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About this User Guide

This User Guide provides an overview of the functions and features of SEP.
Detailed instructions for using the SEP are provided in the Operation Manual.

The target readers of the User Guide are the System Administrator, Survey Item
Manager, Survey Helper and Report Viewer of respective schools.



Chapter 1 Introduction to SEP

1.1 About SEP

To facilitate self-evaluation on Information Technology in Education (ITEd) in
schools, the Education and Manpower Bureau (EMB) has commissioned the Hong
Kong Institute of Education (HKIEd) to develop a user-friendly and extensible
self-evaluation platform (SEP) for all school sectors (Primary, Secondary and Special)
in Hong Kong.

Based on the survey tools developed under the Overall Study conducted by the
Hong Kong Polytechnic University (PolyU), the Project Team of the HKIEd has
designed, developed, implemented and rolled out a stable, user-friendly and extensible
platform on ITEd for schools’ self-evaluation. It is expected that the SEP will help
schools to make full use of information technology facilities and resources, develop
sound policy and planning in promoting the use of technology in education and
implement ITEd in schools.



1.2 Terminology

As a start, it is necessary to have a mutual understanding of the term ‘survey’
with the readers. A survey in this context is defined as an instrument used to collect
information for a particular purpose. There are two major types of surveys which are
provided or created in the SEP. The first type is a questionnaire and the other is a log
sheet or an observation form. A survey consists of a number of survey items which
may either be responsive (e.g. selecting a choice) or supplied type (e.g. filling in
words). A survey item is composed of two parts: the item stem and the item responses.
The item stem is a description of the question or information to be collected.
Examples are: “What do you usually use a computer for at home?” in a questionnaire
or “Location of an activity” in a log sheet. The item responses are either the choice(s)
to be selected or the information to be supplied by the respondents of a survey.

The SEP “user” refers to a person who is assigned with different operation
privileges within the system. There are at least three types of users: the “System
Administrator”, the “Survey Manager” and the “Survey Target User/Respondent”.
The System Administrator has full or partial control of all the operations in the SEP,
depending on the implementation strategy of the SEP. The Survey Manager has full
rights to revise and create a survey. The Survey Respondent is the person who is
assigned and required to provide responses to the survey items in a survey.

A detailed list of terminology is provided in Appendix 1 for quick reference.



1.3 Basic Concepts

When designing the SEP on ITEd for schools’ self-evaluation, the Project Team
has considered the following principles, which are derived from the perspectives of an
evaluator and different types of school users.

13.1 Data Accuracy

The SEP is designed for schools to conduct self-evaluation on ITEd by collecting
useful information from different stakeholders such as school staff, students, and
parents as related to ITEd. In order to collect valid and reliable data from these
stakeholders, at the administrative level, the SEP adopts a closed survey strategy in
which the identities of all stakeholders are known. Such measure prevents interference
from unknown users and safeguards the accuracy and the number of responses from
the stakeholders as double entry is not feasible under such strategy. Also, an accurate
response rate can be calculated as non-respondents can be easily traced in the system.
The design of the SEP has also taken the ethical issue about the anonymity of a survey
into consideration. The responses to the survey items by an individual respondent are
not saved unless a named survey is conducted (in this case, the respondents are
informed well in advance before the survey). As a result, only the aggregate
information of all the respondents in a group is displayed. In this regard, the SEP
requires a user management function which helps to create accounts for different
stakeholders. A logon procedure is also required to keep track of all survey activities
such as survey creation and data collection. All of these system operations and survey
activities are recorded in the data bank via the “System Log:” of the SEP.

1.3.2 User-friendliness

Several enhancement features have been made in SEP to facilitate its
user-friendliness.  Firstly, an interactive, easy-to-follow workflow and traceable
direction path are employed in the interface design. The SEP allows users to create a
new survey by selecting survey items from the existing sample surveys (designed by
POLYU) and school-based surveys (designed by school users). To facilitate users to
compile different survey items into a new survey, the “attributes” system has been
developed in the SEP for easy search of a particular survey item. When a survey is
published for on-line data collection, the school management has to notify the target
respondents to log onto the SEP to complete the survey on-line. To facilitate such
logon procedure, the SEP can output a HTML tag (in a text file) so that the School
System Administrator can embed this tag into the existing homepage of the school. In
doing so, the target respondents are informed of the requirement(s) of doing a survey



and prompted to logon to the SEP when they enter the homepage of the school. At
the administrative level, the SEP has built in “health checking” and “system recovery”
capabilities. The Administrative User can easily make use of these bundled tools to
check the version and status of the installed components of the system. Once
discrepancies are found, the user can resolve the problems by making use of the
system recovery tools.

1.3.3 Flexibility

The SEP has provided an “Offline Data Capturer”, “Privilege Assignment”,
“Multiple Result Output” and “Multiple Data Comparison” to enhance the system
flexibility. As it is sometimes not feasible to do a survey on-line, an “Off-line Data
Capturer” mechanism is designed to facilitate data entry for paper-and-pencil surveys.
The “privilege assignment” mechanism in the SEP also allows flexibility for the
operation of the system. Different operation privileges can be assigned to different
users. Through the SEP, privileges for such operations can easily be added and deleted
later if they are no longer required. The SEP can generate different output formats of
the analyzed data to cater for different needs of the schools. The SEP has three
comparison modes built in: “Compare across Timeframe”, “Compare across Groups”
and “Compare across Survey Items” for retrieving relevant information.

1.34 Extendibility

For future planning and development of ITEd in schools, individual schools may
need to conduct specific surveys which are related to their particular school contexts.
In this regard, the Survey Generator of the SEP is designed for the creation of a new
survey in two different modes: “From SIB” and “From Scratch”. The newly created
survey can then be saved into the Survey Item Bank in which a specific folder (e.g.
School-based Surveys) has been created for this purpose. Users can construct a folder
structure according to a school-based convention (e.g. by subjects or by classes) under
this root folder. Within the dynamic environment provided by the system, the SEP
may also be used in other school self-evaluation activities not restricted to ITEd in
schools.

1.35 Limitations

The SEP Project Team has always aimed at rolling out a stable, user-friendly and
extensible platform on ITEd for schools’ self-evaluation. Given the constraints on the
resources and requirements of the project, there are; however, some limitations when
using the SEP for schools’ self-evaluation. For example, the Report Generator can
only cope with basic statistics of data analysis. High level analysis such as correlation



and inferential testing are beyond the scope of this platform as such analysis demands
users’ professional knowledge in evaluation and statistics. Moreover, the validity and
reliability of other surveys created by school users are not guaranteed as they are
dependent upon users’ professional knowledge in the design and implementation of a
survey. Similarly, although the SEP will be bundled with some templates which
demonstrate the procedures of retrieving useful information (within and across
surveys) for common scenarios concerning the establishment of an individual school’s
ITEd profile, whether such information is used meaningfully depends very much on
the professional judgment of school users. All the above point to the fact that whether
the SEP can be used professionally depends very much on the users’ competencies
both in the knowledge and skills in the design and process of an evaluation.



1.4 System Components of School SEP

There are two separate but similar systems: one is EMB SEP and the other is
School SEP. In the School SEP, there are six main component modules: User
Management (UM), Survey Item Bank (SIB), Survey Generator (SG), Data Capture
(DC), Report Generator (RG) with Data Comparison (DC) features, and Data Archive
(DA) as well as a supplementary module - Log Module. Two special features which
are Data Sharing (DS) and Knowledge Management (KM) are included in the SG
module.

14.1 User Management
1) Overview

The System Administrator uses the UM functions to create user accounts, to
define groups and to assign privileges to the groups after installation of the SEP. The
user account is used for user authentication and identification during the login
procedure and user authorization in the operation of other functions in the system. In
addition, “User Account Integration (UAI) with Other System(s)” at schools provides
functions for optional individual user account authentication in addition to the
existing user account authentication method. For details, please refer to Appendix F as
described in Administrator Manual. There are two means of creating user accounts: (1)
using the web interface of the system and (2) importing a batch file from outside
(extracted from WebSAMS for creating teachers and students accounts). Before
creating the user accounts, the System Administrator has to create different user
groups and assign different privilege schemes to these groups. A user and group
search function is provided in the “User Management” to facilitate user and group
management. A “Restore deleted user” function is available for the System
Administrator to restore user accounts if accidental deletion of user accounts occurs.
A log entry is recorded for each “save and delete” action in the “User Management”
for audit purpose by the System Log.

2) Maintain Groups

Group Management provides functions for the System Administrator to manage
groups in SEP. There are five types of groups (system group, form group, class
group, survey group, and privilege group) with different operation privileges in the
SEP. All these pre-defined group types cannot be added or deleted. These five groups
types are used to facilitate the System Administrator to group a list of users with
common properties. The properties of these five group types are:

—  “System Group” type includes pre-defined user groups which cannot be



added or deleted. They are: (1) Administrator, (2) Teacher, (3) Student, (4)
Parent, and (5) Others.

—  “Form Group” type is used to group students into forms and schools can
define Form groups according to the operating class levels.

—  “Class Group” type is used to group students into classes and schools can
define Class groups according to the operating classes.

—  “Privilege Group” type is used to assign specific access rights to a list /
group of users. The System Administrator can create user groups with
various combination of privileges assigned.

—  “Survey Group” type is used to group users with common properties (e.g.
students with computers at home, and student without computers at home)
for group comparison in a survey analysis.

With the exception of System Group type, the System Administrator can create
groups under the Form Group type, Class Group type, Privilege Group type and
Survey Group Type according to operation in schools. Group(s) can be created
through the web interface.

Additional procedures are needed for maintaining groups under the Class/Group
type. Form groups and Class groups should belong to a particular school year to form
a unique group identity (e.g. 2004-05 1A). Codes (“CLASSLVL” and
“CLASSCODE”) must be assigned to these groups for duplicate creation in the same
academic year in SEP. In spite of performing these procedures when maintaining
Form groups and Class Groups on the web interface, the mapping of school year,
assigning group code and creation of all Form groups and Class groups can be done
automatically through CSV file importation of student data. During the procedure of
importing both student and parent accounts in SEP, the system automatically creates
Class Group and Form Group for students and parents. To segregate groups for
students, the system adds a prefix “p” to the Class groups and Form groups for
parents.

3) Maintain User Accounts

User Account Management provides functions for the System Administrator to
maintain the user accounts in the SEP. It provides functions to add user accounts (add
users and import users), update accounts, delete accounts and restore deleted users.
There are two means of creating user accounts: (1) using the web interface of the
system and (2) importing a batch file from outside (extracted from WebSAMS for
creating teachers and students accounts).

Special notes: Before creating any student/parent accounts, the System
Administrator should define the school year in the System Parameter under the



“System Tools”. Meanwhile, each student account should have a User Identity.
The System Administrator can use Students’ Registration Number as students’ user
identities. The system will capture this user identity to maintain relevant student
records across each academic year.



4)  Import User Accounts

To import batch user accounts, the System Administrator prepares a CSV file
from WebSAMS with required user information and then uploads this CSV file to the
SEP. To import teacher or student accounts, the System Administrator selects the
teacher or student group respectively. To import both student and parent accounts at
the same time, the System Administrator selects the group “Student and Parent”. For
each type of users’ import, the system requires different fields in the CSV file. The
system checks the selected group types and fields in the CSV file to prevent incorrect
data import. The system scans the CSV file to validate the content of the file, and
imports the user accounts if the content is valid. It shows all errors with descriptions
and row numbers if there is / are any error(s). As the parent accounts are generated
from the student accounts, the Login ID of successfully generated parent accounts
will be “p+student’s registration number”. If the “Integrating with Other System(s)” is
enabled, additional field(s) is/are requested in the CSV file. For teacher and other user
account import, there is a “REMOTEID” field added. For student user account import,
“REMOTEID” and “PARENTREMOTEID” fields are added. A SQL statement for
extracting student user accounts from WebSAMS into CSV file is provided in
Operation Manual (Chapter 3.3.5). The CSV file contains “REMOTEID” and
“PARENTREMOTEID” fields with the value of “LOGINID” as the default value of
“REMOTEID” and “p” plus “LOGINID” as the default wvalue of
“PARENTREMOTEID”.

5) Assign Privilege

Group Management provides functions for the System Administrator to assign
privileges to groups in SEP. There are eleven privileges in the system. These
privileges are “System Interface Setting”, “User Management”, “Survey Item Bank
Management”, “Survey Management”, “Data Input Management”, “Do Survey”,
“Report Management”, “Data Archive Management”, “Log Management”, “Password
Management”, and “Published Survey Management”. The System Administrator is
able to assign these privileges to different user groups (except Survey groups). A
Privilege group is used for grouping a list of users with common privileges. The
resulting privilege(s) for each account is / are the aggregate privileges of all groups

that the user belongs to.

6) Restore Deleted Users

Restore Deleted Users provides functions for the System Administrator to restore
deleted user accounts. The restored user account can be restored with properties of
assigned group(s) before it was deleted. Restore deleted users, however, cannot be



performed if there is an active account using the same login ID and / or User Identity.
In addition, deleted student/parent accounts cannot be restored if there is an active
account with same class and same class number.

7)  User Account Integration (UAI) with Other System(s)

“User account integration (UAI) with other system(s)” at schools provides
functions for optional individual user account authentication in addition to the
existing user account authentication method. This optional method is an open source
routine to enable schools to modify it according to their needs.

Schools can configure the authentication method in SEP configuration file. The

two modes of user login authentication are “Using SEP database” and “Integrating
with other system(s)”. If “Integrating with other system(s)” is selected, “Change
Password” and “Student Password Reset” will be disabled. Password checking will
also be ignored when importing user accounts. Each user should have a corresponding
account in the master system. For mapping user accounts between SEP and the master
system, a new user property field, remote ID, will be provided. For teacher and other
user account import, there is a “REMOTEID” field added. For student user account
import, “REMOTEID” and “PARENTREMOTEID” fields are added.
(Note: A SQL statement for extracting student user accounts from WebSAMS into
CSV file is provided in Operation Manual (Chapter 3.3.5). The CSV file contains
“REMOTEID” and “PARENTREMOTEID” fields with the value of “LOGINID” as
the default value of “REMOTEID” and “p” plus “LOGINID” as the default value of
“PARENTREMOTEID”.)

The “Integrating with Other System(s)” requires Administrator to map each user
account in SEP with that in other system(s). However, this mapping is not always
possible. For example, when mapping SEP user accounts with a domain controller in
school LAN, it is found that there is not any “parent” and “others” accounts in the
school domain controller. To cope with this situation, schools may leave “remote 1D”
for these SEP accounts as an empty field, then the SEP system will by-pass the user
account integration function and resume the original password authorization
procedure. This mechanism provides more flexibility for Administrator in managing
user accounts.

8) Create DS Questionnaire(s) in DS Host
Data Sharing (DS) feature provides functions for EMB and schools respectively
to generate and disseminate questionnaire survey set(s) online to a group of schools



and gather survey results into a centralized system. Cross-group or cross-school
comparison reports can be generated from the collected responses.

9) Manage DS Questionnaire(s) in DS Client

A DS Client can import a DS Questionnaire package and then publish the
questionnaire(s) in local site. After collecting responses from local respondents,
school can export the responses to a responses data package and then send the
package back to the DS Host. If the DS Host is EMB, schools can submit the
responses to EMB online.

10) Manage KM Questionnaire Set

A set of questionnaires can be prepared by EMB in EMB SEP and exported as a
KM questionnaire file. Schools can download the questionnaire file and import it into
School SEP for later publishing. Since the questionnaires are designed with a pre-set
framework, a set of special reports can be generated in the Report Generator.

EMB may distribute a data collection requirement file to those schools from
which survey data are to be collected. Upon importing the requirement file into the
system, schools may publish KM questionnaire(s) according to EMB requirement(s).
After administering the survey, schools may export the responses into a response file
and submit it to EMB via different means.



1.4.2 Survey Item Bank
1) Overview

The SIB provides functions for Item Bank management that includes survey
(folder) structuring and survey maintenance as well as attributes management and
survey item maintenance. Surveys and Survey ltems are stored in SIB for future use.
For the Item Bank in schools, a folder tree structure is used for organizing surveys in
the system. There are two main branches in the tree structure, an “EMB” folder and a
“School” folder. The “EMB” folder consists of pre-installed sample surveys provided
by EMB while the “School” folder includes school-based surveys that are created by
teachers of the schools. Sub-folders under the “EMB” folder are pre-defined
(according to different school sectors). A set of sample surveys is ready for schools to
use under these subfolders. Users are not allowed to update or delete either the folder
structure or the pre-installed surveys within the “EMB” folder. However, such
operations are not restricted in the management of the “School” folder. Surveys in
the SIB are constructed from survey items and an “attributes system” is used to
categorize the survey items.

2) Item Bank

Item Bank provides functions for managing the folder structure and surveys.
Item bank is a pool for storing all surveys provided by EMB or created by schools.
A folder tree structure is pre-defined according to the types of schools (Primary,
Secondary and Special) and the categorization of sample surveys. The Item Bank
folder tree has two main branches (EMB and School folders). Under the EMB folder,
the Primary, Secondary, and Special sub-folders (school type level) are pre-defined
for placing sample surveys for different types of schools. Under the school type level,
other sub-folders (e.g. 1.T.) are created for storing categorized surveys with different
objectives.

Users with either “Survey Item Management” or “Survey Management”
privilege can access the Item Bank. A school SIB user has no rights to update either
the EMB folder structure or the sample surveys under the EMB folder. User(s) who
possess(es) the privilege of “Survey Item Management” has / have the full control of
all survey items and surveys stored in the “Item Bank ”. However, the user(s) who
possess(es) the “Survey Management” privilege can add additional folder(s), update
and delete the folder(s) created by himself / herself / themselves. To prevent deletion
of folders and surveys accidentally, users are enabled to delete empty folders (folders
which do not contain sub-folders or surveys).

Questionnaire(s) maintained in Survey Item Bank can be exported as a
questionnaire file. More than one questionnaire can be exported at the same time



within Survey Item Bank. A questionnaire import function is also provided for
importing a questionnaire file into Survey Item Bank.

3) Attributes

Attributes List provides functions for managing the attributes. An “attributes
system” is used for survey item categorization and searching. There are two types of
attributes: the first type is those pre-defined by the SEP (e.g. surveys are grouped by
themes) and the second one is those created by the school (e.g. school-based surveys
are grouped by subjects or classes). Users can add, update, and delete these attributes.
Values / sub-values can also be added under these attributes to form an attribute
hierarchy. Besides, a function is provided for re-construction of “attributes system” by
moving a branch of attributes to another branch. However, attribute(s) marked with
“*” in the Attribute List are pre-defined by EMB. These attributes cannot be edited
and deleted.

4) Survey Item

Survey Item provides functions for managing survey items. There are ten types
of survey items (which include Single Selection, Multiple Selection, List Mode of
Single Selection, Multiple Column Selection, Grouped Single / Multiple Selection,
Standard Mode, Advanced Mode 1, Advanced Mode 2, Advanced Mode 3, and
Advanced Mode 4) that can be created in SEP. School SIB users can add, copy and
edit survey item(s) within the SIB. The users can also delete survey item(s) added by
school users within the SIB. A survey item consists at least of three parts; Item Stem,
Item Responses and Compulsory Setting. The Item Stem is either a description /
question part of a survey item. The Item Responses is the available option(s) of a
survey item. Lastly, the Compulsory Setting is used to control if it is a “must-answer
question” in a survey.

There are Compulsory Settings for both a survey item and a text field of an item
response within a survey item. These Compulsory Settings are independent even
when they are used in the same survey item. Compulsory Setting for a survey item
is to control whether it is a “must-answer-question” in a survey. The Compulsory
Setting of a text field is a refined setting for the system to check if the text field has
been input when respondent selects the item response. To suit the purpose of a
particular survey, these Compulsory Settings can be changed when creating a survey
in “Survey Generator”.  However, there are two cases that the compulsory setting is
automatically disabled by the system. The first case is when the “None” is selected
in the Selection Mode of the “Single or Multiple Selection” type of a survey item, the
Compulsory Setting of the survey item is disabled. As Compulsory Setting of text



field is not available for “Standard Mode”, “Advance Mode 1” and “Advance Mode
27, the text field is compulsory when respondents select item response that consists of
a text field.
5) Import EMB Data Package

EMB Data Package is placed in the EMB website for school users to download.
It consists of all EMB predefined surveys, attributes and survey items for different
types of schools (i.e. Primary, Secondary and Special). The Survey Item Manager
can access Item Bank of “Survey Item Bank” to import the EMB Data Package (For
detailed operations, please refer to SEP-Operation Manual). A set of EMB
pre-defined surveys and survey items are installed together with the SEP. Download
and importation of EMB Data Package is needed when EMB announces that new
version of Data Package has been uploaded onto EMB website.

143 Survey Generator
1) Overview

Survey Generator is used for generating surveys (questionnaires/log sheets) for
various respondents (e.g. school heads, teachers, students and parents.... etc). There
are two types of surveys: questionnaire, and log sheet or observation form. The
former mainly solicits immediate responses to a survey from the respondents whereas
the latter is used mainly to record on-the-spot events or performances in a school
activity. These surveys are designed for different purposes. New surveys can be stored
into the SIB by selecting a particular folder from the folder structure. New survey
items with assigned attributes can also be saved into the SIB. The Survey Manager
can create survey groups to organize users into user groups in order to compare
survey results across different user groups.

To facilitate the Survey Manager to design questionnaires, the users can select
existing questionnaire(s) and survey item(s) from the SIB or create new survey item(s)
from the scratch by selecting different types of survey items. After selection and
creation of survey items, the user can define the sequence of survey items and then
assign a number to each survey item with the defined numbering system ([a, b, c], [1a,
1b, 1c] or [i, ii and iii]). The numbering of survey items can at most be organized into
three levels (e.g. 1, 1a and lai). The numbering of survey items in the first level must
be a digit (e.g. 1, 2 and 3). After that, the user can define a logical flow within the
questionnaire in order to fit into the conceptual design of the questionnaire. A text box
for the covering page is available for the Survey Manager to provide respondents with
background information or instructions to respondents before doing the questionnaire.
The Survey Manager can also explain the terminology in the questionnaire. The above
information in the text box will appear as a covering page in a questionnaire and the



respondents can refer to it anytime while doing a questionnaire. A navigation button is
assigned for this purpose if the online survey mode is chosen. Finally, the Survey
Manager defines the basic information of the questionnaires including "Questionnaire
Title", "Start / End Time", "Compulsory Setting”, "Questionnaire Method"
(Anonymous or Named), "Do Questionnaire Mode" (Online, Offline and Hybrid of
Online and Offline - i.e. both online and offline modes), and "Target Respondent(s)".

2) Create Surveys

The Survey Manager creates a new questionnaire by selecting existing
questionnaire or specific survey items from the SIB, or creates new survey items from
the scratch. Existing questionnaires can be selected from browsing the folder tree
structure of the SIB, while specific survey items can be retrieved by searching the
attributes list. The Survey Generator provides tools and guides for the users to define
the sequencing and numbering of individual survey items, to input the description of
the survey item stem and responses, to assign survey target users and publish
information as well as to configure the survey item setting during the creation process.
In addition, Survey Manager can create questionnaire(s) for PDA. However, the
survey item types are limited to “Single or Multi selection” and “Standard Mode” only.
Questionnaire(s) can be exported from Survey Generator as a questionnaire file. More
than one questionnaire can be exported at the same time within Survey Generator. A
questionnaire import function is also provided for importing a questionnaire file into
Survey Generator for questionnaire publishing.

The users can create a new log sheet from the scratch or select a log sheet from
the SIB. Log sheets are composed of three parts including a header, an option
reference list, and a response area. The header contains the general information (e.g.
date) of the log sheet and the user can add survey item(s) from the SIB into the header.
An option reference list contains a time field (input time in HH:MM (AM/PM)
format), a minute field (input an integer), and specific survey item(s)/column(s). The
time field and the minute field are optional and only one key column is to be set in the
option reference list. The user can define the number of sections in the response area
and define a title (e.g. Morning) and a time range (optional) for each section.

3) Assign Target Respondents

The Survey Manager can select target respondents for the questionnaire. The
target respondents can be under System groups, Form groups, Class groups, Privilege
groups, or Survey groups. Sometimes, these user groups do not contain the
combination of users that the Survey Manager needs. To facilitate the Survey
Manager to collect responses from specific target respondents, they can define Survey



groups by selecting a list of users either manually at random or according to particular
age ranges and then put these users into groups. These Survey groups are Local
Survey groups for this particular survey only and can be used for "Cross-Group
Comparison™ in analyzing reports.

Special considerations are needed in assigning target respondents. As groups
and survey groups are used to aggregate statistical data when comparing data in a
survey, the Survey Manager is recommended to select users in groups and survey
groups so that Cross-Group Comparison report can be made between target group(s)
and survey group(s). Meanwhile, users of selected target groups in Anonymous
Survey should be mutually exclusive so that risk of duplicated input of anonymous
survey in Offline Data Capturer can be avoided. Therefore, assigning 1A and P1
groups in anonymous survey should be avoided because students in 1A group
overlapped with that of P1.

4) Save Surveysin SIB

The Survey Manager can save the new / modified survey in SIB for future usage.
However, only published questionnaires can be saved into the SIB. To solely save a
new/modified survey in SIB, the Survey Manager can publish a survey without target
respondent, and then save the survey in SIB.

5) Create Questionnaire for Cross-Timeframe Comparison

To facilitate the data comparison across time-frames in SEP, the Survey
Manager requires publishing the same questionnaire in two or more time-frames. To
do it in the “Survey Generator”, the Survey Manager can firstly create a questionnaire
either from the scratch or from SIB and publish it in a timeframe. Then he / she can
click the “Create New Survey” button of that particular survey to clone the survey and
publish it in another time-frame. By doing so, the Survey Report Viewer can use the
Cross-Timeframe Comparison Report to compare the responses of a same survey in
two different time-frames.

6) Modify Properties of Published Questionnaire

When selected target respondents are not able to submit the assigned
questionnaire before the end date for some reasons, Survey Manager may wish to
extend the period for completion of the questionnaire. A “Modify Published
Questionnaire” function is provided for Survey Manager to reset the start / end dates,
and in addition, it allows Survey Manager to change the title of the questionnaire as
well.



7) Export Raw Data of Questionnaire(s) to Data File

In addition to the aggregated data generated in the Report Generator module,
Survey Manager can export raw data of questionnaire(s) to data files. The data files
contain both the individual responses of each respondent and the content of each
survey item.

144 Report Generator
1) Overview

This function is mainly designed for data analysis as well as the display and
output of the results. The display is in three formats (tables, charts and statistic
figures). Different forms of displays will be shown on the monitor according to the
types or properties of a survey item.

The RG is supplemented with the Data Comparison features. These features
allow the users to compare the results of a specific survey across timeframes,
respondents and survey items. A comparison button is available for each survey item
and a selection tool is available for these three comparison modes.

2) Reports for Questionnaire
Report Generator provides various kinds of reports for the questionnaires. These
reports can be shown in different styles: All-in-one Mode, Click-to-view Mode and
Comparison Mode. Below are the listed reports for questionnaires, and the required
setting should be made in a survey to facilitate the generation of these reports. Please
refer to Appendix 3 for the layout of reports for questionnaire. In addition, the survey
results can be exported to an Excel file with both figures and charts. Please note that
exported report(s) can only be viewed by using Microsoft Office 2000 or above.
—  Overall Report
A report consists of the question, statistical data and chart of a survey item.
This report can be viewed in All-in-one Mode or Click-to-View Mode.
—  Cross Group Comparison
It is to compare responses between different target groups. When designing
a new survey, Survey Managers should select target users carefully if they
want to compare responses between / among groups. They should select all
target groups that they are going to compare after completion by target
responses. For details in assigning target respondent, please refer to point (3)
Assign Target Respondent in section 4.4.3 Survey Generator.
—  Cross Time Frame Comparison
A report for comparing responses of a same survey in two more different



time-frames. A feature is built in the Survey Generator to republish a
questionnaire again with different time-frames. To compare questionnaire
across time-frame, questionnaires must be created from the same published
questionnaires so that these questionnaires contain the same survey title but
different time-frames.
—  Cross-ltem Comparison

This report is used to compare responses of survey items from different
questionnaires. To compare items across different questionnaires, the items
must be of the same survey type and number of responses.

3) Reports for Log Sheet
A user can view the individual user responses or select the key item (independent
variable) and another item (dependent variable) to generate item-by-item comparison
for a particular log sheet. Please refer to Appendix 4 for the layout of reports for
questionnaire.
—  Item-by-item Comparison Report
This is a report for comparing the aggregated responses of a key item and
the other item in the log sheet.
— Individual User Log Sheet
This is a User Log Sheet Report of a particular student of a log date.
The Individual User Log Sheet is original information input by particular
student.



4) Personalized Report Parameters

There is a default setting for report viewing in SEP. To standardize /
personalize survey results, you can define the report setting every time you login the
SEP. The personalized report parameters will go back to default setting when you
logout the SEP.  The default report parameter is shown as below.

Yiew Setting
Mumber of Decimal Places IE
Sort by 1 & Option Order  © Percentage (Descending)
Shaw Survey Cptions : & ves O o
Show Yalues : W Min W Max ¥ 5D

145 Data Capture
1) Overview

“Data Capture” is used for inputting responses from completed surveys in an
offline format. A Survey Helper assigned by the school or EMB management is given
the rights to enter the responses to the survey items of a survey which have been
collected in an off-line mode (usually in paper-and-pencil format) by a group of
respondents. There are two methods of data entry: on-line and off-line mode. For
on-line data entry mode, the helper is provided with an ODC tool so that he / she can
enter the survey responses directly through the web interface while connected to the
SEP. Response checking is based on a "compulsory setting™ in the survey (the default
is compulsory if the survey is done in an off-line mode). If “compulsory setting” has
been defined and data for a respondent cannot be submitted unless all the responses to
the survey items have been entered. A reference number is generated for future
verification after data submission. For off-line data entry mode, a separate application
is provided for the Survey Helper to enter the offline survey responses and a data file
is generated after all offline survey responses have been completely entered. The
Survey Helper can import this data file into the SEP and the system shows the survey
data of individual respondents one by one for confirmation before storing them into
the system. For conduct of survey in online mode, target respondents fill in the
surveys through the web interface. The web interface is similar to that for the on-line
data entry mode. Survey results input in both online and offline means can be updated
in the web interface with verification by respective reference numbers.

2) Online Data Capture

The Survey Helper can input offline-completed surveys (named surveys) and
offline completed surveys (anonymous surveys) through the web interface by
selecting a particular target user group. The system shows a list of errors when there is



any problem with the responses (e.g. Empty implies no response in compulsory
survey item). The Survey Helper can edit the record again by clicking the "Modify"
button or accept the problem(s) by clicking the "Accept” button. A reference number
is generated and displayed for future reference. The Survey Helper can select a
particular survey by retrieving its reference number and the responses if necessary.

3) Offline Data Capturer

With a standalone application, the Survey Helper can input responses using an
interface similar to the online survey. The Survey Helper should firstly select the
survey to be completed offline, and generate / download the standalone application
with data such as target groups’ and respondents’ information related to the survey
from the “Data Capture”. The Survey Helper can make use of the application to input
survey responses in any workstation without network connection. A data file is
generated by the application after all offline survey results have been entered. The
Survey Helper can import this data file into the SEP. The system then shows the
survey data of individual respondents one by one for confirmation before storing them
into the system. Detailed procedures are provided in the Operation Manual.

4) System Rules in Adding / Importing New Survey Records

There are some system-defined rules for adding / importing new records to both
named and anonymous surveys respectively. For Named Questionnaire, the new
survey record of a particular user will overwrite his / her existing one. For
Anonymous Questionnaire, the system restricts the number of submitted survey
records which should not exceed the total number of users in the selected group. The
system will reject the new record that is beyond the total number of users in the
selected group. For Named Log Sheet, the new record will replace the existing one
when records of the same log dates are found in a particular user. Moreover, new
record is rejected if the number of the submitted records of a particular user exceeds
the number of days to be logged. For Anonymous Log Sheet, new records will be
rejected if the total number of submitted records exceeds the total number of users of
a group in a log date. Moreover, new record is also rejected if the total number of
submitted records exceeds the multiple of the total number of users of a group and the
required number of log days per user.



146 Do Survey
1) Overview

After login, the user can view the list of surveys that is assigned for him / her to
complete. Upon completion of the survey, the user can click the “submit” button to
save his / her responses in the system.

2)  Fill in Questionnaire

For named questionnaires, the user is allowed to save the responses temporarily
and re-do / continue with the questionnaires at a later time provided that the “submit”
button has not been clicked. All submitted / completed named and anonymous
questionnaires will be removed from the survey list.

3) Fillin Log Sheet

For log sheets, the user can select a log sheet and a log date before filling in the
responses. For named log sheets, the user is allowed to update individual log sheet
records which have already been submitted provided that the log sheet is still “active’,
i.e. available for online completion within the specified published date range.



Chapter 2 SEP Website

SEP website provides an overview of SEP, announcements, function of
core components, EMB Data Package that consists of EMB pre-installed surveys and
survey items, manuals and frequently asked questions (FAQs). You can access the
SEP website with the URL below.

http://www.emb.gov.hk/sep/eng I

SEP on [TEd for Schopls

T Sel-evaluanon Flatorm (SEF) on Informaton Technodegy in Educaton (ITE) for schodls 15 @ web-based platform
for individual schools to conduct self-evaluation of their performance I progress In ITED. Schodis can use or
adapt the sample surveys diszseminated through the system or create school-bagsed surveys in accordance
with the evaluation goals or targets et out in thidr Information Techmodogy (T) pians
,
e
f;’ 1

Honee | Wbt Mew | SEF Creervaew | Scheocll SEF Package Dovwnlond | Mimmads | FAQk: | [TEd Crverall Sracy (1 25800005) | Befreremcr




2.1 EMB Data Package Download

EMB Data Package is placed in the EMB website for school users to download. It
consists of all EMB predefined surveys, attributes and survey items for different types
of schools (i.e. Primary, Secondary and Special). As the set of EMB pre-defined
surveys and survey items are installed together with the SEP, download and
importation of EMB Data Package is necessary when EMB announces the release of
new version of Data Package at EMB website. You can access the SEP website with
the URL below.

http://www.emb.gov.hk/sep/eng I

SEF on ITEd for Schools » School ZEF Facakge Download

SEP on [TEd for Schools

[Packages | Descripon __________|LastUpdste(Version)
Eull Packages Full Packags (programmes & sample sureys) HO05-01-30 (v 0}
Data Package Diata Paclage (sample suniys) H005-01-20 (v1.0)
Upgrade Fackage Upgrade Fackage (programme updates & enhancements) 0050320 (w1.0)

Hiommes | W by | SEB Crobaimw | Echicesl SEF Pracloape Dhcvamlond [dmols | FQ: | T Crversil Sy (19683005) | Befewmon




2.2 SEP Documents Download

SEP Documents (including Administrator Manual, Operation Manual,
User Manual and User Guide) are available for download at SEP website. The
manuals are located in the [Menu] section. The URL of the SEP is

http://www.emb.gov.hk/sep/eng I

SEF an ITEd for Schools > Mamzals
SEPon [TED for Schools
s LastUpdate Version)
Adrrinistrator Mansl 2005-01-30 (1.0
Cperation Manusl 20050130 {v1.0)
LUsor Manual 20065-01-30 {100
Usar Guids 20050130 {v1.0)
Hioena | Whats Mewr | SEP Cresvsiow s | TTE Crvecal Sty (155AA00) | Psassenit




2.3 Link to “Overall Study on Reviewing the Progress and
Evaluating the Information Technology in Education (ITEd)
Projects 1998/2003”

The PolyU Technology and Consultancy Company Limited of the Hong
Kong Polytechnic University (PolyU) was commissioned by the then Education
Department, now Education and Manpower Bureau (EMB) to conduct the “Overall
Study on Reviewing the Progress and Evaluating the Information Technology in
Education (ITEd) Projects 1998/2003” (the Overall Study) from September 2002 to
November 2004. The Overall Study aims to review the progress and achievements
made under the “Information Technology for Learning in a New Era: Five-year
Strategy — 1998/99 to 2002/03 (the ‘Five-year Strategy’) announced by the
Government in 1998. It was also meant to provide pointers to fine-tune the
implementation measures of the second ITEd strategy as detailed in the policy
document “Empowering Learning and Teaching with Information Technology” issued
by the Education and Manpower Bureau (EMB) in July 2004.  The report is
available at the below URL.

http://www.emb.gov.hk/index.aspx?langno=1&nodelD=2497 I
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Chapter 3 SEP System

3.1 Deploying SEP in schools

3.1.1 Platforms and Limitations
1) Platforms

The SEP can be installed on Windows NT workstation and server, Windows
2000 workstation and server, Windows 2003 server, Windows XP and RedHat Linux
9.0. The System Administrator should follow the installation procedures as stated in
the Administrator Manual.

2) Limitations

The school can use existing hardware available in school for running the SEP.
The minimum hardware requirements are available in the Administrator Manuals. If
the hardware configuration cannot meet the minimum hardware requirements,
performance problems will occur.

Some features of the SEP can only work under Internet Explorer 5.5 or above.
The end-user will need to install or upgrade the browser to Internet Explorer 5.5 or
above. Unexpected behaviors will happen for the browser with versions below
Internet Explorer 5.5.

The school needs to address security issues for the server running the SEP
system and ensure that all operating system patches are up-to-date, anti-virus software
installed and the virus definitions updated. In this respect, the number of maximum
connection(s) from clients to the SEP server is limited by the licensing terms of the
Operating System. The school should comply strictly with respective licensing terms.

3.1.2 Running SEP within School Network

A fixed IP should be assigned to the server running the SEP. Internet Explorer
5.5 or above and Hong Kong Supplementary Character Set (HKSCS) for proper
display of Chinese characters should be installed into the computers of the end-users.
The end-users should have basic knowledge of web browsing in order to use the SEP.



3.1.3 Enabling Internet Access to SEP

A Routable IP address should be used if the school allows the users to access the
SEP outside the school. Schools should protect their servers from unauthorized
Internet access by using Firewalls. The school needs to address security issues for the
server running the SEP system and ensure that all operating system patches are
up-to-date, anti-virus software installed and the virus definitions updated.



3.2

3.21

Tools

Questionnaire and Log Sheet

There are two types of surveys: questionnaire, and log sheet or observation form.
These surveys are designed for different purposes. The former mainly solicits
immediate responses to a survey from the respondents whereas the latter is used
mainly to record on-the-spot events or performances in a school activity.

1)

Questionnaire Layout in SEP

IhEducationgSchooiis
& E A A BE SR

‘Ill

User Survey Survey Data Report
Management Item Bank Generator Capture Generator

System

Tools Survey

Survey = Survey > Cuestionnaire
Mamed Mew questionnaire created at 2004-12-31 12:27

testing: 123

1.* Have vou applied IT to the following activities?

Mever Rarely Occasionally Alvrays
a. School administration/management O O O O
b. Discussing teaching-related matters with teachers
c. Using the Internet for inter-school communication and joint school activities
d. Using E-mail/discussion forums to communicate with students
e. Communicating with parents through E-mail
f. Researchfanalyze school data or data arising from school activities
. Teaching

. Others: (Please specify)

D 000 0 00
D 000 0 00
D 000 0 00
D 000 0 00

> o

2.* Since the implementation of 1T in Education, have you received any professional IT trainingfdevelopment from the following institutions? If ¥ES, did
you consider this training effective in helping you improve your teaching, school administration or management work?

Professional training/
development received?

Improvement in your teachingfschool administration

Very . Mot very Mot effective
D es Effective (Eiee | o effective at all
a. Your school o o o o c o c
b. EMB (Formerly ED) 9 o} [ o o [ o

¢, HKedCity (HKedCity.net) ol o ~ - - ~ o




2) Log Sheet Layout in SEP
O T—

M e~ RPN P

Eell B 2E

Rl T

— - n 9 E S oiher links |
System User Survey Survey ol Data \ : Report
Tools _Management ' ' Item Bank =~ ' Generator = Capture = Generator = Survey BEn
Survey > Survey
Secondary Student IT Activity Daily Log 12
Date : 2005-1-9 Day of the week : Sunday 1s there school today? T ves O Mo
Activity Duration i *Tools *Location Subject *Is this *How is my *Do I like this
starting time {minute) (You can select activity performance? activity?
GO ELED G important?
item)
1 nil 1 strangly 1 web browser | |1 In school lesson | |Please referto | |1 Mot important| |1 Very bad 1 Strongly
2 Less than 1 d‘s‘l'te 2 E-mail 2 Gut of school SL}E 2 Mot very 2 Bad d'sa'ta
Di i Di
aur 2 Dislike 3 1c0 lesson impartant 3 Average 2 Dislike
3 1toless 3 Average 3 Your own horne 3 Average 3 Awerage
than 2 hours ) 4 word 4 Good
4 Like processor 4 Home (other than 4 Important 4 Like
4 2 to less T ET) 5 Excellent
than = hours | |5 Strengly like | |5 Spreadsheet 5 wWery 5 Strangly like
- 5 Community/Youth important
5 3 to lass B Presentation cantre
iy
than 4 hours software e
6 4 to less 7 Audiofvideo
than 5 hours software 7 Othe? (plesse
7 5 to less 8 PC games spedify)
than 10
hours g Others
(please
5 10 hours ar specify)
more

Morning ( 09:00 am - 12:00 pm) | Adda Mew Row (* System will ignore empty rove(s))

[ e T [ l_ l_ l_ - | l_
Afternoon ( 12:00 pm - 6:00 pm) | Adda Mew Row (* System will ignore empty rove(s))

C o [ mins [ r l_ l_ l_ - | l_
Evening (after 6:00 pm )| AddaklewRow | {* System will ignore empty row(s))

o [ Tmins [ r [ [ [ [ [ [

(*) means this item must be entered




3.2.2 Online and Offline Modes of Operation

To conduct survey in SEP, there are two modes (Online Mode and Offline Mode)
to facilitate the operation of individual schools. “Online mode” means that the
respondents can respond to the survey and submit the responses to the SEP through
the web interface directly. “Offline mode” means that the survey responses are input
into the SEP by a Survey Helper. By selecting the “Hybrid of Online and Offline”
mode in a survey, the school can assign a particular group of respondents to response
to the survey via offline mode while the rest of the respondents response to the survey
via online mode. To facilitate the Online and Offline Modes of Operation,
recommended workflows are respectively provided as below:-

1) Online Mode of Operation

The recommended workflow for Online Mode of Operation is:

i)  The Survey Manager firstly creates a survey either from the SIB or from the
scratch in the Survey Generator. In the survey information setting, the
Survey Manager should define the “Do Survey Mode” as “Online”, select
target respondents and define “Start / End Date” of the survey.

i) Publish the survey and notify target respondents to response to the survey in
the SEP.

iii) The respondent can use the web interface to do the survey online (either
within the School Local Area Network or Internet).

iv) After the close of the survey according to its defined “End Date”, the results
of the survey will be available in the “Report Generator”.

2) Offline Mode of Operation

The recommended workflow for Offline Mode of Operation is:

i) The Survey Manager creates a survey either from the SIB or from the
scratch in the Survey Generator. In the survey information setting, the
Survey Manager should define the “Do Survey Mode” as “Offline”, select
target respondents and define “Start / End Date” of the survey.

i)  Publish the survey.

iii) Download the survey by clicking “Export to RTF”. The Survey Manager
can format the exported survey (e.g. add school letter head).

iv) Print and distribute hardcopies of the survey to target respondents.

v) Collect the completed surveys from respondents by group and classes.

vi) Before inputting the survey using the Offline Data Capturer (ODC) or web
interface, the Survey Helpers are recommended to further sort the survey
according to students’ class and class numbers for Named Survey.



3)

vii) Download the ODC and use it to input survey responses for users.

OR
Input the survey via the web interface of “Data Capture”.

viii) Print out the post-importation summary (i.e. the list of imported surveys’

iX)
X)

reference number) and pack it with hardcopies of the survey for future
verification.

Use reference number to retrieve the survey for modification if necessary.
The results of the survey will be available in “Report Generator”.

Hybrid of Online and Offline Mode of Operation
The recommended workflow for Hybrid of Online and Offline Mode is:

i)

vii)

The Survey Manager creates a survey either from the SIB or from the
scratch in the Survey Generator. In the survey information setting, the
Survey Manager should define the “Do Survey Mode” as “Hybrid of Online
and Offline”, select target respondents as “Online Users” and “Offline
Users” respectively. The users under the “Offline User” mode require the
Survey Helper to input the survey for them in offline means. The other users
can response the survey via the web interface. Then the survey manager can
define “Start / End Date” of the survey.

Publish the survey and notify respective users to response to the survey in
the SEP.

Download the survey by clicking “Export to RTF”. The Survey Manager
can format the exported survey (e.g. add school letter head).

Print and distribute hardcopies of the survey to target respondents under the
“Offline User” list.

Collect the completed surveys from respondents by groups and classes.
Before inputting the survey using the Offline Data Capturer (ODC) or web
interface, Survey Helpers are recommended to further sort the survey
according to students’ classes and class numbers for Named Survey.
Download the ODC and use it to input survey responses for users.

OR

Input the survey via the web interface of “Data Capture”.

viii) Print out the post-importation summary (i.e. the list of imported surveys’

reference number) and pack it with hardcopies of the survey for future
verification.

Use reference number to retrieve the survey for modification if necessary.
After the close of the survey according to its defined “End Date”, the results
of the survey will be available in the “Report Generator”.



3.2.3 Data Analysis and Report Generator

The “Report Generator” (RG) is responsible for analyzing the collected
data and outputting the results in selected formats according to the user’s choice.
Three different modes can be chosen: display mode, printing mode, and saving mode.
The “Report Generator” also allows multiple data comparison methods when
displaying the results. Three comparison modes have been built in the SEP: “Compare
across Timeframe”, “Compare across Groups” and “Compare across Survey ltems”.
For the display of results from a log sheet, a user can view the individual users’
responses or select a key item (independent variable) and other item (dependent
variable) can be viewed to generate item-by-item comparison of a particular log sheet.



3.3 Survey Item Types

There are nine types of survey items according to the sample surveys
provided by POLYU and each type is designed for different purposes. These nine
types of survey items are categorized as general and advanced ones for different uses
by the Survey Manager. Additionally the unique icons of the survey item types are
applied in the SEP for reference and identification when creating the survey items
(Figure 3.3). Meanwhile, an online example of the respective survey item type can
be retrieved by clicking on these survey item type icon. The layouts of the survey item

types are located in the Appendix 2.
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Figure 3.3 Icons of Survey Items Types




3.4 Built-in Structure and Samples in SIB

1) SIB Folder Structure

A folder tree structure is pre-defined according to the types of schools (Primary,
Secondary and Special) and the categorization of sample surveys. The Item Bank
folder tree has two main branches (EMB and School folders). Under the EMB folder,
the Primary, Secondary, and Special sub-folders (school type level) are pre-defined for
placing sample surveys for different types of schools. Under the school type level,
other sub-folders (e.g. ITED) are created for storing categorized surveys with different
objectives.

Path: /School/Dermof

= Survey Item Bank
= 1EMB

= Primary

- LTTEd

EI{:I Secondary

- ~{ITEd

=L Special
~C1TEd

L 15choal

2) Built-in Surveys
A set of predefined questionnaires and log sheets for each school type (e.g.
Primary, Secondary and Special) are pre-installed in the SEP. The pre-installed
questionnaires and log sheets of respective school type are listed as below:
i)  Pre-installed Surveys for Primary Schools are:
1) Primary - Initial Survey Form.doc
2) Primary - IT Activity Daily Log.doc
3) Primary - Questionnaire Heads.doc
4) Primary - Questionnaire IT Team.doc
5) Primary - Questionnaire Parents.doc
6) Primary - Questionnaire Students.doc
7) Primary - Questionnaire Teachers.doc
i)  Pre-installed Surveys for Secondary Schools are:
1) Secondary - Initial Survey Form.doc
2) Secondary - IT Activity Daily Log.doc
3) Secondary - Questionnaire IT Team.doc
4) Secondary - Questionnaire Parents.doc



5) Secondary - Questionnaire School Heads.doc

6) Secondary - Questionnaire Students.doc

7) Secondary - Questionnaire Teachers.doc
iii) Pre-installed Surveys for Special Schools are

1) Special - Initial Survey Form.doc

2) Special - IT Activity Daily Log.doc

3) Special - Questionnaire IT Team.doc

4) Special - Questionnaire School Heads .doc

5) Special - Questionnaire Specialist .doc

6) Special - Questionnaire Students .doc

7) Special - Questionnaire Teacher .doc

3) Attribute List

In the SEP, there are two types of pre-installed attribute lists. The Attribute lists
are used to categorize survey items in the SIB and aimed at facilitating SEP users to
have a quick search of survey items.

i)  PolyU ITEd surveys attribute list

The attribute list consists of three levels. From top to bottom, they are school
type (Secondary, Primary and Special), target respondents (Teachers, Students, School
heads, Parents and others) and language (Chinese and English). Each survey item of
the PolyU ITEd surveys will be linked to at least one value in each level (e.g. Primary
School = IT Team - Chinese).

= C1ITE Survey(s)
= 1Primary Schoal

El_I IT Team

""" =] Chinese

- ] English

#1Log Sheet

_I Parent

_I School Head

&1 5chool IT

_I Student

- 1Teacher

#{_J1Secondary Schoal

=1 5pecial School




i) ITinEd indicators

According to the new IT in Education strategy published by EMB in July 2004,
the Project team proposed another attribute list to facilitate school users make use of
the SEP pre-installed survey items to generate school-based IT in Education survey.
For details, please refer to Appendix 6.
=l attribute Tree

‘S_JITEd Indicatar(s)
"m--;IﬂdminiStratiDn and Management
_I Empowering Learners with IT
_| IT Infrastructure and Resources

_I School Curriculurn

_I School General Information

_I School Leadership

_I School-based ITEd Development

#{_JTeachers Empowerment
#{_JITEd Survey(s)




3.5 Tailoring SEP to Your Needs

351 SIB Tree Structure

Under the new three-year IT in Education strategy, EMB will grant funding for
enhancement of schools’ IT facilities / services. Schools may consider using the SEP
to evaluate the usage and effectiveness of the new IT facilities. In this respect, it is
suggested to build a new folder called “New IT facilities evaluation”. This folder
should include the subfolders with “Teacher” and “Student”. All the surveys will be
placed in the sub-folders according to different types of survey respondents.

For detailed procedures, please refer to Operation Manual.

3.5.2 Attributes
Schools are suggested to create a two-level attribute system. The name of the
attribute is called “New IT facilities”. The first level consists of the following values:

Wireless LAN

Intranet System

Tablet PC

Interactive Whiteboard

For the each of the first level attribute value, it consists of the following second
level values:

Administration and Management
Teaching and learning enhancement
Frequency of use

Curriculum Innovation

The survey item(s) may link to at least one of the first level and second level
attribute value. The survey creator (e.g. teacher) can make use of the attribute system
to search for the relevant survey items to build a survey.

For detailed procedures, please refer to Operation Manual.



3.5.3 Survey Group(s)

Schools are suggested to create survey group (e.g. 1A - Intranet System)
and include relevant survey respondents (e.g. 1A Student). This can facilitate
cross-group (e.g. 1A — Intranet System and 1B — Intranet system) and time (e.g. 1A —
Intranet system(20050106) and 1A — Intranet System(20050606)) comparison for
survey analysis.



354 Build Your Own Survey(s)

Under the new three-year IT in Education strategy; for example, EMB will grant
a funding for schools to deploy an intranet system. Schools may consider using the
following survey to evaluate the effectiveness in teaching and learning with the use of
such intranet system.
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School users can use “Standard Mode” of the SEP (Figure 3.5.4) to build the survey
items and then create the survey for teachers. For detailed procedures, please refer
to the Operation Manual.
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Chapter 4 Tasks for Survey Manager

4.1 Roles and Privilege of Survey Manager

Survey Manager is the general term used to describe the users who can create
survey in the SEP. The Survey Managers are probably the teachers or subject panels
who can assign survey to students, parents and other stakeholders.

The roles of the Survey Managers are as follows -

Browse / copy surveys in EMB and School folders in the “Survey Item
Bank”.

Design the content and format of the survey.

Decide target respondents of the survey.

Decide the mode of conducting the survey (i.e. online, offline or hybrid
of online and offline).

Browse and select the pre-installed surveys and surveys from the EMB
and School folder of Survey Item Bank respectively.

Create / modify / delete the surveys that are created by themselves in
the “Survey Generator”.

Clone a copy of the pre-installed surveys from SIB, and then modify
the cloned surveys and publish it to target respondents.

Search and select survey items from Item Bank to create surveys.
Define attributes of new survey item(s) and save them into Item Bank.
Create DS Questionnaires in DS Host.

Manage DS Questionnaires in DS Client.

Manage KM Questionnaire Sets.

The Survey Managers should have “Survey Item Bank Management” privilege to
access the following menu buttons in the SEP (Figure 4.1) -

Survey Item Bank

Survey Generator

Report Generator

DS Survey (Host) Management
DS Survey (Client) Management
KM Survey Management
Survey
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Flgure 4 1 Menu buttons for the Survey Managers



4.2 Considerations When Designing a Survey

Special considerations should be made before creating the survey from the SEP.
The Survey Managers are recommended to collect / prepare information for the four
main areas before using the SEP to create a survey. With the required information,
the Survey Managers can easily identify the efficient ways to create the survey in the
SEP.

® Design the Survey.

Decide Required Reports for the Survey.

® Define the Strategy of Target Respondents Selection for Required
Reports.

® Mode of Conducting the Survey.

421 Strategies when Designing the Survey

To create a survey efficiently in the SEP, what we need to do first is to identify
what is available in the SEP and then decide on the method used to create the survey
in the SEP.

The Survey Managers should find out the available surveys and individual
survey items that can be used in the “to-be-created” survey in the following areas of
the SEP -

® Pre-installed surveys and surveys in the EMB folder and School folder
of the Item Bank.
® Individual survey items stored in the Survey Item Bank.

Then the Survey Managers can decide how to create the survey. There are three
ways to create a survey in the SEP as shown below.

® Create the survey from the scratch: this method should only be used
when none of the available surveys matched with the “to-be-created”
survey.

® Create the survey from SIB: this method is recommended when there
is a similar survey found in EMB folder or school folder of Item Bank.

® Create the survey from a published survey: this method should only
be used when the Survey Managers want to compare the responses of
the same survey across different time-frames.

The constraints of each method are summarized in Table 4.2.1.



Properties/Method

Create the survey

Create the survey

Create the survey from

from the scratch from SIB published survey
Insert additional survey V] V]
items from SIB
Insert Additional survey V] |
items form the scratch
Copy survey items from an V]
existing survey in SIB
Define new logic / V1 M
sequence / numbering /
terminology / covering for
the survey
Assign to new set of target V] V] V]
respondents / survey groups
Support Cross-Item V] | V]
Comparison with published
survey(s)
Support Cross-Group V1 M M
Comparison with published
survey(s)
Support Cross-Timeframe V]

Comparison with published
survey(s)

Table 4.2.1: Constraints of respective Survey Creation Methods in the SEP.




4.2.2 Strategies when Designing/Implementing the PDA Questionnaire

Since there is limited space in a PDA screen and normally the number of pixels
of width is less than that of height, we should therefore reduce the ‘length’ of the
questionnaire and that of the survey item(s), if possible. The following tips can help
you to design a good-looking PDA questionnaire.

- In*Single Selection” or “Multi-selection”, set the number of column(s) of
“Item Responses” (i.e. options) to one.

- For open-ended survey items, please set the length of the text field to 10 or
less.

- For “Standard Mode”, use short forms in “Item Response” and provide the
full description in the item stem.

Users should note that Pocket PC version 2003 is recommended for
administering PDA questionnaire. You may experience slow processing speed if
Pocket PC 2002 is used. Please upgrade your Pocket PC to version 2003, if possible.
To login SEP with PDA, users should access the PDA login page (The URL is
http://domain_name/sep/pocketpc/).
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4.2.3 Decide the Required Reports for the Survey

Standard reports are provided for survey result generation and comparison in
the SEP. Although these reports are preset and standardized for the Questionnaire
and Log Sheet respectively, the system provides flexibility for the Survey Managers
to control how the survey data can be aggregated and compared. However, the
grouping of target respondents is the major factors affecting how the survey results
can be displayed and compared. Figure 4.2.2a and 4.2.2b summarized the core
factors that affect the generation of reports for Questionnaire and Log Sheet
respectively.

Available Reports for Questionnaire
Factors affect report -
- Overall Report Cross-G.roup Cross-Tl.meframe Cross-ltfam
Comparison Comparison Comparison

Target Group(s) M M M M
Survey Group(s) M M M M
Cross Surveys Not Available | Not Available V1 M
Comparison
Identical Survey Not Available | Not Available V1 M
Item(s) in the surveys
to be compared
Method of survey V1
creation Must be created

from a

published
survey”

Table 4.2.2a: Factors affecting the report generation for Questionnaire in SEP.

Available Reports for Log Sheet
Factors affect report generation Item-by-item Individual User Log Sheet
Comparison

Target Group(s) M

Survey Group(s) M

Key Item (independent variable) M M

Method of survey creation

Cross Surveys Comparison Not Available Not Available

Table 4.2.2a: Factors affecting the report generation for Log Sheet in SEP.




4.2.4 Strategies of Defining the Target Respondents Selection for the Required
Reports
Grouping of target respondents is the major factors affecting how the survey

results can be displayed and compared. Target respondents can be grouped by the
following methods in the SEP —

Group Types / Groups defined in “User Management”: these
groups are Teacher Group, Class Groups, Form Groups, Parent Groups
and Other groups. These groups are either generated when importing
users or created by the System Administrator.

Global Survey Groups defined in “User Management”: these are
global and common groups created by the System Administrator
facilitating the selection of target respondents and generation of survey
results.

Local Survey Groups defined within individual survey: these
groups can be created by the Survey Managers to aggregate the results
of a particular survey. The creation of local survey can be created
either by picking respondents manually, randomly via the system or by
age.

A rule of thumb is to always select target respondents in groups so that the

survey results are aggregated. The following suggestions can help the Survey

Managers to identify the groups of target respondents and whether a Local Survey
Groups creation is required.

Always using the “User Groups” as the target respondents and try
to select the smallest user group(s) instead a big user group. For
example, select class group(s) (i.e.1A, 1B and 1C) instead of selecting
the form group (i.e. P1).

Use Local Survey Groups to refine / consolidate the survey results.
For example, create Local Survey Groups for students aged over 14
and P1.

Check if the user group(s) / unit of users are coherent in the
surveys used for cross-survey result comparison. For example,
P1(in 2004) versus P1(in 2005) or P1 aged 14 students (in 2004)
versus P1 aged 14 students(in 2005).



4.2.5 Mode of Conducting the Survey
The Survey Managers can assign the defined Groups of Target
Respondents / Local Survey Group(s) to reply to the survey in the SEP or in
hardcopies. There are three modes of conducting the survey in the SEP -
® “Online” means all respondents reply the survey in the SEP.
® “Offline” means all respondents reply the survey in hardcopies and the
survey helper inputs the survey using Data Capture function provided
by the SEP.
® “Hybrid of Online and Offline” means selected group(s) of
respondents reply to the survey via offline mode while other groups of
respondents reply the survey in the SEP.



4.3 Examples

43.1 Flow Chart of Creating Survey in SEP

Logins the “Survey Generator”

Method of Survey
Creation

From SIB From the From a
scratch published
I | survey
— [
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content?
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No item(s)

[
Define numbering
format of the survey
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l
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I
Cover Page Setting

A 4

|
Define Terminology
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|

Temporarily save the
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|
Publish Survey

O Indicates
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The Survey will be
stored in “Survey No
Generatorﬂ --------------
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4.3.2 Copy Survey from SIB and Modify its content
1) Mouse over to [Survey Generator] click [Create Survey].
2) Click [Add Questionnaire].

Survey Search
Start / End Date: @ prom: [2006 =] foz =l fi0=] 1o [2006 =02 = 10 =]
Survey Type: & any O Questionnaire © Log Sheet

Title: |
Sort by: ISurvey Title 'I
Irport I Show Termporarily Saved Sumeys @W Add LogSheet I Search
v
3) Select [From SIB] and then click [OK].
4) An interface of “Please select questionnaire” will be displayed-

|Please select questionnaire...

Path: /EMB/Primary/ITE/

ED{%‘“‘EV Itern Bank EMB / Primary / ITEd /

" Name Crg::iun
I (5 MexshagEs (2004) 2004/12/20
I (5 e R RS (2004) 2004/12/20
I (5 230RResEEE (2004) 2004/12/17
I (f S ERREHGAE MEHE (2004) 2004/12/15

SRR TR EELRE (2004) 2005/01/09
| E2E3 4 RRESEET (2004) 2004/12/20

0 Folder(s) 5 Questionnaire{s) 1 Log Sheet(s)

Select Cancel

i) Expand the “EMB > Primary > ITEd” directory

i) To select a questionnaire, check the checkbox of the questionnaire
named “/] Z22 4 kaﬂ%}‘ r%f@ (2004)” and then click [Select].

5) A “Basic Information” table will be displayed. To modify the questionnaire
content, click “Update Survey Items”.
6) A list of survey items of the questionnaire will be displayed-

Survey Items

2P

PRI ER  ERIEREEE)

eI S e CH R RS GREER A EN—1R)
HMFERRAEER?

RIFER AR » BERERE - TEMEIR TR TSR RER T B RRIEREE—R)
e BT R R A B R B R (T LR R F)

BT R R EE 8 ESEm R iR
IPRIARAERE T RS ?

TP RS HATA R BT RE:

IFREREREREPI: EHFIE TR EamfHE S RaEs - R ?
R EL NG BT A w AR e e AR R e 7

IR TR AR E R SRR E R

TRRE L TR E S A A O Faians 7

IFRERAESEER (PI0: 5 - 8 A B T A E I IR ?
AR HTEREER A S TERIEE MR -

Add JOKY Cancel

i)  To delete unwanted survey item, click its [Delete] button (Optional).
i)  To edit survey item, click its [Edit] button (Optional).




iii) To add additional survey item(s), click [Add] on the right bottom
corner (Optional).

iv) To search survey item(s) existed in Survey Item Bank, select “Primary
/ Student” in the attributes called “ITEd Survey” and then click
[Search].

Survey Item Search

Attributes
Survey Item Stem: [4as your school sought the opinions
Attributes: [Teq tndicator(s): [~ el
ITEd Survey(s): [Primary School =] /[IT Team =] f[English -]

test: |-———--——- -

_ Wiew Aftribute Tree I Create From Scratch I Seatch I Cancel
Wl Survey Items

~ Has your school sought the opinions/suggestions from the following parties when your school
plannedfinstalled/deployed IT resources? If ¥ES, how would you rate the usefulness of their Preswiew
opinions/suggestions?

1 Survey Item(s)

V) Select the checkbox of the survey item(s) and then click [Select]
vi) When finished adding survey items, click [OK].

7) The interface returns to “Basic Information” table.

Sarvey Cenesabor » Creale Suryey » Coettionoain

Rasic Information

Title: [New quastionnaire created at 2005-01-10 15:02

Cuestonnaie Method! & anesayrmaus O Hamed
Start f End Datn prom: [2008 = *l'.I:I =|f10 =] Te:[2008 'H'—"l 'H'-"-' -I
Mandatory SETUNG: © wandatory 1 ok Mand 3oy F paced on Each Survey Item Setting

Do Quostionnaire Mode: & online © Offine  © Hybrid of Online and Offing
Target User: -

Survey Group:

I Iptate Sury Bams " Sequencing || mumbaring ] [ S Cowaring Fage " Sl Teeminnlogy

)} Edit the Questionnaire “Title” (optional);

i) Select “Questionnaire Method”;

iii)  Define “Start / End Date”;

iv)  Select “Mandatory Setting”;

v)  Select “Do Questionnaire Mode”;

vi)  Click [Select User] to select “Target User”;

vii)  Click [Select User] to select “Survey Group” (Optional);



viii) Click [Preview] to preview the questionnaire (Optional);

iX)  Click [Save Temporarily] to save the information setting;

X)  To publish the questionnaire to selected target users, click [Publish];

xi)  To print the questionnaire, click [Export to RTF File]; and

xii)  Target users can response the survey within the period of defined
“Start / End Date”.

Y Tips:
Click [Show Temporarily Saved Surveys] to retrieve the survey information saved
temporary as in step ix) listed above.

Survey Search
Start/ End Date! [ prom: |2006 <|j02 =|j10 =] 1o 2006 =]f02 =1d10 =]
Survey Type: @ any O Questionnaire O Log Sheet

Title: |

Sart by ISur\rey Title 'I

Import I Show Temporatily Saved Surveys I Add Questionnaire I Add LogSheet I Search




4.3.3 Create Survey from the Scratch
1) Mouse over to [Survey Generator] and then click [Create Survey].
2) Click [Add Questionnaire].

Survey Search

Start/ End Date: [ From: [2006 =|f02 =]{10=] I 7o [2006 = f02 =] [0 =]
Survey Type! @& any  © Questionnaire ¢ Log Sheat

Title: |
Sort by: ISurvey Title 'l -
Import I Show Termpoararily Saved Surveys Add Questionnaire Add LogESheet I Search
3) Select [Scratch] and then click [OK].
4) In the “Survey Item” table, click [Add].
5) An interface of “Survey Item Search” will be displayed-

Survey Item Search
Attributes
Survey Item Stem: |

AtribUtes: e indicator(s): [ =
ITEd Survey(s): | ---—-----—- -

view attribute Tree W Greate From Serateh lf Search | Cancel

i)  To search survey item, click [Search].

“&' Notes:

To narrow down the search results, select attribute(s) and then click
[Search].

i) In the bottom of “Survey Item” interface, select survey item(s) and then
click [Select].
6) The system returns to the “Survey ltems” interface.

Can your computer at home access the Internet?
What do you think is the impact on you when your teachers use the computer for teaching?
How proficient are you in usingfoperating the following hardware?

Have you ever engaged in the following activities?

Add Okl Cancel

1)  To select more survey item(s), please repeat Steps 4 and 5 (Optional).
i) Toremove a selected survey item, click [Delete].
iii) To complete the selection of survey item, please click [OK] in the
bottom-right corner.
7) At the “Sequence Setting”, click [OK] to save the survey items ordering
sequence.
8) At the “Numbering Setting”, click [OK] to save.
9) Atthe “Logic Setting”, click [OK] to save the logic setting.
10) At the “Cover Letter”, type in information and then click [OK].




11) At the “Terminology Setting”, click [OK] to save terminology defined.
12) A*Basic Information” table will be displayed with the following functions-

Sarvey Cenesabor » Creale Suryey » Coetionoaine

Rasic Information

Title: [New quastionnaire created at 2005-01-10 15:02
Cuestonnaive Method: & snenymaus O Named
sandatory SEWNG © Myndatory " Mok Mandatary F pased an Each Sureay Ibem Setting
O Questionnaire Mode: & griime  © Offine © Hybrid of Onling and Offing

Target Uger:

Survey Group:

[ e sumey oo [ Sequencing || riumbenng | [ Swcownngrage || 5l Teeming

)] Input “Title”;

i) Select “Questionnaire Method”;

iii)  Define “Start / End Date”;

iv)  Select “Mandatory Setting”;

v)  Select “Do Questionnaire Mode”;

vi)  Click [Select User] to select “Target User”;

vii)  Click [Select User] to select “Survey Group” (Optional);
viii) Click [Preview] to preview the questionnaire (Optional);
iX)  Click [Save Temporarily] to save the information setting;
X)  To publish the questionnaire to selected target users, click [Publish];
xi)  To print the questionnaire, click [Export to RTF File]; and
xii)  To save the questionnaire to SIB, click [Save into SIB].

“ Reference: Please note that the Chinese version is missing. To narrow down the
search results, define the “Start / End Date”” and ““Survey Type™” and click
[Search] to find the survey.

4.3.4 Create a Survey for Cross-Timeframe Comparison

1) Mouse over to [Survey Generator] and then click [Survey Generator].
2) Inthe “Survey Search” table, click [Search] to find the questionnaire.
3) To create questionnaire, click [Create New Survey] of the survey.



' Survey Title Start / End Date Publishing Day

. 2005/04/25 ~
™ Mew guestionnaire created at 2005-04-25 16:20 2005/04/25
2005/05/18 ~

T Mew guestionnaire created at 2005-05-18 14:32 2005/05/18

2005/05/18 14:34

2005/06/03 ~

[T Mew guestionnaire created at 2005-06-03 11:29 2005/08/03

% 2005/06/03 11.31

T Mew questionnaire created at 2005-06-07 14:22 20035/06/07 ~

2005/06/07
X 2005/06/08 ~ .
T Mew questionnaire created at 2005-06-08 12:22 S005/06/08 2005/06/08 12:25
- . ) 2005/06/07 ~
[~ RIS 2005-06-07 1427 00,0507

Deiete Export @uestionnaire(s)

A dialogue box will pop up confirming if you want to create a new survey of this
survey, click [Confirm].

Wi romit Intermnet Explorer

31) Aye o, sure to create a new survey from this sunven?

HLiH

An interface of “Basic Information” will be displayed -

Basic Information
Title: Mamed Mew guestionnaire created at 2004-12-31 12:27
Questionnaire Method: € anonymous & Named

Start / End Date: rrom: [2004 = 112 v”31 'I Ta: |2DDS 'I 01 xjf3l =
Mandatory Sething: € mandatory © Mot Mandatory @ Based on Each Survey Item Setting
Do Questionnaire Mode: & gnline  Offline  Hybrid of Online and Offline

Target User:

Survey Group:

i)  Select “Questionnaire Method”;

i) Define “Start / End Date”;

iii) Select “Mandatory Setting”;

iv) Select “Do Questionnaire Mode”;

v) Click [Select User] to select “Target User”;

vi) Click [Select User] to select “Survey Group” (Optional);

vii) Click [Preview] to preview the questionnaire (Optional);

viii) Click [Save Temporarily] to save the information setting;

iX) To publish the questionnaire to selected target users, click [Publish];

X)  To print the questionnaire, click [Export to RTF File]; and

xi) Target users can response the survey within the period of defined “Start
/ End Date”.




4.4 Practical Tips

4.4.1 Use a Table to design a Survey

It is recommended that the Survey Managers draft a table (Table 4.1.4)
listing where to retrieve the survey items in the SEP, the sequencing, number, logic

and terminology for the survey before creating it in the SEP.

Survey Name IT in Education Survey to Students
(A) (B) ©) (D) (E) (F) ©)
Survey question Where is the|Survey Item|Sequencing [Numbering |Logic Terminology
question Type
s HHELEEE? |From “] %% Single  and 1 Level 1
O WHEHEFEE=E2)=NE Iﬁg‘[ Multi (Qump to
o 1 Iﬁﬁ (2004)” Selection question
o 2?55 Mode 2)
e 4 1 pJ ’}2’,7 I {ﬁ From “’|Z54|Single and la Level 2
s? =~ F}FJ =l Iﬁg‘[ Multi
(o] M5 (2004)” Selection
o Pl Mode
O i
TR - A0 T 5 New questions (Single  and 2 Level 1
BRT :‘—’fi"ﬁﬁ' R Multi
[ F‘ Selection
(o) E%j Mode
o 1 'J\EﬁJ‘JPJ

Table 4.1.4 Design Survey Table




4.4.2 Use a Table to Identify Target Users and Survey Groups
The Survey Managers can use a Group Strategy Table (Table 4.2.1) to identify
the Target Users, Survey Groups and Mode of Conducting the Survey quickly.

® List out the expected groups to be used for Cross-Group Comparison
in column (A)

® From the groups listed in column (A), all the class group(s) should be
marked as target users in column (B).

® From the groups listed in column (A), all groups (except the class
groups) should be marked as Survey Group in column (C). The
groups listed in column (C) should be selected in the “Survey Group”
field of the survey in the SEP

® Define “Mode of Conducting the Survey” for each group and identify
if there is any conflict. For example, 1A students reply the survey
offline while P1 students reply the survey online.

(A) (B) © (D)
Expected Groups|Target Survey Group Mode of Conducting the Survey
for  Cross-Group|Users Online Offline
Comparison
P1 P1
P2 P2
1A 1A 1A
1B 1B 1B
2A 2A 2A
2B 2B 2B
Focus Group P1 Focus Group P1
Focus Group P2 Focus Group P2

Table 4.2.1 Group Strategy Table.

4.5 DS Questionnaire

451 Create a DS Questionnaire

Before a Survey Manager creates a DS questionnaire for a list of target schools,
they should consider the following items -

- Questionnaire Title

- Start/ End Date

- Mandatory Setting



- Target Group

- Password for the DS Questionnaire

- Target School List

For the “Start / End Date”, a Survey Manager should define the target date range
that he / she expects the DS Client(s) to publish / administer the questionnaire. For the
“Target Group”, appropriate target group(s) should be selected so that cross-group
comparison reports can be generated based on the selected target group(s) after
collecting responses from the DS Client(s). To protect the DS questionnaire, a
password should be set. DS Client(s) must input the correct password when they
import the DS questionnaire.

4.5.2 Manage a DS Questionnaire

To import a DS Questionnaire file, the Survey Managers can browse a DS
Questionnaire file and enter the “Password” as appropriate. The Survey Managers are
free to publish the questionnaire to the suggested target group(s). They can administer
the questionnaire to different target groups in different timeslots.

When the Survey Managers export the responses to a response data file, they
should select the appropriate published questionnaire(s). The Survey Managers should
examine the selected target group(s) and response rates before exporting the
questionnaire responses.

4.6 KM Questionnaire

4.6.1 Import a KM Questionnaire Set

The Survey Managers can import a KM Questionnaire set as released by EMB.
The KM Questionnaire set contains a set of related questionnaires. The Survey
Managers are free to publish these questionnaires to relevant user groups.

4.6.2 View KM Reports

There will be four types of reports, namely ‘Results Summary’, *Self-Evaluation
Rubric’, Stakeholders’ Questionnaire(s)’ and ‘Attributed Questionnaire Item(s)’,
which can be selected by the user. The Survey Managers can generate these reports if
they have already published the questionnaires in the KM Questionnaire set. In
addition, cross-timeframe comparison reports are available for ‘Results Summary’ and
‘Self-Evaluation Rubric’ reports. If schools publish all questionnaires within a KM
Questionnaire Set every year, they can view the trend / development of various areas
of their schools by using the cross-timeframe comparison reports.



4.6.3 Understand Data Collection Requirement File

EMB will collect responses from appropriate schools based on the KM
Questionnaire set(s). A Data Collection Requirement file which includes selected
questionnaires, instructions, target groups and expected response rate per
questionnaire will be prepared by EMB and schools should import the requirement
file into the School SEP so that they can extract responses from relevant published
questionnaire(s) subsequently. Schools should follow the instructions provided by
EMB to publish relevant questionnaires to selected respondents as appropriate. After
completing all questionnaires stated in the requirement file, schools can export the
responses to a response data file and send the data file to EMB. For detailed
procedures, please refer to Operation Manual (Section 5.35).



Chapter 5 Tasks for Survey Helper

5.1 Roles and Privilege of Survey Helper
Survey Helper is the general term used to describe the users who help to input
results of the surveys that are conducted in Offline Mode. The Survey Helpers are
probably the clerk or admin staff.
The roles of the Survey Helpers are as follows -
® Perform Data Capturing using the online data capture tool in the SEP;
® Perform Offline Data Capturing using the ODC tool downloaded from
the SEP; and
® Amend input / imported surveys which are conducted in Offline Mode.

The Survey Helpers should have the privilege “Data Input Management”
to access the following menu buttons in the SEP (Figure 5.1) -

® Data Capture

® Survey

HE R ¥ v = .
-5

IART (0D

Survey

T
Data e

Capture

Figure 5.1: Menu buttons for the Survey Helpers.




52 Before You Start
There are two methods (i.e. Online / Offline) to import offline-conducted
surveys into the SEP.  “Online” means you login the SEP to input the surveys in the
“Data Capture”. *“Offline” means you extract an Offline Data Capturer from the
“Data Capture” and then use the Offline Data Capturer to input the surveys without
logging in to the SEP. Some common perquisite for data capturing are:
® Before inputting survey to the SEP, you should have created / published
the Named Survey / Anonymous in the ““Survey Generator”. The
students have been assigned to complete the survey via offline means
in the survey setting.
® For inputting the named survey forms, you are recommended to sort
out hardcopies of the survey forms according to the class(es) and class
number(s) before inputting them to the SEP.
® [or inputting the Anonymous Surveys, you are recommended to sort
out hardcopies of the survey forms sequentially before inputting them
to the SEP so that the input sequence is the same as the filing sequence
of the survey forms.



5.3 Data Capture

53.1 Online Data Capture for Named Survey
1) Mouse over to [Data Capture] and then click [Online].
2) Inthe “Survey Search” table, click [Search] to search the survey.

“&' Notes:

“Survey Type™ and click [Search] to find the survey.

To narrow down the search results, define the ““Start / End Date’ and

3) Inthe survey list, click [View] of the named survey.

4) To select respective users’ survey forms, select the group(s) / class(es), and
select his / her name(s).

5)  Click [OK].

Data Capture = Cnline = Questionnaire

Questionnaire (Named)
Questionnaire Method: Named
Start / End Date: From: 2004/12/03 To: 2004/12/09

Do Questionnaire Mode: Hybrid of Online and Offline

User Group: |14 «

User: |[1A01]AU TEUNG PO AN j

then

6) The survey form of the user with the user name shown at the right top corner of

the survey form will be displayed.

Questionnaire (Named)

User: [1A01]AU YEUNG PO YAN

IT: Information Technology

1. How many computers do you have at home? {1)

= Mil 1 2 ¢ Mare than 2

2. The following are descriptions of six stages of adopting or using IT. Please choose the ONE that best describes yvour current lewvel
competence. (2)

of IT

" 5tage 11 1 am aware of the availability of IT, but I rarely/never make use aof it

using computers,
 5tage 3 1 am beginning to understand the procedures of using IT, and able to use it for performing certain tasks.
¢ 5tage 4! | feel comfortable in using IT and am confident in using it for performing certain tasks.

~ Stage 5 1 consider IT as a commonly used tool, and am able to apply it appropriately to conductfassist teaching or teaching-
related tasks.

¢ 5tage 6! | can effectively use IT for teaching/administration, and am able to integrate it into my work in an innovative way.

 Stage 2; 1 am learning the basic of IT skills, but often encounter difficulties when using computers. Basically, I am not confident in

3. What kinds of IT software/hardware/peripherals were used in the lesson? (You may choose mare than one option belaw) (3)
Educational software General software Hardware and peripherals
 Educational software developed by 1 \Web design software — Projection facilities (e.g.video projector)
H T e s

i) Fill in the survey.




i) To save the survey, click [Save] at the bottom of the page.

i) If there is any empty response in the compulsory survey item(s), a
dialogue box will pop up a list of survey items with problem(s) for
your quick reference.

2 Warning - FE#E

(1.) Please select an option! =]
(2.) Please select an option!

(3.) Please select at least one options!

(4.) Please select an option!

(5.) Please select an option!

(6.) Please select an option!

(7.) Please select an option!

TR T TR T T T

iv) To ignore the error, click [Accept] or click [Reject] and return to the
survey form for checking and revision.

@ Notes:
If you ignore the error at this moment, you can use the reference number
to retrieve the survey and make amendment(s) later on. For details,
please refer to the Section on “Amend Input / Imported Surveys”.

V) The System will generate a reference number of the input survey.




vi)

Mark the reference number to the hardcopy of survey form for
cross-reference or further amendment(s) later on (Optional).

“&' Notes:

You can also use respondent’s name to search and amend the record in
the SEP later on.

M= roscdt [derned Explomer

vii)

Click [Confirm] to continue the input of other users’ records of the
survey.




5.3.2 Online Data Capture for Anonymous Survey

1) Mouse over to [Data Capture] and then click [Online].
2) Inthe “Survey Search” table, click [Search] to search the survey.

“&' Notes:
To narrow down the search results, define the ““Start / End Date’” and
“Survey Type™ and click [Search] to find the survey.

3) Inthe survey list, click [View] of the anonymous survey.

4) To select the group user’s survey form, select the group / class, and then select
his / her name.

5) Click [OK].

Data Capture » Online > Questionnaire

Questionnaire {Anonymous)

Questionnaire Method: Anonymous
Start / End Date: From: 2004/12/03 To: 2004/12/09
Do Questionnaire Mode: Hybrid of Online and Offline

User Group: |14 -

14

Search Record by Reference Number

6) The survey form of the user with the user group name shown at the right top
corner of the survey form will be displayed.

Questionnaire (Anonymous)

IT: Information Technology

1. How many computers do you have at home? (1)
¢ Mil 1l o2 ¢ More than 2

2. The following are descriptions of six stages of adopting or using IT. Please choose the ONE that best describes yvour current level of [T
competence. (2)

¢ 5tage 1! 1 am aware of the availability of IT, but I rarely/never make use of it

~ Stage 2: 1 am learning the basic of IT skills, but often encounter difficulties when using computers. Basically, I am not confident in
using computers.

¢ 5tage 3! 1 am beginning to understand the procedures of using IT, and able to use it for performing certain tasks.
(7 5tage 4 | feel comfortable in using IT and am confident in using it for performing certain tasks.

~ Stage 5; 1 consider [T as a commonly used tool, and am able to apply it appropriately to conduct/assist teaching or teaching-
related tasks.

¢ Stage 6! | can effectively use IT for teaching/administration, and am able to integrate it into my work in an innovative way.

3. What kinds of IT software/hardware/peripherals were used in the lesson? (You may choose more than one option below) (3)
Educational software General software Hardware and peripherals
™ Educational software developed by ~ ‘Web design software I~ Projection facilities {e.q.Video projectar)
H [ B B B

i)  Fill in the survey.

i) To save the survey, click [Save] at the bottom of the page.

iii) If there is any empty response in the compulsory survey item(s), a dialogue
box will pop up a list of survey items with problem(s) for your quick



reference.

2 Warning - FE#E

(1.) Please select an option! =]
(2.) Please select an option!

(3.) Please select at least one options!

(4.) Please select an option!

(5.) Please select an option!

(6.) Please select an option!

(7.) Please select an option!

TR T

S emn gl im

iv) To ignore the error, click [Accept] or click [Reject] and return to the survey
form for checking and revision.

“&' Notes:

If you ignore the error at this moment, you can use the reference number to
retrieve the survey and make amendment(s) later on. For details, please refer
to the Section of Amend Input/ Imported Surveys.

V) The System will generate a reference number of the input survey. You are
recommended to mark the reference number to the hardcopy of the survey
form for cross-reference amendment(s) later on.

M= roscdt [dernet Explorer

vi) Click [Confirm] to continue the inputting of other records of the survey.




54 Offline Data Capturer (ODC)

54.1 Download ODC of a Particular Survey
1) Mouse over to [Data Capture] and then click [Offline].
2) Inthe “Survey Search” table, click [Search] to search the survey.

“&' Notes:
To narrow down the search results, define the ““Start / End Date”” and
“Survey Type™ and click [Search] to find the survey.

3) On the survey list, click [View] of the anonymous survey.
4) Click [Download Offline Data Capturer] to download ODC for this
survey.

Data Capture = Offline = Questionnaire

Questionnaire (Named)

Questionnaire Method: Mamed
Start / End Date: From: 2004/12/03 To: 2004/12/09

Do Questionnaire Mode: Hybrid of Online and Offline
Upload Offline Data File

okauto) W okomanual |l Back

Search Record by Reference Number

Reference Mumber:

OKI Download Loy (I Download Offline Data Capturer I Ehk

u
5) A download dialogue box will be displayed asking if you want to open / save the

file, click [Save] to save the zip file in your workstation.
I A

- £ wpodong
FALY: REGRE) (rpped) WO - BIKE
FE: sep2000.isd sl bk

mEo | wre |

6) Unzip the “sepdoc.zip” file.

“@ Notes:
Since each survey will have its unique ODC, you are recommended to
rename the folder name of *““sepdoc” to the name of the survey for easy
identification.




NEE [ Fol | 288 | &8z BEA | 3!
[Thsepode TIHKE HIML Application  24/12/2004 12:18
& spode IKBE BT 2411212004 12:18

54.2 Input Named Survey using ODC

LI Prerequisite:

ODC of a Particular Survey”.

To perform the steps below, you should have downloaded the ODC of a
particular survey. For details, please refer to Section on “Download

1) To open the ODC, double click the file named “sepdoc.hta”.

NES I | Fol | 458 | &2z HER | 3!
Fsepods 7 KB HTML Application  24/12/2004 12:18
& mpods ZKB ET 244122004 12:18

2) The survey template will be displayed.
I

Filg Respondant : | 14 =

IT: Information Technalogy

1. How many computars do you have at homa? (1)
e Ml 1 o2 £ Morg than 2

2. Thur following ar desogtions of <ic Stages of adopting or wsing 17, Plisase dhwoose the QNE that biest dosories
your current leval of 1T competanca. [2)

 SEage 1t 1 am aware of the avalabiity of IT, but 1 rarelyfnever make use of
 Stage 2 | am lrarning the basic of 1T skills, but often encowntor dificulties when using compatars. Basically, 1
am nat canfident in using computars.

¢ Stage 3: 1am beginning to understand the procedures of using LT, and able to use it for performing certain
tasks.

¢ SEage 42 1 fpl aorrdortabii n wring 1T Jmd im confidiend i usang & For perforermng opetaen Laskes,

£ Stage 5: 1 consider [T as a commonly used tool, and am able to apply it apgropriately to conduct/assist
teaching or teaching-related tasks.,

= 5tage G 1 can effecovely use [T for teaching/administrabon, and am able to mtegrate it into my work in an
ey Ol Wy,

Humbier of Bisaords : 0 Rt | Saw

3) Atthe right top corner, select the group and respondent name.




IT: Informabion Techmology

1. How many computers do you have at hame? (1)
[-."!l'i 1

4)  Fill in the survey form for the user.
5) To save the survey form temporarily, click [Save] at the bottom of the page.
6) A dialogue box showing “successfully saved” will be displayed.

[ LADZ]EHAN CHEUNG Wl

IT: Information Technology

1. How many computers do you have at hame? (1)
[rrﬂ 1 2 ¢ More than 2

2, The following are descnpbons of sw stages of adopting or ugzang [T, Please choose the ONE that best descnbes
your currgnt level of [T competence. {2)
1 5tage 1i | am aware of the availabilit
stage 2 | am leaming the basic of [T
oTae am not co nt in wsing co

g; 1 am begnning to understar
Oftage 3: | osks.

£ 5tage 4 | faal comfortable in using [T
. I eonsider [T as & commanly e o0
©508 8! 1 sching or teaching-relatad TaSKS.

¢ Stage & | can effectively use IT for teaching/administration, and am able ko integrate it into my wark in an
inngYative Way.

Number of Records & L

—gnake e of it,
difficulties when using computers. Basically, 1

IT, and able to use & for performng certan

it for parforming cortain tasks.
o apply it appropriately to conduct/assist

7)  Click [Confirm], the interface will automatically go to the survey form of the
next student.

8) Repeat Steps 3 to 7 for inputting other students’ survey form (Optional).



9) To extract data for importation to the SEP, click [File] at the left top corner.

[=ID] ]
Respondent @ | Lo ®] | [1ADZICHAN CHEUNG Wial ¥

o O

IT: Informamon Technology

s C pubirs do yow v a6 home? (1)
= Hil 1 o2  More than 2

2. Thie following arg desonpbions of s stages of adopting or ugang IT. Please choose the DMNE that best descnbes
your cureent leved of 1T compebenoe. (23

= 5tage 1: [ am aware of the availability of [T, but [ rarely/never make use of it.

 5tagae 2: 1 am learning the basic of IT skills, but often encounter difficuities when using computers. Basically, I
am not conhdent in USIng CoOMmpUREers.
= Eemme S | A Brno o undeestand the oroordeoes of wana IT. and able o oose @ for oerformrma orton

i) Select [Save As..] under the File Menu
i) When a “Save HTML” window is displayed, save the file.

“&' Notes:
For easy data file identification, it is recommended to rename the file

name accordingly.

L o [T =] + @y
WEOTIR o public (GIN File Derver (L)
FET 1 IR - Mo
¥ LR
D20 Shared Files
[asallLF

o macketag (TTHT Fue Seover (Lsvd)

TR II-!'.I'HL [ JT e ]
EELx |Usmide

_ o |

EANED




543 Input Anonymous Survey using ODC

L Prerequisite:
To perform the steps below, you should have downloaded the ODC
of a particular survey. For details, please refer to Section on
Download ODC of Particular Survey.

1) To open the ODC, double click the file named “sepdoc.hta”.

| B8 - I ol | 48R | itk FEA | 48!
heepode ; TIGKE HTML Applisstion  24/12/2004 12:18
& spode ZKE BT 24/1242004 12:18

2) The survey template will be displayed.

H L Respondant : | LA = E

IT: Infarmation Tadnology

1. How many computers do you hava at hame? (1)
£ hal fal ! ol ™ Marg than 2

2. The folowng are descriptions of six stages of adoptng or wsng 1T, Please dwose the QNE that best
desoribas your currant Ievel of [T competends. (2)
= Stage L. | am aware of the availabdity of T, but 1 ranaly/never make use af .

- SLage 2 I am learming the basic af [T skils, but aftan ancounter difficulbes whan Using cOMPLUTErs.
Basically, 1 am not confident, in uhng computers.

r Stage % I am baginning to understand the proceduras of using IT, and able to wee it for parforming
cartam tacks.

I 5L 4 | feel combartable i using IT and am conhdent in using it for performing certain tasks.

~ Stage 5 1 consider IT & & commonly used tool, and am able to apply it appropoately bo conductfasast
eaaching or taaching-relatad Easks,

- SLape B I can efecovaly uee [T for teaching/admmistration, and am abla to mbagrate it into my work in an
mnovatve way.

3, what kinds af IT seftward/hardwardpiripbherals warg usad in tha les5an7 (You May chooss mons than and
opticn balow) {3}

[ Educational saftware General softyrare Hardviare and peripherals |
I~ Educational softwars devalopsd [ Web dasign saftwars [~ Projecion faciktics (8.6 5080
I urasrs ol mrmazrrar =]

Huimber of Recards | 0 Rt I Savi

3) Atthe right top corner, select the group and record number.

L .
- | File Respondent : |14 =
I : - 2
IT: Information Technology 3
| 4
1. How many computers do you have at home? (1) g
| o Nil o1 o2 ¢ Mare thanz |7
g
=l
2. The following are descriptions of six stages of adopting or using IT. Please choose the ONE that best |10
describes your current level of IT competence., {2)




4)  Fill in the survey form.
5) To save the survey form temporarily, click [Save] at the bottom of the page.
6) A dialogue box showing “successfully saved“ will be displayed.

=181 x|

a
1T: Iformation Tedhnalogy 1

1. How many computers do you have at haome? {1)
G et o Mare than 2

2, The follawng are descripbons of six stages of ado , Please choose the QNI that best
dusories your current level of [T comp

51308 L | am aware of the avalablity & use of it.

Stage 2: | am leaming the basic of [T sk Iz whan using computers.
o = Basically, 1 am not n

1 Stage 3; 1 3 begining % understand and ably b2 use it far perferming
(=] L5

« Stage 4 | fael combartable in using [T and am conhdent in using it for performing cartain tasks,
 Stage 5 | consider IT as a commonly used tool, and am able b apply it ApPropAataly b eonBuct/assist
perdching or beaching -relaned tasks,

- Stage & | can affectively uze IT for teaching/administration, and am able to intagrate it into my work in an
INADYELYE WY,

3. what kinds af IT seftware/hardwarefperipherals were used in the lesson? (veu may thoose mone than ong
apticn balow) (3)

. I . ' f r
r EEﬂﬁﬂ softwarg developed [ Wb design software ] mﬂ-ﬁﬂﬁ acikties (e, ideo ]

Humber of Records : 1 -_r

7)  Click [Confirm], the interface will then automatically go to the next survey form.

8) Repeat steps 3 to 7 for inputting other students’ survey forms (Optional).
9) To extract the data for importation to SEP, click [File] at the left top corner.



IT: Information Technology

+ AL 2 ters do you have at home? (1)
[r‘.l'i o1 oz ¢ Mo than 2 ]

2. The fallowing are descriptions of six stages of adopting or using [T, Please chaose the DNE that best
dascribas your current level of IT competanca, (2)

[ € St3g8 1: | am aware of the availability of 1T, but | rarelyjnaver make wse of it ]

iii) Select [Save As..] under the File Menu.
iv) A “Save HTML” window is displayed, save the file.




544 Import Data from Offline Data Capturer

LI Prerequisite:
To perform the steps below, you should have a data file extracted
from the ODC of a particular survey. For details, please refer to
Sections on “Input Named Survey Using ODC”” and ““Input
Anonymous Survey Using ODC”’.

1) Mouse over to [Data Capture] and then click [Offline].
2) Inthe “Survey Search” table, click [Search] to search the survey.

“@ Notes:
To narrow down the search results, define the ““Start / End Date’ and
“Survey Type™ and click [Search] to find the survey.

3) Onthe survey list, click [View] of survey.

Survey Search

Start / End Date; WFrDm:IWLHu -Hm - M1o: [20H]E r112 - 123 -

Survey Type! & any € Questionnaire € Log Sheet

Sort by: ISurveyTi&e -

Search

Survey

Survey Title Start Date Survey Creator
Questionnaire (Named) 2004/12/03 Administrator
Log Sheet (Anonymous) 2004712703 Administrator
Log Sheet (Named) 2004/12/03 Administrator

Questionnaire (Anonymous) 2004412403 Administrator

4) In the “Upload Offline Data File” section located at the middle of the page, click
[Browse] to select the data file and then click [OK].

Upload Offline Data File

Fles [~ ||

“&'Notes: The data file is in *.dat format.

B Tips:
To by-pass the logical check by system, click [OK (Auto)] to upload all
survey results without confirming each survey result manually. For steps
after uploading the file, jump to step 12.




Upload Offline Data File

File: |E\sme;mame_m-12-23.dat .. |

5) The system will scan the data file(s) and display the survey form(s) one by one.

Current Survey Form / Total survey forms detected in the data file

Questionnaire (Named) (1/4) User: [1AD1]AU YEUNG PO YAN

IT: Information Technology

Respondent Name

1. How rmany computers do you have at home? (1)
o Ml @l 2 ¢ More than 2 |

2. The following are descriptions of six stages of adopting or using IT. Please choose the ONE that best describes vour current level of IT
competence, (2)

5308 10 1 am aware of the availability of [T, but I rarely/never make use of it,

1 am learning the basic of IT skills, but often encounter difficulties when using computers. Basically, I am not confident in
using computers.,

¢ 5tage 3! 1 am beginning to understand the procedures of using IT, and able to use it for performing certain tasks.

= Stage 2:

7 5tage 4 1 feel comfortable in using IT and am confident in using it for performing certain tasks.

I consider IT as a commonly used tool, and am able to apply it appropriately to conductfassist teaching or teaching-
related tasks.

¢ 5tage 6! 1 can effectively use IT for teaching/administration, and am able to integrate it into my work in an innovative way.

~ Stage 5:

3. What kinds of IT softwarefhardware/peripherals were used in the lesson? (You may choose more than one option below) (3)
Educational software General software Hardware and peripherals
v Educational software developed by e Web design software 1 Projection facilities (e.0.Video projector)
& [ R

6) Verify each survey form if necessary.
7) At the bottom of the survey form, click [Save] to import the survey form.

“@' Notes: You can click [Skip] to skip importing this survey form to the system.

SEIECT LOMTIFN TO SNUTOOWN TNe c o o o o o0
computer

N\
EE
5 T N
8) If there is any empty response in the compulsory survey item(s), a dialogue box

will pop up a list of survey items with problem(s) for your quick reference.
3 W HEHE Jd B3|

T TR R T T R =



9) To ignore the error, click [Accept] or click [Reject] and return to the survey form
for checking and revision.

@ Notes:
If you ignore the error at this moment, you can use the reference number to
retrieve the survey and make amendment(s) later on. For details, please
refer to Section on “Amend Surveys Using Reference Number”.

10) The System will generate a reference number of the input survey, you are
recommended to mark the reference number to the hardcopy of the survey form
for cross-reference / amendment(s) later on.

Mz rosodt [nemet Explorer 4

2 Reterence Nomber §

==

11) Click [Confirm] to continue the importation for the rest of the survey form.
12) When finished the importation of the last survey form in the data file, a
post-importation summary will be displayed.

Record Number Student Name Reference Number Status
1 [1401] S1A01 4 Ok

Error But
Accepted

Skipped

2 [1402] 51402 5
[1403] 51403

@ Notes:

There are three types of status in the post-importation summary-

—  ““Error But Accepted” indicates that the survey helper ignores
the system-reported problem(s) and imports the responses to
the survey.

—  “*OK” indicates that there is no system-checked problem in the
imported responses.

—  “Skipped” indicates that the survey helper acknowledges the
system-reported problem(s) and skips the importation
procedure(s) for the relevant Log Sheet / Questionnaire.

13) Click [Export] to export the summary report (optional).
14) Click [Open] to open the summary report in Excel (Optional).






545 Amend Named Surveys

1) Mouse over to [Data Capture] and then click [Online].
2) Inthe “Survey Search” table, click [Search] to search the survey.

“&' Notes:
To narrow down the search results, define the ““Start / End Date’ and
“Survey Type™ and click [Search] to find the survey.

3) On the survey list, click [View] of the named survey.
4)  To select the respective users’ survey form, select the group(s) / class(es), and
then select his / her name(s).

Que D alre a ed
Questionnaire Method: Mamed
Start f End Date: From: 2004/12/02 To: 2004/12/09
Do Questionnaire Mode: Hybrid of Online and Offline

User Group: |14 -

User: [[LA01JAU YEUNG PO YAN -

Okl Back

5) Amend the survey and click [Save] to save the changes.
5.4.6 Amend Surveys Using Reference Number

1) Mouse over to [Data Capture] and then click [Online].
2) Inthe “Survey Search” table, click [Search] to search the survey.

“@ Notes:
To narrow down the search results, define the “Start / End Date” and ““Survey

Type™” and click [Search] to find the survey.

3) On the survey list, click [View] of the survey.

Survey Search

Survey Type: @ any 0 Questionnaire ¢ Log Sheet

Sort by: ISurveyTlLle -

Search

Survey

Survey Title Start Date Survey Creator
Questionnaire (Named) 2004/12/03 Administrator
Log Sheet (Anonymous) 2004712703 Administrator
Log Sheet (Named) 2004712703 Administrator

Questionnaire (Anonymous) 2004/12/03 Administrator

4) In the “Search Record by Reference Number” section, input the reference
number and then click [OK].



Reference Number: I

Okl Back

5) Amend the survey and click [Save] to save the changes.



5.5

2)

Download Log of Offline Data Record
1) Mouse over to [Data Capture] and then click [Online] / [Offline].
In the “Survey Search” table, click [Search] to search the survey.

“6' Notes:

To narrow down the search results, define the “Start / End Date” and ““Survey

Type”” and click [Search] to find the survey.

3)
4)

5)

6)

On the survey list, click [View] of the survey.
To download log record, click [Download Log].

MNew questionnaire created at 2004-11-30 11:03
Questionnaire Method: Named

Start / End Date: From: 2004/12/20 To: 2005/01/31

Do Questionnaire Mode: Hybrid of Online and Offline

Upload Offline Data File

Search Record by Reference Number

Reference Mumber: I

okate) ok ianuay  ff Back

OKI Download Log

Download Offline Data Capturer

IBack

The following dialog box requests you to Save / Open a file. Click [Save] to save

the file to your workstation.

EEERER R EEEE?

£H: offlineDatal-ogl 107434587 cav

$BEY: Microsoft Evcel Comma Separated Talues File » 136,

x|

#H: localhost
pEEo | wEe | [
RO E TR 2 AR  BE KT
@ EEET AL - SRR B BRI R e
TFiEEE R - BiTEEREpE?

Open the file to view the log record.

|EH #RE #HE BR0 EA0 #3500 TEO EFH0 RsEon SHEm

DEEAERY|LBR|( - & = £ 2 @R > Feae

al e
A e e | D | E | F

1 |jodRaE 12EEE BES B AAEE

2 1 3 Kwan 34202005 20:35 B

3 2 4 Kwan 3202005 20:40 SEE(F )

4 3 5 Kwan 3202005 20:40 EE

5

6

7




5.6

Modify Named Survey
1) Mouse over to [Data Capture] and then click [Online] / [Offline].
2) Inthe “Survey Search” table, click [Search] to search the survey.

“@ Notes:
To narrow down the search results, define the “Start / End Date” and ““Survey
Type’ and click [Search] to find the survey.

3) On the survey list, click [View] to view the named survey.
4) To select individual user survey, first select the group / class and then the
name of the target user.

Questionnaire Method: Named
Start f End Date: From: 2005/10/21 To: 2005/10/21
Do Questionnaire Mode: Offline

User Group: I@
User: I[IAOI] S1401 vl

Search Record by Reference Number

Reference Mumber: I

OKI Diowwnload Log I Diowwnload Offline Data Capturer I Back

5) Modify the survey and click [Save] to save the amendments.




5.7

Amend Surveys Using Reference Number
1) Mouse over to [Data Capture] and then click [Online] / [Offline].
2) Inthe “Survey Search” table, click [Search] to search the survey.

“&' Notes:

To narrow down the search results, define the “Start / End Date” and ““Survey
Type’ and click [Search] to find the survey.

3) On the survey list, click [View] to view the survey.

4)

Survey Search

Start /End Date! & prom: IWLH% .Hm -] |—TD:|gc05 .Hm sz1 |

Survey Type! & any  © Questionnaire € Log Sheet Q

Sort by: ISu.r\reyTitle v[

Survey Title Start Date Survey Creator
Mamed 2 2005/10/21 Administrator iew
Offline Questionnaire 200540913 Adrministrator Wigw
Offline Questionnaire 2 2005/09/13 Administrator Wigwy
Offline Questionnaire 4 2005/09/13 Adrinistrator Wigw
Offline Questionnaire 5 200540913 Adrministrator Wigw

In the “Search Record by Reference Number” interface, input a reference number
and click [OK].

Search Record by Reference Mumber

Reference Mumber: I

OKI Cownload Log I Cownload Offline Data Capturer I Back

5) Modify the survey and click [Save] to save the amendments.




5.8

Practical Tips
To import the offline surveys efficiently, below are some tips —

Use the *“auto” button to by-pass all system-logical checking when
importing the offline data. Print out the post summary report is
recommended so that you can use the reference number for necessary
amendments.

Print out the post-import summary report and attach it to the
correspondents survey hardcopies for future reference and amendment.



Chapter 6 Tasks for SIB Manager

6.1 Roles and Privilege of SIB Manager

SIB Manager is the general term used to describe the users who can
manage the “Survey Item Bank” in the SEP. The SIB Managers are probably the
teachers who have authority to delete ALL surveys and survey items in the Survey
Item Bank. SEP System Administrators are recommended to assign one person as
the SIB Manager; this person can be either the System Administrator himself / herself
or a teacher.

The roles of the SIB Managers are as follows -

Maintain the Item Bank in SIB

Define the Attributes according to the operation of the school

Maintain Survey Item Bank in SIB

Import updated version of EMB Data Package to the EMB folder of
the Item Bank.

® Import / Export questionnaire(s) into / from the SIB

The SIB Managers should have the privilege “Survey Item Bank
Management” to access the following menu buttons in the SEP (Figure 4.1) -

® Survey Item Bank

® Survey

R Jves
CISLIART (300 Goascms sinoen

Survey

Survey
Item Bank

Figure 6.1: Menu buttons for the Survey Item Bank Managers.

logout |
change |
6;::r:lssl,:f»v:u'r:i
& help

O ofher links




6.2 Recommended Strategies to Maintain Survey Item Bank

As the Survey Item Bank is a common area for Survey Manager to store
and retrieve surveys and survey items, a set of strategies is recommended for school
to manage the Survey ltem Bank efficiently —

Assign one person to manage the Survey Item Bank so as to keep
the consistency of folder structure / attribute.  This person can be
either the system administrator or a teacher. Only he / she has the full
right to create / delete / edit folder and attributes in Survey Item Bank.
He / she can standardize the structure for the Survey Mangers by
saving the materials in Survey Item Bank. Therefore, the possibilities
of surveys and survey item scattered into highly refined folders and
attributes can be prevented.

Standardize the SIB folder structure and attributes into narrow
folders and terms so as to shorten time used to find resources in SIB.
Develop a scheme for folder and attribute creation so that all
Survey Managers understand when to request a new folders and
attributes in SIB.

Develop a guideline of saving materials in SIB showing the Survey
Managers how to save surveys and survey item in appropriate folders
and attributes respectively.

Copy and paste the pre-installed surveys from EMB Folder to the
School defined folder structure so as to facilitate the operation of
individual schools.



6.3 Standardize School Folder Structure in the Item Bank

The SIB Managers have the full rights to create folder(s) under the School
Folder in Item Bank. The aim of designing the folder structure is to facilitate the
Survey Managers to locate the required survey quickly and efficiently.

Tips to standardize school folder structure —

® Create folder into several board categories instead of refined categories
so that the surveys are not scattered into a lot of refined folders and
difficult to find.

® Standardize the folder structures with the Survey Managers before
creating it in the Item Bank.

® Create subject folder(s) (i.e. English and Chinese) for storing surveys
of other academic subjects

The following are some suggested categories used to customize the school
folder structure:-

® School Academic Year so that school can identify the surveys
published in respective years.

® Type of Target Respondents (i.e. students, parents, staff)

® Subject Area



6.4 Standardize Attributes

A set of pre-installed attributes is preset as the default Attributes to
categorize the pre-installed survey items in the Survey Item Bank. These
pre-installed attributes cannot be edited / deleted. And they are marked with “*”
sign in the Attributes List so that the SIB Managers can identify them easily.

Strategies to standardize school attributes structure —

® Discuss and identify the required attributes with the Survey Managers

® Check if the required attributes can be inserted as value(s) /
sub-value(s) of the pre-installed attributes (i.e. ITEd Survey and ITEd
Survey Indicator). If new / required attributes cannot fit into
pre-installed attributes, add it as new attributes.

® Try to group the new attributes into several broad terms. To facilitate
the search, define broad terms as attributes and refine terms as value(s)
and sub-value(s) in the SEP..

® Create new set of attributes for storing other non ITEd survey items

To maintain a neat bank for storing Survey Items, he / she should —

® Develop a guide advising the Survey Managers to use appropriate
attributes to categorize the survey items.

® Define a scheme to show how the Survey Managers can request for
new Attributes.



6.5 Re-construction of Attributes

At the beginning, the SIB Managers may build a simple “Attributes
System” structure in. After some time, when the number of survey items increases, the
structure of the “Attributes System” may not fit the nature of the survey items added.
Under such circumstances, the SIB Managers should review the survey items and
“Attributes System”, and re-construct the “Attributes System” accordingly.



6.6 Copy and paste the Pre-installed Surveys from EMB Folder
to the School Folder
Import the updated version of EMB Data Package will replace all the
pre-installed surveys in EMB Folder. The SIB Managers are recommended to make
a copy of the pre-installed surveys from EMB Folder to School Folder. The benefits
of relocating the pre-installed surveys are —

® The Survey Managers can still use the old versions of the pre-installed
survey if necessary.

® The School Folder structure can help the Survey Managers to locate
the required surveys efficiently.



6.7 Maintain Survey Items Created by Resigned Staff

The Survey Managers can only modify the survey items created by them.
When a staff resigned, only the SIB Managers have the rights to modify the survey
item created by the resigned staff. To minimize the workload of maintaining all
survey items created by the resigned staff, the Survey Manager can first select the
survey item to a survey, edit the survey item and then save it to the Survey Item Bank.



6.8 Import updated version of EMB Data Package to the EMB
Folder of the Item Bank

The SIB Managers can import the EMB Data Package to the EMB Folder
of Item Bank. Download and importation of EMB Data Package is needed when
EMB announces that new version of Data Package has been uploaded onto EMB
website. The SIB Managers are recommended to keep backup copies. Usually the
format of Data Package is as below -

Version 2: EMB-SEP-DATA-v2(month/year of release)
Version 3: EMB-SEP-DATA-v3(month/year of release)

6.9 Import / Export Questionnaires into / from the SIB

The SIB Manager(s) can export questionnaire(s) from the SIB. Multiple
questionnaires can be exported at the same time if they are located in the same folder.
He / She can also choose to import questionnaire(s) into a specific folder of the SIB.



6.10 Practical Tips

Below are some tips to assist the SIB Managers to manage the Survey Item
Bank efficiently —

® Develop a guide advising the Survey Managers to use appropriate
attributes / folders to categorize the survey items / surveys.

® Define a scheme to show how the Survey Managers can request for
new Attributes and folders.

® Create a “Temporary” attribute for the Survey Managers to save the
survey items so that they can access the Survey Item Bank to define
the attributes later on.



Chapter 7 Help and Support

7.1 Manuals

There are four manuals provided for installing and using the SEP. Each
manual has its purposes and recommended target readers as summarized in Table 7.1.
New version of manuals can be download from the “Manual” section in the SEP
website.  You can download the manuals by accessing the URL
http://www.emb.gov.hk/sep/eng.

Manuals Purposes Target Readers

Administrator Manual [Provide instruction on System Administrator
® |Installation of SEP
® System Administration

Operation Manual Provide step-by-step instructions|/®  System
on all operations in the SEP. Administrator
® SIB Managers
® Survey Managers
® Survey Helpers
User Manual Provide instructions for/®@ Parents
respondents to reply surveys in the|®  Students
SEP. ® Teachers
® Stakeholders
User Guide Provide conceptual instruction /|®  System

information in operating the SEP. |Administrator

® SIB Managers

® Survey Managers
® Survey Helpers

Table 7.1 Purposes and target readers of the SEP manuals.




7.2 Online Help

The Online Help is installed in the SEP.  Like the Operation Manual, the
Online Help provides step-by-step instruction to operate particular feature / function
in the SEP. The Online Help is divided into function—basis, users should first access
the function, and then click the [Help] to get the respective help manuals of that
function.
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7.3 Online FAQs

A list of frequently asked questions is provided in the SEP website for
online enquiry. The frequently asked questions are located in the “FAQSs” section in
the SEP website. You can access the Online FAQs by accessing the below URL.

http://www.emb.gov.hk/sep/eng I

SEF on ITEd for Schools » FAUs

SEP on ITEQ for Schools

A. Installation

A1 Howr 1o dowmload SEF?

A2 What platforms can SEF nm ot
AZ Can mdns han oo packs {

fies Inberned?

B. Feature

E1.What 15 SEFY

B2 a i odulas ==

B3 What tvpis of sample surveys are availablg in SEE?
B What types of surviy ifems are gvailable in SEF?
ES af s aat?

C. Operation

G, Can we impson yser accounts frorm WehSAKS?

G2, |5t pogeible 1o ket years fill in survess withoul cormpuger of intame connschon?

G, Can the questionnains be ravised altar pressing the sybmit button’?

CAWith g lat of surveys sdded oo SEP, wall they De dalaled when new varsion of data pack ie upgraded?
G5, Howy Conld the data be recovesad if e sysiem ware crashed?

O, Howy Ca The rany data be rafrieved rom SEP?

CT. How frequen shoukd (he server be backed yp?

Figure 7.3: FAQs in SEP website.



7.4 What’s New?

News / announcements of SEP are published in the “What’s New” section
of the SEP website. Meantime, announcements will be posted onto the “What’s
New” section prior to the release of new version of data packages and manuals. You
can download the manuals by accessing the below URL.

http://www.emb.gov.hk/sep/eng I

SEF on ITEd for Schoals » What's Mew

SEPon ITEQ for Schools

- Briefing Seminars on SEF - & and 7 March 2005
(Educatien and Mangower Buréau Cicdular Memdrandum Mo, 24520051

Tor enhance schaals’ understanding of the SEP, four identical half-day seminars (10200 am l_. 0 pon for the moming sed&ion and
230 - 5400 pen Bor the afternodn sesdion) are held at the Culh |r'|I Activities Hall, Teuen Wan Town Hall foc public 3 B
The eminar 1o be held on 4 March 2005 i8 for primary school representatives and the other b be held on T Mane h_i.hbl foe
sedondary and special school pepresentatives

- Workshops on SEF -— all primary and stcondary school teachers {including teachers from apecial schools) in
charge of ITEd (EME Training Caltndar courss namber QEOI005006:)

cng of the Self -"'~'J|JJ cn Flatferm (SEF) on Informaticn
texchers from special schedola) in

retkeshopd can be locabed at the EME

= o, and appdi
Technology in Education ITEi.-I" sols, all p and gboondary scheol Iﬂa-"wr., =

chargt of ITEd are invited to atend a half-day wedkehop on SEF. il
Training Calendar ¢oures number QEO005006,

Whai's Mewr | SRF Crosrcieg | Echion] SFF Facleage Dworembonnd | Wl | FACK | TTEd Crvesl Sy (1 5085003) | ey

Figure 7.3: Announcement in SEP website.



Appendix 1: Terminology

Terms Definition
SEP Self-evaluation Platform.
Surveys A generic term describing both questionnaires and log sheets in the SEP.

Questionnaire

It mainly solicits immediate responses to a survey from the respondents.

It is used mainly to record on-the-spot events or performances in a school

Log Sheet .
activity / at home.
There are five types of groups: 1) System Group, 2) Form Group 3) Class
Group, 4) Privilege Group, and 5) Survey Group. All these pre-defined group
Group Type

types cannot be added or deleted. These five group types are used to facilitate
the System Administrator to group a list of users with common properties.

System Group

A group type includes pre-defined user groups which cannot be added or
deleted. They are: 1) Administrator, 2) Teacher, 3) Student, 4) Parent and 5)
Others.

A group type is used to group students into forms. Schools can define form

Form Group . .
groups according to the operating form levels.
A group type is used to group students into classes. Schools can define class
Class Group . .
groups according to the operating class levels.
A group type is used to group users with common properties (e.g. students
Survey Group (with computers at home, and students without computers at home) for group
comparison in a survey analysis.
A group type is used to assign specific access rights to a list/group of users.
Privilege The System Administrator can create user groups with various combination of
Group privileges assigned. The resulting privilege(s) for each account is/are the
aggregate privilege(s) of all groups that the users belong to.
Class Level [The operating class levels.
Class Code |The operating classes.

User ldentity

A unique key to maintain relevant student records in the SEP across different
academic year.

EMB Folder

A folder located in the Item Bank. It consists of pre-defined sample surveys
provided by EMB.

School Folder

A folder located in the Item Bank. It is used for maintaining school-based
surveys that are created by responsible personnel such as teachers/head(s) at
schools.




Terms

Definition

Attribute List

An attribute system is used for survey item categorization and searching.
There are two types of attributes: the first type includes those pre-defined by
the SEP (e.g. clustered or enhanced surveys are grouped by themes) and the
second type includes those created by individual schools (e.g. school-based
surveys may be attributed by subjects or classes).

Attribute A quality or characteristic used to categorize survey items in the SEP.
Value A refined characteristic under the defined attribute. It is used to categorize
u . :

survey items in the SEP.

A refined characteristic under the defined values. It is used to categorize
Sub Value ) _

survey items in the SEP.
Item Bank It is used for organizing surveys in the SEP.
Survey Item |An individual survey question.

It can be used as a description / question part of a survey item. Please refer
Item Stem

to the Operation Manual for details.

Item Response

The option for a survey question.

Selection
Mode

A setting to define if the survey item is a "single-choice" or "multiple-choice"
question.

Create Survey
from SIB

Using the pre-defined surveys in the SIB to create / issue a new survey.

Create Survey
from Scratch

Create a brand new survey without retrieving the pre-defined survey as draft.

Survey

Creator /The user who creates / owns the survey in SEP.

Manager

SIB Survey Item Bank

SG Survey Generator

oDC Offline Data Capturer

DC Data Capture

UM User Management

SD Standard Deviation

EMB Datallt contains all surveys and survey items provided by EMB. It is placed in

Package

the EMB website for school users to download.




Terms Definition

Offline Data/The data file contains the records which is extracted from the Offline Data
File Capturer (ODC).

Reference A system-generated number for data verification after submission of offline
Number surveys in the SEP

Survey Helper

A staff/user, who is assigned by the school, is given the rights to enter the
responses from a survey which is done in an off-line mode (usually in
paper-and-pencil format) by a group of respondents.

S it A user who possesses the “Survey Item Bank Management™ privilege. He/
urve em : .
Manayer She has the full control of all survey items and surveys stored in the SIB. The
9 Survey Manager can browse and copy item(s) in the SIB.
Surve A user who possesses a “Survey Management” privilege. He / She can
urv . . : L
Manayer create questionnaire/log sheet either by composing it from the scratch or
9 extracting an existing survey from the SIB.
All-in-one The overall report is shown on the same page view.
) . |The overall report of a specific survey item is shown when a user clicks the
Click-to-view | . . » .
View Overall Report” button for each survey item.
Cross- It is data comparison between / among two or more questionnaires of the
Timeframe  [same published questionnaire across different time-frames.
Individual A report that shows all the “log sheets” activity records of an individual
Report student.
Item-by-item |A comparison report is for the comparison of the key item (independent
Comparison |variable) and another item (dependent variable) of a log sheet.

Cross-Group

It is the data comparison between / among different groups for the same

Comparison |questionnaire.

Cross-Item It is the data comparison between / among survey items across different

Comparison questionnaires. The survey items to be compared in Cross-Item Comparison
must be of the same type and with the same number of responses

Overall A report consists of the question(s), statistical data and chart(s) of survey|

Report item(s).




Appendix 2: Survey Item Types

A2.1 General Type

1) Single or Multi Selection

Qun:‘;ﬁnn
® Option
O Option
O Option

Figure A2a Icon for Single or Multi Selection

How many computers do you have at home? (1)

= Mil i1 2 = More
than 2

Figure A2b Sample for Single Selection

a. Which of the following service(s) isfare available in your school? (Please tick all applicable items.)

[ School website [ Subject/teaching websites or homepages
[ Intranet for staff [ Teachers' homepages (one ar more)
[ Intranet for students [ Students’ homepages (one ar more)

Figure A2c Sample for Multi Selection



2) List Mode of Single Selection

I@u&:&;‘&iﬁn
|
C}IZI;:-'.I-.':r'

@L‘Iphurl des |

IDUpliurr. des |

Figure A2d Icon for List Mode of Single Selection

The following are descriptions of six stages of adopting or using IT. Please choose the ONE that best describes your current
lewel of IT competence .+
[ 3tage 1 4] am aware of the availability of IT but Ta.re Iyfnewver make use of it.+<

[ =tage 2:41 am leatning the hasics of [T skills, but often encourter difficulties when using computers. Basically, [ am not
confident in using computers.

[ 3tage 3:41 am beginning to understand the procedures of using IT, and am able to use it for performing certain tasks «
[ 3tage 4:41 feel comfortable in using IT and am confident in using it for performing certain tasks +

[ 3tage 5:41 consider IT as a commonly used tool, and am able to apply it appropriately to conduct/fassist teaching or
teaching-related tasks.+

[ 3tage 6:41 canuze IT effectively for teaching/administration, and am able to integrate it into my work in an innovative way.

Figure A2e Sample for List Mode of Single Selection



3) Multiple Column Selection

Figure A2f: Icon for Multiple Column Selection

VWhat kinds of IT software/hardware/peripherals were used in the lesson? (Vou may choose more than one option below)

Educational software+

General softuares

Hardware and peripheralss

(] Educational software developed by
yourselfs

(] Educational software developed by |
the schools

[] Educational software developed by
EME (formerly EDN+

[ Educational software or teaching

materials obtained from HEedCity
(HEedCity.net)+

[] Educational software developed by
other government departments/
voluntaty organizationsftertiary
mnstitutions+

[ Educational saftware provided by
textbook publishers+

[] Educational software developed by
other software vendors+

[] Others: (Please specify)+

a

[ Weh design softwate+

[ Drawing/multimedia software+
[J Presentation software+

[ Sinalation software+

[ Datahase +

[] 3preadsheet+

[]%Watd processard

[ Drill and practice software+!

[J E-mailf ICQ) softwares

[ Browser (i.e. LE, Hetscape)+'

O Others: (Flease specify)+
a

[ Frojection faciliti—ps (e.g.Video
projectot)+

[0 Visualizer+

[ Computer experiment equipments

(e.z. Microcomputer-hased
laboratories, data logges) «

[ Digital video equipments (e.g.
Digital camerafideo camera)+

[ Drawing facilities+

[ Electronic musical instrnaments

[ Scanner+

[ Printer+

O Othets: (Flease specify)+
a

Figure A2g: Sample for Multiple Column Selection



4) Standard Mode

Questiun

L &0
. &0

Figure A2h: Icon for Standard Mode

Have you applied IT to the following activities? <

or Always. Occasprally .| Rarely.| Mever.
a_t School administration/ managements e [« [ I+
b Discussing teaching-related matters with teachers< O« O« O« O«
.+ Usitiz the Internet for inter-school compunication and joint school activities + = - I+ =
d.#|Tsing E-mail’discussion forims to communicate with students+ [ [ O« O«
.9 |Communicating with parents through E-maile O« O« O« O«
f+ |Researchianalyze school data or data arising from school activities + O« O« O« O«
g.# Teaching+ = - = =
h.|Others: (Flease specify) @ - - O« O«

Figure A2i: Sample for Standard Mode



A2.2 Advance Type

1) Grouped Single or Multiple Selection

mue:ﬁ-tion
a |®O00
b, |O|O|®
c. |0|®0

Figure A2j: Icon for Group Single or Multiple Selection

Q. Types) and speed of Titemet cormection [Flaase tick the appropriate hos(as1]:

(il Type: [J Leased Ime [ Dual-up modemn ] Bwadhand.
(i) Speed of leased Ime/dialup comection: [J &4 kbps &4 kbps =and =1 5 Mhps [ z15Mbpsieg. T1).
(i) Speed ofbroadhand conmection: [J £3Mbps ] 3 Mbps = and = 10 Ibps ] 2 10 Mbps -

Figure A2k: Sample for Group Single or Multiple Selection



2) Advanced Mode 1

|Guegtion
-|0l@0ol®
b.|B3I000 @
c.0& ®0

Figure A2l: Icon for Advanced Mode 1

Since the implementation of IT in Education, have you received any professional [T training/development from the following||
institutions? If YES, did you consider thiz training effective in helping wou improve your teaching, school administration or
atiage et work?s

a Professional Inmpirrement m yourteachmesS 1
trainisf sehool administration or managerment worl: .
devebpmerd
recened? »
a Ho. | Tes. Vany Effective..| Average. | Notvay |Noteffectire
effectine . effactine . at all,
a4 Your school @ O« | O 0O¢ O« [« O+ g
b AEME (Farmerly ED)+ O« | O O O« O« O+ 1+
e« HKedCity (HEKedCitynet) O | O« 0O O« O O« e
d.4Tertiary instibtions (e g The Hong Kong Polyteckric | (]| @] O+ O« O« I+ e«
University, Hong Fong Institute of Education)+
e+ Hon-profit making organizations (e.g. Caritas)s O« | Oel O~ O« O« O~ -
4 Commercial orgamzations (e.g. computer schools)d O- O« O« O« O« I -
g4 Others: (Please specify) + O« e L+ L« 1

Figure A2m: Sample for Advanced Mode 1



3) Advanced Mode 2

A B

[1. i. @O

z ii: (Ol@
(- [OI®|

Figure A2n: Icon for Advanced Mode 2

2 Lewel of ability to complete the taske Remark+
5 2. o Prompt B
Assessments Task« 4 %o eihal Promgt,
2 = Phorsica) Procegt .
1 =.. Phorsical + Dlaronal Cexide .
0 = Thuhle to complete the task
i - 54 44 3 24 14 0o a
LStart the comper+ 1. find out the location of the “Power™ buttons Bl Bl 1 A o P }
- 2. nress the “Power” buttons [ 2 s ] a o
2.4Start the software+' 1. find out the correct icon by using the raouse (or @ i ] P P ] ]
\a kevpads in the kevboard)+
2. gtart the software by wsing the monse (or G G [+ +1 = =
kevpads in the kevhoard)+

+
+
+
b
+
+
+

3.qBrowse the software that isfare 1. hrowrse the software that isfare frecuently used
frecuently used by the students+ b the mouse(or kevpads i the kevhoard)+<

4. 45tart and broarse another window1. gelect another window by the monsefor kevpads [« e e - - ¥ -

in the keyhoard)<

5.4Close the softwared 1. cloge the software by the monse(or keypads i [@ E E a C C E
the kevhoard)+

6.4Shutdown the cormpners 1. poant at the “Start™ menn of the monttor by the |2 G G = 7 7 =
mouse (or keypads inthe kevboand)+

2. press the “Start™ to display the menn iterns+
3. gelect “Shutdowr” from the menu iterns+
4. gelect “Confirm™ to shotdown the computers

+
b
+
+

+
+
+
b
+
+

+
+
+
b
+
+

Figure A20: Sample for Advanced Mode 2



4)  Advanced Mode 3

uue&itinn

@ Level 1a
O Lavel 2a1
avel 2a2

) Leval 1b
O Leaval 2b1
O Lavel 262

Figure A2p: Icon for Advanced Mode 4

6. Have you ever communicated with vour child’s school or teachers with the aid of IT (e.g. E-mail)?
IFYES, how satisfied are you with the result of such communication?

[ Mo, and the reason is: {You may choose more than one option below)

[] The school does not make awailable any IT communication channel (e g the
E-mail address of teachers)

1 do not know how to make use of IT (e.g. E-mail) to communicate with the
school and teachers

[T do niot know the E-mail address of the school or the teachers
[J1 do niot hawve the time to do so
11 do niot hawve the needto do so
[] Others: (Please specify)

[] Yes, and the result was (Please select one):

[] Very satisfactory
[ Quite satisfactory
[ Barely satisfactory
] Unsatisfactery

[] Very unsatisfactory

Figure A2qg: Sample for Advanced Mode 4



5) Advanced Mode 4

uue&itinn
itemn A B
e
il R
ini.

Figure A2r: Icon for Advanced Mode 5

. Computinghetwork facilities installed in locations (please fill in mambers)#
! Location+ Comprfers+ LCD Projectors+ Mefwork porfs+
(1 General classrooms
(i) Computer rooms
(if) MMLC
(iv) ITLC
(¥) Library

(vi) 3pecial rooms for
educaional purposes

LT TR R T I R

(vif) Staffrooms
(wiil) General office
(i¥) Othets (e g. assembly hall)

L R VN .

Figure A2s: Sample for Advanced Mode 5



Appendix 3: Report Layout for Questionnaire

A3.1 Overall Reports

1) All-in-one Mode
ALL survey items, table of statistical results and chart are displayed in the
same interface.

1 Hawe: you applicd [T t6 the following Sdivitins?
| mever Rarely  Occosionally  Alvays |
a. School admirestratian Managemant ¥, ¥, [w ¥,
B. Deicussmg teaching-ralated matters with teachers
£ LM thE TRt far intar-senanl COmmunicatsan and JHeT senonl 3onines
d. using E-malfdscussian farums B commuratats with students
&. Cammunicating with parents through E-mal

f. Ressarchfanalyze schiool data or data anging from schond actraties

a. Teaching

h. Others: (Please spedify)

i i I R )
i i I R )
w Il B A )
i i I R )

Mewer Rarely Decasionally Always
Rt e ot Pt ] Ea M aatan ] Ciek P ] It e
a 1 100000 1] 00 1] 000 (1] .00 1
b (1] .00 1 L0000 1] D00 (1] 0.00 1
. (1] 040 1 1000 1] D00 (1] 0.00 1
[ (1] 0.00 1 10D} 1] D00 (1] 0.0m 1
1 o 0.00 1 100,00 i 0.0a i) 0.00 1
I o 0.00 1 100,00 [i] il o 0.00 1
[v] (1] .00 1 100.00 1] o0 o 0.0m 1
h o | 1D 0.0 o 0uaa 1] D00 1 10000 1

Hawa yau applied 1T to the folowing activikies?

a. Sthool
admerustrabicn/iman agemeant

b, Discussing teaching-related |
matters with teachers

2) Click-to-view Mode

ALL survey items are displayed in the same interface. Users have to click
[Overall Report] to see the table of statistical results and chart of particular survey
item.

1. Have you applied IT to the following activities?

MNever Rarely Occasionally Always

a. School administration/management ol & i (@]

h. Discussing teaching-related matters with teachers

L i Lot Efoe it ool i Heicint cchaol ootivit

CEE T TE L T O 18
SRR S T
I N T T
Aasaanan

D000 00D

N Rarely Omrasienaity i
vt Perconton (W) Eumt Barreetons (%) Coust Perrmtane (%)) Coom Perisstins (%), 1T o Tre o Aaimsadens Cross Group Comparison I Vies Overall Report
o 2 o o em T

g, school administration or management wark?

i
;
: IT training/development from the following institutions?
!
1
!

Improvement in your teaching/school administration

MNot
effective at
all

o SO SRR Very

Effective

Mot very
effective

Effective Average
P T T I e—
ey

martery wih b




A3.2 Comparison Reports

1) Cross-Group Comparison Report
The report compares the responses of respondents from 1A, 1B and “Focus
Group-P1”.

1. Can your computer at home access the Internet?
| i Yes Mo ¢ Mot sure |
Number of Response(s): 4
14 1B Focus Group-P1
Response
Count Percentage (%) Count Percentage (%) Count Percentage (%)
fes 2 100.00 1 50.00 u] 0.00
Mo 1] 0.00 1 50.00 u] 0.00
Mot sure 1] 0.00 a 0.00 u] 0.00
Total Number of Respondents 2 2 [u]
Response Rate (%) 100.00 100.00 0.00
Can your computer at home access the Internet?
Response
Yes
Mo
Mot sure
o T 2z
Count
[
O
] Focus Group-
Pl
2) Cross-1tem Comparison Reports

This report compares the responses on an identical survey item between
two surveys.

Cross Item Comparison

Questionnaire (1) @ Mew guestionnaire created at 2005-09-24 10:02
Questionnaire (2) @ Mew guestionnaire created at 2005-09-24 10:02

Export Report with chartis) I Export Report I Back

d. Mumber of operating classes

User Group Percentage (%)

) o 203 Quest!onna\re (1) n] 0.00
Questionnaire (2) 1] 0.00
B30 oo Questionnaire (1) n] 0.00
Questiohnaire (2) n] 0.00
ST oo 8] Quest!onna\re (1) n] 0.00
Questionnaire (2) 1] 0.00
750 ~ 999 Questionnaire {1} 1] 0.00
Questiohnaire (2) n] 0.00



w

) Cross-Timeframe Comparison Report
This report compares two identical surveys which are held in two different
time-frames.

Cross Time Frame

Survey Name : New guestionnaire created at 2005-09-24 10:02
Time Frame (1) : 2005/09/24 - 2005/09/24
Time Frame (2) | 2005/09/24 - 2005/10/24

a. MName of school

Mumber of Response(s): 0

b, School Type: Primary

I
AN g
- PM
¢ Whole Day
Number of Response(s): 0
Time Frame (1) Time Frame (2)
Response
Count Percentage (%) Count Percentage (%)
A3.3 Results Summary
Results Summary S el By Strateqic Goal 1: Empowering Learners with IT =
KM({Pri)
Item Target Group Yalue
1. Student's Perception of Learning with IT
1, Students who like to use IT for learning in class P1(N=3) 33%
P2 (N=0) 0%
P3(N=0) 0%,

2. Students who rated themselves very proficient / proficient in the mastery of information processing with IT / higher-
order thinking skill

Information search (2.3, using search enging) (M=3) B7%
Information selection (N=3) 67%
Information collation and analysis (.0, using spreadsheet) (N=3) P1 67%
Reporting and Presentation (e.0. PowerPoint and wehsite presentation) (N=3] B7%
Self-evaluation on learning outcomes (e.g. online testsfquestionnairesy learning E70%
records) (M=3)

Information search (2.0, using search enging) (M=0) 0%
Information selection (N=0) 0%
Information collation and analysis (e.g. using spreadsheet) (N=0) po 0%
Reporting and Presentation (e.q. PowerPoint and wehsite presentation) (N=0) 0%
Self-evaluation on learning outcomes (e.q. online testsfquestionnairesy learning 0%
recards) (M=0)

Information search (2.0, using search enging) (M=0) 0%
Information selection (N=0) 0%

Information collation and analysis (e.g. using spreadsheet) (MN=0) p3 0%
Reporting and Presentation (e.q. PowerPoint and website presentation) (N=0) 0%




A3.4 Self-Evaluation Rubric

kKnowledge Management (05-06 Pri.)
Mean Median SD Count

Context 2.51 2.00 1.32 an
Digital Resources & Infrastructure 2.08 2.00 0.87 36
School ITED Curriculum 3.67 3.00 0.98 12
School Leadership 2.323 1.00 1.932 21
School Professional Development in ITED (Training Opportunities) 2.67 Z.00 1.032 i
School Technology - using Culture and School ITED Development 2.80 2.00 0.94 15
Input 2.51 2.00 1.32 87
Community-wide Support & Parents' Involvement 3.00 3.00 0.84 18
Students' Perception of Learning with IT 3.00 2.00 2.00 3
Teachers' IT Competency as well as Teachers' & School Heads' Perception of ITEd 2.25 Z.00 1.28 [ala]
Output 3.00 3.00 1.71 12

Students' Learning Cutcomes in different Key Learming Areas and the

Development of Generic Skills BRI ST Lozl 2
Process 3.24 4,00 1.20 33
Students' Learning Activities with IT 3.08 3.00 1.56 12
Teachers' Pedagoagical Practices with IT 3.33 4,00 0.97

A3.5 Attributed Questionnaire Item

Attribute type : Frequency of students' use of computers in school

d. The average nurmber of hour(s) which , you spent per day on using the computers (during lessons and after schoaol) at
school during the past week is?

¢ 10 hours or more ¢ 5 toless than 10 ¢ 2tolessthan g ¢ Less than 2 hours ¢ Nil
hours hours
Response Count Percentage (%)
10 hours oF more 0 0.0o
S to less than 10 hours 2 66.67
2 toless than 5 hours 1 33.33
Less than 2 hours 0 0.00
il u] 0.00
Total Mumber of Respondents ]
Response Rate (%) 2.34

The average number of hour(s) which , yvou spent per day on using the computers (during lessons and after school) at school
during the past week is?
Response

10 hours or more

2 toless than 5 hours

5 to less than 10 hours (R —



Appendix 4: Report Layout for Log Sheet

A4l Item-by-item Comparison Report

The report below compares the Key Item (Major Activity) to a dependent

variable (Duration).
displayed.

Mean of each major activity and the corresponding chart are

Major activity Minute

Classroom activity 15.20
School works activity 50.00
Self-learning/studying 0.00
Communicationd Browsing Internet 0.00
Listening Music .50
wWatching Movie 0.00
Playing game 0.00
Learning games entertainment 0.00
Others (please specify) 0.00

Mean (Minutes)

Major activity X Minute
Classroom ackivity
School works activity
Self-learning/studying
CommunicationS Browsing Internet
Listening Music
Watching Movie
Playing game
Learning games entertainment
Others (please specify)

0 40 45

Count

A4.2 Individual User Log Sheet

The report below is the log sheet input by a student on 26 January 2005.

TEST
Date : 2005-01-26 Day of the week : Wednesday Is there school today? Yes
Time Minute *Major activity *Tools *Location Subject *Is this How is my  *Do I like
(You can select activity performance? H
more than one important? activity?
item)
1 Classroom 1 Web browser ||1 In school lesson | |Please referto | |1 Motimportant |1 Very bad 1 stronaly
Sctivity 2 E-rnail 2 out of schaol table of 'Sublect| | ot vany o Bad EEILE
2 Schoaol works lesson irnportant 2 Dislike
activity 31CQ 3 Average
3 Your own home 3 Auverage 3 Average
3 self- 4 Word 4 Good -
learning/studying|| processor 4 Horne (ather than 4 Irnportant 4 Like
your aun) S Excellent
4 CommunicationS | |5 Spreadsheet . 5 Very 5 Stronaly
Brawsing Internet 5 Cernrnunity/routh important like
6 Presentation cantre
Lists M
5 Listening Music software PRI
& Watching Movie | |7 Audic/video
software 7 Others (plaass
7 Playing game s specify)
8 Learning games
entertainrnent 9 Others
(please
g Others (please spocify]
specify]
Morning { 09:00 am - 12:00 pm)}
9:10am 3 mins 1 1 1 1 1 1 1
10:10am 10 mins & 1 2 2 3 &) &
Afternoon ( 12:00 pm - 6:00 pm)
12:0pm 50 mins 2 1 2 + S 2 &)
Evening (after 6:00 pm )
Mo Record =




Appendix 5 ITEd Indicators

According to the information in the new IT in Education strategy, the HKIEd
project team proposed a eight-dimension framework, which makes use of the PolyU
ITEd survey items for schools to evaluate the IT in Education performance/progress.

All the following survey items in this framework are from the ITEd surveys
designed by the PolyU:

School Information Technology Survey (SITS)
School Heads’ Questionnaire (SHQ)

Students’ Questionnaire (SQ)

Teachers’” Questionnaire (TQ)

IT Team Members’ Questionnaire (ITTMQ)

Parents’ Questionnaire (PQ)

IT Literacy Assessment — Students’ self-rating (ITLA)
IT Activity Daily Log (ITADL)

Research &
Development
Community

Wide Support

Teacher
Empowerment

Digital
Resources

Infrastructure &
Innovative
Technologies

Domain
knowledge in IT
Information
Literacy
IT Application
& Integration
Administration &
Management

School-based
ITEd
Development

Competent
Teacher
Infrastructure
& Resources

Empowering
Learners with IT

Learning
Outcomes

)

Learning &
Teaching with IT

School School General
Leadership Information

Figure A5.1 The Conceptual Framework



Note:

® School Information Technology Survey (SITS)

® School Heads’ Questionnaire (SHQ)

® Students’ Questionnaire (SQ)

® Teachers’ Questionnaire (TQ)

® IT Team Members’ Questionnaire (ITTMQ)

® Parents’ Questionnaire (PQ)

® T Literacy Assessment — Students’ self-rating (ITLA)

® IT Activity Daily Log (ITADL)
Dimensions & Indicators Relevant Key Related Reference”

Survey-item Survey-item
School General Information
Number of classes SITS - Qlb SITS-Q.2b Table 6.4,7.4,9.4
Number of students SITS - Qlc NA NA
Number of teachers SITS - Q1d NA NA
Number of technical support staff | SITS - Q1f NA NA
Number of IT team members SHQ - Ql4a NA Section 6.4.3
Teachers’ IT background SITS-Q3 TQ-Q13,Q21 Table 6.9,7.9,9.9, 11.15,
11.17
Total budget in ITEd SHQ - Q13 NA Table 6.6, 7.6, 9.6
Technical support staff-to-student | SITS - Q1f SITS - Qlc NA
ratio
Technical support staff-to-teacher | SITS - Q1f SITS - Q1d NA
ratio
IT team member-to-teacher ratio NA NA NA
Empowering Learners with IT"
Learning Outcomes
Information Literacy-discipline ITLA - Section 1 NA Table 6.36, 7.36, 9.44, 11.33
knowledge and technical skills
Student perceived confidence in ITLA - Section 2 SQ -Q20 Section 11.1.5, Table 6.35,
software skills 6.37,7.35,7.37,9.43
Information Literacy-problem SQ-Q28 SHQ - Q9c, Table 6.39-41, 7.39-41,
solving TQ - Ql4e, 9.49-51, 11.34
SQ - Q13b, 27

Learning with IT
Time spent with IT at school by SQ-Q.2 ITADL Section 11.1.1
students
Students’ use of IT during lessons | ITADL ITADL Table 6.32, 7.32, 9.40, 11.9
Time spent with IT at home by SQ-Q.1b ITADL Section 11.1.1, Table 11.12,
students 11.13,11.14
IT facilities used by students SITS-Q.2a SQ-0Q21 Table 6.34, 7.34, 9.42
Educational software used by SITS-Q.4d SQ-020 Table 6.35, 7.35, 9.43
students
IT Activities at school by students | SQ- Q.4 SQ - Q13c, 14b, 23, Table 6.24, 6.30-1, 7.24,

! Goal 1: Empowering Learners with IT - Students will acquire the necessary skills, knowledge and attitudes for lifelong
learning and creative problem solving in the information age. They will use IT as an information retrieval, knowledge enquiry,

communication, collaboration, analytical and personal development tool.




ITADL

7.30-1, 9.3, 9.39

Time spent on various IT activities | ITADL ITADL Table 11.9, 11.32
by students
IT Activities outside school hours | SQ - Q.17, 23 ITADL Table 6.8, 7.8, 9.8, 11.27, 11.32
by students
School Curriculum
IT as KLA (IT curriculum) SITS - Q5a SHQ - Q6 Section 9.3.2, Table 6.18-19,
TQ - Ql4a-e (Select 6.40, 7.18-19, 7.40, 9.50
computer subject)
SQ - Q6,13
(Select computer
subject)
ITADL
Adoption of IT across KLA (IT SHQ - Q6 TQ-Q.8-12, 14b,c Section 11.1.1
integration) SQ-Q.13c Table 6.18-9, 6.26-7, 7.18-9,
ITTMQ-Q.5a 7.26-7,8.1-2
ITADL
Teacher Empowerment’
Teaching with IT
Time spent with IT at school by TQ-Qle SQ-Q7 Section 6.1.3,7.1.3, 9.1.3,
teachers Table 11.11
Time spent with IT at home by TQ-Qlc Section 6.1.3,7.1.3,9.1.3,
teachers Table 11.11
Types & frequency of IT facilities | TQ - Q2a SITS - Q.2a(iv), Table 6.25, 7.25, 9.32-3
used by teachers
Software types & frequency used TQ-Q12 NA Table 6.21, 7.21, 9.26
by teachers
Activities with IT at home by TQ-Qld NA Section 6.1.3,7.1.3,9.1.3
teachers
Pedagogical uses of IT by teachers | TQ - Q8,10 SQ-Q134d,14b Table 6.22, 7.22, 8.1-2, 11.9,
11.25&27
Teachers’ perceived satisfied TQ-Q19 SHQ - Q9% Table 6.15, 7.15, 9.19, 9.20,

activities using IT

11.26

Teacher Competency & Perception in Teaching with IT

Teachers’ IT competence level TQ - Q21 SITS - Q3b Table 6.9, 7.9, 9.9, 11.15
Teachers’ self-efficacy with IT TQ-Qlg SHQ - Q4 Section 6.2.1, 7.2.1,
Table 6.10, 7.10, 9.10,
11.16-17
Teachers’ competency in software | TQ - Q13 NA Section 6.2.1,7.2.1,9.2.1
applications Table 11.17
Professional development types & | TQ - Q4 SHQ - Q3 Table 6.11, 7.11, 9.12
effectiveness in ITEd by teachers
Teachers’ perception of impact of | TQ - Q19 SHQ - Q9b Table 6.14-5, 7.14-5, 9.18-19,
ITEd 11.21
Teachers’ belief of using IT in TQ - Q11, Q20 NA Section 6.3.1,7.3.1,9.3.1
teaching Table 11.23, 11.35
Teachers’ perceived role of using TQ - Ql4d NA Table 6.17, 7.17,9.23, 11.24
IT
Perceived roles of IT team ITTMQ - Q3 Section 6.4.3,7.4.3,9.4.3

members

2 Goal 2: Empowering Teachers with 1T - Teachers will be provided with professional development opportunities and support
to undertake the challenge of using IT for curriculum and pedagogical innovations, and to facilitate, guide, administer and assess
learning in ways that align with the goal of the Curriculum Reform. Support structures and mechanisms will be developed to
foster the development of online and off-line communities of practice for teachers to exchange experience and good practices,
collaborate in curriculum and pedagogical innovations, as well as undertake action-oriented research.




School Leadership®

Time spent with IT at school by SHQ - Qle NA Section 6.1.3,7.1.3,9.1.3
school head Table 11.10
Time spent with IT at home by SHQ - Qlc NA Section 6.1.2,7.1.2,9.1.2
school head Table 11.10
IT facilities used by school head NA NA NA
Activities with IT at school by SHQ - Q2 NA Section 6.1.3,7.1.3,9.1.3
school head
Activities at home by school head | SHQ - Q1d NA Section 6.1.3, 7.1.3, 9.1.3,
with IT 1111
School head’s IT competence level | NA NA NA
School head’s self-efficacy with IT | SHQ - Q4 TQ-Qlg Section 6.2.1,7.2.1,9.2.1
Professional development types & | SHQ - Q3 TQ-Q4 Section 6.2.2,7.2.2,9.2.2
effectiveness in ITEd vy school SITS - Q1h,3c
head
School head’s perception of SHQ - Q9b, 9d, e TQ-0Q19 Table 6.14-5, 7.14-5, 9.18-20,
impact of ITEd 11.28
School head’s perception of an SHQ - Q5 NA Table 6.28, 7.28, 9.37
ITEd plan
School ITEd promotion activities SITS - Q4b NA Section 11.1.4
SHQ - Q10 NA Section 11.1.4,
Table 6.29, 7.29, 9.38
Teachers’ participation in ITEd TQ-Q18 NA NA
promotion
School ITEd project NA NA NA
IT Infrastructure and Resources
Digital Resources”
Types & usage of educational SITS - Q4d TQ-Q.12 Table 6.21,7.21,9.26
software
Infrastructure and Innovative Technologies®
Types & quantity of hardware SITS - Q2a TQ - Q2a Table 6.1, 6.25, 7.1, 7.25, 9.1,
9.32-33
Types & usage of application SITS - Q4d TQ-Q12 NA
software
Types of service (website, email, SITS - Q4a TQ - Q2a Table 6.5, 7.5, 9.5, 11.5
intranet etc.)
Number of computers in school SITS - Q2a(i) NA Table 6.25, 7.25, 9.1, 9.32-33,
(Desktop+Notebook) 11.1
Number of computers for students | SITS - Q2b(i-iv) NA Table 6.3-4, 7.3-4, 9.3-4
(Desktop+Notebook)
Student-to-computer ratio SITS - Q2b (i-iv) SITS - Qlc Table 6.3, 7.3,9.3,11.2
Number of computers in general SITS - Q2b (i) NA Table 6.4, 7.4,9.4,11.3
classrooms (Desktop+Notebook)
Number of computers for teachers | SITS - Q2b(vii) NA Table 6.4,7.4,9.4
(Desktop+Notebook)
Teacher-to-computer ratio SITS - Q2b(vii) SITS - Q1d NA
Types & speed of Internet access SITS - Q2c NA Section 6.1.1,7.1.1,9.1.1

% Goal 3: Enhancing School Leadership for the Knowledge Age - School heads and their associates will be guided and
supported to establish visions and goal as well as build teams appropriate for their school contexts, in order to enable them to
effectively lead change in integrating IT into school planning, curricula, learning and teaching processes, communication and
collaboration. They will be given more flexibility in making decisions that tailor to the IT needs of their schools.

4 Goal 4: Enriching Digital Resources for Learning - Digital resources will be continually enriched to meet school needs.
Research on knowledge management strategies will be conducted to enable digital resources and curriculum experiences
generated from various sources, local and international, to become more easily shared, updated, retrieved, customized and

utilized.

® Goal 5: Improving IT Infrastructure and Pioneering Pedagogy Using IT - We will help schools to upgrade and replace
obsolete hardware and migrate where appropriate to wireless systems. We will encourage innovation and trials of new
information technologies to enhance learning and teaching.




Home ownership of computer
-Percentage of teachers

TQ-Qla

SITS - Q1d

Table 11.8

Home ownership of computer
-Percentage of students

SQ-0Q1

SITS - Qlc

Table 11.8

Home Internet
connection-Percentage of teachers

TQ-Qlb

SITS - Q1d

Table 11.8

Home Internet
connection-Percentage of students

SQ-Qla

SITS - Qlc

Table 11.8

Teachers’ perceived level of
support from school

TQ-Q2b

NA

Section 6.3.6, 7.3.6, 9.3.6

Administration and Manage

ment

Expenditure on consumables as a
percentage of total expenditure*

SHQ -Q13

NA

Table 11.7

Expenditure on computer assisted
learning packages as a percentage
of total expenditure*

SHQ -Q13

Table 6.6, 7.6, 9.6, 11.7

Average expenditure on
consumables and computer
assisted learning packages per
student *

NA

NA

NA

Expenditure on facilities
(hardware and application
software) as a percentage of total
expenditure

SHQ - Q13

NA

Table 6.6, 7.6, 9.6, 11.7

Expenditure on facilities
management & maintenance as a
percentage of total expenditure

SHQ - Q13

NA

Table 6.6, 7.6, 9.6, 11.7

Average expenditure on TSS
personnel per student*

NA

NA

NA

Average expenditure on TSS
personnel per computer*

NA

NA

NA

Total number of hours (including
dedicated and part-time positions)
assigned to TSS*

NA

NA

NA

Total number of
workstation-related TSS incidents*

NA

NA

NA

Average expenditure on Internet
connection per student*

NA

NA

NA

Amount of bandwidth for Internet
access in the school premises*

SITS - Q2c(iii)

NA

NA

Total number of opening hours of
computer rooms/facilities beyond
normal school hours*

NA

NA

NA

Total number of students using the
equipment (computer facilities)
during the extended opening
hours*

NA

NA

NA

Average expenditure on extension
of opening hours per total number
of students using the equipment
(computer facilities) during the
extended opening hours*

NA

NA

NA

Expenditure on staff professional
development in ITEd as a
percentage of total expenditure

SHQ - Q13

NA

Table 11.7

School-based ITEd Development




Research and Development®

Action research NA NA NA

Evaluation study NA NA NA

Community-wide Support’

Use of outside school facilities & SHQ - Q11 NA Section 6.4.5,7.4.5,9.45

resources

Digital divide measure NA NA NA

Partnership SHQ - Q11 NA Section 6.4.5,7.4.5,9.45

Parents involvement PQ - Q6-7 NA Section 6.4.6, 7.4.6, 9.4.5,
ITTMQ - Q1f 11.1.4

Dissemination & sharing NA NA Section 6.4.5,7.4.5,9.4.5

Table A5.1 The ITEd survey indicators and the survey items in PolyU ITEd survey

# Comparable findings can be located in the respective sections and tables in the Final report “Overall Study on the Reviewing
the Progress and Evaluating The ITEd Projects 1998/2003”
* Indicators of ITEd commitment on Composite Information Technology Grant (CITG) (Source: CITG, EMB Internal Circular

No. 2/2004)

Seven strategic goals in ITEd (Source: Empowering Learning and Teaching with Information

Technology 2004)

® Goal 6: Providing Continuous Research and Development - We will conduct research on the effectiveness of the IT in
education strategy and the impact of IT on students' learning outcomes. We will explore the possibility of setting up a Hong Kong
based research centre to pioneer leading edge IT applications in support of proven educational precepts and to come up with

creative means of applying IT in pedagogy, learning and teaching and other education purposes.

" Goal 7: Promoting Community-wide Support and Community Building - We will enhance partnership with the IT industry
on teacher training, digital resources and other related fields. We will involve the community, in particular parents, and encourage
them to motivate children towards the appropriate use of IT and drive home messages on cyber ethics. Communication between
schools and parents will be enhanced through the use of IT and measures to address the digital divide will continue.




A5.1 —Matching of ITEd Overall Study (2005)* Question Items with
Phase (1) Study® ITEd Evaluation Framework (2006)

Note:

School Information Technology Survey (SITS)
School Heads’ Questionnaire (SHQ)

Students’ Questionnaire (SQ)

Teachers’” Questionnaire (TQ)

IT Team Members’ Questionnaire (ITTMQ)
Parents’ Questionnaire (PQ)

IT Literacy Assessment Questionnaire (LA)

Phase (1) Study ITEd
Evaluation Framework
(2006)

Evaluative Areas

ITEd Overall Study (2005)

ITEd Indicators (2005)

ITEd Overall Study (2005)

Question Items

(1) Students’ Perception of
Learning with IT

Empowering Learners with IT
- Learning outcomes
- Students’ perceived level(s) of

confidence in software skills

SQ - Q20, LA - Section 2

(2) Teachers’ IT Competency
as well as Teachers’ &
School Heads’ Perception
of ITEd

Teacher Empowerment
- Teachers’ Competency &
Perception of Teaching with IT
- Teachers’ IT competency level
- Teachers’ self-efficacy with IT
- Teachers’ competency in
software applications
- Teachers’ perception of ITEd
impact
- Teachers’ belief of using IT in
teaching
- Teachers’ perceived role(s) of
using IT
- Perceived role(s) of IT Team
members

School Leadership

TQ-Q21, SITS - Q3b

TQ -Q1lg, SHQ - Q4

TQ-Q13

TQ - Q19, SHQ - Q%b

TQ-Q11, Q20

TQ-Q14d

ITTMQ - Q3

1. Overall Study on Reviewing the Progress and Evaluating The Information Technology in Education (ITEd)

Projects 1998/2003

Information Technology’ Strategy (2004/2007)

Phase (1) Study on Evaluating the Effectiveness of the ‘Empowering Learning and Teaching with




- School heads’ perception of
ITEd impact

- School heads’ perception of
ITEd plan

SHQ - Q9b, 9d, %e

SHQ-Q5

(3) Community-wide
Support & Parents’
Involvement

School-based ITEd development
- Community-wide support
- Use of outside school facilities
& resources
- Partnership

- Parents’ involvement

SHQ -Q11

SHQ -Q11
PQ - Q6-7, ITTMQ - Q1f

(4) school ITEd Curriculum

School Curriculum

SITS - Q5a, SHQ - Q6,
TQ - Q14 a-e (Select
computer subject)

SQ - Q6, 13 (Select
computer subject)

SHQ - Q6, TQ- Q8-12,
14b,c, SQ - Q13c,
ITTMQ - Q5a, ITADL

(5) School Professional
Development in ITEd
(Training Opportunities)

Teacher Empowerment
- Teachers’ Competency &
Perception of Teaching with IT
- Types of professional
development & effectiveness in
ITEd by teachers

School Leadership
- Types of professional
development & effectiveness in
ITEd by school heads

TQ-Q4,SHQ -Q3

SHQ -Q3,
SITS-Q1h, 3¢

(6) School Leadership

School Leadership

SHQ - Q1c-e, 2-5,9b, 9d,
%, 10, 18
TQ-Qlg, 4, 19

(7) Digital Resources &
Infrastructure

IT Infrastructure and Resources

SITS - Qlc-d, 2a, 2b(i-iv),
2¢, 4a, 4d,

TQ - Qla-b, 2a, 12

SQ - Q1, SHQ13




(8) school Technology -
using Culture and School
ITEd Development

School Leadership
- School ITEd promotion
activities
- Teachers’ participation in ITEd

promotion

SITS — Q4b, SHQ - Q10

TQ-Q18

(9) Students’ Learning
Activities with IT

Empowering Learners with IT
- Learning outcomes
- Information Literacy-Problem

solving

SQ - Q28, SHQ - Q9c,
TQ - Qlde, SQ - Q13b, 27

(10) Teachers’ Pedagogical
Practices with IT

Teacher Empowerment

- Teaching with IT

- Pedagogical uses of IT by TQ-Q8,10
teachers SQ -Q13d, 14b
(11) students’ Learning NA NA

Outcomes in different
Key Learning Areas and
the Development of
Generic Skills




A5.2 — Phase (1) Study ITEd Evaluation Framework

Drawing on the notion of resource-based learning and the view of systemic change of
the impact of the use of technology in an educational system, a conceptual framework
underpinning the evaluation design of the Phase (I) Study on Evaluating the
Effectiveness of the “Empowering Learning and Teaching with Information
Technology” Strategy (2004-2007) [Phase (1) Study] is presented in Figure 1.

Based on the conceptual framework, the following questionnaires have been
developed and administered in the Primary, Secondary and Special Schools
Sectors:

1. School Head’s Information Technology in Education Questionnaire (Part 1)
(HSQ)

School Head’s Information Technology in Education Questionnaire (Part 2) (HQ)
School Information Technology in Education Survey (ITEdinfo)

Information Technology in Education Team Teachers’ Questionnaire (ITQ)
Teachers’ Information Technology in Education Questionnaire (TQ)

Students’ Information Technology in Education Questionnaire (SQ)

Parents’ Information Technology in Education Questionnaire (PQ)

Therapists’ Information Technology in Education Questionnaire (for Special
Schools only) (THQ)

N o gk D

For the details of questionnaire code and naming conventions, please refer to
Appendix 5.3.



Figure 1: Phase (I) Study ITEd Evaluation Framework
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Detailed relationship between the conceptual framework and indicators (survey items)
is shown in the following table:

= Evaluative |Main Point Indicators (Survey ltems)*
'S |Area
(«B]
E
&)
(1) Students’ |Students’ ITEd |(1) [P6/S6/E6-2/E6-3]SQ3a,b; 11e, 22;
Perception of |perception — Egg-lz]ArSQSa,b, 10e, 21;[E6-4/E6-5/E6-5]SQ3a,b,
Learning with |attitude ) SQébii,c
IT (3) HSQ1b
(2) Teachers’ |Teachers’ IT Elg [P5/§5]fTQ1,7h; [ES]TQL, 7j;[E8]THQL,6]
2) ITEdInfoQle
IT competency (3) HSQ2a
Competency (4) [P5/S5/E5]TQ32; [E8]THQ28
as well as (5) [P5/S5/E5]TQ31; [EB]THQ27
Teachers’ & (O [PSISSESITOL6a: [FBITHIQTSA T
School Hea ds,Teacher.s ITEd 3 HsO2 ;
S |Perception of perception — rales
S [ITEd of IT
.g Teachers” ITEd  |(1) [P5/S5/E5]TQ12; [EB]THQ11
g perception — roles (2) HSQ
Q.
1S of teachers
= Teachers’ ITEd El; EP5§SS§E5}TQ20; {E8}THQ18
L 2) [P5/S5/E5]TQ16; [ES]THQ15
perception (3) HSQ5-6,HQ6
attitude (4) HSQ2d
3 Home-school ~ |(1) HSQ7a-d, HQ13
Community- collaboration (2) [P7/STIPQ18; [E7-1/E7-2]PQ19
wide Support (3) [P7/S7]PQ20; [E7-1/ET7-2]PQ21
& Parents’ (4) [P7/STIPQ17, 19; [E7-1/E7-2]PQ18, 20
Involvement (5) [P7/S7T]PQ21; [ET-1/ET-2]PQ22
(6) PQl0a
(7) PQ10b-d
(8) [P7/STIPQ22; [E7-1/E7-2]PQ23
(9) HSQ7a




(1) Input Dimension

3)
Community-
wide Support
& Parents’
Involvement

Parents as

1)

[P2/S2]HQ12a-f; [E2-1/E2-2]HQ12a-g

(2) PQS8
sup[')ortersand (3) PQ6
motivators for  |(4) pQ1,3, 9d, 11, [P7/S7]PQ13,15;
students' learning [E7-1/E7-2]PQ14,16
ith IT (5) PQ7
W (6) [P6/S6/E6-2]SQ8a-d: [E6-3]SQ8a-F:
[E6-4/6-5/E6-6]SQ9a-f;
[P7/S7]PQ13;[E7-1/E7-2]PQ14
(7) [P6/S6/E6-2/E6-3]SQ8c,d;
[E6-4/6-5/E6-6]SQ9c,d; PQ12
(8) [P6/S6/E6-2/E6-3]SQ9bii ,15b,cii;
[E6-1]SQ8bii, 14b,cii; [E6-4/6-5/E6-6]SQ10bii,
16b,cii
Parents' Use of IT|(1) HQ13a
(2) PQ9a
8 13) PQob
communication (4) PQ9€
tool (5) [P5/S5/E5]TQ1le,f; [ES]JTHQ10e,f
(6) Option 3 of ITEdInfo Q 6b,c
Role(s) of parents|(1) HQ13d _
to ensure 2 ([)|127P/(8371]§?p“0n 5 of PQ18; [E7-1/E7-2]Option 5
students’ (3) [P7/S7]PQ14; [E7-1/ET-2]PQ15

understanding of
ethical, legal and
health issues
involved in using
IT

Help offered to 8 Egig
the poor/needy |y pg/S6/E6-2]SQ7a-¢, 8a-d: [E6-1]SQ7a-:
students [E6-3]SQ7a-g, 8a-f;
[E6-4/6-5/E6-6]5Q8a-g,%a-f
(4) [P6/S6/E6-2]Option of SQ8e,9b; [E6-1]8b;
[E6-3]Option of SQ8g,9b;
[E6-4/6-5/E6-6]0ption of SQ9g,10b
(5) HSQ7b
(6) PQl1 & [P7/S7]PQ25; [E7-1/ET-2]PQ26
(7) PQ12ab & [P7/S7]PQ25: [E7-1/E7-2]PQ26
Community 8 E(S?éia
c
resources (3) HOlb
(4) ITQ7a
(5) HQ15a
(6) HQ15b




Community &
home-school
collaboration

1)
)

(3)

(4)
()
(6)
(7)
(8)
(9)

[P7/S7]Option 6 of PQ15; [E7-1/E7-2]Option 6
of PQ16

[P6/S6/E6-2]Option 3, 4 of SQ8e, 18e;
[E6-1]SQ17g;[E6-3]Option 3, 4 of SQ8g, 18e;
[E6-4/6-5/E6-6]0ption 3, 4 of SQ9g, 20e
[P6/S6/E6-2/E6-3]1SQ9biii ,15b,ciii;
[E6-4/6-5/E6-6]SQ10biii, 16b,ciii

HSQ7d

[P7/S7/E7-1]PQb5a-f; [E7-2]PQ5a-h

HSQ7e

[P7/S7IPQL6; [E7-1/ET7-2]PQ17

HSQ7f

[P7/S71PQL5; [E7-1/E7-2]PQ16

(2) Context Dimension

(1) School
ITEd
curriculum

IT Learning
Targets

1)
()
(3)

(4)
()
(6)
(7)
(8)
(9)

SQ1;[P6/S6/E6-2]7g;[E6-1/E6-3]7i;
[E6-4/6-5/E6-6]SQ8I
[P6/S6/E6-2/E6-3]SQ18a-¢; [E6-1]SQ17a-g;
[E6-4/6-5/E6-6]SQ20a-e
ITEdINnfoQ7, 8, [P4/S4/E4-1]ITQ3I;
[E4-2]ITQ3m

HSQ3a

HSQ3b

[P4/S4/E4-1]ITQ3m; [E4-2]ITQ3n
HQ11

SQ3a,bi

SQ2a

(10) [P5/S5/E5]TQ14a; [ES]THQ13a
(11) [P5/S5]TQ15a-i; [E5]TQ15a-k; [ES]THQ14a-k

The use of IT
across KLAs /
generic skills

(1)
(2)
(3)
(4)

SQ2b

SQ2b

[P5/S5/E5]TQ14a; [ES]THQ13a
HSQ3c

Teachers’
understanding of
school ITEd
curriculum

(1)
(2)
(3)
(4)

[P5/S5/E5]TQ30a-h
HSQ3d

ITQ1
[P5/S5/E5]TQ30a-h

(2) School
Professional
Development
in ITEd
(Training
Opportunities
)

Types &
effectiveness of
ITEd professional
development

(1)
(2)
(3)
(4)
(5)
(6)
(7)
(8)
(9)

[P5/S5/E5]TQ22i, j; [EB]THQ20d
[P5/S5/E5]TQ22h; [E8]THQ20¢
[P5/S5/E5]TQ22f,g
[P5/S5/E5]TQ23
[P1/SL/E1-1]HSQ4a; [E1-2]HSQ4a
[P5/S5/E5]TQ22a-¢; [ES]THQ20a,b
[P4/S4/E4-1]1ITQ3g; [E4-2]ITQ3g,h
HQ18a

HQ18b

(10) HQ18c, d
(11) HSQ4b




(2) Context Dimension

(3) School ITEd plan - (1) HSQ5a,e; [P2/S2/E2-1]HQ1a-I [E2-2]1a-n; HQ4
Leadership  |learning (2) HQ2
(3) HSQ5
(4) [P2/S2]HQ3a-I; [E2-1]HQ3a-m; [E2-2]HQa-n
(5) ITQ4
ITEd plan - (1) [P4/S4/E4-1]ITQ2a-d; [E4-2]ITQ2a-€
resources and (2) 1TQ3b
support (3) I1TQ3c
(4) 1TQ4
(5) HSQ5c
ITEd plan - (1) [P5/S5/E5]TQ28; [E8]THQ25
teachers’ (2) [P5/S5/E5]TQ24,25; [E8]THQ21, 22
understanding (3) [P5/S5/E5]TQ21; [E8]THQ19
(4) HSQ5g
Feeling of (1) [P5/S5/E5]TQ26; [E8]THQ23
support (2) [P5/S5/E5]TQ9b; [E8]THQS8Db
(3) HSQ5d
(4) Digital Types, quantity |(1) [P6/S6/E6-2/E6-3]SQ12a,b; [E6-1]SQ114a,b;
Resources & |and quality of [E6-4/6-5/E6-6]SQ14a,b
Infrastructure |resources and (2) [P6/S6/E6-2/E6-3]SQ12e; [E6-1]SQ11e;
support [E6-4/6-5/E6-6]SQ14e
(3) [P6/S6/E6-2/E6-3]SQ12d; [E6-1]1SQ11d,;
[E6-4/6-5/E6-6]SQ14d
(4) [P6/S6/E6-2/E6-3]SQL2f; [E6-1]SQ1L1f;

[E6-4/6-5/E6-6]SQ14f

[P5/S5/E5]TQ11a,b; [E8]THQ10a,b

[P5/S5/E5]TQ11d; [ES]THQ10d

HSQ6a,b

(8) PQIc,d

(9) [P6/SB/E6-2/E6-3]SQ10c,d; [E6-1]SQ9c,d:;
[E6-4/E6-5/E6-5]SQ11c,d, 12¢,d

(10) [P5/S5/E5]TQ10d,e; [ES]THQYd,e

(11) HQ9

(12) ITEdInfoQ6

(13) [P5/S5/E5]TQ10a; [ES]THQ9a

(14) [P5/S5/E5]TQ11c; [ES]THQ10C

(15) [P6/S6/E6-2/E6-3]SQ12¢; [E6-1]SQ11c;

(16) [P6/S6/E6-2/E6-3]SQ13a,b;  [E6-1]SQ12a,b;
[E6-4/6-5/E6-6]SQ14a,b

(17) [P6/S6/E6-2/E6-3]SQ13c; [E6-1]SQ12c;
[E6-4/6-5/E6-6]SQ14c

(5)
(6)
(7)




(2) Context Dimension

(4) Digital
Resources &
Infrastructure

Types, quantity
and quality of
resources and
support

(18) [P6/S6/E6-2/E6-3]SQ13e; [E6-1]SQ126;
[E6-4/6-5/E6-6]SQ14e

(19) [P6/S6/E6-2/E6-3]SQ13f; [E6-1]SQ12f;
[E6-4/6-5/E6-6]SQ14f

(20) [P6/S6/E6-2/E6-3]SQ13d; [E6-1]SQ12d;
[E6-4/6-5/E6-6]SQ14d

(21) [P5/S5/E5]TQ13a,b; [ES]THQ12a,b

(22) [P5/S5/E5]TQ13c,d: ; [E8]THQ12c,d

(23) HSQ6b

(24) HSQ6C

(25) [P6/S6/E6-2]SQTF; [E6-1/E6-3]SQ7h;
[E6-4/6-5/E6-6]SQ8h

(26) [P5/S5]TQ7g; [E5]TQ7i: [E8]THQ6g

(27) ITQ5

(28) [P6/S6/E6-2]SQ7a,b; [E6-1/E6-3]SQ7a,b,f,g;
[E6-4/6-5/E6-6]SQ8a,b,f,g

(29) [P6/S6/E6-1/E6-2/E6-3]SQTC;
[E6-4/6-5/E6-6]SQ8C

(30) [P5/S5/E5]TQ7a-c; [ES]THQ6a-c

(31) [P5/S5/E5]TQ7e; [ES]THQ6e

(32) HSQ6d

(33) ITEdInfoQ3-5

(34) [P6/S6/E6-2/E6-3]SQ9a,bi; [E6-1]SQ8a,bi;
[E6-4/6-5/E6-6]SQ10a,bi

(35) [P5/S5/E5]TQ7b, 9b; [ES]THQS6b, 8b

(36) HSQ6e

(37) [P5/S5/E5]TQ9a; [ES]THQSa

(38) [P6/S6/E6-1/ E6-2/E6-3]SQ7d;
[E6-4/6-5/E6-6]SQ8d

(39) [P5/S5/ES]TQ7; [ES]THQ6f

(40) HSQ6f

(41) HSQ6g, HQ10

(42) [P6/S6/E6-1/E6-2/E6-3]SQTe;
[E6-4/6-5/E6-6]SQ8b

(43) [P6/S6/E6-1/E6-2/E6-3]SQTb;
[E6-4/6-5/E6-6]SQ8b

(44) [P5/S5/E5]TQ7c; [ES]THQ6C

(45) HSQ6h, HQ7

(46) [P5/S5/E5]TQ7d; [ES]THQ6d

(47) HSQ6i,HQS

Types of ITEd
resources and
ways of use

(1) HSQG6j, HQS5, ITQ6
(2) 1TQ7d

(3) ITQ7b

(4) ITEdInfoQ2

(5) HSQ8c

(6) [P5/S5/E5]TQ19e
(7) 1TQ4k

(8) ITQ7c




Types, ways and
frequency of use

1)
)

©)
(4)
()
(6)

[P6/S6/E6-2/E6-3]9b; [E6-1]SQ8D;
[E6-4/6-5/E6-6]SQ10b

[P6/S6/E6-2/E6-3]9a,bi; [E6-1]8a,bi:
[E6-4/6-5/E6-6]SQ10a,bi

HSQ6k

[P5/S5/E5]TQ8a-c; [ES]THQ7a-c
[P5/S5]TQ7h,8d: [E5]TQ7j,8d; [E8]THQSj,7d
[P6/S6/E6-2]SQ7g, 8f; [E6-1]SQ7i; [E6-3]SQ7i,
8h; [E6-4/6-5/E6-6]SQ8i,9h:
[P7/STIET-1/E7-2]PQ2

(5) School
Technology -
using Culture
and School
ITEd
Development

(7) [P6/S6/E6-2]SQ8e; [E6-3]SQ80;
[E6-4/6-5/E6-6]SQ9g
School ITEd (1) HSQ8a, HQ16
innovation (2) [P4/S4/IE4-1]1TQ3I; [E4-2]ITQS)
(3) HQ8
School ITEd (1) HSQ8b, HQ17
innovation, (2) HQ16
sharing and (3) [P4/S4/E4-1]1TQ3a-m; [E4-2]ITQ3a-n
collaboration (4) [P4/S4/EA-1]ITQS); [E4-2]ITQ3K
among schools  |(5) [P5/S5/E5]TQ29; [E8]THQ26
(6) [P5/S5/E5]TQ19d
School ITEd (1) [P5/S5/E5]TQ18; [ES]THQ17
innovation, (2) HSQ8d
sharing and (3) [P4/S4A/EA-1]1TQ3I; [E4-2]1TQ3), HSQ6d

collaboration
among teachers

(4)

[S5/E5]TQ18b; [ES]THQ17b

The use of IT in
daily practices of
a school

1)

(2)
3)

[P6/S6/E6-2/E6-3]SQ19; [E6-1]SQ1S;
[E6-4/E6-5/E6-5]SQ21
[P5/S5/E5]TQ27; [ES]THQ24

HSQ8e

(3) Process Dimension

(1) Students’
Learning
Activities
with IT

Information
processing skills
with IT

(1)

(2)
(3)
(4)
(5)

(6)
(7)
(8)

[P6/S6/E6-2/E6-3]SQ10a,b; [E6-1]SQ9a,b;
[E6-4/E6-5]SQ11a,b, 12a,b

[P5/S5/E5]TQ4a,b; [E8]THQ3a,b
[P5/S5/E5]TQ14ai-iii, 10g; [E8]THQ13ai-iii, 99
SQ4

[P6/S6/E6-2/E6-3]SQ14ai-iii; [E6-1]SQ13ai-iii;
[E6-4/E6-5]SQ16ai-iii

PQ4a-c

HSQ1c

[P6/S6/E6-2/E6-3]SQ14b,c; [E6-1]SQ13Db,c;
[E6-4/E6-5]SQ16Db,c

Learning subject
matter/knowledge
with IT

1)
()

(3)
(4)
(5)
(6)

[P6/S6/E6-2/E6-3]SQ11a,b; [E6-1]SQ10a,b;
[E6-4/E6-5]SQ13a,b
[P6/S6/E6-2/E6-3]SQ11c,d; [E6-1]SQ10c,d:;
[E6-4/E6-5]SQ13c,d

[P5/S5/E5]TQ10b,c; [ESJTHQIb,C

HSQ1d

HSQ2j

[P5/S5/E5]TQ4a; [ES]THQ3a




(3) Process Dimension

Higher-order
thinking
capability with IT

1)
(2)

SQ4
[P6/S6/E6-2/E6-3]SQ14a; [E6-1]SQ13a;
[E6-4/E6-5]SQ16a

(3) [P5/S5/E5]TQA4b; [E8]THQ3b
(4) HSQif
(5) [P5/S5/E5]TQ14a; [E8]THQ13a
(6) PQ4
(2) Teachers’ |Management of [(1) [P5/S5/E5]TQL1; [E8]THQL
Pedagogical [learning with IT |(2) [P5/S5/E5]TQ16g-j; [E8]THQ15g-]
Practices with (3) [P5/S5/E5]TQ3; [ES]THQ2
IT (4) SQ3ab
(5) HSQ2e
(6) [P5/S5/E5]TQ2
Teacher-centred |(1) [P5/S5/E5]TQ4; [E8]THQ3
teaching mode  |(2) [P5/S5]TQ15a-i; [E5]TQ15a-k; [EB]THQ14a-k
with IT (3) HSQ2f
(4) [P5/S5/E5]TQ30a
Assessment of (1) SQ5
learning with IT |(2) SQ5, [P5/S5/E5]TQ5; [E8]THQ4

©)
(4)

()
(6)
(1)
(8)
(9)

[P6/S6/E6-1/E6-2/E6-3/E6-4/E6-5/E6-6]SQ6:;
[E6-4/E6-5/E6-6]SQ7
[P6/S6/E6-1/E6-2/E6-3/E6-4/E6-5/E6-6]SQ6:;
[E6-4/E6-5/E6-6]SQ7

[P5/S5/E5]TQ6; [ES]THQS

HSQ2h

[P5/S5/E5]TQ30c

[P5/S5/E5]TQ6g, 30d; [ES] THQ5g

HSQ2i

Student-centred
learning
environment with
IT

(1)
(2)
(3)
(4)

()
(6)
(7)
(8)
(9)

[P5/S5/E5]TQ19a

[P5/S5/E5]TQ4c; [ES]THQ3C
[P5/S5/E5]TQ4b; [ESJTHQ3b
[P6/S6/E6-2/E6-3]SQ15b,ci; [E6-1]SQ14b,Ci;
[E6-4/E6-5]SQ16b,Ci

[P5/S5/E5]TQ14b; [ES]THQ13b
[P5/S5/E5]TQ17a; [E8] THQ16a
[P5/S5/E5]TQ10g,17b; [E8]THQ9g,16b
[P5/S5/E5]TQ17c; [ES]THQL6C
[P5/S5/E5]TQ19b

(10) HSQ?2j
(11) HSQ2g, k
(12) [P5/S5/E5]TQ30b,h




(1) Students’
Learning
Outcomes in
different Key
Learning
Areas and the
Development
of Generic
Skills

(4) Outcome dimension

Learning about
IT—IT Learning
Targets

1)
)

©)
(4)

(5)
(6)

(1)
(8)
(9)

[P6/S6/E6-2/E6-3]1SQ16;
[E6-1]SQ15;[E6-4/E6-5]SQ18
[P6/S6/E6-2/E6-3]1SQ1L7;
[E6-1]SQ16;[E6-4/E6-5]SQ19

HSQla

[P6/S6/E6-2/E6-3]SQ20; [E6-1]SQ19;
[E6-4/E6-5]SQ22

HSQ1g

[P6/S6/E6-2/E6-3]1SQ14a, 19;[E6-1]1SQ13a,
18; [E6-4/E6-5]SQ16a,21

[P5/S5/E5]TQ19¢c

HSQlc,e

[P6/S6/E6-2]SQ14a, 15ai-ix, 19; [E6-1]SQ13a,
14ai-ix, 18; [E6-3] SQ14a, 15ai-X, 19;
[E6-4/E6-6]1SQ164a, 17ai-xiv, 21; [E6-5]SQ16a,
17ai-xv, 21

(10) [P6/S6/E6-2/E6-3]SQ3a; 11e, 22; [E6-1]SQ3a,

10e, 21; [E6-4/E6-5]SQ3a,13e, 24

(11) [P6/S6/E6-2/E6-3]SQ21;[E6-1]SQ20;

[E6-4/E6-5]SQ23

(12) [P6/S6/E6-2/E6-3]SQ21; [E6-1]SQ20;

[E6-4/E6-5]SQ23

* Codes for Indicators (Survey Items):

P = Primary School Sector

S = Secondary School Sector

E = Special School Sector

If there is no identification for P, S or E, it means that the question applies to all sectors.
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?FJ’?? Ll
#H51H)

Primary

School
,J\ %}?

Secondary
School
fl15

Special Schools £S5 1#

Without Therapists 1% lFl’%"fEllr

With Therapists |

Al

Hospital
U
(H)

Social
Develop-
ment
FEf)
(SD)

Visual
Impair-
Ment
Al
(V1)

Hearing
Impair-
ment

2l

(HN)

Mental
Handicap
il
(R/IH)

Physical
Disability

R R
(PD)

Total
il

School Head (Part 1- self evaluation):
THEREFFE[RF] g%‘ﬁ (53— #0p3)

School Head’s Informatr n Technology in Education Questionnaire (Part 1)

P1

S1

El-1

El-2

School Head (Part2):
REDPERBESUERE (G5 #519)

School Head’s Information Technology in Education Questionnaire (Part 2)

P2

S2

E2-1

E2-2

School ITEd Survey
SRR
School Information EI'echnology in Education Survey

P3

S3

ITEd Team Teachers
PR R 7
Information Technology in Educatlon Team Teachers’ Questionnaire

P4

S4

E4-1

E4-2

Teachers / ITEd Team Teachers:
PRI IS A

Teachers’ Information Technology in Education Questionnaire

PS5

S5

Students:
4 PRI IS B

Students’ Information Technology in Education Questionnaire

P6

S6

E6-1

E6-2

E6-3

E6-4

E6-5

E6-6

Parents:
FRUFELFFS Fp

Parents’ Information Technology in Education Questionnaire

P7

S7

N.A

E7-1

E7-2

Therapists:
#@mé%*ﬂﬁﬁl*%ﬁ(ﬁﬁ*ﬁ)

herapists’ Information Technology in Education Questionnaire (Special)

N.A.

N.A.

N.A.

E8




