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A guide to confidentiality and how we manage 
information with your consent.

All information that you provide to the Disability 
Service is stored and shared in order for us to 
comply with the Equality Act (2010) and meet 
your access needs.

Confidentiality
The University Disability Service provides a 
confidential service to students. This means that 
any information about a student’s impairment, 
long term health condition or Specific Learning 
Difference (e.g. dyslexia) will be stored 
confidentially and will only be accessible to 
members of the Disability Service team.

In order to arrange support for students and 
meet their access needs, it is often necessary for 
Disability Service staff to share information about 
students’ access and support needs with other 
staff, or external agencies (e.g. support work 
or equipment providers, diagnosing or treating 
professionals).

The University Disability Service seeks explicit, 
written permission from students in order to share 
information about their needs. Information is 
shared on a strictly ‘need to know’ basis.
Usually, the information shared relates to the 
student’s needs rather than medical or diagnostic 
information.

Example: A dyslexic student may occasionally 
require more time to complete lengthy written 
assignments. The Disability Service would 
communicate this need, rather than telling the 
course team that the student is dyslexic.

There may be exceptional occasions when the 
Disability Service needs to pass information onto 
a third party without a student’s permission.

These circumstances would usually be limited to: 
if there are concerns that the student is at risk or 
is a risk to others; if the student is under 18 and 
there is a child protection concern; or if disclosure 
is required by law (e.g. to the police).

Sharing Information
During a student’s first appointment with a 
Disability Adviser, there will be an opportunity to 
discuss information sharing in detail. The student 
will be asked to complete and sign a ‘Consent 
to share information’ form. This form records 
whether the student has given consent for the 
Disability Service to pass on information about 
their needs.

We strongly encourage students to consider 
giving full consent to share information. This 
enables the Disability Service to ensure that all 
others who ‘need to know’ about a students’ 
requirements are informed and can therefore 
make adjustments or provide support, as needed.

Students can choose to limit or specify which 
people they are willing to share information with. 
In these circumstances, the Disability Service will 
provide as much support as possible. However, 
it may mean that some access needs cannot be 
met.

Example: A student with a visual impairment 
needs to access information in an enlarged 
format. The student is happy for the Disability 
Service to contact their funding body on
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their behalf to help arrange DSA funding for 
magnification software which they can use on 
their laptop. The student does not want to
inform their course team that they need enlarged 
formats. This means that if the course team 
provide hard-copy information, it may not be 
accessible to that student.

If a student has any concerns about confidentiality 
or sharing information, they can discuss this with 
their Disability Adviser or the Head of the Disability 
Service. Students can change their consent to 
share agreement at any time during their studies. 
They can complete a new form, if necessary. 

Storing Information
As part of the conversation about consent to 
share information, the Disability Adviser will 
ask the student for permission to update their 
disability status on the student records system. 
This information is stored as a numeric code; 
there are different codes for types of conditions, 

impairments and Specific Learning Differences 
(e.g. dyslexia). This information is used for 
anonymized statistical monitoring and planning 
purposes.
 
The Disability Service records all interactions with 
individual students within a secure electronic 
database. All information is held securely, in 
accordance with the General Data Protection 
Regulation and the Data Protection Bill 2017 and 
associated University guidelines on privacy and 
data processing. Students have a right to request 
a copy of their records by contacting dpo@arts.
ac.uk.

Information is archived and kept for 6 years after 
the student’s last contact with the Service.
Student records can be retrieved from the archive 
as required (there may be an administration 
charge for retrieving documents from the 
archives). After 6 years, archived records are 
destroyed.
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