Queen’s Register of Support Providers
Difficulties Contacting Students and 
Getting Work Records Signed

If you have been experiencing difficulties getting in touch with your allocated students, try contacting them via another form of communication.  You will have their home telephone number, mobile number and email address so if one avenue is not eliciting a response it is always worth trying the others.  It may be that the student’s mobile number has changed or if they are a new student, that they are not yet accustomed to checking their Queen’s (student) email address.  
If, after a number of attempts you are still not getting a response from a student, please let Queen’s Register of Support Providers know and we will ask the student’s Disability Officer to follow up with them.
Unsigned Work Records

If you have completed work for a student and you have not been able to arrange to meet with them to get your Work Record signed, please ask the student for their address and post the Work Record to them with an SAE for signature/return.  For your own security, it is recommended that you complete your personal details (ie your address and bank account details) after the Work Record has been signed and posted back to you.

If your student is uncomfortable giving you their address or if, after repeated efforts, the student still fails to respond to your communications, unfortunately we are unable to release student addresses for data security reasons.  However, if you would like the Register to post a Work Record to a student for signature/return, please submit your Work Record to the Register along with a note of explanation plus two appropriately stamped envelopes to cover the weight/size of the letter package.  One of the envelopes should be unaddressed (so we can post the Work Record to the student’s home address) and the other should be addressed, with either your home address or the Register’s address (see below).  
For your own data security, it is strongly recommended that you add your personal information after the Work Record has been returned and that you therefore use your own address on the return envelope.  However, if you decide to include your address and bank details and would like the signed Work Record to be posted directly to the Register then you should add our address to the envelope (see below).  Please note however that you are doing this at your own risk as the Work Record will not be sent to the Register using a recorded delivery method.
Queries

If you have any further queries, please contact us at:
Queen’s Register of Support Providers 

Disability Services

Student Guidance Centre
Queen’s University Belfast, BT7 1NN.  

Tel: 028 9097 3610/ 028 9097 2727
Email: nmhregister@qub.ac.uk
Web: www.qub.ac.uk/directorates/sgc/disability/SupportProviders/
