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If you’re a school administrator or IT professional making your first foray into developing 
a Request for Proposal (RFP) for classroom management software, you may find yourself 
unsure of where to start. There are a lot of boxes to tick off: you need to assign roles and 
responsibilities, determine the right questions to ask, establish a process—not to mention, 
actually write and distribute the RFP.

But your RFP creation process should be much more than just a tactical exercise. Over the 
past few years the classroom management software market has grown, offering customers 
a lot of choices. While having options is great, it can also make it tough to narrow your list of 
preferred vendors down to three or four viable candidates. 

To start, take a close look at your own needs well before you begin putting together your 
formal RFP. With this knowledge in hand, you can begin to understand the type of solutions and 
vendors that will best fit those needs—today and in the future. 

Let’s look at six key questions to ask as you embark on your RFP process. The answers you 
uncover will help you refine your goals, focus your efforts, and choose the right classroom 
management software.

INTRODUCTION
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WHAT ARE MY SCHOOL’S SPECIFIC NEEDS AND GOALS?

No two schools are the same. An elementary school has different requirements than a middle 
school, while a middle school has different needs than a high school. Some schools might 
have 600 students, while others have thousands. Staff sizes also vary, as do curriculum 
requirements; for example, the educational needs of a magnet school are different than those 
of a charter or traditional public school.

Before developing an RFP, it’s important to understand what your priorities are and what 
you’re looking to get out of your choice of classroom management software. All classroom 
management software allows teachers to offer personalized education, control device usage, 
reduce distractions, and improve student outcomes. All of these benefits are likely important 
to you. And, other factors may also be important—the ability to work with different platforms 
and operating systems, for example, or ease of use. These factors will vary from solution to 
solution.

Whatever your priorities are, it’s important to establish them from the outset. They will be the 
starting point for determining the types of vendors and solutions you should target with your 
RFP.

1
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BASED ON MY GOALS, WHAT TYPES OF 
FEATURES ARE MOST IMPORTANT TO ME?

Today’s classroom management applications are feature-rich solutions that offer a wealth 
of options. Identifying your primary needs upfront will help you prioritize the most important 
features so you can focus on the tools that will make the most sense for your school.

Focusing on solutions that can be used across a wide variety of platforms and integrate with 
different rostering packages (such as Clever and Google) can provide you with flexibility. This 
can be helpful if your students and staff use multiple operating systems or devices, either in 
school or at home. Flexibility can also be beneficial in case your school decides to make a 
switch at some point in the future (for example, from Chromebooks to Windows, or vice-versa).

Additionally, there may be other important features you’d like to utilize, including those that 
offer the ability to:

You may use all of these features, or only a few. The point is to map the features that align 
with your previously discovered goals and needs—and determine which software specializes 
in the most important options. 

Broadcast screens (for both teachers and students)

Push websites and applications

Blank or lock screens, eliminating distractions

Message students individually or as a class 

Raise hand feature to signal when students want to ask questions

Quiz and poll students

Send and receive files

Monitor students’ online activities and keystrokes

Review website browsing or app histories

Limit web browsing and app usage

Take screen snapshots

Control usage remotely

2
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You may automatically think the cloud is your best option—but not so fast. Both cloud and 
locally hosted solutions offer their own benefits. Refer to this handy chart to help you compare 

Fixed and predictable costs (through annual 
or monthly subscriptions) X

X

X

X

X

X

X

X

X

Fast implementation

High scalability

New features available automatically

Access from any location

Hardware costs to host solution require 
initial investment

Less bandwidth intensive

Greater control over data

Greater control over updates

SHOULD I OPT FOR A LOCALLY HOSTED OR 
CLOUD-BASED SOLUTION?

BENEFITS CLOUD LOCALLY HOSTED

3
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Once again, your choice of locally hosted vs. cloud-based should go back to your core needs 
and priorities. If you’re looking for fast implementation, a lower cost of entry, and the peace 
of mind of updates occurring in the background—look to the cloud. If you’re concerned with 
controlling your data and updates, saving on bandwidth, and capitalizing on your investment, 
consider a locally hosted solution. 

Or, maybe you want to enjoy the benefits of both and use a combination of cloud-based and 
locally hosted software to support your mixed device environments. That works, too. Again, it’s 
all about what you want to get out of your classroom management software.
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HOW WILL I ENCOURAGE  ADOPTION AMONG 
MY USERS AND GET THEM TO BUY IN?

All too often, schools purchase a large number of software licenses that end up not being 
utilized, either because users do not know about them or because they don’t understand 
how to use the solutions. 

This is understandable. Teachers and staff members are busy people; their focus is on 
educating students and managing the school, not learning new technology. They do not 
have time to take hours, days, or weeks to become accustomed to a classroom management 
solution, even if it will ultimately help enhance their jobs and enrich student education. 

But it is also avoidable—if you take the time to consider the roll-out of your new technology 
prior to creating and distributing your RFP. 

As you’re preparing your RFP, remember there are three keys to widespread user adoption:

As you’re narrowing your target list, focus on vendors who are willing to come to your school, 
introduce their solutions to your users, talk to teachers and administrators about their benefits, 
and answer any questions your team may have. Knowledge sharing up-front can go a long 
way toward helping people get over the initial learning curve and better understand why they 
should use the software. 

Be sure to look for easy-to-use technologies with simple, intuitive interfaces. While you should 
never sacrifice features for ease-of-use, those features should be easy to find and navigate 

KNOWLEDGE

SIMPLICITY

KNOWLEDGE SIMPLICITY EFFECTIVENESS
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through. Remember, the idea is to provide teachers with technology that will help them maximize 
classroom time—not spend time trying to overcome technological hurdles. 

Your time is no less valuable. So, when writing your RFP, be sure to inquire about how updates 
are received and applied to the software. Administration of locally hosted software should be 
straightforward, yet comprehensive. For example, you should be able to manage updates across 
the entire system through a single dashboard, making it easier to facilitate changes across 
hundreds or thousands of licenses. Cloud-based software should include automatic behind-the-
scenes updates unseen by teachers, staff, and you and your team.

Long-term adoption will be determined by how effectively the classroom management 
software performs. As such, it’s a good idea to ask for customer testimonials and references 
as part of the RFP process. Ideally, you’ll be able to gain specific insights and data points 
showing the efficacy of the software at schools that share similarities with your own 
educational institution (size and estimated number of users, for example).

You’ll also want to request a demo as part of the RFP process. A hands-on demonstration can 
help you better understand how the technology works and allow you to get a good feel for its 
effectiveness. 

EFFECTIVENESS
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WHAT SHOULD I LOOK FOR IN A VENDOR?

Selecting a vendor isn’t necessarily all about features or dollars. 

For instance, much of vendor selection comes down to feel. Are you comfortable with the 
customer support provided by a particular vendor? Do you agree with their mission statement 
and goals? These questions are all hard to quantify, but you’ll know the answers as you start 
speaking with your prospective vendors as you go through the RFP process.

There are also quantifiable attributes you should always look for when assessing your 
potential partners, including experience, stability, training, and education.

Purchasing a software license is a big decision, but it’s even bigger when it can make or break 
a teacher’s ability to provide an effective educational environment for his or her students. 
You don’t want to take the chance that the company you elect to go with doesn’t have the 
background to support your needs, or that they may be gone tomorrow.

That’s why it’s preferable to look at vendors who have a long and rich history in the 
educational space. Vendors who have seen the industry evolve over the past few decades 
are also very likely to be the vendors who have been at the forefront of those evolutions. 
Their longevity indicates they have a wealth of experience and are likely innovators who have 
successfully navigated the shifting winds of the educational software landscape. 

It’s also a good idea to look for companies with a history of stability. Larger organizations are 
less likely to succumb to the next shifting market dynamic or economic downturn. They’re also 
less likely to be acquired. In short, they’ll probably still be around to service your needs for a 
long time to come.

EXPERIENCE AND STABILITY
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All vendors will say they offer in-depth training, but that definition can differ from company 
to company. Look for vendors who emphasize a mix of on-site and remote training for both 
educators and staff. Always-available technical support should be a prerequisite. All of this 
should be complemented by easy-to-find online tutorials, videos, and FAQs.

Again, this is where a hands-on demo can prove valuable, because it can provide you with an 
idea of what it will be like to work with a particular vendor. You’ll have the opportunity to ask 
questions and gauge the experience level of the vendor. You’ll also be able to judge how they 
work with prospective customers—which can give you some insight into how they will work 
with you if you decide to purchase their product.

TRAINING AND EDUCATION
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WHAT ARE THE NEXT STEPS IN THE RFP PROCESS?

You’ve performed your self-assessment, prioritized your goals, compared the cloud and locally 
hosted options, carefully considered the path toward user adoption, and gained a better 
understanding of what you want from a vendor. 

Now, it’s time to get down to the nuts and bolts of writing your RFP. But before you proceed, 
there are a few other things to take care of.

Create an RFP Committee

Start by creating a committee to handle the RFP process. Your committee should include a 
teacher, IT leader, financial representative, curriculum director, student council member, and 
maybe even a PTA member in addition to your administrative representative. 

Work with the committee to draft the list of questions you’ll send to prospective vendors. 
Make sure to ask the same questions of each vendor so you can do an apples-to-apples 
comparison.

Define a main point of contact

Next, you’ll need to determine who’s going to handle the incoming questions, responses, and 
submissions. This can be a big task but having a single point of contact can go a long way 
toward keeping the process organized and on track.

Establish the process

Some vendors will have questions as they respond to your RFP, but it can give the appearance 
of an unfair advantage if you meet with one vendor and not another. Consider hosting a 
web conference or in-person meeting with all of the vendors you’re considering. It not only 
levels the playing field—it keeps your main point of contact from having to answer the same 
questions multiple times.

6
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Write your RFP

Finally, it’s time to put together your formal RFP. This can be a daunting task, especially if you’ve 
never created an RFP.

To help, we’ve created a checklist along with a template to help you build your own RFP. These 
resources will provide you with a basic framework you can customize to suit your needs.



14CLASSROOM MANAGEMENT SOFTWARE REQUEST FOR PROPOSAL TOOL KIT

Establish your needs and goals

Prioritize the features you value the most

Compare locally hosted vs. cloud-based solutions

Consider elements that will help encourage  adoption among 
your users, including ease-of-use and proven effectiveness

Look for experienced, dependable vendors

Emphasize training and education

Create an RFP committee

Define a main point of contact

Establish a clearly defined process

Draft your RFP

YOUR RFP CHECKLIST
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CLASSROOM MANAGEMENT SOFTWARE RFP TEMPLATE

Background

This is your “About Us” section, where you get to tell your targeted vendors everything they 
need to know about your organization. This section should include:
 • General information about the school and its curriculum
 • Size of the school, including estimated number of staff and students
 • Link to the school’s website
 • Any other information you feel the prospective vendor should know about your school

Needs and Objectives

  Detail precisely what you’re looking for in a classroom management tool. Here are some 
things you may want to consider including: 

 • The objectives you hope to achieve through use of classroom management software

 • The challenges you’re trying to overcome through use of classroom management software

 •  Why you’ve decided to implement a classroom management software platform at this 
point in time

 • The number of users who will be using the software
 • Who will be using it (teachers, staff, students, etc.)
 • Top features and capabilities of greatest importance to you
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Ideal Partner Vendor
Articulate what constitutes an ideal vendor/partner, including:
 • Experience (extensive background in the education sector) 
 • Dependability (years of experience, backed by an established corporation, etc.)
 • Service offerings (training, on-site support, 24/7 support, etc.)

Request for Proposal
Here’s where you specifically call out what you wish to learn from your prospective vendors. 
Request they address the following points:
 • A detailed overview of their organization and their product, including
  • Length of time the company has been in business
  • Awards and any special recognition they’ve received for their work
  • Length of time the product has been available
 •  Key differentiators setting them and their product apart from other vendors and 

solutions on the market
 • Details on their experience in working in the education sector
  • Be sure to request 2 – 3 customer references and case studies
 • Key features and capabilities of their product offering
  •  For vendors who offer both cloud-based and locally hosted applications—ask for 

a detailed list of the capabilities to be found in each version of the product
 • Approach to customer service and support
  • Type of support they assign to their customers 
   •  I.e., do they have support teams, individual customer service 

representatives, etc. 
  • Customer support mechanisms and platforms
   • Online, phone, email, etc.
  • Ongoing support services
   • In-house support, online, etc.
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Selection Committee
List the individuals involved in the selection process, including names, titles, roles and their 
responsibilities in the RFP process
 •  Be sure to highlight the main point of contact who has been assigned to field 

questions and receive proposals

Selection Criteria
 • Outline your key priorities for selecting the best vendor and software for your needs
 • Show prospective partners your vision for success
  • Our ideal vendor will demonstrate the ability to…”
  • “The ideal classroom management software will allow our teachers to…”

Budget

Give at least a rough estimate of how much you’re willing to spend on the software
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Request for Proposal
Provide a detailed timeline for the selection process. Example:

 • Week of XX: Distribution of RFP to participants

 • Week of XX – Schedule inquiry calls with participating vendors (if desired)

 • Week of XX – Deadline for written proposals, due by 11:59 p.m.

 • Week of XX – Schedule in-person meetings with finalists

 • Week of XX – Select finalist

 • Week of XX – Finalize contracts and procurement agreements

Thank Vendors
Be sure to thank the vendors for participating in the process. Reiterate how you’re excited 

to work with a company that provides innovative and powerful solutions, understands the 

education space, and can be a true partner as you move forward into the world of classroom 

management software.

As a pioneer of classroom management software, LanSchool has been placing 

purposeful technology in the hands of passionate educators for over 30 years. Our 

simple classroom orchestration solutions empower educators to inspire developing 

minds. Learn more about our award-winning solutions at lanschool.com or schedule 

a personalized demo by emailing sales@lanschool.com.

!

http://www.lanschool.com

