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ABSTRACT
With Savannah College of Art and Design’s growing dependency on technology, we have identified the need to train our incoming faculty, staff, and students to use the technology that is necessary to thrive in our academic environment. Once this need was identified, we then had to find ways to integrate technology training into orientation. So far our efforts with faculty and staff have been very successful, and we are still working on the best approach to reach all incoming students.

To reach faculty and staff, we met with Human Resources and Faculty Development and agreed that all full-time faculty and staff would be required to attend a technology orientation in order to receive their network/email account access. Staff technology orientation is a 2 ½ hour session held on the second day of orientation. Faculty members attend a 3-hour technology session on the first day of their orientation with the school. 

The most challenging step of this process to date has been the inclusion of technology training into student orientation. We have tried several different methods to communicate the technology message that we have for students and are continuously revising this process. We are limited on time, space and personnel to reach all the incoming students especially during the large influx of fall quarter. 

This paper will examine the steps that were taken to integrate technology into faculty and staff orientations and examine the on-going processes for addressing our students’ training needs.

Categories and Subject Descriptors
K.6. [Computing Milieux] Management of Computing and Information Systems; Training

General Terms
Management, Human Factors.
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1. INTRODUCTION

As the Savannah College of Art and Design began to rely more and more on technology to run the college and advance our academic endeavors it became apparent to the Information Management and Technology (IM&T) staff that there would need to be more training on those technologies. In order to start all faculty, staff and students on a good course with the technology involved in the day-to-day operation of the school we began to investigate the possibilities of becoming involved in the orientation process for faculty, staff and students. This paper will exam the process that was involved in getting IMT integrated into the orientation of the faculty, staff and students and also examine the successes and failures and the on-going changes involved with these orientation procedures.

2. STAFF TRAINING
Our first step in this process was to coordinate the staff technology orientation. Meetings were held with Human Resources to create some sort of standard for how IM&T would be involved in staff orientation. It was decided that all full-time staff would be required to attend a 2 ½ hour technology orientation on the second day of the orientation session in order to receive their network and email username and passwords. Orientations would generally be held every 2 weeks with some changes to the schedule as needed with arrangements to be made well in advance as to accommodate everyone’s schedule. Full-time staffs at both Savannah and Atlanta campuses are required to attend with the Atlanta staff’s orientation currently being held using Adobe Connect during the regularly scheduled orientation time.

During the orientation session, the technology training coordinator reviews the technology policy, network logins, password re-sets, usage of webmail and intranet and f the school’s phone system. Documentation is delivered to the staff member for later reference.  During this time staff members will also register for parking decals and have any general technology related questions answered.

We have found this system greatly cut down on the confusion that new staff members experienced with technology when starting their employment at the school. Many of the newer staff members have a better knowledge of the technology resources that are available to them than some of the staff members who have been with the school for much longer periods of time and did not have the benefit of technology training during their orientation. Our work with staff orientation has been very successful and so far our best attempt at getting IM&T in the orientation mix. We credit the on-going support of Human Resources with this collaboration as one of the reasons behind the success.

.

3. FACULTY TRAINING
Our next attempt to get more involved in orientation was to meet with Faculty Development on the integration of technology training into faculty orientation. Due to time constraints and amount of information there was a three hour period set aside for technology orientation that would be shared between IM&T, eLearning, and the registrar’s office with IM&T having approximately 1 hour of time. 
During this time period it was necessary to get the faculty members logged onto the network and email, get passwords re-set, register for parking and review the technology policy. This did not leave much time to cover additional information that was necessary for faculty to have about the network resources that were available to them. A packet was created for faculty that had the additional information in hopes that this would assist faculty in their technology ventures at the college. With majors ranging from sculpture and painting to broadcast design and interactive/game design, another issue that was encountered was the wide range of technology skill level of the various faculty members. Because some assistance had to be provided in basic computer skills it took away from the time that was available for orientation on the network and email. 

At the time, Faculty development did not feel that it was necessary to have more time set aside for the technology portion of the orientation because each new full-time faculty member is assigned a mentor in their department to help them through their first year at the college. They felt that this mentor could help to fill in the gaps that were left out during faculty orientation. Unfortunately due to major upgrades in technology many of the long-time faculty members were not aware of all the various network resources that were available to them. Changes to the organization of the college have allowed us to go forth with some additional faculty training that made it obvious that there was a strong need not only for more training at orientation but on-going technology training for existing faculty. Thanks to this discovery, we have been able to make arrangements for changes to the orientation sessions for faculty. Starting fall quarter of 2009, IM&T will have 3 full hours of technology training with new faculty. During this time we will review network and email logins, the college’s webmail and intranet applications, technology policies, procurement procedures, network resources and various other technology related information. We hope that this will give us an opportunity to get a better start with the new faculty and let them know the training resources that have been made available to them.
.

4. STUDENT TRAINING
Our final and most difficult venture into orientation has been with students. This is partly because of the large influx of students during the fall orientation in ratio to the number of IMT training staff and partly from a time constraint with other activities involved in orientation for students. To start this process IM&T held meetings with the Student Involvement office who handles the organization of orientation. Upon this first meeting it was decided that IM&T would meet with and provide some training for the orientation assistants who guide the students through orientation. It was also decided that IM&T would be added to the speaker list for one of the freshman orientation meetings. IM&T would also have a presence at the College Services Fair to answer any technology questions that students or parents may have in an one-on-one forum and to hand out technology documentation. The training held with the orientation assistants went well and that information was taken out and presented by the orientation assistants to students during group tours on the 2nd full day of orientation. Unfortunately the freshman orientation meeting did not go as well. The technology portion was last on the agenda and due to time constraints IM&T only had about ten minutes to cover the necessary information. Not only was this time not appropriate but the manner of presentation was not either. The very important information that needed to be relayed really would have been better presented in a hands-on lab environment rather than a speech and PowerPoint presentation. The next 3 quarter’s orientations were handled similarly as not many changes are made to the orientation schedule throughout the year and the number of incoming students on the subsequent quarters is far fewer. 

Starting the end of spring quarter of that year IM&T began evaluating how the orientation for students went and decided that there still needed to be some modifications to the orientation. IM&T once again met with Student Involvement to discuss the IM&T role in orientation. This time it was decided the IM&T would forgo the speech given at the freshman orientation meeting and would present in a lab during the tours given on the 2nd day of orientation. Due to some last minute logistical changes the presentations were late to start. There was also only one IM&T person available to assist the students in groups of 15-20. Since there were about 1,000 students at orientation that day it was impossible for the IM&T staff member to deal directly with each student and to answer all technology questions that the students might have had. To fill in the gaps the orientation assistants also met with students. Unfortunately there had not been an opportunity to provide the new group of orientation assistants with training prior to orientation so some of the information that was distributed was slightly inaccurate. This proved to work slightly better than the previous year because the IM&T staff was at least able to provide some hands-on lab instruction but still did not provide enough opportunity for IM&T to relay the necessary technology information to incoming students. 

So once again IM&T has reevaluated their role in student orientation and met with Student Involvement. Another plan has been put in place for IM&T’s involvement in orientation. For the upcoming 2009 school year IM&T will be present in many aspects of orientation including some interaction with parents. First IM&T will have a presence at the summer orientation sessions, something not done previously, so that the students who attend these sessions in place of regular orientation will have the benefit of the same information. Second, IM&T will train the new group of orientation assistants on essential technology information so that they may be used as a resource by the students. As always there will be an IM&T representative available at the College Services Fair to answer questions and IM&T will have an information table outside the main registration area to answer student’s and parent’s questions. Next, An IM&T representative will sit on a panel with other college services to specifically address any questions that parents may have. Several IM&T staff will be available for hands-on training in labs on the 2nd full day of orientation when campus tours take place. During this time the staff will walk students through re-setting passwords and familiarizing them with the network resources available to them.

The hopes are that having a presence in so many aspects of orientation will cause much less confusion for incoming students on network policies and procedures, resources and general technology information. The results of all this will be evaluated after orientation judged somewhat by call volume to the technology support center. The plans will then be adjusted to find the best mix to reach the incoming student population.
5. CONCLUSION
In conclusion IM&T has worked for the past several years with various campus departments to realize the importance of technology training for those new to the campus. Many plans have been made, tried, evaluated and adjusted to suit the needs of the various audiences. With constant changes to technology and growth of the college these plan will have to continuously be evaluated and adjusted as needs change.
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