Transgender Student Disclosure Process – During the Academic Year
[bookmark: _GoBack]Please read in conjunction with Disclosure Guidance Information Leaflet for staff



Student discloses that he/she is transgender to a member of staff


Student must be advised to complete the change of identity letter available under the Student Support section of the College website


Head of Student Support acknowledges letter within 3 working days and advises of named college contact 


BSU Identify personal tutor


BSU meets applicant/student to complete Step 6 of Disclosure Guidance and Part A of the Support Plan


Email letter to Head of Student Support nualaboyle@belfastmet.ac.uk  


Head of Student Support provides applicant/student details to relevant BSU Manager within 3 working days of receiving notification and requests contact to be made


Relevant BSU Manager contacts student within 5 working days to arrange meeting


BSU Arrange meeting with applicant/student


BSU Manager signs off Part A of the Support Plan with applicant/student and passes all information to Head of Student Support for confidential filing.


BSU Manager contacts Personal Tutor


Personal Tutor arranges to meet applicant/student


Personal Tutor meets applicant/student to complete Step 8 of Disclosure Guidance and Part B of the Support Plan


Review meetings with Personal Tutor






























