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I. Introduction

Acknowledgments

Acknowledge whoever in your district (etc.) you need to acknowledge for supporting this work.  
The following text must accompany any report that you create that is based on this evaluation report template:

This report is based on a format developed by Sun Associates 

www.sun-associates.com
© 2014 Sun Associates

Under a Creative Commons Attribution-ShareAlike 4.0 International License
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Executive Summary

What’s this report about? 
What did you find?  
What do you recommend doing about what you found?

This section is important – and may be the only part of your report that most people read. Be sure to get your points across succinctly.  It is NOT important that this section be unnaturally short (i.e., it’s not an abstract), but it should be concise and very summative.
Methodology
Talk about how the indicators were developed, and how the data was analyzed against the indicators.  Since the reader may have no idea about your process, you should describe things in this section such as:
· Who was on the committee that did this work

· How you came up with these indicators

· When did you collect data?

· What is the process for reviewing this report and what will happen with this evaluation once it is finalized?
Table of Data Collected

It’s usually helpful to list your sources of data and the numbers of people, schools, classrooms, etc. that participated in the data collection.
	Data
	Number (N)

	Teachers Surveyed

	Elementary
	

	Middle
	

	High
	

	Teachers Interviewed (including focus groups)

	Elementary
	

	Middle
	

	High
	

	Classroom Observations

	Elementary
	

	Middle
	

	High
	

	Principals Interviewed

	Elementary
	

	Middle
	

	High
	

	Parents Interviewed (focus groups)

	Elementary
	

	Middle 
	

	High
	


The Conceptual Basis for This Evaluation

It may be helpful for you to write a bit about how come your indicators say what they say. Part of this explanation may be to reference and discuss (actually discuss, do not just paste these things into the text without explanation!) things such as:
· The NETS standards
· The relationship between NETS, the Common Core for Learning, 21st Century Thinking and Learning skills, etc.

· Other conceptual frameworks that support your indicators (e.g., ACOT, SAMR, etc.)

II. Findings 
Some sort of introductory text describing how your indicators frame the various areas that the evaluation examines.  
Student Skills and Outcomes
You start each findings section by stating your indicator for that category…
In line with national standards, all students are able to synthesize and develop knowledge and express their ideas creatively using and producing a variety of media. Students are proficient in basic technology skills and are information and media literate. They are able to acquire knowledge through research and technology, and take ownership of their own learning, collaborate and problem solve with others, while exploring different perspectives utilizing a variety of instructional technology tools within a personalized learning environment.
And then bullet the indicator categories for this indicator

· Student use of and proficiency in basic technology skills
· Student technology use is aligned with national standards (NETS)

· Students take ownership over their learning in a personalized learning environment

If there’s anything in general that you found that you want to say about this indicator category, you can say it here (before you get into details), or afterwards in a “general findings for this indicator” category.
Student Proficiency in Basic Technology Skills
And then these are your findings that address each of the key points from your indicator(s) for this category.  

Technology Use Aligned with Curriculum and Learning Standards
same here

Student Ownership of Learning
same here
Other Findings for this Indicator

If you have findings that do not seem to fit well with the above categories, you can create an “Other Findings” category and list those findings here.
Teacher Skills and Pedagogy
Teachers demonstrate fluency in available instructional technologies and strategies and use these to establish personalized learning environments for all students. Teachers design and adapt relevant, real-world, learning experiences that incorporate available digital tools and resources to promote creativity, communication, collaboration, and critical thinking in line with best pedagogical practices (i.e. differentiation, home-school connections, accountability and assessment).  Teachers utilize technology to continuously improve their professional practice.
This indicator breaks down into the following conceptual categories:

· Teacher fluency in the use of technology to support learning
· Teacher skill in designing student learning experiences (pedagogy) that aligns with best practice and standards
Teacher Technology Fluency
Pedagogy
Other Findings for this Indicator
Administration and District Policy
The District ensures the development of a clearly defined K-12 plan for technology integration, aligned to national and local standards with measurable essential learning outcomes. All stakeholders understand the district’s strategic vision for instructional technology. The district ensures equal access and learning opportunities for all students and staff.  Resources and policies are established to foster teacher leadership, monitor accountability, celebrate success, and encourage risk-taking. The district maintains and constantly reviews policies necessary to ensure safe and ethical technology use.
This indicator breaks into the following categories:
· The existence of a clearly-defined K-12 plan for technology integration with the curriculum
· The existence of a strategic vision and plan for instructional technology
· District policies that support equity in technology use
· Teacher professional development
· Safe and ethical technology use
A Curriculum-Aligned K-12 Plan for Technology Integration
A Strategic Vision and Plan
District Policies that Support Equity in Technology Use

Teacher Professional Development
Other Findings for this Indicator
Infrastructure
The district has established a budget that supports the continual upgrade and maintenance of technology infrastructure. There is sufficient availability of technology tools, networks, and related devices to support technology’s use as described in the district’s strategic vision and plan. The technology infrastructure is bolstered by both technical supports and effective instructional support.
This indicator breaks down into the following categories:

· Technology tool and resource availability and functionality

· Technical and instructional support for technology use
Efficacy of the Technology Infrastructure

Technical and Instructional Support

Other Findings for Infrastructure

III. Recommendations 
The headings/categories here can really be whatever you want.  If you don’t have specific recommendations for each indicator category (and you may not), then it doesn’t make sense to organize this rigidly by indicator category.  Rather, just use a heading to state the point of each recommendation and then write-discuss the recommendation in a paragraph.

We’ve just created sample headings here…

Recommendation 1
Recommendation 2
Recommendation X…
IV. Appendices
Whatever you want/need to put here.  Traditionally, this is where you include copies of your data collection tools, background research, etc.
Data Collection Instruments
Surveys

Principal Questions

Teacher Focus Group Questions

Parent Focus Group Questions

Classroom Observation Protocol
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