













[image: image1.png][~

\
i
CARDONALD

COLLEGE
GLASGOW




CARDONALD COLLEGE
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DEVELOPMENT PLAN

2007/2008

INFORMATION CENTRE AIM

‘To provide potential students and students with information, advice and guidance on career, course and employment opportunities, student funding, learning support, personal and other support needs to enable them to make informed choices.’

CONTEXT

In 2007/2008 the main aim of the Information Centre will be to continue to deliver and develop it’s core services to students, staff and the community in response to national developments, changes within the college and within the client groups using our services.

The delayed relocation of the Information Centre, now due in September 2007, has brought and will continue to bring a number of challenges. Firstly the need to maintain the delivery of services while building work goes on around us, we prepare for the move and during the transition from the old to the new location. Secondly very careful planning of the layout to balance the long established welcoming openness with an increased level of privacy to establish the best possible working environment for Information Centre staff and users of our services.

The objectives for 2007/2008 arise from: 

(i) objectives brought forward from 2006/2007

(ii) action points from the Information Centre Self-evaluation process of 2006/2007

(iii) relevant objectives identified in the College Operational Development Plan 2007/2008

REVIEW OF 2006/2007

As in previous years a variety of factors affected the work of the Information Centre and the achievement of the planned objectives for the year.  

These included: national developments including the introduction of monthly student loans, the roll out of on-line UCAS and SAAS applications, local initiatives such as changes in the structure, location and staffing of the local development companies, the development of Community Planning Partnerships, a recently appointed Equal Access Manager for South West Glasgow and a local model for the delivery of the CareersScotland service level agreement and college issues including the campus development project, embedding of the Guidance unit for non-advanced students, international developments, a new Bursary team and a new Marketing Manager.  

The contribution of others including college staff and students and those from external organisations also contributed to and affected the achievement of some of the 2006/2007 objectives.

REVIEW OF OBJECTIVES 2006-2007

	OBJECTIVE
	TARGETS
	ACTION

DATE
	COMMENTS

	1.
Raise awareness of 
Information Centre 
services with staff  
	1.1
Create an Information Centre 
section on the staff intranet
	MC, Brian Gallagher Feb 2007


	Section created, further content and publicity required

	2.
Develop staff skills to 
meet the needs of 
students (college 1.2)
	2.1
Conduct and document staff 
review meetings timeously

2.2
Arrange a workplace placement 
for one Student Adviser

2.3
Request additional resources to 
employ a college counsellor 
and/or health promotion worker
	MC, all staff

Oct 2006

MC June 2007

MC, John Laird

June 2007 


	Not achieved, to be carried forward

Not achieved, to be carried forward

Requested but not granted 

	3.
Develop international 
plans to 
increase the 
growth of non SFC 
income (college 1.2.3.)
	3.1
Work with Marketing and other 
college staff to devise 
improved procedure for 
dealing with international 
enquiries and applications

3.2
Identify resources to support 
international students in 
college


	MC and CK

April 2007

MC, John Laird

June 2007


	Delayed until recommendations of Admissions group are produced.

Not achieved


	OBJECTIVE
	TARGETS
	ACTION

DATE
	COMMENTS

	4.
Improve working 
practices in the 
Information Centre to 
ensure cover for 
essential services
	4.1
Write working guidelines for essential 
services 


(i) Finance/Accommodation


(ii) Careers/HE/Employment

4.2
Produce guidelines for the 

disbursement of Hardship, 
Housing and Childcare Funds

4.3
Explore options for support 
from Bursaries and Finance in 
making 
BACS payments for 
Childcare and Housing.

	CK, MC

MA, JMcR, MC

July 2007

CK, MC May 2007

CK May 2007
	Finance guidelines drafted

UCAS guidelines drafted

Achieved

Agreement with Bursaries to make BACS payments in absence of Student Adviser - Finance

	5
Improve pre-entry 
information and 
advice 
on student finance
	5.1

Further develop the use of website for student finance information

5.2 
Pilot student finance 
workshops for potential 
students and parents
5.3 
Produce notes for advisers on 
residency, fee waiver and 
funding entitlements.
	MC, CK 

March 2007

MC, CK

May 2007

MC, CK

Dec 2006


	Finance information updated on website

Not achieved, to be carried forward

Achieved


	OBJECTIVE
	TARGETS
	ACTION

DATE
	COMMENTS

	6. 
Ensure required resources 
to deliver services to 
Information Centre users
	6.1 Ensure accommodation needs are 
met within the relocated Information Centre 

6.2 Arrange installation of additional 
PCs for student internet access 


	MC, Gordon Shaw

April 2007

MC 

Sept 2006
	Delayed relocation, to be carried forward

PC’s awaiting installation in new facility

	7. 
Further develop 
mechanisms for 
self-
evaluation
	7.1 Implement monitoring of 
development plan objectives

7.2 Conduct 2 Information Centre surveys outwith the Information Centre


	MC

Nov 2006

All staff

Oct 2006 and April 2007
	Not fully implemented, to be carried forward

Not achieved, to be carried forward

	8. 
Develop further the 
employability skills of 
students
	8.1
Raise awareness within 
teaching staff of the services 
provided by 
CareersScotland

8.2
Contribute to the resources 
provided for and the delivery of 
the Pre-exit guidance units

8.3
Explore the use of Gateway 
interactive resources to 
contribute to pre-exit guidance


	MC

Sept 2006

MC, MA, JMcR

June 2007

MC, MA, JMcR

June 2007
	Input into Faculty meetings carried out

List of resources to support employability and pre-exit guidance produced

Resources examined ed but not yet introduced.


	OBJECTIVE
	TARGETS
	ACTION

DATE
	COMMENTS

	9. 
Contribute to review of 
college 
admissions 
(college objective 2.2.1)


	9.1 Contribute to review of college 
applications and admissions 


system
	MC

May 2007
	Ongoing


OTHER ACTIVITIES IN 2006/2007 

· The Stress Management clinic for students and staff using our own second year Holistic Therapy students continued very successfully.

· Demand for the counselling service for students provided from late November by a Post Graduate Diploma in Counselling student on placement from Strathclyde University increased and we were able to secure the services of a second student for 5 months.

· Using the texting service to remind students of appointments with the Therapist or Counsellor proved very successful and could be extended to appointments for Hardship and Careers interviews.

· Student Advisers provided information stands or workshops at more than 30 events during the year ranging from employers, community and training organisations to disability, ethnic and other minority groups. Most of these are targeted at those from the most deprived areas.

· Student Advisers continue to support the Education Liaison Manager at local school, careers and recruitment events in the locally and elsewhere in Scotland. 

· The Glasgow Colleges Care Leavers Partnership Agreement has been developed as a model to work with young mothers coming in to college. The working group, which developed this agreement, has evolved to become the Glasgow Colleges Guidance and Student Support Network.
· ILAs continued to require an excessive workload wholly disproportionate to the benefits to the college. 

· Students from Paisley and Strathclyde University Post Graduate Diploma in Careers Guidance courses had placement visits to the Information Centre. Students from a college Supported Learning programme had short placements within the Information Centre.

· In addition to two successful Frehers events at the start of the academic year, a smaller event was held for those students who started college in January.

· A range of employers including Strathclyde Police, 02, Avon, Glasgow City Council and Reid Care Services and representatives from voluntary, universities and other organisations including Young Scot, Greater Pollok Youth in Action, SAAS and North West working visited the college during the year.

· Other visitors included a Student Services team planning a new build and a Guidance Manager reviewing services from other colleges.

· Work with the Robertson Trust to pilot bursaries for two college students moving on to university.

· Input into workshops for Keyworkers of CareersScotland, into a ‘Get Ready for College’ event and into a Moving On day at another college.

· Successful collaborative working to develop progression planning involving CareersScotland and Strathclyde for Access to Humanities students and involving CareersScotland with General Education students.

· Tailored UCAS planning sessions with Sports, Fashion and Portfolio teaching staff.

· Staff contributed to a number of working groups and committees. 


In college these included: development of on-line applications and the 
college website, Admissions, review of complaints procedure and gender 
equality plan, Internal Communications group, Guidance forum, IT users 
forum, Travel forum and the Business Management Forum. 


Externally these included the Care Leavers Support group, Greater Pollok 
(now Glasgow South West) Practitioners group, Homeless to Work planning 
group, CareersScotland schools/colleges collaboration group, Glasgow 
Colleges Guidance and Student Support Network, Careers Advisers in FE, 
SWAP Co-ordinators and Guidance groups and the SFEU Guidance and 
Student Support steering group.

STAFF DEVELOPMENT

 The timing of two of the college wide staff development days in August and June, when the Information Centre cannot close because of public demand, restricts the participation of staff in these events. Despite this and the failure to carry out staff development reviews in 06/07 staff have participated enthusiastically in a variety of development opportunities. 

· Student Advisers have participated in a range of workshops, seminars and conferences to update their knowledge and skills in relevant areas including – student funding, welfare rights, higher education opportunities, UCAS, employability, Career Opportunities in the Financial Services Sector, working with international students, asylum seekers and refugees, drug awareness, visual awareness and specific IT software training (TEQUIOS, Careerbox).

· A third member of staff has undertaken Mental Health First Aid training.

· All staff participated in the college Health day

· All staff attended Principals briefings and Retention Strategy briefings.

· Information Centre Manager attended training in equality, diversity and inclusion, quality enhancement and health and safety for managers .

· Further training for all staff in using the new telephone system will be required when the team are relocated.

Regular team meetings provide an opportunity for learning for all team members. 

It is planned to close for a half day/day in May 2008 for a team development and self-evaluation day to enable staff to review their own contribution to the delivery of services, to review practice in the new facility and to plan for the future development of services.

FEEDBACK ON PERFORMANCE 2006/2007

Feedback from users of the Information Centre was obtained from the college wide Student Satisfaction Survey, from the Staff Survey, from the Information Centre Services User Survey and from service specific surveys of Hardship Fund disbursement and UCAS support.

All users of the Information Centre – students, potential students, staff and external colleagues – continue to express a high level of satisfaction with the services provided.  

Networking activity continues as a key part of Information Centre work. Feedback from colleagues in partner organisations – SFEFC, SAAS/SLC, Careers Scotland, Big Step, CPAG-Welfare Rights, Local Development Companies, other colleges and universities is very positive.  

Feedback from colleagues who attended our annual Information Seminars for Advisers was again very positive. 

To improve feedback in 07/08 an additional earlier Information Centre Survey will be conducted and this will also target students’ outwith the Information Centre to seek the views of non-users.

Similarly feedback on Hardship Funds and UCAS preparations will be sought at an earlier date and with a larger sample in 07/08.

SELF EVALUATION 2006/2007

Attached as appendix.

OVERVIEW OF THE YEAR AHEAD AND OBJECTIVES FOR 2007 – 2008

A range of factors will influence the objectives and targets for action by the Information Centre in the coming year.

As already described the major factor will be the relocation of the information Centre – the challenge this provides in maintaining the existing quality of service, and the opportunity it provides further develop it’s services.

National strategies and college aims identified in the college development plan which will directly influence the work of the Information Centre include:

· Support for those NEET and for those moving from benefits into work. Staff will be involved in support then into, through and moving on from their programmes.

· Increasing volume of activity with pupils.

· HMIe review, particularly in evaluation of services and identifying and demonstrating good practice.

· Promoting citizenship and environmental awareness
OBJECTIVES 2007-2008

	OBJECTIVE
	TARGET
	ACTION

DATE

	1.
Raise awareness of Information 
Centre services with staff 
	1.1 Develop the content of Information 
Centre section on the staff intranet and publicise to staff


	MC, MA, CK March 2008

	2.
Develop staff skills to meet the 
needs of students (College obj 
4.3.4)
	2.1  Conduct and document staff review 
meetings timeously

2.2  Arrange a workplace placement for 
one Student Adviser

2.3
Continue to advocate for resources 
to employ a college counsellor 
and/or health promotion worker
	MC, all staff

Oct 2007

MC June 2008

MC, John Laird

June 2008



	3.
Improve pre-entry information and 
advice (College obj 2.3.1)
	3.1 
Pilot student finance 
workshops for 
potential students and parents
3.2 Introduce system of recording 
financial enquiries.

3.3 Investigate potential for ‘Get Ready 
for College event.
	MC, CK 

March 2008

MC, CK

Dec 2007

MC, A Bale

May 2008



	4. 
Ensure required resources to 
deliver services to Information 
Centre users
	4.1
Ensure accommodation needs are 
met within the relocated Information 
Centre 
	MC, Gordon Shaw

Sept 2007




	OBJECTIVE
	TARGET
	ACTION

DATE

	5.
Promote environmental awareness 
within the college 


(College obj 
2.1.3)


	5.1 Establish a section on 
environmental issues in the 
Information Centre library

5.2 Promote environmental awareness through appropriate visitors to college


	M C J McR

Dec 2007

MC, MA

Ongoing

	6.
Develop induction for 
January starts 



(College obj 2.1.3)
	6.1 Ensure volunteering 
organisations and SRC are 
represented at Freshers Fair


	MA 

Feb 2008

	7.
Develop contribution to 
employability skills 


(College obj 2.4.2)


	7.1 Raise awareness amongst 
lecturers of resources 
available

7.2 Invite employers and 
representatives of 
volunteering 
organisation into college


	MC, MA 

Dec 2007

MC, MA

Ongoing 


	OBJECTIVE
	TARGET
	ACTION

DATE

	8. 
Further develop 
mechanisms for 
self-
evaluation
	8.1 Implement monitoring of 
development plan objectives

8.2 Conduct 2 Information Centre 
surveys outwith the 
Information Centre

8.3 Conduct survey on the 
disbursement of Hardship 
funds

8.4 Conduct student survey on 
UCAS practice


	MC

Oct 2007 to June 2008

All staff

Oct 2007 and April 2008

CK April 2008

MA Feb 2008


Appendix

SELF EVALUATION 2007/2008

SECTION 3 – REVIEW OF QUALITY ELEMENTS

ELEMENT U1 – CLIENT SATISFACTION 

	AREAS OF STRENGTH 

· 91% of students who used the Information Centre rated it as good/very good, (Student Satisfaction Survey Spring 07).

· All users of the Information Centre rated the services, the speed of being seen and the opening hours satisfactory (Information Centre Services User Survey April 07).
· All users of the Information Centre found the staff helpful and approachable and would use the Information Centre services again. (Information Centre Services User Survey April 07).
· Informal feedback from users is very positive with an ongoing supportive relationship developing with many students. There are many very positive comments from students in the college and Information Centre surveys.

· 93 % of students who responded to a questionnaire on disbursement of Hardship funds were happy with the system operating. (Hardship questionnaire May 07)
· All students who responded to the on-line questionnaire on preparing for UCAS applications were happy with the timing and content of their class talks and other support offered by the Information Centre. (Student UCAS questionnaire July 07) 
· 100% of staff rated the overall service and the level of customer care provided by staff as good/very good (Staff Survey 2007)
· 95% of college staff who use the Information Centre rated the information and advice given to them on courses, careers, finance, UCAS and international applications as good/very good. 
· ( Staff Survey 07).

· All staff who responded to an on-line questionnaire on preparing for UCAS applications were happy with the timing and content of the staff briefing sessions. They also expressed confidence with the ongoing support provided by Student Advisers during the process. (Staff UCAS questionnaire June 07)

· Feedback from delegates of schools, CareersScotland and community organisations who attended the annual information seminar for guidance staff and completed an evaluation form was very positive about the timing, length and content of the seminar.




	AREAS FOR IMPROVEMENT 

· 23% of students indicated that they do not use Information Centre services, which is an increase of 3% on last year. The Information Centre Services User Survey only sought the views of current users. . Therefore student non users need to be targeted for feedback to identify any gaps in the range of services or their delivery.

· 48% of staff indicated that they do not use the Information Centre services. All opportunities for continuing to raise awareness of Information Centre Services – through staff newsletters, the college intranet and through direct contact with staff will be pursued.

· The sample size of questionnaires returned on student Hardship and UCAS were quite small and should be increased and completed earlier in the year.




	OVERALL EVALUATION 

All clients – students, potential students, college staff and colleagues from other organisations – express a very high level of satisfaction with the services provided by the Information Centre.

It provides a range of well developed, client centred services which meet the needs of students very well.  It is pro-active, flexible and responsive to the changing demands of students.  There is scope for development of additional services, though implementation of these is limited by staffing constraints.




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

	1. Further raise awareness of Information Centre services with relevant staff by developing content of Information Centre section on the staff intranet and publicising to staff.

2. Extend Information Centre Surveys outwith the Information Centre.

3. Conduct survey on disbursement of Hardship funds.

4. Conduct student survey on UCAS practice.


	M. Cox, C. Kelly, 

M. Anderson

All staff

C. Kelly

M. Anderson
	March 08

November 07 and April 08

April 08

February 08


ELEMENT U2 – STAFF 

	AREAS OF STRENGTH 

· 100% of users of the Information Centre found the staff helpful and approachable (Information Centre Services Users Survey April 07).

· 100% of staff who use the Information Centre rated the level of customer care as good/very good, an increase of 5% from the previous year. ( Staff Survey 2007).
· The Information Centre staff are a stable and cohesive team.  There is enthusiasm to identify and develop services that will benefit students. Staff demonstrate flexibility in their working practices and support each other when required.

· Advisers have a range of previous experience with a high level of competence in all areas of Information Centre student support combined with specialist knowledge and skills in their areas of expertise.

· All staff are well trained.  All Student Advisers have a professional qualification and keep up to date through regular attendance at conferences, workshops and discussions with colleagues.  Administration staff are very experienced and have developed additional skills in supporting students including Sign Language, Mental Health First Aid and Introduction to Counselling.

· Staff have developed and maintain excellent working relationships with a very wide range of staff in college.

· Staff interact daily with a very wide range of students and potential students, and are therefore a useful source of feedback  to College Management.

· Staff frequently serve on cross college committees, short life working groups in college and externally.




	AREAS FOR IMPROVEMENT 

· Staff review interviews were not completed in 06/07 although this has not prevented staff undertaking staff development.

· Student Advisers are multi-skilled but with particular expertise in one area.  If there was long term absence of the Student Adviser(Finance) it would be necessary to seek support from other units continue payments of Childcare and housing payments.

· There is no fully qualified counsellor within the Information Centre team for which there is an identified need.  We rely on external referrals and a student placement from Strathclyde University which are not always available.

· Limited resources are stretched at times of high demand for guidance and hardship interviews.  There is an increase in non-attendances when appointments are more than 1 week in advance.




	OVERALL EVALUATION 
The current very experienced team are committed to providing a high quality service.  Staff are motivated to develop their professional skills and explore developments to enhance the services provided to students.  Additional resources including staff with expertise in counselling would improve the services delivered.




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

	1. Conduct and document staff review meetings timeously

2. Continue to advocate to employ a college counsellor.


	Mary Cox with all staff

Mary Cox

John Laird


	October 07 and ongoing

January 08


ELEMENT U3 – ACCOMMODATION AND RESOURCES

	AREAS OF STRENGTH 

· 100% of users of the Information Centre responded positively about the accommodation – feeling that the noise, seating privacy and temperature were okay. (Information Centre Services User Survey April 07).
· 91% of staff who used the Information Centre felt the interview space, careers library and other facilities were good/very good, an 8% increase on the previous year. (Staff Survey 2007).
· There is a well organised careers, prospectus and welfare library with reference and loan facilities which has been reorganised and thoroughly updated in 06/07.

· 2 colleges undergoing rebuilding have visited the Information Centre as an acknowledged excellent facility within the sector.

· There is good access for disabled users into the Information Centre.

· The layout of the Information Centre is spacious and welcoming to the public.




	AREAS FOR IMPROVEMENT 

· There continue to be serious environmental problems which impact on the staff working continuously within the Information Centre – overall temperature control is poor, ventilation very poor, noise levels (particularly in the Student Advisers workroom) unsatisfactory and there is an ongoing leak which causes dampness and flaking paint.

· There remain some health and safety issues – layout of the reception desk.

· Some of the furniture is showing signs of wear and tear and need to be replaced.

· There is limited private interview space, commented on by teaching staff as well as Student Advisers.

· There is no telephone for student use which is sufficiently private for some welfare needs.




	OVERALL EVALUATION 
All users of the Information Centre have a very good impression of the accommodation and resources. However, there continue to be fundamental problems for the staff who work in the conditions all day.  These will not be addressed until the refurbishment of the building and the relocation of the Information Centre is complete. The move to a new location will provide the opportunity for a layout that takes into account the need for privacy, additional computers and a telephone for student access.




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

	1. Ensure accommodation needs are met within the relocated Information Centre
	Mary Cox 

Gordon Shaw
	January 08




ELEMENT U4 – QUALITY ASSURANCE AND IMPROVEMENT

	AREAS OF STRENGTH

· Both general user surveys and surveys on key aspects of services have been conducted with clients.

· Weekly minuted team meetings are held to ensure all staff are kept up to date with relevant college and Information Centre matters.

· Staff participate in development planning annually and contribute comments and ideas for improving systems and services throughout the year.

· Staff have been trained in conducting Focus Groups.

· Staff are currently serving on the Internal Communications Working Group, the IT Users Forum, the Travel Forum and the Guidance Forum within college, on the Glasgow Colleges Guidance and Student Support group and the Glasgow South West Practitioners group locally and on the Guidance and the SFEU Guidance and Student Support steering group and the Student and Benefits Project Advisory group nationally.

· Staff are pro-active in identifying changes in legislation or government policy initiatives that may affect students and acting on these – eg. updating college staff on finance issues.

· Student Advisers communicate with colleagues in other colleges through the CAFÉ (careers group) and the BAG (student finance group) to exchange best working practices.

· All activity – appointments, staff development, visitors, external commitments is recorded and visible to all in the Information Centre diary enabling efficient use of resources, co-operative working practices and work planning.




	AREAS FOR IMPROVEMENT 

· The Information Centre Services satisfaction survey was limited in sample size and didn’t include non-users. The surveys on disbursement of Hardship Funds and UCAS should also be increased in size and conducted earlier in the year.

· Monitoring of Development Plan action points has been irregular.

· Recording of enquiries on complex student finance enquiries is unsatisfactory.




	OVERALL EVALUATION 
Staff are client centred and aware of the importance of delivering the highest standard of service possible on behalf of the Information Centre and the college.  There is regular reflection on practice, both individually and as a team though this is not always recorded or systematic. Self-evaluation has identified some opportunities for quality improvement which will be introduced in the forthcoming year. 




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

	1. Ensure regular monitoring of development plan action points as part of staff meetings

2. Extend the sample for the Information Centre Services Survey to all students.


3. Conduct student surveys on 

(i) disbursement of hardship funds

(ii) support for UCAS 

4. Introduce system of recording financial enquiries. 


	All Staff

All staff

C. Kelly

M. Anderson

M. Cox, C. Kelly
	Ongoing to March 08

October/November 07 

February 08

February 08

December 07


	SECTION 1 – LAST YEAR’S OVERALL TEAM EVALUATION (Academic Year
	05/06
	)


	
	
	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)


	1. Raise awareness of Information Centre services with relevant staff  by creating a section on the staff intranet

2. Conduct staff review meetings timeously.

3. Begin to write working guidelines for essential services

(i) Finance and Accommodation

(ii) Careers, HE and Employment

4. Remind Senior Management to consider additional resources to employ a college counsellor

5. Request additional computers for student use in the Information Centre.

6. Ensure accommodation needs are met within the relocated Information Centre

7. Ensure regular monitoring of development plan action points as part of staff meetings. 

8. Produce working guidelines for the disbursement of Hardship, Housing and Child Care fund

9. Offer a brief Information Centre induction to late starters.

10. Conduct Information Centre Surveys outwith the Information Centre.

11. Explore options for support from Bursaries and Finance in making BACS payments for Childcare and Housing.

12. Produce notes for advisers on residency, fee waiver and funding entitlements.


	M Cox 

B Gallagher

M Cox and all staff

C Kelly

M Anderson

M Cox

J Laird

M Cox

A Forsyth

M Cox

G Shaw

M Cox with All staff

C Kelly and 

M Cox

M. Cox and Student Advisers

All staff

C. Kelly

M. Cox, 

C. Kelly
	No

No

Yes

Yes

Yes

Yes

No

No

Yes

(as 3 above)

Yes

No

Yes

Yes
	Section created

Discussed but not agreed

Meetings with estates and contractors held.

Initial monitoring not carried through to year end.

Offered but uptake poor.

Will require annual updating.
	Further content to be added and publicised to staff.

Delayed to September 07

Yes, continue to raise importance of this need.

Yes, move delayed till September 07

Yes to improve quality assurance

Yes to identify gaps in services or service delivery


	SECTION 4 – SUMMARY OF SELF EVALUATION GRADINGS FOR THIS YEAR (Academic Year
	06/07
	)


	
	
	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
	07/08
	)


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

	1. Further raise awareness of Information Centre services with relevant staff  by developing content of Information Centre section on the staff intranet and publicising to staff.

2. Extend Information Centre surveys outwith the Information Centre

3. Conduct and document staff review meetings timeously

4. Continue to advocate to employ a college counsellor.

5. Ensure accommodation needs are met within the relocated Information Centre

6. Ensure regular monitoring of development plan action points as part of staff meetings.


	M Cox, C. Kelly, 

M. Anderson

All staff

M. Cox, all staff

M. Cox, J. Laird

M. Cox, G Shaw

All staff


	March 08

November 07 and April 08

October 07 ongoing

January  08

January 08

Ongoing to March 08




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

	1. Conduct survey on disbursement of Hardship funds.

2. Conduct student survey on UCAS practice.

3. Introduce system of recording financial enquiries. 


	C. Kelly

M. Anderson

M. Cox, C. Kelly


	April 08

February 08

December 07


	SIGNED (UNIT MANAGER / SUPERVISOR):
	
	
	DATE
	



