Timesheet Process
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Your Responsibility


Your responsibility is to ensure that you see a copy of the timesheet / agree the number of support hours that took place.

 You MUST sign a timesheet for every session that you receive support

Do not sign for any hours of support that DID not take place

You MUST notify Interpreting Solutions of any changes to the booked support sessions 


e.g.



If an assignment finishes early



If the support worker has included unpaid breaks



If the support worker arrives late for the session

Your Support Workers Responsibility


Your support worker will be issued with a timesheet by Interpreting Solutions, which they will bring with them to your assignment.
They will request that you sign the timesheet at the end of the support session

The support worker will return the timesheet to Interpreting Solutions
General Information
DSA require timesheets to be completed by the student for all support sessions, if an assignment is not accompanied by a signed timesheet, Student Finance England will not accept responsibility for payment of the session from your Disabled Student Allowance.

This means that YOU will become responsible for the fee, please refer to your Learner Agreement and DSA Qag – Cancellation Policy
