[image: image1.jpg]



[image: image3.jpg]



[image: image4.jpg]ell discovery tools

Applying Technology to Teaching and Learning



Report and Refine

Guide [image: image8.png]‘advancing learning through IT innovation




Report and Refine Your Technology Project
What does this step accomplish? 

In planning for your teaching and learning with technology project, you probably identified metrics for assessing its operational progress and impact on your desired learning outcomes (for example, see Guide 6: Plan and Implement a Technology Project). At a given point (usually established in your original project plan), you should review the results and share them with your stakeholders, along with any indicated adjustments to your approach or plan. This step will help you do that.

Why is it important? 

Reporting on your project’s effectiveness and potential improvement is likely to be a priority for those who had to approve (and possibly finance) your project. Addressing the considerations outlined below will help you answer senior administrators’ questions about how efficiently and effectively you implemented your project; whether it enhanced the learning outcomes you sought to improve; and what adjustments you will make to achieve or increase your project’s success.

Who should be involved? 

The project director, whether formally or informally established, should lead development of the project report. The individuals designated to ensure that different aspects of the project plan are fulfilled (called “responsible parties” in Guide 6: Plan and Implement a Technology Project) should contribute briefs on their progress. 

If the project has largely been a solo effort with few other responsible parties, you may want to engage project stakeholders (see Guide 5: Identify and Engage Key Stakeholders for Technology Implementation) in helping you review and refine your draft report. If a committee has been responsible for the project, asking different committee members to draft different parts of the report may make sense, depending on their degree of involvement. Again, review by and feedback from a few stakeholders may give you the outside perspective needed to ensure the report effectively conveys the project’s status and direction.

Tip: As noted in other guides, brevity pays dividends in getting your material read and your message heard. The report should tell the audience what they need to know—no more and no less. That means you need to think carefully about your audience and the information they need given their relationship to the project (e.g., decision-maker, potential supporter).

What the Results Tell You

Begin by collecting the evidence, observations, and lessons learned from the project. Categorize the information you collect and note any implied changes. 

· Results: Based on the evidence you have collected, determine whether your project has had a significant positive impact, a modest positive impact, no impact, or a negative impact on the desired learning outcomes. List the evidence that supports your conclusion. 

· Technology value: What value has technology added? Does it justify expansion of the project or is the value unclear?

· What lessons have you learned as a result of the pilot? You may want to categorize them (e.g., technology, implementation, planning).

· What changes should be made to the existing plan?

For example, all milestones may have been completed on time but you realize you didn’t have all of the right people in charge. You note that Angela Anderson should replace Sam Smith in your project plan because she is the technical specialist with the required expertise while Sam is a manager, not a hands-on technician. The example is further illustrated below.

	Category
	Change Needed?
	Comments

	Timeframe
	No
	In general, the timeframe worked

	Responsible parties
	Yes
	Angela Anderson should be responsible for technical implementation in the next phase

	Resource needs
	Yes
	Underestimated the amount of time it would take for training; add 2 weeks next time

	Performance assessment
	Yes
	Need to expand measurements to include student satisfaction; add surveys at 6 weeks and at end


Developing the Report

For your report, you’ll want to highlight the project’s major outcomes and justify any changes indicated by your performance measures. In some cases, you may need to justify continuation of the project or explain why a different project makes more sense. Consider using the following outline to structure your report. It is important to be concise; the longer your report is, the less likely it is to be read.
I.
Executive Summary

Open with a one-to-two page summary of your report’s key findings and recommendations, especially about the impact or value generated by the project.

II.
Project Overview

Restate your project’s purpose and desired learning outcomes; briefly review the project’s progress over the given timeframe (e.g., an academic or fiscal year).

III.
Learning Impact

Discuss your findings about the project’s impact on your desired learning outcomes. Support your findings with the available evidence. If it is primarily anecdotal at this point, don’t be afraid to cite it. However, if possible, describe the more systematic approach you plan to take to learning outcomes assessment in the future.

If your evidence suggests positive impacts, describe how you will build on this success. If the project has had no impact or negative impacts on learning outcomes, discuss how you will adjust the project to improve those outcomes.

IV.
Implementation Performance

Briefly review the progress made in implementing the project, drawing on the performance measures in your project plan. Note areas where progress lagged, and identify changes you and the other responsible parties will make to improve. Remember to highlight examples of effective performance, though, and be sure to give credit where credit is due. 

V.
Conclusion

Complete your report by summarizing key findings in terms of learning impact and project implementation. Note how you will adjust the project to take advantage of successes or improve effectiveness. Make recommendations for addressing problems or issues that impact the project’s success but that require support or intervention from higher-level stakeholders.

Revising the Plan

Based on your evidence and the report, now is the ideal time to update or revise your plan. You may want to see if there are any new reports in the literature that would influence your approach. If you didn’t structure your plan using a framework like the one from Guide 6: Plan and Implement a Technology Project, consider using such a framework to update your plan (please see below).

Concluding the Project

The preceding discussion assumes that the project’s progress and learning impacts warrant its continuation. However, the project’s outcomes may lead you to decide that the chosen approach simply won’t support the learning outcomes you wish to achieve. 

If you conclude that your desired outcomes aren’t well suited to technology, you should work with your institution’s teaching and learning center to identify other pedagogical techniques for improving learning success. However, if you think the problem rests with the specific technology or application you tried, you may want to review your technology options again to see if you can find a potentially more effective technology (see Guide 2: Review Current Technology Practices and Trends and Guide 3: Examine Technology Use at Your Institution).

Sample Technology Planning Grid

Use the planning framework below to develop a high-level project plan for your teaching and learning with technology effort. If you haven’t already developed a formal title and description for your project, consider doing so. (And see Guide 6: Plan and Implement a Technology Project for examples.)

Project Scope: 

	Major Steps/Key Activities
	Responsible Parties
	General Timeframes
	Resource Needs
	Performance Assessments

	Step A: 
	
	
	
	

	· Activity 1:
	
	
	
	

	· Activity 2:
	
	
	
	

	Step B: 
	
	
	
	

	· Activity 1:
	
	
	
	

	· Activity 2:
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� Your discussion of the project’s impact on learning outcomes will be largely anecdotal unless you developed and implemented a formal assessment strategy as recommended in Guide 6: Plan and Implement a Technology Project. If you worked with your institutional planning unit or teaching and learning center on a formal strategy, then you should have research-backed findings about learning impact on which to draw.








Applying Technology to Teaching and Learning is a set of guides to help you select and integrate technology into teaching and learning. The guides will help you clearly explain what you want to do, why it will make a difference to learning, and how it can be done successfully. So, when you need to present your project for approval, you will be ready with the answers. You can access the guides online from the ELI Discovery Tools page at www.educause.edu/ELIDiscoveryTools/10564.

ELI Discovery Tools are practical resources designed to support the development and implementation of teaching, learning, and technology projects or processes on campus. They are available to full ELI members only.
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