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E-Learning Policy / Guidance notes
Definition of e-learning

E-learning is a term for learning that is delivered, enabled and supported by the use of electronic technology. E-learning can include a number of learning methods such as web-based training programmes, supported on-line learning and the accessing and sharing of knowledge through technology.

Policy Statement

Preston City Council recognises the value of e-learning in increasing the knowledge and supporting the development of employees. Preston will adopt a ‘blended learning’ approach. Blended learning allows us to use a number of learning methods to increase the effectiveness of training and meet the needs of individuals and their specific learning styles.

Purpose of the Policy

The intention of this policy is to set out the way in which e-learning should be managed. This policy will enable managers and staff to understand their roles within e-learning and how to make best use of e-learning as a learning tool. It is also the intention that this policy will help link e-learning with other learning methods to create a stronger learning culture within the Council.

The Benefits of E-learning

To the Council:-
· Efficiency savings – deliver more training with fewer resources 

· More responsive to needs, changes, new initiatives or legislation

· Better trained workforce

· Encourages more use of IT by a larger number of staff 

· Supports e-government targets through e-skills development

· Uses shared materials, in line with partnership working

To the employee and the manager :-

· More timely – can access learning  as soon as it’s required

· More flexible – can use bite-sized learning to fit in with busy schedules and working outside of “core hours"

· More accessible – from own workplace, learning area or at home

· More learner led – can go at own pace

· Can use for refresher training

· Can check out understanding by on- line tests in a safe environment

· Encourages more ownership of own learning and development

· Can link in with other learners online and exchange information and  ideas

Links to other polices or strategies

Organisation and Workforce Development Strategy:-

(extract “The role of the Human Resources Division”)….

· Provide training and development to improve the way we manage all our services

· Provide resources and opportunities for the workforce to support the achievement of the council’s aims and objectives

Training and Development Policy
Extract – 

· Employees will have equal access and opportunity to training and development that is based on the service objectives and their individual training needs.

· The provision of training and development methods will be flexible and responsive to needs.

· Every employee will be encouraged to take responsibility for their own development and to participate in life long learning.

Equal opportunities policy
· This policy has been designed to support e-learning within the Council and is applicable to all staff at all levels within the organisation.

· It is recognised that each individual has their own style of learning i.e. preference for instructor led training, reflective learning etc. E-learning fits in with the Council’s aim to provide a variety of learning methods to cater for individual learning styles and preferences. This provides choice for individuals in terms of learning and development. 

· In accordance with the Disability Discrimination Act, the Council is committed to ensuring that reasonable adjustments are made in relation to access to learning. Where applicable, staff will be provided with the necessary support and equipment to enable them to access e-learning. For example, access to facilitated learning sessions, alternatives to e-learning, additional resources and other support mechanisms as appropriate.

Resources 

The Council have subscribed to Learning Pool – a web based e-learning exchange for the public sector. Through Learning Pool the Training Team can create, access and share high quality e-learning materials. Employees can also share ideas and thoughts through on-line forums linked to specific courses. 
Initially a small suite of courses will be available. These courses will be evaluated from the comments from users and managers and changes made as appropriate.  The Training Team will add new courses and monitor usage. 
Managing e-learning

Qualifying Criteria

E-learning is open to all staff and councillors. It is expected that staff working within the Council on a temporary basis through external agencies will have access to courses which are key to service delivery i.e. mandatory training programmes, service specific programmes etc. Partner agencies may also require access to specific materials. Such requests will be considered on a case by case basis in line with future developments. 

E-learning is a method of learning and should be considered alongside other learning methods i.e. training courses, seminars, coaching and mentoring etc. E-learning should not be a stand alone solution, but should also be used to enhance some of the existing learning methods in the department /Council.

Procedure

· Learning needs will be identified during supervision or during the Staff Development Review (SDR).

· All course requests should be discussed and approved by an individual’s line manager

· Staff and their line manager will decide on an appropriate schedule, environment and support mechanisms for learning to take place effectively

· To ensure e-learning is manageable, it is recommended that individuals book onto no more than two courses at any one time

· Initially staff will receive an automated e-mail from ICT containing their log-on details

· Staff access and complete their e-learning courses, in line with their agreed schedule

· Once a course is completed staff will be required to complete a course feedback form

· Learning outcomes should then be discussed, together with appropriate objectives for the transfer of learning

· A record of learning activity will be generated by the integrated learning management System (LMS) and monitored by the Training Team. 

Line Manager’s roles and responsibilities

· Discussing learning and development needs and assisting staff in identifying appropriate learning needs. This should happen at least during the annual SDR and review, but also as and when appropriate/ necessary 

· Ensuring that all their staff have fair and equal access to development through e-learning opportunities

· Assisting staff in planning and scheduling completion of e-learning courses

· Ensuring that staff have time to undertake learning as appropriate to service provision

· Assisting staff in managing learning, to ensure that courses related to approved learning and development plans are completed in the agreed time

· To coach, guide, track, and support individuals during e-learning as appropriate

· Discussing learning outcomes, highlighting the benefits at an individual, team and organisational level

· Challenging unproductive use of e-learning by staff

· Agreeing objectives in relation to the transfer of learning following course completion

· Encouraging and facilitating the sharing of learning with others 

· Identifying and planning own development needs that may be met through e-learning.

Staff roles and responsibilities      

· Discussing learning and development needs with line managers 

· Planning and scheduling e-learning to fit in with other demands as appropriate

· Booking e-learning courses 

· Dedicating time to the completion of courses

· Ensuring that courses which are unrelated to approved learning and development plans are completed outside of working hours

· Completing and submitting the evaluation form at the end of all courses

· Taking time to reflect on learning outcomes, benefits and planning for the transfer of learning

· Discussing learning outcomes with their line manager and sharing learning with others

Access to e-learning /Support arrangements

Not all staff have regular or appropriate access to a computer to complete e-learning programmes. To support them, the Training Team will offer facilitated learning sessions for all staff. These sessions will offer dedicated time and space for individuals to complete e-learning programmes.  E-learning course requests must be discussed with a line manager prior to enrolment. 

The Training Team will increase the number and opening times of Learning Resource rooms as usage increases. In addition, to increase accessibility of e-learning, a number of laptops are available to be used within service areas. This can be organised through the Training Team.
To support the effectiveness of learning, basic IT Skills training, literacy and numeracy skills will be provided for staff, as appropriate. This will improve skills and accessibility, to ensure that all employees can make effective use of the e-learning initiative. It will also link in with the Skills Pledge initiative. 

Time allocation

Individuals should be given time and space to complete e-learning programmes in line with service provision needs. As the Learning Management System (LMS) is hosted externally, individuals can access courses outside of work and could complete programmes in their own time. Individuals are encouraged to utilise e-learning for all development, but should be encouraged to learn in their own time when an e-learning course is purely for personal development. This can be described as learning which has no immediate link to work priorities or which does not fit in with an individual’s approved Staff Development Review (SDR). This type of request should be dealt with on a case by case basis, and is at the discretion of line managers.

As this is a new initiative this will be closely monitored and may change over time.

Alternatives to e-learning

Some staff may feel that they cannot fully benefit from e-learning as it may not suit their learning style. Where possible, alternative methods will be made available, to ensure that individuals are able to access key information to meet their learning and development needs effectively.

Tailor-made courses

The Training Team can design bespoke courses to meet specific training needs. The roles and responsibilities of the Line manager and the Training  Team are defined in Appendix 1.

Alison Young
Training and Development Manager

January 2009

Appendix 1  

Roles of Line manager and the Training team
When a new e-learning course is identified it is important that the roles and responsibilities of the service manager and the e-learning team are defined. 

To ensure the successful development and implementation of a new course the responsibilities of both parties are as set out below.

	Line manager / Section Head
	Training  team

	Identify a training need.
	Offer advice on the suitability of e-learning for different subjects.

Help staff to integrate e-learning into their training programmes.

	Identify learning outcomes and how the success of the course will be measured.
	Design of bespoke e-learning packages, or suggest pre-existing content that is available.

	Provide adequate content for the course. 
	Offer advice on the suitability of the content provided. 

	Act as the “subject matter expert” 
	Co-ordinate with IT/external suppliers when needed.

	Review the course during development to check if learning outcomes are being achieved.
	Provide helpdesk support for learners.

	Identify learners and pass relevant information to the Training Team
	Provide reports from the Learning Management System (LMS).

	Communicate with learners and ensure they complete the course. 
	Enter learner details on Trent

	Promotion of the course.
	Offer advice around promotion.

	Add / amend the initial feedback form, if required. Carry out evaluation of the programme following initial feedback, if required.
	Collate the evaluation feedback immediately following completion of the programme.
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