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1. Purpose 
This document provides information on the use 
of UniShare in capturing staff/student 
interactions. It provides an overview of the data 
gathered in the context of GDPR and Freedom of 
Information. It also outlines best practice for 
composing records and examples of same. 

2. Audience 
This document is intended for all staff working in 
offices under the remit of the Unified Support 
Model (USM) 
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3. GDPR & Freedom Of Information 

In order to ensure continued GDPR compliance it is vital that staff adhere to the Standards and Guides 

set out by the UCD GDPR office. As per the UCD User File and Data Classification Guide1, the 

information within UniShare has the potential to be Red, Amber and Green. When recording data it is 

of the utmost importance that all staff familiarise themselves with and adhere to the composition 

guidelines (section 6) below. 

In addition to the above, data recorded within UniShare is subject to Freedom of Information. This 

applies to any details of an interaction logged against an individual’s record. 

4. UniShare & the USM 

The primary function of UniShare in the context of the USM is to support a consistent and high-quality 

standard of service to students. UniShare achieves this on three levels: 

1. Unified for the student/staff member – Focused on the students’ experience of the individual, 

the team and other support units 

2. Unified for the team – Focused on the team’s consistent access to required information and 

making it easier for teams to identify, analyse and improve their service 

3. Unified for the University – Focused on ensuring consistent data to inform coherent discussion 

and evidence-based decision making 

 
1 http://www.ucd.ie/t4cms/User%20File%20Guide%20-%20UCD%20IT%20Services%20-%20publish.pdf 
 

http://www.ucd.ie/t4cms/User%20File%20Guide%20-%20UCD%20IT%20Services%20-%20publish.pdf
http://www.ucd.ie/t4cms/User%20File%20Guide%20-%20UCD%20IT%20Services%20-%20publish.pdf
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5. When to use UniShare 

UniShare should be used to capture all one-to-one interactions between staff and students with a 

focus on the following: 

• Interactions that involve a hand-over/referral to another area/staff member 

• Interactions that involve a change to the student’s record 

• Interactions that may prompt additional contact between the team and the student 

• Interactions that involve the exchange of information of a sufficiently complex nature that the 

staff member deems it appropriate to keep a record 

6. Composition of Records 

• Compose text using formal language that is clear, accurate and factual, avoiding irrelevant or 

unnecessary comment. 

• Remain as objective as possible when recording comments. 

• Ensure each record is composed in the context of the facts that support it. 

• Avoid personal comments or inappropriate subjective remarks. 

• Do not record unsubstantiated comments, particularly those made by one person about another. 

Remember that the recorded comment is considered the personal information of the individual 

about whom it was made, and that person has a right of access to it. Comments by one person 

about another using inappropriate language should be re-phrased before recording. 

• UniShare should act as the single repository for recorded interactions with students and staff. 

Avoid using paper notes, locally saved documents etc. If additional information relating to the 

record is in a paper file, reference this in the UniShare record. 

• All recorded information forms part of the official record holdings of the university. Naming or 

writing that a record is "unofficial" or "confidential" will not render it inaccessible. 

7. Examples of Best Practice UniShare Records 

Scenario Record 

A student comes into the office to discuss 
taking a Leave of Absence. The student 
does not know anything about the process. 

Student came to office seeking information in 
relation to Leave of Absence. Spoke with them about 
their options and provided information on next 
steps. May return with further queries 

A student calls the office and provides 
personal details about a sensitive familial 
issue that led to them missing an 
assignment. Extenuating circumstances 
may apply and staff member advises 
student to get supporting docs 

Student wishes to apply for extenuating 
circumstances but does not have all relevant 
documentation. Will return sometime next week 

A student submits an online enquiry to the 
office complaining about a module, 
providing personal information and using 
bad language about a classmate. 

Student had concerns relating to MOD10010. Spoke 
in detail, outlined the appropriate process. Informed 
student that I will follow up with the School directly. 
Further information relating to this case is available 
in the email received from the student 

 


