long and short term goals

· developing daily lesson plans 

· creating and distributing plans for substitutes

· scheduling classroom guests and volunteers

· planning and scheduling field trips

Activities related to implementing instruction might include:

· initiating activities that draw students into the content

· brainstorming questions/ideas 

· creating KWHL charts (What do we Know? What do we Want/need to know? How will we learn it? What have we Learned?)

· accessing, analyzing relevant information 

· helping students find relationships among ideas and concepts

· supporting students’ reflection during learning activities

· providing guidance for students through handouts, question stems, journal prompts, etc.

· scaffolding students’ thinking 

· managing group work 

· tracking group thinking; recording ongoing questions

· creating and presenting teacher- and student-led demonstrations

Activities related to evaluating student learning might include

· creating project guidelines

· creating assessment rubrics

· responding to students’ journals / reflections

· evaluating products (concept maps, presentations, models, journals, stories)

· maintaining student portfolios

· designing and grading assessment instruments (quizzes, tests, exams, etc.)

· calculating grades

Activities related to record keeping include maintaining records on many different aspects of your students and your classroom. These may include:

· notes on individual students

· progress reports

· grades

· comments for report cards

· special needs requirements

· student portfolios

· attendance

· names and addresses of students and parents

· emergency contact information

· medical history of students

· amount of money collected for field trips or fund raising

· titles and number of books and other materials

· loans and circulation of classroom books and other materials

Activities related to ongoing professional development may include:

· locating and selecting among professional development opportunities such as workshops, classes, and conferences

· locating and accessing resources such as journal articles and other references in support of self-directed learning

· communicating with colleagues for professional development

· maintaining records of your participation in formal and informal professional development opportunities

· collecting and analyzing action research data

· creating and maintaining a teaching portfolio

Enhancing Teaching Productivity with Technology 

Now let’s think about ways that technology can enhance your ability to perform these tasks through extending your capabilities, enhancing your ability to perform the everyday tasks, or reducing your overall effort, in other words, by enhancing your productivity. 

Overcome Limitations of Time and Space

One major contribution of technology to productivity in teaching is that it allows you to overcome the limitations of time and space in ways that you could not do without technology. Although this might sound like the beginning of a complicated physics lesson, it’s really quite simple. Technologies allow you to take something created at one moment in time and one point in space and use it at some other moment in time and some other point in space. Let’s use your computer as an example. You are able to create and store something today and then retrieve and use it an hour, month, or even years later. You can go to the Internet and transcend both time and space to view text and images that were created years ago and thousands of miles away from your computer. 

Simulate Reality 

The ability of various technologies to simulate reality is one of the greatest contributions of technology to productivity in education. Think about what your teaching experience would be like if you could interact only with the actual objects and events that constitute our daily lives. A major field trip would be involved if you wanted your students to watch the launch of a space shuttle or to view a famous work of art. Fortunately it is not always necessary to deal with the real thing. You can show a video of a space shuttle launch or take a virtual field trip to major museums across the world. Reproduced objects and events, such as sounds and images, are often sufficient to support the learning experiences you desire. You can provide relevant experiences that approach reality without the time, effort, and expense of dealing with the real thing.

Transform Materials

You often encounter materials in teaching that would be useful if only they were in a slightly different form. You can increase your productivity by using technologies to transform something from a less useful form or function to a more useful one. For example, old family photographs provide a useful teaching tool in many subject areas but they can be too small to present to an entire classroom and too fragile to be handled and used by many people. If image size is a major issue, technologies are available to project an enlarged image. However, these projected images are temporary and often you will want your students to be able to work with such an image over an extended period of time. Fortunately, technologies are available that can transform a photographic print from its original, analog form to a more usable digital form. In its digital form the image can be used over and over and it can be manipulated and modified in any number of ways, depending on the instructional needs you are trying to address. 

	Tools for use: Photo to presentation

You have a photo that you are dying to be used in your classroom. You want to transform it into a format that ensures its use.

Scan it

· A scanner is much like a digital copy machine, but it results in a file that can be stored, transformed, printed, or used in other formats, often with the press of a single button.

Project it

· Use a data projector to present your image to the class on a screen or interactive whiteboard that offers additional opportunities for manipulation.

Embed it in content
· Insert the file into a word processing document, a digital presentation, web page, or other application.

Send it

· Attach the file to an e-mail message and send it to an individual or a group list. Each recipient will have their own copy and may do with it as they wish. Send it to yourself, and if you’re in a hurry, simply present it with a data projector right from your e-mail account.


Enhance Perceptions

Students learn in different ways and have different preferences for the way they receive information. Some students are good listeners while others do better seeing the information in visual form. Others require more interactive learning experiences and learn better by manipulating content and expressing their understandings in their own words, images, or videos. Consider your own preferences for learning and how they have impacted how well (or poorly!) you may have done in a class where the teacher’s presentation mode did or did not match your preferences.

Technologies allow you to enhance the information you present so you can meet the needs of your students more effectively. Computer-generated text, for example, is often easier to read than handwritten text and can be displayed in a variety of layouts, colors, fonts, and sizes to facilitate ease of reading. Documents can be enhanced with graphics and artwork, and animation and sound can be added easily to your work. Each feature affects how your audience will perceive your message. In addition, these tools may allow students to demonstrate their learning more easily. Digital technologies allow students to create materials that look similar to those of their peers and can help you focus on their mastery of content rather than the appearance of their output. Students can find it highly motivating to be able to develop products that not only look nice but may even have the qualities of real-world products that are created using the same tools that professionals use. 

Repurpose Materials

Often, your productivity can be increased by repurposing materials originally created to serve a different purpose or audience than you are currently facing. Sometimes the repurposing process involves minor changes, such as changing dates in a schedule. Instead of just pulling last year’s worksheets out of the filing cabinet and making copies, you can make minor adjustments to meet the needs and interests of your current students. In other cases, the changes may be more substantial. You may have to cut and paste across documents (and by documents we mean any file including pictures, sounds, movies, and other media) to achieve the desired effect. The changes you make can also help you to differentiate your instructional materials for students with special needs—either by adjusting the content for struggling students or providing supplemental enrichment materials for advanced students. With proper planning and execution of the repurposing process, it is relatively simple and efficient to reuse materials from one year to the next or from one purpose to the next.

Share your Workload

One key to increasing productivity is to recognize actions that are better performed by technology. For example, the speed with which computers can process information makes it possible for them to perform calculations and comparisons much faster than any ordinary person. Spelling and grammar can be checked and corrected almost instantaneously and mathematical calculations using complex formulas can be performed on large data sets with ease. Whenever you find yourself performing a single action over and over, or when you are called upon to perform a series of actions multiple times, consider letting technology do the work. Similarly, if you engage in work that requires precision and reliability, technology may be better suited for the job.

Centralize and Organize your Resources

By combining multiple functions and formats into a single device, modern technologies have provided another opportunity to increase productivity. In the past, a lesson that included print, video, and audio materials could have required you to use a tape player, speakers, a VCR, and monitor in your classroom. In addition to wandering around the school in search of several different pieces of equipment, each media format may have been stored in a different location. The print materials may have been stored in a filing cabinet, and the audiotapes and videotapes on a shelf. Now multimedia materials can all be viewed and stored in a single location—on the computer. Computers provide rapid access to large quantities of information through the Web, CD-ROMs, DVDs, and a variety of other storage formats. 

Exercise Control

 Modern technologies contain numerous opportunities to control what can be done to, and with, the products of those technologies. Limiting access to the technology, functionality, or resources are some of the more common forms of control. Information resources such as online databases or journals can be kept secure through the use of passwords or other methods. You probably had to use an ID and password to register for your classes. E-mail providers require IDs and passwords to send and read mail. 

At the same time, many technologies allow you to control what the technology does, what it produces, and what subsequent users can do with these products, thereby increasing your productivity. Let’s say you want to use a drawing tool found in many presentation software packages. You can control what object is drawn, the size of the object, the thickness and colors of the borders around the object, and the number of copies of the object that are produced. If you want to control what subsequent users can do with a project produced by the presentation software, you can determine the navigation routes, sequences, and options available to the users. Other common ways schools limit access are by utilizing tools such as academic search engines, filtering software, or teacher-generated lists of approved web sites to limit student access to unwanted or distracting material on the Web. Depending on the goals of your instruction, you may even choose to create and provide documents in formats that cannot be copied, printed, or manipulated by your students.

Communicate Efficiently

Computers and other modern technologies also provide access to individuals around the world through e-mail, online discussion forums, mobile phones, instant messaging devices, and so forth. In fact, many of the most visible uses of modern technology relate to communication and the claims associated with these technologies often involve productivity. The right tools can let you communicate with anyone, anywhere, at any time. Nearly instantaneous communication is possible from person to person, person to machine, machine to person, and machine to machine. The people and the machines may be located near one another or separated by great distances. The communication may go to a single individual or machine or to large groups of people and machines. Responses to the initial communication may occur immediately or may be delayed. These are impressive capabilities and, if properly employed, can enhance productivity. However, you have to be mindful when using communications tools to actually ensure that you and your students are improving your productivity. Many people have experienced getting distracted on the Web and following links of interest that quickly take them off task. Sometimes when you’re reading articles in an online journal you may find others that are of great interest to you but not really related to the project you’re working on. If modern communication technologies are to have a positive effect on productivity you and your students must stay focused on, and committed to, achieving your desired outcomes.

Think of other ways that technology can enhance and extend your ability to perform the tasks of a teacher or to reduce your efforts. As you go through this book, consider the things that teachers have to do on a day-to-day basis that take time away from instruction. How can technology support your increased productivity doing required tasks so you can focus more time on, and be more effective with, your instruction? Also consider ways that technology can actually increase your productivity during instruction. What technologies can increase your effectiveness? What technologies can increase student learning?
	Tools for use: Handheld devices

In addition to the standard tools available through your computer, a variety of handheld computing devices are available to enhance and extend your capabilities or reduce your effort. Personal digital assistants, commonly called PDAs, are one good example. PDAs increasingly have the capacity to run ever more powerful versions of applications you use on larger computers, but their portability makes them applicable to a variety of situations that even a laptop would not be suitable for. New applications for PDAs are coming out every day, with some of the more popular including address books, word processing, calendars, calculators, task lists, and even database programs. Some PDAs also offer e-mail, web browsing, and instant messaging, and operate as cell phones where you can store and organize all of your contact information for your students, parents, and colleagues, and then use the same device to contact them. The power of the PDA is extended by its capacity to synchronize, or transfer, information back and forth with a computer. You and your students can do this whether you’re using a PDA to take attendance or gathering information with a probe on a field trip. Some resources for finding software for PDAs can be found on the book’s web site.


	Web link

Visit the textbook Web site to review resources for finding software for PDAs.


	Learn More:  GAME plan—Productivity tools

In this activity, you’ll investigate productivity tools that are available for teachers online. 

Set Goals: What sort of productivity software would you like to investigate?  Consider three different tasks you will routinely need to undertake in your classroom, whether related directly to instruction or to student and information management. Some examples include creating a calendar, generating tests, and developing crossword puzzles. 

Take Action: Find and review at least two examples of each type of software for the tasks you’ve selected in the previous step. Determine the common features and try to find information to support claims that will improve your productivity. Where possible, try to locate programs that you can try for free. 

Monitor: Are you finding enough examples? Could other types of software also work with the tasks you’ve selected? Are there applications available that support the tasks in ways that are different from what you expected? 

Evaluate: Determine the best software from your searching.  Bookmark or note the URLs that you found most useful. Share the URLS of productivity tools that you found useful with the other members of your class. Discuss why you found the site or tool especially useful. 


Professional Communication and Collaboration

Many of the planning, instructional, assessment, record keeping, and professional development tasks listed above also involve some form of communication. ISTE NETS-T Standard V requires teachers to use technology to “communicate and collaborate with peers, parents, and the larger community in order to nurture student learning.” As a teacher, you will need to maintain open lines of communication with students, parents, volunteers, colleagues, and administrators. Some of the many communication tasks that teachers perform include:

· collecting student contact information from parents and guardians

· notifying parents of field-trips and special events

· discussing student progress with parents and administrators

· generating forms that require signatures, such as permission forms

· keeping parents informed of classroom activities and schedules

· creating classroom web sites

· publishing classroom newsletters

· interacting with colleagues for professional development

Just as you use the Internet to communicate with your distant friends and to establish friendships with individuals whom you’ve never met based on common interests, this same network can assist you with your teaching responsibilities. E-mail lists and listservs provide a quick and easy way to convey information or participate in a discussion with a group of people. Blogs, or weblogs, have also been used as a means of communicating with parents and students. Often used as an online journal, blogs can also be used in a manner similar to newsletters. The fact that they are easy to create and update with a minimum of technical expertise makes them a great way to post homework assignments, notes for students, classroom updates for parents, and the wide variety of other information that needs to be conveyed to individuals who have an interest in what goes on in your classroom. And you’re probably already familiar with the benefits of a class web site from your own educational experiences. Through your class web site, you can make resources available outside of class time, providing students with both an opportunity to explore upcoming activities and review previous materials. Students who miss class can access materials at their convenience. The web site can clarify expectations for parents and publicize your work to administrators and community members. 

	Tools for Use:  To blog or not to blog

New technologies are often met with both the extremes of enthusiasm and criticism when introduced into teaching and learning. Some very familiar technologies were once met with great criticism—especially personal computers and the Internet—and this trend has continued with more recent technologies, such as cell phones, instant messaging, and weblogs (blogs). But many early users experiment and find effective ways to incorporate new technologies into their instruction. Blogs belong to the realm of journaling and threaded discussion tools. However, the ease with which users can post text, graphics, and other information makes them preferable to some previous software. The following points are designed to help you decide whether and/or how to incorporate weblogs into your classroom, but you can use similar questions to review other new technologies as they become available.

· Have a GAME Plan. Whatever technology you decide to investigate, you should have a clear goal in mind that you want to achieve. If being used with students, your goals should be related to your instruction, however you may have some supporting goals related to your own personal productivity. Once you’ve acted by selecting a technology, continue to monitor how well it is meeting your goal and purposefully evaluate its effectiveness once you’ve used it, whether after a lesson, a unit, or at the end of the year.

· Review trusted resources. Review how other teachers are using the technology by attending conferences, reading journal and magazine articles, or searching the Web. In the case of blogs, there are online and print publications that review educational blogs and guide you towards exemplars. There are even some awards now available for exemplary blogs. Find and read other blogs and determine what characteristics best suit your teaching style and the requirements of your curriculum.
· Achieve an instructional goal. Blogs can help students practice and demonstrate different styles of communication, especially through writing. As part of your GAME plan, determine how the use of the blog can meet specific goals. In a writing intensive class, have students post entries using different forms, such as writing a persuasive paragraph or posting an interview of a friend. A haiku blog posting might be relevant to your instruction, and an interesting application. In terms of communication, you can emphasize design elements to guide the organization of entire blog, postings by your students, and the incorporation of media. You can also support collaboration and help students develop critical communication skills by guiding their responses to classmates’ postings.

· Guide from the side. Students will need guidance on what and how to post. The blog you use in your classroom may be different than a personal blog as it will have to meet instructional purposes. Help your students understand the form of language that is appropriate, which may require avoiding the use of common Internet acronyms and shortcuts. Set a reasonable goal for posting, perhaps once a week, and use clearly stated writing prompts to guide your students’ posts. And by all means, create your own blog as a model for students. The best way to determine the match of a technology to your instruction is to do it yourself.

· Use multiple sources and cite them appropriately. Learning to cite sources is a foundational skill for all students and writing a blog should be no exception, even if the source is a friend, a TV show, or another blog. Using multiple sources can help students not only support the positions in their postings but actually help them better formulate their own opinions and ideas. Determine an appropriate format for citations and require it for postings. Common academic citation styles such as APA or MLA may not be standard for blogging but may be appropriate for young scholars developing their citation skills, especially if you require it in other forms of student work.

· Make it personal but don’t reveal personal information. The nature of a blog is to share personal reflections, opinions, and feelings. At the same time, blogs and shared discussion spaces have sparked controversy because students have shared personal information, such as pictures and contact information. Help your students understand that they can provide personal reflections and voice opinions using a blog but should always refrain from posting personal contact information.


Acceptable Use Policies

As you use online tools for professional communications, remember that you are a representative of the school and school district and so must act accordingly. For many schools, Acceptable Use Policies (AUPs) have become the first line of defense to prevent the inappropriate use of a school or district's technology resources. An AUP is a document that clearly outlines what is and is not acceptable behavior, and the consequences of unacceptable behaviors. Overwhelmingly, districts agree that the primary purpose of school technology, especially the use of the Internet, is to support teaching and learning. Many districts also emphasize that the use of the school or district's technology resources is a privilege, not a right, and that there are expected rules for behavior when using them. Some AUPs may also stress that electronic communications can inadvertently (or sometimes intentionally) be quickly and easily distributed to many people beyond the intended audience and should therefore not be considered private. Individuals who abuse the policies set forth in an AUP often lose access privileges or, at best, are given restricted access to the resources. Consequences of unacceptable use should be consistent with other school and district policies, codes of conduct, or legal codes.

E-mail should never be considered private or confidential. Messages can be intercepted, whether intentionally or not. Seemingly “private” e-mails can be accessed by others; many times, even “deleted” e-mail is still on your hard drive or the service provider’s mail server. Be aware that all e-mail written on school or business computers may be the property of the school or business. Schools or districts that provide e-mail services usually emphasize this point in their AUPs to everyone who uses the system, including students, parents, and staff members. Some schools don’t provide e-mail accounts to students, or only provide activity-based e-mail class accounts for a limited duration, such as a grading period or the length of a school-based project. See Figure 3.1 for ten tips on proper e-mail use. 

	Netiquette

Where schools once taught etiquette for writing letters and using the telephone, they now emphasize Internet etiquette, or netiquette, for short. There aren’t any universal standards, but the following netiquette tips may help you, your staff, and students ease into proper on-line behavior.

· Be yourself. Don’t pretend to be someone else or use someone else’s password. Protect your own password and log off public machines.

· Say hello. Include a salutation and acknowledge the person you’re writing to.

· Describe your message. Use short, descriptive titles for subject headings and restate the question or issue in a response. Quoting only pertinent material in a reply can save time and may be useful to your audience.

· Be polite. Short messages may be seen as brusque, and UPPERCASE letters may be considered shouting. Although you may intend to be ironic or humorous, your text-based messages may lead to misunderstanding.

· Is it important? Work out problems face-to-face, not through e-mail. Avoiding issues by sending e-mail merely delays resolution.

· It’s not that funny. Unsolicited forwards of the newest jokes often are not appreciated and can tie up someone’s time and slow down server response. Spamming, or sending unsolicited mail to large groups, is seriously frowned upon, and some service providers may actually revoke your Internet service.

· Make sure you mean it. Proofread messages for spelling, content, and meaning. Electronic messages don’t always remain private and can be sent quickly to hundreds, if not thousands, of people. Some e-mail has even been used as evidence in court!

· To attach or not to attach. Large text or graphics files that require proprietary software can be time consuming to download and may actually annoy the recipient. Software like Adobe Acrobat may work best for formatting large attachments, and files may be reduced by stuffing or zipping them to save space.

· Say goodbye. End with a signature and, if possible, a brief signature. Contact information can be useful in a signature, but unnecessary quotes, pictures, or HTML formatting may be less appreciated than they’re worth.

· Clean up after yourself. On public machines, delete message files and quit the mail application to prevent others from using your password or account.


Figure 3.1. Ten tips for proper e-mail use. AEL. (2002). Principal Connections: A Guide to Technology Leadership. [CD-ROM]. Charleston, WV: Author.

AUPs are often designed by a committee that can include school board personnel, central office and building-level administrators, teachers, media and technology specialists, parents and other community members, and even students. These policies should be reviewed periodically as new technologies become popular—whether they enter the school as teaching tools or not. As a teacher, your insight as to what technologies are available and how they might or might not be used in an educational setting can be valuable to committees reviewing and revising AUPs.

AUPs are not just for the use of the Internet and can cover the use of all the tools and resources available for teaching and learning within the school setting. AUPs have been common in schools for years, even prior to the integration of digital tools or Internet use in classrooms. As the tools have evolved over time, AUPs have had to change along with them. In just a few short years, schools have had to consider how their policies should reflect technologies such as email, school-based web pages, instant messaging, peer-to-peer file sharing, cell phones, handheld computers (PDAs), laptops, and camera phones. 

Policies will vary from district to district, but AUPs for technology should be consistent with similar policies for other school-related resources and should reflect the basic mission and goals of the school or district. The tone of policies may range from very informal letters to complex documents that read like a legal contract, brief or statute. It is common to have both students and their parents read and sign a district's AUP—which may be part of a student handbook—before students are given access to the school's technology resources. Faculty and staff, too, are routinely required to read and sign AUPs, whether the same as or modified from those for students. As a teacher, it's important that you not only understand the expectations of your school or district's AUP but that you model expected behaviors described in the policy for your students. Some schools or districts may discuss the AUP and demonstrate common instructional activities that use technology at parent nights or technology open houses. This can be especially helpful in areas where parents may be concerned about their children's use of the Internet and possible access to inappropriate material (see Stories from Practice: Parent Internet Driving School).

	Stories from Practice: Parent Internet driving school

As the use of the Internet in teaching and learning become more commonplace, faculty and staff at the Nueva School in Hillsborough, California, expected their students to take advantage of this resource both in school and at home. They did so without the use of filtering or other technological means, however. In order to make their Internet experiences positive, new students and their parents attended short trainings at the beginning of the school year called “Parent Internet Driving School” (Abilock, 1997). Every student and at least one of their parents were required to attend the training before students were allowed to use the Internet in this elementary school. During the training, parents and their children learned about the role the Internet plays in the classroom and got to visit common web sites used for instruction and practice using school-provided e-mail accounts. Parents also received helpful information to help them make decisions about Internet use at home, strategies for promoting acceptable use—what is referred to as “techno-parenting,” as well as online and print resources that are followed up by regular school communications. This series of short trainings helped to alleviate fears for parents while also encouraging them to support student work outside of the classroom using similar tools and procedures.


Some common elements found in AUPs from schools across the country are an overview, a glossary of terms, the purpose of technology use, the rights and responsibilities of the district, examples of acceptable use, examples of unacceptable use, and consequences of unacceptable use.  Although the topics addressed vary from district to district, AUPs often include sections on copyright, issues of academic integrity, and Internet use.  Some may go as far as to include consequences for unacceptable use, such as plagiarism or using another person’s password. The AUP has become an important document that guides use in light of the changing technology resources available in schools. AUPs should reflect these changes through periodic review and revision. See Table 3.1 for some common examples of both acceptable and unacceptable use.

Table 3.1

Examples of Acceptable and Unacceptable Use of School Technology

	Examples of acceptable use
	Examples of unacceptable use

	· Abiding by the policies and procedures of other networks that are accessed 

· Being polite and using appropriate language

· Deleting unwanted messages or old data from computers and servers

· Enforcing appropriate use and reporting misuse or security issues

· Respecting copyright and licensing agreements and citing material

· Running virus software on downloaded files, attachments, peripherals, or disks

· Signing correspondence 

· Using online time efficiently

· Using the Internet ethically and legally
	· Altering software by deleting files, downloading programs, or copying or installing unauthorized programs

· Assuming the identity or using the passwords or material of another

· Conducting commercial activities, advertising products, or taking part in political lobbying 

· Downloading text, graphics, or software, or engaging in behavior that may be considered obscene, abusive, libelous, indecent, vulgar, profane, or lewd

· Gaining access to any pay-for-view site

· Giving out your own or others private information, such as address, phone, or passwords 

· Harassing an individual using the Internet

· Plagiarizing 

· Transmitting material that violates any U.S. or state regulation, such as copyrighted, threatening, or obscene material, or material protected by trade secret

· Vandalizing equipment, electronic files, or willfully spreading computer viruses


	Learn More: GAME plan—Acceptable Use Policies

Set Goals:  Learn more about Acceptable Use Policies. You may think that acceptable use of school technology resources is pretty easy to determine, but schools and districts list a wide range of acceptable and unacceptable uses for communications technology.

Take Action:  Find examples of AUPs from schools across your region or the nation. You can use print-based AUPs from schools you are associated with or search the Internet for a national perspective. 

Monitor: Are you finding the examples you need? Have you considered asking for AUPs from friends, colleagues, or former teachers? What other terms might schools use to describe an AUP? 

Evaluate: List commonalities and differences. What types of uses surprise you, as either acceptable or not? What types of uses do you think should be added to your master list? How do you think the lists will change over time? You may want to compile your own table of acceptable and unacceptable uses and an additional list of items you find that seem to be unique to a particular school.



Developing Classroom Web Sites

Although you shouldn’t overlook the traditional classroom newsletter (which can be distributed electronically, as well as in printed form), a class web site is a common way to enhance communications between home and school, and so deserves special mention. Many schools and districts are contracting with web services that provide teachers with simple tools to create web pages quickly and to also link to district-wide information such as bus schedules and cafeteria menus. And don’t overlook the value of a web site for yourself.  For example, you can create a page with links to web sites that you use frequently within your instruction. Your web site can serve as a convenient “storage location” for your classroom files. You and others can have access to them anytime, anywhere you have an Internet connection. These days, if you know how to use a word processor, you can create a web page! 

	Web link

Visit the textbook Web site for a list of common tools and services that schools and teachers can use to create web sites. Some free Web services are included.


Depending on the grade level and subject that you teach, you may want to make resources, such as the following, available to your students and their parents: 

· Presentation slides 

· Lecture notes 

· Announcements 

· Class calendar and due dates 

· Homework assignments 

· Online practice tests

· Links to resources used in class 

Of course, this list is just a small sample of the materials that can be made available on a class web site. As you might expect, a site that will be useful to you, your students, and multiple other audiences requires some planning. If you’ve never created a web page before, the following discussion will alert you to several things you should consider.

Define your Site

As with any form of communication, it’s useful to begin by defining your audience: With whom will you communicate? Who is the primary audience of the site? The secondary audiences? Next, define your goals: What is the purpose of the site? What communication goals do you hope to accomplish? Then, define your content. What information do you want to include for your students? Their parents? The community?  Do you want to include information about you, as the teacher? Homework? Class information? Student projects? And finally, identify your web development tools. Investigate whether your school or school system has a particular content management system or web development software that you need to use because each web development system has its individual limitations in the way that content can be displayed. Some guidelines on the type of student information you can post on your web site can be found in Chapter 10, but generally you should not include student names, grades, addresses, or other information that can identify them and you should always have parent and student consent before displaying any pictures of your students or samples of their work.

Design your Site

After you determine exactly what the audience, goals, and content will be, you can begin to plan the structure of your site, while keeping in mind any limitations of the web development tool that you’ll be using. After years of browsing web sites on your own, you probably have some well-developed ideas of what you like and don’t like in a web site. And of course, the Web, itself, contains plenty of resources that provide guidance in creating high-quality web sites. 

	Apply to Practice: Web site layout and content

1. Explore several teacher or school web sites and make note of what you like and don’t like on a web site. 

2. Summarize your likes and dislikes and why you feel the way you do. 

3. Share your perceptions with your peers. Do others like and dislike the same things you do? What additional ideas did you get from your peers?  Are there features from commercial or non-education web sites you might consider?

4. Describe how the results of this exploration will influence the design of your own web site. 


One useful way to organize your content is to create a storyboard of your web pages. To storyboard your content, create an individual “page” that corresponds to each screen in your program. You can physically represent individual web pages with pieces of paper, index cards, or self-stick notes, or digitally by using slide-based presentation software, concept mapping software, or even the drawing tools in most word processing programs. Sketch the location of each of your text and graphic elements on these pages. After you have some sense of what will be on each page, you should also plan your navigation. Traditionally, this has been done with flowcharts that indicate the hierarchal organization or branching structure of the site. Again, you can use software, such as concept-mapping software, or draw the flowchart by hand. But storyboards and flowcharts don’t have to be fancy (see Figure 3.2). They are primarily planning aids for you. Even very rough sketches of the page layout and the linking relationships among pages will help you plan your site. 

Figure 3.2. Insert images of simple storyboard and flowchart 

	Tools for use:  Top 10 things to consider when creating web sites

1. Keep each page consistent in look and feel.

2. Avoid cluttering the page with too much information, whether text or images.

3. Use consistent styles and names for navigation buttons and keep the navigation buttons in a consistent place on every page.

4. Routinely check to be sure the links to other web sites are current, functional, and appropriate to your content.

5. Provide some guide to what is located on the site, either as an outline of pages, an introduction to each page, a site map, or a way to search the site.

6. Include links to any required plug-ins for any multimedia included on your site. Popular plug-in applications include Acrobat Reader, Flash Player, QuickTime, RealOne Player, Shockwave Player, and Windows Media Player.

7. Include your name, contact information, the date of the web site creation, and the last update, typically at the bottom of the page.

8. Include a copyright notice throughout the site and provide contact information for permission to use copyrighted material.

9. Make sure that student information does not violate a student’s privacy or compromise safety. Do not include student information unless parental permission is obtained. 

10. Check the usability of your site for people with disabilities through online resources such as “Bobby,” developed by CAST, or by having someone familiar with accessible web sites visit your site and provide feedback (see the textbook web site for links).




	Web link

Visit the textbook Web site for information on how to improve the accessibility of your web site content to people with special needs.


Develop your Site

Once you’ve planned your site, you need to actually develop it. Fortunately, there are several tools available that make it easy to do so, even if you aren’t familiar with common web programming languages. Many school systems now subscribe to content management systems that they want their teachers to use for their class web sites. The examples on the textbook web site includes popular content management systems you might find in your school. Using these systems can be as simple as uploading your content into prepared templates. Even if you don’t have one of these systems at your disposal, you still have a lot of options for creating a class web site. 

	Web link

Visit the textbook Web site for a list of common tools and services that schools and teachers can use to create web sites. Some free Web services are included.


The simplest solution is to convert your content to HTML for display on the Web. HTML—short for Hypertext Markup Language—is the programming language that provides web browsers with instructions on how to arrange information on a web page. Word processing and desktop publishing software often provide you with the option of saving your document in HTML format. Open a word processing document and check out the “save as” options you have. One of them is probably HTML or “web page.” 

Web site programs with a graphic interface—sometimes referred to as WYSIWYG, meaning “what you see is what you get”—are available that allow you to quickly create tables, insert pictures, format text, and create hyperlinks much like you would using a word processor. Some versions of this software, such as Netscape Composer, are available online for free. Commercial web development software, such as Macromedia’s Dreamweaver or Microsoft’s FrontPage, offers a variety of sophisticated options but may take more time to learn. Many of these programs include templates that provide pre-designed formats that you can use for your web pages. They may also include interactive “wizards” that guide you through web site creation using a question and answer format. In general, web development programs offer greater flexibility than content management systems in terms of representing your own personality on your web site.

When you create a web page with these programs, they generate the code—often HTML and sometimes other languages, such as javascript—required to display the web page properly. However, many of these programs also generate additional code that isn’t necessary to display the page in the browser. For this reason, the code is said to be “dirty” because it contains extra information. But in the initial phases of learning to build web pages, the extra code won’t hurt a thing. Unfortunately, not all browsers handle HTML code exactly alike. For this reason, it’s a good practice to view your pages in several different browsers so you’ll see how the content displays in each one.

One easy way to find out some helpful web coding tips is to figure out the code others use on their web sites. You can see the HTML code for many of your favorite web pages by selecting the “Source” command under the “View” menu in most web browsers. This function may be called something slightly different from browser to browser, but the result is a text-based page that shows you the HTML code for the page you are viewing. You can even try copying and pasting code from pages for use on your own web site. This often requires you to tweak the code to make it work on your page, but this on-the-job training can be a great practice in helping you better understand coding. In addition, there are code libraries and other helpful web sites that are designed specifically for you to copy and paste into your own web pages. Don’t be afraid to search for some and practice modifying them for your own use.

If you’ve ever created a word processing document that includes images, you already know the basics of creating a web page. As you know, web sites typically consist of text, graphics, and links. You create the text and add graphics, sound files, and movies in much the same way as you create a document using word processing software. Graphics, sound files, and movies need to be in an appropriate digital format and may need to be compressed to a reasonable file size—especially movie files. Documents may need to be converted to PDF format to allow them to be viewed by the widest number of users. After that, it’s simple to insert text, graphics, movies, sound, and links to other pages, either within your own web site or on the Web. Image manipulation, media compression, text conversion, and web development programs are often easy to use and rely on some of the same skills you applied with productivity tools, such as copying, pasting, and saving as different formats. Most software companies offer online tutorials to guide you through the process of learning their software.

Deliver

As you create your HTML pages, you are creating a series of files that are stored on your computer. You can view them, but you need to upload your files to a web server before they will be available for others to view on the Web. A web server is simply a computer, connected to the Internet, and running special software that allows it to respond to requests by web browsers. Although many servers are dedicated to only that purpose, any computer can function as a server and be used for other computing tasks as well. There are many server software programs available, including some in the public domain. In addition to web servers, there are other types of servers that have been set up to handle different types of files. For example, there are mail servers, file servers, video servers, and so forth. 

Many schools provide teachers with space for their classroom web sites on the school or district server. Often, especially for school and district servers, there is a web master who is responsible for uploading and maintaining pages on the server. You’ll need to send your files to the web master and sometimes wait a few days before your pages are available on the Web. If this is the case at your school, it will influence the way you use your class web pages. 

In other cases, schools use a hosting service or content management software where teachers have access to their web pages at all times. Your hosting service will provide you with specific instructions as to what you need to do to get your web pages onto their server. For example, you may need to use an FTP program to upload your files. FTP means file transfer protocol and, as the name suggests, is simply a way to transfer files from one computer to another. Some services have simple upload pages that allow you to directly transfer files through your favorite web browser. Regardless of the method, it’s usually a very simple process, no more complicated than sending an e-mail message with an attachment. When you upload your files, make sure you upload your HTML files and all the other files that may be linked to your web pages. Don’t forget to upload your images, sound files, and movies, as well as files that you may want available for download such as PDF or Word files. 

In the unlikely event that your school or district does not provide you with access to server space, there are many web hosting services available that provide you with a certain amount of personal server space for free. There are also several free webhosting services just for teachers. Some examples are provided on the textbook web site. Of course, most “free” services are paid for by advertisers who sometimes expose your users to ads as they access your site. If you plan to use a free service for your class Web site, it’s advisable to check with your school administration to make sure it’s acceptable for you to do so. 

	Web link

Visit the textbook Web site for a list of common tools and services that schools and teachers can use to create web sites. Some free Web services are included.


	Apply to Practice: Web hosting services

1. Search the Web to identify several hosting services. Can you find any that are dedicated to teachers or classroom sites? 

2. Share the URLS of Web-hosting services that you found useful with the rest of your class. Describe why you found the site or tool especially useful.


	Tools for use: Steps in Web development 

Define

- your audience

- your goals

- your content

- your Web development tools

Design

- layout of pages

- menus

- navigation structure

Develop

- convert graphic, text, movie, and sound files to appropriate format

- generate HTML or similar code

- add links to files or pages

Deliver

- upload all files to appropriate servers


Copyright

Although many teachers find the Internet a valuable resource for easily obtaining no-cost instructional materials, such as lesson plans, pictures, sound files, and documents, you should be aware that all material on the Internet is copyright protected and so must take care to use this material appropriately. Electronic communications and files are considered a fixed medium, so items such as e-mail and listserv messages, Web pages, and digital photos are considered copyrighted material. If the material does not explicitly state that it is in the public domain or may be used for educational purposes, you may be violating copyright law when you copy a picture from a Web site and paste it into a presentation—even for an educational use.

Information technologies and the ease with which information can be created, duplicated, and shared have had significant impact on copyright law. While the current law is the Copyright Act of 1976 (see Figure 3.3) this law precedes the widespread adoption of personal computers in education, so subsequent legislation continues to have an impact on copyright. This section describes issues related to copyright, especially as they relate to the use of technology for teaching and learning, but due to the constant testing and interpretation of copyright law in the courts and the subsequent evolution of the copyright law it cannot be considered a definitive authority. It is best to keep track of changes in copyright and state and local interpretations of the law. You can visit the Web site of the U.S. Copyright Office at the Library of Congress for more information. 

	Web link

Visit the textbook web site for a link to the U.S. Copyright Office at the Library of Congress.


	Copyright Law of 1976

Copyright grants the holder these rights: 

· to reproduce the copyrighted work in copies or phono records 

· to prepare derivative works based on the copyrighted work 

· to distribute copies or phono records of the copyrighted work to the public by sale or other transfer of ownership, or by rental, lease, or lending 

· in the case of literary, musical, dramatic, and choreographic works, pantomimes, and motion pictures and other audiovisual works, to perform the copyrighted work publicly 

· in the case of literary, musical, dramatic, and choreographic works, pantomimes, and pictorial, graphic, or sculptural works, including the individual images of a motion picture or other audiovisual work, to display the copyrighted work publicly 

· in the case of sound recordings, to perform the copyrighted work publicly by means of a digital audio transmission


Figure 3.3. Copyright Law of 1976.

In response to the impact of information technology on copyrighted materials, the Digital Millennium Copyright Act (DMCA) was passed in 1998. The DMCA was a reaction to growing electronic commerce but it also impacts education. In particular, the impact on distance education was not received favorably by the education community, in general, as the DMCA placed strict restrictions on materials that could be used online for instruction. For example, as a teacher in a brick-and-mortar classroom, you could show a video or images or play sound recordings to the students present, but if you taught the same class at a distance via the Internet, the DMCA severely restricted the amounts of digital media you could use. In fact, you probably couldn't use the same videos, images, and recordings in their entirety that your face-to-face students could observe.

With the number of distance learning opportunities growing quickly at all levels, copyright law was impacted again by the passage of the Technology, Education and Copyright Harmonization Act of 2002, commonly called the TEACH Act. This revision to copyright law provides some leniency to the use of copyright protected materials when used for distance education but requires some actions on the part of a school in order to be compliant. You should be aware of the requirements and guidelines for schools and for teachers for the use of digital materials as set forth in the TEACH Act and keep abreast of further changes to copyright law throughout your career.

The TEACH Act is limited to certain institutions including some educational institutions. However, to be eligible the educational institution must be a non-profit organization and be accredited. Public schools are normally non-profit and accredited, however some charter schools, virtual schools, and institutions of higher education are not and therefore are not eligible to use digital resources as governed by the TEACH Act (see Table 3.2 for an overview of the TEACH Act). The TEACH Act also requires that your district or school develop a policy for the acceptable use of copyrighted materials that is distributed to all faculty, staff, students, and parents. This policy dictates how copyright materials will be identified to all who use them. This may be included as part of an AUP. Your district or school should also take steps to ensure that copyright protected materials, especially those distributed electronically such as through online instruction, are accessible to the appropriate students only during the duration of the course and that they are not stored or distributed afterwards.

Your specific obligations as an educator using digital materials under the TEACH Act are to make sure the digital materials are an integral part of the instruction and are used under your supervision. That does not mean that you must be online at all times that your students are accessing a streaming video or downloading a journal article used in your class. You should, however, have access to post and remove digital materials in a timely fashion related to their instructional use. You and your school or district must make sure that digital materials are available only to students who are enrolled in the class that requires the materials for instructional activities. This prevents you from posting copyright protected materials directly to a school Web site that can be accessed by students or others outside of your class. 

When considering all of these stipulations, it is important to note that the materials you use must be legally obtained copies, and if they exist in digital format already, you must purchase or obtain them in digital format. For example, you can't digitize your copy of a copyright-protected analog video if it is available in a digital format. You also may only use (1) resources that are performances of non-dramatic literary or musical works, (2) limited portions of other works, and (3) the same amount you would normally display in your face-to-face instruction. For example, while your school may have a license to show the entire taped production of "Romeo and Juliet" or the musical "West Side Story" in a classroom setting, you may not broadcast these in distance learning settings because they are both considered dramatic works.

Table 3.2

The TEACH Act
	Your institution must:
	As a teacher, you must ensure 
Copyright protected material is:

	· Be a non-profit organization

· Be accredited

· Have a copyright compliance policy

· Provide notice on copyright protected materials

· Prevent copyright protected material from being transmitted or stored beyond the period of instruction
	· Directly related to and is an integral part of instruction

· Available only to registered students

· Available during a time limited to instructional needs

· Used in digital format, if available

· Non-dramatic in nature or a limited portion of a dramatic work


So what can you and your students use in your classroom? It's important to understand whether material falls under the limitations of fair use, is in the public domain and may be used in its entirety, or requires licensing, permission, or payment for use.

Fair Use

Fair use guidelines have been established that allow for the limited use of some materials in educational settings. Don't assume that simply because you are using materials for an "educational purpose" that you are meeting the criteria for fair use. You may still be violating copyright even if you are using only a small portion of the original material or the material you are using does not display copyright notice (Salomon, 1999). Citing or attributing the source may also not be sufficient to qualify for fair use.

Unfortunately, the guidelines are open to interpretation and extreme cases rely on interpretation by the courts to determine fair use. The following four criteria have evolved to help the courts determine whether material falls within fair use: 

· the purpose and character of the use, including whether such use is of a commercial nature or is for non-profit educational purposes 

· the nature of the copyrighted work

· the amount and substantiality of the portion used in relation to the copyrighted work as a whole 

· the effect of the use upon the potential market for, or value of, the copyrighted work

When considering whether to use material you have found for instruction—whether you have reused a graphic from a Web site, copied text from an electronic file, or burned an audio file to a CD—reflect upon the guidelines for fair use. If your purpose for using the material is transformative in some way, if it creates something new such as through review or commentary, your purpose may honor the first guideline for fair use. If it is a strict copy, it is probably not fair use under this guideline. For example, if you have created an audio collage of several different actors reciting lines from Shakespeare in an effort to illustrate characteristic features such as alliteration, cadence, or language use, you have transformed the work. Simply playing a movie back in its entirety requires you honor the copyright restrictions of the work. Transformation also occurs when original works lead to variants through critique, extrapolation, or interpretation.

The material may meet the second guideline if the nature of the work is published and is more factual rather than fictional. For example, the use of factual information that might be found or corroborated across several sources is more likely to be considered fair use rather than excerpting sections of journals, web sites, poems, or other works of fiction and creative non-fiction that might be found on the Web. Works that are out of print are also more likely to be considered fair use (Stanford University, 2005; University of Maryland University College, 2004). 

The acceptable portion of the work you are using in relation to the whole is difficult to judge. There is no set number of words, lines, pages, measures or notes from musical works, or portions or number of graphics, Web pages, or lines of code that can be used to measure fair use. While not a strict rule, several guidelines for educators suggest you follow a "10% rule" (Baird & Hallett, 1999). To stay within the guidelines for amount of work, do not use more than 

· 10% or three minutes of a video, whichever is less

· 10% or 1,000 words of text, whichever is less

· 10% or 30 seconds of a musical work

· five images from an artist or photographer

· 10% or 15 images from a collection, whichever is less

· two copies of a multimedia project 

When using materials in your classroom for instruction, you are unlikely to have an effect on the potential market, however educators should be careful about the term of use of the material. If you use a small portion of a digital work for only one semester or lesson, you are probably not effecting the potential market. But if you use the same material for more than two years or you make more than two copies of a multimedia project you should obtain permission for use from the copyright holder or follow guidelines for the appropriate purchase and licensing of the material. In summary, the use of copyrighted works for educational purposes is more likely to be considered fair use than if you used them for profit, but you should seek to understand the copyright restrictions common to any material you use regularly. One of the best resources you may find in a school will be your school librarian or media specialist.

Public Domain

Materials that have entered the public domain may be freely used and distributed. These materials include those for which the copyright has expired or work created by the U.S. government. Some authors also enter their work into the public domain upon creation. Determining when a copyright has expired has gotten more difficult with the passing of the Digital Millennium Copyright Act of 1998. Generally, all works published in the U.S. prior to 1923 are now in the public domain. Since the passing of the DMCA, most works published since 1977 will remain in copyright for the life of the author plus 70 years. There are some exceptions and you may want to check with your media specialist or the copyright holder if you believe a work may be in the public domain.

Teachers should also be careful with modern interpretations of materials that were originally published prior to 1923. For example, Walt Whitman's "Leaves of Grass" is in the public domain, but the jazz interpretations of the poems by pianist Fred Hersh are not. William Shakespeare's works, such as "Romeo and Juliet" are in the public domain, but many of the film versions are not.

	Apply to Practice: Legal issues

Keeping up with legal issues as they relate to technology can be especially difficult because of technology’s rapid pace of change. Laws normally evolve over time in reaction to new social and technological developments. Laws also change as they are challenged by the courts. It’s important that you establish strategies you can use to monitor the changes in copyright law and how these will impact the resources you can access and use in your teaching.

1.  Identify print and Web-based resources you can use to monitor copyright legislation. List these resources and link to them in your professional portfolio.

2.  Share your findings with others in your class. Review the resources they have found and determine which should be added to your own list.


Internet Safety

Many schools have harnessed the Internet to support instruction and help their students practice acceptable and responsible use. Proponents of Internet use in the classroom may view the seemingly unlimited amount of information and the ease of communicating with people all over the world as benefits. These same characteristics may dissuade some teachers from using Internet resources for instruction due to the possibility of students’ contact with undesirable Web sites or individuals. Internet use does offer some safety challenges you should consider when using technology in your classroom.

Several federal laws have significant impact on schools and how you, as a teacher, might use the Internet in your classroom. The Electronic Communications Privacy Act (ECPA) was enacted in 1986 and is designed to support and addresses security and confidentiality issues of electronically disseminated communications. Under the ECPA, anyone—including students—who intercepts or relays communications that he/she is not a party to is susceptible to legal action, such as imprisonment. The ECPA places protection on communications such as e-mail that might otherwise not seem as tangible as a printed communication. Despite this legislation, there are a few practical considerations about e-mail you and your students should consider.

In 1998, Congress passed the Children’s Online Privacy Protection Act (COPPA) to help safeguard children as they use the Internet. Central to this legislation is the information that may be collected from children as they use the Internet. Web sites that target children under age 13 must follow guidelines regarding the collection of personal information. These Web sites must limit the kinds of information they collect from children and must post notice about the information they collect and how that information is used. If your school or district Web site collects or stores student information from children under 13, it too must comply with COPPA.

Web sites you use in class should have clearly posted privacy policies and, if they do solicit information from individuals, should clearly state how that information is stored and for what it is used. Many teachers simply do not use Web sites that collect student information, because parents or guardians must provide consent for a child to enter contact or personal information on a web site. This permission is often required to be in writing—not electronic format—but is a source of contention for software and information publishers who wish to capitalize on the ease of distribution the Web offers. Lobbying and action in courts will continue to test this provision of the law.

You should also be careful about information you post on your class or school web site to prevent identification of individual students. While many schools like to include pictures of students and samples of student work, many will use only a student’s first name or no name at all—using phrases to identify students in pictures such as “students from Mr. Mann’s class” or “students from our school.” Parents should be made fully aware of the need to provide signed consent prior to including pictures of students or their work on a web site. Information maintained in student records is also considered confidential, and items such as addresses, grades, and other identifiable data can only be posted on the web site for the use by that student or his or her parent or guardian. Posting grades online can be a benefit to busy parents who want to keep track of their children’s performances, but this sensitive data should be protected using secure transmissions of data, passwords, or other means.

The Children's Internet Protection Act (CIPA) amends the earlier Communications Act of 1934 and requires schools and libraries receiving funds from the Universal Service Fund, commonly called the E-rate, to incorporate technology-based solutions that block access to material defined as obscene, pornographic, or harmful to minors. The act, enacted by Congress in December 2000, is sometimes called the "Filtering Mandate." Although CIPA does not require that schools actually track how children or adults use the Internet, schools and libraries that receive E-rate funding have to certify to the Federal Communications Commission that they have complied with CIPA in two ways: 1) by installing a technology-based solution to block material deemed objectionable as outlined in the act and 2) by adopting policies to monitor Internet use by students. These policies should address:

· access by minors to inappropriate matter on the Internet

· the safety and security of minors when using electronic mail, chat rooms, and other forms of direct electronic communications

· unauthorized access, including activities that might be considered "hacking," and other unlawful activities by minors online

· unauthorized disclosure, use, and dissemination of personal information regarding minors

· restricting minors' access to materials harmful to them

Using Technology to Support Acceptable Internet Use

Based on the requirements of CIPA and growing concerns among educators and parents alike, most schools have turned to one or more technologies to help keep students safer as they use the Internet for learning. No one strategy can solve all unacceptable use problems and you should not rely solely on technological tools. Training for parents, teachers, and students will help reduce the number and severity of problems you encounter.

Trusted digital resources

One method of supporting safe use of the Internet is to use known and trusted digital resources. You can direct your students to acceptable and valid material on the Internet, whether they are web-based references that your school or district subscribes to or proven free resources. 

Subscription content services also provide valid resources and help to support student inquiry in a safe environment. More than electronic encyclopedias, subscription services include content in a variety of web-based formats and many support dynamic content generation by teachers and students as they connect schools to others around the world. Textbook publishers offer web-based versions of their books as well as activities and materials that are only available online. Some content services may also provide lesson planning, gradebook, and other student information resources so you can have “one-stop shopping” in terms of web-based materials to support your instruction.

Many long-standing print or media companies with a proven track record in education, such as National Geographic or PBS (Public Broadcasting Service), have repurposed their vast print and video archives for web delivery. Many of these organizations now consider web distribution important and so develop materials and tools that capitalize on its unique attributes. Schools that use free resources must weigh the possibility that they may contain advertisements and consider how they want to limit students from leaving the environment for expanded web surfing.

Filtering software

While designed to help prevent students from coming into contact with inappropriate material when using the Internet, filtering software remains a contentious issue for many. Advocates for free speech or who oppose censorship argue against the limitations these tools may place on access to information, however, the increasing amounts of information available on the Internet and the unlimited topics it covers have led many school to use filtering software. The growth rate of information is so quick that filtering software offers one strategy to providing a supportive environment for teaching and learning. Filtering software is also less expensive than evaluating or previewing all the individual sites with which you or your students may come into contact during the school year and over subsequent years.

Unfortunately, filtering software is not always 100% effective. Keywords used to ban sites are often derived subjectively and most filtering services do not publish their lists. This is both to protect their proprietary information but to also prevent individuals from subverting their tools by bypassing known sites that are filtered. Filtering software must be updated often to keep pace with the rapid growth of the Internet. Schools or filtering software developers that claim they prevent students from viewing objectionable material may also open themselves up to litigation if the software is not completely effective (Pownell & Bailey, 1999).

On the other hand, filters can block desirable content and they may not take into account the varying ages, levels of maturity, and individual needs of users—although filtering software designed specifically for students of different ages does exist. It can be difficult, however, for a district that uses filtering software across the district network to allow access to material that may be deemed appropriate to students of different ages and grades. Schools that use filtering software without knowing which sites are being blocked and why may unintentionally censor materials that are constitutionally protected. Some filtering software providers allow schools to customize their installation of the software by adding or removing sites to the general list as well as providing the ability to allow teachers to identify inappropriate sites if encountered accidentally during class. This often takes place through a web site or via e-mail and the inappropriate site can often be removed from access within 24 hours and sometimes much quicker.

Remember, though, that the Children's Internet Protection Act (CIPA) requires that all schools receiving E-rate funding must install a technology-based solution to block material listed in the act. Filtering software is one of the easiest technology-based solutions to help schools comply with CIPA. While you may not be personally responsible for installing or maintaining filtering software for your school computers, you should know whether your school or district uses filtering software, your obligations for that use, options for reporting inappropriate sites, as well as for unblocking desirable web sites that have been denied access.

	Apply to Practice:  Web filters

1. Most schools use some type of filter to block access to certain Internet sites. What are your beliefs about the appropriateness of web filtering?  Under what circumstances, if any, would you support the use of web filters? 

2. Search the Web to locate descriptions of filtering software. Examine a few of the web filter sites such as Cyber Patrol at http://www.cyberpatrol.com and Net Nanny at http://www.netnanny.com and determine what type of content is filtered or blocked and why. Try to determine how that information is blocked and how these practices are monitored and kept current.
3. Does the information you found influence your beliefs about the use of filtering software? Discuss your views with your peers. If there are differing opinions, what evidence can you or your peers provide to support your positions?


Proxy servers 

Proxy servers are software applications that perform several functions, including filtering and storing Internet content. A proxy server can download and save frequently visited web sites in a storage area called a cache. This can result in improved network performance because users can view already-downloaded web sites without a long wait. A proxy server also acts as a low-level firewall and provides limited protection against network intrusions such as viruses or denial of service attacks. For many districts, filtering software installed on a proxy server is an effective way to protect the network and its users at one point of service that can easily be monitored, upgraded, or repaired, if necessary. Consider, instead, how difficult it would be to combat a network attack in even a small district with a few hundred computers if these tools were located on individual computers. The costs associated with labor alone would be enormous and could effectively shut down instructional computer use for days.

Some proxy servers have features that provide greater management of Internet use on your network by prohibiting unacceptable use. For example, proxy servers may be used to eliminate the use of chat rooms, if desired. They can also prevent the use of software that might overload your network, such as peer-to-peer file-sharing programs that reached their zenith of popularity and notoriety with the music-sharing program Napster.

Portable web pages

Portable web pages are a classroom-based option that takes the caching idea one step further. With this software, teachers or students can visit web sites and store them on a local computer for future use. For example, a teacher preparing a science unit on jungle animals can use software to download web pages and their associated files from reputable resources and store them on computers in a lab. During class, the teacher directs the students to use the resources in the web pages already located on the lab computers. Using portable web pages, students spend learning time using valid and reliable material rather than sorting through the mass of information available on the Internet. Students are also prevented from surfing the Web and possibly stumbling upon inappropriate material.

However, this approach has some drawbacks, as well. It is impossible to know about or find all useful material on the Web. Teachers may inadvertently leave out valid source material. This method requires more preparation time by the teacher and any staff who must prepare machines with the resources. Finally, as web pages rely more on databases, XML coding, and alternate presentation formats such as portable document format (PDF), not all web pages present information statically and some pages may not download well.

Summary

As a teacher, your role shifts from being responsible only for yourself, and perhaps your immediate family or friends, to being responsible for many other people’s children. In this position, there are many people who have an interest in the things that go on in your classroom. You will be a representative of your school and your school district, so you have a responsibility to them as well. You’ll need to establish methods for students to communicate among themselves. You’ll need some method of establishing communication between home and school. You’ll need to communicate with school and district administrators, staff, and other teachers. And, you’ll need to communicate with others to enhance your own professional development. In the past, face-to-face meetings were the primary means of communicating with these critical stakeholders. Today, there are other means of making your classroom activities transparent and enlisting the support of parents, administrators, and colleagues such as e-mails, blogs, electronic newsletters, and web sites. Think about how you can use technologies to “communicate and collaborate with peers, parents, and the larger community in order to nurture student learning” (ISTE NETS-T Standard V.4).

Reflection for Professional Development

No matter how you plan to use technology in your classroom, the way you plan to use it today will probably be different from how you will use it in four or five years. For this reason, it’s necessary to constantly “reflect on the teaching and learning process in order to make informed decisions regarding the use of technology in support of student learning” as ISTE NETS-T Standard V.2 suggests. The ability to make informed professional decisions is enhanced through reflection both “in-action” and “on-action” (Schon, 1983). In reflecting “in-action,” professionals continually modify their current behaviors based on this thought process that occurs simultaneously with the action. This relates to the monitor component in the GAME Plan used throughout this book. When reflecting “on-action” professionals consistently look back on what they did and think about what happened, why it happened, how the experience relates to other experiences, and how it should influence future behaviors—the evaluation component. As a reflective learner, you will think about what has been effective in the past, but also continually monitor and evaluate what is effective for you now. 

You can use several techniques to facilitate your own reflective practice. On one hand, the simple act of keeping a journal, sometimes referred to as journaling, can support reflection. Examining case studies, or teacher stories, such as those that appear in this book as “Stories from Practice” also provide an opportunity for reflective thinking. Key to effective reflection is the ability to go beyond a simple description of what happened to consider why it happened, how it is connected to other events, and what adjustments should be made to subsequent actions based on this understanding. Later in this book, you’ll learn a systematic form of reflective practice know as action research, also referred to as teacher research or teacher inquiry. Action research appears to be a particularly effective way to monitor and evaluate classroom innovations, such as new technology uses. But for now, let’s turn our attention to another common method used to evaluate and reflect on professional practice: the portfolio.

Documenting Your Professional Development Through Portfolios

Portfolios have been used to document student progress for years. Perhaps you or your teachers maintained a portfolio documenting your learning as you progressed through elementary school. You may have attended one of the many schools that utilized writing portfolios. Or perhaps you prepared an art portfolio in high school. From these experiences, you know that a portfolio is an organized collection of artifacts that are compiled for a specific purpose. In many cases, portfolios are used to demonstrate your skills and knowledge to others. Portfolios can also be used to document progress over time, and thus can be used as a means to reflect on, and facilitate, your individual learning. 

As a future or current teacher, portfolios provide a way to:

· present and possibly market your skills to others, as in a portfolio that you would use to showcase your skills during your job search process (defined as “employment portfolios”).

· demonstrate compliance with specific requirements so that others can assess your skills, as in a portfolio that you would create to document your attainment of course goals or state standards (defined as “assessment portfolios”).

· reflect on your current skills and future learning needs to guide your individual learning and professional development (defined as “professional development portfolios”).

Employment portfolios

Employment portfolios showcase achievement, specifically in relation to a desired position. Typically, you have complete control over the look and feel of this type of portfolio as well as the artifacts included. These portfolios should represent you well, demonstrating who you are at this particular point in time. Although they may document your growth and development over time, the emphasis of these portfolios is to clearly demonstrate your skill set in as positive a light as possible. As you develop an employment portfolio, think about your audience and try to create a persuasive document that reflects how you are best suited for the position for which you are applying.

Assessment portfolios

The popularity of assessment portfolios is due largely to the belief that they represent an authentic form of assessing student learning. Portfolios used for assessment can differ in the amount of control you (or eventually your students) have in selecting and arranging the artifacts included it. These portfolios often include prescribed artifacts that are carefully selected to match particular objectives or standards for assessment. Typically, such portfolios are evaluated using predetermined rubrics. In some cases, students build their portfolios as they engage in the tasks of a curriculum. Individual artifacts may be evaluated as they are developed as part of regular class work. In other cases, students are free to select the artifacts that they believe best demonstrate mastery. In this case, the burden is on the student to convince the evaluator that mastery has been obtained. Each student is responsible for documenting how he or she thinks a particular artifact demonstrates mastery of a standard or course objective. Throughout this book, you are encouraged to develop a portfolio to demonstrate your compliance with ISTE standards by completing the “Your Portfolio” activities at the end of each chapter.

Professional development portfolios

Whereas the assessment portfolio is developed for your teachers and the employment portfolio for future employers, the professional development portfolio is for you. One of the most rewarding uses of the portfolio is as a tool for individual learning and professional development. It provides a place for you to collect and reflect on artifacts that document your professional growth over time from a very personal point of view. These portfolios provide you with a place to celebrate your uniqueness while focusing on lifelong, self-directed learning. In all likelihood, the assessment portfolio and employment portfolio will represent a selected subset of your professional development portfolio.
	Learn more: GAME plan—Portfolio examples

Set Goals: Determine the type of portfolio that best meets your goals in your current career status. Whether you are entering the teaching field at the beginning of your professional career, shifting careers from a different one, or approaching portfolios for use in your current classroom, there are many examples available to help support you at your current level of development. 

Take Action: Find examples of employment, assessment, and professional development portfolios. Ask your friends or teachers if they have examples. There are also several excellent portfolio resources available on the Web. 

Monitor:  Are you finding examples of each type? Which examples best match your goal? What further information do you need to create a portfolio for your own use? 

Evaluate: Classify the examples that you find as assessment, employment, professional development, or “other” portfolios. What are some distinguishing characteristics of each type? What characteristics or strategies do you think you might adopt or adapt for your own use? Discuss your conclusions with your peers to determine how you might generate a portfolio to meet your goal.


Portfolio Development

Digital portfolios have several advantages over conventional paper-based portfolios. All of the artifacts in a digital portfolio are stored in a digital format, so it’s easy to store images, text files, audio, and video in one location. Digital portfolios can be distributed via the Web, CD-ROM, DVDs, or disks. They can even be printed and distributed in a notebook or collected in folders. Some other advantages of digital portfolios include:

· Easy to control as all artifacts can be conveniently located in one digital space

· Easy to cross reference items

· Easy to distribute to individuals who want to view your work  

· Easy to repurpose the content to meet an alternative goal, for example to use artifacts collected for professional development for an employment portfolio

· Takes less space than conventional collections

· Easy to send out samples to interested individuals 

Although there are several forms of portfolio development software, no specialized software is needed. Just about any software application that can link pages can be used. The pages can be as simple as a series of word-processed documents that link to other artifacts. Tools that have been used to develop portfolios include:

· Presentation software

· Word processors

· Spreadsheet software

· Multimedia software

· WYSIWYG or HTML generators

· Weblog (blogging) software

· Content management systems

· Commercial portfolio development products

· Proprietary portfolio products, often developed by colleges or universities

· Open source tools

This book’s companion web site includes examples of portfolios created with some of these tools. It also links to step-by-step instructions to develop your own portfolio using a variety of common web development and productivity software tools.

	Web link

Visit the companion web site for examples of portfolios created with common software applications.


	Stories from Practice: Helen Barrett

I was on the faculty of the College of Education at the University of Alaska Anchorage and have been researching electronic portfolios since 1991 and have published a variety of print and online articles about using them in education, including creating and managing my own web site on technology and alternative assessment since 1995 (http://electronicportfolios.com). My research about electronic portfolios began with a study of K-12 student e-portfolios for the Alaska Department of Education in the early 90s. In the mid-90s, my research focus changed to electronic teacher portfolios, and I am currently exploring both high school graduation portfolios and family involvement in e-portfolio development in early childhood education. This newest research focuses on how schools can meet the Parent Involvement goal of NCLB [No Child Left Behind] through the collaborative development of electronic portfolios to communicate authentic student learning related to standards, goals, or outcomes. More information about Dr. Barrett and her work with electronic portfolios can be found on the textbook web site.

Source: From Dr. Barrett’s web site at http://edfolio.fdu.edu/BarrettH/stories/storyReader$7


	Web link

Visit the companion web site for links to further information about Dr. Barrett and her work with electronic portfolios.


Selecting a Portfolio Development Tool

As you select among potential development tools, you may want to consider the following factors: 

· Your skills. We encourage you to increase your skills but it’s important to select a tool that can help you meet your goal of creating your portfolio that isn’t so hard you spend all your time learning how to use it.

· Ease with which you can cross-reference artifacts. It should be easy to create and edit links among the items in your portfolio and to provide for simple navigation to all areas within your portfolio. 

· Ability to integrate information from a variety of formats. Make sure all exhibits of your work (e.g., audio, video, images, documents in various formats, etc.) can easily be displayed with appropriate fidelity.

· Access to the tool throughout your career. Specialized portfolio development software isn’t the best tool choice if you won’t have access to it after you graduate. If your college or university does use such a system, consider how the artifacts in your portfolio can be presented in an alternative method, whether on a web page or in a series of linked documents.

· Ability to display portfolio contents in ways that will be useful for multiple purposes and audiences. For example, you may want to post an employment portfolio on the web for potential employers to view and also to create a print version to put in a notebook to take to interviews. 

· Ease of updating. For a portfolio to be useful over time it must be dynamic. Select a tool that permits you to update pages quickly, again focusing on presenting your accomplishments to the intended audience rather than manipulating a complex tool.

· Need for confidentiality. If you want to keep any of the materials private, perhaps your personal reflections or sensitive information about students, you may need to use a program that allows password protection of selected content, especially if you choose to post your portfolio on the Web. 

A major consideration in the selection of digital portfolio development tools should be the ease with which you can reuse the artifacts in a different context. When preparing an assessment portfolio, you need to assemble a collection of documents and artifacts that demonstrate the achievement of specific standards or objectives. Often, the items that must be included in an assessment portfolio are mandated by someone else. Typically, the format and organization of the assessment portfolio is prescribed as well. When preparing an employment portfolio, you should select items that showcase your skills and present you in the best possible light. There, too, you may want to demonstrate how the artifacts in your portfolio demonstrate your mastery of standards, such as the ISTE NETS-T. When preparing a professional development portfolio, you compile artifacts for your own learning and reflective practice, so professional development portfolios are never really completed. By far, the best method of portfolio development is to create a professional development portfolio as a tool for lifelong learning and then to use a selected subset of that information, as needed, for assessment and employment portfolios.

Steps in Portfolio Development

No matter what type of portfolio you develop, there are several steps in the process (see Figure 3.4). You need to:

· Define your purpose, audience, distribution medium, and development tool

· Design your portfolio organization and layout

· Develop the portfolio, and

· Deliver it to its intended audience
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Figure 3. 4. Steps in portfolio development.

Define

During the initial phase of portfolio development, you need to define the purpose and audience for your portfolio, as these factors will influence the content and the look of the finished product. You may be the only audience for a professional development portfolio, or you may decide to share it with colleagues in order to stimulate conversations around specific professional development issues. Most professional development portfolios don’t need a lot of “bells and whistles.” Your future employers are the logical audience for your employment portfolio, so you want this type of portfolio to be as polished as possible! And finally, the audience for an assessment portfolio consists of the evaluators of the product. When in college, this will most likely be your professors; when in the workplace, it may be a state or district technology coordinator charged with documenting your competency on standards mandated by the state or school district. 

Next, you need to decide on a distribution medium and corresponding development tool. Do you want to distribute your portfolio on CDs, post it on the Web, create a notebook, or have the option of sharing any of these formats?  Should you create it using a word processor, web development software, a database program, presentation software, or one of the other options mentioned above? In the previous section, we discussed several factors that you may need to consider as you make your decision. 

Design 

Once you have determined your audience, purpose, distribution medium, and development tool, you can select audience-appropriate artifacts and design the overall organization of your portfolio. In designing your portfolio, think about what you want to include and why you want to include it. Do you want to include video clips of your teaching? Interviews with your supervising teacher or students? Examples of student work? Lesson plans? At a minimum, portfolios consist of a collection of work samples. They may include paper items, videotapes, pictures, and projects. Non-digital objects such as models and drawings should be photographed or scanned for maximum flexibility in use. 

Once you decide what you want to include in the portfolio, you need to decide on the best way to organize the materials. As you identify the items that you want to include in your portfolio, plan for the items you may want to include in the future as well. Concept mapping or flowcharting software can prove useful as you plan the organization of your portfolio. As you develop your organizing plan, you may want to consider the following factors: 

· How you will store and find the materials you need to create the portfolio? Keep in mind that you will have to locate, retrieve, and update many of the items in your portfolio. Consider the use of folders or subdirectories on your computer to help you organize this process, and back up your work often.

· How will the audience navigate through the artifacts? The use of one or more menu pages may help someone viewing your portfolio easily locate sections of particular interest. It is better to use multiple pages with fewer topics per page than to confuse your audience by attempting to fit everything into a small number of pages.

· How you will direct the audience’s attention to important items within a page? You want the audience to have a clear picture of what you are attempting to convey. Consistent page layouts will help someone reviewing your portfolio to locate items within a page, and you can use formatting features to direct attention to specific items on a page.

Develop

When the artifacts have been collected and the layout planned, it’s time to actually develop the portfolio. If you’re creating a digital portfolio, non-digital artifacts need to be converted to a digital format. Typically, this involves photographing 3-dimensional items with a digital camera or scanning 2-dimensional objects. Audio and video clips may need to be imported into your computer or digitized. Although it may sound like a lot of work to compile a portfolio, it can be rewarding to collect your work in one place. You can also simplify the process by collecting artifacts as they are generated and later selecting the most appropriate ones for inclusion in your portfolio. For example, if you receive a positive letter or e-mail from a teacher or colleague, save a copy in a designated portfolio file or directory and later determine how it can be included. The same goes for pictures or videos you may collect that show you working with students or examples of lesson plans or assignments you complete in your preparation program. Save examples in one place as they are created and select the best at a later date.

Typically, portfolios include reflective commentary and self-assessment as to how each piece fits into the larger framework of your learning progress. Professional development portfolios often include reflections related to three key questions: What? So what? And now what? (Kottkamp, 1990). “What” refers to the item selected for inclusion in the portfolio. “So what” refers to your rationale for selecting the artifact. In other words, why did you include the artifact?  What does it mean to you and your personal growth? And when you consider “now what,” you’ll reflect on your artifacts with the intent of looking ahead and setting new goals for future learning and professional development. You may want to include a more polished version of your reflections and learning goals in your assessment and employment portfolios as well. For example when preparing an assessment portfolio, consider how each item illustrates your achievement of the necessary standards or objectives. When preparing an employment portfolio, describe how each item illustrates specific skills.

Once the artifacts have been assembled, they can be organized and linked as needed. For example, one artifact may be used to demonstrate several competencies. Be sure to link your personal reflections on the artifacts as well. 

Deliver

And finally, when you’re creating an employment or assessment portfolio, the digital portfolio is recorded to the appropriate storage medium, whether posted to a web page or burned to a CD-ROM or other means of distribution. Once recorded, it can be presented to its intended audience.

As you go through this book, we suggest that you develop your own portfolio. By completing the activities in the “Your portfolio” boxes, you should be able to document your progress as you develop competencies in technology integration within the classroom. Your portfolio can enhance your professional development, enable you to demonstrate mastery of technology standards for assessment purposes, and showcase your skills to future employers. 

	Tools for Use: Legal issues surrounding the use of images of students within portfolios

Using images of your students at work is an attractive addition to any portfolio; however, it is vital you understand the legal ramifications before you get started. The following is a summary of issues related to including student information in your portfolio based on the detailed information earlier in this chapter.

Permission: You may not use photos or videos of others, especially minors, without permission if these are to be shared with an “audience” beyond the scope of the school itself. Specific information regarding the format of use, potential viewing audiences, distribution method, general content and purpose of images must be provided and written permission received prior to production. Publishing images on the Internet allows images to be viewed by a worldwide audience. It is imperative that parental notification be explicit with written and dated permission obtained. Some schools seek this permission in their acceptable use policy or student handbook.

Identification: Standard practice is to refer to students by first name only. You can also refer to a group of students to avoid identifying individuals, such as “Students in my class…” or “Geography students at our school…” Adult names may be used in full as needed, but only with their written consent.

Student work: You should secure parental permission for including student work in your portfolio. Individuals should not be identifiable. You can maintain confidentiality of identities on student work by using only first names or deleting or blocking out identifiers including city, school, and specific names.
Confidentiality: If your portfolio includes reflections about a student, never refer to that student by name. Use a pseudonym or general term and do not link sensitive reflections about a student to his/her photo or other identifying information. 

Adults: The same cautions apply to adults as well as children. While students constitute a special protected class, if you wish to include adults in your portfolio, play it smart and seek written permission, exercise confidentiality, and be cautious.



Chapter Summary

In this chapter, you learned how to use technology tools to enhance your personal productivity and enhance communications within and beyond your classroom. We defined productivity as “the amount of output of any means of production per unit of input.” We asked you to think about the tasks of teaching and ways that digital technologies could extend your capabilities, enhance your abilities to perform the task, or reduce your overall effort. Since many of the tasks of teaching require communication, we asked you to consider how digital communication tools such as e-mail, listserves, blogs, and web sites could assist you in your communications with students, parents, colleagues, administrators, and the larger community. Finally, we introduced the use of portfolios as a means of supporting your personal growth over time and encouraged you to create your own digital portfolio. This chapter focused on the use of technologies to support you in your day-to-day tasks and ongoing professional development. In Chapter 4, we turn our attention to the use of technologies in the classroom. As we address ISTE Standard II, you will learn to “plan and design effective learning environments and experiences supported by technology.” 

	Your Portfolio
To demonstrate competency in ISTE NETS-T Standard V, prepare the following items for your portfolio: 

1. A description of how you will use technology to increase your professional productivity. Include a discussion of the capabilities of technology to overcome time and space, simulate reality, transform materials, enhance perceptions, repurpose materials, share workloads, centralize and organize, exercise control, and/or communicate efficiently. Discuss how you believe these tools will save time or increase the quality and quantity of the work you produce.

2. A communications plan that includes a

a. description of the ideal technology-base communication system for students 

b. description of the ideal system for students to use for collaborative exchange 

c. description of the ideal technology-enhanced system for communicating between home and school 

d. classroom rules that address issues of privacy, security, appropriate access, and implementation of Acceptable Use Policies

e. description of system for students and parents to electronically retrieve instructional materials

f. description of how you plan to use online communication for professional development 

3. In Chapter 1, you were asked to investigate whether your school or state has a portfolio system that you are required to contribute to for assessment purposes. If not, develop your own using the process and software tools mentioned in this chapter. You may also use the Portfolio Template included on the web site as a guide. 

· Define your purpose, audience and content

· Design your layout and organization. Don’t forget to plan for future additions. You may want to organize your portfolio around the ISTE standards addressed in this book.

· Develop your portfolio template. Add the items that you have already developed in Chapters 1, 2 and this chapter. Don’t forget about the materials you’ll add in the future.

· Keep the format in which you will ultimately deliver your portfolio in mind as you plan and develop your materials.




	Web link

If you school or state does not have a preferred portfolio system or layout, see the companion web site for a Portfolio Template you can use to create your own portfolio as you use this book.


	Looking ahead 

To further document your achievement of ISTE NETS-T Standard V, continue to add items to your portfolio. Begin to collect:

· Samples of your use of productivity tools

· Samples of technology-enabled collaboration with peers

· Examples of online communication for professional development

· Evidence of technology-developed handouts for communicating with the home

· Evidence of electronic sharing of information with the home

Reflections on your teaching and technology use. Include information on why you included a particular artifact, what it means to you, and what you see as the next steps toward continued professional growth.
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Portfolio Development






Define 





  



Design





Develop



Deliver

Record to the medium of choice



	



Distribute to intended audience







Content



Select audience appropriate documents and artifacts that demonstrate your achievement of specific standards or objectives.







Arrangement



• Use of folders/directories: To make retrieval and updating easy



• Navigation: To make location of artifacts easy for users to find



• Layout: To draw attention to important items







Organization based on your chosen  medium











 











Purpose and audience







Distribution medium 



Paper-based (including artifacts such as work samples, 



	written reflections, videotapes, pictures, and projects.)



Digital (all artifacts in one digital format, such as CD, DVD,



Web, etc.)







Corresponding development tool







The format that fits your distribution medium



Convert artifacts (documents, pictures, work samples, etc.) to either digital format or two dimensional copies.







Reflections based on three key questions 



	What? So What? Now what?












