
 

Instructions for Requesting…. 

1. Acccess request form on the Counseling and Mental Health Center - Privacy and 

Confidentiality 

a. Navigate to the bottom and select the General Release of Information Form - Docusign 

from from the Downloadable Documents menu. 

 

2. The Docusign Powerform will open to the PowerForm Signer Information 

 
3. A message will populate at the top of the form asking to “Please review the documents 

below.” Click on the box, then on “Continue.” 



 

a.      

4. The form is now available for data entry, to fill out the form 

a. Enter your Student ID below your name that was populated based on the data you provided 

on the previous screen. 

 

b. Initial to allow communications betweeen CMHC and another office or individual 

 

c. Check the box(es) of UHCL Offices to whom you would like us to release information 

If Faculty/Staff/Other offce selected, type the name of the faculty or staff member or the 

office. 

 

d. Check this box if records are to be released to a Non-UHCL Person or Facility and give all 

contact details 

 

e. Check box(es) of what information you would like released. If you are unsure, you can 

check “Other” and write in your response. 



 

 

f. Check box(es) to indicate why you want the information released. 

 

g. Sign electronically and fill in your phone number.  You must provide a good contact phone 

number so that the Counseling and Mental Health Center front desk can reach out with 

questions or next steps.  Please ensure that you are set up to receive messages at the 

number you provide. If we cannot reach you, your request may not be processed. 

 

5. Submit the form to Counseling and Mental Health Center by clicking FINISH. 

 


