
The Register of Support Providers at Queen’s
Student Contract

The Register of Support Providers at Queen’s arranges one-to-one support for students with disabilities / long-term conditions through a network of qualified and experienced Support Providers who are engaged on a freelance / self-employed basis.  
Support Providers assist students in the following roles:
	Note Takers 
	Maths & Statistics Tutors
	Autistic Spectrum (ASD) Tutors
	Academic Mental Health Tutors

	Study Skills Tutors
	Dyslexia Tutors


	Readers /
Exam Readers
	Exam Scribes

	Campus Assistants
	Proof Readers
	Foreign Language Tutors
	Typists / 

Audio Typists

	Library Assistants
	Electronic Note Takers 

	Interpreters
	IT Tutors


One-to-one support is intended to reduce any barriers to learning and teaching that result from your disability / long-term condition to allow you to participate more fully in academic life at Queen’s and ‘level the playing field’ between you and your non-disabled peers.  As such, it is extremely important that you engage with the support process, take ownership of your own learning experience and manage your one-to-one support effectively. 
Student Responsibilities
Students receiving one-to-one support through Support Providers must:
· Regularly check your ‘phone/Queen’s email account for messages from Support Providers.
· Respond quickly to messages about arranging to meet with your Support Provider.
· Familiarise yourself with the support roles for which you have been referred (please see ‘Queen’s Students’ Guide to One-to-One Support’ which includes brief outlines of the various job descriptions and our web site at www.qub.ac.uk/directorates/sgc/disability/TheRegisterofSupportProvidersatQueensUniversity/.
· Be clear about what to expect and the limitations of the support for which you have been referred (see above).
· Respect the professional boundaries of the working relationship – please do not ask your Support Provider to provide support beyond the remit of their support role(s) (see above). 

· Be aware that support is not subject-specific.
· Ensure that you regularly verify your Support Provider(s) timesheets on Cudos, the Register’s electronic timesheet verification system (see https://cudos.qub.ac.uk/login to log in) so they may be paid for the support they have provided you with (Support Providers do not work on a voluntary basis).
· Give your Support Provider at least 24 hours notice where possible if you are no longer able to attend and need to cancel a support session or class. 

· Advise your Support Provider and Disability Services of any changes to your contact details, particularly to your mobile or home telephone number(s).  
· Advise Disability Services and your Support Provider of any temporary or permanent withdrawals from study.
· Report any problems immediately to the Register so that corrective action may be quickly implemented.
· Stop working with your Support Provider after the last day of the summer exam period, even if you have hours left.  If you have a deferred / resit exam, extension etc and need to work with your Support Provider(s) for over the summer period, please contact your Disability Officer / Needs Assessment Centre to secure funding for your support before resuming with your Support Provider(s). 

Additional Responsibilities
A.  Note Taker Support
Those receiving Note Taker support have additional responsibilities.  You must:

· Confirm in advance with your Note Taker the timetable details of relevant classes (ie days/times/venues).  This is because the Register has access only to timetable information on QSIS and often this is out-of-date, inaccurate and/or incomplete. 
· Let your Note Taker (s) know as soon as possible if there have been changes to class times/venues. or if classes have been cancelled because of reading days, strike action etc. 

· Clarify how you want your notes written and structured (eg narrative vs bullet points).
· Clarify which font size and style works best for you.
· Confirm the turnaround time for the return of notes.
· Ensure that you and your Support Provider have completed a Statement of Agreement to reflect the aforementioned.

· Attend all classes unless you have Note Taker support in absentia in place for times when you may be unable to attend lectures for reasons relating to your disability.
Please note that the majority of students receiving Note Taker support are normally supported by a minimum of three to five people.  This is because the Support Providers are engaged on a freelance / self-employed basis and as such, are free to undertake commitments elsewhere.

Please also note that unfortunately the Register cannot ever guarantee 100% class cover for students receiving Note Taker support for a variety of reasons including unscheduled timetable/venue changes, inaccurate/incomplete timetable information and Note Taker availability (like anyone else, Note Takers may have to take time off to attend appointments, deal with family problems, illness etc).  Also, as the Note Takers are self-employed and schedule their own working days/weeks, they are at liberty to take up or refuse the offers of work made to them by the Register.  
B.  Exam Support for Class Tests

As the Register does not have access to class test information, students receiving exam support (Exam Reader / Scribe / Prompter) must advise the Register as soon as possible of the details of any class tests (ie dates / times / venues) where support is required so that provision may be arranged accordingly.  
Issues

The majority of students are happy with the support arranged for them through the Register.  If you have an issue with the support you are receiving or a Support Provider you are working with, please contact the Register as soon as possible and refer to our Guidance for Managing One-to-One Support at www.qub.ac.uk/directorates/sgc/disability/TheRegisterofSupportProvidersatQueensUniversity/Policies/.   
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/  
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I have discussed the above student responsibilities with my Needs Assessor/Disability Officer and I agree to abide by them in relation to any one-to-one support arranged for me through the Register of Support Providers:
Name:  ___________________________________________________________________________
Signature:  ________________________________________________________________________
Date:  ____________________________________________________________________________
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