Annex A

Additional student places and funds: invitation to bid for sub-degree, degree and/or postgraduate places, including support for Graduate Apprenticeships

Explanatory notes

1. With these notes is a disk for institutions to complete their bid(s) for additional student numbers. All disks have been virus checked before dispatch.

2. The disk contains two files as follows: 

a. An Excel workbook saved in Excel 5.0 called ‘ASN___.xls’, where the suffix identifies the institution. This file forms section 1 of the bidding template.

b. A Word document saved in Word 97 called ‘Bidding Template.dot’. This file forms section 2 of the template.

3. Institutions are advised to make a back-up copy of the blank files before editing them.

4. Bids should be completed with direct reference to HEFCE 00/39.

5. All files, and worksheets within them, must be returned with the same name and in the same format as those originally supplied. All worksheets in the Excel workbook on the original disk should be returned, even if they contain no data.

6. Disks should be virus checked before being returned to us. Institutions should take a back-up copy before returning the disk, in case data are corrupted in transit.

7. Please return the completed disk, with hard copies of the following:

· one copy of the acknowledgement letter (this is the worksheet labelled ‘REC’ in the Excel file) 

· five copies of the completed files from the disk. Remember to sign and date the cover sheet from section 1

· five copies of the supplementary information as discussed in HEFCE 00/39.

8. Please staple all the copies of the hard copy material and return them, with your completed disk, to Additional Numbers Team, HEFCE, Northavon House, Coldharbour Lane, Bristol, BS16 1QD to arrive by 1700 on 20 October 2000. 

9. The final worksheet will be returned to you when we receive your application. If you do not include it with your bid, we cannot acknowledge receipt.

10. If there are any errors in the data returned, we will contact you to correct them.

11. Please do not add a title page, covers, special bindings, or enclose prospectuses or other material other than the supplementary information referred to in paragraph 66 of HEFCE 00/39. Please ensure that any supplementary information is clearly labelled with the corresponding bid number (in section 1).  A covering letter is not required.

12. If you experience any problems with the disk, please contact:

· for section 1: Bridget Josselyn, tel 0117 931 7005, e-mail b.josselyn@hefce.ac.uk
· for section 2: Christine Fraser, tel 0117 931 7308, e-mail c.fraser@hefce.ac.uk

Section 1 – the Excel workbook

13. The Excel workbook contains seven worksheets:

COV


a cover sheet

B1 to B5

five worksheets available for different bids

REC


a sheet that we will use to acknowledge receipt of your bid. 

[image: image1.wmf]An image of the workbook is shown below. Please note that you may include the numbers sought for individual courses within a single bid.
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Click on the tab to open the form you want to fill in

14. All worksheets are protected and only cells where data are required should be altered.

15. Please do not cut, copy or paste any cells within the workbook.

16. All contact details should be entered in the boxes provided on the worksheet labelled ‘COV’. This information will not have to be entered again anywhere else in this workbook.

17. On each bid worksheet used, the ‘Title of bid’ field should be completed. Please mark the relevant boxes in questions 1 to 5. All questions must be answered.

18. If the bid is collaborative, please use the table in question 6 to enter the names and codes of the collaborating institutions.  If there are more than 10 collaborative institutions, the list can be continued in section 2, question 2.

19. The table in question 7 should be completed according to the following instructions:

a. The subject should be entered in the first column.

b. The cost centre (HEIs only) or superclass II code (FECs only) should be entered in the second column.

c. The relating price group should be entered in the third column. A mapping from cost centres/superclass II codes to price groups is available in HESES99 (HEFCE 99/57 Annex K) or HEIFES99 (HEFCE 99/58 Annex L).

d. The qualification must be chosen from the following list and entered in column four: PGT, PGCE, Degree, DipHE, HND, HNC, Other sub-degree.

e. The level must be chosen from the following list and entered in column five: PGT, UG, SUB.

f. The length (standard (S) or long (L)) should be entered in the sixth column.

g. Enter the number of full-time and part-time students you are bidding for in columns seven and eight respectively. These are headcounts of students and so should be whole numbers.

h. The total full-time equivalent should be entered in column nine.

i. In the final column, please enter ‘N’ if the provision is for a new program or ‘E’ if it is an extension of an existing one.

20. If you have ticked the ‘Graduate Apprenticeship’ box in question 3, please answer question 8. The numbers entered at each level should be a subset of those in column eight of table 7.
Section 2 – the Word document
21. When you open the template it will open a new version of the document. Each version should be saved with the bid number of the corresponding Excel worksheet: if your bid number (as shown in the top right-hand corner of each Excel bidding worksheet) is ‘B1xxxx’, then the corresponding Word bidding template must be saved as ‘B1xxxx.doc’.  You should make it clear from the name of the file, which Word bidding template corresponds to which Excel bidding worksheet.

22. Please note that the boxes in the Word template are text boxes and will not expand to fit more text.  Do not alter the size of the text boxes.  If you type past the border of a box this information will not print and will not be considered by the assessment panel. 

Development funds for Graduate Apprenticeships 

23. Question 11 of the Word bidding template is intended for those institutions that are bidding for places for students that will undertake Graduate Apprenticeships (GAs). It will be used to verify that the GA frameworks meet the required criteria, and to request development funds. 

24. Further details about the funds to support GAs and the criteria for GA frameworks and for development funds can be found in HEFCE circular letter 22/00.This question should be completed with specific reference to that circular letter.

25. In the table in question 11, please enter details for each GA framework as follows:

a. Identify the framework for which the institution is requesting development funds. 

b. State the intended outcomes of framework development as either:

i. Developing arrangements to deliver an existing framework.

ii. Developing a new framework, and the arrangements to deliver it.

c. Identify who will be responsible, within the institution, for delivering these intended outcomes.

d. Specify the level and subject(s) of the HE qualifications that form part of the framework. If developing a new framework, these must be degree level or higher.

e. Specify which NTO has developed the framework, or which NTO(s) the institution will be working with to develop a new framework.

f. Confirm that the framework meets, or will be designed to meet, the criteria agreed by the GA National Steering Group. These are available on the DfEE website (www.dfee.gov.uk/heqe/ga_intro.htm).

g. Confirm that the request meets the other eligibility criteria set out in paragraphs 13 to 17 of circular letter 22/00. In particular, funds must be used for the types of activities specified in paragraph 14 of that document.

h. State the total number of students, in headcounts, that the institution intends will take up each framework in 2001-02.

i. State how many of these students the institution intends will be employees of SMEs.

j. State the volume of development funds requested.
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Section 1

Please complete the disk-based version of this form

Institution: name

Code: code
Contact name: A Person
Addre: Department 1
Institution
Town
County
Post Code
Tel: (0123) 456789
E-mail: someone@somewhere
Fax: (0123) 456786
Bid number:
46 Title of bid:
47413 [3NeovB1 (o2 {55 (o4 {5 frec/ Jﬂ——dH
[oou- s &[N NOMOB = 45 -L-A-==50@| |« F 6@ B EE s
Ready L L

A Start| [3Z Microsoft Excel - AS. MEV® 147






PAGE  

PAGE  




