
 

 

 
 

Appendix 2 –  

Student Disability 
Process 

 

 

 

Maintained by: Director of Academic Programme Development/ 
Academic Partnerships Office   

Owned by: QAC on behalf of Senate  
Last updated: August 2015 
Last Reviewed: August 2016 
Next review date: August 2017 
Current Version: 1.2  
Location of Master 
Document:  

https://intra.brunel.ac.uk/s/QSO/Team/Partnerships 



Distribute and then collect PRF

Check PRF if student has ticked the 
disability checkbox and check DDS list 

for student’s name

Does student name appear on DDS 
lsit and/or has disability checkbox 

been ticked

No action required – student has 
chosen not to disclose or has no 

disability

N

Write to student inviting 
them to meet with PIA and a 

DDS Adviser using letter 
template

Y
Wait for student to make an 
appointment with PIA & DDS 

Adviser

Student makes 
appointment

PIA, student & DDS 
Adviser complete PSDY

No further action required by PIA -
student has chosen not to make 

contact with you

N

Notes made are to be word processed in 
neat. Copy of the PSD should be emailed 

to the student for their approval, copy 
kept in student file

Student agrees to the contents of PSD
(If required chase student for their 

approval)

Agree changes (in consultation 
with DDS Adviser if required) 

N

Save the email confirming agreement 
of content on students file and make 

yourself aware of what you have 
agreed to do

Y Keep original completed 
PSD in student’s file

Legend
PRF = Placement Registration Form
DDS = Disability & Dyslexia Service
PIA = Placement & Internship Adviser
PSD = Placement Support Document

Appendix 2a – Disability Process (Prior to Placement)



Student secures placement

Write to student inviting them to 
meet with you and a DDS Adviser to 

discuss reasonable adjustments 
needed for the placement

Student makes 
appointment

PIA, student & DDS 
Adviser complete PSD 

(After Placement is 
secured document)

Y

No further action required by PIA -
student has chosen not to make 

contact with you

N

Notes made are to be word processed in 
neat. Copy of the PSD should be emailed 

to the student for their approval, copy 
kept in student file

Save the email confirming agreement 
of content on students file

Student agrees to the contents of PSD
(If required chase student for their 

approval)

Agree changes (in consultation 
with DDS Adviser if required) 

N

Y
Send PSD to PC (In case of H&S, PIA 
has to inform employer of student’s 

disability)

Appendix 2b – Disability Process (After Securing Placement)

Legend
PRF = Placement Registration Form
DDS = Disability & Dyslexia Service
PIA = Placement & Internship Adviser
PSD = Placement Support Document
PC = Placement Convenor
H&S = Health & Safety

If student does not respond, 
chase student once to make an 

appointment with PIA & DDS 
Adviser
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