
DSS Coding Guidelines 

Intent:

The SBCTC collects data from each institution on students with disabilities.  This data assists in formulating funding allocations, supports legislative proposals, and is reported to the Office of Financial Management, the Legislature, the Higher Education Coordinating Board, and external groups as appropriate.

Definitions:

DSS – Each college has a designated office or person through which students with disabilities request academic adjustments and auxiliary aids.  These offices have a variety of titles, such as Disability Support Services, Access Services, or Special Services.  For purposes of this document, DSS will be used as a generic term. 

COORDINATOR  ​- a generic term used to describe the person in charge of DSS

SBCTC – State Board for Community and Technical Colleges

SMS – Student Management System operated by the SBCTC

SM 5001 – Student Records screen in the Student Management System


DIS – Disability “Y” field


DSS – Numeric/alpha disability category field

DSS Field Coding Criteria:

The DSS field should be coded after:

1) A student self identifies as having a disability and/or requests services from DSS by initiating the intake process; and

2) A student is determined eligible for DSS services by the DSS Coordinator. (Eligibility is determined by reviewing medical, psychological, and/or historical information and using professional judgment based upon standards of practice identified by professional disability organizations); and

3) A DSS file is established to record decisions, services, and/or approved academic adjustments and auxiliary aids to record verification of disability.
Each of these steps must be reflected within the file and available to the State Board auditor. The intent of coding is not to reflect the time and effort of the DSS staff.

If the DSS field has a numeric/alpha code, the DIS field should be coded “Y”.

The inputting of codes:
Due to confidentiality issues and potentially sensitive information surrounding a student’s disability, it is recommended that the DSS Coordinator or his/her designee be the person to enter this data into SMS.

(Attached disability data categories and sub categories)

DSS Coding Policies revised 2004

