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Disability and mental health services – Cancellation of Sessions
Mentoring/study skills/Language support sessions are usually scheduled on a regular weekly basis.  To get the most out of your support it is important that you attend regularly. We understand there may be occasions when you need to cancel a session, but we ask you to give your mentor/tutor at least 24 hours’ notice of cancellation, so that they can make other arrangements.  If you cancel with less than 24 hours’ notice, more than twice in a period of 3 months, Student Finance may not agree to pay for these sessions.
Please tick the boxes below and sign at the bottom of this form to say that you have understood these notice requirements. 
I understand:
· I must give at least 24 hrs notice when cancelling an appointment.

· If I miss one appointment without contacting my mentor/support tutor, I will be referred to Lynne Whitlock/Heather Griffiths who will contact me by phone or email.

· If I miss more than two appointments in one three month period, my non-attendance will be reported to SFE and DSA may suspend my support.

· I must sign timesheets to indicate that I have accessed support. I also need to sign timesheets if I have cancelled or missed an appointment. 

· I have agreed to access support from an agreed and approved mentor/tutor

· If I prefer, I have the right to request that my funding is redirected to a qualified mentor/tutor of my choice who is EXTERNAL to Newman University and meets the DSA requirements. I am aware that there may be a cost incurred to do this and that I would be responsible for arranging this and notifying Newman of this change.

Signature:……………………………………………………………………………………………..Date:……………………

Name (please print)…………………………………………………………………………………………………………………………………….

Preferred Method of contact………………………………………………………………………………………………………………………
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