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1. Introduction 
1.1. This document outlines the policy and procedures of student disclosure and 

confidentiality which applies across the UCFB|GIS community. This will provide 
steps and guidance of how to manage a disclosure of a disability, health 
condition, sensory impairment, mental health condition and/or learning 
difference. It is the responsibility of all staff members to follow this guidance to 
ensure that appropriate staff are informed and students are advised in the 
correct way. 

1.2. Purpose 
1.2.1. Set out a framework to ensure students with disabilities and additional 

support needs 
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2.2. Definition of Disclosure 

2.2.1 For our purposes, the term disclosure, refers to the action of sharing 
information to an individual or organisation after acquiring a disability. This 
disclosure includes information that is new to the individual.  

2.2.2 Although disability disclosure is not an obligation, UCFB|GIS do encourage 
applicants/students to inform the institution to ensure that they have 
access to their education.  

2.2.3 The purpose of disclosure is to make it known so that an individual can 
explore their options of accessibility, additional support and reasonable 
adjustments.  

2.3. Definition of Reasonable Adjustments  

2.3.1 The Equality and Human Rights Commission (EHRC) defines ‘reasonable 
adjustments’ as: “Reasonable is what most people would agree is fair and 
sensible, when they think carefully about it. Adjustments means you are 
changing something”. ‘Reasonable adjustments’ are about responding to 
individual cases by taking account of circumstances without necessarily 
setting precedents.  

2.3.2 
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• advance equality of opportunity between persons who share a 
relevant protected characteristic and persons who do not share it.     

• foster good relations between persons who share a relevant 
protected characteristic and persons who do not share it.    

• make reasonable adjustments to work and study arrangements or 
physical features of premises which place the disabled person at a 
substantial disadvantage in comparison with others who are not 
disabled.    

• integrate consideration of equality and good relations into their day-
to-day business and to consider how a function can affect different 
groups in different ways.    

 

3.1.3. People who are concerned that they have received less favourable 
treatment because of their disability should raise those concerns through 
the relevant Complaints Procedures.  

4. Policy 
4.1. Disclosure and Confidentiality 

4.1.1. Under the Equality Act there is a legal imperative to try and secure 
disclosure of disability and, once disclosed, there is an obligation on 
UCFB|GIS to act on this information to meet the individual needs of the 
disabled applicants/students concerned. 

4.1.2. It is not compulsory under the Equality Act for applicants and students to 
disclose a disability. It is therefore essential that UCFB|GIS endeavours to 
foster an inclusive environment and culture that encourages disclosure.  

4.1.3. Disclosures made during the application process will be managed under 
the UCFB|GIS Admissions Policy. 

4.1.4. Records will be kept and retained in line with UCFB|GIS records 
management. 

4.1.5. All information relating to disclosure of a disability will be treated as 
sensitive information as laid down in the Data Protection Policy.  

4.1.6. Disclosure is 
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• Ensure that the student is aware that if they decide not to formally 
register with the Learning Support Service at this stage, they can 
change their decision at any time and access advice and support 
around reasonable adjustments. 

• Inform the student that choosing not to register will restrict the 
support available to them and could 



mailto:learningsupport@ucfb.com
mailto:LearningSupport@ucfb.com
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5.3.2.3. Send the standard email (annex E) to the student’s UCFB email 
account, and copy to the Student Support Management Team. 
This email indicates that it is understood that following advice, the 
student does not wish to access additional support, and that their 
information will be kept confidentially on their student record but 
with no further action required at this time. 

5.3.3. If the student refuses to engage with the process 

5.3.3.1. The staff member must explain that they still have a duty to report 
the disclosure. This will be done by completing the relevant part of 
the Learning Support Registration Form and sending it to 
learningsupport@ucfb.com, where it will be kept confidentially 
against the student’s record. This would only be accessed if 
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7. Annexes 
7.1. Annex A – 
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disclosed to staff within UCFB|GIS and external agencies on a ‘need to know’ basis. 
The information may be shared with selected people and organisations; this will 
include but is not limited to: 

 UCFB|GIS Academic and Professional Services Staff 
 UEL 
 Selected 3rd parties, including UCAS, accommodation providers, 

Student Support 
 Parents, guardians and next of kin (where there is a legitimate 

reason/concern requiring disclosure) 
 
I understand my information/data will be stored and processed securely at all 
times. 
 
It is important to note that having given consent, you may withdraw consent for 
the processing of this data at any time. This should be done by contacting 
UCFB|GIS Learning Support Team. 
I consent to information disclosure: 
Signed………………………………………………………………... Date…………………………………………………………………… 

 Refusal of Consent to disclose: 
 
I understand that by refusing consent: 
 

• Staff with UCFB|GIS and external agencies will not have the information 
that enables them to support me with my studies. 

• If information is not shared I will not be able to receive reasonable 
adjustments 

• A record of my disability will be held on record by the Learning 
Support Team but will not be disclosed to staff with UCFB|GIS or 
external agencies. 
 

I do not consent to information disclosure: 
 
Signed………………………………………………………………………. Date………………………………………………………………… 
For STAFF use only: To be completed by staff members if student refuses to 
complete the form. 
 
I confirm that I provided the student with all the relevant information relating to 
completion of this document. I have sent the student a completed copy of this 
form for their retention. I enclose a copy of the email with this document. 
 
Until a definitive answer is received as to whether the student would like to 
register, communication will continue to be sent throughout the year using their 
UCFB student email address.  

 
Signed…………………………………………………………………………. Date…………………………………………………………….. 
Personal Emergency Evacuation Plan (PEEP): 
 
In the event of an emergency evacuation, would you require assistance? 
 
Please also tick this box if you require emergency evacuation procedures to be 
supplied to you in an alternative format, such as large print, braille, written, 
recorded on tape etc. ☐ 
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In addition to the right to withdraw consent for processing at any time, you also 
have a number of other important data rights, these are summarised as the right 
to: 
 

• Request access to your personal data (commonly known as a “data subject 
access request”). 

 
• Request correction of the personal data that we hold about you. This 

enables you to have any incomplete or inaccurate data we hold about you 
corrected. 

 
• Request erasure of your personal data. This enables you to ask us to delete 

or remove personal data where there is no good reason for us continuing to 
process it. 

 
• Request restriction of processing of your personal data. 

 
• Request the transfer of your personal data to you or to a third party. 

 
Individual Student Data Rights has been read:.
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7.2. Annex B – Email Template – Consent to disclose to the Learning Support Team  

 

To: <UCFB|GIS student email> 

Subject: Confirmation required for disclosure to the Learning Support Team 

Dear <student name> 

Further to our meeting on <insert date> you disclosed to me that you had a disability that 
has not been previously disclosed to UCFB|GIS. As you have now declared this to me, 
UCFB|GIS is required to provide you with details of the support available to you so that 
you can make an informed choice about whether you would like to access additional 
support. 

I would like to share your disclosure with our Learning Support Team who will invite you 
to register with their service to discuss how your condition may affect your ability to 
study and the options available to you. They will then work together with you to agree an 
approach and assess possible Reasonable Adjustments and Teaching Considerations. 
Following your registration, and with your permission, they will add necessary details to 
our Student Information System. Examples of adjustments that they can put in place for 
you may include: 

• Exam adjustments (subject to published deadline dates) 
• Extended Library Loans 
• Provision of materials in alternative formats 

Please note that adjustments will only be put in place on the basis of evidence that you 
provide. 

The Learning Support Team will also be able to provide information on other external 
support available dependent on your needs. The most common form of external support 
is through an application for Disabled Students Allowances (DSA) if you’re eligible. For 
more information on this process and eligibility, please follow the link 
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7.4. Annex D – Email Template – Second follow up email informing Student Support 
Management Team 

 

To: <UCFB|GIS 
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7.5. Annex E – Email Template – Standard Email for confirmation of non-disclosure 

 

To: <UCFB|GIS Student email> 

Subject: Confirmation of non-
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