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Introduction

These tools are intended to be used in conjunction with the Audit Notes, which give comprehensive guidance on each of the tools. You are also advised to have read the Facilitators’ Notes and completed the planning activities suggested there, before you embark on the use of these tools.

Baseline Institutional Data
This data will be useful to collect if you want to compare your institution with others with a similar profile. Otherwise you can go straight to section 1 overleaf.

	1.    Name of institution
	

	2.    Type of institution
	

	3.    Location
	

	4.    Size (student FTEs)
	


1. Institutional Factors

Culture

	Factor
	Indicators
	Not true
	Emergent 
	Partly true
	Largely true
	True

	1. Profile of learning and teaching
	a) There is a strong mission focus on L&T excellence 

	1
	2
	3
	4
	5

	2. 
	b) There is a SEDA/ ILT accredited programme in L&T which is well established and highly regarded 
	1
	2
	3
	4
	5

	3. 
	c) The L&T (or equivalent) unit is represented on a wide range of decision making bodies
	1
	2
	3
	4
	5

	4. 
	d) The L&T committee (or equivalent) has significant (independent control over) budgets
	1
	2
	3
	4
	5

	5. 
	e) Teaching quality enhancement processes are well established centrally and locally
	1
	2
	3
	4
	5

	6. 
	f) There is (at least one) institution-wide initiative to promote innovation in L&T
	1
	2
	3
	4
	5

	7. 
	g) L&T staff in departments have been effectively involved in the development and implementation of the L&T strategy
	1
	2
	3
	4
	5

	8. 
	h) The institution has a track record of attracting external funding and/or collaborating with other institutions on L&T innovation projects
	1
	2
	3
	4
	5

	9. 
	i) L&T staff in departments are expected to contribute to the (disciplinary) scholarship of teaching
	1
	2
	3
	4
	5

	10. 
	j) L&T innovators have direct input to the development of the learning environment (e.g. as members of a user group)
	1
	2
	3
	4
	5

	
	Other indicators for this factor

	1
	2
	3
	4
	5

	
	Details/comments




	Factor
	Indicators
	Not true
	Emergent 
	Partly true
	Largely true
	True

	11. Profile of learning technologies
	a) Teaching staff have access to a wide and appropriate range of LTs to use with students

	1
	2
	3
	4
	5

	12. 
	b) Departments make a concerted effort to integrate LTs into their programmes

	1
	2
	3
	4
	5

	13. 
	c) Use of LTs is incorporated into curriculum planning (e.g. module documentation)
	1
	2
	3
	4
	5

	14. 
	d) Use of LT is leading to changes in teaching styles and culture

	1
	2
	3
	4
	5

	15. 
	e) LTs are key driver of the current institutional agenda (e.g. towards a virtual campus)

	1
	2
	3
	4
	5

	16. 
	f) There is (at least one) central LT unit/service to support staff use of LTs
	1
	2
	3
	4
	5

	17. 
	g) There is (at least one) institution-wide initiative to promote good practice and innovation in LT
	1
	2
	3
	4
	5

	18. 
	h) L&T strategy includes clear aims, targets and resource plans with respect to LTs
	1
	2
	3
	4
	5

	19. 
	i) Dept/service teams develop their own local plans to meet strategic LT aims
	1
	2
	3
	4
	5

	
	Other indicators for this factor

	1
	2
	3
	4
	5

	
	Details/comments




	Factor
	Indicators
	Not true
	Emergent 
	Partly true
	Largely true
	True

	20. Recognition and reward
	a) L&T record is central to academic appointments and appraisals

	1
	2
	3
	4
	5

	21. 
	b) Role of L&T/LT ‘champion’ is recognised through secondments or specific roles (for which time is allocated/bought out)
	1
	2
	3
	4
	5

	22. 
	c) There are specific professional rewards for L&T/LT innovation (e.g. additional funding, progression points, teaching fellowships)
	1
	2
	3
	4
	5

	23. 
	d) New L&T ideas and projects are supported through an institutional innovations fund (or similar)
	1
	2
	3
	4
	5

	24. 
	e) L&T/LT innovators have opportunities to publicise their work to colleagues, through e.g. a web site, newsletter or seminar programme
	1
	2
	3
	4
	5

	25. 
	f) L&T/LT innovators occupy senior academic positions

	1
	2
	3
	4
	5

	26. 
	g) Non-academic staff working in LT/L&T have appropriate reward structures
	1
	2
	3
	4
	5

	
	Other indicators for this factor

	1
	2
	3
	4
	5

	
	Details/comments




	Factor
	Indicators
	Not true
	Emergent 
	Partly true
	Largely true
	True

	27. Research and/or development
	a) There is a specialist department or unit concerned with L&T/LT research and/or development 
	1
	2
	3
	4
	5

	28. 
	b) There is support for staff in departments who are undertaking development projects or action research in L&T/LT
	1
	2
	3
	4
	5

	29. 
	c) Unit(s) concerned with L&T/LT development has/have close links with the dept/faculty of education
	1
	2
	3
	4
	5

	30. 
	d) LT specialist publications have been/will be included in the education RAE

	1
	2
	3
	4
	5

	31. 
	e) The institution attracts external funding (e.g. TLTP) for LT research and development
	1
	2
	3
	4
	5

	32. 
	f) The institution is a nationally recognised centre of excellence for LT research and development
	1
	2
	3
	4
	5

	
	Other indicators for this factor

	1
	2
	3
	4
	5

	
	Details/comments




	Your key institutional factors
	Make a note here of any key current L&T agendas for your institution (e.g. e-learning, widening participation). What indicators would need to be in place to demonstrate that these agendas were being pursued successfully? 
	Not true
	Emergent 
	Partly true
	Largely true
	True

	
	

	1
	2
	3
	4
	5

	
	

	1
	2
	3
	4
	5

	
	

	1
	2
	3
	4
	5

	
	

	1
	2
	3
	4
	5

	
	

	1
	2
	3
	4
	5

	
	

	1
	2
	3
	4
	5

	
	Details/comments




 Infrastructure

	Factor
	Indicators
	Not true
	Emergent 
	Partly true
	Largely true
	True

	5. ICT infrastructure
	a) The institutional network is part of a regional (wide) area network with connections to other institutions, colleges, schools and centres of learning provision
	1
	2
	3
	4
	5

	6. 
	b) Students can access ICT facilities both centrally and locally (e.g. in their department or hall of residence)
	1
	2
	3
	4
	5

	7. 
	c) Appropriate LTs (i.e. by subject studied) are available on staff and student desktops 

	1
	2
	3
	4
	5

	8. 
	d) Communication tools (e.g. video and data conferencing) are available and appropriately supported

	1
	2
	3
	4
	5

	9. 
	e) Computer-based assessment tools are available and appropriately supported

	1
	2
	3
	4
	5

	10. 
	f) A virtual learning environment is available to staff and students, on and off campus, and appropriately supported.

	1
	2
	3
	4
	5

	11. 
	g) There is a single integrated learning environment across the institution (i.e. L&T systems are integrated with e.g. library, student records, MIS)
	1
	2
	3
	4
	5

	12. 
	h) Learning spaces (e.g. lecture and seminar rooms) have networked computers with data projection where appropriate
	1
	2
	3
	4
	5

	13. 
	i) There are specialist learning environment developers within computing services (or equivalent)
	1
	2
	3
	4
	5

	14. 
	j) The virtual/managed learning environment is a key element of institutional strategies such as widening participation, e-learning, human resources etc
	1
	2
	3
	4
	5

	15. 
	k) Accessibility issues are prioritised in all decisions about ICT infrastructure
	1
	2
	3
	4
	5

	
	Other indicators for this factor

	1
	2
	3
	4
	5

	
	Details/comment



	Factor
	Indicators
	Not true
	Emergent 
	Partly true
	Largely true
	True

	16. Learning technology support
	a) LT software and hardware   are effectively supported by computer services (or equivalent)
	1
	2
	3
	4
	5

	17. 
	b) There is targeted support for teaching staff looking to integrate LTs into their courses (e.g. by a LT, educational or academic development unit).
	1
	2
	3
	4
	5

	18. 
	c) There is support for the development of new LT applications, environments and materials
	1
	2
	3
	4
	5

	19. 
	d) There is targeted support for students using ICT in their learning

	1
	2
	3
	4
	5

	20. 
	e) LT support is available both centrally and locally 

	1
	2
	3
	4
	5

	21. 
	f) LT support staff have ongoing appraisal, development opportunities and career progression
	1
	2
	3
	4
	5

	
	Other indicators for this factor

	1
	2
	3
	4
	5

	
	Details/comment




	Factor
	Indicators
	Not true
	Emergent 
	Partly true
	Largely true
	True

	22. Learning technology funding
	a) There is (at least one) institution-wide initiative to fund LT development projects 
	1
	2
	3
	4
	5

	23. 
	b) LT support unit(s) or service(s) have secure central funding

	1
	2
	3
	4
	5

	24. 
	c) Investment in infrastructure is sufficient to meet current mission objectives

	1
	2
	3
	4
	5

	25. 
	d) Funding is strategically targeted to reflect current L&T priorities
	1
	2
	3
	4
	5

	26. 
	e) External LT funding opportunities are strategically exploited

	1
	2
	3
	4
	5

	
	Other indicators for this factor

	1
	2
	3
	4
	5

	
	Details/comment




	Factor
	Indicators
	Not true
	Emergent 
	Partly true
	Largely true
	True

	27. Administrative infrastructure
	a) Standards and QA processes have been adapted to take into account programmes delivered wholly or partly through use of LT 
	1
	2
	3
	4
	5

	28. 
	b) Standards and QA processes are reviewed regularly to ensure they do not present barriers to innovation
	1
	2
	3
	4
	5

	29. 
	c) Student portfolios, learning records or progress files are easily accessible to both students and (appropriate) staff
	1
	2
	3
	4
	5

	30. 
	d)  Administrative systems and procedures have been integrated along with computer-based systems
	1
	2
	3
	4
	5

	31. 
	e) System outputs are used for institutional research and curriculum planning
	1
	2
	3
	4
	5

	
	Other indicators for this factor

	1
	2
	3
	4
	5

	
	Details/comment




	Your key institutional factors
	Make a note here of the key ICT infrastructure issues currently facing your institution. What indicators would need to be in place to demonstrate that these issues were being successfully resolved? 
	Not true
	Emergent 
	Partly true
	Largely true
	True

	
	

	1
	2
	3
	4
	5

	
	

	1
	2
	3
	4
	5

	
	

	1
	2
	3
	4
	5

	
	

	1
	2
	3
	4
	5

	
	

	1
	2
	3
	4
	5

	
	

	1
	2
	3
	4
	5

	
	Details/comments




 Expertise

	Factor
	Indicators
	Not true
	Emergent 
	Partly true
	Largely true
	True

	9.  Staff ICT skills
	a) All teaching staff have generic ICT skills such as word processing, email and searching the world wide web
	1
	2
	3
	4
	5

	1. 
	b) All teaching staff have functional access to the institution’s online/virtual learning environment
	1
	2
	3
	4
	5

	2. 
	c) Staff ICT skills are regularly audited and/or monitored (e.g. through appraisal system)
	1
	2
	3
	4
	5

	3. 
	d) Staff development is integrated into the roll-out of all new ICT applications 
	1
	2
	3
	4
	5

	4. 
	e) There are regular staff/educational development activities which address pedagogical skills/learning contexts of ICT as well as technical skills
	1
	2
	3
	4
	5

	5. 
	f) LT use is integrated into the main accredited programme for teaching staff (e.g. ILT/SEDA)
	1
	2
	3
	4
	5

	6. 
	g) There is a cohort of experienced LT users who are used as mentors, advisers and ‘champions’
	1
	2
	3
	4
	5

	7. 
	h) There is a coordinated approach to staff training (e.g. involving staff development, computer services and education/learning development)
	1
	2
	3
	4
	5

	8. 
	i) There is (at least one) specialist  professional development programme in embedding LTs into the curriculum (e.g. EFFECTS)
	1
	2
	3
	4
	5

	
	Other indicators for this factor

	1
	2
	3
	4
	5

	
	Details/comment




	Factor
	Indicators
	Not true
	Emergent 
	Partly true
	Largely true
	True

	10. Student ICT skills
	a) Student ICT skills are audited on entry

	1
	2
	3
	4
	5

	b) 
	c) All students are expected to achieve baseline competence in general ICT skills (e.g. ECDL)
	1
	2
	3
	4
	5

	d) 
	e) Students receive continual review of and support for their ICT skills 

	1
	2
	3
	4
	5

	f) 
	g) Students make routine use of LTs across all programmes of study 
	1
	2
	3
	4
	5

	h) 
	i) All programmes/ modules are required to address ICT skills (e.g. as part of KGAS mapping)
	1
	2
	3
	4
	5

	j) 
	k) Students are expected to have access to a networked computer off-campus to support their learning
	1
	2
	3
	4
	5

	
	Other indicators for this factor

	1
	2
	3
	4
	5

	
	Details/comment




	Factor
	Indicators
	Not true
	Emergent 
	Partly true
	Largely true
	True

	11. Digital/ multimedia resources
	a) Digital/multimedia learning resources are managed centrally alongside other learning resources (e.g. in the library)
	1
	2
	3
	4
	5

	l) 
	b) Digital/multimedia resources are available where appropriate within all learning programmes
	1
	2
	3
	4
	5

	m) 
	c) There is support for academic staff to evaluate and select appropriate electronic/multimedia resources
	1
	2
	3
	4
	5

	n) 
	d) There is support for staff to develop their own electronic/multimedia resources  
	1
	2
	3
	4
	5

	o) 
	e) Students have flexible access to relevant resources in a range of media to suit their individual learning needs
	1
	2
	3
	4
	5

	p) 
	f) The institution is a nationally recognised centre of excellence in electronic/ multimedia resource development
	1
	2
	3
	4
	5

	
	Other indicators for this factor

	1
	2
	3
	4
	5

	
	Details/comment




	Factor
	Indicators
	Not true
	Emergent 
	Partly true
	Largely true
	True

	12. Networks and collaborations
	a) Information on current LT developments is collected and disseminated by a central unit
	1
	2
	3
	4
	5

	q) 
	b) There are opportunities for staff to share ideas and experiences in LT (e.g. lunchtime workshops, email discussion forum) 
	1
	2
	3
	4
	5

	r) 
	c) Units, teams and individuals with a LT role are centrally coordinated and share information effectively
	1
	2
	3
	4
	5

	s) 
	d) There are established internal networks to disseminate LT-related information (e.g. via department reps/coordinators)
	1
	2
	3
	4
	5

	t) 
	e) Institution shares LT expertise with other institutions/organisations (e.g. via a regional network, collaborative projects)
	1
	2
	3
	4
	5

	u) 
	f) Institution hosts (at least one) national/international information gateway or electronic library
	1
	2
	3
	4
	5

	v) 
	g) Institution receives national Funding Council funding (e.g. via FDTL, TLTP, JTAP) for a collaborative LT development project
	1
	2
	3
	4
	5

	w) 
	h) LT use is a major feature of the institution’s external profile (e.g. in marketing to potential students)
	1
	2
	3
	4
	5

	x) 
	i) There is strategic exploitation of external LT funding, commercial opportunities and national drivers
	1
	2
	3
	4
	5

	
	Other indicators for this factor

	1
	2
	3
	4
	5

	
	Details/comment




	Your key institutional factors
	Make a note here of the key skills gaps and training needs at your institution. What indicators would need to be in place to demonstrate that these issues were being successfully resolved?
	Not true
	Emergent 
	Partly true
	Largely true
	True

	
	

	1
	2
	3
	4
	5

	
	

	1
	2
	3
	4
	5

	
	

	1
	2
	3
	4
	5

	
	

	1
	2
	3
	4
	5

	
	

	1
	2
	3
	4
	5

	
	

	1
	2
	3
	4
	5

	
	Details/comments




2.
Roles

	
	Management/co-ordination
	Research/development
	Implementation
	Support

	Pedagogy
(= learning activities, L&T practice, learning skills)





	
	
	
	

	Learning tools
(= technical infrastructure)






	
	
	
	

	Learning resources
(= digital, multimedia and AV)





	
	
	
	


3.
Skills
(a) Survey for Staff

Insert statement including:

· invitation to take part in a survey and thanks for the time 

· reason for the survey (i.e. you are aware that roles are changing and want to find out what kinds of support is available to staff).

· what will happen with the findings of the survey (how things will change)

· process and likely timescale of the survey

· what will happen with the data they provide and how you will ensure confidentiality

· offer to send them a copy of your data analysis or final report]

Please tell us about your current role as follows:

1. Activities relating to learning technologies:
(a) that you undertake now on a regular basis 
(b) that you expect to undertake in the next [one to three] years

2. Skills that you (will) need to carry out those activities
(a) now
(b) in the next [one to three] years
*Please put a star by any skills that you feel you would like further help to develop

3. Any personal/professional development you have undertaken to acquire or develop your skills
	Your role (job title)
	Learning technology activities
	Skills you need
	Development you have undertaken

	
	(a) now


	(a) now


	

	
	(b) next [one to three] years
	(b) next [one to three] years
	


(b) Mapping Matrix

	Role
	LT-related activities
	Skills  needed
	Development available

	ALL (activities and skills common across roles)
	
	
	


	Management/coordination

	Role
	LT-related activities
	Skills  needed
	Development available

	Manager (teams)


	
	
	

	Manager (projects)


	
	
	


	Research/development

	Role
	LT-related activities
	Skills  needed
	Development available

	Educational researcher
	
	
	

	Technical developer/ researcher
	
	
	


	Role
	LT-related activities
	Skills  needed
	Development available

	Resource/materials developers
	
	
	

	Implementation

	Academic (learning and teaching)
	
	
	


	Role
	LT-related activities
	Skills  needed
	Development available

	Learning technologist
	
	
	

	Educational developer
	
	
	


	Support

	Role
	LT-related activities
	Skills  needed
	Development available

	ICT skills professional
	
	
	

	Learning skills professional
	
	
	


	Role
	LT-related activities
	Skills  needed
	Development available

	Technical support professional
	
	
	

	Librarian/resources professional
	
	
	


	Role
	LT-related activities
	Skills  needed
	Development available

	
	
	
	

	
	
	
	


4.
Policy and Planning

	
	
	Policy and vision
	Planning and resourcing
	Managing and coordinating

	(a) Culture:
learning and teaching practices
	1. Profile of learning and teaching

	
	
	

	
	2. Profile of learning technologies

	
	
	

	
	3. Recognition and reward

	
	
	

	
	4. Research and development

	
	
	

	(b) Infrastructure: physical, technical and organisational environment
	5. ICT infrastructure

	
	
	

	
	6. Support for learning technologies

	
	
	

	
	7. Funding

	
	
	

	
	8. Administrative systems

	
	
	

	(c) Expertise: information, knowledge and networks
	9. Staff ICT skills

	
	
	

	
	10. Student ICT skills

	
	
	

	
	11. Digital learning resources

	
	
	

	
	12. Networks and collaborations
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