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Thank you for the opportunity to join the team at the Lincoln Public Schools. I am very excited about 
the chance to work with faculty, staff, administrators, students and families to improve teaching and 
learning through the use of technology. The following outlines my proposed entry plan into the district. 
 
This entry plan is designed to assist me in developing a comprehensive understanding of the 
technology resources and needs in the Lincoln Public Schools. In addition to developing a sense of the 
district, this plan will help inform the goals of the technology department moving forward. It will also 
help me and the members of the Lincoln Public Schools learning community to become acquainted 
with each other, and begin to establish a working relationship with teachers, administrators, staff, 
students, and community members as soon as possible. 
 
I look forward to the opportunity to review and refine this plan with the district's leadership, and begin 
immediate implementation to allow for a smooth transition. 
 
Entry Plan Goals 

1. Develop a better understanding of the culture and values of the Lincoln Public Schools, and the 
technology department in particular. 

2. Build a working knowledge of the technology resources currently in the district including 
software, hardware, networks, and other systems, and the policies and procedures in place 
around the procurement, use, and maintenance of these systems. 

3. Establish working relationships both within the technology department and across the district's 
multiple constituencies. 

4. Examine the district's needs around technology and how these might be addressed in the future. 
5. Develop strategies and goals for improvement that emerge from the data. 

 
Entry Plan Action Components 

1. Interviews and meetings with various individuals and groups. 
2. School and technology facility visits. 
3. Technology needs assessment survey. 
4. Review existing plans, documents, and contracts. 

 
Key Constituents and Stakeholders 
Key constituents and stakeholders I will meet with include: 

• Superintendent, Assistant Superintendent, Administrator of Business and Finance, 
Administrator for Student Services 

• Principals 
• Preschool and Special Education Coordinators  
• METCO Director 
• Facilities Manager 
• Network Manager 
• Database Manager 
• Help Desk Support Staff 
• Instructional Technology Specialists 
• Librarians 
• Team Leaders and Teachers 



 

• School and District Administrative Support Staff 
• Hanscom Air Force Base School Liaison Officer 
• Students, Parents, and other Community Organizations, including Hanscom PTO, Lincoln PTO, 

and Lincoln School Foundation 
• Town of Lincoln Information Technology Department Director 
• Lincoln Public Library Director 
• Contracted Service Providers 

 
 

Objectives 
I have identified the following objectives for each group: 
 
Superintendent, Assistant Superintendent, Administrator of Business and Finance, Administrator for 
Student Services: 

1. Develop a working relationship with all members of the central office team. 
2. Understand the Superintendent's vision and goals for the district. 
3. Examine the role of technology in supporting central office functions. 
4. Develop an understanding of the key issues regarding technology as identified by the 

administrative team and the relative priority of those issues. 
 
Principals 

1. Develop a working relationship with building principals. 
2. Examine the role of technology in supporting school office functions. 
3. Identify key issues regarding technology in each school. 
4. Ascertain technology professional development needs within each building. 
5. Gain insight into the existing teacher leaders in technology within each building. 

 
Preschool and Special Education Coordinators 

1. Develop a working relationship with the Coordinators. 
2. Examine the role of technology in supporting the Preschool program. 
3. Examine the role of assistive technology in the district. 
4. Ascertain technology professional development needs as it relates to assistive technology. 
5. Gain insight into the existing teacher leaders in the area of assistive technology. 

 
METCO Director 

1. Develop a working relationship with the METCO Director. 
2. Examine the role of technology in supporting the METCO program. 
3. Gain an understanding of the METCO program in Lincoln. 
4. Examine how technology can support students in the METCO program. 

 
Facilities Manager 

1. Develop a working relationship with the Facilities Manager. 
2. Examine the role of technology in supporting the Facilities office. 
3. Develop an understanding of ongoing and upcoming building projects and capital work as it 

relates to technology. 
 
 
 
 



 

Network Manager 
1. Develop a working relationship with the Network Manager. 
2. Examine the systems and networks managed by the technology department. 
3. Identify key issues regarding the district's technology resources. 
4. Develop an understanding of the department's approach to security and disaster recovery. 
5. Develop an understanding of current projects and initiatives. 
6. Understand the district’s relationships with contracted service providers. 
7. Identify applied for and/or awarded technology-related grants and related deliverables or 

deadlines. 
8. Understand the district’s progress towards the PARCC technology readiness targets. 
9. Gain insight into the support and training needs within the technology department. 

 
Database Manager 

1. Develop a working relationship with the Database Manager. 
2. Examine the data systems managed by the technology department including Aspen. 
3. Identify key issues regarding the district's approach to data management. 
4. Understand the district’s relationships with contracted service providers in the area of data 

management. 
5. Gain insight into the support and training needs in the district related to data management and 

analysis. 
 
Help Desk Support Staff 

1. Develop a working relationship with the technology support staff. 
2. Identify key issues regarding technology in the district. 
3. Gain insight into the support and training needs within the technology department. 

 
Instructional Technology Specialists 

1. Develop a working relationship with the instructional technology staff. 
2. Understand which technologies are being successfully integrated into the classroom. 
3. Develop an understanding of current professional development offerings. 
4. Identify key issues regarding technology in the classroom and professional development needs. 
5. Begin to develop an understanding of students' technology skills. 
6. Gain insight into the support and training needs within the technology department and the 

district in general. 
 
Librarians 

1. Develop a working relationship with the district’s librarians. 
2. Develop and understand of the library curriculum and how it is implemented. 
3. Begin to develop an understanding of students' information literacy skills. 
4. Gain insight into the support and training needs for librarians and the district in general. 

 
Team Leaders and Faculty 

1. Develop a working relationship with grade level leaders and other faculty. 
2. Examine the role of technology in each grade level and curriculum area. 
3. Develop an understanding of the key issues regarding technology in each grade level and 

curriculum area. 
4. Identify key issues regarding technology in the classroom and professional development needs. 
5. Understand what technologies are being successfully used in the classroom. 
6. Develop an understanding of students' technology skills. 
7. Begin to identify teacher leaders in technology. 



 

 
School and District Administrative Support Staff 

1. Develop a working relationship with administrative support staff in each school and at the 
district office. 

2. Begin to develop an understanding of the technology tools used by administrative support staff 
in the district. 

3. Gain insight into the training and professional development needs of administrative support 
staff. 

 
 
Hanscom Air Force Base School Liaison Officer 

4. Develop a working relationship with the Hanscom Air Force Base School Liaison Officer. 
5. Begin to develop an understanding of the unique needs of students attending the Hanscom 

schools. 
6. Discuss how the technology department can support students and families attending the 

Hanscom schools. 
 

Students, Parents, and Community Organizations 
1. Develop a working relationship with students, parents, and community members through initial 

contacts with members/leaders of different organizations. 
2. Gain insight into the involvement of groups such as the Hanscom PTO, Lincoln PTO, and the 

Lincoln School Foundation in supporting the use of technology in the district. 
3. Understand the issues that students face around technology use in the district. 
4. Become familiar with technology-related student activities, initiatives, and events. 
5. Begin to establish relationships with business, professional, and social organization leaders in 

the town. 
 
Town of Lincoln Information Technology Department Director 

1. Develop a working relationship with the Town of Lincoln Information Technology Department 
Director. 

2. Identify any common areas of concern and potential opportunities for resource sharing. 
3. Gain insight into technology resources and expertise within the town. 

 
Lincoln Public Library Director 

1. Develop a working relationship with the Lincoln Public Library Director. 
2. Gain an understanding of the relationship between the school libraries and Lincoln Public 

Library. 
3. Identify any common areas of concern and potential opportunities for resource sharing. 

 
Contracted Service Providers 

1. Develop a working relationship with any contracted service providers. 
2. Identify contracted responsibilities of service providers, contract cycles, and any existing issues. 

 
 
Technology Needs Assessment Survey 
The technology needs assessment will be a district-wide electronic survey of teachers, administrators, 
and support staff to develop a greater understanding of current levels of technology integration and 
software, hardware, professional development, and instructional needs. 



 

Document and Plan Review 
The following documents are among those that will be reviewed as part of the entry plan: 
 

• District Goals & Policies 
• District Technology Plan 
• Technology Curriculum 
• Library Curriculum 
• Technology Department FY14 Budget 
• Technology Department Budget Reports (FY12-FY13) 
• Other Budget Documents and Reports 
• Technology-related Grant Applications, Awards, and Reports 
• Acceptable Use Policies, and other Technology Policies and Documented Procedures 
• Technology Documentation, Training Materials, and Online Resources 
• Technology Department Staff Evaluation Process and Instruments 
• Technology Department Job Descriptions 
• Technology Department Staff Contracts, Evaluations, and Licensure 
• District Professional Development Plan 
• Technology Professional Development Curriculum 
• Other Technology Professional Development Documents 
• School Improvement Plans 
• Hanscom 1:1 Initiative Plan and Reports 
• Technology Department, District, and School Websites 
• Equipment Replacement Plans, Disaster Recovery Plan, Security Plan, and Other Technology 

Planning Documents. 
• Technology Inventory 
• Network Documentation and Diagrams  
• Current Support Agreements and Other Contracts 
• Building Project Plans and Technology-Related Documents 
• DESE Technology Plan Reports (FY10-FY12) 
• PARCC Technology Readiness Report 
• Data Systems Documentation 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 
Timetable 
The timetable for completing the objectives in this plan will necessarily extend well into my first year 
in Lincoln, and will likely evolve as I learn more about areas of need.  In order to best position the 
district to effectively utilize the summer months for any necessary systems work, I will focus first on 
the area of IT operations. 
 
Spring 2013 

• Network and Systems Operations 
• Technology Procurement and Asset Management 
• Review of Current and Planned Projects 
• Needs Assessment Survey 

 
Summer 2013 

• Data Systems 
• Technology Policies and Procedures 
• Technology Planning 

 
Fall/Winter 2013 

• Curriculum and Instruction 
• Technology Professional Development 
• Library Program 

 
As I complete each phase of this entry plan, an update regarding my progress towards these objectives 
will be provided to the Superintendent. A final entry plan report will be submitted to the 
Superintendent synthesizing key knowledge gained during the process. 
 
 
Summary 
This entry plan will help me build my understanding of the Lincoln Public Schools and its technology 
resources, and assist me as I work with the rest of the technology department staff to improve learning 
through the use of technology. Throughout the process I will be seeking help identifying other “must 
meet” individuals, important documents and programs to review, and any other actions that would help 
build my knowledge of the district and the technology department. 
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