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INTRODUCTION

The purpose of this paper is to assist school district leaders in enhancing their investment in
MyLearningPlan (MLP) or any Professional Development Management and Evaluation System
(PDMES)." The document provides a comprehensive outline of key considerations and issues
related to planning for a successful launch of a PDMES and suggestions for addressing them. You
will find that many of the pending federal requirements for effective professional development can
be easily attended to with MyLearningPlan. We aim to deepen your knowledge base, stretch your
thinking, and enlighten data-informed strategic decision-making related to planning, managing,

and evaluating your professional development initiatives.

As a part of our work with school districts throughout the United States, Canada, the
Caribbean and the Middle East, we observed, firsthand, while district leaders grappled with the
logistical and operational issues that underlie the effective management of effective professional
development. With the increased attention on measuring and evaluating the efficacy of
professional learning, stemming from the federal government, we are seeing renewed emphasis on
thorough up front planning, in order to help leaders gain the reports that they need on the

backend. Our hope is that you will acquire a new insight or two about what data can do for you.

We will refer to “MLP" specifically throughout this paper because we believe that our robust,
user-friendly, and flexible system offers the leading product in the marketplace; however, districts
may apply the fundamental principles to help with the selection of a PDMES and the subsequent

roll-out process.

The Considerations section below summarizes 13 important planning topics for district
leaders. A Planning Matrix is included at the end to help document your district’s collective thinking

in one or more area.

' A PDMES differs from a traditional PDMS in that the evaluation component of a PDMES brings data gathering full-circle by
enabling district leaders to substantiate their investments in professional development.
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CONSIDERATIONS

Researchers have identified several factors that have been shown to contribute to effective
professional learning. Comprehensive planning is one significant indicator of a successful program,
in terms of increasing teachers’ knowledge and skills and impacting changes in practice. Findings
from Garet and colleagues (2001) reinforce the idea that planning should begin with outcomes in

mind.

There are a number of planning considerations that ideally would be taken into account
when initiating a new professional learning approach or implementing a PDMES, such as
MyLearningPlan. That said, there are a few essential items that must be attended to prior to
implementation, and those are noted with an asterisk below. The others may be addressed at a

later point after the system has been rolled out.

Considerations are organized into three main categories: Plan, Manage and Evaluate, as

follows:

PLAN

1. Facilitate staff empowerment and individual responsibility for learning.*
Visions of staff empowerment, individuals taking responsibility for their own learning,
distributed leadership, and campuses becoming “learning schools” (Hirsh, 2009) can be realized by

leveraging technology and using MyLearningPlan.

With appropriate access, adult learners can generate their own Individual Professional
Development Plans (IPDPs), initiate professional learning requests for coaching or induction
support or other collaboration time, enroll in learning opportunities, and keep track of their
accumulated hours through online portfolios. In addition, school leaders and curricular
departments can manage their respective offerings, while the end user has filtered access to
viewing all appropriate opportunities in a single integrated online catalog. The

electronic portfolios contain users’ complete professional learning histories, thus
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empowering staff to access current information about their district credits, salary points, licensure,

and their work towards district and personal goals at any time.

To enable learners to take ownership for their own professional growth, choices need to be
made about the system “rights” that will be provided to different types of users. Decision points
include email notification preferences, ability to propose and/or instruct professional learning

experiences, configuration authority, and viewing of budget codes.

2. Define roles and responsibilities.*

A typical overall goal of implementing MyLearningPlan is to distribute responsibility for
managing professional learning beyond the PD staff. MLP ensures that transparency is maintained,
in terms of opportunities offered and providing a single database to house all information. To
support broader leadership, it is helpful to document the different roles or job categories that touch
professional development in some way, including instructional and non-instructional staff, building
leaders, coaches and mentors, facilitators or instructors of professional learning, curriculum and
professional development leaders, and administrative support staff. By articulating the professional
learning responsibilities of each job category regarding planning, approvals, and reporting, a
district can not only clarify responsibilities, but potentially reduce redundant or unnecessary tasks,

while creating a solid basis for applying workflow procedures and making data-informed decisions.

3. Align all learning to state, district or building goals.*

An important value of MLP is that the system offers the means to collect all data for in-district
and out-of-district professional learning, which is essential for district reporting purposes and for
providing staff with a single, comprehensive portfolio of their learning history and associated hours,
credits, and points. To support this aim, it is crucial that district leaders review their myriad sources
and formats of professional learning, including district-sponsored, building or team-initiated, and
out-of-district opportunities, to make decisions about how learning experiences can most
effectively and consistently be labeled, organized, and offered or requested in a coherent
electronic catalog or collection of catalogs. It is vital to include site-based forms of

professional learning in this review, so that data can be gathered from ongoing,
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as well as traditional approaches to professional development, enabling a comprehensive picture
of professional growth for each individual in the system. In addition to district-sponsored
workshops, alternative learning formats that embrace job-embedded common planning time may
include, coaching and mentoring, induction support, curriculum development or mapping, book

study, learning team meetings or collegial circles, lesson study, and observations or walkthroughs.

One way to support alignment of learning experiences is to refer to the district’s strategic
plan or goals as a foundation for coordinating and linking all professional learning to encourage
purposeful and focused professional growth. Districts may choose to mandate alignment of any
opportunity to State, district, or building level goals and objectives. In addition, thought should be
given to how learning experiences will be filtered, perhaps by building, subject areas, grades, and

special groups, such as First Year Teachers, Reading Coaches, or Technology Integration Specialists.

4. Integrate professional learning experiences into PD Plans.

To improve student achievement through professional learning, there must be a sustained
focus on student learning outcomes. Joyce and colleagues (1993) indicated: “The centrality of
student learning becomes lost as the details of program implementation become ends in
themselves.” To support focused professional development planning, MyLearningPlan provides a
Professional Development Plan template that helps districts to identify teacher and student
learning goals to create a purposeful and related set of professional learning opportunities.
Districts can use the plan to support more focused and ongoing programs, rather than only offering
individual, unrelated activities. Killion (2007) states: “In reality staff development is ongoing
learning that continues without end...” The PD Plan assists leaders in clarifying and documenting
their primary, long-term professional learning initiatives, including defined plans for different types
of adult learners, such as teachers, para-professionals, coaches, learning teams, or principals.
Coherent and comprehensive reporting can be done based on all learning activities within each

plan, as well as across all plans.
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5. Navigate change.

Establishing a forum for open and direct conversations among representatives from critical
stakeholder groups, including non-instructional staff, teachers’ unions, and Human Resources and
Technology departments, can be an important method for raising and working through many of
these considerations. When preparing to launch a PDMES, shared recognition and anticipation of
the opportunities and surprises that may result is a vital. Fullan (2001) suggests that “reculturing”
or “changing the way we do things around here, is a contact sport that involves hard,
labor-intensive work.” The most successful MyLearningPlan implementations are based on the
shared understanding that while change is complex, clear data-informed decisions and

commitments can best be derived from having multiple perspectives at the table.

MANAGE

6. Optimize workflow processes and approval paths.*

A new initiative, such as rolling out MyLearningPlan, can provide district leaders with a rare
opportunity to re-think the way that things have always been done. While the status quo may have
worked well in a paper environment, an online management system may enable improvement, and
in some cases even elimination of some existing processes or accepted practices, such as allowing
“walk-ins” to attend professional learning experiences or requiring instructor approvals of hard
copy attendance records. Online approvals make the process more efficient by permitting districts
to determine which personnel require notifications only, and which must actually approve a
professional development request. MyLearningPlan also integrates substitute notification right into

the approval process, eliminating that additional step.

Examination of current approval processes and any Memorandums of Understanding about
how hours, credit, or salary points are awarded can help to clarify requirements, in order to outline
what the desired approval workflow processes should be. MyLearningPlan enables conditional form
or field-based routing, which facilitates fine-tuning of approval processes. For example, if forms
include expenditure requests, they would route through the business office, and the

Grant Director would only see those requests that require use of grant funds, and
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the Human Resources department would be an approver for just those requests that apply to
re-licensure. Careful thinking and documentation about these processes, done in advance, will
assure that forms, purposes, and online workflow are set up to clearly and reliably reflect the

district, State or federal guidelines.

7. Leverage technology for data collection and organization.*

When preparing to roll out MyLearningPlan, preparations around how to best leverage
technology should include determining the most appropriate data source for importing user
information and any historical data, and integrating MyLearningPlan with other regularly updated
information sources to eliminate duplicative data entry. It is also necessary to identify the common
purposes for professional learning, such as district credit, salary advancement, and re-licensure.
With clearly articulated roles and responsibilities in mind, thinking through how desired workflow
processes for different purposes will translate to an online setting can surface possible points where
procedures may be optimized through the use of technology. It is important to bear in mind that
re-creating a previous paper process in a new online process is not always the most effective and

leveraged approach to your new system.

8. Provide instructors with appropriate information and tools.

The Instructor features allow districts to recognize users who facilitate, as well as participate
in, professional learning, and to provide them with specific Instructor tools related to planning and
delivering the learning experiences that they are responsible for. In addition, certain responsibilities
that may have been handled by central office staff can be managed by the instructors themselves.
For example, with MyLearningPlan, instructors can access roster information and use the Email
functions to check on who is enrolled, communicate with their participants to build interest, touch
base on logistics, or provide follow-up information to help ensure that the environment, processes,
context, and content are appropriate for the learners (Easton, 2008). In addition, instructors can
mark attendance online, so that administrators have ready access to information that informs final

approval decisions.
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9. Foster ongoing collaborative team learning outside of classroom time.

Districts often struggle with enacting and maintaining the kinds of ongoing and
job-embedded approaches to professional learning that are being called for in the Race to Top
legislation. In addition, sustaining learning between and beyond face-to-face settings can be
challenging. MyLearningPlan offers an online Team Room that establishes a dynamic forum for
ongoing collaboration and team learning to occur in a way that strengthens and extends common
planning time. Hiebert (1999) reinforces the value of “collective participation of groups of learners”
to actively address shared student needs in contexts outside of face-to-face meetings or regular
classroom time. With the Team Room feature, districts can strategically incorporate site-based and

online, team-oriented professional learning as a primary approach to professional development.

10. Manage the collection of data.*

Looking at the big picture, it is critical that administrators have access to easy-to-use tools to
collect and manage the multitude of data necessary to facilitate effective decision-making. From
information about enrollment and rosters to financial and evaluation data, MyLearningPlan tracks
and collects all of the facts, figures, and records that are needed to ensure that leaders are

well-informed.

EVALUATE

11. Identify desired reporting capabilities.*

It is recommended that districts identify the kinds of reports they would like to generate
before, during, and after professional learning occurs. This outcome-oriented planning will help to
define the structure and fields of multiple forms, including surveys, request forms, and evaluation

or reflection forms, in order to collect pertinent information that will ultimately reported.

Thinking about the types of data to gather is one vital step that helps districts prepare to
learn from their own experience. Stigler & Hiebert (1999) note that we must “build

systems with memory” to collect and learn from experiences and insights and

improve programs over time.” To ensure effective professional development

Preparing for a Successful Launch of Your New PDMES - My Learning Plan Inc. © 2011



MylLearningPlan® “A Learning Paper”

PLAN » MANAGE » LEARN » EVALUATE

through accumulation and organization of desired information, MyLearningPlan has an automated
report writer that generates tailored reports in support of any data collected in the flexible form
system. Districts may use multiple measures to draw from, yet the electronic report-writer enables
easy collection of the data in a single, simple interface for efficient analysis. All information that is
collected on a form may be included in a report, and reports can be designed for a variety of
stakeholders, including principals, department chairs, central office staff, executive leaders, School
Boards, and union representatives. For each of those groups, leaders should consider how the
reports will be analyzed, and how the information collected will support program improvement, as

well as the district’s professional learning goals and student achievement goals.

12. Understand re-licensure requirements and district obligations.*

Districts need to ensure that they are collecting the essential data, in the appropriate format,
to generate necessary completion certificates, transcripts or automatic reporting to document the
completion of State licensure requirements. In many cases, MLPz is able to report PD-related
re-licensure data directly to the State Department of Education database. In these instances,

reporting is automatic, with little or no user intervention necessary.

13. Incorporate evaluation measures into professional development design

Another area for contemplation is how the impact of professional development will be
evaluated in terms of changes in teaching practices and effects on student achievement. Killion
(2007) espouses “glass-box” evaluations to “illuminate how a staff development program'’s
components interact to produce results.” NSDC has long evoked the importance of evaluating
professional learning, and forthcoming ESEA conditions mandate that professional learning be
measured and evaluated to determine effectiveness. To address this requirement, formulating
evaluation plans and structures should be considered formatively, in order to incorporate fields for
teacher and student goals, baseline data, evidence indicators, and reflective questions into the
design of PD Plans, evaluation forms, and application and impact forms. Through these plans,
forms, and related reports, MyLearningPlan permits districts to amass a wealth of quantitative and
qualitative data from numerous sources to assist in evaluating impact across

dimensions in a way that is not possible without an intelligently designed
PDMES.
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PLANNING MATRIX

PLAN

Which administrative roles are necessary for certain users to manage your site and PD

programs?

Complete the concept map below:

MyLearningPlan® Access Rights
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Which PD Request Forms need to be available online for users to submit through an

electronic approval process?

Form Name Ready Now (Y/N) Notes

Conference Request Form

Graduate Request Form

Out-of-District Leave Form

Course Approval Form

Individual PD Plan

Mentor Log Form

PLC Log Form

Other:
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What are your district goals and objectives?

Goal 1:

Objective 1a:

Objective 1b:

Goal 2:

Objective 2a:

Objective 2b:

Goal 3:

Objective 3a:

Objective 3b:
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Do you have any ongoing, strategic, district-wide PD initiatives
y Yy ongoing g9 Yes or No

that you would like to manage as a cohesive PD Plan?

If yes, use the rows below to list your plans.

Plan Name Contact Notes

Examples:

PD Plans
Plan Name Plan Dates Contact Tools
Sth Grade History 6/22/2009 - 6/21/2010 M Bogenshutz [manage]
Differentiated Instruction 8/17/2009 - 5/14/2010 Elizabeth Combs [manage]
Guided and Shared Reading &/1/2009 - &/1/2010 Juliet Correll [manage]
Response to Intervention 9/14/2009 - 12/18/2009 Doug Snow [manage]
Upper Elementary Mathematics | 8/31/2009 - 12/31/2010 | Claire Brooks [manage]
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MANAGE

For each form, who is involved in the approval process?

CONFERENCE REQUEST FORM

List all administrators who must sign List all administrators who review List anyone who needs to be
off BEFORE the activity to grant completion AFTER the activity to notified of Final Approval:
Prior Approval: grant Final Approval:

Notification 1:

PRIOR 1: (exp. Principal) FINAL 1: (exp. HR Clerical) (exp. Building Secretary)
PRIOR 2: (exp. Asst. Supt.) FINAL 2: Notification 2:
PRIOR 3: FINAL 3: Notification 3:
PRIOR 4: FINAL 4: Notification 4:
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GRADUATE REQUEST FORM

List all administrators who must sign
off BEFORE the activity to grant
Prior Approval:

List all administrators who review
completion AFTER the activity to
grant Final Approval:

“A Learning Paper’

List anyone who needs to be
notified of Final Approval:

I

PRIOR 1: (exp. Principal)

PRIOR 2: (exp. Asst. Supt.)

PRIOR 3:

PRIOR 4:

FINAL 1: (exp. HR Clerical)

FINAL 2:

FINAL 3:

FINAL 4:

Notification 1:
(exp. Building Secretary)

Notification 2:

Notification 3:

Notification 4:

OUT-OF-DISTRICT LEAVE FORM

List all administrators who must sign
off BEFORE the activity to grant
Prior Approval:

List all administrators who review
completion AFTER the activity to
grant Final Approval:

List anyone who needs to be
notified of Final Approval:

PRIOR 1: (exp. Principal)

PRIOR 2: (exp. Asst. Supt.)

PRIOR 3:

PRIOR 4:

FINAL 1: (exp. HR Clerical)

FINAL 2:

FINAL 3:

FINAL 4:

Notification 1:
(exp. Building Secretary)

Notification 2:

Notification 3:

Notification 4:
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