Dear QA Partner:

Now that the conference is over and you’ve had a chance to reenergize your QA efforts, we want to be sure all participating Quality Assurance schools understand the program requirements for the 2002-03 award year. Several schools have asked for additional clarification on information that was presented at the conference. The following guidance should provide you with the information and reassurance as we begin this new cycle of activities.

Please note that the requirements for both the tool and the assessments and additional guidance for both are provided on the QA Website. There are two different areas that contain useful information.  The first area relates to Requirements for QA Schools.  The second area relates to Guidance applicable to all schools using the Tools.  

As always, should you have additional questions after reviewing this document and the information provided on the web, please contact your regional representative, Regions 1, 2,and 5, Holly Langer-Evans, Holly.langer-Evans@ed.gov, 617-223-9603; Regions 3, 4, 6, and 7, Francine Reeves, Francine.Reeves@ed.gov, 404-562-6289 and Regions 8, 9, and 10, Michael Cagle, Michael.Cagle@ed.gov, 206-615-2586. 

What do I do between now and August?

Quality Analysis (verification) Tool

1.
You should be applying your institutional verification parameters as you verify your 2002-03 applicants.

2.
Down load the Software, Installation Guide, Desk Reference, and Cover Letter.   These documents are housed on the SFA Download Site.

3.
Do set up on the tool and place your institutional verification parameters into the software. Use the Desk Reference to assist you in this process.

4.
Submit your verification parameters to AIR by April 30th. We will provide you “How to Guidance” the week of March 18, 2002.

5.
Begin collecting your “initial” ISIR’S. An initial ISIR is the first ISIR you receive that includes your school code and an EFC.


The Fall of 2002:


6.
You will import your Paid on ISIR’s. A Paid on ISIR is how you define it. Often a school will define a Paid on ISIR as the ISIR that you verified and paid the student on. Guidance on ISIR’s and the tool can be found on the QA Website.   Under Tools for Schools, Click on Guidance.

7.
You will be importing 2002-03 ISIR’s. The system CAN NOT support 2001-02 ISIR’s because the file layout does not support it.

8.
Read the guidance provided on the web on how you should code your ISIR’s after you verified them. Review the V Code Guidance on our web page.

9.
Once your ISIR’s are imported, validate your files and begin your analysis. We will be providing additional guidance on “How to Analyze your Data”.

What if I just joined the program?

1.
If you have chosen to implement your own institutional verification  parameters, you should be applying them to your population and follow the steps listed above in “What should I be doing between  now and August”?

2.
If you will continue to do CPS edits for 2003-03, you will import these records       

in to the tool and you WILL NOT have to enter institutional parameters into the tool. 

However, if you do select sub population(s) to verify in addition to the CPS edits, you may want to enter these populations into the tool in order to analyze their effectiveness. If you do, follow the steps above in “What Should I be doing between now and August?

Where do I go for additional help?

If you have not already done so, go to the QA Website.  Click on Tools For Schools and select the “Guide to Attain, Sustain and Advance Quality.”  This guide will navigate you to all the materials available to you in regard to the Quality Analysis (verification) Tool.

It provides a description of what the Installation Guide, Desk Reference and Help Text are and how they can help you use the tool. It discusses pointers on analysis and  provides a description of all the reports.

In addition, it provides food for thought regarding timing of your activities. On the last page it provides a typical timeline for the tool.  It is important to note that the tool was designed so you have control over when you import your ISIR’s into the tool. It is flexible so that it can be used when the school determines what works best for its  schedule/calendar. 

SFA Assessments Requirement:


What should I be doing between now and August?


1. All participating QA Schools are required to complete 2 Assessments between now and August. 


2. You ARE NOT required to turn these assessments into us but to keep them on file in your office.

3. We provided you ideas on which areas you may choose to select on the QA Website.   Under QA & Requirements, Click on Requirements, then Click on SFA Assessments. We recommend you select a short term (a quick fix item – such as a consumer information document) and a long term area that may require a longer period of time to evaluate and to implement a corrective action plan.

The Fall 2002:

1. Assemble a core team to discuss the two areas that you would like to valuate between now and August. 

2. Establish a sub team of experts to develop a plan of action that fits within your office operations.

3. Complete Management Enhancement Worksheet and develop a follow up to evaluate effectiveness of the enhancement.

 
What if I just joined the program, do I still need to complete two assessments? 


1. Yes, all participating school will be required to complete two assessments. The assessments can be found on our web site under tools for schools. Guidance on how to use the assessments can be found on the QA Website.   Under QA & Requirements, Click on Requirements, then Click on SFA Assessments. 

2. A Management Enhancement Worksheet is located on the last page of each assessment. 


