The Register of Support Providers at Queen’s
Providing Proof Reading Support

Proof Reader support is most often provided to students with dyslexia or other specific learning difficulties (SpLD).  

Proof Reader support focuses on the review of a student’s work (essays, projects, dissertations and assignments) prior to submission and is to assist with structure, continuity, presentation and the highlighting of errors in spelling and grammar.  
What it is Not About

Proof Reader support is not about tutoring the student and you should not become involved in issues relating to content.  The student must be the sole author of their written work.  You should not respond to questions about the appropriateness of content, validity etc or suggest different perspectives or alternative sources of information.
Guidelines

· Proof Reader support is not an editing service for making corrections and returning the ‘perfect’ essays to a student.  Rather, clear indications of mistakes or rule violations should be given and solutions should be worked out in the presence of the student, with the actual corrections being made by the student themselves. 

· Proof reading of work ‘in progress’ should deal with spelling, grammar, paragraphing, essay structure techniques, proper referencing and the actual mechanics of writing.  As such, the ‘Track Changes’ facility is an extremely useful tool when proof reading electronic versions of assignments.
· As a rough guide, you should aim to get through approximately 10 pages of text per hour but the time taken will vary depending on the subject matter, level of errors in the piece and the subsequent amount of annotation required to highlight/explain mistakes.

· Referencing methods vary from School to School so always check with your student which method is required by their School

· Once the document has been proof read, a face-to-face meeting should be arranged with your student to review the assignment and the suggested changes/amendments.  This will allow you to explain your suggestions and will give your student an opportunity to ask questions and clarify anything they are uncertain of.  

· Proof Reader support does not involve remedial grammar tuition independently, but ideally, the student should leave each support session with a new understanding of some grammatical or spelling rules.  This will help empower students to become independent learners through repetition and committed engagement with tuition. 

· When your student has completed the assignment, a last meeting to review the final draft is often very useful to help spot any errors that may have ‘slipped through the net’. 
· Although it is permissible for a Proof Reader to read and highlight queries in an essay/assignment/dissertation before the meeting with the student, the student should decide after the meeting what suggestions to take on board and make corrections themselves. 
· Proof Reading may take place via email or post but if you use one of these methods, extra care must be taken to explain the suggested amendments whilst simultaneously leaving any choices relating to content to the student.  In such situations, send a cover letter/email explaining the suggested changes in more detail and allow time for the student to email or ‘phone you with any questions or queries.
· It is also good practice to suggest that the student maintains a ‘paper trail’ of pre- and post-correction versions of their assignments so that if necessary, the School may trace the student’s work. 
Student Responsibilities

Students are expected to: 
( Create all written work and the content themselves.

( Take responsibility for the background research.

( Provide, if necessary, their School guidelines and/or student handbook for referencing and style. 
( Maintain a paper trail of pre- and post-correction versions of their assignments so that if necessary, the School may trace the student’s work. 
( Make and keep all appointments with the Proof Reader and allow sufficient time before assignment deadlines to make corrections.  Proof reading support should not be a last minute service. 
( ‘Sufficient time’ is considered to be at least two working days before the due date, for every ten pages of text.  For longer essays and theses, more advance notice is required.  Students are advised to liaise with their Proof Readers well in advance of assignment deadlines to ensure their availability and to contact Queen’s Register of Support Providers immediately should the Proof Reader be unavailable.
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/  

