THANK YOU

for taking the time to assist our children with learning in the lab.

Skills are taught in conjunction with the grade level content wherever appropriate. A programming class might be taught using Pilgrims as a content area.  You may see web based research on ‘parts of a flower’.  Formatting is often taught using classic children’s rhymes.  We keep our learning authentic to give children a reason for learning the skills.  Some things may not seem to be technologically oriented, but there is a reason we incorporate them into the curriculum. 

The lab specialist is in charge of the implementation of the curriculum.  Each lab specialist has her own way of presenting these skills and the lessons may be adjusted to suit the dynamic of the class.  Some classes may pick up on something more quickly than others may, so the lesson will be extended or abbreviated as necessary.  While there are many shortcuts used in technology, we do not teach or use them until after the children have learned the basic method.  If children know a shortcut, and ask if they may use it, we usually allow it after we have seen that they are competent using the basic method.   

Lab Volunteer Responsibilities

Volunteers should help any child who appears lost.  Often it is helpful to ask the child to restate the directions rather than do the work for the child. Restating the directions reminds the student of what they heard and gives them the responsibility for staying on task.  To this end, “active listening” by adults in the room is essential. Helping ALL children, gives them the confidence to ask for help, knowing they will not be passed over in favor of another “special” child.

If a substitute teacher is in the room, please assist with carrying out the lesson plans as written by the lab specialist.  Lab specialists write sub plans with several points in mind.  The first and most important is to keep the continuity of learning.  Second, is to maintain order and comfort for all: the sub, the students and volunteers.  Third, is to minimize the opportunity for failure or mishap and maximize the student’s rewarding learning experience.   


As you are given the trust to help our children, their confidentiality should be protected within and outside the classroom at all costs.  


If at any time, you are concerned about a child, please see the lab specialist or principal to be certain that problem is addressed soon and correctly.  The principal is knowledgeable about the issues that children encounter. We are very lucky that our principals know their students and their staff very well.  It may be that a child has had a rough day, a playground problem, a bus problem, a home problem, etc.  Staff may have been instructed as to how a certain situation is to be handled.  In any case, to allay your own concerns, please see the principal if you are not comfortable talking to the staff member about the situation you encountered.  Again, your confidence is expected, as you would expect that same courtesy. 

Lab Behaviors for All

Every specialist has a set of classroom rules presented frequently to the class. These are based on the rules of the school in general.  All children should follow the lab specialist’s instructions regarding behavior and seating in the lab. It is distracting to the children when adults, other than the specialist, are talking during instruction. Volunteers help all children adhere to those rules by modeling this active listening behavior.  

Adults sit in chairs while children are in the group meeting. Everyone is actively listening to the instructions.  The rule is that you keep your hands, feet and any objects to yourself.  This is designed to defuse “touching” issues that frequently occur in small groups. 

Additionally, we expect the 4R's to be observed at all times.

First, Respect Yourself.  If you do not respect yourself, you cannot respect others. Give yourself a chance.  Believe in your own ability.

Second, Respect Others. Give them the courtesy you would want for yourself. Help others when needed, but without disruption to the instructor or other students.

Third, Respect your Work. Always and everywhere, your BEST work is what we expect.  This helps us to know what you have learned and what we need to reteach the class.

Finally, Respect your Tools and Equipment.

[image: image1.wmf]Our materials are provided by the people in our town who pay taxes.  Your parents and other people do this even if they do not know you, because they believe in you. 

About the Instructional Technology Benchmarks

Early implementation is via weekly labs designed by one Elementary Technology Integration Specialist, and presented by Lab Assistants in grades 1-4 in a spiral curriculum.  

Benchmarks are based on the state standards, NCLB, ISTE and CPS Mission Statement.

Grades 1-2

P-1 Demonstrate basic skills for using hardware, software, network and peripherals (e.g. authenticate on the network, use the mouse and keyboard, open, close, save and retrieve documents, navigate through windows, and use correct terminology).

P-2 Demonstrate appropriate posture and use of home row keys.

P-3 Complete a writing task that includes simple formatting in a word processing application.

P-4 Complete a project that requires using a graphic organizer.

P-5 Participate in a project that includes using a spreadsheet.

P-6 Participate in a project that includes the use of painting/drawing tools, capturing and inserting clipart, photos and drawings, charts and graphs, where appropriate.

P-7 Complete a grade level exit project that includes the creation of a slide presentation.

P-8 Demonstrate appropriate computer use and etiquette.  Follow classroom and CPS rules for safe and responsible use.

P-9 Participate in a project that includes using teacher-selected websites.

P-10 Participate in a project that includes programming multiple objects to appear, disappear, move, stop and change size and appearance.

.Grades 3 to 4 (all previous plus)

E-1 Identify components of a computer system and their function; use appropriate terminology.

E-2 Complete a grade level exit product in a core subject using basic word processing, editing and formatting functions, saving and retrieving files and selecting a printer.

E-3 Complete a project in a content area that uses graphing (charting) tools to manipulate and analyze data.

E-4 Complete a curriculum project that includes capturing, formatting and inserting images into a word processing or presentation document with proper citation and using basic layout format.

E-5 Complete a grade level exit project that uses a slide show to represent learning in a curriculum area.

E-6 Complete a curriculum-based project that uses a Web browser to navigate a web site, capture and use research data correctly.

E-7 Use a variety of specialized tools for problem solving in areas of the elementary curriculum.

E-8 Demonstrate an understanding of and compliance with district Acceptable Use policies.  

E-9 Continue to demonstrate appropriate posture, and improve keyboarding skills

E-10 Complete a research project that includes communication of results with others, using appropriate electronic tools.
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While this document is specific to the elementary labs, the full document covering grades 1-12 can be seen here 
http://www.chelmsford.k12.ma.us 

Select District...Technology...scroll down to…Tech Links

Choose Elementary Educational Technology...scroll down to Links…CPS Student Benchmarks
All volunteers are required to have a CORI check on file. Please check with the school office to get this requirement fulfilled.

