Brief Guidance Note on the School Procedures to be followed for Students registered with Enabling Support
If a student contacts you and says that they have a disability you should note the following:

· You should ascertain whether or not they have contacted the Enabling Support Team (EST) section of Student Services (contact details below).

· You should not report a student’s disability to EST as students are required to make contact directly but you should encourage them to make contact as soon as possible if they have not already done so. 

· EST issue a Student Support Requirements Form to each student who has had their needs assessed and agreed. The student can give this form to any member of staff from whom the student requires support.

· Each School has an Enabling Support (ES) Co-ordinator 
· Most Schools also have an ES Administrative Contact. Please contact the ES Administrative Contact immediately if a student presents you with a form or approaches you with a request for special arrangements.
· EST then sends a copy of the Support Requirements form to the appropriate school ES Administrator. The administrator will then circulate copies of the form to the student’s lecturers.  

· It is very important that you have a copy of the student’s Support Requirements before you make any special arrangements.
· Fuller details of responsibilities, rights, procedures and advice for both staff and students can be found in the booklet about the Disability Discrimination Act, which was issued to staff with their pay advice slip in June 2004.  New members of staff are issued with the booklet by HR when they join the University.  The booklet was produced by Student Services and CAPD and is available from them electronically and in other formats on request.

 Some Facts and Procedures to note:

· ES Coordinator (Admin) should send an email to all members of staff who have students registered with EST taking their modules as soon as it is practical to do so each semester.  This is done using the information given on Info Direct.  It is important to wait until the 3rd week of the new semester as the information on Info Direct is more reliable at that stage.    

· It is the responsibility of the School to make special needs arrangements for class tests.  Therefore, it is essential that the ES Administrator is informed about the timing of class tests at the beginning of each semester so that specific arrangements can be made for the class test in consultation with the module co-ordinator.

· Furthermore, for each affected module, the Module Co-ordinators must let the ES Administrator know who else is going to be teaching the student in their module.  

· Please ensure that you respond to requests for information related to these procedures as soon as possible.

· Finally, please note that there are many different types of disability.  There are also many different types of assistance available.  

Contact details for Student Services – Enabling Support Team are as follows: 
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0141 848 3518

Enablingsupport.paisley@uws.ac.uk
