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Pre-Implementation
Evaluate Strategy

ILT Strategy

Teaching & Learning Strategy

Financial Strategy

CPD or Staff Development Strategy

Secure SMT commitment and identify Sponsor

Sponsor must have influence over SMT and be committed to FPP

Sponsor must have resources to prioritise FPP

External Liaison


Involvement of JISC RSC Staff

Involvement of Ferl Regional FPP Co-ordinator

Identify Steering Group

Sponsor should ideally chair

Should include Project Sponsor, Curriculum Manager/Director, the Quality Manager and possibly a member of the Corporation

Identify FPP Guide as Project Manager

Recruit or create secondment for FPP Guide (recommended)

OR identify FPP Guide and abate hours (this would have to be a substantial abatement)

Identify or create time for FPP in Guide's timetable

Ensure cover is identified for FPP Guide's normal activities

Commitment of IT Resources

for analysis of existing resources

for help with new installation of infrastructure/hardware/software

Physical Resources & IT analyses

Training Room identified for delivery - is it timetabled?

Network / hardware requirements

Software/plug-ins requirement (both in Training Room & on trainees' equipment)

Secure Funding

Identify costs - FPP, hardware/software

Specific allocation from core funds?

Staff Development Budget commitment

If any contribution from Dept budgets ensure this understood and committed to

Staff cover

Identify Team

What influence have they?

What specialist knowledge?

Are they committed to success?

What mix of skills will be needed?

What will team members do?

Identify Goals and Objectives

see Project Initiation Document Template

Identify link to strategy

This follows from evaluation but may involve some re-writing of strategies to accommodate FPP

Identify scope - decide any pilot areas

Organisation

Whole college approach?

Support staff?

Can a control group be identified?

Logical

Identify cohorts

Identify FPP Modules

Temporal

Identify phases

Prioritise cohorts for each Module

Identify milestones

Formulate Communication Strategy

FPP email address?

Project information to be held on Intranet or VLE?

How will the Project communicate with the Team, the Steering Bd, College Staff, Trainees?


First communication

Staff development round-table Dept Heads meet team

Introduce Goals & Objectives

Brainstorm needs and barriers

Brainstorm measures & metrics

Identify accreditation route

Internal or external accreditation?

ILT Skills Audit

Does it exist or need to be carried out?

Who will carry it out?

In what format?  Will people answer honestly?

By what criteria will you prioritise need?

Formulate Implementation and Delivery Strategy


Classroom, online or mixed delivery?

Who will deliver?

Timetabling?

External involvement eg Regional Support Centre?

Roles & Responsibilities - who will do what, by when, to what standard?

Identify all other stakeholders

Identify likely early adopters

Identify likely Luddites

Who will be aggrieved if not included?

Identify sources and nature of resistance

Who/how many for and against?

Use the enthusiastic to sway the rest

Strategy to motivate

Identify carrots and sticks

Are there local (positive) case studies/speakers to be used?

Decide reporting needs, formats and frequencies

What information is needed within the Project?

What information is needed to prolong motivation of stakeholders?

Produce Project Budget(s)

Set-up costs - infrastructure/hardware/software

FPP procurement

Staff costs - Trainers and cover for trainees

Other

Risk Analysis

Identify what might go wrong

Are there any competing projects?

Produce Project Initiation Document

Produce baseline plan

Steering Group to sign off PID & Plan

Implementation

Breakdown modules into sessions

Rough timetable of sessions

Plan session content

At what level?

What equipment / resources required?

Who will deliver?

What can you expect trainees to undertake following this session?

Check timetables of trainees

Book room

Book any portable equipment

Inform trainees and their line managers of session times

Design feedback forms to feedback on session and prompt for expected follow-up action

Delivery

Timetable using sliding planning window technique

see Project Management infoKit for details

Pre-event

Remind trainees about session

Check with trainer / provider and discuss lesson plan if necessary

Provide trainer with list of trainees, register and feedback forms

Day of event

Collect or ensure that portable equipment is present

Check equipment is working and any Internet connection exists

Deliver session

Collect feedback forms

Trainer evaluates session

Log any issues or questions raised during session

Post-event

Review feedback forms (trainer and trainees)

Review issue logs

Check that any follow-up actions are being undertaken

Project Management

Check for recurring issues from different sessions

Issue management

Report production to Steering Group

Phase Review

Collate measurements

Actual:planned sessions


Actual:planned attendance

Actual:planned achievement

Drop-outs (incl. review of reasons for)

Review feedback from trainees

Review session evaluations from trainers


Survey trainees to gather data on changes to approach

Perceptions

Activities

Understanding

Gather data on increased use of ILT

In class

In preparation

In trainees' admin work

Survey of students' perceptions of any change

Has there been noticeable change

For better or worse?

Are students’ needs being met?

Report production

Celebration!
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