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Contact Us
The contact details for the DSA team are as follows:
Telephone: 0845 111 0244
Fax number: 0131 244 5109
Address: DSA team
Room 210

Gyleview House
3 Redheughs Rigg

Edinburgh
EH12 9HH
Website: WWW.Saas.qov.uk
Email: saas_4@scotland.gsi.gov.uk

(for enquiries relating to specific students)

saas_4dsa@scotland.gsi.gov.uk
(DSA advisors only email address: to be used for general enquires about the rules
and policy surrounding DSA).

DSA key personnel

DSA Team Leader John Cameron 0131 244 5154 john.cameron@scotland.gsi.gov.uk
DSA Section Leader Lorna Caldwell 0131 244 5897 lorna.caldwell@scotland.gsi.gov.uk
Policy Manager Alan Scott 0131 244 5883 alan.scott@scotland.gsi.gov.uk

Disclaimer: The information in this guide offers general guidance only and is not legally binding, nor does it
constitute any right of eligibility for, or entitlement to, funding. We will assess each student’s applicant on his or her
individual circumstances in accordance with the information provided with his or her completed application form/s.
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Allowances — basic allowance

This is an annual allowance and the amount is revised each year. In 2009/10 the rate for full time
students is £1725. For part time students the allowance is pro rata, e.g. a student studying for 50% of
the length of a full time course would be entitled to £863 (50% of the basic allowance).

The basic allowance is intended to cover small items of equipment and consumables such as:

Dictaphones
Photocopying costs
Printer cartridges
Internet

Braille Paper

We do not pay for —
e Adaptations to course handouts

A student may also claim the extra cost of medically-certified special dietary needs under this allowance
— see the section Special Dietary Needs on page 39 for more information.

Any unspent portion of the basic allowance can also be used to top up the Non Medical Personal Help
(NMPH) or Large Items allowance if necessary.

We cannot pay more than the maximum basic allowance in any given academic year.

Students cannot carry any unspent portion of the basic allowance forward from one academic session to
another.

Students cannot anticipate a DSA award i.e. they cannot use a proportion of their DSA entitlement from
a future academic year to top up their support in the current academic year.

If a students’ disability related expenses exceed the maximum allowed under the basic allowance they
can apply for extra support from their institutions Discretionary Funds.

Back to contents page

Allowances - large items allowance

This is an annual allowance and available to eligible students over a whole programme of study, but we
can make exceptions if there has been a significant gap between courses see the section — Change of
Course — Large Items Allowance on page 13 for more information. For students commencing In 2009/10
the rate for is £5,160. This allowance is not proportioned down for part-time students. The Large Iltems
Allowance can include items such as:

Disability related software (e.g. Dragon voice recognition software)
Other appropriate software (e.g. Microsoft Word)

Printers

Scanners

Personal computers (PCs)

Laptops

Disability loops

Radio aids

CCTV to enlarge book print



We do not normally pay for —

e Equipment that we have not approved or that has not been recommended by a validated needs
assessor

e Phone line installation or rental

e Any equipment that we feel an institution should be reasonably expected to provide

e Equipment that is required by all students on the course e.g. cameras for students on
photography courses or DVD players required by Open University Students

e Wheelchairs

e Scooters

If a student requires a piece of equipment for their course, that because of their disability is more
expensive than that the standard piece of equipment that all students require we can pay for the
difference in price between the two.

Case study

Student A is on an Open University computing course. It is a compulsory requirement of the course that
all students own a PC with a minimum specification. The PC recommended has a 14 inch screen and
standard keyboard and mouse and costs approximately £500. However, due to Student A’s visual
disability he requires a PC with a 20 inch monitor and a specialised keyboard and mouse. These extra
disability required changes take the price of the PC up to £800. SAAS agrees to pay £300 to the student
because this is the difference between the standard specification that all students require and the higher
specification that the student needs because of his disability.

Any unspent portion of the allowance cannot be used to top up the other two allowances.

We cannot pay more than the maximum large items allowance in any given academic year.

Students cannot anticipate a DSA award i.e. they cannot use a proportion of their DSA entitlement from
a future academic year to top up support in the current academic year.

If necessary any unspent portion of the basic allowance can be used to top up the large items allowance.

If a student’s disability related expenses exceed the maximum allowed under the large items allowance
they can apply for extra support from their institutions Discretionary Funds.

Back to contents page

Allowances — non medical personal help (NMPH)

This is an annual allowance and the amount is revised each year. In 2009/10 the rate for full time
students is £20,520. For part time students the allowance is scaled down pro rata e.g. a student
studying for 50% of the length of a full time course would be entitled to £10,260 (50% of the basic
allowance).

The NMPH allowance is intended to cover personal support such as:

Readers

Sign Language Interpreters

Note takers (including text help operators)

Scribes

IT Training

Study skills support

Mentors

Proof readers

Helpers providing support for students to move around campus or access specific areas such as
the library



We do not pay for —

Subject specific tuition

Personal help that is required outside class time e.g. help with getting dressed in the morning
Any support that would normally be provided by Social Services

Any services such as counselling or study support that the institution makes available to all its
students

e Asfedic tuning or similar diagnostic services

Any unspent portion of the NMPH allowance cannot be used to top up the other two allowances.
We cannot pay more than the maximum NMPH allowance in any given academic year.

Students cannot carry any unspent portion of the basic allowance forward from one academic session to
another.

Students cannot anticipate a DSA award i.e. they cannot use a proportion of their DSA entitlement from
a future academic year to top up support in the current academic year.

If necessary any unspent portion of the basic allowance can be used to top up the NMPH allowance.

If a students’ disability related expenses exceed the maximum allowed under the NMPH allowance they
can apply for extra support from their institutions Discretionary Funds.

If a student has been recommended both IT equipment/software and NMPH which provide the same
type of support we would expect a student’s needs assessment form to clearly outline a strategy to
enable the student to become an independent learner.

Case Study

Student A has mild dyslexia and is starting an English Literature course. In the first year his needs
assessment report recommends that he be awarded DSA for a laptop with specialised dyslexia software,
study skills support for two hours per week, proof-reading support for 3 hours per week and a note taker
for 10 hours per week.

In his needs assessment it is noted that as he becomes familiar with his specialised software and is able
take on board the strategies developed in his study skills classes, the amount of NMPH he will need will
go down. As part of the long term strategy that has been developed between the student and his
disability advisor he is going to learn to touch type so that he can take his own notes instead or relying of
a note-taker.

As a result of this planning when he goes into second year student A has fully developed his touch
typing skills and no longer requires a note-taker. The amount of study skills support he requires is also
down to 2 hours per month.

We are currently chairing a subgroup of the Disabled Students Stakeholder Group (DSSG) which is
examining the roles and responsibilities of NMPHs. The group’s recommendations will help to shape
future policy on NMPH. Any changes that result from this will be included in the next addition of this
guidance.

Back to contents page




Appeals — appealing to SAAS

An appeal is a formal request to review a decision we have made on a student’s entitlement to financial
support and/or our assessment of how much they should get. An appeal must allege an error on our
part and will only be considered if it is based on us having made an incorrect assessment of a student’s
factual circumstances and/or an erroneous interpretation of the law.

You or the student can make a formal appeal by writing to tell us why you think our decision or
assessment is wrong. Address the envelope to “SAAS Appeals” at the address in Annex A and clearly
mark the letter “Formal Appeal” or you can send an email via our website at
www.saas.qov.uk/contact.htm. Please put the SAAS reference humber on any correspondence.

What we will do

A senior member of staff will consider your appeal and will aim to reply to you within 10 working days of
receipt. If we cannot do so, we will write to explain why and to tell you when you can expect a full
response.

If you are unhappy with the reply you receive, you may write to our Chief Executive asking him to review
the case (please write to the Chief Executive, SAAS at the address below). You will normally receive a
reply within 10 working days. The Chief Executive’s decision is final in terms of the Agency’s procedures.

If you are not satisfied with the reply from the Chief Executive, you have the right to refer your case to
the Scottish Public Services Ombudsman (SPSO) for consideration. The Ombudsman can investigate
claims of maladministration but will normally only do so once you have exhausted the Agency’'s
procedures as detailed above. You should contact the Ombudsman, preferably in writing, within 12
months after the day you first became aware of your grounds for complaint. The SPSO’s office is based
at 4 Melville Street, Edinburgh, EH3 7NS.

The SPSQO’s contact details are:-

Scottish Public Services Ombudsman www.Spso.0org.uk
Freepost EH641

Edinburgh Tel: 0800 377 7330

EH3 OBR Fax: 0800 377 7331
E-Mail:ask@spso.org.uk Text: 0790 049 4372

Recording, monitoring and reviewing appeals and complaints

If appeals reveal shortcomings on our part, we use this information to review and improve our
procedures.

Appeals — Students Appealing against a needs assessment

If a student wishes to appeal against the recommendations in their needs assessment they should first of
all appeal directly to the institution or Access Centre that carried out their assessment. The institution or
Access Centre that provided the assessment should provide the student with a copy of their appeals
process. If they are not happy with their response we can appoint an Independent Arbitrator to look at
the assessment.

If they are unhappy with the reply they receive from the Independent Arbitrator, they can write to our
Chief Executive asking him to review the case. They will normally receive a reply within 10 working
days. The Chief Executive’s decision is final in terms of the Agency’s procedures. If they are still not
satisfied with the reply from the Chief Executive, the student (or their representative) have the right to
refer their case to the Scottish Public Services Ombudsman (SPSO) for consideration.

The Ombudsman can investigate claims of maladministration but will normally only do so once the
student has exhausted the Agency’s procedures as detailed above. They should contact the
Ombudsman, preferably in writing, within 12 months after the day they first became aware of the
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grounds for complaint. The SPSO'’s office is based at 4 Melville Street, Edinburgh, EH3 7NS and their
contact details are:

Scottish Public Services Ombudsman www.Spso.org.uk

Freepost EH641
Edinburgh Tel: 0800 377 7330
EH3 0BR Fax: 0800 377 7331

E-Mail:ask@spso.org.uk Text: 0790 049 4372
Recording, monitoring and reviewing appeals

If appeals or complaints reveal shortcomings on our part, we use this information to review and improve
our procedures.

The following flowchart summarises the full appeals process:

DSA Appeals — Needs Assessment
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Applying for DSA

Applications and guidance notes for DSA are available from the beginning of May each year.
Applications are available directly from us and on our website at www.saas.gov.uk. We also send an
allocation to every college and university in Scotland at the start of the session.

There are two DSA forms:

e DSA FT — for full time DSA students who are claiming living cost and or tuition fee support from
SAAS

e DSA O - for part-time, distance learning and full time students not claiming tuition fees or living
cost support.

We also produce a set of guidance notes for students explaining the kind of support they may be entitled
to under DSA.

The closing date for DSA applications for session 2009/10 is 30™ June 2010.
When applying new students must:

e Ensure that their DSA form has been signed (and endorsed if studying part-time) by their
institution and themselves

¢ Enclose medical evidence/confirmation of their disability

e Enclose any other applicable supporting documents e.g. quotes from taxi companies

e A copy of their needs assessment if this has already been carried out

Continuing students must:

e Ensure that their DSA form has been signed (and endorsed if studying part-time) by their
institution and themselves.

o Enclose a letter from their disability advisor confirming what support and/or equipment they
require

e Enclose any other applicable supporting documents e.g. quotes from taxi companies

Students who are also applying to SAAS for tuition fees and/or a student loan must also ensure that they
have submitted their application for main support either along with or before they submit their DSA
application. We cannot assess their entitlement to DSA until this form has been processed.

In addition to other guidance relating to information which should be contained within a student’s needs
assessment form, as a matter of good practise we would expect that the forms also:

o Sufficiently justify the recommendations and how they relate to the student’s study

¢ Demonstrate what reasonable adjustments have been made by the institution to support the
student

o Clearly relate to how the support will enable the student to become, within reason, an
independent learner and ultimately help to prepare them for their vocational end goal

e Relate to the needs of the student as a result of their impairment

¢ Demonstrate how the DSA will provide the support that is required for the student to be on a level
playing field with their peers

e All the relevant sections to be completed or briefly explain why a particular section may not be
relevant

Back to contents page
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Applying for DSA — applications received near the end of a course or academic year

Students can apply for DSA up until 30" June in the year that their course or academic year ends.
However, if students apply for items of equipment or NMPH towards the end of their course or academic
year we might restrict the DSA we pay out or look to provide alternative forms of support instead.

In order to pay DSA near the end of a student’s course or academic year we would require the following
from the student’s disability advisor:

An explanation of why the application has been made so late in the year

Confirmation of why the support is required now

Information on how the student had managed on their course prior to their application
Confirmation that there is no support available from other sources e.g. loan of equipment from
the institution for the remainder of the academic year

e Confirmation of what forms of reasonable adjustment have been made by the institution to
support the student and why the student still requires additional support through the DSA

If we are satisfied that the student does require the equipment recommended we might look at paying for
the hire of equipment instead of purchase, particularly if the student is nearing the end of their final year,
or alternatives such as NMPH instead.

Where we agree to the purchase of equipment for students who are nearing the end of an academic
year we must be satisfied that the student intends to return to their studies after the summer break.
Where students subsequently do not re-enrol we may seek to recover the monies paid out.

We will not pay for any equipment that the student purchased prior to attending a needs assessment —
see the section retrospective claims on page 38 for more information.

Back to contents page

Assessment fee

Please see the section — Needs assessment — fee on page 31 for more information.

Back to contents page




Basic allowance
Please see the section — Allowances — Basic Allowance on page 5 for more information.
Bankruptcy

If a supplier of specialist equipment goes bankrupt before supplying the equipment, under insolvency law
a student could become a creditor of the bankrupt’s estate and potentially recover the money they have
paid out or receive the equipment if the supplier still has it.

If the student is unable to obtain their equipment or recover their money we can make another award
under DSA subject to the maximum payable under the allowance. If the amount of DSA they have left is
not enough to meet the full cost of their equipment they would have to pay any difference themselves.

However, before we could consider payment the student would have to provide us with written evidence
stating that they had not received the original goods and would not be able to recover the equipment or
funds from the supplier.

Case study

A student is awarded £3500 under the large items allowance to purchase a computer and software.
However, the company goes bankrupt before their equipment arrives and they are advised that they will
be unable to claim the money back. As the student still needs the equipment to do their course we can
award the student ££1,660 (the remainder of their large items allowance) and £1,725 (the unspent
portion of their basic allowance for that session) making a total of £3,385. As this is £115 less than the
cost of the equipment the student will have to make up the shortfall themselves.

Back to contents page

Books

We will not normally pay for books as this is something that all students are required to buy regardless of
their disability. We would expect an institution to make some reasonable adjustments to support
students who may need to borrow a book from their institution library but because of their disability
requires a copy for a significantly longer period of time. Once evidence has been provided that all other
reasonable adjustments have been made and a need still exists, then we may consider payment in the
following circumstances:

e Where students require books in an alternative format e.g. large print or audio we can pay the
difference in cost between the standard and alternative format
e Books that aid students with study difficulties e.g. study skills books for dyslexic students

Back to contents page




Change of course — large items allowance

The large items allowance is awarded for the duration of a student’s course of study not for an
individual course. Therefore, if a student changes courses without a break in study e.g from year one of
a BA in English to year one of a BA in Drama or progress from one course straight to another, e.g. from
a BA to a Postgraduate Diploma they will not receive a new large items allowance.

Case study 1

Student A is on a BA Mathematics course. She applies for DSA and we award her £4,500 under the
large items allowance for a computer and software. However, after a year she decides to change to a
MEng and as a result requires some additional software and a scanner costing £2,000. Although she
only has £660 left of her large items allowance she can use £1,340 from the basic allowance for that
session to make up the remainder of the £2,000. If she requires any further equipment during her course
she will have to use her small items allowance as her large items allowance has now been exhausted.

If a student starts a new course after a short break in study they may be entitled to a new large items
allowance but we would need confirmation that the equipment they had received was no longer
adequate. If a student returns to education after a significant break in study they will normally be entitled
to a new large items allowance.

Case study 2

Student B is enrolled on a one year HNC course for which we award them £2,000 for a computer. After
a year away from education working in industry he decides to return to college to do an HND. As he has
only had one year outwith education and as all the original equipment he received under DSA is still
working he is not entitled to a new large items allowance. However, he still has £3,160 of his original
large items allowance left which he can use to extend the warranty on his computer and to purchase any
additional equipment and software that he requires for his HND course.

Case study 3
We award student C £3,000 to buy a laptop computer, printer, scanner and software while on a BA
course. Five years after graduating she gets accepted onto a PGDE course. As it has been five years

since she was last awarded DSA and her original equipment is no longer working she is entitled to a new
large items allowance for her new course.

Back to contents page

Change of course — needs assessment

When a student changes from one course to a completely different one e.g. from a BA in philosophy to a
Diploma in Nursing and it is anticipated that their support needs and equipment needs will be
significantly different as a result, we can pay for the cost of a new needs assessment if it is required.

Back to contents page

Complaints against SAAS

We have a formal complaints procedure which is published in our annual guides and also posted on our
website. The full complaints procedure is copied below:

We would like to hear from anyone if they feel dissatisfied with any aspect of our service, for example, if
you think we have:



treated you unfairly

failed to explain things properly

given you wrong or misleading information
have taken too long to deal with your case

We want to know if things go wrong so that we can put them right and make sure that they do not
happen again.

You can make a formal complaint by writing to tell us what has gone wrong. Address the envelope to
“SAAS Complaints” and clearly mark your letter “Formal Complaint” or you can send an email through
our website at www.saas.gov.uk/contact.htm. Please put your SAAS reference number on any
correspondence.

What we will do

A senior member of staff will consider your appeal or complaint and will aim to reply to you within 10
working days of receipt. If we cannot do so, we will write to explain why and to tell you when you can
expect a full response. If your correspondence is not classed as an appeal or a complaint, we will treat it
as general correspondence and aim to reply within 15 working days.

If you are unhappy with the reply you receive, you may write to our Chief Executive asking him to review
your case (please write to the Chief Executive, SAAS at the address below). You will normally receive a
reply within 10 working days. The Chief Executive’s decision is final in terms of the Agency’s procedures.

If you are not satisfied with the reply from the Chief Executive, you (or your representative) have the right
to refer your case to the Scottish Public Services Ombudsman (SPSO) for consideration. The
Ombudsman can investigate claims of maladministration but will normally only do so once you have
exhausted the Agency’s procedures as detailed above. You should contact the Ombudsman, preferably
in writing, within 12 months after the day you first became aware of your grounds for complaint. The
SPSO’s office is based at 4 Melville Street, Edinburgh, EH3 7NS.

The SPSQO'’s contact details are:-

Scottish Public Services Ombudsman
Freepost EH641

Edinburgh Tel: 0800 377 7330
EH3 OBR Fax: 0800 377 7331
E-Mail:ask@spso.org.uk Text: 0790 049 4372
Website WWW.SPS0.0rg.uk

Recording, monitoring and reviewing appeals and complaints

If appeals or complaints reveal shortcomings on our part, we use this information to review and improve
our procedures.

Our Management Board review the complaints we have dealt with every 3 months to assess whether
there are any patterns or trends that suggest we ought to change our procedures. We keep a record of
all the complaints we receive and publish details in our annual reports.

Back to contents page

Completing the DSA form

SAAS operates a paperless office system and electronically scans all forms and correspondence onto
our student support database (GRASS). To enable us to scan and process documents as quickly as
possible all forms and correspondence should be sent in the following format:
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e Use original DSA forms (either the yellow paper forms issued to all institutions or the PDF
version which can be downloaded from our website)

e Complete the DSA form using black ink

e Send clear photocopies of important documents e.g. Educational Psychologist reports and not
originals

e Use highlighter pens as this shows up as blank text on our system

e Send original copies of documents e.g. Educational Psychologists reports

e Use coloured ink as it does not always show up clearly on our system and means that we have
to photocopy the documents before scanning them

e Use your own in-house version of the DSA form

Remember to:

e Enclose all supporting documentation with the form whenever possible, do not send them
separately

e Ensure that the form has been signed by both the student and the disability advisor

e Ensure that for part-time and distance-learners the endorsement box has been completed

Once the disability advisor has signed the SAAS DSA form it should not be passed back to the student.
This is one of our audit requirements and it is to ensure that the student does not add extra items or
support to the form that have not been agreed by the disability advisor.

Use our pro-formas where appropriate, see attachments 1 — 6 on pages 49 to 62

Back to contents page

Completing the DSA form — alternative formats

When required, we can provide alternative versions of the DSA forms and notes in the following formats:

e DBrallle
e Large print
e Audio

Back to contents page

Computers and laptops

We can pay for the cost of a laptop or computer as appropriate, however, there should be a clear and
detailed explanation provided on a student’s needs assessment form as to why the student may require
a desk top computer or a laptop. The explanation should also clarify why the student cannot reasonably
access a computer which may be in their own home or available within their own institution.

When making a decision on whether to award funding for a laptop or desktop PC the decision should be
based purely on the most appropriate piece of equipment for the student’s disability and not because a
student has expressed a preference for one piece of equipment over another.

The needs assessment form should also detail evidence that a student has had the opportunity to trial
equipment before purchase and information relating to the insurance costs of the items.

Case Study
Student A has mild dyslexia and has difficulties with handwriting and spelling. It is recommended that he

has a scribe during exams and that he use a computer to produce his essays and coursework. As the
university provides laptops with dyslexia software for students to use on campus, and as the student will



have no difficulty using these PCs or accessing them for the required length of time, no computer
equipment is recommended for him. Back to contents page
Consumables

We can pay for the cost of consumables such as paper, ink and photocopying costs if a student incurs
additional charges related to their disability.

As all students will generally have some costs associated with this we will only pay for consumables
when it can be demonstrated that because of their disability a student has incurred extra costs e.g.
visually impaired students who need to print documents in a bigger font or with double spacing. In these
cases we will only reimburse costs that are over and above the expenses that a non disabled student
would reasonably be expected to pay.

Students must send in receipts for all consumables purchased.
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Continuing students

Continuing students do not need to have a new needs assessment for each year of their course,
however, if they have a change of circumstances then it may be necessary to carry out a new
assessment, for example:

e They have changed to a completely new course or institution
e There has been a change in their medical condition

Where there is no change in the student’s circumstances, if the student is claiming a continuance of their
support e.g. non medical help or photocopying costs, they should simply provide the following:

e The appropriate DSA form, signed by themselves and their disability advisor

e A letter from the their disability advisor confirming what support they require e.g. if they require
NMPH the letter should state the number of hours and the cost per hour

e A third party agreement form if payment for any equipment recommended is to be made direct to
the institution

In the case of NMPH the support should be reviewed each year to ensure that the level of support
received in previous years is still appropriate.

Once we have processed their application we will send a letter to the student to confirm the level of
support they will receive, as well as payment for any additional equipment or consumables that have
been requested.

Payment for NMPH will be paid in arrears on receipt of invoices.

Back to contents page




Digital Hearing Aids

We do not normally pay for digital hearing aids as they are something that students normally require
regardless of their attendance on their course and are usually available through the NHS. However, we
can consider paying for them in exceptional circumstances. To enable us to consider paying for them
we require the following:

e Confirmation that the student requires digital hearing aids solely because of their attendance at
college or university

e Confirmation that they cannot get them on the NHS or that if they are on a waiting list that they
will not be able to get them within the next year

e An explanation of why other forms of support e.g. note takers, induction loops etc are not suitable
alternatives

For more information about how to make an application for an exceptional or non standard piece of
equipment see the section - Exceptions on page 22

Partnership Matters provides further information about the roles and responsibilities of other agencies
such as the NHS that are involved in supporting students with additional support needs see the section —
Partnership Matters on page 34 for more information.
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Distance Learning Study

DSA is available to Distance Learning, including Open University (OU) students who are studying at
course a HNC level or above.

Distance-learning students should fill out the form DSA O.
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Distance Learning study — DSA rates

For distance-learning student the basic items allowance and NMPH are scaled down pro rata e.g. a
student studying for 50% of the length of a full time course would be entitled to £863 and £10,260 (50%
of the basic allowance and NMPH respectively).
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Distance Learning Study — length of study

To be eligible for support part-time students must be undertaking at least 50% of the normal length of a
full time course and must not take more than twice the normal length of time to complete it i.e. a student
undertaking a 4 year BA on a part time basis must take no more than 8 years to complete it. For OU
students this means they must be studying at least 60 credits each year.

In exceptional cases we can fund students who are have to cut back on their time in one session
providing they make up the time in any subsequent years and do not take longer than twice the length of
the standard course to complete it.

For example a student on a 1 year HNC course could exceptionally do 60% of the course in year 1 and
40% in year two.

In these cases you must contact us to get approval and provide good reasons and supporting evidence.



Case study

Student A is in the fourth year of a 6 year BA at the Open University. She has to go into hospital and
knows that due to the recuperation time she will only be able to complete 30 credits of her course that
instead of 60. However, she feels that she will be able to make up the remaining 30 credits over the final
two years of her course by studying for an additional an additional 15 credits in her remaining two years..

Her disability advisor puts a case to us with supporting evidence from the student’s doctor and academic
advisor confirming her circumstances. We exceptionally agree to continue funding the student in year
four as the overall length of her course will not be extended beyond the original 6 years.
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Disabled Students Stakeholder Group (DSSG)

The Disabled Students Stakeholder Group was established to bring together the stakeholders and key
delivery partners involved in supporting students with disability related additional needs. It includes
representatives from The Scottish Government, various Scottish colleges and universities and Access
Centres, The National Union of Students, Skill Scotland, and BRITE.

The DSSG meets twice a year to discuss and suggest solutions for common issues relating to the
provision on support for students in higher education.

Further information about the work of the DSSG including minutes of previous meetings can be found on
the Scottish Government website at http://www.scotland.gov.uk./Topics/Education/Funding-Support-
Grants/FFL/stakeholdergroups

Back to contents page
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Early payment of DSA

We will normally make payments to disabled students two weeks before the start date of their course.
This is to ensure that they have enough time to purchase and put in place all of the equipment and
support they require for the start of their course.

However, in exceptional cases we can make a payment for the 1% August in the year in which they start
their course, e.g. if a student requires piece of equipment that has to be specially made for them or if
they are required to attend a summer school at their institution before they start their course proper. In
these cases we will require written evidence explaining why the student requires the money early.

If a student is awarded DSA in advance of starting their course and subsequently does not attend we will
seek to recover all monies we have paid out.
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Eligibility

In order to claim DSA students must meet certain eligibility requirements with regards to their course and
residency status, see the sections eligibility — course on page 19 and Eligibility — residency on page 20
for more information.

However even if a student does not meet our eligibility rules Institutions can still include then in their
returns to the Scottish Funding Council (SFC) for institutional support such as the Disabled Students’
Premium (DSP). Further information about this can be obtained from the SFC.
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Eligibility - Age

Unlike the eligibility criteria for the Student Loan, there is no minimum or maximum age requirement that
students must meet to be eligible for the DSA.
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Eligibility - Course eligibility
Students on the following courses are eligible to claim DSA support:

HNC

HND

Degree or equivalent level courses

Foundation year of a degree course if the student has enrolled for the whole course not just the

foundation year, and the foundation year is a necessary and compulsory part of the course

Diploma in Nursing or Midwifery

e Honours degree in Nursing or Midwifery

e Full time Post Graduate courses providing the student is not receiving DSA support from another
source

e Part-time Post Graduate courses providing it is at least 50% of the length of the full time course
and the student is not receiving DSA support from another source

e Part time undergraduate courses at HNC level or above which are at least 50% of the length of
the full time course

e Distance learning courses providing the student is undertaking at least 50% of the length of a full
time course

e Open University courses providing the student who is studying at least 60 credits in a year



The following students are not entitled to claim DSA support:

EU Students receiving a fees only award

Part time Students undertaking less than 50% of a full time course

Open University students studying less than 60 credits

Students undertaking a course below HNC level

Students who are receiving funding from their Local Education Authority, Student Funding

England, Student Funding Wales, or their Local Library Board

e Postgraduate Students receiving funding from a Research Council or the Social Work
Department

e Students on Access courses

e Students who do not meet our normal residency regulations

e Students on HNC, HND or degree level courses that have not been designated as eligible for
support from us

e Students on Professional Doctorate courses
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Eligibility - Residency
We must be satisfied that students meet the residency requirements before they can apply for DSA.

To meet our residence conditions, a student must have been ordinarily resident in the United Kingdom,
the Channel Islands or the Isle of Man for the three years immediately before the relevant date (the first
day of the first academic year of the course (1% August for Autumn start courses and 1% December for
January start courses)). If you they are not a UK or EU national, they must also have been settled in the
UK (as set out in the Immigration Act 1971) on the relevant date. Finally they must also be ordinarily
resident in Scotland on the relevant date.

Eligibility at the beginning of a programme of study normally determines eligibility for the duration of a
student’s studies, however in very exceptional circumstances e.g. if a student is awarded refugee status
by the Home Office or the country in which they are a national becomes a member of the EU they may
become eligible part way through their course. In these cases they will become eligible for DSA at the
same time that they become eligible for mains support i.e. tuition fees and living cost support. They will
not be entitled to make retrospective claims for any support they received or equipment that they bought
prior to their residency status changing.

Students who do not meet the usual residence conditions for support may still be eligible for support in
certain circumstances. Residency is a very complicated issue and if students have any doubts at all
about their eligibility for support they should contact our General Inquiry Unit on 0845 111 1711 for
advice. Further information about residency can be found on our website at www.saas.gov.uk
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Equipment hire
In some cases we might decide to pay for the rental of equipment rather than purchase. For example:

e When it is more cost effective for the student to rent rather than buy
e When a student is nearing the end of their course or academic year
e When the equipment is only required for a short period of time

Each case will be judged on its own merits and will depend on factors such as the availability of the
equipment for hire or whether the student intends to return to their studies in the following academic
year.


http://www.saas.gov.uk/

Case study

Student A is had mobility problems and was enrolled on a BSc geology course. As part of his course he
had to attend field trips along the Scottish coast. Although his mobility difficulties did not cause him any
problems walking around campus his doctor confirmed that he would not be able to walk along the
uneven costal terrain. The student applied to the DSA for a quad bike costing £2,000 which would
enable him to access the field trip sites.

As his course tutor confirmed that he was only required to go on 3 one day field trips per year we refused
to pay for the purchase of a quad bike but agreed to pay for the hire of a quad bike at a cost of £100 per
day instead.
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Equipment —what happens after a student finishes their course

All the equipment purchased through the DSA is and will stay the property of the student. They may
decide to offer the equipment to their institution, an appropriate charity or another student to use, but
they do not have to do so.

For more information about what happens to equipment when a student withdraws part way through their
course see the — Withdrawal from course section on page 46
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Evidence of disability — proof required

In the first year that they apply for DSA, students must provide us with supporting documents to confirm
their disability or learning difficulty (students should send us photocopies and not the original
documents). If their disability changes at any time and they are requesting additional support because of
this they must send in medical evidence to confirm this.

For dyslexia or specific learning difficulties a statement or report from one of the following:

e An Educational Psychologist

e Educational professionals who hold a Professional Association of Teachers of Students with
Specific Learning Difficulties (PATOSS) or equivalent qualification (e.g. a postgraduate diploma
in SPLD or Dyslexia studies)

e Confirmation from a previous educational establishment such as a school or college confirming
that a diagnosis has been made by a relevant professional.

For other medical conditions evidence in the form of a diagnosis from a qualified professional including:

GP

Nurse

Occupational therapist
Physiotherapist
Audiologist
Psychiatric Nurse

Other forms of evidence:

e We can also accept evidence of receipt of support or benefits that have been provided by another
agency such as the Department of Work and Pensions, providing they required the student to
undertake a diagnosis of their disability. For us to be able to accept these documents as proof of
disability they must state the nature of the student’s disability and the date the original diagnosis
was undertaken.



However, this is not a complete list. If a student has evidence from a professional that we have not listed
above they should contact us to check if we can accept it before their form is sent to us.

Please note that if we refer a student for a needs assessment their assessor may ask them to supply
additional evidence before they can carry out the assessment. They will discuss this with the student
when they arrange their assessment.

Back to contents page

Evidence of disability — Payment of diagnosis

Although we cannot pay for the cost of any diagnosis (including doctor’s letters and Educational
Psychologists’ reports) institutions can offer help from their Discretionary Funds. Students should
contact their institution for further advice if they have to pay for evidence of their disability.
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Exam re-sits

Students already in receipt of DSA who have to resit exams outwith term time are entitled to claim for
any additional support they require to undertake the exam. E.g. travel costs for students with mobility
difficulties.
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Exceptions

Although this guidance should cover most of the things that we can and cannot pay for there may be
exceptional cases that are not covered in this guidance or things that do not easily fall within the scope
of what we normally pay for. These cases are known as exceptions and we have a formal process for
dealing with them.

In the first instance Disability Advisors should make sure that the equipment or support the student
requires cannot be provided for by another department e.g. Social Work, NHS or a Local Authority, also
that it does not fall to the institution under the Disability Discrimination Act (DDA). Once it has been
established that the support required cannot be provided by another organisation, to enable us to
consider it under our exceptions rules the following process should be followed:

Initially the needs assessor should highlight the exception as part of their needs assessment, ensuring
that they provide us with full details of why the student requires the support/equipment, why it is not
available from another source e.g. Social Work department or institution and what alternatives have
been looked at.

The request will go to the DSA team initially and if they cannot approve the item they will forward it to the
SAAS policy team for a review. If the Policy team are unable to make a decision they will refer the case
to the policy team in the Higher Education and Learning Support division of the Scottish Government
(HELS). Finally if appropriate we can ask an expert panel made up of members of the Disabled
Students’ Stakeholders Group to review the case and provide a final opinion. The flow chart below
shows the exceptions process in full and the case studies highlight some exceptional items that DSA
team have recently made decisions on.

As each exceptional case is looked at on an individual basis the decision to award support should not be
taken as setting a precedent with regards to similar claims in the future. There will be instances where
we agree a piece of equipment or type of support for one student but refuse support for another.
Similarly there will be occasions where support or equipment that we normally refuse to pay for is agreed
for an individual student because their circumstances are significantly different enough to justify it.
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Exceptional cases approved under the DSA
Case study 1

Student A had Crohn’s disease and lives in Orkney. She was accepted by a university in Edinburgh to
study a four year BA in German. Student A stayed in university halls of residence in year one of her
course and also in year 3 when she undertook a compulsory year abroad at a university in Germany.

As a result of her illness she required a private en-suite room and applied to the DSA to cover the cost of
her accommodation.

As evidence she sent in a letter from her doctor confirming the need for a private bathroom, a letter from
her institution showing the cost of the accommodation and a letter of support from her disability advisor.

The DSA does not normally cover any accommodation related costs for disabled students as they would
need to stay in accommodation regardless of their attendance on a course of study. However, as
Student A required more specialised accommodation than other students as a direct result of her
disability we agreed to pay the difference between the standard university accommodation and the en-
suite room for the student’s first year and also her year abroad. As the cost of a standard room in the
university halls was £60 per week and the en-suite accommodation £80 we agreed to pay the student
£20 per week.

We did not cover the full cost of accommodation as the student would need to stay in halls of residence
regardless of her disability.

Case study 2
Student B applied for DSA for the purchase of a sewing machine. She was on a BA Fashion Design

course at an art college and as part of her course she had to design and make a range of clothes for the
college’s annual fashion show.



She requested money to purchase a sewing machine as her disability meant that she was often unable
to leave her house and attend college.

As evidence she sent confirmation that while her disability sometimes prevented her from attending
college she would still be able to work on her clothes from home. She also sent in evidence that
explained that students on her course were not required to purchase a sewing machine of their own as
the practical work was normally done at college and the college provided sewing machines for all their
students to use there.

We agreed to pay for the sewing machine as it was something that the student required access to at
home specifically because of her disability.

Exceptional cases rejected under the DSA
Case study 3

Student C was on a BA Music course and applied to the DSA for £2,500 to purchase a harp. Because of
her disability she wasn’t always able to practise at university and therefore wanted a do all of her musical
practice at home.

After looking into it further we got confirmation from the student’s tutor that all students on this course
were required to either borrow, hire or purchase any instruments they needed for their course. He also
confirmed that no students were able to borrow equipment form the university.

We refused the request as the purchase or lease of a harp was a cost that the student would have
incurred regardless of her disability.

Case study 4

Student D had a rare learning difficulty that meant that he could not follow directions or memorise routes
between different locations e.g. he could not travel from his home to his local shop without getting lost.
As such he was not able to easily travel between different buildings and campuses at his university
without someone accompanying him. To prevent his reliance upon the help of his fellow students he
planned to buy a satellite navigation system to allow him to travel independently and he applied to the
DSA to cover the cost.

His request was turned down as we felt that a satellite navigation device was something that he required
for his day to day life and was not something that he needed specifically because of his attendance on
his course.
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Extensions

Full student support, including tuition fees, living cost support and the DSA, can be considered in cases
where students are required to extend their course by up to one year, because of their disability. This is
not the same as students who are formally repeating a year. This rule applies in cases where a student
remains full-time but may be undertaking a year of the course over a two year period.

Decisions regarding extension to study are taken by the team responsible for processing the student’s
main support application. They are not made by the DSA team.
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Extra curricular activities

DSA is not normally available for students undertaking university based extra curricular activities.
However, where it can be demonstrated that the extra curricular activity is a course requirement e.g.
drama students attending a drama club or a music students taking part in a Choral society then we can
consider requests for DSA.

Case Study

Student A was studying Archaeology. During her third year all the students on her course were offered
the change to take part in an archaeological dig during the summer holidays. Although not a compulsory
part of their course the university actively encouraged all their students to take part as it would allow
them to gain valuable experience in their chosen field.

As the student was already receiving NMPH from the DSA she applied for a continuation of that support
while she was on the dig.

Although it was not a compulsory part of her course we agreed to pay DSA because it was an activity
that was related to her studies and if NMPH was not available student A would be put at a disadvantage
compared to the rest of her classmates.
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Failure to attend course

Where we pay out money to students in advance of their course and the student subsequently fails to
start their course we will seek to recover any monies paid out in respect of DSA.

If a student starts their course but withdraws part way through we may ask them to repay some or all of
the DSA that they have been awarded; please see the section Withdrawal from course on page 46 for
more information.
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Failure to buy recommended equipment

Student must buy equipment exactly as their assessor has recommended. If they are not happy with
their assessment they should contact their assessor to discuss this before purchasing any equipment,
see the section — Appealing against a needs assessment on page 8 for more information.

If a student goes ahead and purchases different items to those recommended SAAS will seek to recover
some or all of the money paid out in respect of the DSA.
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Feedback

We continually monitor the service we provide to DSA students, their institutions and DSA advisors and
are always looking for suggestions on how we can improve.

If you have any other comments or suggestions about DSA in general please email the DSA Team at
saas_4dsa@scotland.gsi.gov.uk

We carryout an annual survey of DSA students to monitor our performance and look at ways we can
improve the service we provide. The results of this survey can be found on our website at
http://www.saas.gov.uk/student_support/special circumstances/dsa_customer_survey.htm

This guidance will be updated and revised for the start of each new academic year. If you have any
comments or suggestions about what you would like to see in the next addition please email Leia
Fitzgerald at

Leia.Fitzgerald@scotland.gsi.gov.uk
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Forms and Guidance
Please see the section — Applying for DSA on page 11 for more information.
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Fraud

We require all students to submit copies of their receipts for all items purchased under the DSA. When
students fail to provide receipts or the amount on their receipts is less than the amount we awarded we
will seek recovery of all monies that we have overpaid.

We also require that all invoices for NMPH, where a helper is employed directly by a student, be signed
by both the helper and the student. Again where the amount claimed differs from the amount awarded
we will recover any overpayments that may have occurred.

We take all aspects of fraud seriously and have a dedicated fraud team in the agency to deal with any
cases that arise. We will seek recovery of any money we pay out that is subsequently found to have
been paid as the result of a fraudulent claim. We will seek to prosecute any students who make
fraudulent applications to us.
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Freshers’ Week

Students are not normally eligible for DSA support during Freshers’ week as this in not an official part of
their course. However, we can award DSA for any course related activities a student may have to attend
during this week e.g. inductions with tutors or campus tours.
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Fridges

Where students are living in communal halls of residence or shared accommodation we can pay for the
cost of small personal fridges for students who require one specifically because of their disability e.g.
diabetic students who require a separate fridge to keep their insulin in.
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Furniture

We can pay for computer furniture and other items of furniture which students require in their home or
halls of residence specifically for study purposes, for example:

desks for PCs

docking stations for laptops
ergonomic chairs/furniture

lap trays for using a laptop in bed

However, we cannot pay for any adaptations a student requires to their home such as ramps, low level
sinks or similar. These types of specialist furniture would be required regardless of the student’s
attendance on their course. Students might be able to get help for this from their local authority or Social
work department.

Where students require special furniture to at their institution e.g. a special desk for wheelchair users this
should be provided by their college or university under the DDA act.
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Installation and set up costs

We can pay for the installation and set up costs for IT equipment and specialised software providing it is
carried out by a recognised company or suitably qualified individual. We will not pay for installation or
set up where it has been provided by friends or family.

Needs assessments and/or quotes for equipment should clearly specify if these costs should be paid in
advance to the student or if they are to be paid after the work is carried out.

If the costs are to be paid for up front then the student must send in receipts for this along with the other
receipts that they send it.

If the costs are to be paid for afterward then we will pay them on receipt of an invoice.
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Insurance

We will pay full warranty costs for IT and other equipment for the full duration of a student’s course.

We will not pay for the cost of personal or home contents insurance, or for insurance for students in halls
or residence. However, if a student’s home contents insurance premium increases as a direct result of
covering their DSA equipment we can pay the excess cost. In these cases students would need to
supply a letter or quote from their insurance company which showed the extra costs.

We will not make a further payment for DSA equipment if a student loses or damages their equipment
and is unable to replace it due to inadequate insurance.
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Invoices

We aim to process all correctly completed NMPH invoices within 3 weeks of receiving them. When
submitting invoices to us to enable us to process them as quickly as possible please ensure that they
include the following:

Name of student

Student’s reference number

Period the invoice covers

The type of support the invoice covers

Whenever possible please send invoices in monthly or term lay and send individual invoices for each
student.
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IT Training
We can pay for IT related training to enable students to use specialist software or equipment as follows:
e Training must be carried out be a recognised training company or suitably qualified individual

e Training will only be paid in arrears and on receipt of an invoice
e Training costs will normally be paid direct to the trainer



We will not pay for:

e Training provided by friends or relatives

e Training that is normally provided by the institution to all it students e.g. training on how to use in
house software packages or intranet sites.

e Training on basic software applications such as MS Word (unless there are exceptional
circumstances)

It would be useful if institutions could clearly explain to students why attending IT training is beneficial to
them and that institutions should consider adapting training opportunities to suit the needs of the
students.

The number of recommended hours of IT training and the cost of the training should be clearly detailed
on the student’s needs assessment form.
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Internet

We can pay for the cost of internet connection or broadband only where there is a strong disability
related justification for doing so. When recommending this disability advisors must clearly explain why
the student cannot access the internet via another source e.g. their university or local library.

We will not pay for the cost of internet subscription where the student already has an existing internet
connection.

Back to contents page
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Laptops
Please see the section — computers and laptops on page 15 for more information.
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Large items allowance
Please see the section Allowances — large items allowance on page 5 for more information.
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Needs Assessments

The cost of the assessment fee is met directly by us and does not come out of the student’'s DSA
allowance.

We will pay for the cost of a student’s needs assessment providing:

¢ the student has a recognised disability

e the assessment is carried out by a validated institution (see page 47 for the full list) or a BRITE
qualified individual

o the student is eligible for support from us, see the section — Eligibility on page 19

Where an institution carries out a needs assessment and subsequently finds out that the student does
not meet the criteria above we will not meet the cost of the assessment unless we had specifically
referred the student directly to the Access Centre or institution in the first place.

Where a student changes from one course to a completely different one e.g. from a BA in philosophy to
a Diploma in Nursing and it is anticipated that their support needs and equipment needs will be
significantly different as a result, we can pay for the cost of a new needs assessment if required.

We cannot reimburse any travel costs a student might incur when attending a needs assessment.

All needs assessments must be submitted on our assessment pro forma — see attachment on
page 50
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Needs Assessment — Fee

When submitting an invoice for an assessment the fee should clearly show the costs per hour, the
number of hours the assessment took and a break down of the work involved (see the example below):

ACCESS Centre fee:

Assessment =3 hours @ £45/h
Report =4 hours @ £45/h
Administration =2 hours @ £45/h
Total = £405

It is not expected that every needs assessment will cost the same, as the time required to undertake an
assessment will vary according to the needs of the student and their disability.

When an assessor has to carry out a home assessment due to the severity of a student’s disability we
will pay for the cost of an additional assessor to travel with them as well as covering any associated
travel costs.

We will not pay for the cost of a home assessment simply because the student finds it more convenient
than travelling to an assessment centre.

Once in receipt of an invoice we will send the payment for the assessment directly to the institution that
carried out the assessment.
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Needs Assessments — How to become a validated institution

We can only accept needs assessments from validated institutions. In 2004 the Scottish Government
Stakeholder group produced a Toolkit the purpose of which was to provide a route for institutions who
wished to carry out their own assessments to become validated by us. At the start of the pilot the
Scottish Government wrote out to a number of institutions inviting them to become part of the project.

The pilot has now been completed and independently evaluated; the following links to the Scottish
Government website provide more about the pilot project as well as a full copy of the final report.
http://www.scotland.gov.uk./Publications/2005/04/0195400/54013
http://www.scotland.gov.uk./Topics/Education/Funding-Support-Grants/FFL/Evaluation

If your institution would like to become validated by the Scottish Government they should email to Kathy
Robertson in the Higher Education and Learning Support Division of the Scottish Government (HELS) in
the first instance. Her email address is kathleen.robertson@scotland.gsi.gov.uk
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Needs Assessments — List of Scottish Institutions validated to carry out needs
assessments

See Annex 2 for a list of institutions that are currently validated to carry out needs assessments in
Scotland. Please note that this list is updated after each validation round (currently there are two
validation rounds per year) and the updated lists can be viewed on the our website at
http://www.saas.gov.uk/student support/special circumstances/dsa needs.htm
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Non graduating students

Students enrolled on eligible courses, who because of their disability, are unable to complete certain
modules and are, therefore, unable to fully graduate from their course can still apply for DSA providing:

e The course is one that is designated for by support form SAAS (see page 19 for the full list)

e They are studying for at least 50 % of the length of the full time course and don’t take more than
twice the length of the original course to complete it

e The meet the normal residency eligibility conditions (see the section, Eligibility — residency on

page 20)
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Non medical personal help (NMPH) allowance
Please see the section on Allowances — non medical help allowance on page 6 for more information.
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Outwith term-time expenses

We will not normally pay for DSA support outwith an institutions’ standard term dates. However, there
may be a few occasions where DSA can be paid for example:

e Where students need to come into their institution to visit their tutor or use facilities at their
institution that they cannot access elsewhere

e Exam resits

e Proof reading or other NMPH for students who have to produce a dissertation or other extensive
course work in the summer break

e Field trips

In these cases we can consider paying DSA providing we have written evidence explaining why the
student requires the additional support.

Please also see the following sections for more information about outwith term time expenses:

Early Payments of DSA (page 19)
Exam Resits (page 22)

Extra Curricular activities (page 26)
Freshers’ week (page 26)
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Partnership Matters

Partnership Matters is a document produced by the Scottish Government that provides information and
guidance about the roles and responsibilities of other agencies such as the NHS and local authorities
that are involved in supporting students with additional support needs. It is available on the Scottish
Government website at http://www.scotland.gov.uk/Publications/2009/05/08155445/0
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Part-Time Study
DSA is available to part-time students who are studying a course a HNC level or above.
Part-time students should fill out the form DSA O.
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Part time study — DSA rates

For part-time students the amount of NMPH and the basic items allowance is reduced on a pro rata
basis based on the percentage of the course they are doing or in the case of Open University students,
the number of credits that they are studying.

E.g. students undertaking 50% of the length of a full time course will receive 50% of the NMPH and basic
allowance.

Open University students taking 90 credits will be entitled to receive 75% of the NMPH and basic
allowance.
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Part Time Study — length of study

To be eligible for support part-time students must be undertaking at least 50% of the normal length of a
full time course and must not take more than twice the normal length of time to complete it i.e. a student
undertaking a 4 year BA on a part-time basis must take no longer than 8 years to complete it. For OU
students this equates to at least 60 credits per year.

In exceptional cases we can fund students who are have to cut back on their time in one session
providing they make up the time in subsequent years and do not take longer than twice the length of the
standard course to complete it.

E.g. a student on a 1 year HNC course could exceptionally do 60% of the course in year 1 and 40% in
year two.

In these cases Disability Advisors must contact us to get approval and provide good reasons and
supporting evidence.

Case study

Student A is in the second year of a 4 year HND. He has to go into hospital part way through the
academic year for an operation and knows that due to the recuperation period he will only be able to
complete 30% of his course that year instead of 50%. However, he is confident that he will be able to
make up the remaining time over the final two years of his course.


http://www.scotland.gov.uk/Publications/2009/05/08155445/0

Their disability advisor puts a case to us with supporting evidence from the student’s doctor and
academic advisor. We exceptionally agree to fund the student as the length of their course will not be
extended beyond the original 4 years.

Back to contents page

Paying DSA — assessment fees
Please see the section — Needs assessment — fee on page 31 for more information.
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Paying DSA - equipment

We can pay the DSA to the student either straight into their nominated bank account or as a cheque
send to their home address (students can indicate their preferred option on the DSA form).

If a student wants us to make a payment to a 3" party e.g. an institution or supplier they must first send
us a completed 3" party agreement form — see attachment 6 on page 62 for a copy.
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Paying DSA — NMPH

We can pay the DSA to the student straight into their nominated bank account, as a cheque sent to their
home address or directly to the person who carried out the support. If the student wants us to make an
NMPH payment to a 3" party then they must first send us a completed 3" party agreement form.

Payment is normally made monthly in arrears on receipt of a fully completed invoice, however, we can
pay invoices more frequently in exceptional circumstances. In these cases we would require supporting
evidence to explain why this was required.

Due to the way our current IT system operates we must leave a clear week in between each NMPH
payment if they are to go to different people. Therefore, where students have a variety of helpers we
suggest that they request all payments be made to themselves and that they then reimburse their helper.
If this is not possible we can still pay the helpers direct however, it may take them longer to receive
payment.

Where NMPH is not being provided by a registered service provider e.g. an institution or taxi company,
students must use our invoice pro-forma (see attachment 1 on page 49). The invoice must be signed by
both the student and their helper.

If there is any dispute with the invoice e.g. the invoice covers more hours than we agreed, we will not
settle the invoice until the dispute has been resolved.

We aim to pay all fully completed NMPH invoices within 21 days or receipt.
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PCs
Please see the section — Computers and laptops on page 15 for more information
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Photocopying and printing costs

See the section — Consumables on page 16 for further information. Back to contents page




Priority applications

We aim to process DSA applications (providing we have all the necessary supporting documents) within
21 days or receipt.

However, there may be exceptional cases where the student requires their application for support to be
approved more quickly. For these types of cases we operate a priority application system. To treat an
application as a priority, along with the DSA form and supporting documents, Disability Advisors must
provide the following:

e A completed Priority Form giving clear supporting evidence to show why the application should
be treated as a priority (a copy of the Priority Form can be found on page 61).

The priority form should not be used for students who require a referral to an Access Centre as we
already deal with these applications within 2 working days.

We keep a record of all priority applications received to ensure that the system is being used fairly.
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Prisoners

Prisoners are not eligible to claim DSA. The only support they are entitled to claim from us is payment of
their tuition fees (where appropriate).

Each prison has its own education budget and prisoners requiring additional disability related support
should apply to that for help.
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Reasonable Adjustments

The purpose of the DSA is to remove any disadvantages a student may have when undertaking their
course because of the effect of their impairment. In other words the DSA is there to help address the
needs of the student which arise from the inaccessible elements of their course, such as providing
specialist equipment, and non medical personal help.

The Disability Equality Duty (DED), which came into force in December 2006, places a specific duty on
colleges and universities to develop and implement a Disability Equality Scheme. The purpose of this
scheme is to narrow the gap between the outcomes and experiences of disabled and non-disabled
people. An institution’s scheme should include an action plan, arrangements for monitoring progress
and an impact assessment. Institutions will have a duty to report annually on the scheme’s progress and
to review it every three years. The process requires active engagement with and involvement of
disabled people in its development and review.

It is expected that institutions should continually anticipate the general requirements of disabled people
with a wide range of impairments and health conditions rather than simply waiting until a disabled person
requests an adjustment.

If we feel that any part of a DSA claim is something that should be considered as a ‘reasonable
adjustment’ for an institution then we may refuse that element of support.

Case Study

Student A has Bi Polar Disorder and is undertaking a BA in History. Despite her institution having fully
accessible library facilities and specialist IT equipment within the library she avoids using it because she
finds it too noisy and there not any private spaces available. Student A applies to the DSA to purchase
reference books she needs for research because she cannot enter the university library to access them.

We refuse support for this on the grounds that we would expect the institution to make alternative
arrangements to support the student i.e. allow her to borrow the text books on a short term loan so she
can read them at home or provide a quiet room in the institution for students to use.
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Regulations
The payment of DSA is governed by the Students’ Allowances (Scotland) Regulations 2007.
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Repeating a period of study

We can pay DSA for students who have to repeat a period of study providing they are studying for at
least 50% of the length of the full year.
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Response times
We have the following response times and processing targets:
DSA forms

e Process all fully completed DSA application forms within 21 calendar days

o Refer all students requiring a needs assessment to their nearest Access Centre within 2 working
days

e Notify all students who have incorrectly completed their DSA form or who we require further
evidence from within 2 working days

e Process all fully completed needs assessment reports within 21 calendar days

Written correspondence and emails

¢ Respond to all DSA written correspondence within 21 calendar days
e Respond to all emails within 15 calendar days
e Pay all invoices for NMPH within 21 calendar days

e Deal with any requests under Freedom of information (FOI) within 20 working days
e Respond to all complaints within 10 working days
e Respond to all appeals within 10 working days

If students do not receive a reply from us within 28 calendar days they should contact us to ensure that
we have received their form or correspondence.
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Retrospective claims

We will not reimburse students for any items of equipment that they buy prior to a diagnosis of disability
and/or a needs assessment being carried out.

If a student has to wait for an appointment for a needs assessment their institution may be able to loan
them equipment or provide them with additional support until receive their allowance from us.

Where there is a long waiting list for an assessment and an institution decides to provide NMPH to a
student in the meantime, we can reimburse the cost of the NMPH they receive provided that it is
recommended in the needs assessment and the amount of NMPH that they received was not more or of
a higher cost to the support recommended in their assessment.
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Special Dietary Needs

We can pay a maximum of £23.95 per week to for extra dietary costs incurred as a result of their
disability. We can only consider payment if the student incurs extra costs as a result of undertaking a
course of study. If they would normally incur these costs regardless of their attendance at college or
university if then will not pay for their extra food related costs. In these circumstances we would expect
Social Services or the NHS to help the student meet the cost.

If eligible, the cost of special dietary needs is paid out of the small items allowance.
In order to claim special dietary needs a student must provide the following:
e A letter from their doctor or dietician confirming that they require a special diet as a result of their
disability and their attendance on their course and which confirms what special items they need
o A letter from the student with an estimate of their weekly food costs broken down into standard
items and those that are required only as a result of their disability

We will not pay for the following:

e Items that the student can get on prescription i.e. gluten free bread
e Dietary supplements e.g. protein shakes

Back to contents page

Study Abroad

Students who study abroad for part of their course whether on a voluntary or compulsory continue to be
eligible for DSA support.
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Study Skills Support

We can pay for individual study skills support for students with specific learning difficulties or other
conditions which may impact on a person’s ability to study e.g. certain mental health conditions.

Study skills support normally encompasses areas such as essay construction and writing, examination
techniques and revisions skills but we would expect the exact content to be tailored specifically to each
individual’s unique learning requirements. When recommending study skills support assessors or
Disability Advisors should make it clear exactly what kind of support will be given and how the student
will benefit

The aim of this support is to maximise a students’ ability and remove any barriers caused by their
impairment. Such support should, over a period of time, impart generic skills which together with any
specialist equipment that has been provided, allow the student to become an independent learner. As
such we would expect study skills to be awarded for a set period of e.g. 10 weeks and then reviewed at
the end of that period to see if any further support is required. Although we do not have a set limit on the
amount of study skills support that we will pay for we would expect that over time the amount of support
a student requires will gradually go down until it is no longer required.

Where there is no reduction of support year on year we require a letter from the student’s disability
advisor explaining why the student still requires a high level of support.



We will only pay for study skills support where the student is not able to access any general study skills
support available through their institutions e.g. if these classes do not take into account different learning
skills and methods of acquiring information.
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Summer Schools

We can pay for disability related travel costs and NMPH for distance learning students attending
Summer Schools.

Travel and NMPH is assessed and paid for under the normal rules governing this support, see the
section — Travel — OU and distance learning students on page 43 and Allowances — NMPH on page 6 for
more information.

Payment will only be paid in arrears and students must provide the following:

e A completed Summer School attendance form. This form will be available shortly.
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Temporary disability or iliness

We will not normally pay DSA for students who have a short term disability or illness e.g. a broken arm.
Where there is evidence that although temporary in nature a student’s disability or illness is going to last
for a significant proportion of their studies then we can consider paying DSA on an individual basis under
the exceptional cases rules, see the section — Exceptions on page 22 for more information.

Case study 1

Student A is in year two of a four year BA. She breaks her leg and is expected to be in a plaster cast for
6 weeks. Whilst in plaster she experiences mobility difficulties and is unable to walk the 10 minutes to

her nearest bus stop and so needs to take taxis to university instead.

As the disability is temporary in nature she is not eligible to apply for the DSA. However, she can apply
to her university Discretionary Funds for money to cover the costs of her taxis.

Case study 2

Student B is in year one of a two year HND course and is involved in a road traffic accident. As a result
of his injuries he is temporarily confined to a wheelchair. Although expected to make a fully recovery he
submits evidence from his physiotherapist that confirms that it will be at least 18 months before he
regains full mobility.

We agree to pay DSA on the basis that although temporary, the nature of the student’s injury is such that
it will have a significant impact on his ability to study throughout the duration of his course.
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Transcription costs

We will not normally pay for transcription costs as we would expect an institution to make some
reasonable adjustments to support students who may require help in this area. However, once evidence
has been provided that all other reasonable adjustments have been provided and a need still exists then
we may consider payment in the following circumstances:

o Payment will only cover textbooks from a course reading list
e Payment will only be made if the book/s are not available in the required format from the
institution library

We will not pay for the transcription of institutions' in-house produced materials such as lecture notes,
handouts etc.

There may be a small number of students using readers/scribes who could end up breaching their DSA
allowance, should they also claim for the cost of transcription. In these cases there is an arrangement in
place that institutions will meet the additional costs if one of their students breaches their DSA limit

Transcription costs are paid for out of the NMPH allowance.
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Travel

Most of the students we fund are entitled to claim their travel expenses (see our website at
www.saas.qov.uk) for further information and the amount that they receive is based on the standard rate
of public transport for their area, up to an annual maximum of approximately £1000 per annum.

However, some students because of their disability may be unable to use public transport e.g. students
with visual or mobility difficulties. In these cases we can consider payment of travel by private car or taxi
over and above the normal maximum travel rates.

We will normally only pay for travel for one single return journey per day between a student’s home and
institution during term time. However, we can consider paying for travel outwith term time in certain
circumstances for example:

e |If a student has to attend their institution for resits
e |f a student has to come in to their institution to meet with their course tutor

In these cases we would require a letter from their disability advisor confirming the reason for the outwith
term time travel.

We can pay travel costs for students on voluntary and compulsory placements and for students studying
a voluntary or compulsory period abroad subject to all the normal travel rules.

There is no over maximum limit to the amount that we can pay for disability related travel costs.
However, in cases where the amounts claimed are extremely high we would require information on why
alternatives such as staying in term time accommodation were not appropriate. There may also be a
case for travel costs being covered by the student’s local authority. Partnership Matters provides
guidance on this matter and on issues relating to Motability allowances, see the section - Partnership
Matters on page 34 for more information.

We cannot pay for taxis or travel by car under the DSA for disabled students who experience travel
problems simply because they live in a rural location or have difficulty accessing public transport due to
poor service in their area.

Travel Element

We will deduct a travel element of £159 (or £82 for postgraduate students or students on Allied Health
Profession courses) from all DSA travel claims. We do this because this is the amount that students are
expected to pay from their student loan, grant or bursary. For Nursing and Midwifery students the travel
element we deduct is £5 per day.

We do not deduct a travel element from the following students:

e Part-time and distance learning students
e Students over the age of 55 who are undertaking an undergraduate Loan Bearing course

This is because these students are not eligible for student loans or bursaries to help with their living
costs.
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Travel — attending a needs assessment
We cannot reimburse any travel costs a student might incur attending a needs assessment.
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http://www.saas.gov.uk/

Travel — Car
If a student has to travel by car because of their disability they must provide the following:

o A letter from their doctor explaining the difficulties they experience using public transport
e A written estimate of the number of miles between their home and institution and the cost of the
journey per mile

The maximum mileage rate that we will currently pay is 40p per mile. This is based on the highest range
of the AA motoring costs which includes an element for wear and tear on the car. However, if a students
costs per mile are lower than this then they should claim for the lesser amount.

We will not pay for:

The cost of a car or equivalent vehicle if the student does not already own one
Insurance or MOT

Driving lessons

Repairs

Any fines or parking tickets that a student incurs whilst travelling to their institution

If a student is unable to drive themselves and is instead getting help from a parent or partner we can pay
for the mileage rate for two return journeys between the home and institutions if the parent or partner
returns home in between journeys.

We cannot pay travel by car under the DSA for disabled students who experience travel problems simply
because they live in a rural location or have difficulty accessing public transport due to poor service in
their area.
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Travel — Nursing and Midwifery Bursary Students (NMSB)

NMSB Students can normally only claim additional travel costs for clinical placements and not for daily
travel costs to and from their institution, unless the extra travel costs are directly related to their disability.
In these circumstances the normal DSA travel rules apply apart from the following:

e A deduction of £5 per day will be made from their travel claim. This is because this is the amount
that all NMBS receive towards their travel expenses as part of their non means-tested bursary.

As well as paying travel between their home and term time address we can also pay for travel between
their home and any clinical placements that they have to attend.

We cannot pay for taxis or travel by car under the DSA for NMSB students who experience travel
problems simply because they live in a rural location or have difficulty accessing public transport due to
poor service in their area.
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Travel — OU and distance learning students

We can pay for the cost of travel between the student’'s home address and institution if they attend any
compulsory tutorials or summer schools or voluntary tutorials that are directly related to their course of
study.

To be eligible for support students must provide the following:

e A letter from their doctor explaining the difficulties they experience using public transport

e At least two quotes from registered taxi companies for the cost of a single journey between their
home and institution if they are travelling by taxi

e A written estimate of the number of miles between their home and institution and the cost of the
journey per mile if they are travelling by car

e A 3" party agreement form if they wish us to pay the taxi company direct, see attachment 6 on

page 62
e Receipts or invoices for all taxi journeys undertaken

e A signed form from their tutor for any voluntary tutorials that they attended (OU students only)
We cannot pay for taxis or travel by car under the DSA for disabled students who experience travel
problems simply because they live in a rural location or have difficulty accessing public transport due to
poor service in their area.
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Travel — Taxis
If students have to travel by taxi they must provide the following:

o A letter from their doctor explaining the difficulties they experience using public transport

e At least two quotes from fully registered taxi companies for the cost of one single journey
between their home and institution or place of work, if they are on a course related placement

e A 3" party payment form if they wish us to pay the taxi company direct, see attachment 6 on

page 62
e Copies of receipts or a weekly or monthly invoice for all journeys undertaken

We will not normally:

Reimburse the cost of any taxi journeys without appropriate receipts or invoices
Pay for more than one return taxi trip per day

Pay for taxis to and from places other than the institution or placement location
Pay for taxi journeys outwith term time

We cannot pay for taxis under the DSA for disabled students who experience travel problems simply
because they live in a rural location or have difficulty accessing public transport due to the poor service
in their area.
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Validation to carry out needs assessments

We will only accept needs assessments forms from validated institutions or fully qualified BRITE
assessors.

For a list of all institutions validated by us to carry out Needs Assessments see annex 2 on page

For information on how to become a validated institution see the section — Needs assessments on page
31
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Voluntary Tutorials

We can pay for disability related travel costs and NMPH for distance learning students who attend
voluntary tutorials providing the costs are directly related to their course of study.

Travel and NMPH is assessed and paid for under the normal rules governing this support, see the
sections — travel on page 42 and — Allowances — NMPH on page 6 for more information.

We will only make pay for support in arrears and students must provide the following:
e A completed Voluntary tutorial attendance form. This form will be available shortly.

Back to contents page




Withdrawal from course

If a student withdraws from their course we may seek to recover some or all of the money paid out. It
will depend on at what point they withdraw from their course and whether or not they have received
money for support or equipment that they have not already bought or received.

We will not normally ask students to repay money for equipment that they have purchased and been
using prior to their withdrawal.
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Work Placements

Students who undertake a work based placement for part of their course whether on a voluntary or
compulsory basis continue to be eligible for DSA support.

However, under the DDA act employers have a duty to make reasonable adjustments, therefore,
consideration should be given to what support a student’s work-placement provider could reasonably be
expected to provide before an application is made for DSA.
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Needs Assessments — List of Scottish
assessments

The following Access Centres can carry out needs assessments in Scotland:

Dundee University Access Centre
Motherwell College Access Centre
Stevenson College Access Centre

Institutions validated to carry out needs

The following institutions are also currently validated by SAAS to carry out needs assessments:

Aberdeen University

Abertay University

Adam Smith College

Borders College

Cardonald College

Carnegie College

Central College of Commerce
Dumfries and Galloway College
Dundee College

Dundee University

Edinburgh College of Art
Edinburgh University

Elmwood College

Glasgow Caledonian University
Glasgow College of Nautical Studies
Glasgow Metropolitan College
Glasgow School or Art
Glasgow University

Heriot Watt University
Inverness College

Jewel And Esk Valley College
Kilmarnock College

Motherwell College

Napier University

Queen Margaret University
Reid Kerr College

Robert Gordon University
South Lanarkshire College
St.Andrews University
Stevenson College

Stirling University

Stow College

Strathclyde University
University of the West of Scotland

Please not that this list is updated after each validation round (currently there are two validation rounds

per

year) and the

updated lists

can

be

viewed

on

the

http://www.saas.gov.uk/student support/special circumstances/dsa needs.htm

our

website

at


http://www.saas.gov.uk/student_support/special_circumstances/dsa_needs.htm

Further information, advice and guidance
SAAS Website

WWWw.saas.gov.uk

Scottish Government

DSA review_— the papers produced during the review of DSA, including a paper outlining the relationship
between the Disability Discrimination Act and the DSA can be found at -
http://www.scotland.gsi.gov.uk/Topics/Education/Funding-Support-
Grants/FFL/PMB/Reasonableadjustmentspace

The Final Report can be found at - http://www.scotland.gov.uk/Topics/Education/Funding-Support-
Grants/FFL/PMB/DSAReport

Information for Students — The Scottish Government has produced a number of booklets and
information guides for students which explain the support that is available to then when they start college
or university:

e Supporting You At College - http://www.scotland.gov.uk/Topics/Education/Funding-Support-
Grants/FFL/College

e Supporting You At University - http://www.scotland.gov.uk/Topics/Education/Funding-Support-
Grants/FFL/University

e Helping You Meet the Cost of Learning Series -
http://www.scotland.gov.uk/Topics/Education/Funding-Support-Grants/FFL

Partnership Matters — http://www.scotland.gov.uk/Publications/2009/05/08155445/0

DSA Stakeholders Group — Further information about the work of the DSSG including minutes of
previous meetings can be found on the  Scottish  Government  website at
http://www.scotland.gov.uk./Topics/Education/Funding-Support-Grants/FFL/stakeholdergroups

Skill Scotland

Skill Scotland provides a number of helpful booklets and information leaflets for disabled students
entering both further and higher education. The full range of booklets can be found on their website at
http://skillcms.ds2620.dedicated.turbodns.co.uk/page.aspx?p=188&c=67 and
http://skillcms.ds2620.dedicated.turbodns.co.uk/page.aspx?p=106&c=10
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SAAS Student Awards Agency for Scotland
Gyleview House, 3 Redheughs Rigg, Edinburgh, EH12 9HH

Telephone: 0845 111 1711 Fax: 0131 244 5887 website: www.saas.gov.uk

DSA Invoice

Before you fill in this form please make the relevant number of copies that you will need
in order to claim for the cost of your helper(s) for this year of your course.

Section A: Student’s personal details

SAAS reference number: Date of Birth:

Full name:

Section B: Help you receive

Please tell us what help you receive (for example, scribe/note-taker, interpreter)
Week Actual dates you received help No of hours Amount Total
during the month of help you each hour amount
received
£ £

One

Two
Three

Four

Five

Enter the total amount claimed for the month | £

Section C: Student declaration

I confirm that | received the help as shown above from the helper named below and that | would
like you to send the money | am due straight to Myself [ ] My helper [ |

Do you want payment to be made to your BANK ACCOUNT [] HOME ADDRESS [ ]

ST (e E= 10U Date: .ot

Section D: Helper’s declaration

I confirm that | gave the help as shown above to the student named above.
Name: . e SIgNALUIe: oo Date: ...............

Do you want payment to be made to your BANK ACCOUNT [] HOME ADDRESS [ ]

HeEIPEIS A S S .ot
.................................................................................................... Postcode: ....oiiiiiiiiiiiii e




DISABLED STUDENTS’ ALLOWANCE

STUDY AIDS AND STUDY STRATEGIES ASSESSMENT REPORT

Student Name

Student Term Address

Institution

Student Home Address

Postcode: Postcode:

Tel: Tel:

Email: Email:

Date of Birth Student Number Full/Part time Post/Undergraduate
Course of Study/Individual Course Numbers Length of Course Year of Course

Institution Address

Funding Authority Address

Postcode: Postcode:
Tel: Tel:
Email: Email:

Institution Contact Name

Funding Authority Contact Name

Assessor(s):

Assessment Date Report Date




A. STUDENT BACKGROUND
Disability:

Previous Education/Employment Details:

Course Content and Study Requirements:

B. EFFECTS OF DISABILITY ON STUDY

1. Travel to institution and access to buildings/classes:

2. Reading printed material:

3. Producing written work (e.g. course assignments, examination answers):

4. Note taking (e.g. in tutorials, lectures, residential schools, work placements):

5. Concentration and memory:

6. Using audio-visual materials (e.g. TV, tapes, minidisks, video):

7. Speaking (e.g. in groups, face to face, telephone):

8. Hearing (e.g. in groups, face to face, telephone):

9. Vision (e.g. for reading, mobility, practical work)

10. Undertaking practical work (e.g. lab experiments, field trips):

11.Using a library:

12.Operating a conventional desktop computer:

13.Using specified course software or multimedia material:

14.Using networked ICT (e.g. First Class, WebCt, Internet and Intranet):



15.Undertaking examinations and assessments:

16.Participating in residential schools, work placements, field trips:

17.0rganising workload and managing time:

C. EQUIPMENT AND SUPPORT PREVIOUSLY USED

Equipment (e.g. PC, assistive hardware or software):

Personal Human Support (e.g. sign language interpreter, reader):

Study Strategies:

Examinations:

Other (e.g. family/peer support):



D. EVALUATION OUTCOME AND RECOMMENDATIONS OF ASSESSMENT

Equipment: (final choices in bold)

Equipment Training:

Personal Human Support:

Consumables and Accessories (e.g. photocopying):

Travel Requirements:



E. INSTITUTIONAL AND OTHER SUPPORT

Teaching and Learning Support:

Assessment and Examinations:

Other Support (e.g. relevant outside organisations):



F. FUNDING RECOMMENDATIONS

Please note that the costs quoted below are accurate at time of writing but may change due to fluctuations in
computer technology pricing. Please also note that the suppliers listed below are provided for information only. The

student is not restricted to using these suppliers when purchasing equipment.

1. Equipment Allowance

Item Supplier Cost Cost
(exc VAT) | (inc VAT)

Total Delivery Charges

Total Cost




2. Non-Medical Helper’s Allowance

Amount and period of support Support provider (i.e. name Cost
and contact details if known)

Total

3. Basic/General Allowance (including insurance, training and Access Centre fee):

Note for SAAS funded students: the Access Centre fee will be paid directly by SAAS and not deducted from
the DSA. It is listed below for information only.

Item Supplier Cost

ACCESS Centre fee:

A standard fee will be payable, exceptions will apply.

Total

4. Extra Travel Costs

Estimated extra travel costs of attendance at essential or desirable course activities (i.e. where ‘extra’ is the
difference between what a non-disabled student would pay and what the disabled student pays because of their
disability).

Travel method and number of return journeys Course activity and location Extra Cost

Total




Copies of this report to be sent to:

(student)
(SAAS/LEA)

(student’s institution) (with student’s consent)
FILE



Student Awards Agency for Scotland
SAAS Gyleview House, 3 Redheughs Rigg, Edinburgh, EH12 9HH
Telephone: 0845 111 1711 Fax: 0131 244 5887 website: www.saas.gov.uk

DSA Invoice for Open University Summer School

This form is to be completed by the student and their helper and is for payment of
helpers fees. Before you fill in this form please make the relevant number of copies that
you will need in order to claim for the cost of your helper(s) for this year of your course.

Section A: Student’s personal details

SAAS reference
Full name: Date of birth:

Address .....................................................................................................................................

Section B: Help you receive

Please tell us what help you receive (for example, scribe/note-taker, interpreter)

Day Actual dates you received help No of hours Amount Total
during the summer school help you each hour amount
received £
£
One
Two
Three
Four
Five*
Enter the total amount claimed | £

(If required continue on a separate sheet of paper)

Transport Costs for your helper.

Please tell us what transport costs you are claiming (for example, petrol costs or train fares)

Section C: Student declaration



I confirm that | received the help as shown above from the helper named below and that | would
like you to send the money | am due straight to Myself [ | My helper [ |

SIGNALUNE: ..o Date: ..o

Section D: Helper’s declaration

I confirm that | gave the help as shown above to the student named above.




Student Awards Agency for Scotland
SAAS Gyleview House, 3 Redheughs Rigg, Edinburgh, EH12 9HH
Telephone: 0845 111 1711 Fax: 0131 244 5887 website: www.saas.qov.uk

DSA Invoice for Open University Summer School

This invoice is to be completed by the student and residential school administrator for
your helper accommodations costs. Before you fill in this form please make the relevant
number of copies that you will need.

Section A: Student’s personal details

SAAS reference
Full name: Date of birth:

0 [0 | (=T

Section B: Accommodation costs

Number of nights Cost per night Total
claimed £ amount claimed
£

Section C: Student declaration

I confirm that the information as shown is correct and | request that payment be made to
Myself [ ] Open Univ. [ |

IS (o F= L0 = PP Date: ..o

Section D: Open University declaration

| confirm that the above information is correct.

Name: ... e SIGNATUNE: o Date .........c.eeeee.
e o[ =TT PP



http://www.saas.gov.uk/

SAAS STUDENT AWARDS AGENCY FOR SCOTLAND

Gyleview House Phone: 0845-111 0244
3 Redheughs Rigg Fax: 0131-244- 5104
Edinburgh EH12 9HH

DISABLED STUDENTS’ ALLOWANCE PRIORITY FORM

Personal Identifier:

STUDENT'S NAME

DATE OF BIRTH REFERENCE NO.

INSTITUTION ATTENDING

Disability Adviser:

DSA applications are processed strictly in the order in which they have been received. SAAS is
aware, however, that sometimes there will be situations which result in an individual application being
particularly urgent (e.g. students with complex requirements who would be severely disadvantaged
on a course without an immediate assessment of their needs). In such cases, Disability Advisers are
asked to give details of the reasons why the application should be given priority treatment.

| hereby confirm that this application for DSA should be given priority because:

NAME

POSITION

SIGNATURE DATE:




SAAS STUDENT AWARDS AGENCY FOR SCOTLAND
GYLEVIEW HOUSE 3 REDHEUGHS RIGG EDINBURGH EH12 9HH

DISABLED STUDENTS’ ALLOWANCE: PAYMENT TO A THIRD PARTY

PERSONAL IDENTIFIER

Student’s Name:

Date of Birth:

Reference Number:

Institution Attending:

STUDENT AUTHORISATION

I, hereby authorise the Student Awards Agency for Scotland

to pay the sum of £ to ) in respect of:
> assessment fee ' 5
> non-medical personal help allowance D
> Equipment * B
Signature:

Date:

CONFIRMATION FROM SERVICE/EQUIPMENT SUPPLIER

I, hereby confirm on behalf of

the above sum has been incurred by this student for the reason stated.
I claim that amount on their behalf.

Signature:

Position:

Date:

' The Student Awards Agency for Scotland will only meet the cost of the Assessment Fee where the Assessment actually specifies the additional
needs of the student, otherwise students themselves will be required to meet the cost of the Fee. Also if for any reason the student does not
received Disabled Students’ Allowance or receives insufficient monies to meet the above, the student will be responsible for meeting this expense.

? Where payment is made to a third party in respect of equipment, the contract of purchase remains between the student and the supplier SAAS

will not be a party to any dispute arising from the purchase.




