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DRAFT

9th September 2009

XXXX XXXX
Director of Finance

Oxford Brookes University

Gipsy Lane

Oxford 

Dear XXXX,

Assignment 1168 – Process review of enquiry to enrolment

Following my recent visit to Oxford Brookes accompanied by XXXXX XXXX and our meeting with XXX XXXX, XXXX XXXXXX and you, we set out below our understanding of your requirements to support a review of the University’s enquiry to enrolment (e2e) processes.

Background

The University has set cost reduction targets for the next four to five years.  It is likely that 
improvements in operational efficiency will play an important part in realising these savings and that this will require some changes to core administrative processes.  

In the past, process analysis has tended to be undertaken by the Computer Services unit.  
In the future, it is planned that responsibility for process review and process change should be embedded more widely across the institution.  This will be supported by training and will be championed by key people including XXXXX XXXXX.

It is recognised that the transition to a new institutional approach for process change will take time and there are cultural issues to address.  In the meantime, the University  would like to make rapid progress with process changes in some key areas and to use  this opportunity to generate knowledge transfer to support the longer-term objectives.  

There are various core areas where process change is needed one of which is e2e.   
Some significant improvements have been made, particularly for UG admissions, following a review undertaken in 2000/01.  However, there are several aspects where non-standard approaches continue to be applied.  

It is recognised that there are important linkages to the University’s recruitment and 
marketing activities and there may be opportunities to improve these activities as well.   
However, you have decided that marketing and recruitment should form part of a future 
review to be undertaken after the review of e2e.

Cost savings are likely to be realised through the reallocation of staff time.  It is recognised that there may be organisational implications arising and the possibility that investment might be needed in order to generate future savings.

Against this background, you would like to engage SUMS Consulting to undertake a 
consultant led process review of e2e.  

Terms of Reference

The Terms of Reference for this assignment will be:

“To undertake a consultant led process review of enquiry to enrolment and to bring forward proposals to enhance the efficiency of these processes”

We would propose that a small internal Steering Group should oversee the review. This group should include the institutional sponsor for e2e. The Steering Group would receive the findings and draft proposals from the review for discussion and comment.  
Prior to commencing the work, we will discuss and agree the potential composition of the 
Steering Group with you. 

Approach

In delivering this assignment, we will:

1) Collate an appropriate list of people to be linked into the review. We anticipate that this will be 6 to 7 people from central units and a School Manager and an academic representative from each School  

2) Review relevant documentation provided by you.  This will include: organisation structure charts; relevant financial information and resource allocations; existing process maps/descriptions (if available); the recent KPMG report; relevant documentation on key systems (e.g. student system, CRM etc).  We will liaise with you to obtain these.  

3) Undertake one-on-one interviews with people identified in task (1) above.  These discussions will be limited to gaining an understanding of the process as it operates at present.  

4) Collate material and information on good-practice.  We expect that most of this will be available from SUMS existing materials including our baseline process models.  However, we may decide to supplement this material with one or two visits to other institutions.

5) Arrange, prepare and lead some workshop sessions to review the process, identify opportunities for improvement and design an improved process.

6) Collate the findings from interviews and the workshop sessions

7) Feedback our findings through a summary slide presentation setting out proposals for improvement and an outline of a draft implementation plan 

8) Prepare a report to include the draft implementation plan

Resources 

XXXXX XXXX will undertake the review and I will manage the assignment.  XXXXX will need the following support from the University:

· A principal contact to liaise on general day-to-day aspects of the review and to coordinate with the Steering Group

· Confirmation of a named project sponsor

· An administrative/secretarial contact to arrange and organise the meetings and workshops and to book appointments and to book a parking space

· The provision of rooms, audiovisual equipment and some appropriate catering arrangements for the workshop sessions

· Temporary access to the University’s intranet during the assignment

· A room to write up notes between meetings
In accordance with our normal practice, we would ask that staff and trades union representatives are briefed on the review prior to our beginning the work.  

Timing

We intend to start the fact-finding interviews as soon as possible.  It is expected that the review will commence on or around 28th September - or earlier, if possible.  The elapsed time required to complete the work will depend upon the availability of people to participate in meetings and workshop sessions.  Subject to availabilities, we would expect to be able to deliver a summary presentation of the outputs in the early part of December.  This would be followed by delivery of a formal report in January.

We very much look forward to working with you on this important assignment.  Please do not hesitate to contact me if you have any questions.

Yours sincerely

XXXXXX XXXXX 
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