Classroom Accommodations Process
If you have a student with a disability . . . 
· If a student discloses a disability but does not provide you with a Memo from the Services for Students with Disabilities office (SSD), please refer the student to the SSD office in Schwitzer 206 and explain that you cannot provide accommodations without notification from this office.  If a student gives you disability documentation such as a psychological report or a doctor’s note, do not accept the documentation.  Instead, let the student know SSD is the office designated to review such information and refer them to SSD.
· Once a student has established their eligibility for services with SSD, he/she will bring you a memo from SSD on official letterhead detailing the testing/classroom modifications which you are to provide.  A sample of the memorandum is provided at the end of this document. 
· Reasonable accommodations are designed to offset the substantial limitations imposed by the disorder, not to alter essential elements of courses or programs.  It is important not to question a student as to whether a documented disability exists.  The SSD has an extensive documentation process that all students must adhere to in order to receive “disability status.”  Please be assured that if you receive a Memo from the SSD office, the student has been determined to be a qualified individual with a disability.
· The student will give each professor a copy of this Memorandum for reference, and each professor will be asked to sign the student’s original copy.


· Provide disability modifications only after the student provides you with a memo from SSD. 
 
· The student is to meet with individual instructors to discuss arrangements for their modifications.  Most requests are for testing modifications.  Be sure that the arrangements you make provide a testing situation that is comparable to the classroom setting.  This means hallways, break rooms, busy offices, public areas of libraries, starting in one location and moving to another, etc. may not be appropriate options.  These arrangements should be negotiated and determined well before the first quiz/exam.


· Review the Faculty Resource area on the SSD website at http://ssd.uindy.edu and feel free to call the ADA Coordinator, Debbie Spinney, at (317) 788-2140, if you have questions.  Each SSD student is asked to sign a release form giving me permission to speak specifically to their instructors.


· Other classroom considerations to keep in mind:

· Auxiliary aids: The SSD office coordinates such services as note takers, readers, sign language interpreters, etc. We may call upon you for assistance in finding a note taker. 


· Access to computer technology: UIndy makes every attempt to ensure computer access. SSD has information regarding voice-activated computing, specialized keyboards, and much more.  Please consult with SSD and Computing Services when planning classroom websites and other materials if there are access needs.



· Showing films: To ensure access to videos for students who are deaf or hearing-impaired, plan ahead and see if there is a captioned version available. 


· Field Trips: When planning a field trip and providing transportation for the class, please plan ahead if there are access needs. 

See sample memorandum on page below
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MEMORANDUM
To:

Faculty Colleagues

From:

Deborah L. Spinney, Executive Director for Student Development

Date:

September 9, 2007

Subject:  
ADA Accommodations for Jane Doe

I am the University of Indianapolis compliance officer for the Americans with Disabilities Act.  In that role, it is my responsibility to notify you that a student has presented sufficient documentation of a certifiable disability and has requested certain accommodations under the act.  Please know that you are required by law to make the cited accommodations.

Jane Doe has demonstrated to my satisfaction that she has a learning related disability which affects a major life activity.  In order to provide her with equal access to learning, you are requested to provide the following accommodations:
1. Provide extra time (double time, if necessary) on tests.  This time may be provided by having the student arrive early for class, stay late, or by other mutually agreeable arrangement.

2. Provide extended time allotments for completing long, written, in-class assignments.

3. Use of a tape recorder in class for lectures.* *It will be the student’s responsibility to obtain their own auxiliary aids, such as a tape recorder and calculator.

4. Assistance identifying a classmate willing to share his/her notes. Special note taking paper for the student to use is available by contacting Paula Hyde in Schwitzer 206.

If I can be of assistance in helping you make these accommodations, please call my office at (317) 788-2140.

Sincerely,
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Deborah L. Spinney

* * * * * * * * * * * * * * * *
Instructors:  Your signature confirms that you are aware of the accommodations that need to be provided.

Printed Name:________________________________________________________
 

Signature:___________________________________________ Date: ___________     

Printed Name:______________________________________________________
  

Signature:___________________________________________ Date: ___________      
