Queen’s Register of Support Providers
Missed / Cancelled Session Proforma

One proforma to be completed for each missed/cancelled session where less than 24 hours notice has been provided by the student or by the University if a class is unexpectedly cancelled/scheduled.  Note Takers: if you are scheduled to note take for more than one class in the day, only one hour may be claimed for a full day of cancelled support.  If you have not been able to contact your student ie he/she has failed to return your communications, please tick the ‘Student failed to return calls/texts/emails’ box and return the form with just your own signature.

The proforma should be attached to the relevant Work Record and returned as normal to Queen’s Register of Support Providers by the submission deadline for that month.  

___________________________________________________________________
Student Name: 
Support Provider Name:  
Date & Time(s) of Absence:
Reason for Absence (please tick):
[  ]
Class cancelled by the University with less than 24 hours notice

[  ]
Additional class scheduled by the University with less than 24 hours notice

[  ]
Session cancelled by the student with less than 24 hours notice because of: 

[  ]
Illness (please elaborate briefly eg ‘flu, migraine etc)
[  ]
Accident (please elaborate briefly eg car, fall etc)
[  ]
Family issues (please elaborate briefly eg death, child/dependant illness etc)
[  ]
Reasons relating to student’s disability (please elaborate briefly eg poor
organisational skills, poor memory, worsening of condition etc )
[  ]
Student forgot about the session / neglected to cancel the session

[  ]
Student failed to return calls/texts/emails 

[  ]
Other (please state)
Student Signature:  ……………………………………………………………………………
Support Provider Signature:  ………………………………………………………………...
