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	Background to Project
Introducing workshop process methods and H&S Inductions to large numbers of students was proving very time consuming and laborious.  In 2007 the IT department produced a short H&S DVD to show to large numbers of students in the lecture theatre to enable them to log on to the system within their first week of college.  This proved very popular and the nature of the DVD was engaging to ensure all the information was absorbed.  This was shown to other areas and they felt that this would help them with the Induction process but they needed someone to create the DVD for them.



	Project Approach
Several meetings with Technical Demonstrators established the kind of content that could be delivered to a large audience away from the workshops and the way the material should be delivered.
A member of the IT team currently working part time was willing to work some additional hours manage the project.  The timescale was easily established as Inductions had to be ready for the next Academic year.
3 areas which caused the greatest problem for delivery were H&S to workshops, IT H&S and Acceptable use and using features on Photoshop for Digital Photographers.  2 DVD’s were to be produced for the H&S issues and a series of downloadable instructions for Photoshop. The longer DVDs would be films in such a way that they could be divided into smaller bite size pieces for downloading. The funding provided additional hours for staff to accomplish this as their timetables would not allow them to do this during their normal hours.



	Describe the Project from start to finish

Initially screen capture software was installed to a Mac to capture the movements on screen for the Photoshop “How to’s”.  Over a period of time the Technical Demonstrator for Photography worked with the IT staff to capture the screen movements and provide a voice over.  This was edited and saved as bite size pieces.
Workshop staff were asked to provide images and a script for the H&S Inductions.  Workshops included Small Metals, Ceramics, Print, 3D and Textiles at two of our sites.  The IT staff was able to film these areas to provide a tour of the facilities and then record the voice overs from staff and edit this together with the images.
The IT DVD required new scripts and voice overs as well as new footage to cover H&S, Acceptable Use and Online safety as well as a tour of facilities.  This was the last part of the project to be completed.



	Lessons Learned
Planning and preparation were key and on the whole very successful.  The Induction DVDs have proved very popular and well received but there are some areas which could be edited down a little to ensure students do not lose interest.  



	Recommendations
Plenty of time and planning needs to be in place to make sure all staff and facilities are available.  The subjects need to be punchy and the images visually stimulating. It is advisable to provide hard copy of key H&S issues and the Acceptable use policy so that details can be absorbed more fully.  Log sheets were provided for students to sign at the end of the inductions to show that they had attended and agreed to abide by the policies in place.



	Plan for Dissemination
Further “How to’s” are planned for other workshops which are being downloaded on to MP4 players for students to use while in the workshops.  The DVD’s and short clips are available on the VLE for students to access and any late starters or students missing Inductions can watch the DVD’s individually.  DVD’s are being uploaded to Mylearningtube (apart from IT as it included log in details) and a new DVD aimed at Safeguarding is planned for 2010.




