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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 Needs Assessment 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 DSA guidance is available online: 
Policy - SFE, Practitioners (slc.co.uk)
Adherence to the template

Aswel as full Needs Assessments, the intention is that this template is also used for Review of Needs (both free and funded). ‘Additional Recommendations’ are also a form of a free review and are therefore included within this guidance. 
For Review of Needs, not all sections will be relevant for every case and therefore certain sections can be removed, if they are not applicable or if there is no change from the original assessment. This will help with efficiencies for both the Needs Assessor and SLC. This document will walkthrough each section and provide advice where a section can be removed.
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 Name, Customer Reference Number and Email Address to be provided. 
Funding Body details are pre populated.
Assessment Information
Report Reference, Assessment Centre, Needs Assessor and Assessment Type (delete as appropriate) to be provided.
Assessment Dates 
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Section not mandatory for Free Reviews/Additional Recommendations.
Assessment Method 

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.
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Section not mandatory for Free Reviews/Additional Recommendations.

Course Information
Course details should align to the information provided in the data share, but where the Needs Assessment is being carried out prior to the course start date and the student advises these details are no longer correct, the assessment should be carried on the most upto date and correct course.
Section not mandatory for Free/Funded Reviews if no change from original assessment.

A-1, A-2 Summary

List every item of support that has been recommended with a brief summary for the student. There is no need to duplicate justification or descriptions that will be provided in section C.
B Background Information

Section not mandatory for Free/Funded Reviews if no change from original assessment.

B-1 Disability information

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).

Needs assessments should be carried out in instances where the student’s eligibility information has been provided which will outline the condition(s) that have been evidenced and approved for support. 
Where a student presents another condition and they have medical evidence, this additional condition can be considered as part of the assessment. However, in these cases it must be made clear which recommendations relate to which conditions in section C. 
Copies of the additional medical evidence should be submitted to SFE either, along with the needs assessment report or the student should be advised to send this directly if the assessment is being carried out remotely. 
B-2 Details of previous assessment/previous support

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.
B-3 Course details

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

B-4 Higher education provider support / reasonable adjustments
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 E of the report. Section E should contain suggestions to the HEP of other things to consider for the student in question.
C-1 Strategies/equipment previously used/currently in use

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.

Section not mandatory for Free/Funded Reviews if no change from original assessment.

C-2 Impacts of disability and recommended strategies
Record detailed descriptions of study support requirements indicating evaluation decisions and strategies discussed. 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 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.
For full Needs Assessments, if any sections are not relevant to the student being assessed enter “NA”. 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”.

For Free/Funded Reviews the unused sections can be removed.
D Costs
Unused tables in this section can be removed for all report types.
Equipment
The quote ID and costs should be provided, and a copy of the full quote included in Appendix 1 at the end of the report.
Assistive Technology Training
Training should be recommended as a total number of hours. The session length e.g., 1 hour, 2 hours or 3 hours should be discussed with the student during the assessment and finalised when booking.
Non-medical helper (NMH) support
Additional tables can be added for further NMH roles.
NMH role names should be consistent.
NMH support should be recommended as a number of hours and the frequency should be ‘in total’ (for the duration of the course) or ‘per year’. 
General support
The students travel costs to the needs assessment interview (if applicable) can be added in this section of the report. If receipts for the travel costs are available at the time of the report being created, then these can be included within the report and the claim will be reviewed and processed.
Travel allowance
Travel should be recommended as a number of single journeys and the frequency should be ‘in total’ (for the duration of the course) or ‘per year’.
Example – a student may require 5 returns/10 singles per week, for 30 weeks per year and this should be detailed as part of the justification in section C, but the table in this section should be completed as 300 singles per year.

For short travel agreements such as placements, these can be recommended as ‘in total’ to cover the placement period. Placement dates if known can be provided alongside the justification in section C.
Where the student requires travel to multiple locations these would need to be outlined in a table for each. An estimated number of single journeys for each destination should also be provided. 
Example:
Travel from A to B = 10 singles per year

    
Travel from A to C = 20 singles in total
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. These requests can be considered in exceptional circumstances only.
Summary of Costs

This table should be used to total the costs of the recommended support. 

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.

E. Institutional support / reasonable adjustments

This section is to provide any recommendations to the HEP for adjustments that will benefit the student.
Section not mandatory for Free/Funded Reviews if no change from original assessment.

F. Contact details

This section is to provide contact information for all of the suppliers being recommended.
Section not mandatory for Free/Funded Reviews if no change from original assessment.

Appendix 1 – Equipment Quote

A copy of the equipment quote should be added.
