Survey requirements
Prepared by Pete Read 

The aim is to provide a map of the existing CT landscape within a subregion and to identify the provision of ICT services.  Using this information it is hoped to be able to identify possible areas for cost reduction and to leverage best price through economies of scale.

This document identifies the types of questions that would appear in the survey and a brief explanation as to why it has been included. 
I have not included questions on Health and Safety e.g. has every worker completed a DSE assessment (Display Screen Equipment).
Copies of a DSE assessment and an ICT Induction policy are available under the resources tab on wwww.wmictchampion.org.uk.   
Note this document is based on a consortia which has a common communication strategy, if this is not the case then an element of which email system and email management system is in use should be added.

Method of distribution

There are a few options for distributing surveys.

	Method
	For
	Against

	Paper
	Flexible responses, 

People can attach existing paper reports

Can be physically handed to people
	Flexible responses can lead to non structured data being captured

Can be mislaid

Requires additional processing to analyse results

	On-line survey using mailing list
	Goes to known people who can receive reminder emails if not completed

Online data capture will create basic reports automatically

Structured response format
	Some people dislike on-line surveys

Lack of flexibility for respondees can mean data is suspect

Requires internet access

	On-line survey no email address
	Can be forwarded to other people to complete

Can be forwarded on to additional organisations/people where it is felt appropriate
	As above

Can be difficult to identify non respondents without analysis of responses

	Telephone
	Can provide a greater insight into the extent of policies and relevance of any policies
	Many questions around ICT estates are not answerable without investigation and therefore not suited to phone questionnaire


The type of questions.

Organisation

· Organisation name

· Location

· Number of staff/volunteers

· Income (banded)

· What percentage of staff work from home ___   is this likely to increase?

The above question set is used to identify the organisation, the organisation size by staff and income.

The issue of home working; some organisations allow staff to work from home where the work is suitable and the worker is happy to do so.

General

Does the organisation have

· An ICT Induction process?
· A dedicated ICT Budget?

As technology improves the most common form of computer error is user generated, an effective induction process can reduce this figure significantly..

The question about an ICT budget again gives an insight into the organisations investment in, and understanding of ICT.  Where possible the costs of ICT should be clearly understood and the benefits of having access to computers be recognised.

Hardware

How many computers do you have by operating system.
e.g. 5 Desktops running xp 3 laptops with vista

	
	Vista
	XP
	Win 2000
	Ubuntu
	Total

	Desk top PC
	
	
	
	
	

	Laptops
	
	
	
	
	

	Total
	
	
	
	
	


The question will identify the systems in use within the organisation, it will show an overall level of technology across SCIO and will provide an insight into the age of the machines.

Do you have a renewals policy for hardware?

Cost of maintenance rises with the age of the hardware, if an organisation has many different operating systems then it is likely to be more costly to maintain.
Do you have a dedicated file server?

Microsoft estimate the running and maintenance costs of a server at around £7000 a year.  Given the growth of on-line storage is their a reason for using an internal server.

Do you have wireless network?

Do you have a wired network?

Support

	
	Name and address
	Annual costs

	Who supports your desktops and laptop computers
	
	

	Who supports your server(s)
	
	


These support questions seeks to identify the method for support used within each organisation.

Some organisations have external server support but rely on an internal resource to maintain desktops, laptops etc.[image: image1.png]»
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