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C - Contact Details

C1 Organisation name

C2 Address

C3 Telephone

C4 Email

C5 What is your job role — Information Officer, Manager, Chief Exec, Administrator ...other
C6 Date

G - General Information

G1 How many paid staff do you have

G2 Roughly what is the overall annual revenue of the organisation

G3 Is your organisation based on a single site

If no — need to establish resources for each site and communications
G4 Approximately how many clients/members/volunteers do you serve
G5 Approximately how many residents are in your catchment area

G6 What are your main client groups

G7 What is the main work of your organisation

G8 What main benefits does ICT bring to your organisation

G9 What main benefits does ICT bring to your clients

R - ICT Resources (ICT broadly interpreted as anything to do with
computers)

R1 How many computers do you have

R2 How many paid staff do these serve. Do all staff have a PC

R3 How many volunteers use them

R4 Do you have a specific person(s) to look after ICT/information needs. If not do you need
one.

R5 Are they paid or voluntary

R6 Is this their main activity in the organisation

R7 Do you have strong links regarding ICT with any particular organisations

R8 What are the key ICT uses for the organisation — WP, SS, DB, Accounts, Contacts,
Design, Email, Web research, Web design, Planning ... Other

R9 Do you consider your organisation’s ICT provision to be — excellent, good, average, weak,
poor

R10 What are the best and worse features of your ICT provision

R11 Are there specific areas of your organisation where ICT is deficient

R12 Would you look to VCS help in addressing these deficiencies




P - ICT Planning Strategy (ICT broadly interpreted as anything to do with
computers)

P1 Is there an ICT subgroup as part of your management committee

P2 Does ICT feature as part of your business planning. If not, why not

P3 Is ICT strategy integral to your business planning. How often is it reviewed.

P4 Do you perceive the need to make ICT integral to the management of your organisation
P5 How would you describe your ICT strategy - pro active, reactive to needs, no strategy
P6 How are the key ICT decisions made - who makes them

P7 Are there specific areas of your organisation where ICT is deficient

P8 Are there problems in your organisation that ICT could solve

P9 Are there opportunities ICT could enable you to grasp

P10 What is preventing you from exploiting ICT to solve these problems or grasp these
opportunities - knowledge, funds, time, etc

P11 Do you have a designated ICT budget. If not, why not

P12 What is the principal source of your ICT funds - ongoing and one off

P13 Do those who control the organisation’s finances recognise the value of ICT

P14 Roughly how much do you spend per year on ICT as a whole (include training)

P15 Is your funding adequate to meet your requirements. What are the deficiencies

P16 Would you welcome VCS infrastructure help in planning your ICT strategy

M - Information Management

M1 Do you have a dedicated information officer or resources manager

M2 What is their role

M3 How many hours do they work

M4 Is this enough resources for your information management needs

M5 Do you see your information management needs increasing

M6 How do you process information (e.g. funding info) - whose role is it to pass it on to client
groups

M7 What sources do you use for information that is passed on to client groups - such as for
funding, general info etc

M8 Have you received requests for information on your client groups from other organisations
(e.g. PCTs / councils building directories)

M9 If so, have you provided the information & how (hard copy, WP or SS, DB file)

M10 What other sharing of your information do you do with external organisations - statutory,
infrastructure, voluntary, public

M11 Do you see advantages in widening sharing of information

M12 Would you participate in a cross-sector local VCS information-sharing resource

M13 Is your Data Protection adequate in policy and implementation

M14 Do you have written policies on other ICT matters - usage, emails, web

M15 Are there deficiencies in your information management systems

M16 Would you welcome VCS help to address these deficiencies




D - Data Records

D1 What kind of information do you use - client records, work undertaken for clients, staff
records, volunteer records, diary/calendar, events, courses, contacts, resources, catalogue,
specific projects, planning, accounts ... other

D2 How do you store it - DB, SS, WP list

D3 Do you make significant use of databases

D4 Are these self-built or off-the-peg

D5 Is the work of the organisation all integrated in a centralised DB

D6 Are staff and organisation diaries/calendars centralised

D7 Do you see advantages in centralising information relating to your key work

D8 Who updates each information package

D9 How is the information backed up

D10 Who has access to the information

D11 How is information circulated - hardcopy, network, email, web

D12 What uses are made of information - mailings, contacting people, tracking progress of
work, producing reports, monitoring, internal or external informing

D13 Is any of the information replicated on websites - in what way

D14 Do you maintain any databases specifically for external use

D15 Do you contribute to any external databases - Vbase (Do-It)

D16 Do you utilise external databases - if so what

H - Hardware

H1 How many computers are 1Ghz (1000MHz) or faster

H2 How many 400MHz or slower

H3 How many are mobile (laptop)

H4 How many have screen sizes 17" (TFT 15”) or larger

H5 How often do you upgrade computers

H6 Do you upgrade components or buy complete new units

H7 How do you purchase - local dealer, chain store, mail order, web

H8 Who are your main suppliers

H9 Do you stick with a principal manufacturer - if so who

H10 Would you consider buying hardware through a VCS consortium
H11 Do you have any contracts for hardware - supply, maintenance, upgrade
H12 What types of printers do you use - inkjet, photo, laser, colour laser
H13 Do you use imaging equipment - camera, scanner, projector

H14 Are there any other types of specialist hardware you use

H15 Do you consider your current hardware adequate for your needs

S - Software

S1 What principle operating systems do you use

S2 What office software package do you use (combined WP, SS, DB). Are all PCs the same.
S3 What accounts package do you use - is this payroll

S4 Do you use graphical design software (MS Publisher, Corel, Adobe etc)

S5 Do you use presentation software (PowerPoint etc)

S6 What browsers do you use - IE, Mozilla, Opera, Netscape ...other

S7 Do you use web design packages — Dreamweaver, Frontpage ... other

S8 What anti-virus/firewall protection do you employ

S9 Have you ever had an active virus

S10 How do you purchase - local dealer, chain store, mail order, web

S11 Would you consider buying software through a VCS consortium

S12 Do you have any contracts for software - supply, maintenance, upgrade

S13 Are there any other types of specialist software you use - funding, benefits, etc
S14 Do you consider your current software adequate for your needs

&)




N - Networking

N1 Do you have a Local Network. If not do you want one and what factors prevent
networking

N2 How many points

N3 Is it wireless in whole or part

N4 Is it based on a server - does it serve malil

N5 Do you back-up files via the local network

N6 Is it maintained by contract

N7 Does it have a centralised internet connection

N8 How many staff regularly use computers from home

N9 Do you use a Virtual Private Network for home working

N10 Do you use a Wide Area Network across multiple sites

N11 Does your network have integrated telephony accessible through PCs

| - Internet

11 Who is your principle Internet Service Provider. If none, do you want internet services
12 Is the service pay-as-you-go or un-timed

I3 Is the connection Broadband - if so is it a land line. If not, do you want it

14 Can all computers access the service. If not, how many can

I5 Is there one email account or individual accounts for staff

16 Do you use email regularly as a primary means of communication

I7 Do you use email for internal communications

I8 Do you use email for bulk communication

19 Do you use email for forums

110 Do you use email for communication with volunteers

111 Do you use email for communication with clients

112 Do you use email for networking with like-minded organisations

113 Can you deal with job applications via email or online

114 Do you fill in forms online

115 What are your principle uses of the web - general information, local information, research,
training, software downloads, purchases ... other

116 What sort of information do you often search for - funding, health & safety, social issues,
law, best practice, government, voluntary

117 What percentage of your information needs are met by the web

118 Do you contribute data to any outside websites

119 Do you use video conferencing




W - Website

W1 Do you have a website - give address. If not, do you plan one - what factors prevent you
having one

W2 Is this dedicated to you, or pages on another site (if so whose)

W3 What are the key content elements of the site

W4 How is the site hosted - on CMS, free webspace, hosting package...other

W5 How was it first designed - internal designer, external professional, volunteer...other
W6 What were the initial design costs

W7 How is it maintained - internal designer, external professional, volunteer...other

W8 What are the ongoing design costs

W9 How often is it updated

W10 Approximately what time does updating take per year

W11 What design software is used

W12 Is the site specifically designed to be accessible - is it W3C rated (Bobby). If not, are
you aware of the need

W13 Does it incorporate an active database

W14 Do you use e-commerce on your site (fundraising, sales)

W15 Is the site well used - hit rate / page views

W16 How do you promote the site

W17 Is the site a portal to other sites

W18 Do people contact you as a result of viewing the site

W19 Does the site meet your needs - what are its deficiencies

W20 Would you make use of web design services provided in the VCS - how much would you

pay

T - Training

T1 Do staff have adequate ICT skills to meet your requirements - what are the deficiencies
T2 Do you train your staff or volunteers in ICT. If not, would you like training for staff

T3 Do you audit the ICT training needs of staff - ongoing, 6m, 6-12m, >1yr

T4 What types of training do you offer staff

T5 What types of training do you offer volunteers

T6 Do you have a dedicated training budget - how much

T7 Who provides the training

T8 Do you provide ICT training for outside organisations/individuals - what sort

T9 Would you use local VCS training courses in ICT

T10 What specific areas of training should be provided by a VCS scheme

U - Support

U1 Is your specific ICT staffing adequate - what are the deficiencies

U2 Who is responsible for routine updating and maintenance of hardware and software
U3 What sort of ICT training and qualifications do they have

U4 How often do you seek external advice on any ICT matter — where from, what about
U5 Do you have to contract-out some ICT work (paid of unpaid) - who to

U6 Do you offer ICT support to outside organisations/individuals

U7 Do you offer any ICT services to outside organisations/individuals/public - e.g. printing,
internet use, design

U8 Do you get requests for ICT support/training/services from outside organisations

U9 Are there any areas of ICT your organisation specialises in

U10 What recent ICT problems have you encountered and how were they dealt with

U11 Would you welcome VCS outside help with hardware

U12 Would you welcome VCS outside help with software

U13 Would you welcome VCS outside help with specific tasks - DB setup, accounts setup,
web design

U14 Would you pay for VCS support and advice - how much as annual subscription




A - Accessibility

Al Have you audited the accessibility of your hardware and software
A2 Has any hardware been adapted specifically to improve accessibility
A3 Has any software been adapted specifically to improve accessibility
A4 Do you have any staff or volunteer ICT users with access difficulties
A5 Could you make use of an external VCS access audit

F - Future Needs

F1 What growth in requirements do you see in the next 3 to 5 years
F2 Do you plan the implementation of this growth

F3 Is this budgeted for in your funding

F4 What future ICT provision would you like to see in the VCS infrastructure
F5 Which of these technologies would you wish to have:

Integrated telephony and contacts database;

Video conferencing;

Integrated PDA diaries for staff;

Virtual Private Network — to work from home;

Thin client network (powerful server with basic networked PCs)

Etc .....




AIM

Thisisto improve access to information
technology in charities and groupsin the
voluntary sector, through the re-use of computers
no longer needed by the business community.
This provides a responsible and ssmple solution to
an increasing waste disposal problem, and alow-
cost solution to the community. We believe thisis
important because “A small group should be able
to concentrate on meeting the needs it was formed
for, without any worries regarding the cost, set-up
or ongoing support of any 1.T equipment it may
require.”

Our project aso provides employment and
training opportunities for ateam of previously
long-term unempl oyed who gain employment
skills and training, whilst refurbishing and
upgrading our donated PC’s.

FOR BUSINESSES

Each year thousands of items of computer
hardware are simply scrapped by local businesses,
believing that no viable use exists for them. We
are however reducing waste, and helping the
environment, through our recycling scheme. To
help you meet the forthcoming WEEE regulations
we provide a straightforward, PC collection
service from anywhere in the county. Even
computer equipment that we cannot reuse or
repair is collected asthisis sent to an ICER
accredited electronic waste disposal company for
final separation and disposal into glass, plastic &
metal waste streams.

Therefore if you own any unwanted computer
systems, parts of systems, peripherals, software
and operating systems from Pentium | PC’'s
upwards you can help local charities and
voluntary organisations through the responsible
disposal of this redundant computer equipment.
All will be gratefully received and can be
acknowledged to the new owner if requested.

EnProvel T - Computer Recycling
Project for the East Midlands

EnProve IT is our computer reuse project, we are backed by
Groundwork Ashfield and Mansfield who are part of The
Groundwork Trust - the UK’ s leading regeneration charity.

We ensure that all equipment is re-used where
possible and is placed within your local
communities, with groups that will need accessto
low cost IT equipment the most.

FOR VOLUNTARY GROUPS

A complete serviceis provided for voluntary
groups from assessment of needs through
installation & support. All systems are guaranteed
and have 12 months tel ephone support.

A chargeis made for the PC’' swe sell, thisisto
cover our administration, delivery, support costs
and any new parts or software that are needed,
even so, afully operational system can be
supplied from just £100. A full pricelist covering
our PC’s and Laptops (Pentium | through to
Pentium I11's) is available on request.

OUR ACHIEVEMENTS

The project has been running since Spring 2001,
since when we have continued to raise our profile
with local businesses, councils and voluntary
sector bodies in both Nottinghamshire and
Derbyshire.

In 2002 we supplied over 500 refurbished PC
systems to a variety of clients ranging from
Disability Support Groups, through After School
Clubs and Playgroups to Office PC’sto help with
the day to day running of Charity and Voluntary
organization offices. We collected redundant
equipment from many private householders and
over 100 local businesses. Although we do try to
re-use as many PC’ s as possible, we did however
divert an average of 1000kgs per month of waste
IT equipment for reprocessing; directing it away
from otherwise simply being disposed of in
landfill sites.

FEBRUARY 2004

If you would like more information, would like to discuss disposal of computers or you are a
voluntary organisation in need of a computer please contact the Project Manager :

Paul Webster :

EnProve, Unit 7, Botany Commercial Park, Botany Avenue, Mansfield, NG18 5NF
by phone on 01623 646900 or by email at pwebster @groundwor k.or g.uk

(%



EnProvelT - Computer Recycling
Project for the East Midlands

EnProve IT is our computer reuse project, we are backed by
Groundwork Ashfield and Mansfield who are part of The
Groundwork Trust - the UK’ s leading regeneration charity.

Are you looking for a value-for-money service to
provide support and advice for your organisations I T
needs?

EnProve I T offer arange of PC support services for
Voluntary and Community Organisations.

The service has been structured to be flexible, cost
effective and accessible to organisations whatever their
size.

Pay-as-you-go Support

No commitment, ideal for small groups when you need
asolution to fix a one-off problem or to provide
additional support between regular visits.

If you pre-register for this support at £125 we will
carry-out the comprehensive audit of your site and you
will then be entitled to a 10% discount off all support
charges.
Greater than 3 days notice - £10 call-out +
£25 per hour support charge.
Lessthan 3 days notice - £20 call-out + £25
per hour support charge.
Immediate request - £40 call-out + £30 per hour
support charge.

Prepaid Support Tickets
Ideal if you need occasional support, but don’t want to
commit to a contract.

These cost £50 each and are valid for a two-hour
duration visit and can be used at any time within 12
months. Tickets must be bought in multiples of three.
If you a so purchase the comprehensive audit of the
PC's at your site for £125 then price of the support
tickets will be reduced by 10%.

NOTE—It may be possible to “call-off” time
purchased in longer or shorter periods than 2 hours.
Please call to discuss this option.

Support Contracts

These are flexible and can be tailored to match with
your organisations size and the level of IT support and
experience aready in the group.

Included is a comprehensive audit report listing the
specification of al PCs, laptops and the network within
your offices.

Typical visit will check over the PC’ sto identify any
potential problems and resolve any queries that you
may have.

The cost based on a2 hour visit one a month for ayear
is.

£510 p.a. — for between 1 and 4 PC’s or laptops

£600 p.a. — for between 5 and 25 PC’s or |aptops

For sites with more than 25 PC’ s we would recommend
alonger or more frequent visit asit is not possible to
comprehensively service more than 25 PC'sin a half
day visit.

The cost for alonger double visit (4 hours) once a
month for ayear is £1200 or the cost of a more
frequent visit every other week for 2 hoursis £1300

| nterested?

1. Contact usto discussyour needs
and arrange a FREE sitevisit.

2. Full details of the packages &
examples of thereportswill be sent
on request.

3. Wewill adviseyou if fundingis

availableto pay towards your

support charges.
NOTE — Prices do not include VAT

APRIL 19th 2004

If you would like more information, would like to discuss disposal of computers or you are a
voluntary organisation in need of a computer please contact the Project Manager :

Paul Webster :

EnProve, Unit 7, Botany Commer cial Park, Botany Avenue, Mansfield, NG18 5NF
by phone on 01623 646900 or by email at pwebster @gr oundwork.or g.uk
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