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Annex 1

Carrying out a need analysis 
Below are a set of questions relating to carrying out a needs’ analysis for each of the above sections. They aim to support you further in developing and implementing a digital policy. They could be the starting points for the relevant part of your policy development. Remember, not all elements will be relevant to all providers, so do not feel you need to include everything. You may however want to add further elements as you develop and review your policies. 

Implementing your digital policy
The key policy questions in carrying out a needs analysis for your digital provision are:
What is your overall vision for digital ACE?
What do you want to achieve?
Is this clear to your staff and learners?

Digital policy for equipment and platforms
What are your minimum standards for equipment and platforms for:
distribution of/access to equipment to staff
distribution of/access to equipment to learners
connectivity
ease of use of platforms
suitability of platforms for online learning?
Where are you meeting these standards?
What policy rules and values are needed to achieve the minimum standards?

Policy for your digital curriculum
How much of a ‘digital divide’ is there in your local area(s) where people are digitally excluded? 
An audit of the learners who participate in your online curriculum should enable you to identify any gaps:
Are there any trends in those who have withdrawn from or dropped out of courses since they were transferred to online or blended learning?
Do these learners fall into any groups, for example, according to their ethnicity, age, gender, postcodes/wards, home languages etc?
Are there any courses that have been cancelled/failed to recruit to because of lack of digital equipment/connectivity/skills?


Digital policy - Learners and learning, including communications 
A survey for learners about their experience of online learning can help you identify where you might need to change your policy for your digital provision. 
Aspects to explore may include:
learners’ access to digital technology 
learners’ overall experience of learning online
any technical difficulties
learners’ confidence in participating in online learning.

Digital policy - Staffing and staff training/support
A survey for staff about their experience in transferring provision to online learning can help you identify where you might need to change your policy for your digital provision. 
Aspects to explore may include:
an audit of their access to equipment and their skills in using the various digital equipment and platforms
their views on the effectiveness of relevant training
persistent challenges in delivering online provision
how well tutors have adapted to the different pedagogical requirements for facilitating learning and assessment.

Digital policy - Safeguarding and Prevent
You need to carry out a risk assessment to see if there are any additional risks in relation to Safeguarding and Prevent for all your learners and staff in terms of digital delivery.  

What do you need to add to your current policy or a separate digital policy? 
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