
 

 TO: HONORABLE MAYOR FROM: Jill Bourne 

  AND CITY COUNCIL 

   

SUBJECT: SEE BELOW  DATE: May 5, 2020 

              
Approved       Date 

         5/8/20     

 

 

SUBJECT:  DIGITAL LITERACY QUALITY STANDARDS AND THE DIGITAL 

INCLUSION FUND 

 

 

RECOMMENDATION  

 

(a) Accept the staff report on the development of digital literacy quality standards for all City-

sponsored programs that serve all ages, as specified by the Education and Digital Literacy 

Strategy; and 

(b) Accept the report on the status of the progress of the current cohort of grantees through the 

San José Digital Inclusion Fund, and; 

(c) Adopt the Digital Literacy Quality Standards Citywide; and 

(d) Direct staff to return to the Neighborhood Services and Education Committee in Spring 2021 

to report on progress implementing the Digital Literacy Quality Standards. 

 

 

OUTCOME  

 

The Mayor and City Council of San José will be informed, provide feedback and adopt the 

proposed Digital Literacy Quality Standards that have been developed by staff for City 

programs.  The Council will have accepted the report on the update on programs provided by the 

Digital Inclusion Fund. 

 

 

BACKGROUND  

 

Education and Digital Literacy Strategy 

 

On May 7, 2018, the City Council held a special meeting regarding the Education and Digital 

Literacy (EDL) Strategy.  The San José Public Library (Library, SJPL), as lead department, 

partnered with other City Departments (Parks, Recreation and Neighborhood Services (PRNS), 

Work2Future), school districts and Santa Clara County Office of Education (SCCOE), 

collaborative organizations (First 5, Region 5), and established programs (SJ Learns, SJ Promise, 
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SJ Works) to devise and present recommendations for a comprehensive citywide EDL Strategy 

in three educational development areas and a universal plank, Digital Literacy:  

 Early Education – Entering School Ready to Learn and Succeed;  

 Learning by Grade Level Proficiency – Expanding Education Beyond the School Day; 

 Pathways to Post-Academic Success – Graduating Ready for College and Career; and 

 Digital Literacy – Future-Ready Success 

 

In addition to giving unanimous approval for all recommendations, City Council directed staff, 

in partnership with appropriate networks and leading agencies, to “establish evidence-based 

quality standards for all programs that are City-funded, sponsored, or endorsed; align program 

standards with existing standards and program assessments whenever possible.”     

 

Digital Literacy Quality Standards– 21st Century Ready 

 

The adoption of City-wide Digital Literacy Quality Standards (DLQS) will ensure that all 

residents receive high quality programs and services offered by the City and its partners, creating 

a continuum of education for Pre-K through senior citizen participants. The DLQS would offer 

both program staff and participants the tools necessary to increase digital inclusion and literacy 

across San José.  Program quality assessments and experience surveys will provide vital data and 

drive future decision-making.  

 

Advisory Committee and Project Advisory Team 

 

In Fall 2019, the Library created and chaired a Digital Literacy Quality Standards Ad Hoc 

Advisory Committee, comprised of subject matter experts and key partners, to craft a set of 

standards that would ensure quality educational experiences in all City-sponsored programs. A 

list of Committee members, found in Attachment A, includes representatives from a wide 

variety of organizations. 

The Committee was convened from August 2019 to November 2019 through several full-group, 

in-depth discussions as well as subcommittee work on individual standard focus areas. Upon 

completion of a working draft in December 2019, SJPL staff further circulated the Standards to 

additional City staff and partners for feedback, edits, and suggestions.  

 

 

ANALYSIS  

 

The Digital Literacy Quality Standards and Framework (Attachment B) is designed to serve as 

an overall programmatic guide and continuous quality improvement tool by defining standards 

and identifying strategies to improve the quality of digital literacy programs. This document is 

intended for programs that promote digital skills for students and community members, which 

are City-sponsored, meaning the programs are operated by, funded by, or offered in partnership 

with City staff or using City assets.  This is in alignment with one of the 3A’s of Digital 

Inclusion, namely Adoption, by ensuring that program providers and participants are fully and 

safely able to engage with the technology necessary for future-ready success.  Through the use of 
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the DLQS, the City will be home to residents who are capable of and eager to utilize the many 

online and digital resources at their fingertips.  

Each Standard Area is equally important in providing the framework for building quality digital 

literacy programming. As outlined, the DLQS are organized into three (3) categories that make 

up a Quality Continuum, measuring progressive levels of program quality.  

An Overview describing the general expectations associated with each Standard Area, across the 

Quality Continuum, is provided on pages B.1-2. The detailed Digital Literacy Quality Standards 

document is provided in full on pages B.3-13. 

 

Implementation and Timeline 

 

Once the Digital Literacy Quality Standards are approved and adopted, City departments will 

begin, or continue, efforts to ensure that all City-sponsored programs are in compliance with, at 

minimum, the Beginning Standard level as identified in the DLQS.   

 

Year 1 Implementation (fiscal year 2020-2021): 

 Assess current and future City digital literacy programming by utilizing the DLQS to 

ensure alignment and adherence; 

 Fully implement the DLQS through the Digital Inclusion Fund grant program, which will 

provide digital literacy instruction, a free device, and Wi-Fi access to 600 previously 

unconnected San José residents (Library); 

o Note: the Coding 5K Challenge related programs are already utilizing the DLQS, 

which reaches 6,000 participants per year. 

 Develop pilot digital inclusion and literacy programming, made possible through the 

Digital Inclusion Fund and the AT&T Tech for Good grant; providing 350 residents with 

informational workshops/classes on digital literacy and internet access options resulting 

in 100 full adoptions (PRNS). 

 

San José Digital Inclusion Fund Grantee Cohort Update 

 

On February 25th, 2019 the City Council approved $1M in funding for the first round of Digital 

Inclusion Partnership Grants. These grants will be issued over the next year to twenty three (23) 

San José community based organizations (CBOs) who will work directly with San José residents 

to address their digital needs. The City’s Implementation Partner, the California Emerging 

Technology Fund (CETF), will work directly with the CBOs to oversee implementation of each 

aspect of the Digital Inclusion portfolio. 

 

Grantee Demographics 

The inaugural cohort of Digital Inclusion Grantees is listed in Attachment C. These CBOs 

represent a wide cross-section of eligible San José-based non-profit organizations, including 

academic institutions, cultural community-focused entities, and human rights-based 

organizations, which are uniquely qualified to deliver Digital Inclusion to San José Residents.  
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Grantee Projects 

CBOs are currently beginning the process of developing their internal infrastructure, creating 

program plans, and updating internal procedures to achieve 4,000 digital adoptions in San José 

households over the next year. A digital adoption is defined as providing three essential elements 

to each resident: Affordable Broadband Connectivity, a functional digital device, and digital 

literacy skills training courses. 

 

Grantee Progress to Date 

Virtual sessions have begun in earnest with the inaugural cohort of 23 grantees to ensure that 

they are progressing in their individual efforts to reach San José households that are unconnected 

or under-connected. Virtual sessions have included one Community of Practice workshop and 

one Affordable Internet Offers workshops. Conducted by CETF, these workshops provided an 

opportunity for the grantee cohort to share collective wisdom and learn best practices for 

reaching the most digitally vulnerable populations. 

 

Additionally, the Digital Inclusion Fund website has been updated to reflect the most current 

digital connectivity offers made available voluntarily by telecommunications companies in 

response to the COVID-19 crisis. These connectivity offers provide broadband opportunities to 

residents at affordable rates, and/or increase the broadband speed for consumers. By maintaining 

continuity of service, grantees are able to quickly and efficiently provide digital access to San 

José residents and families in these difficult times. 

 

 

CONCLUSION  

 

In creating the DLQS and Quality Continuum, the City of San José will be better able to ensure 

that all programs that are City sponsored will be of high quality, and provide vital technology 

access and skills to all sections of the population. Implementation and rollout of the DLQS over 

the next two fiscal years will encourage programs to continually improve their educational 

offerings and allow for a common language across all Digital Literacy content creators and 

implementors. 

 

The Digital Inclusion Fund will continue to work with its first cohort of 23 grantees to support 

them in completing over 4,000 full digital adoptions by Spring 2021. Through Community of 

Practice events, close collaboration, and the maintenance of continuous service, the Digital 

Inclusion Fund will be able to support their grantees and San José families, allowing for a nimble 

response to the needs of the community. 

 

 

EVALUATION AND FOLLOW-UP 

 

As the lead for the EDL Strategy, the Library will work with PRNS and the Digital Inclusion 

Fund team to track the implementation of the Digital Literacy Quality Standards and will report 

back to the Library and Education Commission and the Neighborhood Services and Education 

https://www.sjdigitalinclusion.org/covid19
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Committee on a regular basis. Staff will report on the progress made by both departments in 

implementing the program quality standards in Spring 2021.    

 

 

CLIMATE SMART SAN JOSE  

 

The recommendation in this memo has no effect on Climate Smart San José energy, water, or 

mobility goals. 

 

 

PUBLIC OUTREACH 

 

This memorandum will be posted on the City's website for the May 19, 2020 San José City 

Council meeting.  

 

 

COORDINATION 

 

This report has been coordinated with the San José Digital Inclusion Fund. 

 

 

COMMISSION RECOMMENDATION/INPUT   

 

Members of the Library and Education Commission were part of the Ad-hoc and recommend 

their adoption. 

  

 

CEQA 

 

Not a Project: PP17-008 - General Procedure & Policy Making resulting in no changes to the 

physical environment.  

 

       /s/ 

       JILL BOURNE 

       Director, Library Department 

 

For questions, please contact Vidya Kilambi, Division Manager (Library) at 

vidya.kilambi@sjlibrary.org or at (408) 808-2151.  

 

 

Attachments 

 

Attachment A: Members of the Digital Literacy Quality Standards Ad Hoc Committee 

Attachment B: Digital Literacy Quality Standards 

Attachment C: Digital Inclusion Fund current cohort of grantees 

mailto:vidya.kilambi@sjlibrary.org


 

Attachment A 

Digital Literacy Quality Standards  

Project Advisory Team Membership 

 

Dr. Mary Ann Dewan- Santa Clara County Office of Education 

Karen Larson- Santa Clara County Office of Education 

Michael Snyder- Library & Education Commissioner 

Thaddeus Aid- Library & Education Commissioner 

Michael Melillo- Library & Education Commissioner 

Laura Buzo- Parks, Recreation & Neighborhood Services 

Seth Hubbard- Tech Exchange 

Saul Ramos- Somos Mayfair 

Rosemary Kamei- Silicon Valley Education Foundation 

Elizabeth Mason- Stanford Poverty & Technology Lab 

Elizabeth Alvarez- Franklin McKinley Children’s Initiative 

Heather Noelle Robinson- Digital Civil Society Lab 

Lauren Silver- Computer History Museum 

Charlene Tatis- California Emerging Technology Foundation 

Lauren Hancock, Samantha Cramer, Yadirha Orosco Lemus, Vidya Kilambi, Michelle Ornat- 

San José Public Library 
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Digital Literacy Quality Standards  

 

Structure and Content  

 

The Digital Literacy Program Quality Standards and Framework are designed to serve as a guide and a continuous quality 

improvement tool by defining standards and identifying strategies to improve the quality of digital literacy programs. This document 

is intended for programs that are City-sponsored, specifically programs that promote digital skills for students and community 

members. By focusing on the "3 A's": Access, Affordability, and Adoption, the City of San José will ensure that all residents have the 

opportunity to be aware of, to develop skills using digital tools for all stages of learning, and to have easy access to appropriate 

devices and broadband service.  

 

A systemic approach to develop, assess, and continually improve quality digital literacy programming is essential to achieving 

effective outcomes in San José. The Digital Literacy Quality Standards are organized into three Quality Continuum areas to measure 

progressive levels of quality: (1) Beginning; (2) Emerging; and (3) Advanced or Optimal.  While Advanced and Optimal represents 

the level of quality to which the City hopes programs will aspire, there is an expectation that programs will meet, at a minimum, 

strategies contained within the Beginning Standard. Emergent and Advanced strategies reflect a pathway for progressive continuous 

quality improvement that programs may adapt depending on their level of readiness and internal and external allocated resources.   

 

The Digital Literacy Quality Standards are comprised of 8 program quality standard areas:  

  

Program Quality Standards 

  

1. Technology and Access:  Program provides access to relevant and functioning technology that is suitable to the 

conditions of the program. Program will make an effort to provide Internet access that is secure, safe and stable. 

2. Privacy and Security: Program complies with the City of San José's City-Wide Privacy Principles1. Program will 

provide a minimum experience that allows participants privacy and security according to individual choice.  

3. Safe and Supportive Learning Environments: Program will provide a safe and well-maintained environment that 

supports the needs of all participants. 

                                                            
1 “Digital Privacy Principles,” City of San Jose, September 17, 2019, https://www.sanjoseca.gov/your-government/city-manager/civic-innovation-
digital-strategy/digital-privacy 

https://www.sanjoseca.gov/your-government/city-manager/civic-innovation-digital-strategy/digital-privacy
https://www.sanjoseca.gov/your-government/city-manager/civic-innovation-digital-strategy/digital-privacy
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4. Skill Building and Learning:  Program maintains high-expectations for instructors, facilitators and participants. 

Learning experiences are purposely aligned to current digital literacy competencies, digital literacy standards, and 

community needs with the intent of promoting lifelong learning.  

5. Curriculum and Teaching Practices: Program provides an appropriate, evidence-based curriculum that is adaptive, 

outcome-based, and consistent with their goals for digital literacy.  

6. Staffing: Program has appropriate standards for instructors, staff, and volunteers that meet the needs of the program 

and participants. Qualifications, education, and expertise of staff or volunteers are in line with program outcomes and 

goals. Training and professional development are considered when making improvements based on program 

assessments.   

7. Program Leadership and Management: Program implements policies, procedures, and systems that support program 

outcomes, goals, and/or grant requirements. Program utilizes an assessment and evaluation model for the purposes of 

enhancing program quality. 

8. Equity, Diversity, and Inclusion: Program is committed to an inclusive and supportive space that honors and 

embraces the diversity of the community regardless of ability, race, religion, age, sexual orientation, socioeconomic 

status/income level, housing status, immigration status/national origin, gender identity and/or expression.  

 

Quality Continuum 

The Digital Literacy Quality Standards are organized into three Quality Continuum areas to measure progressive levels of quality:  

(1) Beginning; (2) Emerging; and (3) Advanced or Optimal. The following guide is provided as an overview for users to understand 

how to use the rating system and to assess the degree to which each quality indicator is evident in the program. 

 

(1) Beginning: Program is just beginning to work in this area and will continue to work towards a higher level of proficiency.  

(2) Emerging: Program has achieved a level of proficiency in this area and needs additional work to excel at this practice.  

(3) Advanced or Optimal: This is an area of exemplary practice where the program can serve as an example for others.  
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Quality Standards with Focus Areas, Continuum, and Indicators  
 

 Program Quality Standard 1: Technology and Access 

Program provides access to relevant and functioning technology that is suitable to the conditions of the program. Program will make an effort to provide 

Internet access that is secure, safe and stable. 

Focus  Beginning Emerging Advanced 

Access to Technology Program provides working 

technology tools and makes them 

available to participants.  

Program offers free access to 

computers, broadband Internet, and 

wireless Internet. 

 

Program offers expertise to support 

participants with varying abilities in 

the use of the technology and Internet 

that is available to them. 

Program provides access to a variety 

of adaptive and relevant technology. 

Program manages technology to 

ensure access by participants with 

disabilities, or varying abilities, and 

that participants are equipped with 

skills and assistive devices necessary 

to access technology tools and create 

content. 

Maintained Devices  Devices have operating security 

systems.  

 

Devices are regularly and proactively 

reviewed on a routine schedule to 

update security systems as needed. 

 

Internet Connection Digital Subscriber Line (DSL) 

Internet is available for use. 

DSL Internet and wireless connection 

is available for use. 

DSL Internet, hot spots/cellular, and 

wireless connections are available for 

use or check-out. 
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Program Quality Standard 2: Privacy and Security  

Program complies with the City of San José's City-Wide Privacy Principles2. Program will provide a minimum experience that allows participants privacy and 

security according to individual choice.  

Focus  Expected Optimal 

City of San José Privacy 

Principles 

Program adheres to the City of San José Privacy 

Principles, including in its work with third-party 

partners and vendors and partnership agreements. 

Program makes an effort to educate participants on privacy 

guidelines. 

Online Security Program is knowledgeable of the terms and 

conditions of all online or downloaded applications 

and websites used by participants.  

Program follows the City of San José’s Privacy 

Principles on the handling of personal information.  

Program discloses to participants any exposure their personal 

information may have as a result of using the technology and/or 

applications. 

  

Opt-in Opt-out Password 

Management Actions of the 

Individual 

Program is familiar with the intricacies of opt in/opt 

out provisions and accurately defines the terms. 

Program informs participants of password 

requirements for applications and provides 

guidelines on how to create a safe password. 

Program trains participants on how to properly log 

out of applications and equipment at the end of each 

session. 

Program instructs participants on how to avoid potential privacy 

issues when accepting terms and conditions. 

Program provides information on how to avoid being caught by 

scams, including clickbait and phishing programs. 

Program educates and encourages participants to apply these same 

skills outside of program.   

Cleaning/wiping devices after 

each use 

Program verbally instructs participants to properly 

log off from devices/applications to ensure work 

completed during sessions has been stored properly 

and confirms that nothing is left on device or 

application.  

Program establishes written/visual instructions and protocols for 

participants to follow. 

Data Privacy Program is familiar with and adheres to city, state, 

and federal policies regarding data privacy for adults 

and children. 

Privacy policies are easily available and 

Program provides participants with information regarding potential 

data exposure as a result of using required/suggested applications.  

Program partners and third-party vendors do not advance private 

interest; they adhere to the same privacy policy as City-funded, 



5 | P a g e  
 

understandable to users. sponsored programs. 

Program establishes a proactive process to notify ongoing users of 

any changes to the program’s privacy policies. 

 

 

Program Quality Standard 3: Learning Environments 

 

Program will provide a safe and well-maintained environment that supports the needs of all participants.  

Focus  Beginning Emerging Advanced 

Onsite Environment 

Program has a safety plan in place and 

clearly communicates health, safety, and 

behavior procedures with participants.  

 

Program operates within a safe 

environment with accessible fire exits, 

written emergency plans, and basic first 

aid supplies on hand. 

 

All equipment is clean, sanitized, and 

free of hazardous conditions.  

Program staff are trained in health and 

safety related issues 

 

Program fosters an emotional climate that 

is positive, supportive and mutually 

respectful among all participants and 

staff.  

 

Program provides enough space, 

equipment, and supplies to carry out the 

activities set forth in the program.  

Program staff are trained and certified in 

CPR and First Aid (AED). 

 

Program regularly conducts appropriate 

safety practice drills with staff and 

participants.  

 

 

 

Online environments 

Program presents a self-directed learning 

environment that encourages safety and 

privacy. 

 

Program instructs participants on 

behavioral norms and etiquette while 

using digital technology and interacting 

in a digital environment.  

Program informs participants about 

possible scenarios that could make 

participants vulnerable online.  

 

Program educates participants in 

behavioral norms when using digital 

technologies and how to interact with 

others in a digital environment.  

  

Program makes an effort to provide 

information about the risks of searching 

online, how to search safely, and how to 

resolve or report illegal, offensive 

materials. 

 

Program supports participants in 

addressing any issues encountered in 

digital environment.   
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Program Quality Standard 4:Skill Building and Learning  

 

Program maintains high-expectations for instructors, facilitators and participants. Learning experiences are purposely aligned to current digital literacy 

competencies, digital literacy standards, and community needs with the intent of promoting lifelong learning. 

Focus  Beginning Emerging Advanced 

International Society for 

Technology in Education 

Student Standards (ISTE) 

Program makes ISTE Student Standards 

available to staff and volunteers to 

review.   

Program focuses on, at minimum, two of 

the seven ISTE standards when teaching 

digital literacy. 

Program provides staff and volunteers 

with ISTE Student Standard related 

resources, training, and or professional 

development. 

Program focuses on, at minimum, four of 

the seven standards when teaching digital 

literacy during programming.  

Program prioritizes the application of 

ISTE Student Standards. 

Program incorporates all seven ISTE 

Student Standards. 

Program evaluates and measures how 

ISTE Student Standards are being 

utilized. Program uses learning 

assessments and/or rubrics associated 

with ISTE Student Standards to track 

learning outcomes.  

 Information Evaluation 

Program instructs participants on how to 

use a search engine to find, look for, and 

use that information.  

 

Program teaches participants to identify 

the credibility and relevancy of 

information presented online by 

evaluating the information.  

Program instructs participants on 

effective techniques for evaluating the 

quality and credibility of information 

pulled from a website.  

Program teaches how to apply different 

search strategies to increase the accuracy 

and relevance of online search results. 

 

Program educates participants on how to 

‘recognize when information is needed 

and have the ability to locate, evaluate, 

and use effectively the needed 

information’2.  

Program teaches participants to think 

critically about the intentions of 

commercial websites and advertising. 

 

 

 

                                                            
2 “Evaluating Information,” American Library Association, March 18, 2019, https://libguides.ala.org/InformationEvaluation 

https://libguides.ala.org/InformationEvaluation
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Program Quality Standard 5: Curriculum and Teaching Practices  

 

Programs provide an appropriate, evidence-based curriculum that is adaptive, outcome-based, and consistent with their goals for digital literacy.  

Focus Beginning Emerging Advanced 

Outcomes-based programs 

 

Program staff gather, plan, and determine 

goals and objectives aligned with 

program outcomes.  

 

Program staff and volunteers are aware of 

the outcomes, goals, and objectives.  

  

Staff and volunteers are encouraged to 

plan around outcomes.  

 

Program has a formal mechanism to 

review annually its goal and objectives 

and make necessary changes for 

continuous quality improvement.  

Program staff develops and implements 

goals and objectives aligned with 

program outcomes.  

 

Staff and volunteers are educated on the 

outcomes, goals and objectives for their 

understanding. 

 

Staff and volunteers plan and organize 

specific content around outcomes and 

goals.  

  

Program assesses progress toward goal 

and objectives for continuous quality 

improvement and adults/educators meet 

quarterly to discuss results.  

Program staff plan, implement, and 

evaluate strategies for program 

improvement based on outcomes from 

goals and objectives set for the program 

cycle. 

 

Staff and volunteers are involved in 

interpreting and making decisions based 

on program evaluation results and take 

necessary steps towards program 

improvements. 

 

Staff and volunteers meet to work 

together and organize specific content 

around outcomes and goals.  

 

Community and participants are involved 

in interpreting and making decisions 

regarding what steps should be taken to 

improve the program.  

Differentiated Instruction3 / 

Personalized Learning 

Program develops and uses plans based 

on digital literacy competencies. 

 

Program makes an effort individualize 

curriculum, focusing on instruction and 

assessment that is both flexible and 

challenging. 

 

Program instructions are based on the 

needs and preferences of each participant. 

Program curriculum is developed and 

delivered based on the participants’ 

interests, the community they serve, and 

the participants’ digital literacy 

knowledge.  

 

Program differentiates instructions by 

tailoring content, the process, product, 

and learning environment. 

 

Program takes time to determine what 

Program uses evaluation tools, like 

surveys, to know what the participant has 

learned and retained from the information 

provided to them. 

 

Program’s teaching processes involve 

providing all participants with different 

avenues for understanding new 

information in terms of acquiring content, 

processing, constructing, or making sense 

of ideas.  

                                                            
3 Weselby, Cathy “What is Differentiated Instruction?” August 21, 2018 https://education.cu-portland.edu/blog/classroom-resources/examples-of-
differentiated-instruction/ 

https://education.cu-portland.edu/blog/classroom-resources/examples-of-differentiated-instruction/
https://education.cu-portland.edu/blog/classroom-resources/examples-of-differentiated-instruction/
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participants already know so as to 

increase effectiveness of program. 

 

Program works towards participant 

learning objectives and how participants 

can demonstrate their learning. 

Information Evaluation4 

Program applies different search 

strategies to increase the accuracy and 

relevance of online search results. 

 

Program tries to ensure that the 

information given/taught to participants 

is relevant to the program’s objective and 

not intended to sell to or persuade 

participants. 

 

Program ensures that the information is 

used to inform/teach digital literacy as 

well as how to cite such information.  

Program uses effective techniques to 

evaluate the quality and credibility of 

websites. 

 

 

Program looks for information that is 

current, relevant and accurate to current 

digital literacy curriculum and is free of 

bias or advertisement. 

 

Program verifies that the information 

used is credible. 

Program teaches participants how to 

recognize when a source is bias-free, 

reputable, and credible to use for their 

digital literacy needs. 

Program instructs participants on how to 

critically evaluate sources by using 

rubrics and other evaluation methods or 

tools.  

Program ensures that the information 

used is intended for the present audience 

and is at an appropriate level. 

Digital Literacy Resources 

 

Program understands the importance of 

resources to be used in the home/outside 

of the program and that they are an 

important piece of success. 

Program staff is equipped with skills and 

experience to comply with accessibility 

standards, and design technology-based 

services using Universal Design for 

Learning5. 

Program identifies community needs and 

provides educational resources to share 

with participants.  

Program provides equitable digital 

literacy services that support participants’ 

navigation, understanding, evaluation, 

and creation of digital content. 

Program organizes content for 

participants to access at their 

convenience and enables collaboration 

amongst participants to engage and 

further their digital literacy skills.  

Program connects and provides 

participants with ongoing one-on-one 

and/or self-directed learning that can 

accommodate a range of learning styles. 

Program supports participants in the use 

of digital resources outside of the 

program. 

Program offers a wide range of free 

technology instruction, including courses 

such workforce development and health 

resources. 

  

                                                            
4 Blakeslee, Sarah “C.R.A.A.P. Source Evaluation Rubric” December 9, 2019 https://libguides.snhu.edu/ld.php?content_id=46168957 
5 “Universal Design for Learning: What You Need to Know,” Understood, 2014 https://www.understood.org/en/learning-thinking-differences/treatments-
approaches/educational-strategies/universal-design-for-learning-what-it-is-and-how-it-works 

https://libguides.snhu.edu/ld.php?content_id=46168957
https://www.understood.org/en/learning-thinking-differences/treatments-approaches/educational-strategies/universal-design-for-learning-what-it-is-and-how-it-works
https://www.understood.org/en/learning-thinking-differences/treatments-approaches/educational-strategies/universal-design-for-learning-what-it-is-and-how-it-works
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Program Quality Standard 6: Staffing 

 

Program has appropriate standards for instructors, staff, and volunteers that meet the need for the program and participants. Qualifications, education, and 

expertise of staff or volunteers are in line with program outcomes and goals. Training and professional development are considered when making improvements 

based on program assessments. 

Focus Beginning Emerging Advanced 

Qualification and Expertise 

Program has defined qualifications of 

adults/educators and outline basic 

requirements for experience and/or 

education.  

 

Minimum qualifications of staff and 

basic requirements for experience and/or 

education are regularly reviewed and are 

directly aligned to program offerings and 

goals.  

 

Program staff has some specialized 

expertise in specific program areas.  

 

Program ensures all staff complete a 

California Department of Justice Live 

Scan. 

 

Some staff have advanced expertise to 

work with digital literacy.  

 

Program activities inform the 

development of guidelines for staff 

qualifications.   

 

Program staff are familiar with basic 

technology equipment including 

computers, Internet, software, etc.  

 

 

Staff members have specific training and 

experience in digital literacy. There is 

diversity among staff in the type of 

qualifications and a structure in place that 

allows for cross-disciplinary experience.  

 

Program staff qualifications and basic 

requirements are reviewed annually.  

 

Program staff  have experience in 

community based technology 

teaching/training. This could include 

basic computer skills and Internet use, 

safety and security, and support 

participants in acquiring affordable 

computers and home Internet access.  

 

 

Training and Professional 

Development for Staff 

Onboarding and program orientation will 

be provided and directly related to the job 

description and work requirements. Staff 

are aware of certifications related to the 

programming area.  

 

Program has basic training for staff and 

volunteers as well as policies and 

procedures outlined in the program 

employee handbook.  

 

A process is in place for continuous 

review of staff development plans.  

Staff is trained on diversity and equity as 

addressed in standard 8. 

 

Staff is trained in San Jose’s City-Wide 

Privacy Principles.  

 

 

 

 

 

 

 

Program staff can revisit relevant training 

and professional development 

opportunities regularly. 

 

Staff complies and applies the DLQS and 

San Jose’s City-Wide Privacy Principles. 

Additional trainings, webinars, classes, 

conferences, or professional development 

opportunities are made available to staff, 

instructors, or volunteers.  
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Volunteers 

Training is provided in class 

management.  

Potential volunteers present some form of 

documentation that describes their 

expertise in Digital Literacy. 

Program ensures all volunteers to 

complete a California Department of 

Justice Live Scan. 

Program volunteers are trained on 

program’s health and safety practices and 

emergency procedures.  

Program volunteers verify their 

knowledge/background in digital tools 

and technology.  

 

 

International Society for 

Technology in Education 

Standards (ISTE) Educator 

Standards 

Program makes ISTE Educator Standards 

available to staff and volunteers.   

Program prioritizes and ensures that staff 

and volunteers apply and understand the 

ISTE Educator Standards.   

Program provides staff and volunteers 

with ISTE Educator Standards related 

resources, training or professional 

development. 

 

 

 

 

 

 

 

 

 

 

 

Program Quality Standard 7: Program Leadership and Management 

 

Program implements policies, procedures, and systems that support program outcomes, goals, and/or grant requirements. Program utilizes an assessment and 

evaluation model for the purposes of enhancing program quality. Program is designed to foster community and family engagement allowing participants to play a 
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meaningful role in iterating and improving upon existing programs. Program intentionally builds and maintains collaborative partnerships among internal and 

external stakeholders. 

Focus Areas 

  

Ethical Standard 

Every program is aligned to the City of San José’s City-Wide Privacy Principle and Privacy Policy6; 

 

 We Value Privacy: We affirm that privacy is an inherent human right. San Jose commits to fully evaluating risk to your privacy 

before collecting, using, or sharing your information.  

 We collect only what we need: We collect only what is required to provide and improve city services and comply with the law. 

We seek community input about what information is used and collected.  

 We are open and transparent: We are transparent about what information we collect, why we collect it, and how it is used. We 

commit to being open about our actions, policies, and procedures related to your data. We make our policy documents publicly 

available and easy to understand.  

 We will give you control over your data: we will provide you with the information to make an informed decision about sharing 

your data. We have clear processes that ensure data accuracy and provide you visibility into what data the city has collected 

from you.  

 We share only what we need: We anonymize your information before we share it outside the city, except in very limited 

circumstances. Business partners and contracted vendors who receive or collect personal information from us or for us to 

deliver city series must agree to our privacy requirements.    

 We design for privacy and security: We integrate privacy and security into every aspect of our designs, systems, and processes. 

We commit to updating our technology and processed to effectively protect your information while under our care. We follow 

strict protocols in the event your information is compromised.  

 Beginning  Emerging  Advanced  

Vision, Mission, and 

Values 

Organization has an adopted vision, mission, and 

value statement that is shared throughout the 

organization and with community stakeholders.  

 

 

Program has a plan to evaluate its 

alignment to the organization’s vision, 

mission and values. 

 

Program continuously improves and 

evaluates its alignment to the vision, 

mission and values of the organization as 

it relates to developing digital literacy 

skills and inclusion to their users. 

 

 

Policy, Procedures, 

and Programs Best 

Program has policies and practices that are clearly 

and consistently communicated to staff and the 

Program develops policies and practices 

that reflect a strong foundation in 

Program managers, leadership and staff 

stay current on literature and research 

                                                            
6 “Digital Privacy Principles,” City of San Jose, September 17, 2019, https://www.sanjoseca.gov/your-government/city-manager/civic-innovation-
digital-strategy/digital-privacy 

https://www.sanjoseca.gov/your-government/city-manager/civic-innovation-digital-strategy/digital-privacy
https://www.sanjoseca.gov/your-government/city-manager/civic-innovation-digital-strategy/digital-privacy
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Practices community.  

 

Policy and procedures are documented and readily 

available and visible to all. 

 

Program identifies a need in the community for 

digital literacy skill development.  

 

Curriculum and content are consistently reviewed 

and current to learn and know.  

 

Program is accountable for its policies, procedures, 

and best practices.  

 

developmental theory, inclusivity and 

current research. 

 

Program engages adults/educators, 

colleagues, and stakeholders to analyze 

developmental theory for relevance to 

practice and cultural sensitivity.  

 

Policies and practices are regularly 

reviewed by program adults/educators 

and administrators to support a positive 

program climate.  

 

Program leadership monitors programs 

and offerings regularly to review delivery 

and determine areas for quality 

improvement. 

about digital literacy promising practices. 

 

Program conducts an evaluation at least 

once every two years  to review policies 

and practices. Policy and procedural 

changes are implemented, and supportive 

training is planned. The community 

stakeholders are solicited to provide input 

in determining practices, policies and 

procedures. 

 

Organization is committed to continuous 

quality improvement and reflective 

practice.  

 

Organization develops, grows and 

changes based on the needs of the 

community (see standard 5).  

Program Assessment 

and Evaluation  

Program understands the community needs. 

 

Program intends to use assessment and evaluation 

tools to evaluate the efficiency and effectiveness of 

the program. 

Program understands and responds to the 

community needs.  

 

Program is driven and guided by the 

assessment and evaluation tools used to 

analyze outcomes and outputs. 

Program understands, responds to, and 

designs with the community to meet their 

needs.  

 

Program uses outcomes and outputs from 

the assessment and evaluation tools. It is 

validated to ensure participants retain 

information and are satisfied with 

program content.   

Community 

Engagement 

 

Program goals are communicated to stakeholders 

through conversations, newsletters, etc.  

 

Program shows interest in working with the 

community to meet objectives. 

 

Program shows interest in starting the feedback 

cycle or community inquiry.  

 

 

Program management and leadership 

solicit information directly from the 

community and users. 

 

Program has a system in place to receive 

formal feedback (e.g., surveys, focus 

groups, etc.) from community 

stakeholders to inform changes in 

program goals. 

 

Recommendations are reviewed to 

address any emerging needs within the 

program and community.  

Program continues to improve quality 

based on community feedback to 

implement actionable goals.  
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Partnerships 

 

Program emphasizes that importance of partnerships 

and engagement. 

 

Program seeks outside partnerships to enhance or 

add to programs that are already in place. 

 

Program establishes effective 

relationships with partners to bolster a 

continuity of learning. 

 

Program has established partnerships 

with outside stakeholders and services to 

integrate with programs in place. 

 

 

Program has a reciprocal relationship 

with other organizations throughout the 

community to support the success of 

digital inclusion.   

 

Program has established partnerships 

with outside services and neighboring 

stakeholders to formally conduct referrals 

and introduce participants to additional 

programs and services around their area. 

Program invites outside services to the 

agency and provides in-person 

information to participants. 

 

 

 

 

Program Quality Standard 8: Equity, Diversity, and Inclusion 
Program is committed to an inclusive and supportive space that honors and embraces the diversity of the community regardless of ability, race, religion, age, 

sexual orientation, socioeconomic status/income level, housing status, immigration status/national origin, gender identity and/or expression. 

Focus  Beginning Emerging Advanced 

Inclusive and Supportive 

Practices 

 

Program abides by the Americans with 

Disabilities Act (ADA)7. 

 

Program has policies and practices 

regarding race, equity, culture, status, and 

level that are clear and consistent and are 

communicated to all.  

 

Program has supportive practices in place 

that serve participants needing 

accommodations. 

 

Program abides by ADA guidelines and 

regularly evaluates efforts to create an 

inclusive and supportive in-person and 

online environments.  

 

Program collects appropriate data to 

better understand the diversity of the 

community they serve and use that data 

to better understand barriers and provides 

accommodations. 

 

Program identifies strategies and/or has 

documented plans for participants 

Program has policies and practices that 

advance inclusion by assessing and 

considering the readiness of participants 

in order to provide reasonable 

accommodations.  

 

Program conducts an evaluation at least 

once every two years to review and 

understand racial and equity policies, best 

practices, and understandings. Findings 

of evaluations are implemented and 

incorporated for program improvement. 

 

                                                            
7 “ADA Online Learning” ADA National Network, December, 2019 https://adata.org/project/ada-online-learning 

https://adata.org/project/ada-online-learning
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needing additional supportive services. 

 

  

Program actively implements supportive 

practices and curriculum that are 

inclusive to participants with academic, 

linguistic, physical, cognitive, or 

economic factors that impede their ability 

to access resources provided by the 

program.  

 

Equity and Diversity 

Program creates an environment for 

participants promoting equal access and 

opportunities to digital tools, resources, 

and services that increase digital 

knowledge, awareness, and skills.  

 

Program collects appropriate data to 

better understand the diversity of the 

community they serve and use that data 

to better understand current needs. 

Program actively provides participants 

with equal access to technology. Trained 

staff  provide support to navigate the 

digital tools.  

 

Program reviews and analyzes data 

collected to understand the participants’ 

culture, socioeconomic status, language, 

motivation, ability, and personal interest, 

and utilize data for continuous quality 

program improvement practices.  

 

 

 

 

Program has policies and practices that 

advance inclusion. Program reviews 

documented processes for receiving and 

assessing requests for reasonable 

accommodation through community 

feedback. 

 

Program recognizes participants’ 

strengths and supports their 

learning/advancement in digital literacy 

without imposing cultural biases.  

 

Program incorporates anti-bias 

curriculum and professional development 

opportunities for program staff and 

participants.  

  

 

 



 

Attachment C 

San Jose Digital Inclusion Fund  

Cohort of Grantees 

 

ACE Charter Schools 

Alum Rock Union School District 

Catholic Charities of Santa Clara County 

City of San Jose- Parks, Recreation & Neighborhood Services 

CreaTV San Jose 

Cristo Rey San Jose High School 

First Community Housing 

Goodwill of Silicon Valley 

Herbert Hoover Middle School PTSA 

Indian Health Center of Santa Clara Valley 

International Children Assistance Network (ICAN) 

International Rescue Committee 

Latinos United for a New America (LUNA) 

LitLab 

NPower Inc. 

Rocketship Public Schools 

Sacred Heart Community Service 

San Jose Public Library Foundation 

Step Up And Do Something! Inc. 

StreetCode Academy 



Tech Exchange 

Third Street Community Center 

Vietnamese Voluntary Foundation (VIVO) 

 


