Excerpt from Self-Assessment Activities for School Administrators:

A Companion to Making Technology Standards Work for You,

Susan Brooks-Young (ISTE, 2004).

Use the chart below to reflect on your own use of technology in the workplace.

	Personal Technology Use

	Frequency of Use

	Which of the following technologies are available to you, and how often do you use them? This list names technologies commonly found in school offices, but you may need to add additional items in the area marked ‘Other.’

N/A=Not Available     1= Never     2=Occasionally     3=Frequently     4= Daily

	Technologies
	N/A
	1
	2
	3
	4

	Desktop computer
	
	
	
	
	

	Laptop or tablet computer
	
	
	
	
	

	Personal Digital Assistant (PDA)
	
	
	
	
	

	Automated messaging system
	
	
	
	
	

	Cell phone
	
	
	
	
	

	Two-way radio
	
	
	
	
	

	Fax
	
	
	
	
	

	Other (list and rate):


	
	
	
	
	

	Of the technologies you use frequently or daily, which are most helpful in your job? Why? 



	Are any of the technologies you use frequently or daily more trouble than they’re worth in terms of productivity? 

Why? 



	Use of Applications

	Which of the following technology applications are available to you, and how proficient are you in using each? This list names applications commonly accessible in school offices, but you may need to add additional items in the area marked ‘Other.’

N/A=Not Available     

1= I do not use this application     2=I can use this application with assistance     

3=I can use this application on my own     4= I can teach others how to use this application

	Technology Applications:
	N/A
	1
	2
	3
	4

	Word processor
	
	
	
	
	

	Spreadsheet
	
	
	
	
	

	Data base
	
	
	
	
	

	Presentation
	
	
	
	
	

	Calendar
	
	
	
	
	

	Email
	
	
	
	
	

	Listservs
	
	
	
	
	

	Internet search engines
	
	
	
	
	

	School Web page
	
	
	
	
	

	Voice mail
	
	
	
	
	

	Student Information System
	
	
	
	
	

	Other (list and rate):


	
	
	
	
	

	Of the applications you use, which are most helpful in your job? Why? 



	Are any of the applications you use more trouble than they’re worth in terms of productivity? 

Why? 



	How do you currently model technology use in your workplace? Provide examples.




