Policy No. >< University Centre
UCP-ALSO00]1 Peterborough

UCP-ALS001 Higher Education Additional Learner Support Policy

1. INTRODUCTION

1.1 Additional Learning Support is a service that is provided to help students who have disclosed
a disability, learning difficulty or medical condition, whilst they are studying at University
Centre Peterborough. We aim to remove any potential barriers to learning to ensure that
students develop their personal skills and confidence and (where possible) become
independent in learning and achievement of their learning goals, personal goals, and
employment ambitions. This policy outlines the reasonable steps that UCP will take to
support students with additional learning needs.

2. PURPOSE

2.1 To ensure compliance to statutory duties approved under the Equality Act 2010 to identify,
assess and provide support for students with a disability, health condition or additional
learning needs.

2.2 To work in partnership with local authorities (DSA and Student Finance England) and other
agencies to contribute to multi commissioning and working.

2.3 To complete student-centred annual reviews for students with an additional support
documentation (e.g., Statement of Reasonable Adjustments, Personal Emergency Evacuation
Plan (PEEP).

2.4 To ensure that any student with additional support needs will not meet barriers to learning

2.5 To ensure the right support is provided and reasonable adjustments are maintained with
regards to securing suitable provision

2.6 To support an inclusive approach to learning and teaching which is embedded in all subject
areas and all levels

2.7 To ensure all applicants have an opportunity before or at entry and at subsequent points, to
declare whether they have a learning need, a disability or a medical condition which will affect
their learning

2.8 To ensure that students with additional support needs are communicated to the Assessments
Team to ensure that any differentiation is proportionate to their SoRA.

2.9 To continually monitor the progress of all students, in order to identify needs as they arise
and provide support in a timely manner

2.10 To ensure that students with additional support needs are perceived positively by all members
of the UCP community and inclusive provision is positively valued and supported by staff and
relevant stakeholders

2.11  To work with the students in planning and any decision making that affects them.

! These groups of students will be referred to as students who require additional learning support.
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To clearly advertise the support available to students with additional support needs, providing
clear descriptions of the support and services available at UCP for students with special
educational needs

To develop student’s independence to enable them to be prepared to meet their future goals

To promote additional study programmes to students so they have the skills needed to
achieve positive outcomes and gain employment.

This policy outlines the responsibilities and processes for staff to follow when processing
disclosures from applicants and students requesting additional learning support (ALS).

The purpose is to have a clear policy that will:
a) apply a uniformity and consistency of treatment across UCP
b) provide clear guidance on the process to be followed when a student requests
additional learning support

SCOPE

This policy applies to all staff who are responsible for the collection, storage, processing of
student data and for providing advice to students. It applies to students enrolled on a UCP
awarded programmes. This policy applies to all Higher Education provision offered by
University Centre Peterborough. This also applies to sub contractual provision and both the
Stamford and Peterborough Campuses.

RELATED DOCUMENTS

This policy is based on the expectations contained within Chapter B2 of the UK Quality Code
for Higher Education, published by the Quality Assurance Agency for Higher Education (QAA).
It complies with awarding body and validating partner’s admission procedures.

http://www.ucp.ac.uk/policies/
UCP-REC001 Higher Education Recruitment and Admissions Policy
UCP-FIT001 Higher Education Fitness to Practise Policy
UCP-DIS001 Higher Education Student Disciplinary Policy and Code of Conduct
HE Student Charter
Terms and Conditions of Admissions and Enrolment

RESPONSIBILITIES

The Academic Director has overall responsibility for the policy but has delegated day-to-day
responsibility for overseeing its implementation to the staff identified. All relevant members
of staff have been made aware of the procedure and have received appropriate training.

Disability and Equal Opportunities are monitored by the Admissions and Widening Access
Committee who regularly sample data on Access, Success and Progression for student from
characteristic backgrounds. The is then presented as part of UCPs Access and Participation
Plan and where issues are highlighted these are added to the APP Action Plan and investment
is made.

UCP Student Support is responsible for tracking additional Learning support and health and
safety risk assessment requests concerning applicant/students. They are also responsible for
referring these requests to the appropriate IEG team.

UCP-ALS001 Higher Education Additional Learner Support Policy

Originator: UCP Student Support

Issue: 126/04/2021 Page 2 of 24
Approved: ASQC 26/04/2021 Review date: 31/04/2022


http://www.ucp.ac.uk/policies/

5.4

5.5

6.1

6.2

6.3

7.1

7.2

7.3

An assessment of student's additional learning support is carried out by the IEG Additional
Learning Support Team which, in consultation with the student, and where appropriate the
relevant course staff.

Where onsite / activity related to the programme of study clearly identifies risks to a student,
the IEG Director of Estates and Health & Safety is responsible for ensuring a risk assessment is
carried out.

RISK ANALYSIS

This policy is required to ensure that students with additional learning needs are fairly
supported by the institution as bound by UK legislation. This policy is dependent on the
student communication and evidence.

Analyse risks of non-adherence to this policy

Failure to adhere to this policy could lead to academic failure of students, complaints and in
extreme cases, legal action regarding the Equality Act 2010.

Staff training needed

All staff involved in teaching, enrolling, supporting students, and offering Information advice
and guidance are required to undertake annual training delivered by the HE Student Support
Team to outline the support that is available and the process by which students can be
referred for support.

DATA PROTECTION

UCP complies with the provisions of the General Data Protection Regulation Data Protection
Act, 2018. As such, applicants’ and student data are treated as confidential by all staff involved
in this process and is not divulged unnecessarily or inappropriately. However, the
aforementioned Act requires UCP to release certain information to UK authorities upon
request in order to assist those authorities with the prevention and detection of fraud or other
crimes. We will release the requested information on receipt of an appropriate request from
UK authorities such as (but not limited to) the police, Home Office (for immigration and related
matters), local authorities, and the Department for Work and Pensions. We may use
anonymised data collected as part of an individual’s application and enrolment for the
purpose of fulfilling statistical and reporting requirements.

UCP will collect data on student course transfers, and use the data:
a) internally for reporting, evaluation, learning and training; and
b) externally for discussion with regulators in the higher education sector

The data used by UCP for the purposes set out above will be anonymised. Personal data and
sensitive personal/special categories of data (‘Personal Data’) as defined by the Data
Protection Act 1998 (the “DPA”) or the General Data Protection Regulation (“GDPR) as
relevant may be disclosed to UCP members of staff and regulators only for those purposes.
Personal Data will not be shared with any other third parties unless UCP has the student’s
express consent, has a statutory obligation to do so, or is otherwise permitted to do so under
the DPA/GDPR.

UCP-ALS001 Higher Education Additional Learner Support Policy

Originator: UCP Student Support

Issue: 126/04/2021 Page 3 of 24
Approved: ASQC 26/04/2021 Review date: 31/04/2022



8.1

8.2

9.1

9.2

9.3

9.4

PROCEDURE

Additional Learning Support Available

UCP wants every student to achieve their full potential, so offer additional support in
collaboration with Inspire Education Group (IEG), tailored to help with individual personal or
learning needs.

Students can benefit from:

e Inclass, small group or 1:1 support.

e Loan of specialist assistive equipment/software to support with independent
learning.

e Resource adaptations.

e Reasonable adjustments, bespoke study programmes and transition arrangements.

e Specialist support and personal care (including help at mealtimes) for students with
disabilities.

e Sensory support for students with hearing or sight impairment.

e Specialist support for students with dyslexia, dyspraxia, and dyscalculia.

e Support for students living with medical conditions, emotional or behavioural
difficulties, and autistic spectrum disorders or Asperger’s syndrome.

e Mobility support.

e Special arrangements for exams and assessments

e A statement of reasonable adjustment - SORA (Appendix A) where DSA will not cover
the costs of support.

Identification

It is the student’s responsibilities to declare any special educational needs, disabilities or
medical conditions which may affect their learning, this can be done through the following
methods:

Before enrolment:
e the UCP application form allows applicants to declare additional learning needs;
e applicants are advised that they must contact the Student Support team to discuss
ALS needs prior to application or on receipt of an offer letter from UCP. As part
of the offer pack, students are sent details about additional learning support.

On programme:

e students are requested to complete an ALS Disclosure form upon enrolment if
they have not completed previously. This is sent by the student direct to UCP
Student Support. The details of the disclosure are not seen by Admissions or
enrolment staff.

e students can self-refer by completing an ALS Disclosure form.

e identification from tutors where it is identified a student is having difficulties that
may be because of additional support need. Tutor Evidence form (Appendix B)

Students have the right to decline the additional support available. In these instances, they
should complete a Decline of Support form (Appendix C) and return it to the Student Support
team. Students can request to have this reviewed at any point in their study directly with the
Student Support team; although student expectations should be managed about the
timeframes involved in getting additional support in place.
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Response to disclosure at application or enrolment

Admissions staff indicate on the Student Record System if an applicant has declared that they
have a support need on an application form. Applicants do not provide any details. If at
interview stage an applicant declares that they have a support need this is reported back to
the Admissions Team and recorded on the Student Record System. Note that no specific
details are provided by the applicant or seen by Admission staff. The applicant is asked if they
have a disability, a medical condition, or a learning difficulty. No detail is requested at or seen
by admissions or enrolment staff. Only a box is ticked on the Student Record System to
indicate if a student has requested a referral.

The Student Support team runs a report from the Student Record System which lists applicant
names and contact details who have indicated that they have an ALS need. Student Support
sends out correspondence asking the applicant to complete an ALS Disclosure form (Appendix
D) and return it direct to the Student Support team for processing.

The UCP Student Support and ALS Team have access to a protected section on the students
record held on the Student Record System. The details on the completed disclosure form and
any actions as a result are entered into the Student Record System. Only they can view this
information.

The Student Support team will be accessible during the enrolment period to discuss ALS needs
with new students. Should a student require a full appointment, the Student Support team
will arrange for an appointment to discuss matters.

Response to Disclosure on Programme

Tutors can refer students to Student Support where it is identified a student is having
difficulties that may be because of additional learning needs. In these instances, tutors must
complete a Tutor Evidence form (Appendix B) and send it to Student Support for processing.

The Student Support Team work closely with the Management Information Systems team to
update the records of student who declare a disability after an enrolment period to ensure
that their profiles accurately reflect their disclosure.

Restrictions

It is expected that students requesting additional learning support from UCP applies for the
Disabled Student Allowance. Students must send evidence of their DSA confirmation to the
Student Support team before a referral can take place unless the student needs diagnostic
testing as part of the DSA evidence base.

Instances where students are not in receipt of DSA should referred to the IEG ALS Team via
Student Support and Statement of Reasonable Adjustment (SoRA) is completed.

Medical Conditions and Disabilities

Specialist IEG staff will complete a risk assessment for all persons who have disclosed medical
conditions or disabilities that may require support from UCP or its staff. A member of the IEG
ALS Team or Health and Safety Team is allocated the role dependant on the nature of the
disclosure as determined by UCP Student Support.

Risk assessments are not usually required in the case of minor conditions which are well
controlled. If the specialist IEG Staff needs to obtain further information from an individual’s
Doctor or other health professional, the individual will be notified and permission requested,
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as set out in UCP’s Fitness to Study Policy. In all cases of a medical / first aid incident, IEG
arrangements for first aid will apply.

NB. The safe storage of medication will be considered in line with the IEGs Storage and Safe
Administration of Student Medicines Policy. The onus is on the individual with the medical
condition to disclose information and, if there is a change, to ensure that the appropriate staff
are made aware.

Referrals

Student Support should refer students with undiagnosed educational needs or with DSA
restrictions to the IEG ALS team for assessing or diagnostic testing.

Student Support should refer students with medical conditions to the Anglia Access, one of
the Disabled Student Allowance Quality Assurance Group, or a suitable assessment centre.
The Anglia Access team will provide the student and Student Support with a Needs
Assessment Report (NAR).

Statement of Reasonable Adjustment

A Statement of Reasonable Adjustment (SoRA) details the specific support plan that will be
put in place at UCP based on the outcomes of the NAR.

Upon receipt of DSA confirmation and a NAR, the Student Support team must invite the
student for a Statement of Reasonable Adjustment (SORA) meeting.

All SoRAs are signed off by the Deputy Director and the student.
The Student Support team will circulate the SoRA to the following staff:

e UCP HE Manager

e UCP Deputy Director

e UCP Personal Tutor

e UCP Course Leader

e |EG Additional Needs Coordinator

e UCP HE Student Support Officer

e UCP HE Student Advisor

e |EG Examination and Assessment Officers

e |EG Library Managers
It is the responsibility of Course Leaders to share this SORA with the student’s specific Module
Tutors to ensure correct support is in place for the student.

Risk Assessments and Personal Emergency Evacuation Plans (PEEP)

Students who have declared a medical condition and/or a disability must be referred to the
IEG Director of Estates and Health & Safety for risk assessment. These students are also
invited to complete a Personal Emergency Evacuation Plans — PEEP (Appendix E) with Student
Support.

Risk Assessments and Personal Emergency Evacuation Plans (PEEP) are stored in the reception
area of UCP.

The Student Support team will circulate Risk Assessments and Personal Emergency
Evacuation Plans (PEEP) to the following staff:

e UCP Deputy Director

e UCP Customer Services Coordinator
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e  UCP Personal Tutor

UCP Course Leader

UCP HE Student Support Officer

UCP HE Student Advisor

IEG Library Managers

e |EG Director of Estates and Health & Safety

Recording of ALS paperwork

ALS Disclosure forms, Decline of Support forms, Tutor Evidence forms, DSA confirmation,
supporting evidence, NARs, SoRAs are retained by the Student Support team and held
confidentially and securely in individual student files on the MIS Student Records System in
accordance to the published Data Retention Schedule https://www.ucp.ac.uk/privacy-and-

cookies/

A Student Advisor will also record any engagement with the student linked to their additional
learning support in individual student files on the MIS Student Records System. The record of
reason for the request does not include specific detail. The record is kept confidential to the
Student Support team and is only used to track specific student’s claims.

Review of Support

The effectiveness of the support and its impact on student progress must be reviewed
annually by Student Support and an appropriate member of staff (typically the Course Leader),
with the student. This may lead to refinements in the type and level of support they receive.
Student cases might also be considered by Student Support and the IEG ALS team.

Risk Assessments are reviewed annually by the IEG Director of Estates and Health & Safety.
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Appendix A — Statement of Reasonable Adjustments Template

Confidential

Summary of Reasonable Adjustments

University Centre
Peterborough

Student: SID:

Course: Faculty:

Date: Course Start Date:
Review Date:

Nature of disability:

== has provided evidence of a disability has been assessed by a *Relevant Professional* and they

have agreed to the dissemination of their summary.

This disability impacts on xx.

== would also like to make staff aware that xx.

Owing to =="s specific difficulties that they are likely to spend more time than peers in researching,
organising, producing, and checking written assignments. == is particularly concerned about being

asked to read aloud without time for rehearsal.

Student Support: Please ensure that all of =="s Module Tutors receive this information and keep a
record of this summary centrally in a secure location to facilitate the faculty in responding

appropriately to the adjustments below.

Module Tutors and Leaders: Please be aware that == is entitled to individual arrangements which may
include adjustments for any assessments or the provision of materials in an alternative format.

==: Please pay attention to Notes at the end of this Summary.

If any difficulties arise or changes occur in connection with this summary, please refer back to Student
Support as soon as possible. If we can be of any assistance with the above or you require further information

please do not hesitate to contact us.

UCP Student Support
support@ucp.ac.uk
01733 214466
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A) Reasonable Adjustments
(delete where appropriate)

Examinations: please note that it is essential that lecturers who set in-class tests and examinations
follow the same arrangements.
==, as documented in your Needs Assessment Report and/or supporting evidence, UCP/PRC will provide:

1. 25% extra time in all examinations. Details of extra time around for non-seated exams (e.g.,
practical assessments) to be discussed between student and Course Leader beforehand.

2. Ascribe in all examinations, except in online, multiple choice or numeracy/calculation-based

exams.

A reader in all examinations, except in numeracy/calculation-based exams.

The use of PC, where this is appropriate

The use of a calculator for exams involving calculations, where permitted.

An individual room

Room outside main group

Rest breaks up to 10 mins in any hour.

L NV R W

Exam papers printed on [specific] coloured paper.

==: if you have not heard about your specific exam arrangements from the Exams Office at least ten
working days prior to your examination/assessment, please contact the Student Support. For in-class
tests and other exams which fall outside of the main exam period, you will need to discuss your
arrangements with your tutor.

In-Class Tests (where different from examination arrangements above)

For in-class tests and other exams which fall outside of the main exam period == has agreed to the
following arrangements:

1.
==: you should discuss your arrangements with your tutor to check that these arrangements
are appropriate for the nature of any forthcoming assessments. You will also need to confirm
your arrangements to your faculty as arrangements will only be put in place for these tests
where you have confirmed that you require them.

Presentations:
==, when documented in your Statement of Needs and supported by evidence, UCP/PRC will provide:

1. An additional 25% extra time in timed oral presentations (if required —== to arrange this with
tutor in advance)
2. Please discuss with == the possibility of presenting to a smaller group

Assignments:

1. Early notification of assighment details via module guides will enable == to plan extended
study time effectively.

2. ==lis advised to seek further guidance from Student Support Team where they are having
difficulty meeting a specific deadline. It should be noted the Academic Regulations will
apply here.
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Lectures & seminars:

==, when documented in your Statement of Needs and supported by evidence, UCP/PRC will provide:

1. Study Support Assistant to take notes for in lectures, it should be noted that this is likely to be
shared between several students in the same group — please respect the wish for this support to
remain anonymous. This is only available during the first academic year of study.

2. Where this is not already available, for example via Canvas, == should have lecture material
ideally 3 days in advance of sessions.

3. ==will require time to prepare if there is a need to read and respond to material in a session.

4. Requests from ==to have demonstrations or instructions repeated should be viewed
sympathetically.

5. ==may wish to record lectures.

Teaching materials

1. Module leaders and librarians should liaise to ensure that all teaching resources and
recommended reading material is available in the required format (where applicable).

2. ==needs all course related material including notes, module readers and recommended reading
in specific format.

Library:
1. ==should make an appointment with the librarian to discuss appropriate support.
2. ==should book a training session with librarian to focus on the accessibility of library
databases and e-materials.
3. ==Dbe allowed to have extended media loans, where possible. (Media and Journalism students
only)
4. ==should have shelf retrieval service if mobility needs are noted in Statement of Needs.

Timetabling:

1. ==should have access to lifts.
2. ==should have minimal distance between rooms.
3. ==should have a timetable over the minimum number of days as identified within the HE

Student Charter available from http://www.ucp.ac.uk/supporting-you/.

=="s Responsibilities (student)

1. Provide timely evidence.

Undertake relevant training on software (where applicable) and utilise study excellence sessions
resource.

Abide by the HE Student Charter and Academic Regulations

Update UCP Student Support if your circumstances change

Complete relevant DSA paperwork (where applicable)

o vk w

Liaise with DSA with regards to recommendations made in your Study Needs Assessment. (where
applicable)

B) Further notes to student
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This Action Plan summary has been disseminated to the listed recipients, in order to enable them to
support you appropriately. It is important that you take ownership and responsibility of this support
and you are encouraged to make full use of our services. Here are some important points to
consider:

Material in alternative formats: Digitised material on Canvas will be mostly in PDF or Word
format. If you experience difficulty accessing any study material please contact
UCP.IT.Support@peterborough.ac.uk If you have been allocated a Study Support Assistant, it
would be helpful for them to attend any library training.

Study Excellence Skills Sessions: The Study Excellence programme is designed to equip you
with the skills you need in order to get the best out of your time at UCP. Staff members at
UCP in conjunction with the Learning Resource Centre teach these sessions. Sessions are
semi structured; during the first half a specific focus will be covered; the second half will be
available to ask your own questions for that session’s topic e.g., if the topic is writing the
focus may be structure however you can use the second half to discuss writing
introductions.

Facilitators are there to help you succeed however they cannot; give subject specific advice,
proofread your work, give grade estimations, deal with course specific issues or write your
assignments. They can; listen to you read your work for clarity, make suggestions regarding
structure, help you to understand your module guide/assignment brief, help you to identify
areas for improvement. Further details and the current timetable can be found at:
https://www.ucp.ac.uk/study-excellence/

DSA Support: If you are allocated IT equipment and software though your DSA needs
assessment, it is essential that you take advantage of any specialist training offered to
ensure that you gain maximum benefit from the equipment allocated.

Individual exam arrangements: if you have had these agreed, you will be sent written
details from the Examination and Assessment Office in relation to your exams. If you have
not received notification two weeks prior to your first exam then you should contact the
Student Support Team. If you cannot attend your exam or no longer wish to use your special
exam arrangements you must contact the Student Support Team immediately on
support@ucp.ac.uk

Lectures and seminars/workshops: it is imperative, and often compulsory, that you attend
all timetabled lectures and seminars and make sure that you are aware in advance of the
content and what is required of you. Consult the module guide and find time to read any
related material in advance; consult with your lecturer/tutor if you need further advice on
this.

Change of circumstances: please inform the Student Support service of any changes in your
circumstances as soon as possible; for example: changing your course; change of address/
phone numbers/ email address or if you intend to intermit or any changes to your disability,
learning difficulty or health condition.

Recording of lectures: students have been asked to comply with the guidelines on recording
lectures; Please be aware that discussions must be held with the course lecturer in the first
instance before recording commences.

Software available for use
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Software Type Location
Narrator Text to Speech Desktop

On Screen Keyboard Keyboard Desktop
Speech Recognition Speech to Text Desktop
Sticky Notes Note Taking Desktop

Read & Write Gold Literacy Software to help develop UCP Desktops
Literacy Software spelling and grammar skills

e Spellzone - The online English Spelling Resource: Spellzone unlocks the mystery of English
spelling. Adapting to all abilities, it enables students, including SEND, SLD and ESL, to study
independently on any platform in school, at home or on the go. If you are interested in an
account, please let us know at support@ucp.ac.uk and we can create an account for you.

e Feedback: your thoughts and comments on our services are always welcome and we will be
asking you for an evaluation of the support we offer at the end of each semester. Please do
not hesitate to let us know at any time how you are getting on and if there are any issues in
relation to your support that you wish to bring to our attention please contact us via

support@ucp.ac.uk

C) List of Recipients

XX Student

XX HE Manager
James Larner Deputy Director
XX Personal Tutor
XX Course Leader

Jane Horsfall

SEND Manager

Laura Bright

HE Student Support Officer

Allison Flowers-Myland

HE Student Advisor

Barbara Mordue

Examination and Assessment Officer

Learning Resource Centre

Library Management —
LRC@peterborough.ac.uk

==: Details of this summary will be re-circulated to your teaching staff at the beginning of each

new semester/trimester.

UCP is committed to assisting students to become 'career ready' when they graduate. | give consent
to share details of my disclosure to the UCP Employability Hub to create tailored study programmes

for me.

Please tick:
Yes O
No O
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D) Declaration of Reasonable Adjustment

Adjustment Made Signed (student)
Access to Study Excellence Sessions

Access to the loan of equipment e.g.,
Dictaphone, reading/exam pen

Access to skills-development software such as
Spellzone

Availability of course materials electronically -
Canvas

Shared in-class support (were
Applicable)

All the information provided within this document is correct to my knowledge and | accept the
reasonable adjustments made by UCP in order to support my studies.

| am aware it is my sole responsibility to provide UCP with any changes of circumstances relating to
my disability, learning difficulty or health condition.

Student Signature:

Print name:

Date:

UCP Authorisation:

Print (UCP):

Date:
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E) Appendix 1 — Top free tools for studying

A. Mind mapping software

e Popplet: A simple, visual online tool. Good for creating galleries of work, sharing and
planning idea. http://popplet.com

e Freemind.
http://freemind.sourceforge.net/wiki/index.php/Main Page

Download and use offline. Lots of features.
B. Organisation
e Droptask
https://www.droptask.com

Create visual to do lists with items grouped together by colour. Can set dates, link files,
choose priority etc. Useful for group projects too.

e Google Drive

https://www.google.com/drive/
Store, share, and access your files from any device. The first 15 GB of storage are free.

C. Concentration
e Concentrate
http://getconcentrating.com

Blocks distracting programs so you can work for a set period of time. (Mac only)
e Focus Booster

http://www.focusboosterapp.com

A simple timer which counts down from 25 minutes then encourages you to take a five-
minute break before starting back to work again.

D. Speed reading tool

e Spreeder

http://www.spreeder.com/index.php

Online tool to help you boost your reading speed. (Click ‘settings’ to choose speed and
number of words at a time)

E. Referencing
e Zotero

http://www.zotero.org

Referencing and bookmarking tool. Runs best with Mozilla Firefox.
e Harvard Generator

http://www.harvardgenerator.com

A free tool that allows students to quickly and easily format references and sources in
the correct Harvard Referencing Format.

F. Textreader
e Balabolka

http://www.cross-plus-a.com/balabolka.htm

Free downloadable text reader for PC and Mac, which uses voices already installed on
your computer.

e WordTalk
http://www.wordtalk.org.uk

A free text-to-speech plug-in for Microsoft word
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G. Storage
e Dropbox
https://www.dropbox.com

Save and share files between different computers, tablets and mobile devices. Good for
backing up.
H. Dictionaries
e Howjsay
http://www.howjsay.com

Type a word and hear it spoken in British English
e Visuwords
http://www.visuwords.com

Type a word and see a mind map of related words and definitions
I. Memory
e Quizlet
http://quizlet.com

Make online flashcards for learning and revision or share other peoples.
e Brainsmart
http://www.bbc.co.uk/scotland/brainsmart

BBC site with games and strategies for boosting memory.
J.  Touchtyping
e Typing web
http://www.typingweb.com

Online tutorials to help you type faster.
K. Visual Difficulties
e FX Software

http://www.fx-software.co.uk

PC only. Downloadable reading rulers.
e Tofu
http://amarsagoo.info/tofu

Mac only. This let’s you change background colour.
L. General study skills
e MyStudyBar
http://eduapps.org

A free toolbar which includes access to a selection of open source and freeware
applications to support difficulties with studying, reading and writing. This includes
screen masking utilities, a touch-typing tutor, a word prediction utility, magnification,
screen reading, cursor enhancement, basic mind-mapping and a ‘sticky notes’ utility.

e Google Scholar
http://scholar.google.co.uk

Searches academic websites.
e Assignment survival kit
https://www.kent.ac.uk/ai/ask/

A tool to help plan backwards from assignment deadlines.
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Appendix B — Tutor Evidence Form

Peterborough

University Centre

Under@heewBRICQRyuidelines,®vidence®fhormalavay®favorking@nustibetheld@niileFor®@lldearners@vithi
EAA.RAsBDf2020/21RhisRvidence@nust@ilsoe@yatheredFrominultipleBubject@ireas@®.g.@ocational,English,?
mathsBtc.This@vidence@nustZhow@hethormalvay®favorking@nitiass,@indhot e aseddnll
recommendations@rihypotheticalBituationst

Pleasenswer@he@ollowingkeyBtatementsl

Please®rovide®he&elevantinformation/evidence®fhe®andidate’sersistent@mndBignificant®ifficultiesdnk
yourZlassroom@

@

ShowthowheBtudent’s@lisability/difficultythasimpacted@®n@eachingBinddearning@n®¥ourlassrooma

WhatBupportthas®heBtudentZccessed@ithindour@lassroom?a

WhenfsBupportaised@ndthowDften?

@

IsBupporttheeded®or@lIRctivities/assignments/assessments/practicalBessions@@tc.2Rl

Detailsdbf®videncettached:

=
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Peterborough

TutorZEvidenceXhecklistl

University Centre

El
B
Name®Dfdearner:f @& EHHTN am e fT utor:& AT ourse:
el
TIMER YESE | NO&
Alwaysinishesaskstfter@thers?
Needs@xtraimedorssignments?
Needs@ime&oFormulateEnEnswerRo@Aerbal@uestiondslow@esponding)?
Needstareful@xplanations@nBtraightforwarddanguage®f@asks/assignmentitles?
READINGE YESE | Nom
Needseader@ntlassk
Avoidseading@®utdoud?
HasBbroblem#ollowing@vritten@nstructions
FindsAtRifficultRoRyuicklyEet®heAdea®fvhat®/hethas@eadn
FindsGtthard@oRemember@vhat®/hefhas@ead?
WRITTENEWORKE YESE | NoOm
Handwriting@lifficult@oead?
Has@lifficulty@opying@rom@heiboardX
FindsiakingBhotesthardX
WorksBnaptop/computerather®han@vritingll
NeedsBupport@vithGblanning@vritten@vork?
Cani@xplain@erbally@vithout@roblemsbutBtruggles@o@vrite@nything@owni
NeedsBupport@vithBpelling
GrammarBnd@unctuationnsecurel
MEMORYRZLONCENTRATIONE YESE NO&
Has@lifficultyFollowing@ral@nstructionsh
Has@lifficulty@oncentrating@or@ong@eriods
Has@lifficulty@emembering@nessages,Bappointmentsk
Needsofhavednstructions@epeated
Needsohavednstructions@vritten@ownl
PRACTICALETASKSE YESE | NOm
Good@vith@practical®asks
Prefersi@ractical®asks@o@vritten@nesk
Understandingetterfable@o@onsolidate@earning®hrough@ractical@xperiencel
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University Centre
%) | Peterborough

ORGANISATIONE YESE | NOm
Organisational®killsEre@veakEdosesihings,Forgetsitems®/hetheedsoibring
Findstthard@o@neet@eadlinesk
Has@lifficulty@vorking@fficiently®
VISIONE YESE | NOZ
Needs@arge@rint@ersionl
Usestolourediverlay@vhen@eadingdColourd............. )IEl
Benefits@romBhandouts®nolourediaper
OTHERE YESE NOB&
Findsevising@or@xamsharda
Unableoinish@ractice@xams@ripastBapersi@n@heimelllowedd
Panics@vhen@aced@vithests
Needs®oRakedrequent@estibreaks/time@ut®
Needs@ersistent@eminders@oBtayFfocused@®nRask
Needs@Bmaller®rBeparate@oomEniractice®xams/testBituationst
UsesBin®verlay@nd/or@equiresolourediaperd
Uses@daptopRoecordnswers
NeedsBomeone&oBcribeBnswers

Anyibtherelevant@nformationde.g.BvhatZdaptations@oyoureachingBnd/orZesources@oyouthavel
to@makeFor®hedearner®olccess®heurriculum)a

]
Date@ormal@vay®f@vorking@®vidence@®omplete:
[l

IRonfirmRhat®heRvidence@provided@vithin@®his@ocumentdsEccurate®o®hebestdfEnyknowledge@nd@
represents@hethormal@vayBf@Avorking@vithin@nydlessonsfor®hebovethamedBtudent.dAzIsoRonfirmi
that@IIEAAsHisted®nEhisformAvilldbe@rovideddn@lEnternal@estsEBind@nock@xaminations.
Tutor@ignature:l

i}

Please@maiI@BcannedﬁtopyrliendIZhisIZormIZoIl/lartianNalkernIRoomBGaljbnceEI:ompleted.[iErhankIE/ou.

*‘ I Ire Paterborough [ Stamford _T_‘ Uhiviersity Centre
Education Group College | Callege | | Peterborauwgh

wreapine Education Group [l

o
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Appendix C — Decline Support Form

: University Centre
{) | Peterborough

APPLICANT’SEDPTIONETOMECLINERADDITIONALBUPPORTBERVICESE
Please@eturnhisformio:BtudentBupportBervices,AWCPO13,Aniversitylentre®Peterborough,Park
Crescent,@Peterborough,ambridgeshire, PE1ZDZR

StudentdDENumber ContactiNumberZ
StudentiNamel Email?
Agel DateBDfBirth@ [FTTTTTTTTTPTITETee]

Forhe@urposes®dfldentifying®helarametersfadditionaldearningBupport@uring@ny@ourse®fBtudy,dR
understand@nd@gree®hat®heniversityentrePeterborough@nd®eterborough@®egionalollege@villmotibel
providingme@vithEdditionalBupport@Es@onfirmedibelow:
Pleaseltick®@heeason(s)ahy@outhavelieclinedBupport@itihis@ime:kl

- |BoBhotHeelBupportls@equiredd |:|
IBm&eceiving®therBupport@sBtatedibelow.Please@etaildheBupport:? I:l

B C

O

=

IRicked@DoFoudvantBdditionalBupport’ox@n@rrori
Other@eason@sBtatedibelow.@Please@letail Bl

Pleaseltick@ol@ndicate@®hat@oulinderstand®hat®douXan@eviewhis@BptionEtEny&ime.R I:‘

el

PRIVACY®DISCLAIMERE
This@iataAs@Eecorded®n@@EnanagementdnformationBystem@hat@omplies@vith@he@principles@fthefatal
ProtectionBActf1998,EheE U 'sEGGeneral@ata®Protection®egulationdGDPR)EndPRCHolicy.BAccess@oRhisRlatal
isdimited@o@ CPBtudentBupportBtafftind@anagement.DatalsEetained@ndBecurelytheldfor@hecademicl
yearBBFears,@Ehen@lestroyed@ndine@vith@he@ CPRolicy.m
By®igning@his@locument,@Zgreefor®helpersonal@ata@nd@ocumentationd@haveirovided@obbetheldibykhell
Universityentre@eterborough@orEhe@urpose®f@roviding@videnceEndBufficient@locumentation@ol
ensureld@eceivehe@elevantBupport@uringnyBtudies.Ahave@ead@Endinderstood®he@rivacythotice@nadel
availablefbyBtudentBupport,Bvhichds@IsoBvailable@tRhe@vebsite@®n:Ehttps://www.ucp.ac.uk/privacy-and-

cookies/mml

Datel®@
StudentBignaturel ]
&

DatelXeceivedibyZtaffl
Staffahamedprint)@ @
Staff@ignaturel
@
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Appendix D - Additional Learning Support Disclosure

§>/® University Centre
4\)  Peterborough

Additional@earning@upport®isclosureR0XX/20XXx

Return@formo:BtudentBupport,Foom@I13@niversityentre@Peterborough,Bupport@ucp.ac.uk?

@

Student@DENumber:& ContactiNumber:@
StudentiName:[@ Date®f@Birth:E
PreviousBchool: LDARAssessment:®/NE
EHC®Plan:® /N
Arejoulinder21BndRitherdooked@fterbyRheldocalfAuthority@®rzEare@provider?® /NG @

IsEnglishiyourdirstdanguage ?F /NEI Iftho,Btatedanguage:X

Disability:@

HowRloesFour@ifficulty@ffectiourdearning?@pleaseRick@li®Xhatpply)@

Hearing® Handwriting?] ] Mobility?] & Socialkillse] ]

Attendancel]| G Motivation Concentration Understanding
Memory Literacy Numeracy (@14 1 Y=1 1 R OUOPOPORRPPRRRN
OtherDetails?
Please@iveista@Eeneral@escription®BfFour@ifficulty?
/@isability@Bupporttheeds@please@ontinue®nl
another@agelfthecessary)d
Doouthave@Formal@iagnosisifEdearning® YesE/@N o esileaseBpecifyd

difficulty/disabilitytby@Bpecialist®eacher,®ducation?
psychologist@ribther? FHTHT

Doyouthave@nythealthBroblemsbr@nobilitydssues? | YesENofX esibleaseBpecifym
that@equireBupportie.g.Rpilepsy,@nentalthealthl)
difficulties) B

Did/doBoulteceive@dditionalBupport@EtBchool @ YesM o espleaseBpecifym

CollegeBriUniversityTHTHTTTTTTTTE

HaveBoubreviouslythadExamBccessBrrangements| YesINolifX esibleaseBpecifym
(e.g.@@eader,Bcribe,25%@xtra@ime)

Privacy@tatement?
PeterboroughBRegionalCollegelisBhefdatalrontrollerfinBrespectBofhefdatalollectedBonhisEForm.BWeBwillIBuseByourBdataFfor@helpurposestofl

education,FadditionalBlearningBsupportBandEspecialeducationalEneeds,ZhealthBandBwellbeingneedsBpreBentry,BwhilstBonBprogrammeBandifor®
progression.BWelmayFsharelyourfdatalexternallyBwithFappropriateFsupportingfagenciesandirelevantfLocalFAuthority.BWelmayBsharelyourZdatal
internallyBwvithRollegeBtaffirectly@nvolved@nBprovidingPeducationalFupport.BWelwillPhotBdiscloseFourftlatatoRanykotherhirdBpartiesBithther
exception®ftheBhbove,Avhere@vetaretherwise@equiredbydawirEvhereFouthaveivendourZonsent@nZdvance . BARopyfbur@ata@Protection?
policy@svailable@romieception.

&

Consent®@

IEtonfirm@hat@helaboveRlata@sZaccurateBandA@willBhotifyBoulbfBany@hangesolthisBnformation. A&EiveBnyermissionforheRataofbelusedAnk
accordance@vith@he@privacyBtatement@bove.m@

SIgNed.......c.oooviieeceee e PRINT. ettt ettt HStudent)iHHiDatek....../....... .
Verbal@nformation(]

IRonfirm@&hat@thave@xplained®hebrivacyhotice@erbally@nd®onsentthastbeengreed.?
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Appendix E — Personal Emergency Evacuation Plan Template

University Centre
Peterborough

Part of the Inspire Education Group

Personal@Emergency®Evacuation®lanf

Sectionfl.@Beneraldnformationk

Date:R SID:&
Student:& Assessor:[
Courselleader:& Course:B
Site:[# Trimester:&l

Student@Timetablel

] 9-10@ | 10-11@| 11-12@| 12-1R@ 1-2@ 2-30 3-4n 4-503 5-90
Mon@ @ ] ] a ] @ i ] &
Tuel @ @ @ @ @ @
Wed? @ @ ] @ ] @ @ ] @
Thul @ ] ] a2 ] @ ] ] &
Fri @ @ @ @ @ @
WhichEreas®fthe@uilding@lofoulisel
mostften?d
DoFouliseGnyzreasutside®fllessons?k
(pleaseBtate)
DoFouknowhediressembly@oints®f@ | Yes/NoE
theseBreas?d
AreoulisingEXXXXXXX@ooms?AfBoRan | Yes/Noll
youBeelisualElarmBignals?
CanFoubhearBudiblelarmBignals?@ Yes/Nofl
Dooutheed@Rleaf@lerterdpager)@vhilst? | Yes/Nol
youGarefhere?
Ifyes,BloFoufknow@hereRoEet®heeafll| Yes/Nok
Alerter?
CanFouBafely@ise®heBtairs@Anzn Yes/Nofl
emergency?l
Would®oulise®heBtairs@vithoutl Yes/NoB
assistance?
Please@lescribe®our@nobility@estriction?& | &

@

Dooultequiressistance@uring@nk [
emergencyRvacuation?AfBohowRan@vel Bl
help?@
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University Centre
>< Peterborough

Part of the Inspire Education Group

Section®2.¥isually@mpaired®Persons@¥es/NoEl [

Ifheffire@Elarm@ings@re®oulblefoRvacuatethefuildingfinaided?E Yes/Nol

Ifies,pleaseExplainthow@vouldiouvacuate@inaided?E

CanouBeeireRxitBigns? Yes/Nob
WhereRpplicable,@refscapeBtaircasesfitted@vith@Edequate@olour Yes/Nom
contrasts?@

Anybther@omments:

=

Park Crescent, Peterborough, Cambridgeshire, PE14DZ
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University Centre
Peterborough

Part of the Inspire Education Group

Section3.mMobility@mpaired®Persons@¥ es/Nokl

DoBoulise@E@vheelchair@vhile® | Yes/Nol Manual@®rzlectricll
atollege?

HasiourhearestBafe@efugeBointieen Yes/Notl
identified@o®ou?@

AreoubthappyRo@vait@tEheBafe@efugelpoint?B | Yes/Nol

Have®ouputEhe@honeBhumberforithel Yes/Nol
Emergency@ontrolDfficerAsheirGhonera
beenEiven@@phoneBuppliedibyRacquiFleming.r
ECOmumberids@1733F62141.2

Doouthaveiny@nedical
restrictions@ffecting®hisk
procedure,d@fBoplease@etail ?2l

=9

How@ouldA CPihelpoul
further@o@eal@vithEnk
emergency@vacuation?

Dooutknow®hexit@outes@FBromEFourisual® Yes/NonR
classrooms?@

Studentnd@ssessor@valka Evacuation
through@vacuation@oute? practicel
completed?
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University Centre
Peterborough

Part of the Inspire Education Group

SectionB.ReviewindBignEDffzl

Date®Ehext@PEEPEeviewl

SigneddAssessor)a Datel

PeterboroughBRegional®ollegelisthellataktontrollerBinkrespecttbfthellatalktollectedronithisEForm . BN elwil B
useByourfdatalkforthelburposestbffeducation,BadditionaltlearningBsupportBandispecialPeducationalheeds,?]
healthEand@wvellbeingtheedsrekentry,AvhilstBbnBprogrammeandEforFrogression.BVelmayEhareRourlatal]
externallyBwithBappropriateBsupportingfagenciesBandBrelevantflLocalBAuthority.BWelmayBshareByourfidatal
internallyBwithBcollegeBstaffEdirectlyinvolvedBinBprovidingPeducationalBsupport.2WelwillZhotdiscloseByour?]
dataRolhny@ther®hirdiarties@vithhexception@Bf®heEhbove,Avhere@veire@therwiseFequiredibydawibre]
wherelByoulhavelgivenByourZconsentlinBadvance.BAEcopyRofEourfDatalProtectionpolicyFisEavailableEfromE
reception.l

@

Ilinderstand®hat®his@nformation@villtbeBhared@vithther@nembersbfBtaffEtRhe@ollegefnd?
agreeototifyEnyRutor®dfZany@hangesn@ny&ircumstances@vhich@may@ffect®hisiplan.?

Al i

SigneddStudent):

Date:R

Assessor{Staff): AT

Additional@Notes:

B ®

=

]

Distribution®fXopies:
UCPMDeputy@Director
UCPTustomerBervices@oordinator?
UCP®ersonaltTutorl
UCPXoursedeader
UCPEHEBtudentBupportfficer®
UCPEHEBtudentAdvisor
IEGALibrary@ManagersBl
|IEGMDirector®fEstates@ndHealthRBafetyl

**VisualBlarms@refiseddnBpecific@reasflloudmoiseBuch@s@erformingBrtsorridor@nd@ooms,
construction@orkshops.2
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