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Consent to Disclose and Share Disability Information & Reasonable Accommodation Needs Assessment – Disabled Staff Members

Introduction:
Trinity College Dublin, the University of Dublin, is dedicated to ensuring an inclusive environment for all staff. Upholding the ethos of equal opportunities, Trinity is committed to aiding both students and staff with disabilities, emphasising anticipation of their unique needs. Trinity's established Code of Practice applying to the Employment of People with Disabilities and a guide for staff with disabilities and managers can be accessed here.

Form Purpose:
Trinity College Dublin is committed to providing an inclusive working environment where staff with disabilities are supported through the provision of reasonable accommodations.
This form enables the Disability Service to:
1. Understand your individual needs;
2. Assess and recommend appropriate reasonable accommodations;
3. Coordinate with relevant internal departments strictly as required.

What Data May Be Collected: 
We may collect the following data, limited to what is necessary:
1. Your contact and employment details (name, staff ID, department, role);
2. Information relating to your disability or health condition relevant to functional workplace requirements;
3. Documentation from medical or allied health professionals (if provided by you);
4. Notes related to the reasonable accommodation needs assessment.

Please note: The above information may be used to assess the need for accommodations, implementing accommodations in collaboration with your Line Manager and Human Resources, and to maintain records of supports provided.

Disclosure and Reasonable Accommodations:
Staff members can disclose their disability either during recruitment or post-employment. HR oversees the interview process for prospective staff. For those disclosing a disability, Trinity will provide necessary reasonable accommodations, ensuring they can perform their roles efficiently. The Disability Service, adhering to the Code of Practice, will conduct an assessment to determine these accommodations.
Staff members are encouraged to disclose their disability to the Disability Service. This enables Trinity to collaborate with the employee to identify and facilitate any required reasonable accommodations in alignment with the manager.

Data Management and Sharing:
When a staff member reaches out to seek reasonable accommodations, they will be sent a link to a confidential SharePoint folder which will be visible only by the staff member themselves and the Disability Liaison Officer. 
If any communication is to be shared with your line manager (with your approval), this will be done via a separate SharePoint folder where your medical information and meeting notes are not visible to the line manager in question.
The Disability Service manages information provided by staff as 'sensitive personal data', safeguarding it under the Data Protection Act (1998-2003) and General Data Protection Regulation. Particular attention is given to Article 6(1)e regarding public interest risk, and Article 9(2)(b) regarding employment and social protection law. While the information may be used for statistical and monitoring purposes, identities remain confidential. 
Please note: Specific medical documentation stays within the Disability Service, ensuring no third-party disclosures unless it’s essential for providing reasonable accommodations.

Purpose of Data Collection and Storage:
To determine the nature and appropriateness of reasonable accommodations, the Disability Service may collect, share, and store certain data about your disability. This includes:
· Personal details like name and Trinity Staff number.
· Employment specifics.
· Medical or disability-related information.
Such information might be shared with:
1. Relevant University departments.
2. Health Service or other suggested providers.
3. Estates & Facilities.
4. HR Partners and associate HR partners (link to further information here)
5. With your consent, named external professionals associated with your care.
All electronic data is securely stored on standalone hard drives, accessible only by the Disability Officer. Physical documents, upon scanning, are shredded. Data will be retained for Duration of employment plus a lawful post‑employment retention (in line with Trinity’s data retention policy) and then securely destroyed. Any statistical insights derived will be anonymised.

Terms of Reference for the Reasonable Accommodation Needs Assessment:
The Disability Service's assessment focuses exclusively on ascertaining the necessary reasonable accommodations to ensure staff can fulfil their roles effectively. It does not tackle workplace or interpersonal challenges. Such issues should be channelled through management, with guidance from Human Resources.

Declaration & Consent:
By signing below, you acknowledge understanding of the terms and conditions laid out and consent to the stated information disclosure:
· I request additional supports from the Trinity College Dublin Disability Service and understand my rights and responsibilities in the delivery of these supports.
· I consent to specific data sharing with:
· Line-Manager
· Human Resources – Employee Relations
· Human Resources Partner
· Other: ______________
· Other: ______________
If you choose not to sign and do not consent to the sharing of information with a specific party, Trinity will explore alternative ways to assess and implement reasonable accommodations. However, certain accommodations may not be feasible without sharing limited and relevant information with specific individuals (e.g., your Line Manager or Estates & Facilities). 
Only the minimum necessary information will be shared.
A note on data retention: The Disability Service will retain your information for the duration of your employment and for six years thereafter, in line with Trinity’s data retention schedule and statutory requirements (per Irish Statutory Limitation periods, in line with the Statue of Limitations Act 1957). Information will be securely deleted once the retention period expires. You do not need to consent to this retention, as it is based on Trinity’s legal obligations.

Personal Details:
Staff Name (BLOCK CAPITALS):
Staff Number: 
Area of Work/Role: 
Signature: 
Date: 
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