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1.
Overview:  Head Start E-Rate Technology Plans
1.1
Scope

A technology plan is required for E-Rate applicants requesting discounts for services other than basic telephone services. The Federal Communications Commission (FCC) requires E-Rate applicants to base their requests on an approved technology plan.  A Technology Plan Approver (TPA) certified by Universal Service Administrative Company (USAC) must approve the applicant’s technology plan before the applicant may receive any services. Although Head Start grantees are not required to use this Reference Guide and accompanying Template, the Template and Reference Guide have been developed to meet the requirements outlined by the FCC and USAC. This Reference Guide provides definitions, samples, issues to consider, tables, and other tools to assist in creating and documenting the agency’s plans.  The template covers the five elements required by USAC that must be included in a technology plan in order to gain approval:

· Goals and realistic strategies for using telecommunications and information technology 
· A professional development strategy

· Needs assessment for telecommunication, hardware, software, and other services

· Budget resources

· Ongoing evaluation process.
Most agencies have already developed components that can become part of the E-Rate Technology Plan, such as agency profile and mission and vision statements.  Furthermore, goal setting, development of strategies, ongoing assessment, and budgeting are typical processes  for Head Start programs.
Collecting and organizing information for a technology plan will help the applicant complete the E-Rate Form 470, Description of Services Requested and Certification and Form 471 Service Ordered and Certification. Documenting an educational purpose or need for services will help applicants complete the "Summary Description of Needs or Services Requested" in Block 2 of Form 470. The approved plan should be consistent with the "Technology Resources" in Block 3 and should support the "Certifications" in Block 5 of Form 470. The approved plan should be consistent with similar information blocks in Form 471 and should support the "Certifications" in Forms 471 and 486 Receipt of Service Confirmation Form.  These forms can be found on the USAC web site at http://www.usac.org/sl.
1.2
Sequence: the planning cycle 
The Office of Head Start recommends that plans align with the E-Rate Fiscal Years that start each year on July 1 and end on June 30 of the following year.  The Federal Communications Commission (FCC) requires that Technology Plans should be written prior to filing Form 470 and includes the period for which E-Rate discounts are requested.  The period covered may not exceed 3 years from the date of approval.  

Technology Plans MUST be developed by all Head Start grantees applying for E-Rate beyond basic telephone service, as described in the current E-Rate Eligible Services List. Basic telephone service is defined as landline or wireless single-line voice service, e.g., local, cellular, and/or long distance, as well as mandatory fees associated with such service, e.g., federal and state taxes, universal service fees, etc.
The Technology Plan expiration date will be listed on the certification letter the grantee will receive from the TPA and will be less than 3 years from the date of approval.   For example: a three-year plan signed after November 15, 2006 and approved prior to July 1, 2007 will expire on or before November 15, 2009.  Technology Plans must be reviewed annually (refer to Core Elements III and V).  Plans should be modified as needed but if substantial changes are made, the plan must be resubmitted for approval as changes in goals or changes that make previously eligible equipment ineligible for E-Rate.
Important note: Direct participation by potential service providers in developing detailed plans should be avoided, as it could prohibit considering the vendor participation during the E-Rate bidding process.  Service providers should not assist grantees with completing Form 470.  Applicants are encouraged to ask service providers to assist in the completion of Form 471 and item 21 attachments.  Service providers may NOT provide in-kind services and equipment.

2.
 Cover Page and Table of Contents
2.1
Cover page

Description: the cover page should contain all the information identifying the agency, the main office address and telephone number, the title of the submission, the names and functions of three top executives as well as their phone numbers and email addresses. It also should include a signatory line for the authorized executive to sign and date.
2.2
Table of contents

Description: The Table of Content reflects the organization of the plan and also constitutes the framework for the Approver to seek and find the information submitted in support of the application – see Approver’s checklist.
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3.
Core Element I: Agency Profile, Goals, and Strategies
3.1
Agency profile

Description: The agency profile should include basic information pertinent to the applicant’s technology plan.  The profile should provide a suitable context and sufficient information for the Technology Plan Approver to assess the soundness of the submitted plan.  
3.2
E-Rate technology plan summary  

Description: The E-Rate technology plan summary describes the key elements of the technology plan and the goals. 

3.3
Agency vision and mission statements

Vision statement: 
Description:  A vision statement expresses what an agency strives to be and how others view it.   It defines where the organization wants to be in the future and projects the optimistic view of the organization's future. More information on vision statements in Head Start is available in Participating in the Management Process, a Training Guide for the Head Start Learning Community.  The Training Guide can be found on the Early Childhood Learning and Knowledge Center (ECLKC) at http://eclkc.ohs.acf.hhs.gov. 
Mission or purpose statement: 
Description:  A mission statement is a brief, general description of the organization’s plans for achieving the vision.  An organization's mission statement describes what the organization is going to do, and explains why.
3.4
Technology Planning Committee
Description:  Development of the technology plan and implementation of the plan should enable parents, teachers, and staff as well as the local community to benefit from the investment in technology.  A Technology Planning Committee guides the development and implementation of the plan.  All stakeholders should have representation on the committee. The governing body and policy council must approve the plan.  

3.5
Goals and strategies
Description: The plan must establish clear goals and a realistic strategy for using telecommunications and information technology to improve education services. List and describe the specific goals, objectives, and strategies for use of technology. The goals, objectives, and strategies should be based on the results of the technology needs assessment. Realistic goals should be established for the next three years.  
	Goal:  

Objectives: 

	Activities
	Person Responsible
	Timeframe


	Resources
	Funding

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


4.
Core Element II: Professional Development

Description:  The plan must include professional development strategies to ensure that staff members know how to use new technologies to improve education. Describe professional development related to achieving the goals and objectives:  

· Provide a statement describing how enhancing the capabilities of the Head Start teachers, staff, and administrators to utilize technology are vital to reaching goals.

· Describe planned training opportunities to foster the appropriate skills so that existing and emerging Information Technologies and telecommunications resources will be fully incorporated and achieve high returns on the investment in technology.

	Goal: 
Objectives:  

	Training & Professional Development Activities
	Person Responsible
	Timeframe


	Resources
	Funding

	
	
	
	
	
	

	
	
	
	
	
	

	Budget Total
	
	
	
	
	


5.
Core Element III: Assessment

The plan must include an assessment of the telecommunication services, staff skills, hardware, software, and other services needed to improve education services.  

5.1
Assessment

Description:  Assessment of Services and Equipment – Conducting an assessment involves identifying the technology needs of the entire organization and its stakeholders. If available, use the previous technology plan to evaluate progress. When assessing services and equipment, use terminology found in the E-Rate Eligible Services List. Information Technology staff, current service providers, and vendors can provide assistance comparing current systems with new technology.  Surveys and ongoing reports from Information Technology staff should be considered during the assessment.  It may be necessary to conduct a telecommunications audit using outside resources, such as vendors and consultants.

	Computers and Network Devices

	Equipment Description

(name & size)
	Number
	End of Life Cycle
	Notes

	
	
	
	

	
	
	
	

	
	
	
	


	Telecommunication

	Center/Location
	Equipment
	Number of Lines

	
	
	


	Internet Access

	Center/Location
	Service
	Speed
	Reliability
	Notes

	
	
	
	
	


	Software

	Center/Location
	Name/Description
	Version
	Number of licenses

	
	
	
	


	Emerging Technologies

	Description
	End of Life Cycle
	Notes

	
	
	


5.2
E-Rate discounted services 

Description: List existing services and equipment needed to accomplish the plan. Identify additional services needed to meet goals and objectives.  List hardware and software you plan to purchases to support the goals and objectives.  The Eligibility Services List on the USAC/SL web site is a useful reference to use when developing your list.  Collecting and organizing this information to complete your lists will help you complete the E-Rate Forms 470 and 471. Organize requests using the four eligible categories of service:
1. Telecommunications services
2. Internet access
3. Internal connections
4. Basic maintenance of internal connections
Finally, identify services provided that are not eligible for E-Rate discounts.  

5.3
Schematics and diagram of the organization’s network:
Description: Include a diagram that represents the elements of your computer network
Provide schematics of your current and planned system.

6.
Core Element IV:  Budget

Description:  The plan must provide an adequate budget to acquire and support all the non-E-Rate discounted elements of the plan; the hardware, software, professional development and other services needed to implement the strategy.  Budget all costs to implement this plan and include current year costs and plans related to non-E-Rate discounted elements, such as Professional Development Training costs, desktop computer purchases, cell phone hardware purchases. 
· Create a budget table – see example on the following page.  Include the four E-Rate categories of services as a framework for the budget table.  The four categories are: telecommunication services, Internet access, internal connections, and basic maintenance of internal connections.  

· Maintain detailed work sheets outlining specific cost estimates for equipment such as computers, printers, phone, or speakers.  Do not submit the work sheets with the plan but keep them on file.

· Community Action Agencies receiving reimbursements should maintain documentation that will demonstrate how E-Rate funds are reinvested in the Head Start grant or other education services.

· If the local fiscal year does not match funding years for E-Rate on budget documents, make appropriate notes on the budget sheets.
· Provide an explanation for grants, donations or in-kind services. More information can be found on the USAC web site at http://www.usac.org/sl.    
Important Note:  It is prohibited for Service Providers participating in the E-Rate program to provide in-kind services.  Special rules apply when eligible and ineligible services are bundled. 
	Expense Category
	Current Year
	Year 1
	Year 2
	Year 3

	
	General
	E-Rate
	In-kind
	State
	General
	E-Rate
	In-kind
	State
	General
	E-Rate
	In-kind
	State
	General
	E-Rate
	In-kind
	State

	Priority 1 Services and Equipment

	Telecommunications
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Hardware
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Software
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Internet Access
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Subtotals
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Priority 2 Services and Equipment

	Internal Connections (IC)
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Basic Maintenance of IC
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Subtotals
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Other Services and Equipment

	Staff Training
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Subtotals
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Totals 
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


7.
Core Element V: Evaluation and Monitoring

Description: The plan must include an evaluation process that enables the Head Start program to both monitor progress toward the specified goals and make mid-course corrections in response to new developments and opportunities as they arise. The description of the process should include monthly and annual activities, such as e.g., periodic testing of equipment, staff surveys, staff skills assessments, child/parent interviews and/or classroom observation documentation, budget/report analysis.  The process should address the following evaluation categories: 

· Connectivity and infrastructure 

· Hardware 

· Integration and use of technology 

· Professional development 
· Fiscal support of technology 

8.
Children’s Internet Protection Act (CIPA)

Description:  To receive support for Internet access and internal connections services from the Universal Service Fund (USF), the Head Start Grantee must certify that staff are enforcing a policy of Internet safety that includes measures to block or filter Internet access for both minors and adults to inappropriate content. In general, Head Start programs must certify either that:

· they have complied with the requirements of CIPA; or 
· they are undertaking actions, including any necessary procurement procedures, to comply
with the requirements of CIPA; or 
· CIPA does not apply to them because they are receiving discounts for 
telecommunications services only. 

CIPA requirements include the following three items: the Technology protection measure, Internet safety policy, and Public notice and hearing.

8.1
Technology protection measure 
A technology protection measure is a specific technology that blocks or filters Internet access. It must protect against access by adults and minors to visual depictions that are obscene, child pornography, or — with respect to use of computers with Internet access by minors — harmful to minors. It may be disabled for adults engaged in bona fide research or other lawful purposes. The policy must also include monitoring the online activities of minors. 

8.2
Internet safety policy 
The Internet safety policy must address the following issues: 

· Access by minors to inappropriate matter on the Internet and World Wide Web 

· The safety and security of minors when using electronic mail, chat rooms, and other forms of direct electronic communications 

· Unauthorized access including "hacking" and other unlawful activities by minors online 

· Unauthorized disclosure, use, and dissemination of personal information regarding minors 

· Measures designed to restrict minors' access to materials harmful to minors

8.3
Public notice and hearing

The authority with responsibility for administration of the Head Start agency must provide reasonable public notice and hold at least one public hearing to address a proposed technology protection measure and Internet safety policy. 

9.
Technology Plan Document Certification Page
Head Start agency authorized signatures and date approved.

Head Start Policy Council approval

Head Start Governing Board Approval
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