DSA-QAG would like to wish all Assessment Centres and Suppliers a Happy New Year
and Best Wishes for 2010

Implementation of Standard Quote Template for Assessors & Suppliers

Background

SFE and local authorities had reported that due to the various formats of quotes, it was delaying and
time consuming for the DSA Administration Team to process multiple format quotes submitted with
Needs Assessment Reports.

Prior to the Christmas break a number of workshops took place to discuss and gather the requirements
for introducing a standard quote template to be completed by Assessors and Suppliers.

The Quote Working Group was made up of representation from the Assessment Centre and Suppliers
Working Groups along with SFE representatives. Drafts of the templates were trialled by a sample of
Assessors and completed by the Supplier Reps, feedback received was addressed and updated to
produce the final documents which were issued to members on 22 January.

Purpose

The purpose of introducing a standardised quote template is for a number of reasons but ultimately, to
ensure that when an Assessor requests a quote for DSA equipment and/or a service, the information
requested is in a standard format to the Supplier.

Suppliers in turn are responsible to return the quote to the Assessor in a standardised format which
ultimately aims to produce ‘like for like’ quotes, as required by SFE and local authorities*.

Documentation Issued
e Standard Quote Guidance Notes for Assessors and Suppliers
e (Quotation Document 1: Assessors Template
e (Quotation Document 2: Suppliers Template
e (Quotation Document 3: Specialist Template
e Standard Quote Process Diagram

The templates were issued in Word and Excel format to allow members to choose which format they
would prefer and are available on the DSA QAG Website under ‘Latest News’ section.

Disabled Student Allowance Quality Assurance Group Issue 3




Implementation Date — 1** March

The implementation date was originally notified to members as 1st February. However, this has been
extended to 1% March to allow members time to train their staff and make any required alterations to
Supplier online quoting systems.

We had been advised by SFE to highlight that it is the responsibility of the Centre Manager to ensure
that 3 appropriate quotes using the standard quote templates are submitted by their Assessors.

Quotes dated pre 1% March will be processed in full, however, quotes dated post 1°* March will be
pended and SFE DSA Team will contact the Centre Manager to arrange for the appropriate standard
guote template to be resubmitted.

Feedback via Working Groups
We acknowledge that there may be changes required once the template has been in operation and
would welcome your feedback via your representatives at the forthcoming Working Group Workshops.

*SFE requires 3 quotes and Local Authorities as per local practice 2 or 3 quotes.

Workshop Update

February 4™ is the date of the second meeting of the Outreach workstream.
February 9™ sees the first workshop on the Suppliers QAF review

February 23" sees the first workshop on the Assessment Centre QAF review

KPI data

January saw the introduction of the new submission date for KPI data, returns are now due on the gth
working day of the month. This meant that December’s KPI data was due to be with QAG by the 13"
January 2010. Unfortunately many Assessment Centres and Suppliers were impacted by the bad
weather conditions and understandably many didn’t manage to get their KPI submission in on time.

KPI returns for December are shown below by region and the tables immediately underneath shows
how many returns were submitted on time and how many were received beyond the submission date.

Possible Returns On time Returns Late Returns No return
Suppliers 19 15 3 1
Assessment Centres 60 38 13 9

(Data reported as of 25th January 2010)

As agreed at the December board meeting DSA-QAG will be working with NNAC on the non returns from
Assessment Centres. A similar process will be set up with Supplier Reps for the non returns from
Suppliers.
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Supplier Returns by Region
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DSA- QAG Central Administration Unit

Karen Docherty 8 Chief Executive
Tel: 0141 548 8006
Email: Karen.docherty@dsa-qag.org.uk

Lorraine Hill 8 Senior Quality Assurance Officer
Tel: 0141 548 8006
Email: lorraine.hill@dsa-gag.org.uk

Steven Bisset 8 Field Auditor
Tel: 0141 548 8006
Email: steve.bisset@dsa-qag.org.uk

Mechelle Hall 8 Field Auditor
Tel: 0141 548 8006
Email: Mechelle.hall@dsa-qag.org.uk

General Enquiries
Tel: 0141 548 8006
Email: administration@dsa-qgag.org.uk

DSA-QAG Site www.dsa-gag.org.uk

DSA- QAG Board Membe rs:

Stephen Brown & Chairman of DSA-QAG
Email: stephen24brown@gmail.com

David Malcolm: Vice Chairman of DSA-QAG
Email: david.malcolm@nus.org.uk

DSA- QAG Associate Members:

Karen Robson (NADP)
Tel: 029 20416170
Email: krobson@uwic.ac.uk

Lesley Morrice (NNAC)
Tel: 01158467780
Email: lesley.morrice@nottingham.ac.uk

Polly Laycock (ASASA)
Tel: 07968489405
Email: pl.dsa@hotmail.com

Antony Ruck (Supplier Rep)
Tel: 01204 534311
Email: aruck@barrybennett.co.uk

Tony Lees (Supplier Rep )
Tel: 0330 300 3000
Email: tony.lees@avantek.co.uk

QAF Working Group Rep

Simon Bloor: NNAC North West Rep
Tel: 0161 2750986
Email: simon.bloor@access-summit.ac.uk

Bryan Jones: Non NNAC3 North London AC
Tel: 020 8411 5366
Email: b.jones@mdx.ac.uk

Chrissy Robertson: NNAC South East Rep
Tel: 01865 551811
Email: crobertson@ocvc.ac.uk

Graham Sellick: NNAC Central Rep
Tel: 01604 892668
Email: hac@northampton.ac.uk

Emma Shelton: Non NNAC 8 Taunton AC
Tel: 01823 352749
Email: emma@contact-associates.co.uk

Judith Waterfield: South West Rep.
Tel: 01752 232278
Email: J.Waterfield@plymouth.ac.uk

Jill Berry: North East Rep.
Tel: 01642 342269
Email: J.Berry@tees.ac.uk

More Useful Contacts:

SLCISFE

Dave Morgan 8 Specialist Support Manager
Tel: 01325 215194

Email: Dave_Morgan@sic.co.uk

Specialist Support:

Joanne Thompson & Team Leader

Tel: 01325 215194

Email: dsa_team@slc.co.uk

PGP:
needs_assessment_reports@slc.co.uk

Practitioners Team

Steve Bryson - Team Leader
Tel: 0845 602 0583

Email: SSIN_queires@slc.co.uk

http://practitioners.studentfinanceengla
nd.co.uk

Other Useful Contacts

BIS

Tan Thompson 8 Student Finance Policy
Tel: 0207 215 1551

Email: ian.thompson@bis.gsi.gov.uk

QAF Worki _ng Groups (Suppliers)

Matthew Dean: Wyvern
Tel: 01432 271233
Email: matthew.dean@wbs.uk.com

Marie Norris: Clearlinks
Tel: 0845 833 9971
Email: marie.norris@clear-links.co.uk

Ted Pratt: MKC Computers
Tel: 01223 506006
Email: ted@mkccomputers.co.uk

Antony Ruck: Barry Bennett
Tel: 01204 534311
Email: info@barrybennett.co.uk

Jonathan Rouse: Microlink
Tel: 0121 632 2262
Email: jonathan.rouse@microlinkpc.com
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