[image: ] Specialist Support Professional 
Process of Support
It is important that we are providing the high quality of support that is recognised by DSA QAG.  In line with the DSA QAG audit process it is essential that we follow this process to ensure we can continue to deliver our recognised high standard of services.


[bookmark: _GoBack]Completed Students
· Submit ALL student paperwork (Work Plans, Progress Logs to the office
· Discuss Access to Work with Student
· Inform office of student’s final grade
New Student Referral
· Coordinator to email student referral and text password access. 
· Tutor to contact student and arrange first session within 24hrs via phone & email.



Timesheets and Progress logs
Submitted to the office Friday before the 20th of each month.
Availability and bookings
email weekly felix@learningsupportcentre.com 


Contact continuing students at the start of next academic year.


First session of academic year 
Complete page one of Student Workplan each year of support and email to Sharon after 1st session. 


Deferrals
 If your student has deferrals check with the office to see if you can support over the summer.


Review Workplan 
Semester one & two 
Submit to sharon
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