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Step-by-step guide
Ask yourself the following questions to develop the first draft of your tailored strategy.
	Vision and Strategic Plan

	a.	What is your vision for development of digital technologies within your organisation?
Your vision statement defines where the organisation would like to be in the future. It articulates how digital technologies will contribute to the organisation’s provision.  All staff should be involved in defining a clear vision and you should ensure that the vision is owned by staff.
b.	How will you communicate the vision and strategy?
Share your vision and strategy across the whole organisation so all staff, learners and employers know how digital technologies will contribute to the organisation’s provision. Use meetings, focus groups and paper and digital communication channels. Champions communicating and promoting the vision are particularly helpful.
c.	How does your digital strategy relate to other strategic plans?
Your digital strategy should link with the annual cycle of strategic management activity and other organisational strategies eg: Three Year Development Plan, Self-Assessment Plan, Quality Improvement Plan, Staff Development Strategy and Digital Marketing and Communication Strategy.
d.	Who will manage your digital strategy and how?
Define a framework for managing the digital strategy which is led at senior management level and includes representation from across the organisation. You might have a digital technologies steering group, made up of managers from all departments, including administration and finance, and chaired by a member of the Senior Management Team.  The steering group role is to manage, review, monitor and support the progress of the digital strategy. This includes identifying actions to be implemented and resource requirements, monitoring the delivery of digital technologies across departments, cascading good practice, ensuring all staff are aware of developments, reviewing developments, advising on staff training requirements and co-ordinating applications for funding.
e.	How will you evaluate the impact and effectiveness of the digital strategy?
You will need a procedure for evaluating the impact and effectiveness of the digital strategy. Use of digital technologies should be incorporated into quality assurance procedures eg learner and employer satisfaction surveys, session evaluations, IV sampling, team meetings and staff appraisal.
f.	How do local, regional and national strategic priorities inform your digital strategy?
Consider local, regional and national strategic priorities including those defined by government, SFA and IFA.





	Self-assessment and implementation ideas

	Teaching and learning

	a.	How are digital technologies currently used in teaching and learning? What contribution does this make?

b.	How can you realise the potential of technology to personalise learning?
Learners should be able to access learning and information in different ways to meet their individual needs, preferences and lifestyles. Digital technology can allow them access to learning resources at their convenience and the ability to test their own learning promoting decision making and learner independence.
You need to ensure that your staff are fully aware of the accessibility and inclusivity issues related to technology use.
c. How can realise the potential of technology to offer flexible learning?
How will different delivery models affect different programme areas?
Identify how blended models of delivery and improved accessibility to resources provides more flexibility to your learners, employers and staff giving choices about where, when and how learning occurs. Different blended models should be evaluated to identify the most appropriate for the provision being delivered. 
	Consider the following:
· How do you, or can you, enable learners to access learning resources on and off the job?
· What digital resources do you already have and for what purposes/occupational areas do you need to identify and acquire learning materials and resources?
· What resources are available to you free and what do you need to buy?
· How will you ensure that the development of learning resources will meet legislative requirements e.g. Disability Discrimination Act, Special Educational Needs and Disability Act and Copyright, Designs and Patents Act?
Consider how you will quality assure digital learning resources and how they will be stored and accessed.
Digital resources can range from a presentation used in a formal session, or interactive quiz, to a course covering a complete apprenticeship standard. These learning resources can be made accessible to learners via the organisation's network, the Internet/cloud or data storage devices eg memory stick.
d.	How do you currently make use of the internet in your on-programme delivery and how might this be enhanced?
Are you using it for:
· On-line formative/interim assessment
· On-line group communication and collaboration
· Finding materials and information
· The publishing of e-learning resources

	Formative/Interim Assessment and Verification

	a.	What technology is currently used to evidence learning?
	How can the use of technology enhance evidence collection and interim assessment?
	How can interim assessment procedures become more efficient?
How can the use of technology help enhance learner feedback?
	How can the use of technology help in learner tracking?
What programme/occupational areas will be affected by changes to assessment procedures?
What organisational policies and procedures will be affected by changes to assessment practices?
The use of technology is becoming a recognised and accepted method for recording performance, product and knowledge evidence, as well as recording progress against the standards.
Digital tools currently used include: e-portfolios, digital voice recorders, videos, cameras, mobile phones, web cams, web conferencing, Skype & screen capture.
b.	Which programme/occupational areas make use of on-line testing for exam based elements of apprenticeship standards?
	How might you implement online testing in programme areas where you do not offer it, but where it is endorsed by the awarding bodies, and who would it affect?
	How could you enhance e-assessment further by offering testing as and when the learner is ready at a location that suits them?
Most Awarding Bodies provide testing of Functional Skills and other Vocationally Related Qualifications (VRQs) on-line and evidence shows this benefits learners, employers and providers.  The flexibility that on-line testing facilitates means that learners can be tested as when they are ready in a location that suits both them and the employer.
c.	How is technology used in internal quality assurance practices?
How can you use technology to plan and manage internal verification?
What programme/occupational areas will be affected by changes to verification procedures?
What organisational policies and procedures will be affected by changes to verification practices?
There are many ways that the use of digital technologies can be embedded into the planning and management of internal quality assurance practices e.g. spreadsheets for sampling plans, digital reports, online staff training etc.





	Learner Support

	a.	How is technology used in delivery of Information, Advice and Guidance (IAG) and how might this be enhanced?
The section in our toolkit on learner support suggests many ways in which your IAG services can be more easily kept up-to-date and made available to stakeholders when they need them by using online and digital tools.
b.	How is technology used to provide additional support to learners?
How can you make use of technology to fulfil the legislative requirements of the Disability Discrimination Act and Special Educational Needs and Disability Act?
Assistive technology, mobile learning and delivering learning materials on-line can offer accessibility benefits and can also create new opportunities for learners with support needs. It is often most effective to add value to learners in different ways with a repertoire of tools and techniques, rather than disregarding resources because all learners cannot access them equally.
c.	How is technology used for communication?
How can you make use of digital tools to improve communication with your learners, employers and other stakeholders?
Using digital tools to communicate with colleagues, learners and employers can mean more productive and timely interactions. Digital tools can facilitate learning as a social process in which learners can help each other and work together on common goals.
d.	How is technology used to ensure that learners have the necessary digital skills to access the learning and support you deliver?
How can you ensure that through initial and on-going assessment learners have the necessary digital skills to fully benefit from the learning and support you offer?
You need to ensure your learners have the digital skills to access learning and benefit fully from the digital tools you use. Many learners have the skills to use digital tools eg mobile phones or social media in their everyday lives but do not know how they can support learning. Strengths and weakness should be reflected in their learning plan with appropriate learning objectives identified.
e.	How is technology used to set targets and record progress and achievement?
How can technology help your staff and learners to set, record and review targets?
How can technology assist you in obtaining accurate and detailed information on learner progress and achievement, as and when you need it, in a form that meets your needs?
It is important to engage learners in the process of planning their own learning and recognising and recording progress and achievements.  Digital technologies can enable provider staff, learners and employers to view, and to feed into, the on-going process of setting targets and recording progress and achievement. Electronic management information systems (MIS) can produce comprehensive reports on information gathered from every aspect of engagement with learners and employers e.g. initial assessment, updating of learning plans, quarterly reviews and assessor visits.  Alternatively, existing systems and documentation could be made electronic and accessible via a website or VLE/LMS. Your use of learner information from your MIS must comply with the Data Protection Act.

	End Point Assessment

	a. What technology solutions are used by your end point assessment organisation?
b. How will you develop your learners’ digital skills to confidently approach end point assessment when technology is used?
It is crucial that your learners are well prepared for end point assessment and this might include the use of a range of digital technologies e.g. online virtual observations, video to record role play, web-conferencing service for professional discussions, reflective e-portfolios for an evidence showcase.

	Staff development

	Staff need more than basic digital literacy to feel confident working with the wide range of digital tools and resources available. Staff employed in the skills sector should be given support to develop confidence and competence in their ability to identify and apply quality information, in whatever media, to inform and add value to their working lives and to the lives of their learners.
a.	What systems are in place to review staff needs and skills in the use of digital technologies?
Online self assessment and training needs analysis tools can help you identify the skill level of staff. 
Trainers and assessors, whether full or part time, office based or peripatetic, must be part of any digital staff development strategy. Solutions must ensure that trainers and assessors become competent and confident in skills to facilitate such models as blended learning, on-line learning, mobile learning, e-assessment and the use of technology to enhance personalisation
Administrative staff should have the necessary knowledge and skills to apply digital tools to develop and administer on-line processes within their own roles and to provide appropriate support to colleagues and learners. Examples of skills that may be required by administrators are:
· The creation of interactive HR spreadsheets and Word forms e.g. holiday requests, expenses
· On-line learner registration with awarding bodies and for e-assessment 
· The creation and uploading of interactive information, advice and guidance resources
b.	What staff development activities are you planning towards the achievement of your digital strategy objectives?
How do you plan to address staff digital development needs on a regular basis?
A comprehensive and ongoing programme of training, based upon a staff digital skills audit, should form part of professional and personal development. Implementation will require an approach in which digital technologies become a fundamental feature of all staff development policies. Digital tools can be used in a variety of innovative ways to deliver staff development programmes e.g. interactive learning resources, cloud based applications or VLE/LMS.
c.	How do you make use of digital champions/enthusiasts?
How will you co-ordinate and integrate the work of digital champions/enthusiasts into a staff development programme and ensure that all staff have access to these individuals?
Where can your staff access support, advice and guidance on digital technologies?
Your strategy provides an opportunity to involve staff from many areas, at both senior and practitioner level, who have the knowledge, skills and interest to support a training programme. Developing an integrated delivery team of these 'digital champions' will enhance collaboration across different areas, improve the content and relevance of the material and maximise existing resources and expertise.
Don't forget to draw on external organisations, such as Jisc, who can offer staff development support.

	Infrastructure and equipment

	Infrastructure and equipment refers to the computer services, installations and equipment on the training provider and employer premises that allow people to access digital and on-line information.
a.	To what extent do staff, learners and employers currently have access to resources required to carry out their roles?
What hardware and software resources are required for staff to fulfil the digital vision?
Does your organisation have a wifi network, (computers/laptops connected wirelessly)? 
What changes do you need to make to your network to support your planned developments?
How will you ensure staff, learners and employers have access to resources and equipment at all learning and assessment locations?
Staff and learners will need access to computers or mobile devices where and when they need it. Training provider staff, for example, may be working off site and require access to electronic forms, online training resources or support information stored in the cloud or on the organisation’s network.
b.	What is the current status of internet connectivity at your own premises and employer sites?
Do you need to improve bandwidth at your own premises?
How will you overcome issues of lack of internet connectivity in the workplace?
Learners need internet access to use email, upload evidence to an e-portfolio or access learning resources from a VLE/LMS. Reliable internet connectivity at training provider premises is essential. On-line learning and assessment can be extended into the workplace if connectivity is available. Where this is a problem, workarounds such as internet dongles or devices with off-line content exist.
c.	To what extent are learners, employers and staff able to access electronic resources?
Do you need access to a comprehensive on-line learning platform, such as a VLE/LMS or website in order to deliver your electronic resources?
What is the best way to obtain such access (eg purchase, hosting from a third party)?
How can you make electronic resources required by learners, employers and other stakeholders accessible to them as and when they need them? You may choose to buy a specific system, such as a Virtual Learning Environment or Learning Management System, to deliver and support learning or you may create your own repository of materials. Either way you should work towards a 'whole organisation' approach to deliver a consistent experience for staff and learners.
d.	What technical support is currently available to staff, (internal function or an outsourced service)?
How do you plan to ensure that technical support will meet the needs of learners and staff?
What procedures do you have in place for disaster recovery?
Who has ownership, control and responsibility for maintenance of all aspects of your digital technologies provision?
The level of technical support available is a determining factor in the success of an organisation's e-learning provision.  If support is focused on the commercial needs of the business, rather than the needs of the staff and learners, the quality of the learning and teaching experience will suffer. The provision of technical support must be adequately resourced and able to respond to the changing needs of staff and learners, as well as the business needs of the organisation. Trainers, assessors and learners must be able to access support where and when it is needed.


	Budget for the digital strategy

	a.	How do/will you finance your digital strategy objectives?
b.	How will you ensure appropriate finance to sustain the outcomes of your digital strategy objectives?
c.	Are you currently in receipt of any digital technology grants?
d.	Do you plan to bid for any future digital technology grants?
e.	Are there any other funding streams that you can use to supplement the digital technologies budget?
f.	For each activity in the Action Plan (see below) you will need to estimate an associated cost
Funding for digital technologies should be an integral part of the organisation’s budgetary processes. Define the budget required to meet the objectives of the digital strategy over the next three years, with an emphasis on prioritising expenditure over the first year. Analyse the intended investment required and the cost benefit, as many examples of the use of technology can bring long term cost benefits. Identify any existing money available and consider the sustainability of this. Identify national and local sources of funding. Consider forming a partnership or consortium with other providers to bid for funding for a larger scale project.

	Managing and implementing your digital strategy

	a.	What will ensure that the digital strategy objectives in your action plan are achieved?
You should ensure that the strategy and action plan are widely disseminated, that objectives and timescales are clear and realistic, there are small manageable steps and achievable milestones, responsibilities are mapped and teams/individuals have full understanding of their roles. Regular meetings, following the results of monitoring and reviewing implementation, should ensure that objectives, timescales and responsibilities are reflected upon and if necessary changed. Many organisations choose to embed their digital technology action plan in the organisation’s Quality Improvement Plan. A steering group, made up of representatives from all aspects of the organisation, to manage the strategy and its implementation is recommended.
b.	What procedures are in place, or how do you plan, to monitor and the review the digital strategy?
You need to keep checking that the strategy remains appropriate to your organisation's vision and whether any implementation objectives or timescales require review. It pays to involve the whole organisation: staff, governors, learners, employers and other stake holders in monitoring and reviewing implementation.
c.	How will you fully engage staff in the digital vision, the strategy and the action plan?
It is crucial that the use of digital technology is embedded into policy and day-to-day working practices. Communicate the benefits and the opportunities eg via workshops. Use champions to enthuse and build the confidence of others. Recognise achievements and celebrate them.
d.	How can you develop relationships and partnerships to implement digital technologies projects?
Identify partners and strategic alliances in development and delivery of the strategy. Participate in local and regional networks to share good practice, create purchasing consortia, bid for funding and pool resources for staff development. Involve sub-contractors in digital technology strategic development.



	Action Plan

	Strategic Objective Ref
	Key Activity/Objective
	Key Staff/
Job Role
	Target Completion Date
	Progress Monitoring
	Success Indicator
	Date Completed

	cross ref.  to strategy objectives 
	Objectives identified in the digital technology strategy
	Who will be responsible for implementing the objective?
	Date when you intend that the objective will be fully implemented
	What processes will you put in place to monitor progress and when will it occur?
	How will you know when the objective has been successfully achieved?

	Date objective has been successfully implemented

	Budget

	Cross reference to strategy objectives
	What will it cost (estimate for each activity in the action plan)
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