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Guidance notes for the completion of the Needs Assessment Report (NAR) template for Student Finance England (SFE) students
These notes are intended to assist in the completion of the Student Loans Company (SLC) NAR template. They are not intended to offer guidance to Needs Assessors on how to complete the needs assessment interview or to provide policy information. Specific guidance on support available from SFE is available online: 
Policy - SFE, Practitioners (slc.co.uk)
Adherence to the template

This template can be used immediately but should be implemented no later than June 2023. 

The template is mandatory for any reports submitted to SFE; centres should contact other funding bodies to confirm their requirements.

The layout of the template must not be altered. This is to ensure that the template remains consistent across all needs assessment centres. Following a period of adjustment any reports that are received in a format which does not adhere to the template will not be processed by SFE. The assessment centre manager will be contacted, and it will be requested that the report is resubmitted in the correct format.
Assessment centre logo

Centres are able to add logos or information they desire into the box on the first page of the report template such as company logo.
These should not be added to any other part of the report.

Footer

The page number, the student’s CRN and report reference number are the only information that should be contained within the footer. 

Student Information

Student information to be provided.
Assessment Information
Assessment information to be provided. Any dates which do not apply should be entered as N/A.

Assessment Method – delete as appropriate.
Reason – please provide the reason this method was selected; if it was to meet student choice, please include the reason provided by the student for their preferred method.

Location of Assessment – if the assessment was carried out in person, please provide the location e.g., main / outreach centre name and address.
Course Information
If the student has not yet confirmed their place on a course the details of the course that the student expects to attend should be included. These can be updated should the situation change.

Course code - provide this if available.

Part time intensity - provide this if available. The intensity of a course can be calculated as follows: (part time units ÷ full time units) x 100.
Course language – this section can be removed if it is not relevant to the student that you are assessing.

A-1 Disability information

Needs assessment interviews should only be carried out in instances where the student’s DSA1 eligibility letter has been reviewed, this letter will outline the condition(s) that have been evidenced and approved for support by SFE.

There may be cases where a student presents with a condition which does not appear on their DSA1 eligibility letter. In these instances, and where the student can provide medical evidence of the condition, these can be considered as part of the assessment; it must be made clear which recommendations relate to which condition in the report. Copies of any additional medical evidence should then be submitted to SFE along with the needs assessment report for consideration. SFE will consider any additional conditions and associated evidence.
Please record information about the condition(s) on which the report has been carried out. Start by listing in bold the condition(s) that have been considered as part of the assessment.

Although extracts from medical evidence can be provided in this section this is already available to the funding body. As the report should be able to act as a standalone document for different audiences it is asked that details are provided which helps the reader understand the student’s condition(s).

The student’s preferred method of communication can also be recorded in this section of the report.
A-2 Details of previous assessment/previous support

Please record details of any previous assessments and support the student has received in the past (education and employment) and the support which has been most helpful.
A-3 Course details

Please record details regarding the make-up of the course, i.e., does it include laboratory work, off campus placements etc 

A-4 Higher education provider support / reasonable adjustments
Please record details of provisions that are available to the student from their HEP (e.g. courses where equipment/software/ support is supplied by the HEP) and record the checks completed to avoid a duplication 
of the provision of funding.

This information should differ from that presented in section D of the report, section D should contain suggestions to the HEP of other things to consider for the particular student in question.
B-1 Strategies/equipment previously used/currently in use

Please record the details of any equipment or devices that the student currently has including: computer, smart phone or tablet computer. This should include details of the specification check on the student’s own computer and conclude if this has been deemed suitable for the duration of the course.

B-2 Impacts of disability and recommended strategies
If any sections are not relevant to the student being assessed please do not remove these from the report, instead enter “NA” into the box provided. There may be impacts that are identified which do not require any recommendations to be made for DSA funding, in these instances the “recommended strategies” box should be completed with “no recommendations at this time”.

Please record detailed descriptions of study support requirements indicating evaluation decisions and strategies discussed. The recommended numbers of hours of NMH support do not need to be included within this section of the report, as these can be included in section C-1. Support provided by other sources should not be duplicated. Final recommendations should be in bold.

Recommended Strategies - You can include strategies here that the student has determined are not required at the time of the report.

Additional Information - This section should be used for any additional impacts that you have identified which do not fit into the other categories.

Needs Assessors should recommend ALL strategies they identify even if they feel this may exceed the maximum available. If the total cost of all agreed recommendations will exceed the maximum, the DSA2 Letter will contain advice to the student.
C Summary and costs

Any sections for which you have not made any recommendations should be removed.

C – 1 List of recommended support

Please list every item of support that has been recommended. This section should be a list; there is no need to duplicate justification or descriptions.
C – 2 Costs
Specialist Equipment Quote 

The quote ID and quote URL from the DSA EQuote should be given in the boxes.
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Ergonomic / specialist items quote 

One quote is acceptable for ergonomic or specialist equipment.

Non-medical helper support
Additional boxes can be added for further NMH support types.

Frequency - This box should be used to indicate the frequency of support that is being recommended, it should not include numbers.
Examples:

· per academic year

· in total

· for the first year only

Assistive technology training

A minimum of two
 quotes should be provided for AT Training (three spaces are provided here as some Needs Assessors submit three). If only two quotes are provided the additional row in the table should be removed.
General support
Travel to the needs assessment interview can be added in this section of the report. SFE can fund travel to the assessment centre if the student requires this. If receipts for the travel costs are available at the time of the report being created, then these should be included within the report. SFE will be able to make payment on this claim without the need for a separate claim form to be submitted by the student.

Travel allowance
Frequency - This box should be used to indicate the number of journeys that are being recommended.
Example:

· up to 15 return journeys per academic year

· 4 single journeys per week, 30 weeks per year

Needs assessor requests/preferred supplier

If a needs assessor feels that there is a specific disability related need for a particular supplier to be selected for the student, then the information should be provided here for consideration. An example of a situation where this would be considered is in circumstances where continuation of support is essential for a student. These requests can be considered in exceptional circumstances only.
C – 3 Summary of Costs

This table should be used to total the costs of the recommended support. Where an e-quote is also provided, SLC will tally this with the summary of costs total once selected and approved. 
These totals should be the Gross costs, which have been selected by including the supplier with the most cost effective Net cost, unless explicitly stated otherwise.

D. Institutional support / reasonable adjustments

This section is to provide any recommendations to the HEP for adjustments that will benefit the student.

E. Contact details

This section provides all the contact information a student needs in one place.

