Baltimore County Public Schools

Protocols for the Use of

Online Collaborative Tools for Teaching and Learning


Introduction

Baltimore County Public Schools recognizes that telecommunications and other new technologies change the ways that information may be accessed, communicated, and transferred by members of society.  Technological changes will have a direct impact on instruction and student learning.  Using online tools in teaching and learning allow teachers, students, administrators, central office staff, and the school community to work together with a common purpose in an online collaborative environment.  Online collaborative tools allow for learning at all times and in all places; in addition, they allow multiple users to be active contributors to discussions, to be active problem solvers, to share information, and to create products.
Benefits include but are not limited to:

· An environment designed to complement traditional instruction that promotes a student-centered approach to learning, encourages collaborative problem solving, and improves student achievement.

· Communication tools that enhance collaboration through discussion, shared documents, and shared tools.

· Online access to shared resources for curriculum and professional development available from home or work.
The most successful collaborative online tools are those in which:

· The goals, purposes, and expectations are understood by all.
· The administrator of the collaborative online tool understands and is dedicated to ensuring success. 

Voice Thread
A Voice Thread is a collaborative, multimedia slide show that holds images, documents, and videos. Comments can be made by using voice (with a microphone or telephone), text, audio files, or video (via a webcam). The educational version of VoiceThread (ed.voicethread.com), the tool BCPS has tested, restricts users to K-12 educators, students, and administrators. There is no public access to VoiceThreads unless invited by the Ed.VoiceThread administrator. An educator or administrator must approve any student content before it is posted to the site. 
Roles and Responsibilities

All Ed.VoiceThread users are responsible for following these guidelines. Listed below are descriptions of the roles and expectations.

Level I: District Level VoiceThread Administrator
The Offices of Instructional Technology and Library Information Services will manage the BCPS Ed.VoiceThread Account; in addition, they will:
· Ensure that School and Office Ed.VoiceThread Directors and Managers have received training. 
· Coordinate and assist school and office Directors and Managers.
· Provide on-going support for Ed.VoiceThread Directors and Managers.
· Respond promptly to concerns expressed by stakeholders.
· Administer tests of compliance and integrity.

· Monitor use of security features.

· Communicate problems to and collaborate on solutions with Ed.VoiceThread.
· Provide appropriate professional development.
· Receive requests for Ed.VoiceThread accounts from schools/offices.
· Create requested Ed.VoiceThread accounts.
Level II: School or Office VoiceThread Director (GJSMS – Principal Kathy Owens)
The principal or office head is responsible for overseeing the implementation of all school or office VoiceThreads.  Each principal or office head will: 

· Ensure that all Ed.VoiceThread users comply with the Baltimore County Public Schools Telecommunications Policies and Rules including but not limited to: Policy and Rule 6202, Policy and Rule 4006, Policy and Rule 5580, and Policy and Rule 5590.

· Ensure that all staff members are using the BCPS license of Ed.VoiceThread.

· Ensure that security features in the VoiceThread are enabled to protect student and teacher privacy. 

· Ensure that participants/students receive direct instruction on and practice in ethical and responsible use of the VoiceThread.

· Communicate with the Offices of Instructional Technology and Library Information Services about VoiceThread training needs, support, and administration.

Level III: The School or Office VoiceThread Manager (GJSMS- Jamie Higgins) 
The VoiceThread Manager is the teacher or office staff member who is responsible for the technical operations of the program and the management of usernames and passwords as well as the creation of classes and will be the contact point in the school for problems and concerns.
The Manager must be highly-engaged and visible to all users of the collaborative online environment. Each Manager under the supervision of School or Office Director will:

· Ensure that all Ed.VoiceThread users comply with the Baltimore County Public Schools Telecommunications Policies and Rules including but not limited to: Policy and Rule 6202 (Instruction: Telecommunications Access to Electronic Information, Services, and Networks), Policy and Rule 4006 (Personnel: Telecommunications Access to Electronic Information, Services, and Networks), Policy and Rule 5580 (Students: Bullying, Harassment, or Intimidation), and Policy and Rule 5590 (Students’ Expressions)
· Use the BCPS license of Ed.VoiceThread.

· Ensure that participants receive direct instruction on the ethical and responsible use of technology and respect for intellectual property as identified in the Baltimore County Public Schools Copyright and Intellectual Property Rule 1110.1.

· Provide training and support for participants in the use of Ed.VoiceThread. 

· Ensure that Ed.VoiceThread security features are enabled to protect student and teacher privacy: Comments are moderated and Voice Thread properties set to non-public.

· Communicate with the Offices of Instructional Technology and Library Information Services about Ed.VoiceThread training needs, support, and administration.

· Submit requests for Ed.VoiceThread accounts to the District VoiceThread Administrator.


Level IV: Participant (Teacher or Staff Member)

Participants are teachers or staff members who assume the responsibility of directing and monitoring the appropriate use of Ed.VoiceThread.  Teachers or staff members are expected to:
· Create classes within the school Ed.VoiceThread account.

· Monitor and respond in a timely manner to email notifications of new VoiceThread activity. 
· Monitor student/participant responses to VoiceThreads.

· Approve student/participant responses so they are visible to the class.

· Ensure that School or Office VoiceThread Director has access to all VoiceThreads created.

· Ensure that all Ed.VoiceThread users comply with the Baltimore County Public Schools Telecommunications Policies and Rules including but not limited to: Policy and Rule 6202, Policy and Rule 4006, Policy and Rule 5580, and Policy and Rule 5590.

· Use the BCPS license of VoiceThread. 

· Introduce new ideas and resources that can be shared by all members of the community. 

· Utilize tools and resources to enhance academic or professional growth. 

Level IV: Participant (Student)

Students are expected to maintain a high level of involvement under the direction of their teacher(s) and utilize VoiceThread for the designated purpose(s) only.  Students are expected to:

· Comply with the Baltimore County Public Schools Telecommunications Policies and Rules including but not limited to: Policy and Rule 6202, Policy and Rule 4006, Policy and Rule 5580, and Policy and Rule 5590.

· Use their assigned Ed.VoiceThread.com username and password only.

· Utilize VoiceThread tools and resources to enhance academic or personal growth as related to the assigned topic or objective. 

Professional Development:
· The expectation is that all BCPS VoiceThreads will be created with the BCPS license of VoiceThread.  If teachers and/or staff members are already using a non-licensed version of VoiceThread, they should contact VoiceThread@bcps.org to receive a licensed Ed.VoiceThread account to ensure compliance with the Guidelines for the Use of Online Collaborative Tools for Teaching and Learning. 
· There are two phases to the training of school and office personnel.

· School or Office Manager training in the management of school accounts as well as basic classroom use for the application.

· School based training to highlight pedagogical methods for using VoiceThread in the curriculum. 
· Workshops and inservice courses are available through the Department of Professional Development catalog.

· If schools and/or offices need additional support or would like to request job-embedded training, please email VoiceThread@bcps.org 
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