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Quality Guidelines for E-Learning Delivery

Delivering e-learning requires attention to a whole range of issues, many of which are new to learning practitioners and to policy makers.

The term E-learning has brought learning to the attention of many more groups and raised the position of learning on the agenda of policy makers at national, regional and local level. However it can mean different things to different people in different contexts. To many it is an all-embracing term; to others it is applied to a narrow range of activities.

When considering quality issues that impact on the delivery of e-learning it is important to agree terminology. For these guidelines we have defined e-learning as ‘learning which is delivered through computers and connected digital media’.

These guidelines address in particular:

· Infrastructure & platforms

· Choices/planning

· Learning portals – internal/external

· Maintenance

· LMS

· Product resource selection

· Learning support tools

· Online assessment

· Managing access to learning

Introduction

These guidelines are part of a set of four modules that recognise current best practice and anticipate the future. They provide indicators that impact on quality issues for the different stakeholders within a region and that will influence regional policy.

The other modules are E-Learning Delivery, Supporting Learners and Organisations and Learning Resource Providers.

Using the four modules together or in an appropriate combination provides the tools for various stakeholders within a region to:

· Develop strategies; policies and models in which e-learning contributes to organisational, community and territorial learning and which support partnership building for e-learning across the region.

· Support learning/knowledge companies and cultures for innovation.

· Use guidelines that are based on best practice globally, and which can be supplemented with regional requirements. By adopting a ‘menu’ approach you can select what is appropriate for your organisation/region and add your bespoke guidelines.

· Consider the needs of partner stakeholders such as Local partnerships; Learners; Employers; Support Groups; Schools, Colleges and HE; Training Providers and Voluntary and Community Organisations) in a systematic way

· Recognise how learning materials/providers may be selected for regional provision and the key issues in the process.

Benefits of using these Guidelines

The various stakeholders:

· Local Learning Partnerships

· Learners

· Employers

· Support Groups

· Schools/Colleges/HE

· Training Providers

· Voluntary and Community Organisations

can analyse the impact of quality policies in e-learning at local and regional levels in order to measure their influence on local and regional development – employment, innovation and the development of regional competence.

How to use these Guidelines

When using these guidelines you will need to consider the following points:

· First review the Issues Section – these are the key high level areas that you need to address.  Select the ones that are relevant to your organisation (there may be some that are just not appropriate)

· Now work through the actions listed in the ‘Steps in the Process’. These are the actions that you should be following if you are to adopt the guidelines.

· Finally look at each of the indicators that support the issues and underpin the Steps in the Process and note against each one how you will achieve this and who in your organisation will be involved.

· This three stepped approach is designed to support a process of self-assessment in order to help you to identify strategies and actions that will help improve your region’s performance and its vision for quality in e-Learning. 

Issues

The key issues that you need to consider relate to:

Integrating e-Learning with your overall learning strategy

Blending and integrating learning- the combination or integration of e-Learning and one or more other methods. 

Connectivity and Capacity – the combination of software, tools and processes needed to provide a viable learning service or course.

Interoperability and Standards- the ability of e-Learning resources from different sources or producers and tools to be used on a system in conjunction with each other with a high degree of compatibility, and the technical standards that are used to ensure interoperability.

Copyright and Licensing- the ownership of rights to outputs of creative endeavour capable of being protected under legislation such as that relating to patents, design rights, trade marks or copyright, and the contractual agreements between organisations and individuals about the use of software or other materials exist.

Selecting e-Learning Systems.

Selecting e-Learning Materials- the range and types of learning materials used in an e-Learning system and which might include single or multiple media.

Providing information to Learners.

Matching resources to needs.

Introducing and familiarising.

Managing progress.

Providing support- used to cover a range of activities supporting individual learning, ranging from formal tutoring and instructional sessions to informal peer discussions and including both online and offline support (e.g. telephone, face to face contact ). 

Providing assessment- all the activities that are used to ascertain learner progress and attainment. They may be summative or formative and include online methods such as tests as well as offline methods such as projects, portfolios and interviews.

Monitoring and managing.

Evaluation and Updating.

The Learning Environment – on screen learning environment and physical location whose main purpose is to provide access to and facilities for learning

Usability- the design process and methods used to make e-Learning easy to use.

Steps in the Process

· The relationship and connections between e-Learning and other provision is defined and known to users and stakeholders

· Where blended learning is used the methods are appropriate to the needs of the organisation and the learners

· The e-Learning system has the technical infrastructure to meet current and planned needs

· The organisation’s approach and policy on interoperability of resources and adherence to technical standards contribute to the effectiveness of the system

· Copyright, IPR and licence arrangements are protected and managed

· E-Learning resources are selected to meet the requirements of target users and the providing organisation

· E-Learning materials are selected to match the needs of users and that content is valid and fit for the purpose

· A range of information is provided for learners before a learning programme has begun

· Learners are able to match resources to their needs

· Opportunities are offered to learners to familiarise themselves with systems and methods

· Individual progress should be monitored and assistance provided when needed

· Appropriate support should be provided to all learners commensurate with their needs and the demands of the topic

· Assessment is valid, fair and appropriate to the topic

· The e-Learning provision is monitored and managed on a continual basis to ensure its effectiveness

· Provision is evaluated and updated on a planned and appropriate basis

· Physical and virtual environments are designed to contribute to the efficiency of learning and reflect the needs of target users

· The system and resources should demonstrate ease of use for the full range of target users
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	Indicators:
	How will you do this?
	Who will you involve?

	Integrating e-Learning

	
	

	· The position of e-Learning in overall strategy for learning provision is identified
	
	

	· Relationships and matches are mapped appropriately
	
	

	· Details are provided to learners and staff in a clear and accessible way
	
	

	· The impact of different methods in each other and provision as a whole is considered
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E-Learning Delivery

	Indicators:
	How will you do this?
	Who will you involve?

	Blended/Integrated Learning
	
	

	· Overall approach is specified
	
	

	· Resource requirements are identified and fulfilled
	
	

	· Learners are provided with full information on sequence, timing, options
	
	

	· Options are available where numbers are insufficient to form groups
	
	

	· Relationship between different ‘supporters’ involved is specified and clear to learners
	
	

	· There is clear responsibility for overall management of the e-Learning provided
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E-Learning Delivery

	Indicators:
	How will you do this?
	Who will you involve?

	Connectivity and Capacity
	
	

	· There is sufficient capacity to handle the planned usage
	
	

	· Connectivity issues do not restrict or disrupt learning
	
	

	· The technical requirements of the system are monitored on a regular basis
	
	

	· E-Learning requirements are integrated with the longer term IT infrastructure plans of the organisation
	
	

	· Materials recognise the potential bandwidth constraints of some learners
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E-Learning Delivery

	Indicators:
	How will you do this?
	Who will you involve?

	Interoperability and Standards
	
	

	· Issues of interoperability are considered in the selection and review criteria for systems, resources and learning materials
	
	

	· There is a policy on the extent and nature of interoperability required
	
	

	· The organisation is aware of the principal technical standards in the field
	
	

	· There is a policy on the use and adherence to technical standards by vendors of resources
	
	

	· The impact of policies on interoperability and standards is recognised
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	Copyright and Licensing
	
	

	· A policy covering IPR is in place and is communicated to all staff and suppliers
	
	

	· The rights of all those contributing material to e-Learning are protected
	
	

	· IPR policy is monitored and managed as one of the regular activities
	
	

	· Appropriate records of IPR and licences are maintained
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	Indicators:
	How will you do this?
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	Selecting e-Learning Systems
	
	

	· Systems are matched to a specification of requirements
	
	

	· Criteria for selection include:

Match to learner needs fit with technical infrastructure

compatibility with learning management processes
	
	

	· Users and stakeholders contribute to the selection process
	
	

	· Tools selected enhance learner control
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	Indicators:
	How will you do this?
	Who will you involve?

	Selecting e-Learning Materials
	
	

	· Learning materials are selected on the basis of identified or researched need
	
	

	· Materials are matched to organisational objectives and initiatives, where appropriate
	
	

	· Materials are based upon sound learning design
	
	

	· Users and stakeholders contribute to the selection process
	
	

	· A consistent selection policy based on agreed criteria is followed
	
	

	· Systems are in place for replacement, review and updating
	
	

	· Content is credible, accurate and up to date
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	Indicators:
	How will you do this?
	Who will you involve?

	Providing Information to Learners
	
	

	· Sufficient information is provided to enable learners to make valid choices
	
	

	· Details provided are reviewed regularly and kept up to date
	
	

	· Information is provided: On likely extent and nature of learning
Costs
Assessment
Support
Accreditation and qualification
Nature of learning methods


	
	


	Guidelines for
	
E-Learning Delivery

	Indicators:
	How will you do this?
	Who will you involve?

	Matching Resources to Needs
	
	

	· Information or tools are provided to assist individuals match available resources to their needs
	
	

	· Options to preview are provided where appropriate
	
	

	· Individuals have access to people who can advise on match to needs
	
	

	· Learning materials are matched to job, competence and qualification profiles where appropriate
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E-Learning Delivery

	Indicators:
	How will you do this?
	Who will you involve?

	Introductions and Familiarisation
	
	

	· Online introductory material is available for new users
	
	

	· Individual learners have easy access to people who can introduce and explain use of e-Learning
	
	

	· Registration processes are straightforward, clearly explained and robust
	
	

	· There is an initial indication of expectation of what is required from the learner and what they can expect from the provider
	
	

	· The purpose and use of the different technologies and tools within the system is explained
	
	

	· Rules of e-Learning etiquette are set out where appropriate
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E-Learning Delivery

	Indicators:
	How will you do this?
	Who will you involve?

	Managing Progress
	
	

	· Progress details should be visible/available to the individual involved
	
	

	· Individual progress is monitored on a regular basis by the provider
	
	

	· Where progress is not as planned assistance is provided
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	Indicators:
	How will you do this?
	Who will you involve?

	Providing Support
	
	

	· Online support deals with frequent and basic queries
	
	

	· Access to an individual supporters is easy and timely
	
	

	· Moderation is provided where necessary and on a consistent basis
	
	

	· The amount of support required is appropriate
	
	

	· The support methods are matched to the topic and learner
	
	

	· Feedback is relevant, contains appropriate depth and is timely
	
	

	· Supporters are suitably experienced and qualified for their tasks
	
	

	· Supporter response and performance is monitored
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E-Learning Delivery

	Indicators:
	How will you do this?
	Who will you involve?

	Providing Assessment
	
	

	· Assessment methods are appropriate to the programme and topic
	
	

	· Learners are informed about the conditions and outcomes of the assessment before and after completion
	
	

	· Appropriate arrangements are made for security of assessments
	
	

	· Data protection and privacy procedures are in place
	
	

	· Feedback is relevant, contains appropriate depth and is timely
	
	

	· Next steps after assessment are explained
	
	


	Guidelines for
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	Indicators:
	How will you do this?
	Who will you involve?

	Monitoring and Managing
	
	

	· Performance of supporters and moderators is monitored regularly
	
	

	· Problems and issues are acted upon promptly
	
	

	· Longer term improvements are identified
	
	

	· The management of learner records is consistent with the organisation’s overall policy on holding and access to records
	
	

	· Management of the system conforms to the organisation’s policies and procedures on confidentiality and data protection
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	Indicators:
	How will you do this?
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	Evaluation and Updating
	
	

	· Provision is evaluated and updated on a planned and appropriate basis
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	Indicators:
	How will you do this?
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	The Learning Environment
	
	

	· Access to e-Learning is appropriate for the type of learning and the requirements of learners
	
	

	· Learning centre or equivalent facilities are available as a form of access where this is appropriate
	
	

	· The physical environment is suitable for learning and where possible optimised
	
	

	· Provision is appropriate for those with disabilities
	
	

	· The virtual environment particularly the user interfaces are designed to facilitate ease of learning and provide appropriate learner control of pace and time of learning
	
	

	· Sufficient privacy provided particularly for support, advice or guidance
	
	

	· Relevant legislation is adhered to
	
	

	Usability
	
	

	· The chosen system and resources are designed and tested for usability before their introduction
	
	

	· Systems selected show appropriate levels of usability
	
	

	· Provision is made for those with a disability
	
	

	· Feedback on usability is gathered on an ongoing basis
	
	

	· Improvements to usability are made to respond to feedback
	
	

	· The requirements of relevant legislation are adhered to
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