Planning for change
These pages contain a range of questions divided into three major sections: technical issues, human issues and financial issues. Please use the space beside each question to initially note your comments about your school’s needs and/or and staff members who can assist with answers.  As you explore different SMS packages you’ll use those notes to guide you in critical factors to look for.
1  Technical Issues

Connectivity 

The ability to share data between and among the various systems a school may use must be considered:








Your notes
· Can the data be exported to other systems (eg the library package or to accounts)? 

· Can this be kept up to date automatically (as opposed to being done manually)?
· How does this compare with the current practice in the school? 

· How difficult (technical) is this going to be to carry out? 

· Can the system link to third part timetable software? 

· Does the attendance package link to an early notification interface?

Access

Increasingly teachers and other users of the SMS may choose to work with the system from locations other than the school environment. Access may therefore be an issue that needs to be considered:







Your notes
· Can staff use the system at home? If so, how – eg via the web or dial-in?

· What limitations and or complications and costs are there to enable this? 
Hardware and infrastructure requirements

Inevitably, the SMS will require a server to run from, and make demands on the school’s infrastructure:







Your notes
· Do you know the recommended hardware/infrastructure specs for the new system (network, servers, desktops etc)?
· Will this mean a hardware upgrade must be undertaken before the change?  If so, has this been allowed for in the budget? 

· Is a fast (broadband) internet connection required?  Do you have one? 

· Will you incur additional connection fees? 

· Do you use a managed network service?  Is this a good time to consider the advantages? 
Functionality

While all SMS packages share a number of features in common, each also contains features that may be unique to that system:





Your notes
· What parts of your existing SMS are being used? By whom? For what?

· Can you map the currently used functionality to that offered by the new software? 

· How critical are the elements you may lose?  Does the vendor have a development timeline indicating when these features will be available in the new package? 

· What advantages are offered by what you gain? 

· Can you continue with some ‘modules’ of the old package that will enable continued availability of ‘lost’ functionality? 

Transfer of data

If you are already using a SMS it will important to you that information that is contained in your existing SMS can be transferred to the new one, without having to re-enter the data again:







Your notes
· Do you know what data can and cannot be transferred? 
· Will the data that cannot be transferred be lost or can it be archived?  If so, how easy will it be to access? 
· Does the new package hold information that the old one doesn’t? 
· Do you need to start collecting such data? 

Changeover

At some point you will have to take the step to actually change over to use the new system. Ideally, this should occur with minimal disruption to the operation of your school:










Your notes
· Can the changeover occur overnight?  Should parallel systems be run for a time period – does this present problems for data integrity? 
· Is this an opportunity to check and/or re-collect data? 
· What happens to old attendance data? 

2.  Human Issues

Staff satisfaction 

The attitude of staff is critical to achieving a smooth transition to a new system. It is important to understand the level of satisfaction they feel about the existing system, and their perceptions of the need to change:





Your notes
· What is the view of staff about the existing package? 

· Do they appreciate the reasons why a review is occurring? 

· Are they aware of the advantages they can look forward to? 

· What opportunities have staff had to be involved in the discussions around the need for change?

Support

The acceptance of change and adoption of a new SMS is more likely to succeed where there is a well-defined and understood system of support:



Your notes
· Do you have a nominated ‘contact’ person on the staff who will liaise with the help desk? What are the time limitations on this service? 

· At the vendor end, is the same person always available when you call the help desk to enable better relationship building? 

· Is there a clear process for you to: 

· report a ‘bug’ 

· request a change in functionality 

· request new functionality? 

· Can you go online and find a list of FAQs or help ‘tips’? 

· Is there a published list of development ‘issues’ with expected resolution timeline? 
· How useful are the supplied manuals and the means by which they can be kept up to date? 

· How important is it to consider what other local schools are using/doing? 

· Do you share or intend to share/compare data with local schools? 

Training

Staff will require training in the use of the SMS to ensure that it is used efficiently and effectively in your school. They cannot be expected to simply ‘pick it up’ on the basis of what they may (or may not) have been using before:



Your notes
· Do you know who provides the training – is it, for example, a specialist trainer directly employed by the company, a local computer technician who occasionally provides training in a particular geographic area, or a regional vendor agent with specialised training experience? 

· Can you request training at a time to suit you or is it pre-determined? 

· Is there an annual conference/development seminar etc? 

· How many staff can be trained at one time?
· What is the usual elapsed time over which the stages of training occur? 

· How many types of training (to suit staff needs) are offered? 

· Consider the categories of staff, ie:

· ancillary office/PA/secretary 

· ancillary office/accounts 

· senior management team 

· teaching staff 

· technician or teacher with responsibility for hardware/network
· Are there any special school activities during this time that may conflict with staff resources and cause training to be rescheduled? 

· Can you share professional development costs and opportunities with other local schools? 

· How difficult will it be to find relief cover during the install/setup/training period?

3  Financial Issues

The purchase of the actual SMS software may be only a part of what is required to pay for its implementation:







Your notes
· Are you clear on the upfront costs of the new proposal, and what is and is not included? 

· Have you allowed for costs associated with upgrading your internal hardware and networking systems?

· Have you allowed for relief teachers/staff during training? 

· Are you aware of the ongoing maintenance/support charges and know exactly when they kick in? 
· Is there an annual maintenance fee, and does it include all upgrades? 

· Do support calls incur a cost? 

