The Register of Support Providers at Queen’s
Providing Library Assistant Support to Students

Library Assistant support is most often provided to students with visual, mobility or dexterity impairments and to students with dyslexia, a language-based learning disability.

The key duties of a Library Assistant are, under the student’s direction, to search for, retrieve/carry, borrow, return and photocopy library materials and to access the library catalogue systems, online journals and short-term loan materials.  A Library Assistant may also be required to enlarge material for their student in photocopy format or using the Zoom-Ex Optical Character Reader, to scan text into a different, more accessible format.
Zoom-Ex Machine

Located in the McClay Library, the Zoom-Ex machine is a digital scanner/OCR that converts any printed text into multiple formats such as speech, large print, sound files and text files etc.  As such, it is useful facility for students with visual impairments or dyslexia who find it easier to understand the spoken word or are better able to read text in larger fonts.  

If you are matched with a student who requires scanning support, training courses are periodically arranged by the Register.  The scanner may also be borrowed for short periods by contacting Sally Bridge, the Library’s Information Services Disability Co-ordinator on s.bridge@qub.ac.uk, 90 976145.

Guidelines
· If possible, agree in advance with your student the day(s) and time(s) that you will go to the library each week. 
· Encourage the student to plan their study regime around the routine of accessing the library in your weekly session/regular session. 
· Assist the student in searching for references.  Some students may find the library disconcertingly large and may not be at ease using it. 
· Assist with borrowing, locating, retrieving, returning and carrying of books. 
· It is often more convenient to photocopy or scan text for students as opposed to carrying books.  The student will have a supply of photocopy cards/credit for this purpose. 
· A Library Assistant for a student with a visual impairment may have to read chapter summaries and introductions to help the student decide which ones are to be scanned and stored electronically. 
· A Library Assistant is not permitted to take books out of the Library on a student’s behalf.  If the student you are working with has any concerns about this, please ask them to speak with Disability Officer.
· Normally, students will accompany their Library Assistant.  However, in cases where the student is unable to access the Library independently, you may be required to locate, retrieve and photocopy information within the Library in the student’s absence.  In these instances, your student should provide you with photocopying cards to cover the cost of copying material.
McClay Library Opening Hours
Most students will make use of the main McClay Library.  During semester, the ground floor of the McClay Library stays open until 1.00 am throughout the week.  
All floors of the library are open as follows:
Monday – Thursday

8.00 am - 10 pm
Friday



8.00 am - 8.30 pm
Saturday


10.00 am - 5.30 pm
Sunday


12.00 am - 5.30 pm 

Staffed Service: Library Borrower Services and Enquiry Desks (Floors 1 - 3) open: 
Monday - Thursday 

9.00 am - 9.30 pm 
Friday



9.00 am - 8.00 pm 
Saturday


10.00 am - 5.00 pm 
Sunday


12.00 noon - 5.00 pm 
Vacation opening hours (June - September):
Monday - Thursday 

8.00 am - 8.30 pm 
Friday



8.00 am - 5.30 pm Friday
Saturday


10.00 am – 5.30 pm Saturday 
Sunday


Closed
Staffed Service: Borrower Services and Floor 1 Enquiry Desks are open:
Monday - Thursday 

9.00 am -8.00 pm 
Friday



9.00 am -5.00 pm 
Saturday


10.00 am - 5.00 pm 
Staffed Service: Special Collections is open:

Monday - Friday 

9.00 am - 5.00 pm 
Saturday


10.00am - 5.00 pm 

The McClay Library also offers a number of 24 hour opening periods in December, January and April/May for student study.
Library Passes

To gain entry to the McClay Library, please contact the Register at supportprovider@qub.ac.uk and a pass will be arranged for you.  When your pass is ready, the Library will let you know when it is available for collection from the Library Reception Desk.  Please see www.qub.ac.uk/about/Campus-and-facilities/The-McClay-Library/ for further information and details on the facilities available, including the computing facilities and the self-issue and self-returns points for students.
The Disability Services Co-ordinator for the McClay Library is Sally Bridge, Tel: 028 9097 6145; Email: s.bridge@qub.ac.uk.

Queries

If you have any queries, please do not hesitate to contact us at:
The Register of Support Providers at Queen’s

Disability & Wellbeing Services

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

Tel: 028 90 973610 / 028 90 972727

Email: nmhregister@qub.ac.uk
Web: www.qub.ac.uk/directorates/sgc/disability/TheRegisterofSupportProvidersatQueensUniversity/  

