Classrooms for the Future

Apple and CDWG Project Team

Communications Plan

Apple and CDWG Project Team

Websites

· Apple and CDWG will create and maintain a website with information regarding:

· Equipment specifications and pricing

· Account managers
· Calendar of events and trainings

· PDE will post pertinent CFF information on Ed HUB including:

· Details about CFF program
· Success Stories
· District PR
· Weekly Updates

· 
Composite calendar
Calendars

· Apple and CDWG will post training session dates on their websites
· PDE will compile all training dates on CFF site on Ed HUB
· PDE will post all pertinent project meeting dates 

Project Team Meetings

· Apple, CDWG and PDE will hold twice weekly project team meetings via conference call to discuss project implementation (times to be mutually decided upon).
· Project team meetings will be held weekly after implementation is completed
· Face to face project team meetings will be held 2-4 times a year as needed.

· PDE will develop agenda for project team meetings and will distribute prior to the meetings.

· A volunteer will compile meeting notes and share with the team following the meeting.

Coach Mentor Meetings

· Apple, CDWG, PDE and CFF Coach Mentors will hold weekly professional development meetings before and during coach training sessions via conference call (times to be mutually decided upon).
· Post training meetings will be held to determine 

· Additional vendor-specific meetings will be held as needed via conference call.

· Every attempt will be made to meet the needs of the coaches to provide support for their local teachers.  Feedback will be provided through the coach mentors.

Districts
Communication is an important aspect in the success of the Classrooms for the Future implementation.  We recommend that each district establish an implementation team that meets regularly.  Suggested members are:  senior central office staff, curriculum director, high school principal, technology director, CFF coach and lead teachers (it is highly recommended that you also include union leadership).  In order to facilitate communication outside of the district , each district will be expected to identify a district contact person to interface with PDE (the CFF Project Manager) and a contact person to interface with your selected vendor.  It is important that all communication be channeled through these people and they are expected to communicate with the internal implementation team.

Vendors will support communication with district implementation teams:

· Work with PDE to compile and maintain a contact list of each District’s team members

· Work with PDE to reconcile inconsistent or incomplete contact designations (who is the PDE and Vendor interface?)

· Carbon Copy entire district team on district specific communications regarding time sensitive topics such as installation, licensing, support, etc.

· Publish clear escalation paths to avoid parallel communication and decrease confusion.

Weekly communication

· PDE will send weekly Update of reminders and upcoming events to district project managers, principals and superintendents.
· Vendor specific information may be included (training schedules).  Send to be included to the project manager.
· Project managers from CDWG and Apple will be included on the Updates list.  They will be responsible for distribution internally.
Site Readiness Checklist

· Apple, CDWG and PDE will develop a general Site Readiness Checklist (SRC) (with vendor-specific details as needed) to be provided to districts for their implementation planning.
· Annual review and modification of the SRC will be made by all parties involved.

Professional Development Readiness

· Apple, and CDWG will develop specific Professional Development Readiness Checklists to be provided to districts for professional development planning.

Professional Development dates

· PDE will block out specific training dates for districts and communicate them to Apple and CDWG.
· Apple and CDWG will identify training dates that takes into account that school personnel do not wish to be out of their districts for extended periods in a week.

· Apple and CDWG will make arrangements for sites where regional professional development will take place.

· All dates will be posted on vendor sites as well as PDE’s Ed HUB

Coaches

· Coaches are an integral part of the CFF project and communication with them is important.

· Apple and CDWG will communicate directly to coaches subscribing to their particular solution.

· Apple and CDWG are requested to make specific technical or software-related information available to coaches and project mangers via PDE.

· Additional communal storage will be made available to CFF caches through an on-line course management system.

District Feedback – communication

· Districts will be asked to provide feedback throughout the project implementation

· District personnel are requested to direct feedback, concerns and questions to the coach mentors or the CFF project manager and not to list servs

· Schools will be requested to provide impact stories about the project from time to time.

District to District and School to School Communication

· The use of Listservs for intra district and school communication is encouraged.  We have found listservs provide an effective means for sharing.  Please be mindful when you post something so you will not be unnecessarily cluttering mailboxes.

· Trainings and other face to face meetings will be held periodically and provide an excellent forum for sharing ideas and cementing partnerships.

· The Ed Hub is a “one stop” for information about Classrooms for the Future.  It includes:
· Calendars

· PR kit resources

· Articles

· Past Updates

· Resource ideas

Community
- Apple and CDWG are requested to assist local districts in communicating with the 


community where appropriate (special events and “Flip the Switch” events).

- Apple and CDWG are requested to assist PDE in making the CFF program impact 

known to a wide audience.
