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Standard Operating Procedure

1. Purpose

In order to provide uniform approach to cybersecurity and continuity of support for our district
improvement plan, Technology Services will need to provide a vetting process to ensure all
solutions are fiscally and operationally feasible for Waco ISD. This Includes the purchasing of
new hardware and software, as well as renewals for software.

2. Technology Services Authority

The purchasing of new hardware and software, as well as renewals for software, must be vetted
through Technology Services.

All computer purchases.
e Laptop and Desktop
e Instructional Technology Hardware: Projectors and Document Cameras and other Audio/Visual
Learning appliances
e  Printers
e All purchases of this type should be completed prior to end of business the last day in February.
All software purchases.
o New software will need to be vetted through the digital review process attached prior to
approval.
o We have several solutions currently in place and do not want to duplicate spending or
increase workloads of campus or district personnel and training efforts.
o Also, an assessment of existing products is needed to assess if the product is not being
utilized to the fullest.
e  Existing software will continue to follow the normal purchasing process, but still require
contacting of Technology Services and Curriculum Instruction to verify current usage.
e All Software Digital Reviews will be conducted two times per year, December and again in
May.
o This will allow for implementation, planning, and training of new platforms during non-
peak times in the educational calendar.

3. Campus Purchase Authority

The following items do not require Technology Services Authorization or quotes. We will assist
if needed, but these items are available for purchase through existing approved vendors.

Existing equipment ancillaries.

o Cables o Thumb drives

o Adaptors o Presentation clickers and like products
o Printer Ink o Projection Bulbs (Technology Assisted)
o Speakers/Headphones/Audio
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4. Responsibilities

Technology Services will:
e Collect and disseminate quotes to the campuses from approved vendors for Waco ISD
for the Inclusions of this SOP.
e Initiate a digital review process for all new software request.
e Technology will initiate a Life Cycle Replacement audit annually of all hardware for
replacement or platform changes. This includes student and faculty devices.
e Ensure that the purchase conforms to the district improvement plan.
Campus personnel will:
e Ensure that Technology Services and Curriculum Instruction are included in
the vetting process for all new software or hardware.
e Collect quotes for the items listing in Section 3.

Digital Review Process

< > DiGiTAL REVIEW PROCESS

Key 3 TEAMS requisition
that includes the work order

Request the product be
reviewad by the District
Level Department

leader for need.

Is the product
already in use
in the district?

number from quote request.
**Ssing am approves vencor cos not

mean they arein use in the district

Not

compatible
Not compatible?
Process ends.

Technalogy Development
staft will determine network
and cyber security

compatibility

Compatible

« Approval of the acquisition of the
product for purchase within
district.

« Support from the Technology

Development Department.

Information will be forwarded

for review by the Digital
Review Committee. This

meeting 2x Annually
in Dec, and May.

Approved

Pilot complete.
Ad hoc committee reviews
results, recommends/approves
the product.

The Department
Approver will approve
limited pilot.*

An ad hoc committee
formed to conduct the pilot.

not
approved

Limited pilot not Not approved?
approved? Process ends. Process ends

*The requirement to pilot the product may be waived based on scope of the proposed project, reference checks, results of testing, etc
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Poor
1pts

Content
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Support Materials/ Training

Technolegy Services

Educational Software

Enviranment
Critical Thinking

Assessment/Pre-Assessment
Component
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Poor
No alignment to district
Initiatives exists. Cantent does
not meet district gazls o
standards o Departments
approve.

Poor
Froduct hes na, or little, reporting
ability.

Poor
Suppart materizls da nat exist.
Technical support i inadeguate.
Unable to track student progress.

Poor
Mo security features. Does not
integrate with currenl syslems.
Mo pravisioning for
authentication. Ma monitoring
logs.

Poor
Mo clear uge of the safllware in
regular classroom activities,

Poor
Student not given opportunity ta
engage in higher level thinking.

Poor

Assessment is unrelated or nob
available.

Rubric: Software Evaluation Rubric

Evaluation of Education Software

Fair Goed
2pts 3pis
General Software

Fair Good

Limited allgnment to dissrict
Initiatives ewists. Content meets
few district goals or standards.

Some Departments see value.

Fair
Product has reporting ability, but
it is not compatible with eur
district systems.

Fair
Limiled aptions for assistance are
given. Tracking student progress is
available cocesionglly.

Fair
Security features gre few and
inlearalion is minirnal.
Aulhentication is at the sofllware
level. Monitaring is minirmel.

Fair
Few legsons can be used in the
classroam setling and Lhere re
few suggestions for use of the
material for whale class, individual
or graug 125sens,

Fair
Student given limited apportunities
to engage in higher level thinking.

Fair
Assessment does nat engage
learner and additional assessrment
is required.

Gaod allgnment to dissrict
inisiatives exists. Content meets
same or mast distric goals and
standards af the district.
Departments apprave.

Good
Praduct has regarting Syslems that
are easy to understand.

Good
Assistance is available bul not
quickly accessible. Additional
Fessurtes Bre available, and
Lreining is available.

Good
Student and Faculty data are
ahared and Bulhenlication occurs
through districl level. Securily
complies with S8 B20.

Good
Software can be integrated in
classronn activities and there are
suggested uses for whole class,
individugl and group lessons,

Good
Student given some opportunity be
engage in higher lewel Ehinking.

Good
Agsessment is usually appropriate
and can provide some measure of
what has been leamead.

Excellent
@ pts

Excellent
Direct alignmaent to district
nitiatives exists. Content meets
most to an dstrict qoals and
standards of the district. All
Departments approve.

Excallent
Product has simple reparting
printing’ exporting aptiens and is
compatible with ether district
systems.

Excellent
Assistance is readily available via
websile and meny additienal sources
are aveilable. Dedicated success
rmenager i assigned to Lhe district
for assislance and Lraining.

Excellent
Student and Faculty data are
sacure with verifisd 5B B20
preclices. Redundant systems
are in place and monitoring is
included.

Excellent
All Features can be used in
classroom ectivities and the
materiel includes activities for
whole class, individual end group
Iessns.

Excellent
Student given extensive
apportunilies Lo engage in higher
level thinking activities.

Excellent
Pre-Assessment (screen-er)
available and asisls with
placement of student in
appropriate lessen/levels.
Assessment is suited to goals and
student ability and easily assagces
whal has been leamed.

Comments
(NJA)

Comments

Comments

Comments

Comments

Comments

Comments

Comments




SCHOOL DISTRICT

Page #

Dept. Responsible

Teacher Accessibility

Effectiveness in teaching

Progress Learning

Intersctivity

Technology Purchases

Date Created:
Revision #

Implementation Date
Last Reviewed/Update

40f4

All

Poor
Software allows the teacher limited
Lo fo Beress bo the monitaring of
activilies, Bsgignments,
assessments, and grades

Poor
Sofltware is ineffective in Leaehing
desirad content. Interactivity is
wnrelated to lear g, not directed
&t student enjoyment.

Poor
Sludents advance al & much o
Slow or loo fast pace. Spesd S ot
besed on individual needs

Foor
Lacks enhancements 1o activaly
involve the learnerfuser.

Fair
Software allows the Leacher
moderabe sccess Lo whale group
monitaring of activities,
asgignments, assessments, and
grades

Fair
Software is partially effective in
Leaching desired content, with
limited interectivity and appeal to
students.

Fair
Students advance at & slightly slow
or fasl rate. Al sludenls advance
ab the same speed.

Fair
Minimal enhancements Lo actively
involve the learnerfuser.

Date
Approval

Good
Software allows the teacher full
Becess Lo whale greug monitaring
af activities, aasigaments,
assessmentls, and grades

Good
Saftwere is mostly effective in
teaching desired content, with
some interactivity that appeals to
students.

Good
Students advance at a moderate
rate. Mest students advance al the
same speed,

Good
Containg Some enhantements to
actively invelve the leamerfuser.

Comments:

Excallent
Softwere allows the teacher ful
sreeas o individual sludent
monilaring of activities,
assignments, assessments, and
grades_ Can be accessed by
Teacher, Administration, and
Dristrict level.

Excellent
Software is ellective in Leaching the
desired content in 2n interactive
way that students will enjoy while
learning.

Excellent
Students edvance &t a speed that is
eppropriate Lo Lheir individual
learning needs

Excallznt
Possess many enhancements that
TeQUire IBAMer/user L remain
actively invalved.

10/07/2020
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Comments

Comments

Comments
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Technology Services
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Principal/ Administration
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