Table of Contents

General Information
It's All About Access
Federal Regulations
Compliance Statement
Compliance Responsibility
Transition from High School to College
When Does a Student Need to Provide Information?
What are the Students’ Responsibilities?
Frequently Asked Questions
Learning Disabilities
Physical Disabilities
Attention Deficit Disorder (ADD)
Psychological Disabilities
Examples of Learning Accommodations

General Principles of Documentation

Summary of General Principles of Documentation
Notification of Accommodations

Request for Review of Classroom Accommodations
Request for Review of Curricular Accommodation
Transferring to a University
Documentation (For Use by Professionals)
Information Release (For Use by Student)
Definition of Terms
Appendices

Example Letter to Student

Example Memo to Instructor

Accommodation Activity Follow-Up
Agreement for Taping Lectures

NNNDNDN

w

10

12
12

13
14
15
16
18
19
22
22
23

24
25



GENERAL INFORMATION

It's All About ACCESS!

We hope all students of Connors State College gio @arn advanced degrees and/or training and
experience a fulfilling life. The College attempasoffer the best services possible to all of itglents.
When speaking about services for students wittbdigas, the emphasis is primarily about ACCESS fo
students who are otherwise qualified. It's notwltamy (guarantees) of SUCCESS.

Students who come directly to our campus from Bighool programs provided under the “Individuals
with Disabilities Education Act” (IDEA) may have perienced program modifications designed to assure
some form of success. It is not uncommon for sitgjgarents, public school personnel or clinici@ans
assume that IDEA-type program modifications willdaailable in community colleges. They are not.
IDEA governs K-12 public schools. It does not gppl post-secondary education.

Federal Regulations

Section 504[29 USC 94] of the Rehabilitation Actl8f73, as amended (most recently in 1998), begins
with these words:

“No otherwise qualified individual with a disabylit .shall, solely by reason of her or his disabillig,
excluded from patrticipation in, be denied the bemdf or be subjected to discrimination under any
program or activity receiving federal financialia&snce...”. Section 504 of the Rehabilitation Att o
1973, applies to any college or university thatrees federal funds in any program. Title 1l of th
Americans with Disabilities Act has similar langeagnd expanded Section 504 protection to private
business.

The Americans with Disabilities Act of 1990 (ADAublic Law 101-336, was enacted on July 26, 1990,
to provide a clear and comprehensive mandate éoelimination of discrimination against individuals
with disabilities. This federal legislation regesrequal treatment of people with disabilities in
employment, public services and transportation)ipattcommodations, and telecommunications
services. Section 202. Discrimination. 42 of tH@AAbegins with these words: [USC 12132]

“Subject to the provisions of this title, no quidd individual with a disability
shall, by reason of such disability, be excludednfparticipation in or be denied
the benefits of the services, programs, or acéisitf a public entity, or be
subjected to discrimination by any such entity.”

Connors State College is a public entity, as s¢hfio Title Il of the ADA. Thus, it is subject the
requirements of the Americans with Disabilities Astwell as the Rehabilitation Act of 1973. Titlef
the ADA prohibits discrimination against qualifigdlividuals with disabilities

with regard to the services, programs, and actwitit Connors State College. CSC is also proHibite
from discrimination against qualified individualsits practices, pursuant of Title | of the Amenisawith
Disabilities Act.
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Compliance Statement

CSC is committed to the spirit and letter of thegkimans with Disabilities Act. The college is also
committed to the nondiscrimination provisions ot&m 504 of the Rehabilitation Act of 1973. Under
Section 504, the College has instituted variousiaidtnative policies, and procedures to ensure
nondiscrimination against individuals with disatls. These policies, practices, and procedures ha
been amended to comply with requirements of the rhaals with Disabilities Act and Section 504.

Accordingly, “no qualified individual with a disdlty shall, by reason of such disability, be either
excluded from participation in or be denied thedfgs of the services, programs, or activities'GSC.
Moreover, no qualified individual with a disabilighall be discriminated against because of theiliisa
of that individual with regard to job applicatioropedures, the hiring or discharge of employees,
compensation, advancement, job training, and démers, conditions, and privileges of employees.

Compliance Responsibility

Responsibility for coordinating CSC’s compliancehwthe requirements of the Americans with
Disabilities Act and Section 504 of the RehabiliiatAct as to student accommodations resides \wih t
ADA Coordinator (918.463.6365). The CSC DirectbHoman Resources (918.463.2931) is responsible
for coordinating accommodations relating to workplaccommodations.
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TRANSITION FROM HIGH SCHOOL TO COLLEGE

LAWS: Different Laws apply

IDEA (Individuals with Disabilities Education Acgnd Section 504 of the Rehabilitation Act of 1978 a
very different, leading to miscommunication betweeilege and high school staff that has studieg onl
the statues applying to their institution. In higthools, for example, under IDEA, the procedures o
special education programs may apply primarily gpecific list of disabilities such as “specifiataing
disability”. High school students who are in whaalirs, may fall under a subpart of Section 50thef
Rehabilitation Act and be referred to as their “56ients. They will develop IEPs (Individual Edatton
Plan) for these students simply because that ipriteedure they have been required to follow urtiakeir
IDEA mandated program. However, Section 504 dodscreate requirements for IEPs in either high
school or post-secondary institutions.

This misunderstanding comes from the practice sfimsng that the IEP or “504 Plan”
developed at a high school will be binding on deg® or university. It does not.

HIGH SCHOOL.:

Individuals with Disabilities Education Act (IDEA)

Section 504 of the Rehabilitation Act of 1973 (Sedpart D)
Americans with Disabilities Act

Civil Rights Restoration Act

AN N NN

POST SECONDARY (Collegiate):
v" Section 504 of the Rehabilitation Act of 1973
v" Americans with Disabilities Act
v Civil Rights Restoration Act

DIFFERENCES:
At the secondary level the high school has respobdlities, which include the following:

v Identify students with disabilities

v Provideassessment of learning disabilities as well asezsv

v Classifydisabilities according to specified diagnostic gatées

v Involve parents or guardians in placement decisions

v Providecertain non-academic personal services

v Place students in programs where they can bemefiny way) by a placement committee with
parent participation and approval

v' Structurea large part of the student’s weekly schedule

v" Modify educational programs

v Prepardndividualized Education Plans (IEP’s)

v Providea free and appropriate education

v Provideappropriate services by the school nurse or healtvice
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The role of the collegiate level institution changeas follows:
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Reasonablerotection of a student’s right to privacy and ¢deftiality as an adult

Provide access to programs and services, for pessith disabilities

Inform students of office location and procedui@sréquesting accommodations

Acceptand evaluate verifying documentation

Determinethat a mental or physical impairment causes a aohat limitation of a major life
activity (see definition of disability) based ondént—provided verifying documents
Determinefor students who are otherwise qualified for pgwaton in the program or service
with or without accommodations, whether a reas@abtommodation is possible
Makereasonable accommodations for students who meebihne qualifying criteria
Providereasonable access to program and service choicas$ teqthose available to the general
public

Suggesteasonable adjustments in teaching methods whiatotalter the essential content of a
course or program

Assurethat off-campus and contracted programs facildils® comply with Section 504 (Subpart
E) and ADA

Inform students of their rights and responsibiitie

(Other differences may exist for post-secondaritutons)

WHEN DOES A STUDENT NEED TO PROVIDE
INFORMATION ABOUT HIS OR HER DISABILITY?

If the student needs accommodations, the studentaiprovide the information and documentation at a
reasonably early date (four weeks) to allow timetlie development and arrangement of appropriate
accommodations. In some cases, as when bookpemésd to be requested from the Visual Services
division of Vocational Rehabilitation Services irubkogee, several weeks advance arrangement is
needed.

» Self-disclosure and documentation can be initialggime during the year. However,
reasonable time must be allowed before the studenexpect accommodations to be in
place.

» Self-disclosure about a student’s disability isykweer, a very private matter.

» Self-disclosure and the documentation steps argreztjonly if students plan to request
reasonable accommodations.

Accommodations cannot be retroactive, and begip aftér documentation is received and reasonable
time for accommodation development has been allowed
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WHAT ARE THE STUDENT’S RESPONSIBILITIES?

In contrast to the student’s responsibilities ighhschool, the student’s responsibilities beconmg ve
important at the collegiate level. Any studenthatdisability must act to identify the disabilignd if
desiring to request accommodations, must take fipaction to request such accommodations for their
disabilities. They must also provide verifying dagentation such as psycho-educational test results,
medical documents and doctor’s statements. Thendectation must verify the disability, describe the
extent of the impairment and provide informatiomjet supports the need for and design of specific
accommodations.

The Student Must:
v Self-ldentify or disclose their disability to the office of tA®A Coordinator on the Warner
campus. (918.463.6365)

v Provide verifying documentation to that designated offid&he ADA Coordinator will evaluate
disability documentation and determine the acconatiod parameters to suggest to appropriate
faculty and staff.)

Obtain assessment and test results and provide themassted by that office.

Act as independent adults, use appropriate self-agvigmategies

Arrange their own weekly schedules

Contact their instructors to activate and adopt accommodatfor each class.

Arrange for and obtain their own personal attendants, tngoand individually fitted or designed
assistive technologies.

AN N NN

POST SECONDARY INSTITUTIONS ARE NOT REQUIRED TO:

Reduceor waive any of the essential requirements of asmar program

Conduct testing and assessment of learning, psycholograalealical disabilities

Provide personal attendants

Provide personal or private tutors; however, tutoring sgginormally available to persons
without disabilities must be accessible to persih disabilities who are otherwise qualified for
those services

Prepare “Individual Education Plans” (IEPS)

REMEMBER: Privacy: Students in colleges and universitiescaresidered adults, with privacy
and confidentiality protections. College staff santalk with parents and guardians about a
student’s academic activities as was typical inZK-1

AN N NN

AN

Eligibility for special education services in higbhools is diagnosis driven (i.e., the student rbast
diagnosed as having disabilities specified in I.B.[E Eligibility for reasonable accommodations in
post-secondary/collegiate level is driven by theesity of impact on a major life activity (i.e., ‘faental
or physical impairment which significantly limitsnaajor life activity”).

College students must structure and plan their stwdy time; colleges do not arrange study periods o
provide for time to do homework during classes.

Professors and classes may differ regarding atteedaquirements, scheduling of assignment due date
and exams. The student must study each professdiadus for each class.

Once again, students with disabilities must aati¢ntify their disabilities; must take specific iact to
request accommodations for their disabilities gigidng to request accommodations; and must provide
verifying documentation such as psycho-educatiteslresults, medical documents and doctor’s
statements. The documentation must verify the diggliescribe the extent of the impairment and
provide information, which supports the need fad design of specific accommodations.
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FREQUENTLY ASKED QUESTIONS

What are some examples of disabling conditions conesl by the legislation?
Here is a list of disabling conditions that are@®d and thus, entitle a student to receive legrsipport
services while attending Connors State College:

» Learning Disability

* Physical Disability

» Attention Deficit Disorder

» Psychological Disability

Definitions and related physical features will loleligessed in the next section briefly. For moreuitkd
information see “Definition of Terms” section.

Is it unlawful for the institution to terminate the enroliment of a student who poses a direct
threat to others?

No. An institution is not required to accept orarata student who poses a direct threat to the
health or safety of others. "Direct threat" is defi as a "significant” risk of "substantial” harm
that cannot be eliminated by reasonable modifioatar the provision of auxiliary aids or
services. The assessment of whether a student pabesct threat of harm must be
individualized and based on current medical knogedr on the best available objective
evidence.

LEARNING DISABILITIES

Federal Definition (P.L. 94-142)

A Learning Disability is defined as a permanenbdier in one or more of the basic psychological
processes involved in understanding or using laggspoken or written), which may manifest itself i
an imperfect ability to listen, speak, read, writgrell, or to do mathematical calculations.

The term does not include individuals with learngrgblems that are primarily the result of visual,
hearing or motor handicaps, mental retardation tiemal disturbance, autism, or environmental, aalfu
or economic disadvantages.

More specifically, a learning disability affectsetmanner in which an individual with normal to abov
average intelligence takes in (input), retainsrésty or expresses information (output). For imstethe
incoming information may become scrambled, divededelayed in one of the following areas: reading
comprehension, written expression, spelling, mathmutation, problem solving ability, organizational
ability, time management ability, visual, audit@nyd tactile perception or spoken language (Lerner,
1981; Myers 1982).

A distinct learning disability frequently reportad Dyslexia (Warderman, 1997). Dyslexia is a geci
language-based disorder characterized by diffiesiith single word decoding, usually reflecting
insufficient phonological processing. Persons wlifhlexia do not necessarily exhibit identical
characteristics. Some people may have severegmstih several areas such as reading, writing,
spelling, listening and remembering, while otheeg/have difficulty in areas such as organizingee#d
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of language. However, one common characteristacsifident with dyslexia is a propensity to reverse
omit letters or words.

PHYSICAL DISABILITIES

Categories of physical disabilities, which are ecedeunder the legislation, include but are nottiuiito:
+ AIDS
» Cancer
» Diabetes
» Head/Head Injury
* Loss of Limb
* Multiple Sclerosis
» Spinal Cord Injuries
e Visual Impairment
* Speech Impairment

Head Injury Categories

Closed Head Injury:
Head injury resulting from rapid acceleration/decation (head is whipped back and forth in quick
motion). This type of injury typically occurs inator vehicle accident.

Open Head Injury:
A visible assault to the head which may be thelregan accident, gunshot would or a variety dfest
outside factors.

Acquired Head Injury:
Head injury, which occurs following cardiac arrestpke or accident such as drowning and many other
causes due to loss of oxygen to the brain.

Minor Head Injury:
Trauma in which the head is struck, or moves vityenesulting in transient alteration of consciness
for which a person may not require hospitalization.

ATTENTION DEFICIT DISORDER (ADD)

Most of the physical conditions listed are assedatith physical features or symptoms that are isgopa
to the human eye, with the exception of head injuryfact, a head injury (which is defined as tretic
insult to the head) may cause physical changeis lnfiten associated with learning and emotional
impairments, which are not readily apparent tohthman eye.

ADD is presumed to be a neurobiological disordat thterferes with an individual’s ability to suista
attention or focus on a task and delay impulsivealb®r. There are three clusters of symptoms
associated with Attention Deficit Disorders; hypeinze, distractible, and/or impulsive. A studeng
demonstrate one, two, or all three of these.
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Hyperactivity:
The adult student may not be running around thenrimbing the walls.” However, he or she appears

to be in constant motion. For example, fingerteet tapping, legs swinging, or body is wigglinge
chair.

It is important to understand that there are tvifedgnt types of hyperactivity. One caused by a
particular situation, which may cease when theasibn changes or the student learns to cope witlsst
The other ADHD is caused by neurological differenicethe student’s head.

Distractibility:

Some students have difficulty filtering out unnesaey inputs. Therefore, they are easily distraatedl
have a short attention span. Other students halems with visual inputs. For instance, the
movements of people, chalkboard color, or enviramadearrangements may distract them. Difficulty
with sound inputs; such as people talking, car $idneeping, telephone ringing are also frequently
reported problems.

Impulsivity:
Some students seem to have a short fuse. Thegtdaap to think before they act. They say sonngthi

and are sorry they said it before they finish. yraeswer the teacher’s questions before he orisisbés
asking. They get angry, yell, and sometimes Titey do not learn from experiences because theyotan
pause long enough to reflect before they act.

PSYCHOLOGICAL DISABILITIES

Any persistent psychological or psychiatric diseroeemotional mental illness resulting in impairhe
of educational, social or vocational functioningegorted by a mental health professional, baseal on
diagnosis from the American Psychiatric Associdtidiagnostic and Statistical Manual of Mental
Health Disorders (DSM-1V).

Examples of Mental Health Disorders:
Depressive Disorders

* Major Depression

* Bipolar Depression

Anxiety Disorders
* Post-Traumatic Stress
» Panic Disorder
* Phobias
» Generalized Anxiety Disorder
* Obsessive Compulsive Disorder

Psychotic Disorders
» Schizophrenia
* Delusional Disorder

Other
e Attention Deficit Disorder**
» Personality Disorder
e Substance Use Disorder

**Most common psychological disability reportedtte Learning Disability Specialist.
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EXAMPLES OF LEARNING ACCOMMODATIONS USED TO
ASSIST STUDENTS WITH A DISABILITY

Academic Accommodations for students with disab#itare made on an individual basis, with input
from the student and the instructor.

Tutor:
An individual who is retained to assist the studemih comprehension of course related materials and
subsequent assignments (e.g. studying, term papens) preparation, etc.)

Reader:
An individual who is retained to read printed metiein person or onto an audiotape. The role ef th
reader is simply to read, not interpret, what sspnted; interpretation of test questions is ingate.

Note Taker:
An individual who is retained to take notes for ghedent during class lecture. Both the note taker
the individual are required to attend the lecture.

Calculators:
Four-function hand held, desktop, graphic, or tajktalculators that emit synthesized speech may be
used to assist the learning disabled students.

Audio Recorder:

These electronic devices are often used in classctwrd lectures. The student should seek peronissi
the faculty member before recording any lectuledight of the fact that many faculty members ptan
publish the information being recorded, student gl asked to sign an agreement (see Appendix D) no
to release the recording, as it might interferdnwlie copyright process.

Sign Language Interpreters:
Students with hearing loss may request the usesigirelanguage interpreter during class, tutorimgy a
testing.

Proof-Reader:

Proof-readers help students who have particuléicdify in their written work, such as the
inability/limited ability to locate spelling and patuation errors. The role of the proof-readerasto do
the written assignment for the student, but to kliecerrors.

Time:

Adjust the time line allotted/allowed for learningsk completion and examinations. For examplerekt
time for completing examinations and assignmenksghvare to be completed in a brief amount of time.
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GENERAL PRINCIPLES OF DOCUMENTATION
(For the student)

Key Idea: Current Functional Impact

Purposes:

Jane Jarrow, Ph.D., President of DAIS and formexchtive Director of AHEAD (Association on High
Education and Disabilities), the purpose of docuiation is “...to establish that one is a student with
disability and has a need for accommodation, théestt must provide adequate documentation from an
appropriate source as to their status as a pergbrawlisability and the functional limitations eted by
the disability that may be addressed through accosation.”

Diagnosis and Degree of Severity

The first purpose of verifying documentation ieestablish the existence of a disability as defimeder
Section 504 of the Rehabilitation Act and the Aroanis with Disabilities ActUnder these statutes, the
severity of a disability or degree of impact oe ffinctions is more important than the name gihen t
impairment or the diagnosis, although both are intgat.

To establish the existence of a disability undeséhstatutes, the documentation must demonstgdte th
the condition is a “...mental or physical impairmémat substantially limits a major life activity...Life
activities that are typically of great importanoecbllege students are such functions as readstgning,
walking, writing, learning, and speaking, as walltke basic functions of eating, sleeping, sittetg,

What else is needed? Please read further!

Current Functional Impact

In order for the College to be able to determinetivbr reasonable accommodations can be designed and
what those accommodations can be, it needs detafl@nation about the CURRENT IMPACT of the
disability. Section 504 of the Rehabilitation Astd the Americans with Disabilities Act specifigall

restrict colleges from having pre-packaged acconatiods that can be taken from the shelf, so tokspea
and automatically provided to persons based odidgnostic name or category of the disability.

Colleges must look at each individual's disabitityd the functional impact of the disability(ies).

However, merely establishing the existence of aldity under Section 504 and ADA does only one
thing, it indicates that the individual has thehtigp access programs and services. It does nant that a
need for accommodations has been supported.

Objective details, sub-scores of testing, desepitiformation specifying what functions are lindgife

how and to what degree, etc. are also needed. iffbignation improves the college’s ability to idiy
accommodation resources available on campus, asd #wvailable in different academic disciplineg] an
apply those resources to assure the best possddemable access to programs and services.

Where national guidelines are available, wherenbagg board accommodations practices are known, or
where the documentation needs for specific prabassare available, ask that your psychologist,
psychiatrist, physician or other professions tdiesé into consideration and provide informationt tid

be of maximum use for you in the widest numberettilsgs as possible.
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Objective Verifying Information

Objective, quantified information is needed to bksh and describe the functional impact of disaes.

In most cases, more than one assessment instrumshbe used and reported. Adequate observations
must have been recorded and reported to establish a

long-term pattern of impairmeftemporary disabilities are not covered by SecB0d or ADA, although

in some cases the College will provide courtesyises).

“Diagnoses” based totally on subjective reportbatiavior tend to be very weak as verifying
documentation, and do not provide strong supporaédcommodations.

Professional reports that include findings reportétl such terminology as “...shows some suggestions
of...” or “...suggests referral for additional assesstifer...” or “...indications of learning

difficulties...” arenot diagnostic conclusions that establish a “...mentahysical impairment that
substantially limits...”, nor would such terminologypically accompany a report that adheres to the
Diagnostic and Statistics Manual published by theefican Psychiatric Association standards.

Who Must Provide Verifying Documentation?

The Americans with Disabilities Act (ADA) and Sexti504 of the Rehabilitation Act are quite specific
The person using programs and services must préividdocumentation. This is the case for persons
with mobility disabilities and all of hundreds abgsible disabling conditions. We understand that ¢
mean considerable expense for students or theilid&amWhenever possible, the Vice President for
Student Services will help a student identify agemor services where they may be able to seek
examinations and testing with minimal or no cost.

In most cases, documentation will be needed frootadal level professionals such as psychologists,
medical doctors, psychiatrists or neurologistse plofessional should be experienced in diagncairly
treating the disability, should prepare the docuaigzn on appropriate clinical stationery, shoufghs
the document and should be able to provide theeGelwith verification of their experience and exiger
in the specialty if asked.

The Collegedoes noprovide testing for disabilities. That may costraith the practice experienced by
persons with learning disabilities, for examplehigh school or elementary school.

Current Documentation

Ask yourself what describes the CURRENT functidngdact of the disability. Obviously the answer
differs for different situations and conditions deneral, colleges and universities across thiemask
for documentation that is somewhere between twd@mdyears old. They tend to ask for
documentation from assessment of the person adudin &ith testing instruments that are approprfate
use with adults; they tend to ask for more recextichentation for disabilities that may be affedtgd
treatment that is ongoing or underway. ConnorteSiallege will normally accept documentation four
years old or less.
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SUMMARY OF GENERAL PRINCIPALS FOR
DOCUMENTATION

Remember the two distinct purposes of documentation

1. To establish that the individual has a disability.
2. To describe the functional impact of the disabildy use in establishing the need for and the
design of accommodations.

In addition, the documentation should reflect¢herent functional impacof the disability, if possible,
with and without mediating measures.

The college may need to request new, additionapdated documentation. Further assessment by an
appropriate professional may be required if cotegdearning disabilities or other disabling carmmhs
are indicated. Appropriate accommodations areibolatively determined by the student and the Vice
President for Student Services.

Method of Notification

The ADA Coordinator will provide the student’s ingttors a memo outlining the recommended
accommaodation(s) and when appropriate, providéntsteuctor with a series of options or choices.eTh
student will receive a copy of this membhe student should meet with each instructor afss or
during the instructor’s office hours (identified tre instructor’s syllabus), to activate and ad#p
accommodations for each class.

Colleges are not required to provide the requestguieferred accommodation, although they often can
provide an accommodation very close to that regddsy the student.

If the student requests accommodation and provfesecessary documentation, collegesrequired
to provide reasonable, effective accommodationslifabilities that are adequately verified and
documented. Colleges are not required to provideramodations that waive or reduce essential
program requirements, or that create conditionspgbse a danger to health, life or self or other
individuals. (Section 504 of the RehabilitationtAor simply...danger to others” in Americans with
Disabilities Act.)

Timing of Notification
Information will be available during the week prdue the first day of classes for those whose rsigue

and verifying documentation were provided to ADAo@dinator well ahead of the beginning of the
semester (usually four weeks or more).

If students need information regarding the acconatiods that will be recommended for them earlier
than the first week of classes, they may requestitiiormation from the office of the ADA Coordirmat
after all verifying documentation has been receized the staff has had ample time (allow two weeks
busy periods of the year) to review the documedRsview time can vary greatly depending on the neatu
of the documentation and whether evaluators with&leed to provide additional evaluation.)

The ADA Coordinator sends to the student a coph@faccommodation request information that has
been sent to the instructors. The student isitructed to meet with each of his or her profestm 1.)
Activate the accommodation, and 2.) Adapt or mothfyy accommodation. The modification should be
equivalent to those suggested and of comparal#etaféness. Whenever possible, this meeting with
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each instructor should be in the instructor’s mh#id office hours (see each instructor’s classisyf)
and in private.

REVIEW OF CLASSROOM ACCOMMODATIONS?

A student or faculty member disagreeing with a nec@nded classroom accommodation, or a
recommendation from the ADA Coordinator that nocswmodation is warranted, may request further
review by the Developmental Department Chair ard tihe Vice President for Academic Affairs of the
matter..

1. This request for review must be made in writinghivitfive (5) working days of the date that the
student received notice of the decision from thedADbordinator. The student is encouraged to
submit any supporting attachments along with trequest for review.

2. The Office of the ADA Coordinator will forward cags of the student’s request and supporting
documents to the affected faculty, Division Ch3jrgmit administrator, Developmental Department
Chair and Vice President for Academic Affairs. &ibse receiving notification of the review must
maintain confidentiality regarding the request.e Hificials will consider the request and provide a
written opinion to the Vice President for Academftairs within three (3) business days of receipt o
the information.

3. The Vice President for Academic Affairs may sealhtecal and legal advice from the Office of
ADA Compliance and/or the Office of Legal Counsetite Board of Regents regarding the matter.

4. The Vice President for Academic Affairs will notiflge student of the result of the request for revie
within ten (10) working days of receipt of the statls written request.

The Vice President for Academic Affairs will norfyainake a decision within five (5) working days
from the receipt of the request. A copy of theisiea will be forwarded to the student and all afésl
college officials. There is no further appeal ofls decision.

The student and faculty/administrative officialsynmautually agree to some other form of
accommodation at any time in the review procebsudh an agreement is reached, the agreement must
be in writing, signed by the student, and the nevpeocess will automatically be terminated.

REVIEW OF CURRICULAR ACCOMMODATION?

A student may request a change in curricular oreegequirements in order to accommodate their
disability by the following procedure.

1. Submitting a written request to the appropriateifdon Chair and the Vice President for Student
Services.

2. The Division Chair and the Vice President for Stutdgervices will review the request to assess
whether the student has the ability to completeé@ular or degree requirements as ordinarily
required by the department and College and makenaal recommendation.

3. The Vice President for Student Services will thetifp both the student and the Vice President for
Academic Services (or designee) of their recommgmralan writing within ten (10) working days of
the receipt of the student’s request.

4. The Vice President for Academic Services (or desgnvill then consider the recommendation of
the Division Chair and the Vice President for Studgervices and the academic requirements of the
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curricular or degree program at issue. While ezse inherently must be judged on its own merits,
consideration will be given to the actions takesimilar cases in the past to ensure fairness and
comparable treatment.

If the Vice President for Academic Services (origiese) concludes that the requested
accommaodation should be denied, that recommendatic be supported by a rationally justifiable
conclusion that available alternatives to the uscabdlemic requirements would result either in
lowering academic standards or requiring substgmtimyram alteration and must set forth in detalil
the factors considered by the faculty/administeatifficials in arriving at that conclusion.

The Vice President for Academic Services (or deymvill send a copy of the decision to the
student, the appropriate Division Chair(s) and \WReesident for Academic Affairs within ten (10)
working days following the receipt of the request feview.

Grievance Procedure

If the student disagrees with the decision by tBAACoordinator (or designee), the student may stibmi
a request for further review to the Developmentap&rtment Chair within five (5) working days of
receipt of the decision.

1. The Vice President for Academic Affairs may seekdmmic, legal, or technical advice from faculty,

College officials, and/or the Office of Legal Coehthe Board of Regents. The Vice President for
Academic Affairs will normally make a final decisiavithin fifteen (15) working days and will
communicate such decision to the student and affeCbllege officials and faculty. There is no
further appeal of such determination.

The student and faculty/administrative officialsynmautually agree to some other form of
accommodation at any time in the review procetsudh an agreement is reached, the agreement
must be in writing, signed by the student, andrévéew process will automatically be terminated.
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TRANSFERRING TO A UNIVERSITY?

Students planning to transfer to a university neasitact the office, which provides disability
accommodation services on that campus. It shouldome well ahead of time of transfer. Universitie
are required to identify the location of the offib&at provides disability services. The universiayalog
should have the location and phone number of #vaice clearly identified.

NEARBY university contact numbers are:

Bacone CollegeMuskogee: Office of the Registrar
918.683.4581, email addressainterb@bacone.edu

Northeastern State University, Tahlequah: Office of Student Affairs, Administiaii Bldg.
918.458.2120
Oklahoma State University, Stillwater: Disabled Student Services

405.744.7116
University of Oklahoma, Norman: Disability Resource Center
405.325.3852, email addressc@ou.edu

University of Central Oklahoma, Edmond: Human Resources
405.341.2930 x 3348
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DOCUMENTATION GUIDELINES FOR DIAGNOSING
PROFESSIONALS

(For use by the professionals (doctors, etc.) whagpare verifying documentation)
Key Points

The College does not present the following guiéslias a mandatory format for verifying a disability
They are intended as an outline of suggestionsiarmion that will aid you in writing and gatherinige
needed information. Following these suggestiotisas$ure that the documentation you provide your
patient or client will be useful in the widest nianbf post-secondary educational, testing and
employment settings.

KEY PRINCIPLE: CURRENT FUNCTIONAL IMPACT
If you have time to read only this page, please tio¢ following points:
PURPOSE OF DOCUMENTATION: Two basic purposes are:

First, to provide verification that the individuads a disability that meets the definition contdiimethe
Americans with Disabilities Act of 1990 and Sectk(¥ of the Rehabilitation Act of 1973 as amended i
1998, and Second, to provide enough descriptianmition about the current functional impact of the
disability so that appropriate accommodations eandmsidered and designed for the individual in a
college academic setting.

CURRENT FUNCTIONAL IMPACT: Education (and employment) setting accommodatioh®e
based upon the “functional impact” of the disabilivVerification of a disability alone may not supp
accommodation. Functional impact may be adequdtsdgribed by a complete audiogram (hard of
hearing), by the report of a psycho-educationatpsipgical assessment prepared to APA standards, or
by an ophthalmologists report (vision impairmert)may include statements such as: “...cannot grip a
pen more than five minutes at a time,” or “...muanstand stretch at least once every 20 minutes,” or
“...must always have water available to drink,” or Will be distracted and lose concentration most when
in the presence of visual distractions (or audiather).”

TERMINOLOGY: Diagnostic and functional impact information esbdescribed using the standard
terminology of the DSM IV wherever applicable, afuld be supplemented with descriptions that can
be understood across academic disciplines by egllipgtrsons (see “Confidentiality” on the next page)

ACCOMMODATIONS DESIGN: If the professional who drafts and assemblesltoementation
knows of and has independently verified accommodatthat may have been effective for the individual
in similar academic settings in the past, we apphdo have that information to add to the optiaes

will be considering with the student.

Colleges and universities are not required to nak®mmodations or program modifications that would
change the nature of the course or curriculum dvevany requirements that are considered essential
elements of the course or curriculum.

DEFINITION OF DISABILITIY:  The ADA of 1990 and the applicable section of &#fefor 1973

define a disability as “...a physical or mental impzent that substantially limits one or more of the
individual’s major life activities (e.g. in the m@a@r, method or duration of walking; seeing; hearing
speaking, breathing; learning...etc.).” (It also pdas protections to individuals who must care for
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persons with disabilities or who have been regaedeldaving a disability and experienced discrinnomat
as aresult.)

Decisions made by the U.S. Supreme Court in thereemof 1999 suggest that information needs to be
included in the documentation describing the fural impact with and without mediating measures
such as medication, and that the college is toidenthe impact of the impairment or disabilitythe
person actually functions when enrolling in thdegd’'s programs or using its services.

CONFIDENTIALITY: Documents verifying and describing disabilities kept in the Office of the
Vice President for Student Services. These doctsvard any detailed information about an indivitkual
disabilities are kept in locked files under supsioii of professionals. Information sent to facabd
learning lab staff will contain only information @it the accommodations to be arranged or adapted to
the specific class and academic discipline. Elahis provided to the student’s professors onty the
student’s written request and permission. Occadlijgron a professional need to know basis, limited
information about a disability may be shared vdybalth a faculty member to facilitate the
accommodation service.
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INFORMATION RELEASE
(For Use by Student)

Most physicians, psychiatrists, psychologists agldted clinicians will have their own release
forms. Some may require that you use their form.

In case you need to provide your own release swienor wish to initiate the request and

release yourself by mail, the following genericessde form may be used. You may complete
and sign it and give it to the physician (or psyolet, etc) along with a copy of the appropriate

documentation guidelines(s) selected from the Valg pages.

SSSSS5555355D55D555D5555535S5S5S5D5S335335S3S5S5S53S5SO DSOS

SEND TO: ADA Coordinator
Connors State College
RT 1 Box 1000
Warner, OK 74469

INFORMATION RELEASE

l, henabprize the release of disability
related information to the ADA Coordinator at ComsdState College for the purpose of
establishing the existence of a disability undecti®a 504 of the Rehabilitation Act or the
Americans with Disabilities Act, and for use in etetining my eligibility for the design of
reasonable educational accommodations.

DATE OF BIRTH( D.O.B.) IGBIATURE DATE
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DEFINITION OF TERMS

Disability : Section 504 of the Rehabilitation Act and the Aoaars with Disabilities Act
protects and considers a person disabled if heher s

1. has a mental or physical impairment that substintienits one or more of the
major life activities of that person,

has a record of such impairment; or

who while not actually disabled, is regarded adrsuch an impairment

has a record of being discriminated against becaliseing regarded as disabled
has a person with a disability dependent on hitnepr(associated with a person
who has a disability).

abrwn

Otherwise Qualified: The term qualified individual with a disability meaan individual with a
disability who, with or without reasonable modifiicens to rules, policies, or practices, the
removal or architectural, communication, or tramggdmn barriers, or the provision of auxiliary
aids and services, meets the essential eligibgyirements for the receipt of services or the
participation in programs or activities provideddypublic entity (Sec. 201. Definition. 42 USC
12115.c. (2)).

What does “otherwise qualified” mean at a commuadlege known for “open admissions”?

Students with disabilities are admitted to Conritite College on the same basis as all other
students, without regard to accommodations (infolonaabout disabilities is not sought or
recorded in the Office of Admissions and Records).

Students with disabilities must meet the same presées specified for all students for each
class. Appropriate accommodations, use of adapgsienology or other services such as
American Sign Language interpretation may be usedbissroom and testing situations where
minimum reading, writing or mathematical abilitea® accessed to establish course prerequisite
minimums. However, persons with disabilities nmstet the same prerequisite requirements as
all other students. Similarly, students with disiibs must meet the same academic program
requirements as are established by the Collegallfstudents and as are outlined in the College
catalog.

Students with disabilities may request appropr@isommodations as they pursue their
academic studies. Accommodations are all about B&®to the College programs and
services, including access to quality academiocdstals.

Substantial Impairment: Rather than specifying particular disabilities, Araericans with
Disabilities Act and Selection 504 of the Rehaildn Act set the criteria for an individual's
protections at the threshold of a mental or physicpairment that substantially limits any major
life activities. It is terminology that reflect®me central aspect of the process of determining
whether a person has a civil right to accommodatfondisability. It is central language to
watch for in reading rulings by the Office of CiRights and court decisions related to disability
services.
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In most cases, there is little dispute regardingtiver an individual student has a substantial
limitation or impairment. There is a large bodyaofudication to aid colleges in deciding
individual cases, as decisions made under the BR@habilitation Act in most cases reflect the
same statutory language as included in the Amesioath Disabilities Act.

Documentationt Verifying documents which substantiate a persor@atal or physical
impairment and which describe the impairment adégjydor the College to be able to
determine the degree of resulting limitation onaanlife activity and to aid in the design of
reasonable accommodatians

The student must provide documentation to the gelleAll disabilities must be verified with
documentation; a very few can be documented bypffiee of Services to Students with
Disabilities based upon observation in the offic@® campus, in which case that observation
will be recorded as documentation in the studdilés However, that may limit the extent of the
accommodations made available; the more completddbumentation, the better focused the
accommodation design can be.

Verification: That aspect of the documentation that is collettedstudent’s file which verifies
the existence of a disability. (See also definimbridocumentation” above.) The student must
provide verification.

Accommodation Adjustments made in course materials or instruetionethodology,
which do not change the essential nature of acaclamd technical standards of the
course:

* Adjustments made in the physical attributes ofessioom such as provisions of tables
and or chairs, which do not disrupt the essentiavities of the class or program

» Assistive technology made available to persons dighbilities in College Learning
Labs, the Library, Test Center or Classroom

» Services such as ASL interpreters, readers, scaibeés$est proctors

Essential Nature of a Course This is a language from applicable case law; reé David
decision: Colleges need to identify the essept@hents of each course requirement and
curriculum program. Colleges are not required &éove or substitute alternate courses in place
of courses, which are essential elements of progiram

Reasonable Reasonable is a term central to disability servaresthe design of
accommodations. Colleges must provide accommatatmassure reasonable access to persons
with disabilities for all institutional programs @duservices.

A request to provide ASL or sign interpretatiompypde books on tape, multi-media resource
materials or extended time for pencil and papemgsituations would most likely be
considered a reasonable accommodation requesppbsted by verifying documentation.

A request for an accommodation, which would waieedssential element of a course, would be
determined to be unreasonable.

A request for accommodations which would put tlygiesting student or others in danger of
harm would be considered an unreasonable accomnurdat
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The staff of Services to Students with Disabilitieaintains copies of guidelines and Office of
Civil Rights (OCR) or court decisions, which aiddatermining the reasonableness of
accommodation requests and services.

Learning Disability: The term Learning Disability is a general term ttedérs to a
heterogeneous group of disorders manifested byfisigmt difficulties in the acquisition and use
of listening, speaking, reading, writing, reasoniogmathematical abilities. These disorders are
intrinsic to the individual, presumed to be duedatral nervous system dysfunction, and may
occur across the life spafroblems in self-regulatory behaviors, social p@toen, and social
interaction may exist with learning disabilitiestlilo not by themselves constitute a learning
disability. Although learning disabilities may occur concanity with other handicapping
conditions (for example, sensory impairment, mergtdrdation, serious emotional disturbance)
or with extrinsic influences (such as cultural éifnces, insufficient or inappropriate
instruction), they are not the result of those ¢omas or influences. (National Joint Committee
on Learning Disabilities, 1988).

A “specific learning disability” may be describes dyslexia, dyscalculia, dysgraphia or other
specific diagnostic term. Each of these, in tuas hs special definition as well as subcategories.
Professional journals and other scholarly resouacesised to follow the development of on-
going research across a number of scientific andexric disciplines to monitor new questions
and new findings. Research in fields related aoreg disabilities is frequently described as
“trans-or multidisciplinary”. It is also inter-fional with important studies underway in cultures
with widely differing language systems. “Dyslexi@bne is the focus of must international
research, and is further divided into questionsclvhre being explored, such as “developmental
dyslexia, surface dyslexia, language impaired, phagical “clumping”, genetic, auditory, and
other sub-categories, reflecting fascinating qoestbearing on language development.
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APPENDIX A. Example Letter to Student
Date

(Dear Student Nam®@ )

The attached information (see Appendix B) and esgdior accommodations have been sent to
your instructor (s), and/or Physical Plant for thleoming semester. Please review the informatiah a
double-check it for accuracy and completeness.r Yegponsibilities as a student include the folluyvi

* Read, study, and follow class syllabus (providedanh course).

* You are advised to meet with each of your instmgctturing their office hours before or
after class to activate the enclosed accommodatodsto adapt them for each class
situation. Have the instructor’'s course syllabuthwou for review. Be sure you
understand the requirements of the class, examdsihend policy, as well as all
requirements for the class.

* Lead off with interest. Thumb through the textreadings for each class and find
something that interests you. Maybe it will beuestion you want to ask. Start your
meeting with each instructor by showing an intelieshis or her subject, or ask a
perceptive question. THEN discuss the suggesteahamodations.

» Attend class, and follow your instructor’s instiocis.

* Arrange your own detailed daily schedule allowing &mple hours of high-energy time
for homework each week. Plan for two or three batudy time for EACH hour you
attend class.

» If you feel that the requested accommodations oeféactive equivalent has not been
made available to you, please inform my office.

* If you have changed your schedule, have any suggssbr corrections, please call
(918.463.2931), stop by my office on the Warner masn and ask for me, or send an e-
mail.

* You may also leave your materials with the AcadeAdwisor or the Registrar’s Office
at the Downtown Campus. Please ask that they fdrtiem to my office on the Warner
campus.

* Please let us know if your class has been assigraitferent room number or if a new
professor has been assigned to your class section.

| look forward to meeting with you as needed thtoug the semester. Good luck with your
academic pursuits. Please notify this office ifiyeeed accommodations next semester.

Sincerely,

ADA Coordinator
Connors State College

Copy to: File
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APPENDIX B. Example Memo to Instructor

Date r\/
Dear Instructor: \ c \J
2

The following student has registered for your,ceyur ame’and section) this semester and
has requested that | inform you that (he/s Ch&mameated disability. For this reason, certain
(physical and/or academic) accommodations are Jefed¢his student to have an equal
opportunity to demonstrate énowled esBfdbigrse content. As you may know the
college is required by law t ”\)rowd abtmaunodatlons to enable him/her to succeed at
Connors State College. ﬁ

h
Based on the stud@sa ity the following@oenodations would be reasonable:

Sign Language Interpreter 1 Other

[l Reader for Exams [ Extended Time to Complete Lengthy Writing
[1 Taped Lectures Assignments/Papers

[1 Large Print (font) on exams [ Use of / or Access to Computer Adaptive

1 Note Taker Equipment: [ Four Function Calculator
[1 Proof Reader [1 PC-Spell Check/Grammar
O

O

Extended Test Taking Time

The student will meet with you to discuss theseoasnodations as they relate to the specific
demands of your course. Your input in this progessportant, as the accommodations should
in no way compromise the essential elements orctgeof your curriculum.

If you have any questions regarding this lettertloe requested accommodations or need
assistance with implementing the accommodationsagal contact me at (918) 463-2931 ext.
6296. | look forward to working with you to prowedeasonable accommodations for (student
name).

Sincerely,

ADA Coordinator
Connors State College

Copy to: File
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APPENDIX C

ACCOMMODATIONACTIVITY FOLLOW-UP

During the past semester accommodations were arranged for you. We are eager to learn how
well the accommodations have worked and what suggestions, if any, you can provide. Please

take a few minutes to complete the following questionnaire and return it to the office of the Vice
President for Student Services.

(Use the rating scale 1 through 5, with 1 the lowest satisfaction, 3 neutral, and 5 is the highest
level of satisfaction; leave blank if the question does not apply to you.)

Please Circle One
1. Services to Students with Disabilities were easy to access. 1 2 3 45

2. Information explaining how to apply for accommodations W&S% 12345
and easy to understand.

3. The Disability Services staff was available when rg@d the}n. 123405
4. The Disability Services staff was frien?[y Q]d\\\\madeﬁe feelwelcome 1 2 3 4 5
and secure.
I
5. Accommodations were Ie andaﬁpproprlate 123 45
Type of accommod&o optlonal
=
6. | received a copf reﬁcommodatlon request prepared by the Yes No
Advisor to Stu f Disabilities that was sent to my instructor or
to the College’s Physical Plant office.
7. Actual accommodations, which | received, were those described on Yes No
the request, which was prepared by the Vice President for Student
Services.

8. In what ways have accommodations arranged for you made a difference in your
college experience?

9. In what ways is college making a difference in your life?

10. I first learned of accommodation services for disabilities from:

Counselor Catalog Syllabus Other Student
Professor Other:

YOU MAY ALSO MAKE SUGGESTIONS ON THE BACK.
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APPENDIX D

Student Agreement for Taping Lectures

, understand that the
Student’s Name

information contained in the tape recorded lectaresprotected under federal copyright
laws and may not be published or quoted withoutesged consent from

d widrout given proper

Instructor's Name

identification and credit to

Instructor's Name

| agree to abide by these guidelines with regam@hiplectures | tape for

Course Titleymber and Section

Student’s Signature Date
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