Transgender Student Notification Process – June 2025
To be read in conjunction with ‘Transgender students – roles and responsibilities’ on our Transgender Students webpage: Transgender Students



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


The member of staff advises the student to complete the identity change notification letter (the Letter A) linked on the College's Transgender Students webpage


The Pastoral Care Manager acknowledges the letter within 3 working days and advises the student of their named College contact - the relevant BSU Manager


The BSU Manager identifies the student's personal tutor


The BSU Manager meets with the student and completes Part A of the Transgender Student Support Plan


The student e-mails their completed Letter A to studentsupport@belfastmet.ac.uk or sends a hard copy to the Pastoral Care Manager 


The Pastoral Care Manager passes the student's details to the BSU Manager within 3 working days and asks them to contact the student


The BSU Manager contacts the student within 5 working days


The BSU Manager arranges a  meeting with the student to discuss and agree the support required


The BSU Manager and the student sign Part A of the Transgender Student Support Plan, which is then passed to the Pastoral Care Manager for confidential filing


The BSU Manager contacts the student's identified personal tutor


The personal tutor arranges a meeting with the student


The personal tutor meets with the student to complete Part B of the Transgender Student Support Plan


Support meetings are held as required between the personal tutor and the student


