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Technology is a very important part of effective teaching. As such, all pre-service and in-service teachers need to

· become versed in how to use technology effectively,

· be able to integrate technology into the curriculum, and 

· have their students use technology to support their acquisition of knowledge and skills related to various standards and frameworks.

The intent of this technology checklist is to help you identify the technology competencies associated with effective teaching and to monitor your acquisition of skills, knowledge, and dispositions related to the use of technology.

Throughout your work to acquire the competencies on this checklist (ISTE standards) you should plan to reflect on your professional development and your use of instructional practices that employ technology. You will be required to continually review your work toward meeting the competencies, your instructional planning, teaching, and management. You will need to assess your level of competence when you start your work on mastering the technology competencies on this checklist. After assessing your current level of knowledge and skills you will need to develop a professional development plan detailing how you will work to develop those competencies you still need to meet. You will also be required to maintain a professional development portfolio of your work in which you will collect evidence of your acquisition of the skills, knowledge, and dispositions on this checklist.

I. System Operation Skills




    date/signature
1.
Turn on the computer and printer. (ISTE A1, A2, C1)

________

2.
Open a Word Processing program or application.

________


(ISTE C1)

3.
Type at least two paragraphs of text on the topic of
________


your choice into a new document. Name the document


“My Demo” (do not use quotation marks) and save it to 


a floppy diskette. (ISTE C1)

4.
Make a change to the “My Demo” document and using
________


Save As, save a new copy onto the zip drive. Label this


New copy “My Demo 2” (no quotation marks).

5.
Print a document. (ISTE C1)





________

6.
Close the document. (ISTE C1)




________

7.
Minimize or hide the word processing program being 
________


used. (ISTE C1)
8.
Create a new folder on the desktop and name it

________


“Computer Proficiency” (do not use quotation marks).


(ISTE C1)
9.
Copy your document “My Demo” from floppy diskette
________


into the folder you created. (ISTE C1)
10.
Rename the document on
the floppy diskette from “My
________


Demo” to “Sample One.” (ISTE C1)
11. Open an Internet Browser and go to the SAU # 24 
________


NEC Partnership homepage, or go to the NEC or your

placement site’s homepage. (ISTE C1)
12.
Highlight and copy text from a webpage. (ISTE C1)

________

13.
Open the file on the floppy diskette named “Sample
________


One.” (ISTE C1)
14.
Paste the text into the “Sample One” document. (ISTE C1)
________

15.
Save the document and close/quit the word processing 
________


program. (ISTE C1)

16. Demonstrate the ability to make a copy of a document
________


on a floppy diskette, the hard drive, and the zip disc. 

(ISTE C1)










      date/signature

17. Demonstrate the ability to open saved files on floppy
________


discs, the hard drive, and zip discs. (ISTE C1)
18. Demonstrate the ability to utilize the find feature
to
________


locate files and folders. (ISTE C1)








19. Tell the date the found file was created or last

________


modified. (ISTE C1)
20.
 Close/quit the Internet Browser program. (ISTE C1)

________

21.
 Remove the floppy diskette. (ISTE C1)



________

22.
 Insert a CD-Rom into the computer. (If it automatically
________


starts a program, close/quit it). (ISTE C1)
23.
 Remove the CD-Rom from the computer. (ISTE C1)

________

24.
 Shut down the computer.
 (ISTE C1)



________

II. Basic Hardware
1.
Set up the computer, connecting the monitor, mouse, 
________


keyboard, and printer. (ISTE A1, A2, C1)

2.
Connect the electrical cords into a surge protector and
________


into an outlet. (ISTE A1, A2, C1)
3.
Power on the computer, monitor, and printer.
(ISTE A1, A2, C1)________

4. Explain the proper care of floppy diskettes and CD-
________

Roms. (ISTE C1)
5.
Explain (or demonstrate, if needed) the proper method
________


of cleaning computer components 

a. keyboards, (ISTE C1) 




________


b. CD Roms, (ISTE C1)




________

c. printer heads, (ISTE C1)




________

d. monitor screens, (ISTE C1)



________

e. mouse. (ISTE C1)





__________
6.
Access Help Menus. (ISTE C1)




________

7.
Install a designated software program on the computer.
________


(ISTE, C1)
8.
Set up and use a digital camera.
(ISTE C1)


________

9.
Hook up a digital camera to download images. (ISTE C1)
________

10.
Download images, still and video, from a digital camera.
________


(ISTE C1)
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11.
Demonstrate the ability to set up a scanner. (ISTE C1)
________

12.
Use a scanner to scan images and save in jpeg (.jpg)

________


format. (ISTE C1)


13. Use a scanner to scan print documents. (ISTE C1)

________

III. Software Applications (including Word Processing, Desktop Publishing, FrontPage, etc.)

Word Processing

1.
Open a word processing program and begin a new

________


document. (ISTE A 13)

2.
Type the text from the assignment sheet onto the

________


document. (ISTE A 13)
3. Demonstrate the ability to

a. Change font size(ISTE A 13)



________

b. Change font
(ISTE A 13)



________

c. Find and use custom characters (degree symbol,
________


check marks, etc) (ISTE A 13)
d. Change color (ISTE A 13)




___________
e. Change style (bold, italics, underline) (ISTE A 13)
________

f. Change alignment of text (left, right, centered)
________


(ISTE A 13)
g. Cut, copy, and paste (ISTE A 13)



___________
h. Create headers and footers (ISTE A 13)

________

i. Use automatic page numbering
(ISTE A 13)

________

j. Insert date and time (ISTE A 13)


________

k. Create, modify, and use tab stops (ISTE A 13)
________

l. Create a text box. (ISTE A 13)



________

4.
Check the spelling and grammar of the document. Make
________


necessary corrections. (ISTE A 13)
5.
Insert a picture into the
document. (ISTE A 13)

________

6. Demonstrate the ability to 

insert a bulleted list into the document(ISTE A 13)
________

create an outline format(ISTE A 13)


________
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7.
Demonstrate the ability to create and use templates
________


(e.g. lesson plans, classroom forms, etc.) (ISTE A 13)
Software

8.
Find or develop an evaluation tool to determine the

________


appropriateness of various software packages, web sites,



etc. (ISTE B10)

9. Become versed in the use of

a.
PowerPoint (ISTE A 13)




________

b.
FrontPage/Web page creation tools (ISTE A 13)
________

c.
Excel/Spreadsheets (ISTE A 13)



________

d.
Inspiration (ISTE A 13)




________

e.
PhotoShop or other graphic editing program

________


(ISTE A 13)
f.
Raw html (ISTE A 13)





________

g.
Kid Pix (ISTE A 13)





________

h.
Virtual Library (ISTE A 13)




________

i.
Database (ISTE A 13)





________

j.
________________________


________


k.
________________________


________


l.
________________________


________


m.
________________________


________

IV. Internet Browser

1.
Demonstrate the ability to go to a web page by typing
________


in the URL. (ISTE A7)

2.
Demonstrate the ability to create, edit, and organize
________


bookmarks. (ISTE A7)

3.
Demonstrate the ability to use a Search Engine/tools to 
________


find sites and information related to a topic/unit of study 


for an education course at the college or at your placement 


site. (ISTE A7)










      date/signature
4.
Teach students methods and strategies to assess the
________


validity and reliability of information gathered


through technological means. (ISTE B10, D9)

5. Demonstrate the ability to analyze a URL to determine 
________

the reliability and validity of a site and where the site

is located. (ISTE A7)

6.
Demonstrate the ability to navigate the internet 

________


effectively as a result of understanding the basic


structure of the World Wide Web. (ISTE A7)

V. Telecommunications

Email

1.
Open your email software application. (ISTE A13)

________

2.
Compose a new message and send it to a designated

________


person with a copy going to a second person. (ISTE A13)
3.
Open a message sent to you. (ISTE A13)



________

4.
Print the message. (ISTE A13)




________

5.
Read the message and reply to the sender. (ISTE A13)
________

6.
Forward the message to several people simultaneously.
________


(ISTE A13)
7.
Save the message to a floppy diskette, hard drive,

________


and/or zip disc. (ISTE A13)

8.
Organize and delete messages within your email program.
________


(ISTE A13)

9.
Using the address book, enter five different contacts 
________


with name and email address. (ISTE A11)

10. In your address book create a distribution list with at
________


least 4 contracts. (ISTE A11)

On-line Professional Development

11.
Participate in on-line (synchronous or asynchronous)
________


professional development activities. (ISTE B16, B18, C15, D17)

Communicating with Parents

12.
Develop a means of communicating regularly with

________


parents and guardians (e.g. email, weekly updated

web pages, on-line newsletters). (ISTE A6, A13, D15)
VI. Presentation/Multimedia










      date/signature
PowerPoint

1.
Use Power Point to create and give a presentation.

________

(ISTE A13)

Web Page Design

2.
Develop a web page. (ISTE A13)




________

Newsletter Design

3.
Create and publish a newsletter. (ISTE A6, A13)


________

Electronic Portfolio Design

4.
Create an electronic portfolio of your work. (ISTE A13, B15)
________

5.
Help students create an electronic portfolio of their
________


work. (ISTE B15)

Digital Camera

6.
Demonstrate the ability to use images from a digital
________


camera in a presentation, newsletter, or web page. (all)
Scanners

7.
Demonstrate the ability to use images from a scanner
________


in a presentation, newsletter, or web page. (all)

Excel/Spreadsheets/Databases

8.
Use a spreadsheet to enter information in chart format.
________


(ISTE A8, A11)

9.
Use a spreadsheet to create graphs to support the 
________


content of a lesson. (ISTE A8, A11)
10. Use a spreadsheet to perform calculations. (ISTE A8, A11)
________

11. Demonstrate the ability to

a. Create a database (ISTE A8, A11)


________

b. Sort the database information (ISTE A8, A11)
________

c. Print reports from database (ISTE A8, A11)

________

VII. Policies and Issues

1.
Explain security procedures for using the Internet in a
________


school setting including passwords, file servers, access



rights, etc. (ISTE A17, B21, B23, C14, D19, D21)

2.
Locate and read a District’s Acceptable Use Policy.

________


(ISTE B20, B21, C14, D19, D21)
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3.
Create a computer use policy for your classroom (make 
________


sure it aligns with the district’s policy). (ISTE B20, B21, C14, 


D18, D21)

4.
Research the issue of equity. Develop strategies that
________


allow all students access. (ISTE A14, B22)

5.
Research the benefits of using technology and prepare
________


a multimedia presentation for colleagues. (ISTE B1, D18)

6.
Research the issue of diversity. Identify technology 
________


resources that can be used to meet the needs of all


learners. Create an inventory of such resources; include


a description of the resources and with whom and for


what purpose you would use each. (ISTE A16, B22)

7.
Arrange for equitable access to appropriate technology 
________


resources that enable students to engage successfully


in learning activities across subject/content areas and


grade levels. (ISTE C3, C4, D3, D20)

VIII. Resources

1.
Locate technology resources in various placement sites.
________


Develop an inventory of resources. (ISTE B3, C2, D1)

2.
Determine their availability of a district’s technology
________

resources and how to access them. (ISTE B3, C2, D1)

3.
Assess the availability of software to support student 
________


learning and develop a method for obtaining the


necessary software and hardware to support the


specific learning needs of students in the classroom.


(ISTE B3, C2, C3, D1)

4.
Facilitate student access to school and community 

________


resources that provide technological and discipline


specific expertise. (ISTE D3, D8)

IX. Management

1.
Use grading tools to manage student grades.
(ISTE C12)
________

2.
Create a schedule on your computer using and available
________


resources. (ISTE A11)
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3.
Use appropriate software to create and monitor 

________

classroom budgets. (ISTE A11)

X. Assessment

1.
Become familiar with a variety of technology-based

________


assessment and evaluation strategies. Inventory how


you will use each, with whom,, and under what conditions.


(ISTE B11, B12, B13)

2.
Create evaluation strategies (e.g. rubrics) to evaluate
________


technology-based student products and processes used


to create the products. (ISTE B14, C9)

3.
Use evaluation strategies to assess student learning,
________


student products, and the processes used to create these


products. (ISTE B14, C9)

4.
Create an evaluation plan that applies multiple measures 
________


and flexible assessment strategies to determine 


students’ technology proficiency (see ISTE standards for 

preK-12) and content area learning. (ISTE C9, C10)

5.
Use tools and resources to collect, analyze, and interpret
________


data and report results to students and parents. (ISTE B14,


C11, C12, D14, D15)

6.
Help students create self- and peer-assessment tools to 
________


critique student-created technology products and the


processes used to create those products. Guide student 


use of these tools. (ISTE D11)

7. Use results from assessment reassures (e.g., learner 
________

profiles, computer-based testing, electronic portfolios) 

to improve instructional planning, management and 

implementation of learning strategies. (ISTE D13)

XI.

Lesson Planning/Instructional Applications

Lesson Planning

1.
Develop or use an existing lesson plan template for daily 
________


and weekly lesson planning.
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2.
Design lessons that use electronic resources. Make sure 
________


the lesson uses a multiple intelligences approach.


(ISTE B5)


3.
Create lessons that foster the development of 

________


technology skills while meeting content standards. Make


sure your lessons link preK-12 ISTE standards to the


NH Curriculum Frameworks and/or National Standards.


(ISTE B7, B8, C6, D2, D4)

4.
Create lessons that require students to use collaborative
________


learning and activities which use technology resources


to solve authentic (real world) problems in subject areas.


(ISTE B17, C8)

5.
Create opportunities for students to share their

________


expertise with technology with their teachers, peers,


and others. (ISTE D10)

6.
Plan and implement technology-based learning activities 
________


that promote student engagement in analysis, synthesis,


interpretation, and creation of original products.


(ISTE B9, B17, C7)

7.
Plan for, implement, and evaluate the management of 
________


student use of technology resources as part of 


classroom operations and in specialized instructional


situations. (ISTE C4, C7, D6)

8.
Develop on-line supplemental activities or an on-line

________


course. (ISTE D7)

XII.

Instruction

1.
The tasks required for demonstration of the essential 
________

knowledge and skills for this area must be observed over  

a period of time. These skills (those identified in sections 

I – X) will be documented in lesson plans and 

demonstrated during instructional lessons. Student 

performance using technology will also be an indication of 

the mastery and integration of these skills. A minimum of 

four formal observation reports must be included as 

evidence.










      date/signature
One observation must be of you using technology
________



in instruction. (ISTE D5)

One observation must be of your students using
________



technology in their learning of academic content.



(ISTE D5, D12)



2.
Implement a variety of instructional technology 

________


strategies and grouping strategies (e.g. whole group,


collaboration, individualized, and learner centered)


that include appropriate embedded assessments for


meeting the diverse needs of learners. (ISTE B9, C7, C8


D7)

3.
Use electronic resources with your students to support 
________


the learning of NH Curriculum Frameworks and/or


National Frameworks. (ISTE B7, C6, D2, D4)

4.
Identify and use assistive technologies to meet the
________


special physical needs of students. (ISTE B24, C5) 
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