Queen’s Register of Support Providers of Support Providers
Support Provider Information for Students and Student Responsibilities
Queen’s Register of Support Providers provides one-to-one personal support to disabled students through the use of skilled Support Providers enlisted from a variety of backgrounds.  

Support Providers assist students on a freelance basis in a number of roles:

	Asperger’s/Autism Tutors

	Campus Assistants (General & Specialist)

	Communication Support Providers

	Dyslexia Coaches

	Exam Scribes

	Foreign Language Coaches

	General Readers

	Information Technology Trainers

	Interpreters (BSL and ISL)

	Library Assistants

	Mathematics and Statistics Coaches

	Mental Health Mentors

	Note Takers

	Proof Readers

	Study Skills Coaches

	Typists/Audio Typists


Whilst Queen’s Register of Support Providers’ primary aim is to meet the support requirements of disabled students, it is simultaneously responsible for providing advice and guidance to those individuals who actually provide the support to Queen’s students.  As such, students must accept responsibility for the management of their own programme of support from a Support Provider.
Contacting the Support Provider
Once you have met with a Disability Officer and your support needs have been identified, you will be referred to the Queen’s Register of Support Providers and allocated a Support Provider.  Letters will then be sent to both parties detailing the nature of support and each other’s contact details.  At this stage, your Support Provider is responsible for making the initial contact.  Thereafter, both you and the Support Provider have equal responsibility for arranging further support meetings.  Support must not take place in either your home or that of your Support Provider(s).  Support should be given in a neutral, public environment such as University/public libraries, cafés or in the Student Guidance Centre.  
Arranging Support

At the initial meeting, you should ensure that you and your Support Provider complete and sign a Statement of Agreement which outlines the nature of support to be provided.  If you are using more than one Support Provider, a Statement of Agreement must be provided for each relationship.  The original Agreement should be forwarded as soon as possible to Queen’s Register of Support Providers and your Support Provider should ensure that both of you have copies for your records.  
Learning Plans

If you are receiving support from Dyslexia, Study Skills, Mathematics/Statistics, Foreign Language, Mental Health or Asperger’s Autism Tutors, you must also ensure that a Learning Plan is completed, signed and returned as soon as possible to the Queen’s Register of Support Providers.  The Learning Plan aims to capture the key areas that you and the Support Provider intend to explore during the semester.  It is the responsibility of the Support Provider to structure and complete the Learning Plan with you, to give you a copy for your records and to forward the original to Queen’s Register of Support Providers.  The Learning Plans should be regarded as working documents which may be reviewed and updated at any point to support the student’s changing needs in relation to the demands of their course, exam pressures, changes in health etc.  
Scheduling Support

It is the responsibility of both the student and the Support Provider to make arrangements to meet and schedule support for days and times that suit both parties.  In relation to Note Takers, you must ensure that both the Queen’s Register of Support Providers and your Support Provider are furnished with copies of your timetables.  Note Takers cannot be paid until timetables have been forwarded by Queen’s to the relevant funding body.  It is also the responsibility of the student to ensure that their Note Taker is advised in advance of any changes to lecture/tutorial/practical timetables or class cancellations.

Work Record Checking and Signing 

Each month, your Support Provider(s) will ask you to check and sign off their Work Record.  The Work Record details the support that has taken place and it is submitted by the Support Provider to the Queen’s Register of Support Providers to allow their payment to be processed.  It is important that you check this carefully, particularly in relation to your personal details, the dates of support, the number of hours of support provided and the Rates of Pay.  Only when you are satisfied that the information is accurate should you sign the form.  Your Support Provider should then provide you with a copy of the Work Record for your information and forward the original to Queen’s Register of Support Providers so that their payment claim may be processed.  If you have any concerns about Work Records, please contact Queen’s Register of Support Providers as soon as possible.
Cancelling Support

If, for any reason, you need to cancel a support session, you must try to give your Support Provider a minimum of 24 hours notice.  Equally, if your Support Provider needs to cancel, the same rule applies.  Where adequate notice has been given and support is urgently required, you should contact Queen’s Register of Support Providers immediately and every effort will be made to find you a replacement Support Provider in the interim.  If, for any reason, you no longer require support from a Support Provider, it is essential that you inform both your Disability Officer and the Queen’s Register of Support Providers as soon as possible.
Attending Classes

Students should be aware that Support Providers such as Note Takers used in lecture/tutorial/practical class situations are not there to attend in your place.  You must attend classes as normal although you do not necessarily need to sit beside or communicate directly with your Support Provider during the session.  Only in very special circumstances may your Support Provider attend class if you are to be absent for disability-related reasons.  Situations such as these must be arranged in advance through the Queen’s Register of Support Providers.

Limitations

It is important that you appreciate the limitations of your support provision.  Support is aimed at ‘levelling the playing field’ between disabled students and their peers.  Support Providers are there to support the learning experience and students must ensure that assignments completed in conjunction with a Support Provider are entirely their own work.

Health & Safety

Students should be aware of their own health and safety and that of their Support Providers and should not attempt to engage them in personal care, manual handling or lifting.

Confidentiality

Support Providers recognise and respect the privacy of their students and are required to keep confidential any information relating to them.  However, if your Support Provider becomes concerned about your well being or feels that you may be a risk to yourself or others, they are encouraged to report this to the Queens’ Register or to your Disability Officer.

Professional Conduct
All Support Providers are required to adhere to the principles outlined in the Code of Conduct for Support Providers.  If, at any point, you feel a Support Provider is not acting in a professional manner, you should contact the Queen’s Register of Support Providers as soon as possible.  
Quality of Support

If, at any stage, you are unhappy with the quality of support being provided or are experiencing difficulties with your Support Provider (eg you cannot contact them, they are missing sessions or turning up late), it is your responsibility to contact Queen’s Register of Support Providers so that appropriate remedial action may be taken.

Further Information
If you have any further queries, please do not hesitate to contact us.  Queen’s Register of Support Providers is always keen to hear how support relationships are progressing and all suggestions and comments are welcome.
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