Shenandoah University-Disability Services Accommodation Form
ACCOMMODATIONS OF PERSONS WITH DISABILITIES POLICY 
As part of Shenandoah University’s commitment to upholding the letter and spirit of the laws that ensure equal treatment of people with disabilities, the university recognizes and adheres to the mandates of the Rehabilitation Act of 1973 and the Americans with Disabilities Act of 1990. It is the policy of Shenandoah University that no otherwise qualified individual is denied reasonable and appropriate access to or participation in any program or activity of the university because of a disability. Pursuant to this policy, the Office of Disabilities Services (located in the Academic Enrichment Center) is a resource for students, faculty and staff. Any individual who believes he or she has a disability covered under disability laws can provide the requisite documentation and request accommodations and resources from Disability Services.

POSSIBLE ACCOMMODATIONS
Student needs will vary according to the individual course requirements and the nature of the disability. The University is not necessarily required to provide every accommodation which may be requested by a student. Students should note that the requirements for accommodations for post-secondary education are different from the requirements for high school and that the accommodations themselves may differ. The student’s preferences are considered but not determining. Accommodations may take many forms and generally apply to three broad categories: teaching and learning, demonstrating knowledge, and meeting academic requirements. The following are examples of each category:

Teaching and Learning
· Use of tape recorder for lectures

· Use of assistive technology

· Use of American Sign Language interpreters

· Use of particular types of desks and other furniture

· Use of comprehensive syllabi (i.e., more detailed syllabi)

Demonstrating Knowledge
· Examination modifications (e.g., extended time, oral exams, readers, testing in a quiet environment, use of a word processor for essays)

· Extended time for assignments. Under certain conditions, "extended time on assignments" may be an appropriate accommodation. This accommodation must have supporting documentation. It is granted on a case-by-case basis and must be negotiated with the professor in advance of the assignment due date. The student and professor should come to an agreement on the specific amount of extended time and due date for each assignment receiving this accommodation.

· Nontraditional ways to determine knowledge, mastery and competence

· Use of a testing lab

Meeting Academic Requirements
· Substitution or waiver of certain classes

o Students who wish to request an exemption due to a specific disability should contact Disability Services so that they may be referred to the correct college or department for further information. Disability Services makes no determination regarding course substitutions or waivers.
· Priority registration

· Extended time to complete course requirement

· Use of a scribe or note taker

o Scribes are available for students requiring such assistance. This service is usually provided for exams. Requests for scribes should be made at least a week prior to the time the service is needed.

o Professors are asked to assist students in locating a volunteer note taker in their class by circulating a Note Taker Request Form. The student should return this form to Disability Services. 

· Preferred seating

· Extended time on assignments or projects

o Under certain conditions, "extended time on assignments and/or projects" may be an appropriate accommodation.  This accommodation is only granted due to mitigating circumstances and with supporting documentation.  This accommodation is granted on a case-by-case basis and must be requested prior to the project deadline.  Time limits are negotiated between the faculty member and the student and are generally short extensions of time (i.e. 1-2 day extensions).

· Use of word processor for written work

· Assignments presented orally and in written form

· Physical access

o Every effort is made to reduce barriers to classrooms and other university facilities. Students with accessibility problems should contact Disability Services as soon as they become aware of the need for an accommodation. 

o Parking accommodations are handled through Shenandoah University Campus Security Office. Students may contact the campus Security Office at (540) 678-4444.

· Use of adaptive equipment

· Use of books in an alternative format 

· Reduced course load

o Students who need reduced course load status should make an appointment with Disability Services to discuss the process for making this request.

· Scheduling accommodations

o Priority registration is available to students who are registered with Disability Services.

· Housing accommodations

o A student requiring specialized accessibility needs as a residential student must first contact Disability Services when seeking housing accommodations. The student will need to provide documentation of the disability. The director will handle each request on a case-by-case basis.

· Dietary accommodations
Examples of Accommodations Not Made 
The university is not required to provide personal assistants, individual personal tutors or coaches, or personal assistive technology. Whenever possible, Disability Services will refer students to agencies that may provide personal assistance of that nature. The university is not required to make, and does not make, accommodations that would reduce academic expectations or standards or eliminate essential components of any course. Open-book tests or exams are not provided as an accommodation but may be a part of any particular professor’s methodology for instruction and testing.
Accommodations are not retroactive. Students must give their accommodation form to their professors at the beginning of each semester. Professors can provide accommodations only after receiving your accommodation letter. Accommodations cannot be given until the professor is provided the form.

Accommodations provided to a student in high school, or by other colleges or universities, may not automatically be provided by Shenandoah University.

INSTRUCTIONS FOR USING ACCOMMODATION FORMS
Students must provide Accommodation Forms to professors in each course in which they wish to receive accommodations. 

1. Make an appointment during office hours with each instructor. It is not best to try to give them the letters before or after class! 

2. Discuss with your professors what your strengths and weaknesses are and how you think the accommodations will help you in the classroom. You do not have to disclose what your disability is. However, this disclosure may open the door for professors to ask questions and for you to educate the professor about the particular disability. 

3. Sign and date the Accommodation Form. As you give each professor the form, have him/her sign and date each copy. The professor will keep the "Faculty" copy in a confidential file in his or her office. The "Student" copy should be returned to the Disability Services and kept in your confidential file. 

4. If you or your professors have questions or concerns about your accommodations, please contact Disability Services at (540) 665-4928.
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STUDENT NAME: ____________________________________ 

COURSE:____________________________________________
INSTRUCTOR:________________________________________
ACCOMMODATIONS I MAY REQUIRE IN ORDER TO PROVIDE_EQUAL ACCESS TO MY EDUCATION:

NOTE TO PROFESSOR: This Accommodation Request Form has been prepared in consultation with me. This information is CONFIDENTIAL. The accommodations listed above are in keeping with Section 504 of the Rehabilitation Act of 1973 that requires non-discrimination of students with disabilities in post-secondary settings. We encourage you and the student to develop strategies for the implementation of the accommodations. Test proctoring is the responsibility of the professor. Students are instructed to remind you 2-3 days in advance so that you can make testing arrangements. Please contact Disability Services (located in the Academic Enrichment Center) at 665-4928 if you have any questions regarding this student or would like additional information concerning the rights of students with disabilities.
Director, Disability Services 
______________________________________________________

Professor’s Signature Date

______________________________________________________

Student’s Signature   Date
