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	Information for students:
The Disability Resource Centre’s (DRC’s) role is to provide you with a service that will enable you to study to your full potential at the University of Cambridge. We can work with your college and department to help set up the support you require with regards to your disability. 

This document, the Student Information Form, will allow us to work with you to set up a support package that will best meet your individual needs. It is important that we work with you to set up your support as early as possible, so please complete as much of this form as possible and return it to:

Disability Resource Centre

Keynes House

Trumpington Street

Cambridge CB2 1QA
If you would like to book an appointment with a Disability Adviser at the DRC in order to discuss your support requirements or any aspect of this form, please contact us on 01223 332301 or disability@admin.cam.ac.uk.  We would be very happy to hear from you. If your support needs change at any point (including once you have started at Cambridge), do not hesitate to contact us so we can adjust your support.

An electronic version of this form is available at www.admin.cam.ac.uk/univ/disability/offer/.
This form is available in alternative formats on request including Braille and large print .

It is essential that you complete and return this form (especially Section D: Confidentiality) as soon as possible as we may be unable to start the process of support arrangements until we have received this form.


	Section A: Your personal details



	First name

	     

	Surname

	     

	Date of birth

	     

	Email address

	     

	Residency (e.g. Home, EU, Overseas)

	     

	Course you will be studying

	     

	Year of entry

	     

	College

	     

	A1. Nature of your disability or medical condition (please tick all those that apply)



	· You have a social/communication impairment such as
      Asperger syndrome/other autistic spectrum disorder
· You are blind or have a visual impairment
· You are D/deaf or have a hearing impairment
· You have a long standing illness or health condition such as
      cancer, HIV, diabetes, chronic heart disease, or epilepsy
· You have a mental health condition, such as depression, 
      schizophrenia or anxiety disorder
· You have a specific learning difficulty such as dyslexia, 
      dyspraxia or AD(H)D
· You have physical impairment or mobility issues, such as 
difficulty using your arms or using a wheelchair or crutches
· You have a disability, impairment or medical condition that 
is not listed above
      Please specify:     
· You have two or more impairments and/or disabling medical 
      conditions
Please specify:        

	 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 



	A2. Please tell us more about your difficulty and how it impacts your studies

Please also attach relevant supporting documentation to this form (e.g. an educational psychologist’s assessment, an audiology report or a letter from your doctor/consultant, occupational therapist, or psychiatrist).

	     



	Section B: Your disability-related study support needs


	B1. What support did you receive at school, sixth form, college or other further education or higher education institution? (please tick all those that apply)

	Learning Support / Study Skills                                                                                       
	 FORMCHECKBOX 

	Technology and equipment support 
(please specify below)
	 FORMCHECKBOX 


	Examination arrangements e.g. extra time (please specify below)
	 FORMCHECKBOX 

	Note-taker                                                                                      
	 FORMCHECKBOX 


	Handouts in alternative formats e.g. colour paper/large print (please specify below)
	 FORMCHECKBOX 

	None
	 FORMCHECKBOX 


	Please provide any additional information:

     


	B2. Lectures and supervisions 
Lectures (usually lasting one hour) are held in lecture theatres centrally within the

University, not in your College. You will be expected to take notes that you can refer back to when revising for examinations. Attendance at several lectures per week is normal.

Supervisions: Supervisions are teaching sessions for individuals or small groups of students with an academic (your supervisor), often from your College. Each week you will be expected to prepare essays or problem sheets for the hour-long sessions, using material from a reading list or your lectures and practicals. Further information on how you can expect to be taught can be found at http://www.cam.ac.uk/admissions/undergraduate/life/teaching.html or from your college.
Which of the following adjustments would you find useful in order to attend and participate in lectures and/or supervisions? (please tick all those that apply)

	A note taker who will attend lectures you go to and take notes 
	 FORMCHECKBOX 

	Lecture handouts in alternative

format e.g. coloured paper, large

print (please specify below) 
	 FORMCHECKBOX 


	Permission to record lectures


	 FORMCHECKBOX 

	Extended deadlines for coursework / practical work
	 FORMCHECKBOX 


	Lecture handouts in advance
	 FORMCHECKBOX 


	Assistive Technology equipment e.g. laptop, digital recorder
	 FORMCHECKBOX 


	Study skills sessions
	 FORMCHECKBOX 


	
	

	Please provide any additional information e.g. specify what format handouts are needed in:
     


	B3. Libraries

Which of the following adjustments would you find useful in order to access and use libraries? (please tick all those that apply)



	An assistant who may attend the library with you or transport books to College etc.
	 FORMCHECKBOX 

	Photocopying / scanning of required texts
	 FORMCHECKBOX 


	Extended loan periods
	 FORMCHECKBOX 

	Assistive software to scan or allow access to printed materials in an alternative format e.g. audio, large print
	 FORMCHECKBOX 


	Reading lists provided in advance (please specify below)
	 FORMCHECKBOX 

	Reading lists provided in alternative format e.g. cream paper, electronic format, large print (please specify below)
	 FORMCHECKBOX 


	Please provide any additional information: 
     


	B4. Examination Access Arrangements

If you have received examination access arrangements at school, such as extra time or the use of a word processor, and would like to continue with these when you are at Cambridge, you will need to provide evidence in order to secure this. You will need to give the appropriate information to your College Tutor/Tutorial Office so that they can pass it onto the University’s Board of Examinations. These exams (triposes) are usually 3 hours long, taken at a central examination hall and handwritten. Any adjustments differing from this need to be applied for. 

How do I apply for examination access arrangements?
Once at Cambridge, your College can apply for any examination adjustments to the Board on your behalf. You would need to ask your Tutorial Office to do this for you.  The DRC can help by providing advice on whether or not your evidence is suitable for applying for examination access arrangements, but it is your College who is ultimately responsible for making these arrangements.
Is my report acceptable for examination access arrangements?

If you have a specific learning difficulty (such as dyslexia, dyspraxia, dysgraphia) you need to provide a diagnostic assessment report fulfilling ALL of the following criteria:
· Full Diagnostic Assessment Report
· By an Educational Psychologist or a Specialist Teacher with the PAToSS Practising Certificate (or equivalent)

· Post-16 i.e. conducted AFTER you were 16 years of age
· No more than 3 years old when you formally enter the University (or 5 years if you are a post-graduate student)
In addition:
· The Educational Psychologist who prepared your report should have stated that he/she is an Educational Psychologist and give his/her qualifications.

· The following statement should appear on the front cover or first page of your report:
The author of this report:

· Holds a current Practising Certificate (giving the certificate number and issuing body)

· Certifies that this assessment has been conducted and the report written in accordance with the SpLD Working Group 2005/DfES Guidelines for Assessment of SpLDs in Higher Education

· The recommendations for examination access arrangements must be clearly and specifically stated, for example, stating “25% extra time” is correct whereas only stating “extra time” would be insufficient.  If the recommendations are not clearly and specifically stated but your report meets the criteria in every other way, you should ask the assessor to provide you with an addendum letter to accompany the report. The letter should specify exactly what special examination access arrangements would be appropriate for you.

If you are unsure if your report meets these standards, please contact the DRC. We strongly recommend that you forward a copy of your EP/Specialist teacher report as soon as possible to the DRC as we will be able to assess whether your evidence is acceptable. If it is not acceptable, you will need to be reassessed. It is essential that you provide us with your evidence at the earliest possible opportunity so that we may help you in getting reassessed if necessary. 

If you haven’t already got a report, please contact us to arrange one. The DRC uses a pool of Education Psychologists who are aware of the University’s requirements for diagnostic evidence. Please contact us in order to arrange an appointment with them. Alternatively, if you would prefer to be assessed elsewhere, it is vital that you contact the Disability Resource Centre to ensure that it is conducted in accordance with the University of Cambridge guidelines so that it is deemed acceptable by the Board of Examinations.  

Do you have any requirements in the following areas? (please tick all those that apply)

	Extra time (standard is 15 minutes per hour i.e. 45 minutes for 3 hour paper)
	 FORMCHECKBOX 

	Use of a word processor
	 FORMCHECKBOX 


	An amanuensis (scribe) to

transcribe your answers
	 FORMCHECKBOX 

	Examination paper produced in an

alternative format (please specify

below)
	 FORMCHECKBOX 


	Examinations in your college rather than in the main exams hall 
	 FORMCHECKBOX 

	Any other requirements (please

specify below)
	 FORMCHECKBOX 


	Please provide any additional information: 
     


	Section C: Your disability-related funding
The Disabled Students’ Allowances (DSAs) are grants to help home students meet the extra costs incurred as a direct result of a disability or specific learning difficulty. DSAs can help fund specialist equipment (such as a computer or a digital recorder), non-medical help (such as study skills sessions or note-takers) and a variety of other support. DSAs are paid in addition to your student loan. They are not means-tested and do not need to be repaid.

Disability Advisers at the DRC can answer your questions and assist you with your application for funding. Funding available to you depends on your fee status:
· If you are a home student and have an impairment, health condition (including a mental health difficulty) or specific learning difficulty like dyslexia, you may be entitled to claim DSAs. 
· EU and overseas students are not eligible for DSAs, but you can contact the DRC to enquire about possible alternative funding options (for example the International Disabled Students’ Fund or Snowdon Award Scheme). 
· If you are a postgraduate student funded by a research council please contact a DRC Adviser at the DRC to apply for DSAs funding.
It is essential that you apply for DSAs as early as possible as the process can take over 3 months to complete. For further information on how to apply for DSAs, please visit the DRC website at http://www.admin.cam.ac.uk/univ/disability/students/finance/index.html, or contact us on 01223 332301 or disability@admin.cam.ac.uk.  


	Name of funding body e.g. Student Finance England, EPSRC, BBSRC, self-funded etc.

	     

	Your Customer Reference Number from Student Finance (if known)


	     

	Have you applied for the Disabled Students’ Allowances?


	 FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
No
 FORMCHECKBOX 
 Not applicable as I am an EU/Overseas                  student


	If you answered ‘No’ to question above, do you intend to make an application?


	 FORMCHECKBOX 
Yes
 FORMCHECKBOX 
No
 FORMCHECKBOX 
Unsure



	If you have any questions or concerns about your disability-related funding you would like us to answer, please specify these below:

     


	Section D: Confidentiality – please read and sign



	The Disability Resource Centre provides a confidential, professional, and accessible service to help you to study to your full potential at the University of Cambridge. 

The University has a duty under the Equality Act (2010) to make “reasonable adjustments” for disabled students. Your written consent is required for the DRC to hold and disclose information about your disability / additional support needs to relevant members of staff at the University of Cambridge, in order to help set up this support.  

The type of information that the DRC holds about you may include:

· Personal details (name, contact details, course of study)

· Details of your disability / medical condition / specific learning difficulty and support needs.


You may choose to give either full disclosure or restricted disclosure to the DRC. This is explained below. You may contact us at any point to change your level of disclosure.
Why are we asking you to sign this document?
The DRC works under the terms of the Data Protection Act (1998) and the Equality Act (2010). Information relating to physical or mental health constitutes sensitive personal data.  Under the Data Protection Act (1998), explicit permission from the data subject must be sought before this type of information is passed on to a third party, unless there is a legal obligation to provide the information. Please ask your Disability Adviser if you have any questions concerning the data we keep, or the terms of the Data Protection Act (1998). Please note that we will not speak to your parents/legal guardian about you without your express permission.
Who will you share my information with if I give FULL DISCLOSURE?

The DRC may need to disclose information about your disability with certain people in order to help support you. This information will only be shared where necessary and on a ‘need to know’ basis. We define ‘need to know’ as sharing sufficient information to help set up support and only with people involved in that process. We always ask that the people with whom we share your information respect your confidentiality and do not pass your information onto anyone else unless they are also involved in your support. 

Those with whom the DRC may share your information can include (but is not strictly limited to): your Tutor/Tutorial Office, Director of Studies, College Nurse, Academic Department, Graduate Supervisor, Board of Examinations and funding body.

The DRC may also need to request further information about your additional support needs from your GP, Consultant, Educational Psychologist, previous education provider, or Funding Body (e.g. Student Finance England) where appropriate. We respect your confidentiality and assure you that any information shared will be handled in a sensitive and discreet manner.

Who will you share my information with if I give RESTRICTED DISCLOSURE?
You may choose to restrict the disclosure of your disability. You can decide to restrict to all individuals outside the DRC or to allow information only to certain individuals.  If you choose to do this, please be aware that this may limit the level and type of support the University and college can provide for you. We will not be able to speak to the relevant people to request reasonable adjustments to be made. This includes your funding body and any Disabled Students Allowances applications you may have.

If you would like to discuss what adjustments can be made in such circumstances, please contact your Disability Adviser. You can specify exactly to whom you would like to give disclosure.

In certain exceptional circumstances (such as where there is an immediate and serious threat to your personal safety or to the safety of others), we may have to disclose your information without your consent.

Fitness to practise 

If you are on a professional course such as medicine or veterinary medicine, you will be subject to additional fitness to practise requirements prescribed by the professional body. This includes a requirement to disclose information about your disability or condition. Restricted disclosure may later compromise your professional registration. If your disability will put either yourself or another individual in danger through your ability to practise, the DRC will be legally required to disclose this information. If you are unsure whether or not this applies to you, or are concerned about the implications of disclosing a disability, please contact your Disability Adviser.

How will my information be stored?
· All written records and files containing students’ confidential details will be kept in a secure and locked environment. Student details are kept electronically on the secure DRC database where all reasonable steps to safeguard the information are taken. Access to the records will be limited to DRC staff members and authorised members of the University. However, students have the right to access their own records under the terms of the Data Protection Act (1998).

· Information held by the DRC about you will be held for 7 years in accordance with the Data Protection Act (1998). It is then disposed via shredding and secure disposal. 

· Any statistical information gathered to monitor and evaluate the service provided by the DRC will be anonymous. 


	DISCLOSURE DECLARATION – please read, tick the appropriate box and sign

	 FORMCHECKBOX 

	I have read and understood the above policy and give the DRC full disclosure to hold and pass on information regarding my disability and additional support needs, as appropriate.

(OR)

	 FORMCHECKBOX 

	I have read and understood the above policy and give the DRC restricted disclosure to pass on information regarding my disability and additional support needs. This permission to disclose is restricted to the following people outside the DRC (indicate as appropriate)

College Tutorial Office

 FORMCHECKBOX 
       Your Funding Body
             
 FORMCHECKBOX 

College Tutor


 FORMCHECKBOX 

Academic Department

 FORMCHECKBOX 

      Director of Studies
            FORMCHECKBOX 

Graduate Supervisor 

 FORMCHECKBOX 

     Other (please specify):              FORMCHECKBOX 

          


	Sign here:________________________     Date:     __________________

Print name:     ________________   


	If there is any other information you would like the Disability Resource Centre to know that hasn’t been covered above, please state this information below.


	     


Once completed, please return this form to:

Disability Resource Centre

Keynes House

Trumpington Street

Cambridge CB2 1QA
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