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Executive Summary

Microsoft has launched a Digital Literacy Curriculum which is available in English in online, offline, and print versions. The curriculum makes use of e-learning methodology and consists of five courses: Computer Basics, the Internet and Worldwide Web, Productivity Programmes, Computer Science and Privacy, and Digital Lifestyles. The curriculum is designed for learners new to computing. 

The aim of this research project was to understand the relevance and usefulness of the Digital Literacy curriculum in African countries – specifically in government departments and universities, and to a lesser extent at employment agencies. The research was conducted in ten Anglophone African countries. Purposive sampling was used. In each country, a government department and at least one prominent university was approached to take part in the study. In some instances, where contact details were available, additional universities and private employment agencies were included. Questionnaires were developed and were administered via email. Telephone and email reminders were sent in order to encourage a good response rate. 
A total of 45 surveys were sent out. The survey was completed by 18 respondents in nine countries (six government departments, ten universities, and two employment agencies). All of the qualitative data collected was analysed using thematic content analysis. Frequencies were calculated for the quantitative data. 

With regard to content of the Digital Literacy curriculum, respondents across the three different sectors generally regarded the material as easy to read and understand. Recommendations to enhance the readability of the material included increasing the font size and taking into account second language speakers. Overall, the content was regarded as well organized and structured. There was also general consensus that the course titles lived up to their descriptions with some suggestions made regarding alternate course titles. Further suggestions on how to improve the content were also made. In particular the need for contextually based content was highlighted. 

The teaching and learning approach was generally considered to be appropriate as it allows learners the opportunity to study at their own pace and in their own time. The format allows for the possibility of using the course in open and distance learning programmes in universities. 
Accessing the curriculum may be problematic in some countries or in certain areas of a country. Due to the large size of files, it usually takes a long time to download, and it was thus suggested that the size of the files be reduced to allow for quicker downloading of material. In addition, using the Microsoft Word Format was well received by most respondents as it addresses the issue of internet connectivity. It was further recommended that the curriculum be provided on a CD.
The curriculum was generally viewed as being relevant for use in government departments, universities and for basic computer literacy in the world of work. 
There was overall support for the use of the curriculum for training civil servants. It may address the shortage of ICT skills, and due to the availability and accessibility of the curriculum, reduce costs of externally-run staff training. In addition, the value of self-paced learning was highlighted as a strength of the curriculum.

Government departments generally agreed that the level of content was appropriate for civil servants, but this may vary depending on the qualification and experience of the particular person. ICT skills vary across departments depending on qualification and experience. Overall, the content is relevant to the needs of employees in government departments, by providing and improving a variety of basic computer skills and improving productivity. The need to tailor the course to specific government needs was also highlighted. 

Additional support such as computers, relevant hardware, internet connectivity and posters are required by some departments in order to implement the curriculum in their department. 
The completion of the Digital Literacy Curriculum was also regarded as an advantage for people seeking employment in the civil service. Due to competition for good jobs, the completion of the curriculum would provide a person with an advantageous position, as learners who have completed the curriculum will be skilled and more knowledgeable in ICT. It was further regarded as a starting point from which civil servants could further their skills by ‘on the job practice and support’. 

This extends to any workplace where technology is widely used. The curriculum was also reported to be beneficial in the broader employment market, as many employers require employees with computing skills. The Microsoft Digital Literacy Curriculum would prepare learners with the ICT skills they need for the world of work, providing them with a ‘solid starting point’. Given the competitive economic situation in the countries surveyed, the curriculum was regarded as providing learners with an edge that may make them more employable. The completion of the curriculum was seen as a greater advantage in a non-ICT sector (which may require basic ICT skills). In addition, it can form a foundation for further training on computer skills. Employers will gain an employee with ICT skills, which would save resources in developing employees in that area. 

The Microsoft Digital Literacy Curriculum was generally perceived as addressing the basic ICT needs of students at tertiary education institutions. The completion of the curriculum was regarded as an advantage for students seeking entry into university departments. The value placed on such students was that students would be exempt from certain computer literacy courses, or it would help prepare them for entrance computer literacy tests. It also has the potential to address skill development for students coming from rural areas who may have not had access to IT courses or resources in the past.
The curriculum was regarded as useful at a beginners level - the possibility of using the curriculum as a bridging course for students from previously disadvantaged backgrounds was highlighted by some universities. The potential for using the curriculum at a secondary school level was also recommended as an area that Microsoft could explore. 

Other suggestions included that part of the curriculum be used, based on needs and demands, and that all university students (not just computer science which was the focus of this survey) have the option of using the curriculum to enhance basic ICT skills. In addition the possibility of using the curriculum as part of short courses or outreach programmes to the general public was noted. 

Introduction

Microsoft has recently released a new Digital Literacy Curriculum designed for learners new to computing.

The goal of Digital Literacy is to teach basic computer concepts and skills so that people can use computer technology in everyday life to develop new social and economic opportunities for themselves, their families, and their communities.

The curriculum is available in English in online, offline and print versions. The offline version (browser or Word options) allows a user to download and install it onto their desktop. It does not require internet connectivity to run. The curriculum is scalable nation-wide, and encompasses self-paced, interactive learning and assessment. The Digital Literacy Curriculum has been offered, at no charge, to various African governments. 

The curriculum, which makes use of e-Learning methodology, consists of five courses:

· Computer Basics;

· The Internet and Worldwide Web;

· Productivity Programmes;

· Computer Security and Privacy; and

· Digital Lifestyles. 

The course on Computer Basics explains the role of computers and basic computer terminology. It introduces various types of computer programmes available for performing different tasks, different areas where computers are used, and the various career opportunities that computers have made available.
The course on The Internet and Worldwide Web focuses on the basic concepts related to the Internet, the concept of the WWW and the functions of various components that make up the WWW. The course further identifies the features of different Internet communication methods and explains how to use Internet e-mail.

The course on Productivity Programmes describes the different categories of productivity programmes and their uses. These include word processors, spreadsheets, databases, and presentation programmes. It explains the common commands and features of the user interface of these programs. Learners learn how to perform basic tasks by using these commonly used productivity programmes.

Computer Security and Privacy provides an overview of computer privacy and security. Users learn about the types of threats to their computer, and how to protect their computer from these threats. They also learn about the ethical challenges that the computer and the Internet present, along with the legal concerns of information exchange.

The course on Digital Lifestyles introduces digital technology, and some of the devices associated with digital audio, video, and photography. In addition, this course covers the different career opportunities available in the world of digital technology.

As prerequisite for the Computer Basics course, basic reading comprehension skills at the level required to read the newspaper are required. The remaining four courses require learners to have taken the Computer Basics, or have equivalent computer skills.

In each course lesson, there are built-in self tests. An assessment is also provided for each course. After completing the assessment, the learner is provided with a Learning Plan which outlines which areas of the course have been mastered and which require additional attention. Learners can also choose to complete a Digital Literacy Certificate test. If successful, the learner can personalize and print out a Digital Literacy Certificate. 

Upon completing the Digital Literacy curriculum, learners will have acquired an awareness of the function of computing in daily life, and will be able to perform simple tasks with computers. They will be confident and empowered to step into information worker-level training, such as a course on Microsoft Word or Excel.
The programme is targeted at;

…anyone with basic reading skills who wants to learn the fundamentals of computer technology. The curriculum is written at a reading level similar to that of most newspapers around the world. 

More specifically, Microsoft believes that the Digital Literacy Curriculum has potential to support African civil servants in developing ICT skills. As such, the Digital Literacy Curriculum could be used by currently employed civil servants to enhance their skills, or could be used by those seeking employment in the civil service to increase their chances of gaining a position. It may also be used in the African educational system to prepare students for future entry to the work force or for university students to develop basic ICT skills needed for specific qualifications.

This research project sought to gather feedback on these possibilities.

Methodology

Research Design

The following research questions guided the survey:
Evaluation Questions:
· What is the perceived value of the Digital Literacy Curriculum as a basic ICT skills course for civil servants?

· What value would be placed on civil service candidates who have completed the Digital Literacy Curriculum?

· Would completion of the Digital Literacy Curriculum be an advantage for people seeking employment?

· How do universities perceive the value of the Digital Literacy Curriculum for students’ basic ICT skills?

In the survey, all the above mentioned questions were explored in order to understand the relevance and usefulness of the curriculum in African countries – specifically in government departments and universities, and to a lesser extent at employment agencies. 
The Digital Literacy Curriculum was reviewed and questionnaires developed to elicit the information required. Three separate questionnaires were developed for each identified audience (government department, universities, employment agencies). The questionnaires were circulated to Microsoft for comment prior to finalization. Please see Appendix One for all questionnaires used in this research. 
Sampling

The research was conducted in the following ten Anglophone African countries:

1. Botswana;

2. Ghana;

3. Kenya;

4. Lesotho;

5. Namibia;

6. Nigeria;

7. Seychelles;

8. South Africa; 

9. Swaziland; and

10. Uganda.

Purposive sampling was used. In each country, a government department in the Education ministry and at least one prominent university was approached to take part in the study. In some instances, where contact details were available, additional universities and private employment agencies were included. In South Africa, based on the proximity of the researchers, five major universities and one private sector employment agency were included in the study. Internet searches were done to identify potential research participants and their contact details. For employment agencies this proved difficult to obtain from the internet. Furthermore, in some cases no contact details, or for example in the case of universities, only the main switchboard telephone number was available. In such cases telephonic contact was made in order to identify a contact person and their contact details. The researchers also sought the advice of Microsoft’s contact people in each country when selecting the research participants. 

A self-administered questionnaire was distributed to all participants identified. Participants were required review the curriculum and instructor resources, noting the computer system requirements via the website: http://www.microsoft.com/digitalliteracy, and work with it either online or offline before answering the questionnaire. Participants were given two weeks in which to review the Digital Literacy Curriculum and complete the questionnaire. 
In total, 13 government departments, 18 universities and 7 employment agencies were contacted (in some departments more than one potential participant was identified). Some participants indicated that they completed the questionnaire in their personal capacity whilst others (for example one of the government departments in Kenya) compiled the responses with team of ICT experts, Quality Assurance Officers and Curriculum Developers of Ministry of Education.
The following table outlines the countries and number of participants in government departments, universities and employment agencies contacted to participate in the survey.
Table 1 Participants contacted in various agencies per country

	Country
	Government
	University
	Employment Agency

	Botswana
	2
	1
	2

	Ghana
	1
	2
	

	Kenya
	3
	1
	2

	Lesotho
	2
	1
	1

	Namibia
	1
	2
	1

	Nigeria;
	1
	1
	1

	Seychelles
	1
	1
	

	South Africa; 
	2
	9
	1

	Swaziland
	1
	1
	

	Uganda
	2
	2
	


Researchers conducted both email and telephonic follow-up to encourage response rate. An average of three to four follow-ups were made with each contact person in order to ensure that participants completed the survey. These were usually telephone calls as it was found that people tended to respond to these better. Email reminders were also sent. In some cases, participants had not received the email, and the telephone calls were used to clarify this and other information. 
A number of technical difficulties were experienced. In some cases, the wrong telephone number was received. In many instances email addresses were outdated, or emails could not go through the department email addresses and thus they were sent successfully via personal email addresses. In some cases, researchers were referred to other contacts, and this resulted in a delay in receiving responses. The completed questionnaires were received over a period four weeks. 

The survey was completed by 18 participants, giving a response rate of 40%. Of these, 16 participants completed the questionnaire via email while 2 returned the questionnaire via fax. 
Five participants declined to participate in the survey. The reasons for declining were due to time pressures, other job commitments or disinterest in participating. In a further four instances, people indicated that they were interested in the survey but did not respond to reminders.
Research Analysis

All of the qualitative data collected was analysed using thematic content analysis. Frequencies were calculated for the quantitative data. The results have been reported for the whole sample. A limitation of this study is that the sample size is small (n=18), and thus one needs to interpret the results with caution.

Findings

Participants

In total, 18 completed questionnaires were returned. These were from: 
· 10 universities

· 6 government departments
· 2 employment agencies

The following table outlines the responses from the various agencies per country.
Table 2  Responses from various agencies per country

	Country
	Government
	University
	Employment Agency

	Botswana
	1
	1
	

	Ghana
	
	1
	

	Kenya
	2
	1
	1

	Lesotho
	
	
	

	Namibia
	
	1
	

	Nigeria;
	1
	
	1

	Seychelles
	1
	1
	

	South Africa; 
	1
	3
	

	Swaziland
	
	1
	

	Uganda
	
	1
	


Lesotho was the only country from which no responses were received.

Nine participants reviewed the curriculum online, six offline and three both online and offline.
None of the universities experienced difficulties in downloading the resources. However, one employment agency and 50% of the government departments experienced difficulties in accessing the curriculum. Both the government departments and the employment agency from Kenya highlighted this problem:
Access took long as the internet connection’s Bandwidth is low…the clock speed of Computers were low as well

Accessing the online version is a bit slow especially while it’s the reader. The user has to wait for 2-3 minutes. The contents also of the online version is not detailed as the offline material
Windows internet security blocked the pop up for the viewer on Windows XP SP2
One of the respondents from a South African university noted that although he did not experience difficulties downloading the material, he anticipated difficulties may be experienced in rural areas, since many rural schools do not have working internet connections, and if they do, it is usually very slow. He recommended that the curriculum be made available on a CD in off-line content as well.
Content
Reading level

Participants were asked to rate the reading level of the materials (with 1 being very easy and 5 being very difficult).

Table 3 Ratings of the reading level of the content

	Rating
	Government Department
	University
	Employment Agency
	Total

	1
	2 (33%)
	1 (10%)
	
	2 (11%)

	2
	2 (33%)
	2 (20%)
	
	4 (22%)

	3
	2 (33%)
	6 (60%)
	1 (50%)
	9 (50%)

	4
	
	1(10%)
	1 (50%)
	2 (11%)

	5
	
	
	
	


The majority of the respondents rated the reading level of materials as average, with most of the government departments (66%) and a third of the universities rating it as easy. 

In their explanations of their rating of the reading level, most participants recorded that it was very easy to read – it was simple, clear, and easy to follow:
The language is simple and easy to understand. Presentation of content is logical and user-friendly
It is fairly easy to read and understand; readers only need to have a good command of English. 
…legible, clear and grammatically meaningful
The material is easy to read, self explanatory and content is easily understood.

The graphics and the animations explain or give the idea of the topics. 

Simple language; Continued sequentially; explained well
Some suggestions with the regard to the reading level were that: 

Some of the terminology used needs to be explained further
The offline material (download) uses a lot of illustrations making a learner to understand the subject/content. The sound in the online should be expanded to cover all topics which do not.
The reading level while fine for adults with basic proficiency in English is difficult in places for the second language speaker. The font size and form space where text appears may retard reading speed in places. If one takes into account the normal eye span and reading speed and style of adults it can be limiting in places.
The fonts were a bit too small to read

Ease of Understanding 
In responding to the question on rating how easy the material was to understand (with 1 being very easy and 5 being very difficult), participants noted the following.
Table 4 Ratings of ease of understanding of content

	Rating
	Government Department
	University
	Employment Agency
	Total

	1
	2 (33%)
	4 (40%)
	
	6 (33%)

	2
	2 (33%)
	6 (60%)
	1 (50%)
	9 (50%)

	3
	2 (33%)
	
	
	2 (11%)

	4
	
	
	1 (50%)
	1 (5%)

	5
	
	
	
	


Most of the respondents (83%) indicated that the material was easy to understand, with 5% indicating that it was difficult. All the university respondents indicated that it was easy to understand.
In their explanations of their rating, university respondents indicated that it is easy to understand and follow using simple language and would be a useful guide for beginners.
I find the learning material easy to understand. The language used is simple, non-technical and can easily be understood by a broad section of learners.
The learning style was also highlighted, with participants indicating that the content starts with basic concepts, and goes from the known to the unknown which therefore makes it easy to understand. The use of everyday examples was also noted as an element that makes the material easy to understand:

Concepts are explained using everyday life examples making it easier for anyone to grasp the concepts
The use of multimedia was also highlighted as a way of increasing understandability with some indicating that it allows the learner to understand the material better and others indicating that learning can be enhanced by increasing the use of multimedia to accommodate various learning styles.
Use of diagrams/photos to illustrate concepts make the material quite simple and easy to understand.
… also the multimedia facilities that you have used help a lot to understand.
Better use of graphics and interactive activities would accommodate all learning styles and improve learning.
Have limited interactivity and opportunities for practice. Can be enhanced with meaningful use of graphics
Participants noted that the organization and step-by step guide is useful in increasing the understandability of the content:

The step-by-step guide is helpful. It explains the topic and how to go about it. The animation effects and a transcript serves as tutorial for learners.

The materials are well organized and have a very comprehensive flow
One respondent indicated that strength of the course is the 

simplicity of terminology used and demonstration of applicability of the course to the world of work. This keeps students alert and enjoy the course

However, one respondent indicated that in some cases the materials were a bit technical. It was also noted that the content in Course 1 is theoretical and technical, and in attempting this module first, a first time user may find the content difficult to understand. It was suggested that better multimedia, more real-life scenarios, and practical tasks should be integrated in order to make it easier to work through the content. Another respondent suggested that the areas that need more explaining could be mediated by a teacher in order to make it more understandable.
Congruence between Course Title and Content
All respondents indicated that the content meets the title description. Their responses pointed to the course titles being useful indicators of the holistic nature of the course content that the fundamentals of ICT were included in the curriculum. Given that the content meets the title descriptions, it becomes easier to meet the learners’ expectation of the course content. 
Some suggestions for alternative titles were made. These suggestions included: “Communications using Computers” instead of “The Internet and the Worldwide Web”; and replacing “Digital Lifestyles” with “Multimedia” because this is a more well known term. One participant noted that the content and title for Digital Lifestyles did not meet his/her expectations. Another respondent indicated that while the “Internet and Worldwide Web” aptly describes the content, it does not match the naming “trend” of other modules, which are more inclusive of all the topics it covers. The respondent proposed “e-communication and information literacy” as a more suitable and inclusive course title.

Additional Content to be considered

One of the strengths of the curriculum highlighted by a respondent was the variety of content, modalities, structure and interactivity that the course offers. However, other respondents indicated that other courses such as Fundamentals of Programming, Networking, Troubleshooting, and Graphics also be included in the content. Others indicated that the content needs to be improved by presenting the content in more depth and including practicals. In particular, the Productivity Tools course was identified as too theoretical, and it needs to be more detailed and practical. As mentioned earlier, one respondent also regarded the Computer Basics course as too theoretical and suggested the integration of more multimedia and practical examples. Another respondent recommended that hands-on lessons be included in the Digital Lifestyles course, and that additional reading material be provided for all courses. One respondent felt strongly that not all items were essential for a digital literacy certification - for example web publishing. It was further suggested that the curriculum be expanded in the following ways:
Advance aspects of ICT skills literacy can be developed and included as tutorials for advancement by learners. If availed for downloads, it will be extremely helpful.
In addition to concentrate on imparting ICT skills, there could be a component that introduces emerging issues and challenges in today’s IT sector. This will trigger those with research potential to study further and explore how such challenges can be addressed. The present content assumes solutions have been developed for all problems, even potential ones.
I particularly enjoyed working through the practical simulations. The system is useful, but the functionality was limited for example not being able to add text when working through an activity. Adding this to the productivity course this would have increased meaningful interactivity 
Further suggestions with regard to content of the Computer Basics course were: 

Use pictures of all types of computers, Servers to PDAs. Mention about Flash drives; Sticks, Cards etc. Include a bit of History of Computers. Put a picture of a computer with all the parts shown and clearly labelled 

It was noted that some parts of the curriculum had a lot of reading with not much interactivity. One respondent recommended that the style of writing could be changed: 
Use dialogue; make the material more interactive with in-text questions; in learning objectives use measurable, doable verbs, avoid “understand”, “know” etc.
Another respondent indicated that the modules are written for first language speakers and thus may not cater for the African context. A further recommendation was that illustrations should include African faces. 
The issue of tailoring the content to the specific context was also highlighted by a number of respondents: 

The biggest challenge for any content developer is to provide learning, which is relevant and is context based. While this course is relevant it lacks context and that is the greatest weakness.
There is need to tailor the curriculum to meet the government objectives.
Since this Curriculum is geared towards imparting knowledge and skills in computers and is done at international level it is fine. However if there is a way of customising it according to the needs of each country that would be even better.
Add context based practice

…You can customise this product according to the requirements of your prospective users.
The tracking of content once completed was highlighted as being useful for busy individuals to track their progress through the material. Other suggestions were to revise self- tests, allowing more interactivity.
I found the certification to be the “wow” factor in the package but I felt that the course could provide more flexibility for the user by allowing the user the opportunity to customize the assessment for him/herself as well. Instead of having to complete all 5 courses the learner could be credited for the courses he has completed. The user could be given an option of core modules and 1 or more electives to achieve a certification.
Self tests allow lots of room for guessing with limited opportunity for self correction

Format

Teaching and Learning Approach

Overall, 83% of respondents indicated that the teaching and learning approach was appropriate, with all government departments and 80% of university departments indicating that the teaching and learning approach was appropriate for their sector. 

Respondents indicated that the approach was user friendly, allowing one the opportunity to study at their own pace and in their own time. One participant highlighted the strength of the curriculum as being the self paced informal learning opportunity, resulting in not experiencing as much stress as with formal examinations. 
At universities, the option of using the curriculum as a basic computing course in open learning was noted – thus allowing it to be accessible to on-site students as well as distance learning students. It was further highlighted that using such an approach will help to release the pressure from face-to-face teaching and learning, and would promote Open Distance Learning. 
The interactive multimedia component of the curriculum was also highlighted. One of the respondents highlighted that one of the strengths of the course is that the multimedia approach allows for simulated exercises and self tests.
The uses of interactive tutorial enhance the interest of users and ease understanding. Users also have the scope of using online help.
Graphical features and Speech enhanced the teaching

Whilst some respondents further highlighted the strength of the course as being the illustration, voice-inclusion, and exercises which make learners understand ICT skills concepts faster, other respondents indicated that further relevant animations, sound and videos be used. One respondent indicated: 

There is room to enhance the multimedia features further with more voice instruction and animation to strengthen understanding and also to guide the user when he or she gets stuck.
The university in Ghana indicated that their objective is to promote a culture of e-learning where students get to interact electronically with lecturers by accessing course materials and assignments online, and thus this approach is appropriate for them. 
It was also suggested that the material be adapted in order to cater for different learning styles – some may not enjoy a lot of reading, so using sound may be an option. 
Two participants mentioned that they experienced difficulties with naviagating through the content:
The geographical user interface needs to have few controls 

There are a number of control tools making it difficult for a beginner to navigate through.
The issue of accessibility was also raised. On the one hand:

The availability of digital infrastructure with more focus on connectivity will enable civil servants get access to the digital contents and training (e-learning)

On the other hand, other respondents indicated that the approach is only appropriate if there is access to Internet:
Internet access in the country does not cover much of our rural areas.

Most Ministries are least Computerised and have little access to the Internet.
Accessibility

89% of the respondents indicated that the curriculum will be accessible for their department (83% government departments and 100% universities). Approximately a third (31%) of the respondents indicated that they anticipate experiencing problems with hardware. Over half (56%) of the respondents pointed out that they do not foresee any problems with regard to bandwidth. In cases where online access is not practical, 81% indicated that a Word version of the courseware would be an acceptable substitute for the more interactive e-Learning approach. For example, it was pointed out that most civil servants in Nigeria do not have internet connectivity in their offices so a Word Version of the courseware will be a perfect option for them. Other respondents also noted the difficulties with access via the internet:

Considering a user community of over 20,000, accessing the course through the internet will be a problem
Sometimes our internet is very slow, so the file might take time to download
Two respondents indicated that it also took very long to download the word version – due to the large size of the documents. One respondent suggested that the topics be separated into smaller files, allowing for ease in downloading (especially if computers are old and slow). 

Participants further highlighted the value of the word version in cases where internet connectivity was problematic:
In areas where internet connectivity is a problem or even computer facilities are not adequate, the MS Word format is handy for students who may not be able to access computer facilities at all times. The format used is consistent with the format accessed online.

It will be a useful too for revision and those who want to study outside hours with no internet access
Another respondent indicated that the softcopy downloads are handy and might become the preferred choice. Civil servants might want the material to share with others. One respondent indicated that it would be useful as a supplementary resource but would still be keen that it allow for a blended approach which entails some time spent working through the simulations and self tests within a computer based program.

A respondent from a government department indicated that:
Adult learners are always keen to have “notes” to read when they have time. Any e-learning course is a shift for adults who are used to the traditional face-to-face paper based model. My experience has taught me that adults find the addition of “notes” a valuable crutch to ease the transition to e-learning. 

In addition, a university respondent pointed out that:
We prefer to have the e-learning version installed on our intranet for access by staff and students. We will also like to have the word version to complement.
However, the interactive elements of the programme are ‘lost’ in the word version:

A lot of features that make it fun to learn is lost in the Word version
All respondents agreed that the Word version of the curriculum is formatted in a way that is useful for the learner. Participants highlighted that it is designed in a logical way that is clear and easy to follow.
Respondents indicated that since different people have different learning styles and some people are used to learning from a hard copy, it may thus be more useful to have a Word version. This may be an easier alternative for beginners. It was suggested that additional hardware and software will be required to help moderate this type of learning approach. 

It was recommended by three respondents that the curriculum be provided on CD.

A CD version is more suitable to most of our students and other African students… 

Online version may not be accessible for most rural schools. The offline version should be made available on a CD

Having it packaged in the same way as the PIL CD for the offline version.
Being able to access the materials online as well as offline allowing for flexibility was regarded as a strength of the curriculum by one of the respondents. 
The suggestion made by an employment agency was that the online course should be designed to run on a wider choice of browsers particularly because most people will attempt to access it on public terminals.
General Value and relevance of the curriculum

Participants were asked to rate (on a scale from 1-5, with 1 being least useful and 5 being most useful) the value of the curriculum in enhancing ICT literacy skills. (Responses from Employment Agencies are not included in the table as they did not answer the question).
Table 5 Ratings of the value of the curriculum in enhancing ICT literacy skills in Government Departments and Universities
	
	Government
	University
	Total

	1
	
	
	

	2
	
	2 (20%)
	2 (13%)

	3
	1 (17%)
	
	1 (6%)

	4
	5 (83%)
	4 (40%)
	9 (56%)

	5
	
	4 (40%)
	4 (25%)


Overall, 81% of the respondents rated the curriculum highly - 80% universities and 83% of government departments rated the value of the curriculum in enhancing ICT literacy skills as being useful. 

Respondents indicated that the curriculum can enhance existing knowledge, and as a ‘self-learning’ tool students and civil servants can cover the course at their own pace and in their own time. One government department indicated that staff will get ‘hands-on’ skills ‘on the job’.

The enhancement of skill lies in the hands of the individual. In this approach particularly the individual determines the learning curve based on their own individual needs and engagement with the course material
It also provides an excellent e-learning option for adults, with an instructional design that offers information, exercises and assessments allowing for one ‘total package’. 

One of the respondents highlighted that current civil servants lack ICT skills which are essential to their work and the curriculum could improve their performance. Another university indicated that it provides a very good foundation in computer basics. 
Participants were asked to select which courses are most relevant (they were provided with the option of choosing more than one course). 
Table 6 Most relevant courses for government departments and universities

	
	Government Department
	University
	Total

	Computer Basics
	5 (83%)
	9 (90%)
	14 (88%)

	The Internet and Worldwide Web
	6 (100%)
	9 (90%)
	15 (94%)

	Productivity Programmes
	6 (100%)
	6 (60%)
	12 (75%)

	Computer Security and Privacy
	6 (100%)
	5 (50%)
	11 (69%)

	Digital Lifestyles
	1 (17%)
	8 (80%)
	9 (56%)


The Internet and Worldwide Web was regarded as most relevant by almost all respondents (94%), whilst almost half the respondents (56%) regarded Digital Lifestyles as most relevant. 17% of government departments rated digital lifestyles as least relevant, and 50% of university departments rated computer security and privacy as least relevant. 
Many participants felt that all courses were relevant and that more courses need to incorporated. Others highlighted specific programmes as being of particular importance:
Internet top agenda, since government approach operating digital means of communications i.e. emails and efax (share of fax). Security is also another factor, especially in regard to digital documents

Productivity programs deal with the applications most office bound civil servants use everyday. To become global citizens and enhance productivity and the economy we need to become knowledge workers and therefore learn effective use of ICT and especially productive use of internet and email. Computer security and privacy is important when using a network and using the worldwide web. (SA)

One university respondent indicated that:
Since most students we have come from different backgrounds. Some need basic knowledge on computers while others may be in employment and their problem is answered when they complete a course in Productivity Programmes or Computer Security and Privacy.
It was noted that the relevance of the courses depends on the past qualifications or experience of learners attending the course. 
One university indicated that they would not pay much attention to course on Computer Security and Privacy, and that it should be offered to slightly more knowledgeable and keen individuals. One government department respondent put forward the opinion that Digital Lifestyles is least relevant - it is a specialized area that would be useful just for a few people.
Another government department indicated that the computer basics course is the least relevant: 

With the exception of lesson 1 and 4 all the other content is information, which one can pick up as the need arises and your proficiency level changes. The content in this course is important but not necessary for the basic end user. 
Relevance of curriculum to government departments

ICT Skills in Government Departments
According to respondents, the main ICT skills that civil servants need are:
· Basic computer literacy skills;
· Presentation skills;
· Using word processors and spreadsheets;
· Basic hardware trouble shooting skills;
· Communication, planning and monitoring (including performing calculations);
· Internet surfing and email skills; and
· The use of a PC as a tool in the office (what computers can do to change various traditional methods of performing a task).
One participant summarised ICT skills needed as: 

Productivity programs deal with the applications most office bound civil servants use everyday. To become global citizens and enhance productivity and the economy we need to become knowledge workers and therefore learn effective use of ICT and especially productive use of internet and email. Computer security and privacy is important when using a network and using the worldwide web 
All the government departments indicated that they do have some existing ICT training. Some have formal internal training for personnel within the Ministry, whilst others do not have formal ICT training programmes. In such a case, a needs approach is used, as described by one respondent:
For example all curriculum staff use basic office applications and email. Where skills are needed it is provided on an individual basis. In addition each curriculum planner has there own website and training materials are provided online for this. We also have a variety of training materials available online and opportunities through the Centre for E-Innovation to attend formal F2F ICT skills training
Others have short courses and workshops to equip staff with ICT skills. Some have used the Microsoft Partners in Learning Programme to train staff. One respondent provided an example where 60 staff have been trained on basic literacy skills courses – Introduction, Word, Excel, Presentation, and Internet. They indicated that further content be added to their programme, such as the components of security and digital lifestyles.
ICT skills and the appointment of civil servants

The ICT skills that are considered important in the appointment of civil servants are: 
· Basic computer literacy skills;
· Internet skills – communication via email and information gathering via the internet;
· The ability to operate a computer or any ICT equipment in a safe and enjoyable way;
· The ability to use different software; and
· Word Processing, Spreadsheet and Presentation skills (Productivity Programmes in the relevant areas).
All respondents indicated that the completion of the Digital Literacy Curriculum would be an advantage for people seeking employment in the civil service. This is because they will be skilled and more knowledgeable in ICT and in using a computer. One respondent pointed out the economic situation where unemployment is high and competition for good jobs are tough, and the completion of the curriculum would provide a person with an advantageous position. The completion of such a course would also demonstrate that the necessary skill required to perform duty has been obtained, and hence this could be an advantage. Another respondent indicated that:

…it would be an excellent start. The user will become more proficient with on the job practice and support.
The Potential Use of the Microsoft Digital Literacy Curriculum in Government Departments
Two thirds of the respondents indicated that the content of the Microsoft Digital Literacy Curriculum matches the ICT needs of their government department. 
On a general level, respondents indicated that the content was relevant to the needs of employees in the department, was useful in providing their department with a variety of skills, and would “help the learners to improve their productivity after the completion of the course”. Participants also highlighted that it meets the needs of their departments and it can ‘boost the Computer Literacy Level of the Users’. Furthermore, “it cover(s) all the areas required for an officer to be able to perform optimally while in office.” Respondents further indicated that it would assist them in carrying out their tasks and could be used as a ‘refresher course’:
We use computers a lot in our department to write syllabuses and support instructional materials; carry out research and we are also required to infuse ICT concepts in our curricular.
Most officers in the ministry have undergone the basic literacy courses. The course will be useful as a refresher tool. The management of projects and programmes is also becoming a focus in government to allow delivery of targets within timeframe. 
All respondents indicated that the Microsoft Digital Literacy curriculum could help civil servants to develop their ICT skills.
Most of our civil servants do not have basic computer skills. But as things are going now they are expected to have them. Sending people for training is becoming more and more expensive and it again it looks like most people don’t have time. So something like this online would really help.
The curriculum offers a wide variety of techniques and skill levels for all civil servants to follow. The user needs to select the appropriate skill to learn.
One respondent highlighted the need to fully understand the Government system’s framework to help come up with a programme that fully addresses their need. For example, one respondent indicated the need to include content on Management Information Systems which would aid in decision-making.
All respondents indicated that the level of content was appropriate for civil servants. In Nigeria, the level of IT competence for the average civil servant is low (except for new employees hired in the past 4-5 years), and thus the level of content is appropriate for that context. It was also highlighted that the self-paced learning is an appropriate way of developing ICT skills. Another respondent pointed out the appropriateness for use in ‘on the job’ training”:
The newly employed employees might be encouraged to undertake the courses and get some certifications.
It was also highlighted that the needs of different civil servants will vary:

The job descriptions and academic and professional background of civil servants varies. In most instances the approach is appropriate to meet the “just in time” approach to adult learning. Access and availability when you need it is an excellent element of this program.
Respondents indicated that employees who have completed the Digital Literacy curriculum will be valued in that they would have an ‘excellent beginner qualification’. Furthermore, they would ‘better understand the use of PC at place of work and generally in life’. Another respondent indicated that ‘they would have enough skills to enable them to perform Data processing’. Other responses included:
To me that person would be an asset to our department and to any organization. Our vision in Botswana is to have civil servants who are ICT literate and are equipped with the relevant skills to perform their duties better by the year 2016.
They should have a better understanding of the use of ICT in their everyday life and also apply the skills acquired throughout their work hence encouraging other to use ICT effectively.
All the government department respondents indicated that they would support the use of the curriculum in their departments. One of the main reasons for this was the format: 
With increased ICT equipment to staff ratio, and availability of internet (24/7), Digital Literacy Curriculum is applicable.
Other respondents indicated that it could be used to address skills deficit in their department:
Our department needs a variety of courses to allow their skills to function at its best. Therefore, this is the definite solution to bring this about.
Because of its relevance to the skill required to perform optimally at office.

The introduction of on-line ICT skills training programme is going to help staff access the training which would otherwise be commercially taking staff time
Half the respondents indicated that they would require additional support/materials to implement the curriculum in their department. They sited problems like the lack of computers, hardware (speakers and headphones) and the potential difficulty with connectivity. Another suggestion was that posters of diagrams illustrating concepts be provided and placed in computer training classrooms would be beneficial. Other participants indicated that no support would be required and using such a programme would help in saving on costs.

Relevance of curriculum to universities
ICT skills and student selection
With regard to skills that are necessary to consider when selecting students into IT courses at university, there were differences based on the university and the course concerned. Some universities indicated that no skills are required, whilst others indicated that different courses had different entry requirements. Others reported that students should know basic computer literacy programmes such as introduction to computers, Microsoft Office, Internet orientation, and fundamentals of programming. One respondent indicated that skills such as those covered in the courses on Computer Basics, The Internet and Worldwide Web and Productivity Programmes are considered important. 

All respondents indicated that the Microsoft Digital Literacy Curriculum addresses students’ needs in terms of skills that they require to enter the departments’ training programme. They indicated that it covers the basic fundamentals of computers that students need for using ICT for academic and research work. Many respondents felt that the curriculum would be appropriate for beginners, or that parts of the curriculum can be used – for example, computer basics, Internet and productivity programmes, and other courses such as security, multimedia, and some advanced productivity programs such as databases and programming that are taught at beginners level would need to be added in order to meet their needs. 
All the respondents indicated that the completion of the Microsoft Digital Literacy Curriculum would be an advantage for students seeking entry into their department. Some participants indicated that it would be an advantage for students seeking entrance into a basic ICT course, whilst others highlighted that it would be an advantage for all students and staff, so that they could participate in the University’s online courses and research. They also indicated that it would ease their lecturing tasks:
This will help a lot of lecturers because they won’t have to teach the students the same thing again.
Furthermore, it is seen as way to address skill deficit in students coming from rural areas who may have not had access to IT courses:

Many students especially from rural schools would benefit from the materials.
In fact one respondent from a university in South Africa indicated that at all students (not just Computer Science students) need to write a computer literacy test, and those who do not pass it, need to take a computer literacy course. He indicated that the Computer Basics, The Internet and Worldwide Web and Productivity Programmes courses would equip any student seeking entrance to the department with the necessary knowledge for them to pass this literacy test.

The value placed on students who have completed the curriculum varied across universities. Some indicated that it would allow them entrance into courses:

If I had my way I would exempt them from the University’s compulsory literacy course 

We would exempt them from “Computer literacy Course” if they already did this course 

Entry into (the) ICT Diploma course 
Other respondents reported that students who had completed the curriculum would be valued highly, since they will be able to perform better in their jobs, would provide them with an edge in the job market, and would be able to complete the basic course offered by the university easily. Furthermore, it would equip them with the ability to use computers productively. 

Almost all the respondents (90%) indicated that the MS Digital Literacy Curriculum would prepare students with the ICT skills they need for the world of work. One respondent indicated that it would provide them with a ‘solid starting point’.
This is a very good start for the very beginner. But to face the challengers in the world of work today, they have to improve their ICT skills a lot more.
In any workplace, technology is widely used, so the curriculum would be beneficial, as many employers require employees with computing skills. Furthermore, the material is relevant to the world of work (general work), but depending on the work they apply for they may need more detailed knowledge. 
Appropriateness of content for use in Universities 

All Universities except one felt that the level was appropriate for current and prospective students in their department. Most of the respondents (70%) indicated that the content matched the ICT learning needs of their university department. However they differed with regard to the level they would use it for.
It was generally felt that the curriculum can be used as an introductory or beginners level course for students Three universities in South Africa indicated that the course is appropriate as part of a bridging course, or for first year computer science students who did not take computer studies at the secondary school level or were unfamiliar with computers. Another participant indicated:
We can use this as a part of our basic courses. This curriculum will enhance the ICT literacy skills our prospective students a lot if our institute will decide to start very basic in future.
One university indicated that it may be useful for a minority (15%) of students since the level of students is higher than that offered by the curriculum. Another university pointed the same factor out - that the content may not be appropriate for university level courses and further suggested that the curriculum would be more appropriate for use in secondary schools.

…it is too easy for a university computer science student, but challenging for secondary schools in South Africa.

It was also suggested by two respondents that the curriculum be used in other disciplines (non-Computer science) that require computer literacy. The curriculum was viewed as having the potential to be used in a wider context (not just for computer departments):
The curriculum, in my own assessment, seeks to impart skills and knowledge to students who need to apply the acquired ICT skills in whatever they are doing. This may not have necessarily to be in relation with further studies in computer science. It is an application-oriented, skill impartment course, not educational.
Respondents also highlighted the possibility of using the word version as courseware and customising the material to suit the sector concerned. Another respondent indicated that it would allow them to customize the documents to reach the level of prospective students

It was further suggested by two universities that the curriculum can be used for short courses. For example, the university in Uganda offers short courses to enable a broad section of the population to attain computer literacy, and they highlighted the potential of using the curriculum as part of these courses. Similarly, another respondent indicated that they could adopt the curriculum for use in basic courses in their higher education and training programmes for adult employees. It was also suggested that the curriculum be used as part of community outreach projects:

Considering using it in community outreach project which facilitates knowledge transfer of basic Computer Science skills to selected rural school teachers and pupils.
Another respondent indicated: 

The Digital Literacy Curriculum covers most of the Computer literacy programmes that our students need, and in particular to accessing online courses. 

Others felt that the theoretical aspects met their needs, whilst some indicated that some topics required a more in-depth exploration. The University in Swaziland indicated that they follow a similar programme but that the Microsoft Digital Literacy Curriculum is broader than their programme. 
As highlighted earlier, some university departments reported that since the curriculum is learner-centred, it would be useful for distance education students. 
Relevance of curriculum to employers
Only two employment agencies responded to the survey, and thus, the results should not be generalized to all employers. Universities were also asked to respond as to how the curriculum prepares people for the world of work and these responses have been integrated into this section. 
The Employment Agencies indicated that prospective employers would value people who have completed the curriculum. The employer will gain an employee with ICT skills, which would save time and money on development in that area. 
They would place more value on the candidate as they will have a better command of the computer, which is the greatest office tool. 
Both employment agencies indicated that the curriculum addresses needs of basic ICT skills. One agency highlighted the need to include essential skills like networking and troubleshooting. One agency felt that the completion of the curriculum would be an advantage in the ICT sector; both felt that it would be an advantage in other sectors besides ICT. This is because the curriculum mainly offers computer basics and doesn’t touch as much on the more technical elements. It equips people with the basic knowledge required to work with a computer, which can form a foundation for further training on computer skills.
Conclusion
This report has presented the findings from an email survey conducted across ten African countries which assessed the relevance and value of the Microsoft Digital Literacy Curriculum for civil servants, universities and in the world of work. The following main conclusions can be drawn from this study. 
Content

With regard to content, participants rated the reading level of the materials as average-easy, indicating that the curriculum was generally simple, clear, and easy to follow. Some participants pointed out that the fonts were small, and that second language English speakers may experience some difficulty in understanding some of the content. Generally the participants agreed that the content was easy to understand – the use of everyday examples, multimedia and the organization of the material in a step-by step manner were identified as elements that enhance learning. More integration of practical tasks with theory as well as mediated learning via a teacher were also suggested as ways of making the material more easy to understand. It was generally felt that the content lived up to the title descriptions, allowing the user to identify what the content would entail, thus meeting the expectations of the learner. Some suggestions for alternate titles were made by participants. 

Format

The teaching and learning approach was generally considered to be appropriate, allowing for self-paced learning in one’s own time. The interactive, multimedia components of the course were highlighted as factors that facilitate learning. However, accessing the curriculum may be problematic in some countries or certain areas of a country. For example, three respondents from Kenya noted the difficulty in accessing the curriculum and a respondent from South Africa pointed the potential difficulties in trying to access the curriculum in rural areas. In cases where the offline version was used, participants noted the long time taken to download resources. It was suggested that the size of the files be reduced to allow for quicker downloading of material. Participants highlighted the value of the Word version in cases where Internet connectivity was problematic. The Word version was also regarded as complementary learning resource to e-Learning. In addition, it was regarded as a being formatted and designed in a logical way that is clear and easy to follow. 
Relevance

The curriculum was generally viewed as being relevant for basic ICT skills training of civil servants in government departments and for basic computer literacy in the world of work. It was also regarded as relevant for universities as an introductory or beginners level course for students from disadvantaged backgrounds or for non-ICT courses. 
Perceived value of the Digital Literacy Curriculum as a basic ICT skills course for civil servants
All the government departments indicated that they have existing ICT training, but they differed across the countries. Some have more structured support programmes, whilst others have ad-hoc courses as the need arises. However, all respondents indicated that the Microsoft Digital Literacy curriculum could help civil servants to develop their ICT skills. The need to tailor the course to specific government needs was highlighted. 

Participants agreed that the level of content was appropriate for civil servants. It was pointed out that the ICT skills needs of different civil servants vary across departments depending on qualification and experience. However, on a general level, respondents indicated that the content was relevant to the needs of employees in the department, by providing and improving a variety of basic computer skills and improving productivity. 

Civil servants who have completed the Digital Literacy curriculum will be valued in that they would have an ‘excellent beginner qualification’. All the government department respondents indicated that they would support the use of the curriculum in their departments. Some indicated that it would address the shortage of such skills in their department. Furthermore, it will be used because of the availability and accessibility of the curriculum, reducing costs for external staff training. In addition, the value of self-paced learning was highlighted as a strength of the curriculum, allowing for on-the-job training. 

Additional support such as computers, relevant hardware, internet connectivity and posters are required by some departments in order to implement the curriculum.
Value placed on civil service candidates who have completed the Digital Literacy Curriculum
In appointing civil servants, a number of ICT skills are considered. These include basic computer literacy skills, internet and email skills, and productivity programmes such as word processing, spreadsheets and presentation skills. 
The completion of the Digital Literacy Curriculum was regarded as an advantage for people seeking employment in the civil service. Due to competition for good jobs, the completion of the curriculum would provide a person with an advantageous position. This is because learners who have completed the curriculum will be skilled and more knowledgeable in ICT and in using a computer. It was further regarded as starting point from which civil servants could further their skills by ‘on the job practice and support’. 

The Digital Literacy Curriculum and people seeking employment
In any workplace, technology is widely used, so the curriculum would be beneficial, as many employers require employees with computing skills. It was generally indicated that the Microsoft Digital Literacy Curriculum would prepare learners with the ICT skills they need for the world of work, providing them with a ‘solid starting point’. As highlighted in the above section, given the competitive economic situation, the curriculum was regarded as providing learners with an edge that may make them more employable. 

The completion of the curriculum was seen as a greater advantage in a non-ICT sector (which does not require detailed ICT skills). Depending on the work they apply for, they may require more detailed knowledge. The curriculum equips learners with the basic knowledge required to work with a computer, which can form a foundation for further training on computer skills. Furthermore, employers will gain an employee with ICT skills, which would save resources in developing employees in that area.

Perceived value of the Digital Literacy Curriculum for students’ basic ICT skills
The Microsoft Digital Literacy Curriculum was generally perceived as addressing students’ needs. The completion of the Microsoft Digital Literacy Curriculum was regarded as an advantage for students seeking entry into university departments. The value placed on students who have completed the curriculum varied across universities, with some saying that that students would be exempt from certain computer literacy courses, or it would help prepare them for entrance computer literacy tests. It will also address skill development in students coming from rural areas who may have not had access to IT courses:

With regard to use in universities, respondents highlighted the possibility of using the curriculum as a bridging course for students from previously disadvantaged backgrounds who have not had access to computer literacy training at a secondary school level. The potential of using the curriculum at a secondary school level was also recommended. 

It was also suggested that different parts of the programme might be incorporated into university courses in order to meet the needs and demands of the department. Furthermore, since the level of ICT skills offered by this course are basic, it has the potential to be used by other non-Computer science departments. The Digital Literacy Curriculum covers the basic fundamentals of computers that students need for using ICT for academic and research work. One respondent suggested use of the curriculum at universities as short courses offered to the general public and adults to increase computer literacy – the curriculum thus has the potential for being used in community outreach programmes. 
Participants’ enthusiasm for the curriculum was reflected in their keenness to increase the content of the curriculum. Some universities like the University of Ghana and Kenyatta University expressed a wish to pilot the programme at their universities potentially as a course taken by every student in the University.
Thus, the overall results of the survey indicate that potential users regard the curriculum as simple, providing essential knowledge and skills for beginners, and providing good coverage of the basics of ICT. As respondents pointed out: “Its success lies in its simplicity”, and another describes the strength of the course as: “Its approach and the fact that its freely available make it educationally sound and marketable”. 

Recommendations

The research highlighted the potential for a variety of uses for the Digital Literacy Curriculum that could be further explored:

1. Using the curriculum for ICT skills training of civil servants.

2. The format allows for the possibility of using the course in open and distance learning programmes in universities.
3. Using the curriculum as a bridging course for first year students from previously disadvantaged backgrounds.
4. Using the curriculum for learners in secondary schools.
5. Using the curriculum as a basic ICT course for all first years at universities (not confined to Computer Science departments).
6. Using the curriculum as part of short courses or outreach programmes to the general public – to increase the ICT levels of the public.
Further recommendations to enhance the value and support wider use of the Digital Literacy Curriculum include:
1. Assessing the benefit of contextualising the course to meet the specific needs of government departments and universities. 

2. Considering the potential for expanding the curriculum with a more in-depth explanation of content.
3. Providing an advanced ICT skills course to supplement the Digital Literacy Curriculum.
4. Increasing the use of multimedia, practical examples and real-life scenarios.
5. Creating self tests that are more interactive.
6. Providing CDs and hardcopies of the Word version of the curriculum in order to increase accessibility.
Appendix A

Microsoft Digital Literacy Curriculum Questionnaire (Government)

This questionnaire is designed to obtain information regarding your views on the Microsoft Digital Literacy Curriculum. It will be used to assess the value of the curriculum. The information you provide will be treated confidentially and you do not need to record your name on the questionnaire. 

Please tick one option unless otherwise specified.

General Information

1. Country:_________________________________________________________________

2. Name of Government Department:
___________________________________________________________________________

3. Position/Job title:__________________________________________________________

	Yes
	No


4. Have you reviewed the Microsoft Digital Literacy Curriculum?

5. Did you download the curriculum or work with it online?

	Online
	Offline


	Yes
	No


6.  Did you experience any difficulties in downloading/working with the online version of the Digital Literacy Curriculum? 

7. If yes, please explain

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Content

8. On a scale from 1-5 (with 1 being very easy and 5 being very difficult), rate how easy the learning materials are to read

	1
	2
	3
	4
	5


9. Please explain

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

10. On a scale from 1-5 (with 1 being very easy and 5 being very difficult), rate how easy the learning materials are to understand. 

	1
	2
	3
	4
	5


11. Please explain

_______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

	Yes
	No


12. Does the content of the courses live up to the course title descriptions? 

13. Please explain

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

	Yes
	No


14. Is the level of content appropriate for civil servants? 

15. Please explain

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Format

	Yes
	No


16. Is this teaching and learning approach (e-learning) appropriate for civil servants?

17. Please explain

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
	Yes
	No


18. The Digital Literacy Curriculum includes a Microsoft Word format of the eLearning course, which can be downloaded, adapted, and printed for classroom or self- study use. Is the Word version formatted in a way that is useful for civil servants seeking to develop their skills?

19. Please explain

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

	Yes
	No


20. Will the online curriculum be accessible for your organization? 

	Yes
	No


21. Do you anticipate experiencing problems with hardware? 

	Yes
	No


22. Do you foresee any problems with regard to bandwidth?
	Yes
	No


23. If online access is not practical, will a Word version of the courseware be an acceptable substitute for the eLearning? 

24. Please explain

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Relevance

25. Which course(s) do you think are most relevant/useful for civil servants?

	Computer Basics
	

	The Internet and Worldwide Web
	

	Productivity Programmes
	

	Computer Security and Privacy
	

	Digital Lifestyles
	


26. Please explain

_________________________________________________________________________________________________________________________________________________________________________________________________________________________________

27. Which course(s) do you think are least relevant/useful for civil servants?

	Computer Basics
	

	The Internet and Worldwide Web
	

	Productivity Programmes
	

	Computer Security and Privacy
	

	Digital Lifestyles
	


28.  Please explain

_________________________________________________________________________________________________________________________________________________________________________________________________________________________________

29. On a scale from 1-5 (with 1 being least useful and 5 being most useful), rate whether the content matches the ICT learning needs of your department

	1
	2
	3
	4
	5


30. Please explain
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

31. Does the department have existing ICT skills training?

	Yes
	No


32. Please describe

_________________________________________________________________________________________________________________________________________________________________________________________________________________________________

33. What do you think are the main ICT skills civil servants need?

_________________________________________________________________________________________________________________________________________________________________________________________________________________________________

	Yes
	No


34. Do you think the MS Digital Literacy curriculum could help civil servants to develop these skills?

35. Please explain

_________________________________________________________________________________________________________________________________________________________________________________________________________________________________

36. What value would you place on employees who have completed the Digital Literacy curriculum?

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

37. In appointing civil servants, what ICT skills do you think are necessary?

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

	Yes
	No


38. Would completion of the Digital Literacy Curriculum be an advantage for people seeking employment in the civil service?
39. Please explain

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

General Value of Digital Literacy Curriculum

40. On a scale from 1-5 (with 1 being least useful and 5 being most useful), rate the value of this curriculum in enhancing the ICT literacy skills of currently employed civil servants

	1
	2
	3
	4
	5


41. Please explain

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

	Yes
	No


42. Would you support the use of the Digital Literacy Curriculum in your department?

43. Please explain

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

	Yes
	No


44. Would you require additional support/materials to implement the curriculum in your department? 

45. Please explain

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

46. What are the strengths of the curriculum?

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

47. What are the weaknesses of the curriculum?

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

48. How do you think the curriculum can be improved?

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

49. Would you like to add any additional comments?

_________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Thank you for completing this questionnaire

Microsoft Digital Literacy Curriculum Questionnaire (Universities)

This questionnaire is designed to obtain information regarding your views on the Microsoft Digital Literacy Curriculum. It will be used to assess the value of the curriculum. The information you provide will be treated confidentially and you do not need to record your name on the questionnaire. 

Please tick one option unless otherwise specified.

General Information

50. Country:_________________________________________________________________

51. Name of University:
___________________________________________________________________________

52. Position/Job title:__________________________________________________________

53. Name of Department: ______________________________________________________

	Yes
	No


54. Have you reviewed the Microsoft Digital Literacy Curriculum?

55. Did you download the curriculum or work with it online?

	Online
	Offline


	Yes
	No


56. Did you experience any difficulties in downloading/working with the online version? 

57. If yes, please explain

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Content

58. On a scale from 1-5 (with 1 being very easy and 5 being very difficult), rate how easy the learning materials are to read

	1
	2
	3
	4
	5


59. Please explain

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

60. On a scale from 1-5 (with 1 being very easy and 5 being very difficult), rate how easy the learning materials are to understand

	1
	2
	3
	4
	5


61. Please explain

_______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

62. On a scale from 1-5 (with 1 being least useful and 5 being most useful), rate whether the content matches the ICT learning needs of your department

	1
	2
	3
	4
	5


63. Please explain

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

	Yes
	No


64. Does the content of the courses live up to the course title descriptions? 

65. Please explain

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

66. Is the level of content appropriate for current and/or prospective students in your department? 

	Yes
	No


67. Please explain

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Format

	Yes
	No


68. Is this teaching and learning approach (e-learning) appropriate for current and/or prospective students? 

69. Please explain

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

	Yes
	No


70. The Digital Literacy Curriculum includes a Microsoft Word format of the eLearning course, which can be downloaded, adapted, and printed for classroom or self- study use. Is the Word version formatted in a way that is useful for current and/or prospective students?

71. Please explain

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

	Yes
	No


72. Will the online curriculum be accessible for your department? 

	Yes
	No


73. Do you anticipate experiencing problems with hardware? 

	Yes
	No


74. Do you foresee any problems with regard to bandwidth?
	Yes
	No


75. If online access is not practical, will a Word version of the courseware be an acceptable substitute for the eLearning? 

76. Please explain

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Relevance

	Yes
	No


77. Which course(s) do you think are most relevant/useful for current and/or prospective students? 
	Computer Basics
	

	The Internet and Worldwide Web
	

	Productivity Programmes
	

	Computer Security and Privacy
	

	Digital Lifestyles
	


78. Please explain

_________________________________________________________________________________________________________________________________________________________________________________________________________________________________

79. Which course(s) do you think are least relevant/useful for current and/or prospective students?

	Computer Basics
	

	The Internet and Worldwide Web
	

	Productivity Programmes
	

	Computer Security and Privacy
	

	Digital Lifestyles
	


80.  Please explain

_________________________________________________________________________________________________________________________________________________________________________________________________________________________________

81. In selecting students for admission to your department, what ICT skills do you think are necessary?

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

	Yes
	No


82. Do you think this curriculum addresses these skills? 

83. Please explain

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

84. Would completion of the Digital Literacy Curriculum be an advantage for students seeking entrance into the department?
	Yes
	No


85. Please explain

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

86. What value would you place on students who have completed the curriculum?

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

	Yes
	No


87. Do you think the MS Digital Literacy Curriculum would prepare students with the ICT skills they need for the world of work?
88. Please explain

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

General Value of Digital Literacy Curriculum

89. On a scale from 1-5 (with 1 being least useful and 5 being most useful), rate the value of this curriculum in enhancing the ICT literacy skills of prospective and/or current students in your department

	1
	2
	3
	4
	5


90. Please explain

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

91. What are the strengths of the curriculum?

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

92. What are the weaknesses of the curriculum?

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

93. How do you think the curriculum can be improved?

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

94. Would you like to add any additional comments?

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Thank you for completing this questionnaire

Microsoft Digital Literacy Curriculum Questionnaire (Employment Agencies)

This questionnaire is designed to obtain information regarding your views on the Microsoft Digital Literacy Curriculum. It will be used to assess the value of the curriculum. The information you provide will be treated confidentially and you do not need to record your name on the questionnaire. 

Please tick one option unless otherwise specified.

General Information

95. Country:_________________________________________________________________

96. Name of Company:
___________________________________________________________________________

97. Position/Job title:__________________________________________________________

	Yes
	No


98. Have you reviewed the Microsoft Digital Literacy Curriculum?

99. Did you download the curriculum or work with it online?

	Online
	Offline


	Yes
	No


100. Did you experience any difficulties in downloading/working with the online version? 

101. If yes, please explain

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Content

102. On a scale from 1-5 (with 1 being very easy and 5 being very difficult), rate how easy the learning materials are to read

	1
	2
	3
	4
	5


103. Please explain

_______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

104. On a scale from 1-5 (with 1 being very easy and 5 being very difficult), rate how easy the learning materials are to understand. 

	1
	2
	3
	4
	5


105. Please explain

_______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

	Yes
	No


106. Does the content of the courses live up to the course title descriptions? 

107. Please explain

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Format

	Yes
	No


108. Will this e-learning approach be effective for people seeking employment?

109. Please explain

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

	Yes
	No


110. The Digital Literacy Curriculum includes a Microsoft Word format of the eLearning course, which can be downloaded, adapted, and printed for classroom or self- study use. Is the Word version formatted in a way that is useful for people seeking to develop skills that will enhance their employability?

111. Please explain

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Relevance
112. Which course(s) do you think are most relevant/useful for people seeking employment in: 

(Please tick the appropriate boxes)
	
	ICT sector
	Public sector
	Office Administration
	Education
	Commerce
	Engineering
	Health

	Computer Basics
	
	
	
	
	
	
	

	The Internet and Worldwide Web
	
	
	
	
	
	
	

	Productivity Programmes
	
	
	
	
	
	
	

	Computer Security and Privacy
	
	
	
	
	
	
	

	Digital Lifestyles
	
	
	
	
	
	
	


113. Please explain

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

114. Which course(s) do you think are least relevant/useful for people seeking employment in:

(Please tick the appropriate boxes)

	
	ICT sector
	Public sector
	Office Administration
	Education
	Commerce
	Engineering
	Health

	Computer Basics
	
	
	
	
	
	
	

	The Internet and Worldwide Web
	
	
	
	
	
	
	

	Productivity Programmes
	
	
	
	
	
	
	

	Computer Security and Privacy
	
	
	
	
	
	
	

	Digital Lifestyles
	
	
	
	
	
	
	


115.  Please explain

_________________________________________________________________________________________________________________________________________________________________________________________________________________________________

116. On a scale from 1-5 (with 1 being least useful and 5 being most useful), rate whether the content matches the ICT learning needs of people seeking employment in the:

· ICT sector

	1
	2
	3
	4
	5


· Public sector:

	1
	2
	3
	4
	5


· Office administration 

	1
	2
	3
	4
	5


· Education Sector

	1
	2
	3
	4
	5


· Commerce Sector

	1
	2
	3
	4
	5


· Engineering Sector

	1
	2
	3
	4
	5


· Health Sector

	1
	2
	3
	4
	5


117. Please explain
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

118. What value do you think prospective employers would place on people who have completed the curriculum? For example, will they be more willing to hire candidates who have completed the curriculum?

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

119. In appointing people for jobs requiring basic ICT skills, what ICT skills do you think are essential?

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

	Yes
	No


120. Do you think that this curriculum addresses these needs?

121. Please explain

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

	Yes
	No


122. Would completion of the Digital Literacy Curriculum be an advantage for people seeking employment in the ICT skills sector.
123. Please explain

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

	Yes
	No


124. Would completion of the Digital Literacy curriculum be an advantage for people seeking employment in other sectors? 

125. Please explain

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

General Value of Digital Literacy Curriculum

126. On a scale from 1-5 (with 1 being least useful and 5 being most useful), rate the value of this curriculum in enhancing the ICT skills of people seeking employment in the:

· ICT sector

	1
	2
	3
	4
	5


· Public sector:

	1
	2
	3
	4
	5


· Office administration 

	1
	2
	3
	4
	5


· Education sector

	1
	2
	3
	4
	5


· Commerce sector

	1
	2
	3
	4
	5


· Engineering sector

	1
	2
	3
	4
	5


· Health sector

	1
	2
	3
	4
	5


127. Please explain

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
128. What are the strengths of the curriculum?

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

129. What are the weaknesses of the curriculum?

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

130. How do you think the curriculum can be improved?

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

131. Would you like to add any additional comments?

________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Thank you for completing this questionnaire
� � HYPERLINK "http://www.microsoft.com/citizenship/giving/programs/up/digitalliteracy/default.mspx" ��http://www.microsoft.com/citizenship/giving/programs/up/digitalliteracy/default.mspx� 


� http://www.microsoft.com/digitalliteracy 


� All quotations are presented exactly as in the returned surveys - no spelling or grammar corrections have been made.
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