Appendix 1: Welcome letter

Dear xxxx

Thank you for your interest in taking part in the study of how UK further and higher education institutions are supporting learners in a digital age (SLiDA). We are writing to seek your agreement to become one of the 10 case studies. The study is funded by the Joint Information Systems Committee (the JISC) and this letter contains the provisions for you and the other case study institutions to comply with the terms and conditions of the JISC funding.  I would be grateful if you could ensure that the duplicate copy of the letter enclosed is returned to me after signature by an authorized signatory. Further information about the project is provided on the enclosed information sheet.

Our intention is that the case studies will document, not just the developments taking place at your institution, but also the way in which they are using what is known about learners’ needs, expectations and experiences. We are keen to find out what evidence you have drawn on in developing your institutional innovations and how you are involving learners in the ongoing evaluations of your developments. The SLiDA project team will work collaboratively with you to identify what evidence you have available from learners and what further evaluations you could conduct. If you agree to take part in the study, we would expect that we would have access to local sources of evidence and we will also ask you to share with us documents exemplifying your institutions’ policies and practices in supporting learners.
In terms of your time commitment, you will need to be available for

· a phone call (about an hour) to take a history of developments at your institution and answer any questions you have about the study;

· a ½ day workshop (online), together with some of the other institutional case study sites, to discuss forms of evidence and evaluation tools. This will be held on 27 May 2010;

· a site visit, at a mutually convenient date before the end of July 2010, during which we would need to speak with a range of staff and possibly students;

· checking the text of the case study prior to publication.

There is no funding available to support your time to this study. We hope though that you will find it valuable to work with the project team to identify, find and collect evidence which helps you to improve the development of effective learners at your own institution, and which enables us to make recommendations of use to the sector more broadly.

It is a condition of the JISC award of funding that Oxford Brookes University owns the intellectual property (IP) in the project and then grants the JISC an absolute licence to use all the project outputs.  In addition, the JISC has the right to insist on the transfer to it of the ownership of all the project IP from the University.  Note also that a standard clearance letter must be approved by the JISC and used where third party IP is proposed to be incorporated so you will need to alert us if that is likely to become an issue. 

The award conditions include the requirement for the case study institutions to consent to the use of quotes, images and references on the JISC website as part of the dissemination delivered by the project. We expect to have access to local sources of evidence and we will also ask you to share with us documents exemplifying your institutions’ policies and practices in supporting learners.  Individuals will be asked to sign the enclosed consent forms when providing documentation and participating in interviews as part of this study; the individuals will be acting on behalf of their institution where the copyright is not their own, e.g. where it belongs to their employer institution.
Consequently, you are asked to sign the duplicate copy letter enclosed to show you agree that:

1) you assign to the University all existing or future intellectual property you create for or incorporate into the project 
and
2) you will not include any intellectual property belonging to a third party unless this has been discussed and approved by the University and the JISC 
Each case study site will be linked with a named member of the project team. Your link person will be Shalni Gulati.  Shalni will contact you within the next two weeks to arrange an initial phone call. If you have any questions in the meantime, please do not hesitate to contact us.

I thank you for your co-operation and look forward to working with you in progressing the study.

Rhona Sharpe

Enc

Participant information sheet

Sample consent forms (for information)
I, an authorized signatory for the institution addressed by this letter, have read, understood and agree to the terms of participation set out above.

Signature…………………………………………………….

Printed name…………………………………………………

Printed job title……………………………………………….

Date…………………………………………………………..
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Appendix 2: Participant Information Sheet
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Supporting Learners in a Digital Age (SLiDA)

Participant Information Sheet (Staff Participants)
You are being invited to take part in a research study. Before you decide whether or not to take part, it is important for you to understand why the research is being done and what it will involve. Please take time to read the following information carefully.

What is the purpose of the study?

The aim of this study is to critically examine the strategies, policies and practical developments being implemented by UK higher and further education institutions to support learning in technology rich environments. The ultimate aim is to promote strategies that support learners to develop the access, skills, strategies and attributes they need to learn effectively with technology. 
Why have I been invited to participate?

Ten case study institutions — universities and colleges of further education — were chosen as sites for this study, based on consultations by research team members with practitioner networks and the JISC. You have been chosen to participate as a staff member within one of the case study institutions, because of your knowledge of and/or involvement with your institution’s support of students’ use of technology for learning. There are between two and three staff participants in each case study institution. 
Do I have to take part?

Taking part in the research is entirely voluntary. If you do decide to take part you will be given this information sheet to keep and be asked to sign consent forms. If you decide to take part you are still free to withdraw at any time and without giving a reason.

What will happen to me if I take part?

You will be invited to participate in a group web conference involving the research team and several other participating case study institutions, a group interview on site at your institution and a series of telephone and/or web conference calls in the interim period between these two events. Each of these will be audio/video recorded to provide us with accurate records of what you said. We will also ask you to share with us documents exemplifying your institutions’ policies and practices in supporting learners. We would expect the total time commitment by you to this project to be about 8 hours, possibly up to 12 hours if you are the primary contact between your institution and the research team.

What are the possible disadvantages and risks of taking part? (where appropriate)

There is no risk to you beyond that involved in normal working life.

What are the possible benefits of taking part?

By participating in this study you will assist us to disseminate effective policies and practices for supporting learners in technology-rich learning environments and gain publicity and reputation for your institution’s policies and/or practices in this regard.  
Will what I say in this study be kept confidential?

The published case study materials will identify all the case study institutions and also the respondents within them. Do not join this study if you want to remain anonymous. Please note as well that as a named participant it is possible for data you have provided to be subject to subpoena, freedom of information claim or mandated reporting by some professions.
The data generated in the course of the research will be kept securely in paper and electronic form for a period of five years after the completion of the project.
What should I do if I want to take part?

You should sign a consent form and return it to the SLiDA researcher who contacted you. They will then make an appointment for a further meeting with you. 

What will happen to the results of the research study?

The results of this study will be published as ten individual case studies, with the possibility of supporting video clips. They will be widely disseminated at conferences and the case studies will be freely available at the JISC web site (www.jisc.ac.uk). 

Who is organising and funding the research?

This study is funded by the JISC (www.jisc.ac.uk). The research team consists of: Dr Rhona Sharpe and Dr Greg Benfield (OCSLD, Oxford Brookes University), Dr Shalni Gulati (Answers 2000) and Dr Judy Hardy (School of Physics and Astronomy, University of Edinburgh). 

Who has reviewed the study?

This research project has been submitted for approval by the University Research Ethics Committee, Oxford Brookes University (decision pending)

Contact for Further Information

For further information about this project please contact Dr Rhona Sharpe on 
rsharpe@brookes.ac.uk or +44 1865 485923. 

If you have any concerns about the way in which the study has been conducted you should contact the Chair of the University Research Ethics Committee on ethics@brookes.ac.uk. 

Thank you for taking the time to read this.

Rhona Sharpe

28 April 2010

Appendix 3: Example consent forms

CONSENT FORM

Supporting Learners in a Digital Age (SLiDA)
Name, position and contact address of Researcher:
Dr Rhona Sharpe, Principal lecturer, OCSLD, Wheatley Campus, Oxford Brookes University, Wheatley OX33 1HX

	
	Please initial box



	1. I confirm that I have read and understand the information sheet for the above study and have had the opportunity to ask questions.


	




	2. I understand that my participation is voluntary and that I 


am free to withdraw at any time, without giving reason.


	

	3.
I agree to take part in the above study.



	




	
	Please tick box

   Yes            No

	4.
I agree to interviews being audio recorded


	
	


	5. I agree to interviews being video recorded and have signed the JISC release form regarding this 
	
	

	6. I agree to the use of identified quotes in publications 

	
	


Name of Participant



Date



Signature


Name of Researcher



Date



Signature


Supporting Learners in a Digital Age (SLiDA)

Consent to use supplied document form

Most of the documents you share with us will probably be public. However, you may have reasons to share with us internal documents that you do not want reported publically, or whose authors’ identities you wish to remain anonymous. In order to tell us how you want your documents treated in this regard, please attach this form to the document you are supplying to the SLiDA research team. Mark the relevant box to tell us how you want us to treat its contents with regard to pubic dissemination.

Title and author of document:

	Please treat the contents of the attached document as follows:
	Initial 
(one box only)

	1 For SLiDA project team eyes only; do not divulge content or sources


	

	2 Content may be reported but the institution and/or the individuals associated with it should be de-identified in publications


	

	3 A public document that may be cited and quoted and sources identified


	

	4 Specific treatment as specified below:


	

	5 If the documents you supply to us for our research purpose contain personal data, then please make sure that the disclosure of that personal information does not breach data protection guidelines.


	


Your name 

___________________________________________

Your signature
__________________________________________
Appendix 4: Early version of case study template
This template is being designed to highlight the key areas to be presented in the final Case Study reports

	Headings 
	Further explanations/Questions (& which data collection opportunities will help to complete these sections)

	Abstract/brief description
	A short description of this case study designed to give a reader the key points of context, the focus of the development project, approach and outcomes. It is usually best to write this section last.

	Rationale for the development project
	A description of the original challenge including the background/changes in institutional practices, priorities, strategies and learners, subject and/or societal needs, that led to this development project.  

Why do you feel more needed to be done to support the learners? 

(Initial phonecall, Elluminate session, Visit)

	Context 
	Characteristics of the institution: student profile, research/teaching balance, size, location, pragramme portfolio 

Institutional strategies, and how is the support for digital literacies and using technologies to enhance learning rated in these startegies and existing practices 

(Initial phonecall, Elluminate session)

	Development project - Which technologies ? 
	Which technologies were the students using for their learning for the project and how? 

Which technologies did you introduce to the students to support their learning and how? 

(Elluminate session & Visit)

	 Implementation of the project 
	The process of implementation including: 

· description of the process
including challenges and opportunities & how these were utilized to benefit the development and enhance student support opportunities?

· how many learners are engaged in the project and over what period of time?

· is the project embedded in practice?

· is learner involvement assessed / contributes to final grade?

· support startegies developed for learner

· changes in staff roles/responsibilties due to the project  (Elluminate session & Visit)

	Benefits for the learners 
	Details of tangible benefits (need to review original research questions for guidance & add here) 

	Evaluation of project effectiveness for learner experience 
	Evaluation completed by the research team and the insititutional teaching & project implementation teams etc. 

Student evaluations & feedback 

Quotes : video/audio clips 

Focus group interviews 

(Visit & support for and engagement of institutional project lead in ongoing evaluation)  

	Challenges & drawbacks of the project 
	Description of any unintended outcomes 

Consequences on staff time and commitment 

Problems of scaling up the project, sustaining the project and/or cascading it to other areas/students 

(Visit and subsequent email exchanges/phone calls)

	Future plans for developments 
	How is the project going to progress and develop further? 

How is the project going to scaled up? 

Has the project influenced policy and practice in such a way that these influences will affect other areas of practice in the future? 

(Visit and subsequent email exchanges/phone calls)

	Summary 
	How is this approach supporting learners in a digital age? 

Project implementers/leaders understanding of digital literacy 

Value of this approach for other institutions 

Recommendations for others who may take on this approach 


Appendix 5: Initial phone call questions
This working draft following includes the processes we need to consider before, during and after the phone calls. In addition there are questions we need to ask during the phone call and prepare for the Elluminate workshop.
Pre- phone call prep  Prior to the phone calls the consultants may want to search institutions’ websites to review and search for the following. About us page? policy / strategy documents? Webpages describing online learning developments? Webpages describing the projects to be exploredSearch for any publications by contacts and others identified in the initial summary (Google Scholar).

Email contact to arrange time for phone call and remind them of the project aims etc. (Could send them the following list of questions prior to the phone call)
______________________________________________________________ Initial Phone call
(These questions are intended to get an overall picture of the institution's focus on digital literacies and to identify key contacts for the development project; questions can be selected during the phone call and emailed to the contact to get more detailed information, e.g. documents, numbers of students etc)
Introduce the project and how data collection is organised. Inform the purpose of the phone call.
The institution
· Name of institution ________________________________________________________

· Institution type: College/ Russell Group/ Post-1992 / Pre-1992 _______________________

1. Understanding the context
a. Policies/strategy
· What would you say is the main vision/philosophy of your institution?

· Access to institutional vision/mission document (send via email)

· Institutional approach/focus on teaching/ research/ e-learning: Is the focus of institutional vision on Research and/or teaching balance? Why? (time and resources put into research and teaching?)

· Is there a separate e-learning strategy?

· How important is e-learning within your institution's overall learning and teaching framework? Please explain.
· What were the pushes and pulls? Drivers? Opportunities? Challenges?)

· Access to documents (send via email): Learning & Teaching strategy; (?) e-learning strategy; Research strategy

· What is the significance your institution gives to developing students' digital skills and other learning skills/literacies? How is this evident?

           b. Students
· Demographics of the students in institution & the department where the innovation is based?

· What is the ratio of students in the following groups:

· Traditional : non-traditional groups

· Postgraduate : Undergraduate population

· PhD student numbers

· Home students : Overseas students

· Age groups

       c. Support & Access
· How are staff and learners supported to develop learning and digital skills?

· Who is responsible for providing this support?

· learning support unit for students

· staff development support unit

· e-learning unit

· Information services

· Other?

· Are the above units based in each department/school/faculty or do they run centrally?

Evidence Projects to support and enhance learning in a digital age
Can you please confirm the original development/project you identified to be the focus for the SLiDA project? The project should support and enhance learning through use of digital technologies. (please see original summary sent to the SLiDA team re the project.

If the insitution's position has changed and you would like to propose an alternative development project for SLiDA, please can you identify an alterantive project with description.

· Can you please give contacts of people who are involved in and leading this developments and will be willing to share information on this project?

· Are you aware on any publications, documentation and/or evaluation associated with these projects?

Inform them of the future plan for gathering data through elluminate workshops and one institutional visit.
Answer their questions.
Follow up with email summary and request for any documents

Appendix 6 – Example visit schedule 

Schedule for Edinburgh SLiDA visit (provisional)
Aim:

Explore how the learning spaces, at the College if Science and Engineering, University of Edinburgh, have been adapted in response to learners needs to promote effective learning in a digital age. 

Begin by finding out 

About the individuals being interviewed (their role & personal interest in pursuing the initiatives)

Gain consent for video and audio recordings

	Time
	Who 
	Question to focus on:
	Notes

	11.30 – 12.00
	 Nora Mogey, Judy Hardy
	Look around the Main library

Can you briefly explain the university’s approach to developing its learning spaces? What has been done in recent years? What plans for the future?

Please tell us about the strategic vision behind the university development of learning spaces. Why have you taken this approach? 

What evidence do you have for its achievements?
	See if we can get printing now

Find out about the learning spaces and connection with library



	12.00 - 12.30
	travel to JCMB
	
	

	12.30 - 1.15


	Kate Slaughter, Marsali Wallace, ANO 

(JCMB room 4309)
	Meeting with students (over lunch)

Please tell us a bit about yourselves: your course of study, age. 

What are your preferred learning spaces here at the university? Why do you like these spaces? What type of learning do you do in them? How does technology fit into this picture?

What technologies do you use to learn with in these spaces?

Tell us about how you use the Science and Engineering learning and teaching cluster. Could you talk us through a typical day there? Where do you go? What do you do? What technology do you use? What technology don’t you use? 

Who do you work with? Who guides the work? 

Why do you like these spaces? How do they support your learning? 

Did you have an opportunity to offer your insight into development of these spaces 

How would you improve these spaces if you could?


	Marcy – 4 years doing Physics UG about to start PhD

UG – 2 space where to do group projects – tables charis whiteboards - - in School – anyone can use it – free during revision time. – People use books and laptops; need yo buy own whiteboard pens – key learning tools – one or two ; or three students; table for 3 working comfortably; 

BEEN not for revision; but for project teams

One used laptop other did not; 

Study rooms; bookable online; project essay on screen; beginning used smartboard, could not make changes; 

Recently renovated nice coffee shop; 

Can eat in the space – not sure – but ate any way

Technologies – laptops, project, whiteboard pens, papers printed, pen, team work with someone correcting;

Desktop & laptop (now- as safe to place as a teacher). Teaching rely on whiteboard; 



	1.15 – 1.45
	Free time
	
	

	1.45-2.00
	Jim Sheach, Judy Hardy

(+ Simon if available)
	Look around the JCMB Teaching Studios
	Take photos

Gather evaluation data if possible.

How does the system work?

	2.00-3.00
	Focus group with Prof Simon Bates, Jim Sheach, Nora Mogey

(JCMB Teaching Studios)


	Can you tell us what led to the development of the Teaching Studios at Edinburgh and at the College of Science and Engineering? 

Why are you doing this? What are your longer term objectives?

How does this differ from what other schools are doing?

How did the LeAD project contribute to these developments?

How are these spaces being used by students and teachers? (diversity of usage)

In what way are the spaces responsive to students needs? Examples please.

How have students contributed to a) the design of these spaces, b) the continuing development of them?

How have these spaces enabled embedding of technologies in the curricula? 
How have you planned for the longevity of these spaces, especially with regard to future technology requirements?

How do teachers use the spaces? How are they contributing to development of teachers’ digital literacies? (Or are they being used by a selective group of the usual suspects?) 
What evidence do you have that these developments are working? 

How do you plan to further evaluate the impact of this work?

What would you recommend to another university trying to do the same things with learning spaces?
Future links with SLiDA team to explore evaluation strategies

e.g. Development of survey to evaluate space use and impact on learning
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