The Register of Support Providers at Queen’s University
Allocation of Work Policy
This document outlines how work is allocated to Support Providers.  

The Register receives Referrals for student support from the Needs Assessment Centre.  The majority of these Referrals will be at the beginning of the academic year.  However a significant number of Referrals, often at short notice, are received after this, along with requests from Support Providers to cover sessions which they are unable to attend during the year.  

Matching 

The Register aims to match students with Support Providers as soon as possible after the receipt of a Referral to allow the necessary support to begin without delay. 

Support Providers are advised that the main method of contact regarding availability of work is via email.   Each Referral for student support is assessed individually, taking in to account any individual requirements highlighted in the Referral.  The student is then matched with a Support Provider whose skills, experience and availability best meet the needs of that student.  Where appropriate, the student may be matched with a Note Taker or exam Support Provider who has a similar subject background.  For example, a student studying Biological Sciences will ideally be matched with a Note Taker who has a background in Life Sciences.  
A match-up email is sent to the student and the Support Provider simultaneously when a match has been made.  The match-up email includes student contact and course details, their funding body and the number of hours allocated for support.  Support Providers should not exceed their allocations as funding for further support must be approved in advance by the student’s funder and will not normally be paid for in retrospect. 

The match-up emails will include the following information:
· Student’s name;
· Disability/ies

· Email address and/or telephone number;
· Course title and year of study;
· Type of support and number of support hours allocated;
· Any specific information about the support to be provided.
It is important that this information is kept confidential, in line with the University’s policy on safeguarding student information / GDPR guidelines. 

Additional Information

Although you will be given some basic disability-related information about the student in the match-up email, students are encouraged to discuss the nature of their disability/ies and their particular support needs when you first meet. You could also ask the student to share with you, if they are willing, a copy of their Needs Assessment report and/or dyslexia assessment report if they have difficulties communicating to you the nature of support they require. 
Last Minute Support Cover

Urgent / short notice requests for cover for sessions that a Support Provider is unable to attend must be matched as quickly and efficiently as possible to ensure that the student’s support continues in the absence of his/her regular Support Provider.  Upon receipt of an urgent request for cover for a one-off support session, the Register will usually email details of the covers required to the relevant category of Support Provider (eg Note-takers or Dyslexia Tutors) who are active at that time.  The work will then be allocated on the basis of the responses received in terms of Support Provider availability and where possible, their background / experience.  

Support Providers should note:

· Note Takers should not presume that they will be continuing with the same student(s) in Semester 2.  With changes in the timetables, this may not always be possible so support will be reconfirmed with key Note Takers before the commencement of Semester 2.  
· Support in all other areas will continue from Semester 1 to Semester 2 unless the student requests a new Tutor, Scribe etc or the Support Provider is no longer available.

· A student may request to work with a specific Support Provider.  This is normally because the student has built an effective working relationship with that Support Provider in the past and would like to continue working with him/her.  Wherever possible, this will be put in place for the student.
· Where possible, Exam Scribes and Readers will be selected from Support Providers whose qualifications/experience relate most closely to the student’s own programme of study.  
Availability

Support Providers should ensure that the email addresses provided to the Register are up-to-date / active and that the Register is kept informed of any changes to contact details.  

Support Providers who become unavailable for work during the year should inform the Register as soon as possible so that their students may be matched with new Support Providers.  Support Providers who are temporarily unavailable will be marked as ‘inactive’ until the Register is advised otherwise.  Likewise, Support Providers who are unable to attend a support session should give the Register as much notice as possible to allow alternative cover to be arranged. 
Guarantees

Unfortunately, the Register cannot guarantee levels of work for a variety of reasons, but mainly these relate to the students themselves:  
· It is the student’s choice as to whether or not they decide to take up the support recommended in their needs assessment;  
· It is the student’s choice as to whether they continue with the support or with the particular Support Provider allocated to them;

· A student may decide at any stage to temporarily suspend their studies; 
· A student may withdraw (or be withdrawn) from the University, for reasons relating to their disability/ies or for purely academic reasons;
· Incomplete/inaccurate timetables obtained from QSIS (Queen’s Student Information System) and timetable changes in the first few weeks of semester.  The timetables sent to Note Takers should be regarded as starting points only.  As students will receive more up-to-date timetables directly from their School, Note Takers are asked to check timetable information directly with students before commencing support;
· The majority of students referred to the Register are undergraduates and there is therefore very little work for Support Providers over the summer months.
Support provision is work that requires a lot of flexibility and because the Register is unable to provide any guarantees of work, it may not be a viable option for those looking for a steady, regular income throughout the year.  Equally, Support Providers are under no obligation to accept any of the support work offered to them by the Register and are free to leave at any time, either on a temporary basis or permanently.  

Queries
The Register of Support Providers at Queen’s
Disability & Wellbeing Services

Student Guidance Centre
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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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