
Disability TCD LENS report 
– Sharing and Good 
Practice

Andrew Costello



Areas to cover: 

1. How a student registers for Disability Support

2. Reasonable Accommodation policy

3. Student agreement and consent to disclose 

4. Sharing to schools via Power BI 

5. Sharing to the nominated school DLO via SITS 

6. Sharing to academic staff via module manager

7. GDPR regulation – Privacy agreement 

8. Website support information 

9. Contact hours & questions 



Disability growth: 

1. How a student registers for Disability Support

2. Reasonable Accommodation policy

3. Student agreement and consent to disclose 

4. Sharing to schools via Power BI 

5. Sharing to the nominated school DLO via SITS 

6. Sharing to academic staff via module manager

7. GDPR regulation – Privacy agreement 

8. Website support information 
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Disability Cohorts: 

1. How a student registers for Disability Support

2. Reasonable Accommodation policy

3. Student agreement and consent to disclose 

4. Sharing to schools via Power BI 

5. Sharing to the nominated school DLO via SITS 

6. Sharing to academic staff via module manager

7. GDPR regulation – Privacy agreement 

8. Website support information 
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Disability registrations: 

1. How a student registers for Disability Support

2. Reasonable Accommodation policy

3. Student agreement and consent to disclose 

4. Sharing to schools via Power BI 

5. Sharing to the nominated school DLO via SITS 

6. Sharing to academic staff via module manager

7. GDPR regulation – Privacy agreement 

8. Website support information 
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How a student registers for support ?  

➢All students must register for support via the my.tcd.ie portal and choose the my disability 
service tab, complete a short application 2mins long and provide evidence of disability. All 
steps must be completed for this process to finish 

➢ There application is reviewed and a disability officer 
assigned to meet and review there evidence and 
complete needs assessment leading to the LENS 
report as the output 



➢ Student agrees to this at the application 

stage .

➢ Privacy agreement  

States: The Disability Service in Trinity will 

share your data with third parties (internal 

and external) where necessary for 

purposes of the processing outlined here. 

The University will share your data with the 

following third parties:

GPDR –Privacy statement 

https://orbit.texthelp.com/?file=https://www.tcd.ie/media/tcd/disability/docs/privacy-statement.pdf
https://orbit.texthelp.com/?file=https://www.tcd.ie/media/tcd/disability/docs/privacy-statement.pdf


➢ Before the student agree to the LENS report they agree to two 

policies: 

1. Consent to disclose agreement 

States : I consent to the Disability Service to add information 

relating to academic and disability support requirements to my 

student record at my.tcd.ie. I understand that reasonable 

accommodations will only be provided following a needs 

assessment and that my explicit consent will be required via 

my.tcd.ie to allow the Disability Service implement and 

communicate my reasonable accommodations via a Lens report.

Student agreement to the LENS report before sharing – 
Policies  

https://www.tcd.ie/media/tcd/disability/docs/consent-to-share-october-2019.pdf
https://www.tcd.ie/media/tcd/disability/docs/consent-to-share-october-2019.pdf


➢ Student also have to agree to their LENS report via the portal

➢ Students are aware of the sharing to their academic school and academics

Student agreement to the LENS report before sharing – 
Policies  



Reasonable accommodation Policy - Underpinning the Needs 
Assessment and LENS report accommodations 

➢ The policy defines the standard and non-standard reasonable accommodations (individual) available to 

students with disabilities. 

➢ The policy explains how reasonable accommodations are granted and communicated to all relevant 

stakeholders. 

➢ Trinity Reasonable Accommodations Policy 

➢ Disability Service Support info on this area 

https://www.tcd.ie/media/tcd/disability/docs/Reasonable-Accommodations-Policy-Version-1.1---Council-March-2023--1.pdf
https://www.tcd.ie/media/tcd/disability/docs/Reasonable-Accommodations-Policy-Version-1.1---Council-March-2023--1.pdf
https://www.tcd.ie/disability/information-for-teaching-and-professional-staff/implementing-reasonable-accommodations-for-students-in-schools/
https://www.tcd.ie/disability/information-for-teaching-and-professional-staff/implementing-reasonable-accommodations-for-students-in-schools/


Sharing to Schools to DLO/DUTL/DPTL/head of 
School and Nominated admin staff   - SITS – Direct 
LENS 

➢ As a result of the introduction to the Power Bi report, we 
are making a small amendment to how direct LENS access 
is provided in SITS 

➢ We are moving to allowing schools to have more control 
on who they give access to individual LENS reports, 
similar to Module creation in Module manager  

➢ For previous academic years 25-26, each school provided 
Disability with a list of admin staff along with the 
DUTL/placement manager, which is some schools lasted 
10-15 names strong

➢ Led to poor distribution of LENS from our service and also 
school was missed where a student was taking an elective 
in a single school

 



Sharing to Schools to DLO/DUTL/DPTL/head of 
School and Nominated admin staff   - SITS – Direct 
LENS 

➢ The new format will ask schools for three names 
for direct access to Disability LENS reports. This 
access will be set up by the Disability Service 
annually in August and will be requested via the 
Disability MS Form 

➢ Each nominated School DLO will have the 
functionality to setup discipline DLO’s within the 
system as needed and add/delete as needed 

➢ When a student agrees to a LENS report and 
based on their student record, the report will be 
shared with the school DLO and the discipline 
DLO automatically, no manually sharing of info 

 



Sharing to Schools to DLO/DUTL/DPTL/head of 
School and Nominated admin staff   - SITS – Direct 
LENS 

➢ You will receive a weekly email to notify the nominated of any new student registered 
with our service that week, replacing the individual emails sent when we released a LENS 
to a school 

 



Sharing to Schools to DLO/DUTL/DPTL/head of School and 
Nominated admin staff   - SITS – Direct LENS 

DEMO TIME 

 



➢ This is not handled by the Disability office we only share to 

the nominated list a provided by the schools 

➢ TCD Module manager allow academic offices to add the 

module lead name to this system which will allow the 

sharing of the LENS via the portal automatically 

➢ Academic Registry support module manger and can also 

update this field if it is locked or not available to staff 

Sharing to Teaching academic/ Module co-coordinators  



➢ A DLO/nominated admin staff can also assign access to a 

individual LENS report as needed for one year’s access giving a 

read only view 

Sharing to Teaching academic/ Module co-coordinators  



GDPR Training / Internal Audit 2024: 

IA ref 2024-03/04: GDPR Training & LENS 
Reports - LENS Processes

Risk and related impact
Data breach / non-compliance with GDPR 
requirements due to due to lack of awareness 
of staff of requirements and inefficiencies in 
data management

IT is the school’s responsibility to ensure that 
the three names provided to Disability to be 
setup on the system and any following DDLO 
names added to the system by the school have 
completed the required GDPR training 
provided by the TCD Data Protection Office:



Sharing to Schools to DLO/DUTL/DPTL/head of 
School and Nominated admin staff   - 2 Approaches 

➢ From feedback from schools leading from the SU LENS 
campaign in 24-25 it was advised that some schools with high 
numbers found viewing the data within SITS hard and admin 
heavy. 

➢ What is Power Bi ?  Power BI is a data visualization and business 
intelligence tool developed by Microsoft. It allows users to 
connect to various data sources and create interactive 
dashboards and reports. Power BI helps users visualize data, 
discover insights, and view information.

 

Power BI School report 

https://www.microsoft.com/en-us/power-platform/products/power-bi


Sharing to Schools to DLO/DUTL/DPTL/head of 
School and Nominated admin staff   - 2 Approaches 

➢ Power Bi is taking the information held in SITS and student LENS 
reports and making it easier visually to view and find the data 
required by schools.

➢ Access is provided annually, similar to the previous SITS access, 
annually via the MS Form circulated – Request sent in 
July/August 

➢ All staff listed must have completed the mandatory College Data 
Protection and Cyber Security Training 

➢ Access cannot be given to all school staff; only the names 
provided due to the classification of data being provided in the 
report

➢ Power Bi License can be requested for free via the IT Service 
desk -

 

Power BI School report 



Sharing to Schools to DLO/DUTL/DPTL/head of 
School and Nominated admin staff   - 2 Approaches 

DEMO TIME 

 

Power BI School report 



LENS reports and student issues  

• Students are informed by the Disability Service the LENS is their disability passport and to inform 
lecturers they have a LENS – this allows for academics to connect this information to disability needs.

• Students report academics do implement LENS reports – this causes stress and anxiety for some 
students.

•  Students can refer to LENS reports in correspondence, and tutors, module coordinators and Directors 
of Undergraduate / Postgraduate studies and other identified staff members have access to LENS to 
confirm. External teaching staff, teaching assistants etc will not have direct access

• Recognition of LENS REPORT: Once a student has registered with the disability service and has a valid 
LENS REPORT, this document should be universally recognised across all departments and schools 
within the college as evidence of the student's condition and the accommodations they require.

• Disabled students should not be asked to get additional evidence of disability a medical certificate for 
extensions of deadlines etc.



Website Support Info 
➢Disability Support info 

https://www.tcd.ie/disability/information-for-teaching-and-professional-staff/guidance-on-accessing-lens-in-sits/
https://www.tcd.ie/disability/information-for-teaching-and-professional-staff/guidance-on-accessing-lens-in-sits/


Contact info 
➢askds@tcd.ie 

mailto:ask@tcd.ie
mailto:ask@tcd.ie
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