Support Recommendations in the Notifications
Copies of lecture notes and OHTs

This recommendation is made for students who have difficulty taking notes in lectures and can be due to a variety of disability-related factors such as handwriting, processing of information, hearing or visual difficulties and means that students require a copy of the lecturer’s notes and any overheads used (as available).  Some students, particularly those with hearing or visual impairments, may require lecture notes in advance of the lecture so that they can familiarise themselves with the subject matter and follow the lecture more easily.

It is appreciated that the majority of lecturers put lecture notes on the Intranet.  In the case of students who require lecture notes in advance of lectures, good practice is that this should be done 2-3 days in advance of lectures and students should be informed how far in advance they can normally expect to access documents.

If course handouts are provided in paper copy, course unit convenors should let students know the arrangements for collecting advance copies.  It is suggested that course convenors could leave copies in their pigeonhole in Humanities Bridgeford Street for students to collect.  If this is likely to be problematic, pigeonholes can be set up next to the Student Information Desk for any disabled students to collect handouts.

Please let Janice Dodds know the arrangements in place so that students can be advised.

Lip reader

This recommendation is for a student who is hearing impaired and relies on lip reading to access spoken information.  It is important for the lecturer to be aware of this and to make appropriate adaptations to their delivery of the lecture as required (e.g. facing the audience at all times, repeating questions from the audience).  Further guidance about this can be obtained from the DSO.

Locker

The student requires access to a locker within the School.  Mainly this is recommended for students with difficulties carrying heavy items e.g. books.  If there are currently no lockers available, it might be necessary to explore other alternatives such as the student being able to leave their bag somewhere safe in the School.

Loop system

This recommendation means that the student is a hearing aid user and needs to access the loop system in lecture theatres or seminar rooms, where available.  Lecturers will be notified of this and advised to always ensure they use the microphone (and to check that it is switched on!).  Further information about the availability of loop systems across the University can be obtained from Jean Johnson, jean.m.johnson@manchester.ac.uk, (tel 52530), or Dave Parr in her absence (tel 52524).
Marking considerations for examinations

This is for students who have a specific learning difficulty or are pre-lingually deaf and, as a result, allowances need to be made for spelling, grammar or written expression when marking their examination scripts.  The student will have attached a sticker to the front of their examination answer booklet which would alert the marker to this.  

Please note that students are no longer allowed to use dyslexia stickers for assessed coursework and are expected to make use of the support on offer via the DSO to bring their work up to the necessary standard.

Modified or guided reading list

This recommendation is for student have reading difficulties (probably due to a specific learning difficulty or visual impairment) and reading may take them a lot longer than other students.  They would benefit from guidance about which books to focus on, as a long reading list may be daunting and the student would have difficulty browsing through a number of books themselves.

Possible attendance issues

This student’s disability may impact on their attendance at University.  They may have to attend regular hospital or doctor’s appointments, or they may have a condition which flares up, meaning there are times when they are too unwell to attend.  Some students with mental health difficulties can experience periods when attendance at University is difficult (e.g. if they experience a depressive episode) or they may have a condition which can cause ongoing attendance issues, e.g. if they find it problematic to be in crowded environments.

Students who have conditions which impact on attendance are always encouraged by the DSO to keep their School informed of periods when their attendance may be affected. Arrangements may need to be made for the student to receive copies of lecture notes, or to be informed of important course-related issues e.g. coursework deadlines.

Possible difficulties with deadlines

The DSO does not recommend extensions to coursework deadlines as standard.  This is at the School’s discretion.  However, there may be instances where students have difficulties meeting deadlines for reasons relating directly to their disability.  In terms of SENDA, an extension to a coursework deadline may be considered to be a ‘reasonable adjustment’ to make in such circumstances.

The DSO always makes it clear to students that it is the School’s decision whether or not an extension can be provided.  

Students with specific learning difficulties can access study skills support provided through the DSA or the DSO.  If you are aware of students with specific learning difficulties having ongoing difficulties meeting deadlines, it is important that to check that the student is receiving this support and inform the DSO so that these issues can be addressed.

Possible work placement issues

This recommendation is for students who may require adaptations or support when on work placement.  The work placement provider may need to be informed of their disability, however it is important to check with the student first that they consent for such details to be disclosed.

It is difficult to be specific about what support is required, therefore it is suggested that a meeting is set up with the student and their placement organiser to discuss this in more detail.  A member of staff from the DSO can attend such a meeting if necessary.

For further information please see http://www.disabilitytoolkits.ac.uk/academics/
Timetabling considerations

This student’s disability needs to be considered in terms of timetabling arrangements, for example they may require a wheelchair accessible venue or they may have mobility difficulties and need classes to take place as close together as possible.  They may also require particular equipment e.g. a height adjustable desk or ergonomic chair.

It is important that these timetabling needs are taken into account throughout the student’s course.

Works from home

The student needs to work from home as much as possible for disability related reasons.  They may have a medical condition which flares up and makes it difficult for them to leave the house, or they may have to limit the number of journeys they make to the campus to minimise fatigue.   Many students will receive DSA funding to pay for them to have computer equipment at home to make this possible.

It is usually not necessary for staff to make adjustments for students working from home, however they may need to communicate more regularly by email or allow the student to submit coursework assignments by email.

No support required

The student has indicated that they do not require any academic support at the present time.  N.B. This could be subject to change.

To be confirmed

The student has not yet provided enough information about their support needs for the DSO to confirm what support they will require.

Library Support

Schools do not need to take any action for this support as the John Rylands Library has a Disability Co-ordinator (Gavin Park) who is responsible for all arrangements.  Information regarding a student’s entitlement for extended loans is held on their library record.

Exam Support

This indicates details of any alternative arrangements that the student is entitled to in exams and the location of these exams.  Exams concessions can include 25% extra time; use of a scribe;  use of an electronic spellchecker;  use of a pc;  provision of a reader; rest breaks;  use of dyslexia stickers (nb – use of stickers is voluntary).  

The exam arrangements are centrally organised by the DSO and Student Services Centre Exams Team.  Arrangements would need to be put in place by the School for any in-class tests not organised by the central Exams office.  Ideally, all exams should be organised via the SSC Exams Team so that the appropriate measures can be put in place.

The DSO will not make exam arrangements for students with a temporary disability, eg sprained wrist, broken arm and alternative arrangements need to be put in place in the School.

Format Support

If a student has alternative format needs, it is important to act on this as soon as possible as the process of arranging for materials to be adapted can take a long time.  Eg, if a student requires text in a large font, eg 24 point bold, text books may need to be scanned, edited and enlarged.  The DSO has an alternative format unit to assist staff in Schools to meet the needs of students with visual impairments.  However, where possible, staff should adapt their own lecture notes and course handouts.  The DSO can provide guidance regarding the adaptation of more complex materials – contact Pete Towell (pete.towell@manchester.ac.uk; tel 58517).

For textbooks, the library can sometimes assist to arrange inter-library loans of large print books where these are already available – contact Gavin Park (gavin.park@manchester.ac.uk).  It may be possible for the library to obtain an electronic copy of a book from the publisher, but this can take several weeks.

Mobility Support

This can include requests for classes to be scheduled in ground floor accessible rooms and may list any emergency egress considerations if the student would have difficulties exiting a building independently in an emergency or would not hear the fire alarm.  Emergency egress questionnaires are sent out by the DSO to be completed in this case so that an evacuation plan can be prepared for exiting all buildings used.

