FLEXIBLE

LEARNING UNIT

Development

Plan

2007-08

CONTEXT STATEMENT

Session 2006-07 saw staff and students making more extensive and sophisticated demands on FLU staff and resources as the use of IT in academic areas becomes increasingly pervasive. Staff development in IT skills remains high on the agenda and this session a baseline level of IT skills was established for teaching staff to ensure ability to cope with the use of technology administratively and as part of the curriculum. After consultation with managers and modifications to both materials and systems arrangements are now in place for support and testing with involvement of both FLU and Assessment Centre staff. Permanent teaching staff have been set October ’07 and March ’08 as deadlines for completing parts one and two of the tests respectively.

The Blended project continues to provide influence and focus. It continues to encourage the development of IT skills and also to raise general staff awareness of Blackboard’s course delivery potential. Some academic areas were involved with the initial BlendEd project but more have now become involved in the rollout of the blended approach to delivery, moving the VLE away from its peripheral role in course delivery. The FLU has seen a steady increase in the number of students looking to access Blackboard (See App 5) and FLU staff successfully introduced and integrated Blackboard into the FLU student induction this session supported by a simple guide developed in consultation with the Elearning development officer.

The digitisation service continues to provide essential support to staff looking to move from more traditional modes of delivery and also continues to provide an essential service to the Key Skills area in producing materials that are easily modified according to individual student needs. Legislation in this area continues to make the digitisation post a key one. In addition, the WORD accessibility template was finally made the default WORD template for all staff. In the light of user comments and in consultation with the Equality and Inclusion Manager this will be modified in the 2007-08 session.

The expansion of the FLU as part of the college refurbishment should fulfil student demand for access to equipment as October 2007 will see the PC capacity of the FLU increasing by approximately 40%. Student demands for group working facilities, a quiet study area (See App 4) and short stay area have been integrated into plans for the extended FLU. In preparation of increased PC capacity the new computerised booking system in the FLU replaced the outdated and labour intensive paper-based system in May. This new system allows students to book at present independently and eventually also at distance, has the facility to instigate charges for paper usage and quickly generates a range of reports on usage of the FLU. The introduction of the print control facility will also mean easier access for users to colour printing, independent of FLU staff, and hopefully reduce paper waste. Two seminar rooms, both larger than the existing one will be included in the booking system and the dedicated Assessment Centre with more regular opening times should mean more extensive use of a resource that has struggled to provide a predictable service in the face of ad hoc accommodation arrangements ( See App 7). When the expanded FLU and associated areas open at the end of October 2007 student inductions will familiarise staff and students with changes to the facilities.

Both the expansion of the FLU and associated areas and the new booking system raise staffing issues as the main role of the existing clerical assistant will effectively disappear raising the question of possible redeployment. As IT becomes more central to the delivery of the curriculum, and students more sophisticated in its use, so demands on the FLU admin staff have become more complex. They now function more as facilitators and have become highly skilled both in the production of support materials and in providing personal guidance and instruction to both staff and students. This crucial role has been enhanced by the introduction of the new computerised booking system, freeing them from low level admin tasks so that they can focus on staff and student support. This will become even more crucial in the 2007-08 session with the significant increase in PC capacity in the FLU as part of the Campus project. 
Involvement in COLEG projects has not been as extensive as in previous years but there has been some work done on the SQA China project and the Elearning development officer has been involved in the Instructional Design and Digital Repository initiatives. The digital repository should eventually make a variety of online resources more readily available to Scottish colleges and the availability of the COLA assessments on Moodle will allow teaching staff to preview assessments next session, thereby hopefully encouraging wider uptake. Dissemination events will be organised by the FLU manager and ELearning development officer next session to raise awareness of COLEG developments and promote the use of COLEG resources. The FLU manager continues to play an active role on the Operational Group, bringing a wider view on applications of ICT into the college.

 From a broader viewpoint, FLU management will continue to have an input into the college’s IT strategy feeding any views and data from the IT Users’ Forum into this. 

REVIEW

Main Achievements

Most action targets in the 2006-07 development plan were achieved (See App 1) but there was achievement and satisfaction beyond this

Services to students
Induction

Attention paid to the format and content of induction paid off with a striking increase in the number of positive comments concerning the usefulness of the induction sessions. However some returning students and late starters said that they did not attend a formal induction session so there will be an attempt to focus on these particular groups when the FLU reopens in October after its refurbishment.

Helpsheets

The range of helpsheets was increased in response to student comments in the 2005-06 surveys and existing helpsheets were updated. To encourage wider usage, displays were redesigned and relocated throughout the FLU. However, in spite of attempts to draw the attention of students to these resources and in spite of staff feelings that things had improved the May ’07 survey indicated that these resources remain under-used. Students do prefer direct guidance from FLU staff but staff consistently use these helpsheets as reinforcement.
Systems

Although satisfaction with booking arrangements remained high in the November ’06 survey the existing paper-based system would not have been adequate to cope with the 40% increase in PC capacity after the FLU refurbishment so a new computerised booking system was installed in May ’07, giving students greater autonomy in booking and usage of facilities within the boundaries set by FLU administrators, who set up permissions both in the FLU and in the library. 

In the May ’07 survey ( App 5 ) 97% of the students surveyed said that they found the system easy to use and 89.6% saw it as an improvement on the old system. A high percentage (79.3%) had the system explained by a member of FLU staff and 43.4% made use of the information leaflet. Only 27.8% had used the designated kiosk to make an advanced booking but this can also be done via any PC on the new system. Use of the booking kiosk will be highlighted during induction when the FLU reopens in November ’07 after the refurbishment. 

The new booking system produces a variety of usage reports rapidly and has a print control facility that will be activated after the refurbishment, encouraging users not to waste paper but also allowing them to produce standard colour prints independent of FLU staff.

Refurbishment

Recent student surveys consistently raised issues regarding facilities for group work, difficulties accessing PCs at busy lunchtime periods, cost and availability of colour printing and designated quiet study areas. All of these issues should be resolved after the refurbishment, plans for which have incorporated a 40% increase in the number of PCs and both group and quiet study areas. As has been mentioned above, the activation of the print control facility should resolve all issues re cost and availability of colour prints.

Services to Staff
Through initiatives led by the IT Users’ Forum several comprehensive guides in the area of IT are now in use and available via the Staff Intranet, Faculty offices and FLU Reception:
· The Staff IT Baseline Skills questionnaire and learning pack are now in use college-wide . FLU staff give support and guidance to teaching staff working to achieve defined standards. Tests are organised via the college Assessment Centre with Practice tests available via the Staff Intranet and all results fed back to Staff Development and Senior Lecturers with the immediate aim of compiling a record of IT qualifications of all permanent lecturing staff, extending eventually to all staff. Practice tests and modifications to the ultimate test were done at the request of Faculty Heads but take-up has been patchy.
· A  comprehensive Guide to College IT Services has been produced and distributed. This guide now provides the basis for a staff induction into IT services that has been integrated into the general staff induction process . Some staff have slipped through the induction net but there will be a review of the process and materials next session.

· Guides to the use of Webmail and Outlook have been produced and distributed and have formed the basis for Staff Development sessions with FLU staff providing ongoing guidance in the use of Webmail.

COLEG packs are now made available to staff to view via email and Resource Packs have been added to the list on the Staff Intranet of materials available. COLA assessments will be available to view next session.

5 laptops were made available to teaching staff on a short-loan basis from FLU Reception in a pilot exercise this session. They have been well used and the service well received.
In the Staff Resource Area FLU staff now give practical guidance and instruction in the use of the new document binder and laminator, copying of DVDs, use of card readers and production of colour prints via the new print arrangements. 
Self evaluation
Objectives not achieved from last year’s self evaluation have been carried forward into this year’s self evaluation. ( See APP3)
Key Statistics –See appendices for copies of Student surveys results,reports and action points and FLU usage statistics.

Staff Development
 Both administrators completed ECDL this session and are progressing to advanced level; both have also completed training qualifications thereby improving their ability to offer support to students and deliver induction sessions and demos. In addition one of the admin staff has also undertaken the MCDST qualification this session enhancing the technical support and understanding in the area. Along with the clerical assistant, both admin staff hold the BSL level 1 qualification in signing for the deaf and one undertook a refresher course this session. Although there was demand for progression to BSL2 and Staff Development were approached funding could unfortunately not be made available. The clerical assistant has received training on the college switchboard at main reception, on the administration of the assessment centre and in the library bringing variety and flexibility to her existing role and also opening up possible areas for redeployment with the installation and embedding of a new computerised booking system in the FLU. After training from suppliers the two admin staff set up the new booking system and it is now maintained and modified by them as necessary. In addition, these two staff also give support to the library in the administration of the system. 
Along with the two FLU admin staff, the Assessment Centre administrator has  had training on the use of the WORD accessibility template and has helped to produce digitised materials. She has also completed IT for administrators at Intermediate 1 and 2 levels this session.
Appendices

1. Review 2005 – 06 Objectives

2. Objectives for 2007 – 08

3. Self Evaluation June 2007

4.  Student Survey November ‘06

5. Student Survey May ‘07

6. User Statistics September ’06 – June ‘07

7. Assessment Centre user statistics and report

8. Digitisation Service review June ‘07

Appendix 1

	REVIEW OBJECTIVES AND ACTIONS       2006-07 

	
	
	
	

	COLLEGE OBJECTIVES
	ACTIONS
	TARGET DATE
	COMMENTS


	
	
	
	

	Aim 4: To develop further the college’s capacity as an effective, responsible and sustainable organisation


	
	
	

	4.5.1. Begin the implementation of the 2006-09 ICT  strategy  and embed it within wider college strategic planning
	Pilot support of staff IT baseline skills pack Aug 2006


	Aug 2006
	Achieved.  Pack supported and skills test organised via the Assessment Centre with automatic feedback to the Section Leaders and Staff Development to achieve audit of staff IT qualifications



	
	Modify induction to include Blackboard, new print
arrangements and student baseline skills pack


	Aug 2006
	Achieved.  Induction successfully modified and structured to include Blackboard new print arrangements and student baseline skills pack



	
	Pilot student baseline IT skills pack

	Aug 2006
	Achieved.  Taken up as support material by large number of students



	  Other college objectives are naturally supported by the Unit objectives below as they aim to improve a service aware of and constantly looking for               t the best way to support the aims and activities of the organisation.


	SPECIFIC UNIT OBJECTIVES
	ACTIONS
	TARGET DATE


	COMMENTS


	1. Improve support to students
	Prompt all curricular areas to bring students to FLU for induction. Target Gen Ed for particular attention.



	Aug 2006
	Achieved



	
	Modify induction to include Blackboard, new print arrangements and student baseline skills pack.

	Aug 2006
	Achieved.  See above

	
	Pilot alternative methods for displaying helpsheets  and other supportive materials to ensure maximum awareness and use  

	Aug 2006
	Achieved but May ’07 student survey showed helpsheets still underused.

	
	Update all helpsheets to accommodate changes to Office 2003

	Aug 2006
	Achieved.

	
	Devise new helpsheets in areas of burning CDs and organisational charts in response to comments on May 2006 survey

	Aug 2006
	Achieved.

	
	Pilot student skills baseline IT pack

	Aug 2006
	Achieved.  See above

	2. Improve FLU facilities
	Pilot new print system.

	Aug 2006
	Achieved.

	
	Pilot computerised booking system.

	Jan 2007
	Achieved May ’07. Generally well received by students


	
	Set and pilot charges for paper usage.


	Jan 2007
	To be piloted Nov ’07 after refurbishment.


	3. Refine client feedback
	Seek to form focus groups to further refine student feedbask.
	Nov 2006
	Not achieved – time constraints.
Target 2007-8.



	
	Seek out suitable method for ensuring consistent feedback from course forums
	Aug 2006
	Improved but still no consistent method for ensuring feedback.


	4. Staff development
	Seek redefinition of FLU administrators as facilitators


	Aug 2006
	Not achieved.  Target for 2007-8

	
	Pilot support of staff IT baseline skills
	Aug 2006
	Achieved.  See above

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Appendix 2

OBJECTIVES AND ACTIONS 2007-08
COLLEGE OBJECTIVES

	OBJECTIVE
	ACTION TARGET
	TARGET DATE
	RESPONSIBLE PERSON
	COMMENT

	Aim 1: 

1.2.3
Further develop the college’s strategy in relation to schools provision including work in support of the Scottish Executive’s NEET Strategy  
	· Provide support as appropriate
	November 2007
	June Millar

Janice Henderson

Angela McLaughlin
	

	1.2.5

Plan and begin to deliver the College’s contributions to the implementation of the Scottish Executive’s new strategies for English for Speakers of Other Languages (ESOL) and Adult Literacy and Numeracy (ALN)
	· Provide support as appropriate
	November 2007
	June Millar

Janice Henderson

Angela McLaughlin
	

	Aim 2: 

2.2
Develop working practices to ensure the college meets all relevant legislation
	· Work to ensure all FLU literature can be made available in accessible formats

· Work with IT Users’ Forum to refine accessible WORD template


	January 2007

November 2007
	Janice Henderson

Angela McLaughlin

June Millar

Janice Henderson

Angela McLaughlin
	

	Aim 3: 

3.2.1
Implement and evaluate the new Learning and Teaching Strategy
	· Work with E-Learning Development Officer to raise staff awareness of availability of 

              -COLA assessments on Moodle

              -other COLEG resources

              -repository developments
	
	June Millar

	

	3.2.2
Implement a range of pilot projects to promote citizenship and environmental awareness


	· Work with sustainability group to build on can recycling initiative
· Provide regular articles for staff and student newsletters to promote environmental awareness and environmentally safe practices

· Activate print control facility on new FLU computerised booking system
	November 2007
November 2007

October 2007
	June Millar
June Millar

June Millar

Janice Henderson

Angela McLaughlin
	

	3.3.1

Fully use the opportunities presented by new facilities on campus to improve the quality of customer care in all services
	· Pilot areas for group work, quiet study and enable direct access to colour printing in response to comments from student surveys 


	October 2007


	June Millar

Janice Henderson

Angela McLaughlin


	


ADDITIONAL UNIT OBJECTIVES

	1. Improve support to students
	· Modify induction to introduce students
     to refurbished area
· Update all guides and help sheets to 
    reflect changes after FLU refurbishment
· Take steps to ensure MAC software  

    compatibility
· Pilot and evaluate introduction of group 
    and quiet study bays

· Pilot individual printing allowance
· Pursue adequate MAC technical support


	J. Henderson/ A. McLaughlin/J.Millar
J. Henderson/ A. McLaughlin

J. Millar

-as above

-as above

J. Millar


	October 2007

October 2007

September 2007

Pilot Oct 07/ Evaluate Dec 07

-as above

September 2007


	

	2. Improve Efficiency
	· Seek redefinition of FLU administrators

    as facilitators 
· Set and pilot charges for paper usage

· Pilot and evaluate improved print 
   system


	J. Millar

J. Henderson/ A. McLaughlin/J.Millar
J. Henderson/ A. McLaughlin/J.Millar
	January 2008

October 2007

Pilot October 2007/Evaluate December 2007


	

	3. Improve Service to Staff
	· Overhaul COLEG area on Staff Intranet
	J. Henderson/ A. McLaughlin/J.Millar
	July/August 2007
	

	4. Refine Client Feedback
	· Establish suitable method for ensuring 
   consistent feedback from course forums.

· Form focus groups to further refine 
   student feedback


	J. Millar

J. Millar


	January 2008

January 2008
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	REVISION
	1

	
	
	
	


	SECTION 1 – LAST YEAR’S OVERALL TEAM EVALUATION (Academic Year
	
	)


	
	
	VG
	G
	F
	U

	U1
	Client Satisfaction
	√
	
	
	

	U2
	Staff
	√
	
	
	

	U3
	Accommodation and Resources
	√
	
	
	

	U4
	Quality Assurance and Quality Improvement
	√
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


SECTION 2 – UPDATE ON LAST YEAR’S ACTION PLAN

	ACTION

POINT
	RESPONSIBLE PERSON
	CLOSED OFF

(YES / NO)
	PROGRESS

(PROVIDE DETAILS)
	CARRIED FORWARD

(PROVIDE REASON)

	· Seek to form student focus groups to further refine student feedback
· Continue to experiment with air-conditioning to alleviate extremes in individual areas

· Focus more attention on cutting music noise.  
· Increase surveillance at rear of FLU.
· Seek redefinition of  FLU administrators as facilitators
· Pilot support of staff IT baseline skills pack
· Prompt all curricular areas to bring students to FLU for induction.
    Target Gen Ed                    
for particular

attention

· Modify induction to include Blackboard, new print arrangements and student baseline skills pack

· Pilot alternative methods for displaying helpsheets and other supportive materials to ensure maximum awareness and use.
· Update all helpsheets to accommodate changes to Office 2003
· Devise new helpsheets in areas of burning CDs and organisational charts in response to comments on May 2006 survey
· Pilot student baseline IT skills pack
· Pilot new print system

· Pilot computerised booking system

· Set and pilot charges for paper usage
· Seek out suitable method for ensuring consistent feedback from course forums.


	June Millar
Janice Henderson/                                                                                                                      Angela McLaughlin

 Janice    Henderson 

Angela McLaughlin

Janice Henderson/                                                                                                                      Angela McLaughlin

 June Millar

Janice Henderson/

Angela McLaughlin

June Millar

Angela McLaughlin

Janice Henderson

June Millar

Angela McLaughlin

Janice Henderson

Angela McLaughlin

Janice Henderson

Angela McLaughlin

Janice Henderson

Angela McLaughlin

Janice Henderson

Angela McLaughlin

Janice Henderson

Angela McLaughlin

Janice Henderson

Angela McLaughlin

Janice Henderson

June Millar
	NO

YES

YES

YES

NO

YES

YES

YES

YES

YES

YES

YES

YES

YES

NO

NO


	No progress. Time constraints.

Definition of facilitators in other areas has been explored. FLU administrators have been acting as facilitators to support roll out of staff IT baseline skills

Attached to new booking system. Charges levied and print allowances in other educational organisations have been investigated. 

Some progress via contact with course coordinators but still no formal feedback mechanism in place.
	Still seen as valuable

Role as facilitators focussed with intro of new booking system taking away much of routine admin.

Print allowance system to be piloted before the end of session 2006-’07 and launched when extended FLU opens in Oct ‘07

Still seen as valuable
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SECTION 3 – REVIEW OF QUALITY ELEMENTS

ELEMENT U1 – CLIENT SATISFACTION 

NB The information from the Student Satisfaction Surveys and any other surveys, questionnaires and focus groups and other methods of client feedback should be discussed and evaluated by the team.

	AREAS OF STRENGTH 

Feedback from questionnaires issued by the FLU in May and November indicate a high level of student satisfaction with the range and standard of facilities on offer, the service in general and in particular the quality of support given by staff. The new booking system installed in early May has met with general approval making usage and booking of PCs simpler and less staff intensive. Feedback from course forums has improved but no consistent, formal channel for feedback has yet been established. 


	AREAS FOR IMPROVEMENT 

Many of the areas highlighted for improvement in student surveys will be addressed in the extension and remodelling of the FLU, and associated areas, as part of the Campus Project. PC capacity in the main FLU will increase by approximately 40% and the defined student demand for both group and single quiet study bays will be met. As the print control aspect of the new booking system is rolled out students will also be able to produce colour prints directly themselves instead of this being done at the Reception area and the price of colour printing, consistently commented on by students, will be dramatically reduced. Some concern has been expressed by Graphics students regarding software compatibility issues but the present lack of a Senior Lecturer in this area has made consistent communication difficult and the problem therefore hard  to resolve. Capital bids have been made to enable some upgrades. Consistent technical support for MAC users has also been raised as a concern.


	OVERALL EVALUATION 
Feedback from comprehensive FLU questionnaires issued to students, and from the college Support Service questionnaire, is consistently very positive regarding most aspects of the service. Concerns about compatibility of MAC software and MAC technical support will continue to be addressed next session via relevant departmental head and IT Users’ Forum respectively.


GRADE


	VG
	-
	MAJOR STRENGTHS ARE EVIDENT
	
	√

	
	
	
	
	

	G
	-
	MORE STRENGTHS THAN WEAKNESSES ARE EVIDENT
	
	

	
	
	
	
	

	F
	-
	SOME IMPORTANT WEAKNESSES ARE EVIDENT
	
	

	
	
	
	
	

	U
	-
	MAJOR WEAKNESSES ARE EVIDENT
	
	


	ACTIONS FOR THE COMING YEAR 

	ACTION
	PERSON RESPONSIBLE
	TARGET DATE

	· Pilot and evaluate introduction of group and quiet study bays

· Pilot individual printing allowance

· Seek to ensure MAC software compatibility

· Pursue adequate MAC technical suppor

	J. Henderson/A. McLaughlin/J. Millar

J. Henderson/A. McLaughlin/J. Millar

J. Millar

J. Millar


	Pilot October 2007/ Evaluate December 2007 
Pilot October 2007/ Evaluate December 2007 

September 2007

September 2007
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SECTION 3 – REVIEW OF QUALITY ELEMENTS

ELEMENT U2 – STAFF 

	AREAS OF STRENGTH 

All staff in the FLU hold qualifications relevant and appropriate to their positions and have previous relevant work experience. Both administrators have completed ECDL and are progressing to advanced level; both have also completed training qualifications thereby improving their ability to offer support to students and deliver induction sessions and demos. In addition one of the admin staff has also undertaken the MCDST qualification this session enhancing the technical support and understanding in the area. Along with the clerical assistant, both admin staff hold the BSL level 1 qualification in signing for the deaf and one undertook a refresher course this session. Although there was demand for progression to BSL2 and Staff Development were approached funding was not made available. The clerical assistant has also received training on the college switchboard at main reception, on the administration of the assessment centre and in the library so that she can fill in when required, bringing variety and flexibility to her existing role. The manager actively participates in several cross college groups, chairing the IT Users’ forum, and is on the operational group of COLEG outwith the college. Weekly team meetings are used for briefings and problem-solving sessions, and the part-time member of staff who cannot attend is briefed as relevant. As IT becomes more central to the delivery of the curriculum, and students more sophisticated in its use, so demands on the FLU admin staff have become more complex. They now function more as facilitators and have become highly skilled both in the production of support materials and in providing personal support to both staff and students. Many new support materials were produced for last session in response to results from FLU student surveys and many updated. The crucial support role has been enhanced by the introduction, in May ‘07, of a new computerised booking system, freeing staff from low level admin tasks so that they can focus on student support. This will become even more crucial in the 2007-08 session when the PC capacity of the FLU will be significantly increased as part of the Campus project. The new booking system was set up and is maintained by the two admin staff who also give support to the library in the administration of the system. All FLU staff have a good rapport with other staff and with students and are seen as providing an excellent service in support of both staff and students.




	AREAS FOR IMPROVEMENT 

There should be a recognition that the administrator’s role has evolved into that of a facilitator and the level of the post upgraded to acknowledge this.


	OVERALL EVALUATION 
All staff work well together to create a supportive environment for staff and students at all levels of ability and constantly seek to upgrade their skills and experience to respond effectively to client needs.


GRADE


	VG
	-
	MAJOR STRENGTHS ARE EVIDENT
	
	√

	
	
	
	
	

	G
	-
	MORE STRENGTHS THAN WEAKNESSES ARE EVIDENT
	
	

	
	
	
	
	

	F
	-
	SOME IMPORTANT WEAKNESSES ARE EVIDENT
	
	

	
	
	
	
	

	U
	-
	MAJOR WEAKNESSES ARE EVIDENT
	
	


	ACTIONS FOR THE COMING YEAR 

	ACTION
	PERSON RESPONSIBLE
	TARGET DATE

	Seek redefinition of  FLU administrators as facilitators
	J.Millar
	January ‘08
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SECTION 3 – REVIEW OF QUALITY ELEMENTS

ELEMENT U3 – ACCOMMODATION AND RESOURCES

	AREAS OF STRENGTH 

Survey results show that students and staff are consistently happy with the range and quality of facilities and services provided in the FLU but there is a constant need for update and expansion to keep pace with developing technologies. There were only minor additions, such as film scanners, to the FLU resources this session but the refurbishment of the FLU in August ’07 as part of the Campus project will bring major changes, increasing access to PCs and providing the opportunity to respond to student demand for quiet individual study areas, a drop-in facility and accommodation for small groups. The new computerised booking system, introduced in May ’07, has given students greater ease of access and more flexibility and will ensure that increased PC capacity can be handled. The introduction of the print control facility will also mean easier access to colour printing and less paper waste. The May survey showed that pen drives have become the preferred method of storage and the FLU continues to provide these, along with instructions for use, at a competitive price along with CDs and DVDs. The format and content of FLU induction was modified for the beginning of this session to include Blackboard along with reference to the newly devised Student IT Baseline Skills pack available to students with support from FLU staff. The success of this change was reinforced by the uptake of the pack and the number of very positive comments concerning the usefulness of the induction sessions. A basic guide to accessing Blackboard was also produced. Finally, on the staff intranet, the listing of COLEG packs has been redesigned and extended to include resource packs and material is now emailed to staff for viewing prior to print. Staff can also now view COLA assessments to assess suitability for use before they are put into either TOIA or Blackboard.


	AREAS FOR IMPROVEMENT 

The booking kiosk associated with the computerised booking system is at present under-used. On evidence from student surveys helpsheets are still under-used. The COLEG area on the Staff Intranet is becoming unwieldy and needs an overhaul.


	OVERALL EVALUATION 
The range and quality of facilities and services generally meet with the approval of students and staff. Issues raised in student surveys should be remedied by the refurbishment of the FLU.




GRADE


	VG
	-
	MAJOR STRENGTHS ARE EVIDENT
	
	√

	
	
	
	
	

	G
	-
	MORE STRENGTHS THAN WEAKNESSES ARE EVIDENT
	
	

	
	
	
	
	

	F
	-
	SOME IMPORTANT WEAKNESSES ARE EVIDENT
	
	

	
	
	
	
	

	U
	-
	MAJOR WEAKNESSES ARE EVIDENT
	
	


	ACTIONS FOR THE COMING YEAR 

	ACTION
	PERSON RESPONSIBLE
	TARGET DATE

	· Update all guides and helpsheets to reflect changes after FLU refurbishment
· Modify induction to introduce students to refurbished area.

· Pilot and evaluate improved print system

· Overhaul COLEG area on Staff Intranet

	J. Henderson/ A. McLaughlin

J. Henderson/ A. McLaughlin/J.Millar

J. Henderson/ A. McLaughlin/J.Millar

J. Henderson/ A. McLaughlin/J Millar


	October ‘07

October ‘07

Pilot October ‘07

Evaluate December ‘07

July/August ‘07
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SECTION 3 – REVIEW OF QUALITY ELEMENTS

ELEMENT U4 – QUALITY ASSURANCE AND IMPROVEMENT

	AREAS OF STRENGTH FLU surveys in November ’06 and May ’07 showed generally high satisfaction with most elements of the service and gave useful evidence re data storage methods used by students, use of Blackboard and early student reactions to the newly installed computerised booking system. Evidence from the college survey indicated general high satisfaction with facilities and service. Any outstanding issues should be addressed either by the refurbishment or by the roll out of revised print arrangements.




	AREAS FOR IMPROVEMENT 

The intention last session was to form student focus groups but pressures in other areas meant this was not achieved. This is seen as a valuable way of obtaining focussed student feedback . Feedback from course forums improved last session but no formal channel  has been established for feedback from these forums.




	OVERALL EVALUATION 
Feedback from comprehensive FLU questionnaires issued to both staff and students and from the college Support Service questionnaire is consistently very positive regarding all aspects of the service, although alternative client feedback could be more actively sought via course forums and student focus groups.




GRADE


	VG
	-
	MAJOR STRENGTHS ARE EVIDENT
	
	√

	
	
	
	
	

	G
	-
	MORE STRENGTHS THAN WEAKNESSES ARE EVIDENT
	
	

	
	
	
	
	

	F
	-
	SOME IMPORTANT WEAKNESSES ARE EVIDENT
	
	

	
	
	
	
	

	U
	-
	MAJOR WEAKNESSES ARE EVIDENT
	
	


	ACTIONS FOR THE COMING YEAR 

	ACTION
	PERSON RESPONSIBLE
	TARGET DATE

	· Form focus groups to further refine student feedback

· Establish suitable method for ensuring consistent feedback from course forums.

	June Millar

June Millar
	January ‘08

January ‘08
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LAST YEAR’S GRADINGS
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	REVISION
	1

	
	
	
	


	SECTION 4 – SUMMARY OF SELF EVALUATION GRADINGS FOR THIS YEAR (Academic Year
	
	)


	
	
	VG
	G
	F
	U

	U1
	Client Satisfaction
	√
	
	
	

	U2
	Staff
	√
	
	
	

	U3
	Accommodation and Resources
	√
	
	
	

	U4
	Quality Assurance and Quality Improvement
	√
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


	SECTION 5 – ACTION PLAN FOR THIS YEAR (Academic Year
	
	)


SECTION 5A – ACTIONS BROUGHT FORWARD FROM LAST YEAR’S LIST
	ACTION
	PERSON RESPONSIBLE
	TARGET DATE

	· Seek redefinition of  FLU administrators as facilitators

· Set and pilot charges for paper usage

· Establish  suitable method for ensuring consistent feedback from course forums.
· Form focus groups to further refine student feedback


	June Millar

J Henderson/A McLaughlin/J Millar

J Millar
J. Millar
	Jan ‘08

October ‘07

Jan ‘08
Jan ‘08


SECTION 5B – ACTIONS RESULTING FROM THIS YEAR’S SELF EVALUATION 
	ACTION
	PERSON RESPONSIBLE
	TARGET DATE

	· Pilot and evaluate introduction of group and quiet study bays

· Pilot individual printing allowance

· Take steps to ensure MAC software compatibility

· Pursue adequate MAC technical support

· Update all guides and helpsheets to reflect changes after FLU refurbishment

· Modify induction to introduce students to refurbished area.

· Pilot and evaluate improved print system

· Overhaul COLEG area on Staff Intranet

	J. Henderson/A. McLaughlin/J. Millar

J. Henderson/A. McLaughlin/J. Millar

J. Millar

J. Millar

J. Henderson/ A.    McLaughlin

J. Henderson/ A. McLaughlin/J.Millar

J. Henderson/ A. McLaughlin/J.Millar

J. Henderson/ A. McLaughlin/J Millar


	Pilot October 2007/ Evaluate December 2007 

Pilot October 2007/ Evaluate December 2007 

September 2007

September 2007

October ‘07

October ‘07

Pilot October ‘07

Evaluate December ‘07

July/August ‘07




	SIGNED (UNIT MANAGER / SUPERVISOR):
	
	
	DATE
	


Appendix 4

FLU STUDENT SURVEY NOVEMBER 2006

Students were surveyed over a period of a week in November 2006. The questionnaire was designed to gauge initial impressions of the service and any general student needs that are not being met. 250 questionnaires were distributed and 201 completed questionnaires returned.  Faculties A and C were fairly evenly represented, 31% and 28.5% of respondents respectively, Faculty B 17% with 23.5% failing to identify their course of study. Comparative figures for questions asked in the November 2005 survey are shown in Appendix 1 with free comments from respondents shown in Appendix 2.
FLU INDUCTION

OBSERVATIONS

· Surprisingly a slight drop, from the November 2005 survey, in the number of  individual students reporting that they attended a formal FLU induction session as records show no drop in the number of class groups who attended organised induction sessions.

· Some students commented that they were either returning students or late starters and therefore did not attend a formal induction session.

· The number of students confirming that they were given an information sheet rose slightly to 88%.

· Attention paid to the format and content of induction paid off with an increased number of positive comments concerning the usefulness of the induction sessions.

ACTION POINTS
· Tighten up the recording of which class groups and how many are sent down for a formal induction.

· Encourage staff to bring returning students down for induction at the beginning of a session when facilities have been extended and modified.

· Look at ways of ensuring that late starters have necessary induction information and/or experience.

GENERAL ACCESS AND SUPPORT
OBSERVATIONS

· Satisfaction with service from FLU staff remains consistently high; 99.5% felt that staff were approachable and 99% felt that help was available when they needed it. This high level of satisfaction is further reinforced by many free comments made by respondents.

· Several free comments pointed to a need for a facility to allow for group work without disturbing individual users. One asked for earlier opening.

· Satisfaction with booking arrangements also remains consistently high, 99% of respondents. 

· Although 93.4% of respondents said that a computer was available when they needed to use one this shows a drop from 97.6% in the November 2005 survey. Free comments highlighted busy lunchtime periods.

ACTION POINTS
· The extension of the FLU in 2007, increasing capacity by approximately 40% should keep pace with demand

· A computerised booking system, to ensure efficiency when capacity is increased, will be installed and trialled this session.

· The demand to accommodate group work will be taken into consideration when the FLU is refurbished.

HELPSHEETS & INFORMATION SHEETS
OBSERVATIONS

· Responses showed good use of all helpsheets with most use being made of those dealing with the insertion of pictures and tables into Word, Introduction to Powerpoint and Internet search guides.

· Some requests for additional helpsheets were made

ACTION POINTS

· Consider the creation of additional helpsheets as requested when staff time allows.

FLEXIBLE LEARNING UNIT: USER SURVEY RESULTS

NOVEMBER 2006
Faculty A      31%    B  17%     C  28.5%     Not Identified 23.5% (Nov. ’05 results in black)
	
	
	

	FLU INDUCTION
	YES
	NO



	Were you brought up to the FLU for an induction at the start of your course? 
	73%
76.5%
	27%
23.5%

	

	2.   If you were brought up, were you given an induction by a member of FLU staff?
	92%
90.1%
	8%

9.9%

	3.   At this induction, were you given an information sheet?
	88%
87.6%
	12%
12.4%

	                                                                                                                                                                                                                                                                                                            

	GENERAL ACCESS & SUPPORT
	YES
	NO



	1.   The FLU staff are approachable.
	99.5%
98.6%
	0.5%
1.4%

	2.   Help from FLU staff is available when I need it.
	99%
99.5%
	1%
0.5%

	3.   Arrangements for booking machines are efficient.
	99%
98.6%
	1%
1.4%

	4.   There is usually a computer available when I need to use one.
	93.4%
97.6%
	6.6%
2.4%

	
	
	

	HELPSHEETS & INFORMATION SHEETS

	Helpsheets on the following topics are available in the FLU.  Please tick any that you have used


	


WORD


 Inserting pictures/clip art
	32.8%  46.3%           

	                                                                                Creating Tables
	21.9%   

	
	

	                                   EXCEL                                 Creating charts
	17.4%  19.5%

	                                   POWERPOINT                     Introduction to PowerPoint
	21.9%  26.8%

	                                   INTERNET EXPLORER       Internet Search Guides
	30.8%  53.7%

	                                   PHOTOSHOP                       Scanning with Photoshop
	16.9%   

	                                   EMAIL                                  Yahoo! Email address setup
	16.4%   58.5%

	                                                                                 Hotmail Email address setup
	18.9%    

	                                                                                 Yahoo! Mail Guide
	8%


	                                   
	

	                                                                                 Memory Card                    

                                                                                 Reader
	8%


	                                                                                 Pen Drive Leaflet
	13.9%

	                                                                                 Educational 
                                                                                 websites display                                                     

                                                                                 book
	10.5

	                                                                                 Learn to Logon
	15.4%


FLEXIBLE LEARNING UNIT: USER SURVEY 

NOVEMBER 2006 - COMMENTS
	INDUCTION

	Very informative and useful.

Very good talk by member of staff

Induction was very informative, I was reminded many a time where the front door was, I don’t think they liked me!

Induction was very helpful and staff were friendly

Staff are very nice and helpful.

Very helpful staff

Good.

It was a very clear induction.

Very helpful.

Very good.

It was easily explained and an efficient way of getting started onto the system.

The tour of the FLU was straightforward.

The staff were very helpful at the induction.

Very informative.

Yes most helpful .  Use the FLU all the time. Everyone friendly, helpful

They done very well at giving the induction and now I know a lot about the FLU.

Very thorough and helpful.

Good, informative, helpful

Very informative.

Very informed staff team.

Very informative.

Informative and clear and concise.

Not sure.

(Were you given an information sheet?) Can’t remember.

I started late in the course.

 Been to the college before

Had one the year before.

Last year, no induction.

This was last year.

The course I am on is day release so time spent in college and therefore the FLU facilities is limited.



	GENERAL ACCESS & SUPPORT

	Need more staff.

The staff are always available to help when needed and are very efficient at doing so.

FLU staff are great!

Very well laid out and help is always at hand.  The system is run very efficiently.

Staff couldn’t be more helpful and pleasant.

No problems.

It is very efficient and the staff are extremely friendly and help you with whatever you need.

The FLU is a good service for students such as myself.

I think they work really hard and they do so well (so thumbs up from me)

Very helpful, approachable staff.

I have only accessed FLU this once, so far and found the support helpful.  I am aware of how to use computers and various applications so this support was not required.

I use the computer a lot and staff very accommodating.

Very helpful

I never need FLU help.

FLU staff are patient and go above and beyond the call of duty

Even in busy times you can still get a machine or the staff will tell you when one should be available

Only once have I not been able to access a PC (in 3 months)

Q4 is a yes (there is usually a computer available when I need to use one), but only sometimes, perhaps more computers.

Can be very busy/unavailable at lunch times.

I come in at lunch times so its always busy, but I expect that.

But can be very busy at times.

(There is usually a computer when I need to use one).  Mostly.

Sometimes people switch machines without telling staff.

Not open early enough should be open at 8am

Q3 (Arrangements for booking machines are efficient), only said no because never used it.

Easy access.

Student should be allowed to book the seminar room to work together.

I felt that at times when I had to do group work it was hard as the group weren’t allowed to sit together

I feel there should be a section set aside for group work on a PC.

I feel there should be more machines available for group work as it is difficult to work as a group when only two people can use one machine.

I think there should be a section for actual studying.

First time.

Please fix these MAC computers they are very slow. Thanks.



	HELPSHEETS & INFORMATION SHEETS

	(On what other subjects should the FLU supply information sheets?)
Yes it may help some students who don’t know how the FLU works.

Mind maps.

Basic PhotoShop would be good.

Accessing word processor (mainly)

On where to get good student discounts.




Appendix 5

FLU STUDENT SURVEY 







MAY 2007
250 questionnaires were distributed to students over a period of two weeks in May 2007. The questionnaire was modified from the version used in May 2006 to allow for questions about the recently installed computerised booking system, elements of Blackboard use and shifts in modes of data storage.

STAFF
Observations

Satisfaction with both knowledge ( 98.5%) and attitudes displayed by staff ( 99%) remains consistently very high. Free comments generally endorsed this although there was some concern from MAC  students regarding level of software support.

Action Points
· Seek redefinition of  FLU administrators as facilitators
· Pursue adequate MAC technical support
NEW BOOKING SYSTEM
Observations

97% of the students surveyed said that they found the system easy to use and 89.6% saw it as an improvement on the old system. A high percentage (79.3%) had the system explained by a member of FLU staff and 43.4% made use of the information leaflet. Only 27.8% had used the designated kiosk to make an advanced booking but this can also be done via any PC on the new system.

Action Points
· Include use of booking kiosk in induction session when extended FLU reopens.

· Activate print control facility on new system when extended FLU reopens
BLACKBOARD

Observations

Almost a third (30.7%) of those surveyed said that they used Blackboard as part of their course. FLU staff had supported students with various problems during the course of the year and the survey confirmed problems with printing ( 26.8% of those using it), access from home ( 30.9%) and course navigation (19.3%).

Action Points
· Pass information on to John Edmonstone for further investigation and action.

STORING WORK
Observations

58.4% identified the pen drive as the most frequently used method of storage; the college “u” drive ( 16.8%) was the next most common choice.

Action Points
· Pass on information re underuse of “u” drive to Network.

· Continue to source and supply pen drives at reduced rates to students.

HELPSHEETS

Observations

In spite of attempts to draw attention of students to these resources and in spite of staff feelings that things had improved the survey indicates that these resources remain under-used. Students do prefer direct guidance from staff but staff use these helpsheets as reinforcement.

Action Points
Focus on helpsheets during student induction
	201 respondents – figures are expressed as percentages
	

	Staff
	YES
	NO

	1. Do you think that FLU Staff are approachable?
	99.0
	1.0

	2. Do you find them helpful?          
	99.0
	1.0

	3. Are they knowledgeable?
	98.5
	1.5

	
	
	

	New Booking System
	YES
	NO

	1. Do you find the new system easy to use?
	97.0
	3.0

	2. Did you read/make use of the information leaflet?
	43.4
	56.6

	3. Did a member of FLU staff explain the system to you?
	79.3
	20.7

	4. Do you think it is an improvement on the old system i.e. booking in at the desk?
	89.6
	10.4

	5. Have you used the kiosk to make an advanced booking?
	27.8
	72.2

	

	Blackboard
	YES
	NO

	1. Do you use Blackboard as part of your course?
	30.7
	69.3

	2. In Blackboard have you experienced problems with any of the following?: 

	                                                                                              a. Printing
	26.8
	73.2

	                                                                                               b. Accessing from home
	30.9
	69.1

	                                                                                               c. Navigating through the courses?
	19.3
	80.7

	
	
	

	Storing Work

	Please circle the storage method which you use most frequently:

	1. Floppy Disk                  
	13.2

	2. Pen drive/Memory stick               
	58.4

	3. CD                    
	11.6

	4. U:drive on college network
	16.8

	

	Helpsheets

	1. Please detail any helpsheets you have used in the FLU: (quantity in brackets)

	    Using the scanner (1) 
	Creating Charts (2)

	    How to insert pictures into Microsoft Word (3)
	Get Your Free Email Address with Yahoo! (1)

	    Creating Tables Using Microsoft Word (1)
	10 Steps to Blackboard (1)

	

	2. Are there any other subjects you would like to be covered by helpsheets in the FLU?

- Setting up editing sessions on MACs

- Publisher

- Gallileo
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	Comments

	Staff

	Always pleasant and knowledgeable.

I enjoy using the FLU most of the time.

When help is needed its always there.

Very helpful and knowledgeable.

When I had started coming into the FLU I had had difficulty in saving my work and the staff really helped me with the problem.

Very helpful.

FLU is very useful, staff are great.

They could be sent on more courses.

The staff have been helpful and pleasant in my last 2 years at Cardonald College.

Find them quite rude on occasion and unwilling to help this year. last year they were much more friendly and approachable.
Asked for help several times and always find the staff obliging.

Staff are very friendly and helpful.
Always friendly and supportive.

Are they knowledgeable: No  - depending on the particular problem (doesn’t state context)

I think the staff are ready and willing to help you when you are stuck and are amazing at retrieving work that is lost.  Thank you all. (HNC Healthcare student)

Very friendly.

Good communication skills.

Sometimes problems occur with software etc and not always resolved (Graphics student talking about MAC)

They are a great help.

FLU staff are best.

Very big help.

Very helpful.

They’re the bees knees.



	New Booking System

	The staff members are very helpful.

I prefer not being restricted to 2 hours as report cannot be typed up in this time frame.

This is much better way of working in the FLU.

The system is fair however watching the clock is a little stressful.  If there are periods computers could be worked on for longer it should be mentioned.

Didn’t know you could pre-book.

It is now much harder to get a PC without booking.

New system is more efficient.

I think its better to use the new system.

I think it is an improvement although the time allowance on computer could be a bit longer.
I think the kiosk is good.

Have had no problems.

Yes I think it is so much better.

I don’t think its good to be limited to 2 hours a day especially for deadlines.

New system more efficient and much easier to gain access to the computer.

Not enough time on computer.

The new system for using computers give everyone the chance to have good while on them.

Sometimes difficult to find computer at lunchtimes.

Computers sometimes don’t let you log on and can be a bit confusing.

You should get more time on the machines.

Like picking my own computer.


	Blackboard

	There was not very much of interest on it. (Access to Humanities student)

Had a guidance questionnaire to do and couldn’t get in.  Still can’t get into it. (NQ Fitness, Health & Exercise student)

Not enough course notes.

This is helpful, especially to students who have been unwell and are at home and can access this to get the notes given by lecturer.

I have not been able to access Blackboard as I have never been registered for it (HNC Training & Development student)



	Storing Work

	Pen drive/memory stick: Very useful

                                           I find it very useful.

                                           No problems all computers have USB ports.

                                           They are very helpful.

U: drive on college network: Never use!

                                                  This was a good process, due to my lack of not having a pen drive or floppy disks. 

                                                  Email work.

                                                  Used to use U:drive but lost all my work.

None: I save to my email.



	Helpsheets

	Don’t need any helpsheets!



	General Comments

	FLU is a great asset to the college, very easy to use and comfortable surroundings.

The FLU unit is much quieter with the new system.

FLU is a great asset to the college, very easy to use and comfortable surroundings.
Printing in colour is too expensive and I have not had a colour print out this year that has turned out correct, there used to be a reduction for mistakes but it seems this is no longer the case.  Another technician would be good as every time one is needed they never seem to be around. (Graphics student)

The cost of colour printing is very high.  I think the costs should be reduced and also as the more printouts made a reduction should be applied to cost. (Graphics student)

The FLU unit is much quieter with the new system.

The FLU staff are very helpful and approachable.

The staff within the FLU are again helpful, resourceful and always greet the students with a warm and cheery smile.   This made my two years at Cardonald helpful as I and others, have to check our mail updates but also course resources and the FLU has helped me make more use of the computers in the college. (Gen Ed student)

Staff are very approachable, they act on initiative if they see you are having problems with the computer.  Good communication and listening skills.

The MACs need access to more programmes: Flash and Strata.  Also Photoshop, Illustrator and In-Design need to be updated to the same version as upstairs to prevent compatibility issues. (Graphics student)

In the new booking system I find it quite difficult in some days to squeeze my studies in any two hours of working with the internet.  I am aware of the additional minutes available, but it is certainly less comfortable than some previous flexible minutes.  Although - I enjoy working in the FLU and the free printing availability.

You cannot logon twice, can be irritating.

The FLU is very helpful I think it as an good establishment (Learning 4 work student)

Some tend to ignore you if you ask them for help, if ask for assistance on the computer they will say “I don’t know”  (Healthcare and social care Int 2 student)

It would be great if the software used in the Graphics department was available in the FLU such as CS2, Strata and Flash, Fireworks and Dreamweaver. (Graphics student)

Water supply and its too warm most of the time.




Appendix 6

User Statistics Beginning September ’06 – End of June ‘07

	Sept

06
	Oct

06
	Nov

06
	Dec

06
	Jan

07
	Feb

07
	March

07
	Apr

07
	May

07
	June

07

	3795
	4479
	5379
	3074
	4855
	4526
	5335
	1705
	4547
	2104


Appendix 7
Progress Report on the Assessment Centre

September 2006 – end June 2007
Observations
After a significant drop in usage in 2005-06 the Assessment Centre has held its own in the 2006-07session with bookings reaching 98.6% of the previous year and attendances at 98.8%. 

Chart 1 on the following page shows an increase in usage on Tuesdays and also on Wednesdays and Thursdays when hours were adjusted in response to a drop in usage during the 2005-06 session. Last year’s steady decline on Mondays continued and there was a marked drop on Fridays when usage had always been consistently high.

Charts 2 shows a significant decline in usage in November, a pick up in December and significant rise in May. This could be attributed to disruption caused by the Campus project with students reaching the point of assessment later than usual.

Chart 3 shows that 70% of bookings were translated into actual attendances at the Assessment Centre compared with 66% the previous year.

Encouragingly, Chart 4 shows a greater spread of subjects being assessed compared with last year with Geography. ESOL,Law and Spanish making significant first appearances. Politics and Social Care increased usage and in English and Media usage diminished. It is probably worth noting that none of the Construction, Engineering and Water courses made use of the Assessment Centre.

Actions

The real potential of this facility cannot be fully realised until after the refurbishment when a dedicated Assessment Centre will be created with the space to comfortably handle whole class assessments; the ad hoc nature of the existing facility, in terms of both space and opening times, clearly inhibits this. When the new facility opens procedures and paperwork will be reviewed with a view to further streamlining the whole process and the facility will be re-launched with particular attention being paid to those curricular areas that at present make little or no use of the facility.
	Chart 1
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	2005-2006
	2006-2007
	

	 
	Monday
	194
	140
	

	 
	Tuesday
	271
	328
	

	 
	Wednesday
	102
	224
	

	 
	Thursday
	115
	136
	

	 
	Friday
	462
	300
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	2005-2006
	2006-2007
	

	
	Aug
	0
	0
	

	 
	Sept
	29
	0
	

	 
	Oct
	48
	24
	

	
	Nov
	120
	71
	

	 
	Dec
	102
	123
	

	 
	Jan
	56
	57
	

	 
	Feb
	110
	95
	

	 
	Mar
	142
	142
	

	 
	Apr
	21
	27
	

	 
	May
	98
	171
	

	 
	June
	75
	82
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	Chart 3
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	 
	Bookings
	Actual
	

	
	2006
	 
	 
	

	
	August
	0
	0
	

	
	September
	0
	0
	

	
	October
	40
	24
	

	
	November
	97
	71
	

	
	December
	179
	123
	

	
	2007
	 
	 
	

	
	January
	89
	57
	

	
	February
	142
	95
	

	
	March
	190
	142
	

	
	April
	41
	27
	

	
	May
	250
	171
	

	
	June
	100
	82
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


Chart 4

	
	2005-
	2006-

	  
	2006
	2007

	Accounting
	17
	40

	Anatomy & Physiology
	76
	69

	BIM
	14
	11

	Business Law
	0
	1

	Childcare
	63
	71

	Comms.
	4
	4

	Economics
	0
	4

	English
	194
	139

	English (ESOL)
	0
	26

	First Aid
	20
	5

	French
	0
	1

	Geography
	1
	20

	Health & Safety
	0
	2

	Health Care
	59
	38

	History
	7
	2

	Human Resource Mgt.
	0
	1

	ICT in Business
	0
	3

	Information Systems
	0
	1

	IT
	14
	2

	Law for Communications Industry
	0
	13

	Law for Journalists
	54
	28

	Marketing
	9
	0

	Maths
	1
	2

	Media & Comms.
	43
	2

	Modern Studies
	6
	17

	Philosophy
	25
	43

	Physics
	9
	0

	Politics
	23
	58

	Psychology
	68
	55

	Social Care
	78
	135

	Sociology
	78
	47

	Spanish
	0
	19

	Sport
	1
	76

	Travel & Tourism
	70
	5
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Appendix 8

DIGITISATION SERVICE REVIEW 2007
Background
SLs were asked to respond to the attached questionnaire as part of a review of the digitisation service that has been available in the college for approximately three years with a recent break of approximately 4 months due to a delay in change in personnel. The low response’, only 10 SLs responded, could be put down to that break in service but those who did respond did so positively. 7 of the 10 responses were from Faculty B creating a clear distortion in the results. These results and comments are detailed overleaf under question headings
	Question 1.  How often has your Section made use of the digitisation service?



	
	Frequently
	Occasionally
	Not at all

	
	
	
	

	Arts Humanities and Design
	
	1
	


	
	
	
	

	Care, Sport and Continuing Learning
	
	1

	1

	
	
	
	

	TBI
	

	3
	4

	
	
	
	

	Totals
	
0
	5

	5


.
Observations:

· No real change from last year’s survey with approx 50% of respondents making use of the service.

	Question 2.  Do you consider that you have adequate facilities           in your area to create materials in and/or convert materials to electronic format?



	
	
Yes
	
No

	
	
	

	Arts Humanities and Design
	1
	

	
	
	

	Care, Sport and Continuing Learning
	1
	1

	
	
	

	TBI
	5
	2

	
	
	

	Totals
	7
	3


Observations:

· Improvement with 70% of respondents considering facilities adequate compared with 40% in 2006 survey.
	Question 3. Approximately how many staff in your area have the skills to digitise material?



	
	All
	Most
	Some
	  None

	
	
	
	
	

	Arts Humanities and Design
	
	
	1
	

	
	
	
	
	

	Care, Sport and Continuing Learning
	1
	
	1
	

	
	
	
	
	

	TBI
	3
	2
	2
	

	
	
	
	
	

	Totals
	4
	2
	4
	0


Observations:
· Perceived improvement in staff skills with 40% feeling that all staff in their area had skills to digitise material compared with 13.3% in the 2006 survey, 20% feeling that most had the skills compared with 6.6% and 40% feeling that some could cope  compared with 60% in the previous survey. No one felt that they had no-one able to cope in their Section compared with 20% previously.
	Question 4. How much of your teaching material is currently in electronic format?



	
	50% or more
	25%-49%
	10%-24%
	Less than 10%

	
	
	
	 
	

	Arts Humanities and Design
	
	1
	
	

	
	
	
	
	

	Care, Sport and Continuing Learning
	1
	
	1
	

	
	
	
	
	

	TBI
	5
	1
	1
	

	
	
	
	
	

	Totals
	6
	2
	2
	0


Observations:

No area reported less than 10% of material in digital format compared with 20% previously, 50% or more digitised went from 40% to 60%. In the middle two categories 25% -49% went down from 27% of respondents to 20% but those between 10% and 24% went up from 6.7% to 20%.
DIGITISATION SERVICE REVIEW – COMMENTS

Art, Humanities & Design

5. Any other comments:

Very helpful and sensible.  Useful and effective service.

Care, Sport & Continuing Learning

5. Any other comments:
This is a very valuable service to offer staff – vitally important that teaching materials are digitised to ensure accessibility for all.  A must have service.
Technology, Business & Industry

Q2.  Do you consider that you have adequate resources in your area to create materials and/or convert materials to electronic format?

Hard to answer.  We have not pushed this side of things over the last 2 years with the introduction of the new HN framework; having said that the majority if our HN packs come from COLEG so are already electronic, and most of our material for our NQ T & T course will be brought in and available electronically, so it’s not a major issue for us.

All are electronic.

Q3.  Approximately how many of your staff have the skills to digitise material?

Depends what you mean by ability.  They can all word process, albeit with different degrees of competence.  Certainly I can’t see some of them being able to cope with the conversion of large documents though.

5. Any other comments:

We have had an excellent return from the digitisation service when we have asked for difficult material such as circuit diagrams to be converted.  Although we use it only occasionally it has been much appreciated.

I think it’s a good idea for the college, but for our section we have a reasonable amount of skills between us, and our Faculty Admin can usually deal with any surplus requirements.

It’s good!

Although we haven’t used it a great deal up to now, I am hoping to do so and think the process is well worth while.
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