Access Services for Students with Disabilities:  Guide for Faculty 
Access Services provides auxiliary aids, academic adjustments and other accommodations and services for students with disabilities at Evergreen State College.  Access Services also supports faculty to ensure students with disabilities are provided an equal opportunity and access to academic materials, instruction and activities. This handbook is a guide to assist you in this endeavor. 

MANDATES 
There are two legal mandates that protect students with disabilities from discrimination and ensure that they have equal access to all aspects of college life. These laws include Section 504 of the Rehabilitation Act of 1973 and the Americans with Disabilities Act (ADA) of 1990. 

Section 504 of the Rehabilitation Act states: “No otherwise qualified individual with a disability in the United States…shall, solely by reason of his or her disability, be excluded from participation in, be denied the benefits of, or be subjected to discrimination under any program or activity receiving Federal financial assistance.” 
Title II of the ADA states: “A public entity shall make reasonable modifications in policies or procedures when the modifications are necessary to avoid discrimination on the basis of disability, unless the public entity can demonstrate that making the modifications would fundamentally alter the nature of the service, program, or activity.” 

Under both Section 504 and the ADA, the term “auxiliary aids and services” includes:  qualified interpreters, notetakers, transcription services, text books and other written materials in alternate format, Braille materials, acquisition or modifications of equipment or devices, or other similar services and actions.

Definition of a Disability:  ADA and Section 504 define a person with a disability as “…someone with a physical or mental impairment that substantially limits one or more major life activities.”

Washington State Law:  Under Washington State Law (28B.10 RCW), “…institutions of higher education are obligated to provide services to students with disabilities.”  The definition of disability follows the federal guidelines.  “Reasonable accommodations” include certain “core services” which are outlined in the statute. 
What are the implications for higher education?

1. Students with disabilities must be afforded an equal opportunity to participate in and benefit from all postsecondary education programs and activities.  This includes any course, course of study or activity offered.

2. Rules or policies that serve to limit students with disabilities from fully participating in a program or activity may not be imposed.  

3. Academic standards should not be compromised, but auxiliary aids, academic adjustments or other accommodations must be provided on a case-by-case basis, to afford qualified students with disabilities an equal educational opportunity.

In our efforts to provide appropriate services, Access Services works to make sure services are in compliance with the law. At the same time, we are available to assist you in making sure that your efforts as instructors of students with disabilities are also consistent with the law.   You are encouraged to contact our office anytime you have a question or need assistance:  (360) 867-6348.

Auxiliary Aids, Academic Adjustments and other Services:

Access Services collaborates with students with documented disabilities and their faculty to provide reasonable accommodations, auxiliary aids, and support services that are based upon the documentation provided, the impact of the disability, and an individualized assessment of needs. Students are supported in learning and using advocacy skills to request appropriate accommodations and auxiliary aids and services. 

Faculty are involved in a myriad of ways, i.e. assisting in arranging for notetakers, helping to facilitate the use of interpreters or captioners in the classroom, and collaborating with students and Access Services staff to make sure books and other print materials are converted to alternative media when needed.  Students, Access Services, and faculty need to work together to ensure access to the classroom and learning activities. 

Note: Access Services does not provide assistance or equipment of a personal nature, such as homework assistance, typing, personal laptops, or personal aids. 

Some of the services we provide:
1. Exam Accommodations 
Access Services works with students and their faculty to create an exam environment that matches the in-class exam parameters as closely as possible.   Students with disabilities may be provided reasonable exam accommodation(s) that provide the student an equal opportunity to express their knowledge and ensure exam materials are accessible. Faculty are critical partners in the collaborative process to ensure that students get appropriate accommodations for their exams.  Exam accommodations include but are not limited to: 

Extra time - generally 50 percent extra time and occasionally double time 

Distraction-reduced space 

A reader and/or a scribe 

Use of a closed-circuit television that enlarges print 

Audiotaped exams or exams converted to electronic format 

Computers or electronic spell-check

Assistive technology 

Enlarged-print exams 

2. Alternative Media
Access Services provides conversion of books, exams, and other print materials into a more usable format for students who are unable to access traditional print. Those students who use this accommodation may be students who are blind or have low vision, students with learning disabilities in reading, and students with upper-body mobility limitations. 
Role of Faculty:  The creation of a book in alternative format is labor intensive and time consuming.  Therefore, early textbook identification is critical. Delays in identifying and ordering books may result in students not being able to access their books in a timely manner.  Alternative formats include: 

• Audio output: Audio output involves scanning books and other print material, which is then read by specialized screen reading software. The computer reads scanned text aloud to students while the text is displayed and highlighted on the screen. Another option for audio output is to convert the scanned files into CDs, which allows a student to listen to the audio file using a portable CD player.  Access Services provides CD players for students approved for this accommodation. 

• Enlargements: Low-vision students may request the above formats as well as paper enlargements (up to 11 x 17 inches) or electronic image files, such as Portable Document Format (PDF) to view their books using a computer with screen enlargement software.  Faculty may be asked to provide printed handouts early, and/or in electronic format, so students can access the material with screen enlargement software.

• Braille: Braille transcription is provided for students using Braille.  Be aware that it takes considerable time to convert materials to Braille.

• Tactile Images or Raised Line Images: Some students need to be able to feel graphic images, so tactile images are created for their use. 

3. Sign Language Interpreting/Transcribing Services 
Students who are deaf or hard-of-hearing may use one of the following classroom accommodations: 

• Interpreting/Transliteration – A team of American Sign Language interpreters will interpret/transliterate all academic related activities, i.e., lecture, recitation, lab, study groups. This service provides access for students who are literate in ASL. 

• CART (Computer Aided Real-time Transcription) – A CART transcriber will provide a script in real time - through a laptop computer screen - for all academic-related activities, i.e., lecture, recitation, lab, seminar. This service is provided for non-ASL users and for classes containing dense technical content or vocabulary. 
Role of Faculty:  Faculty can facilitate the use of these auxiliary aids by identifying a location for interpreters so they can be easily seen by the student, making sure that both the student and transcriber/interpreter have appropriate seating, and managing group discussion so that only one person is talking at a time.

4 Assistive Technology Lab 
The Assistive Technology Lab is a computer lab located on the main floor of the Library.  The AT Lab is designed to provide access to assistive technology (AT) software and hardware as well as provide a quiet and studious computing environment for Access Services students. Below are descriptions of some of the types of software and hardware available in the AT Lab: 

• Reading/Writing Enhancement Software The AT Lab has several programs that are specifically designed to assist users with reading and/or writing disabilities. Among the tools these programs offer is the ability to scan print materials into the computer and then have it read out loud (often referred to as text-to-speech). This software can also benefit students with attention deficit hyperactivity disorder (ADHD), as it can enhance focus and concentration. 

• Voice Recognition Software The AT Lab has a voice recognition station with software that allows the user to “type” hands-free. The user speaks, and the computer types what is said. This is helpful for people who have difficulty typing, who cannot use a keyboard, or who compose thoughts and ideas better orally. 

• Screen Magnification Software Beneficial to students who are blind or have low vision, screen enlargement programs magnify the computer screen (in part or in entirety) and allow students to see with better clarity and focus. 

• Screen Reader Software This software can read aloud content on the computer screen including Internet sites and word processing applications. This software accommodates users who are blind or have low vision. 

• Alternative Input/Output Devices The AT Lab has alternative input devices such as enhanced mice, an enhanced keyboard, and a closed-circuit TV magnifier (CCTV). The AT Lab also offers workstations with adjustable height tables.  The AT Lab is available for use by students receiving services from Access Services.  Peer interns are available to provide support to Lab patrons. 

5. Note Taking Assistance
Some students need note takers due to the functional limitations of their disability.  Students approved for this accommodation will provide you with a letter from Access Services.  Note takers are identified in various ways.  You may want to first ask the student if they have someone in mind to be their note taker.  Some students are comfortable asking peer students to be their note taker; while some students prefer that the faculty ask the note taker.  If the student does not have anyone in mind, you can help by asking someone you think would be a good note taker.  This person should be a student who has good grasp of the subject matter, attends class regularly, and takes notes consistently.  They should also have clear handwriting.  Another option is to make an announcement to the class requesting a note taker.  Do not reveal the student’s name when making an announcement.  Students interested in taking notes should contact Access Services to get further information and be provided a copy code or carbonless paper for taking notes.  In the event there is more than one volunteer, Access will take a sample copy of their notes and let the student choose their note taker.  It is very helpful if faculty follow-up with note takers who have indicated an interest to be sure they have connected with Access and are providing notes.  If a note taker cannot be identified, Access Services may request that faculty provide copies of their lecture notes as an alternative.  

It is critical that a student who requires a note taker be provided this service. Not providing this service is not an option. If you cannot identify a note taker, contact Access Services to determine the next step to take. 

Some faculty arrange to have notes posted to the program web site. This has been extremely helpful to many students, and may preclude the need for a formal note taker. 
6 Padded Chairs
Access Services provides adjustable, padded chairs for students with back injuries and other physical issues.  Please be sure these chairs are available for use by the student provided this accommodation.  
7  Support Services
The primary goal of Access Services is to ensure that students with disabilities have equal access to the educational opportunities at Evergreen. Access Services can consult with faculty about reasonable accommodations, curriculum modifications, classroom adjustments, and instructional strategies for working with students who have specific disabilities. 

Seven Points to Guide Faculty
1.Provide accommodations for students with disabilities by collaborating with the student and Access Services. Access Services is the campus office designated to provide appropriate accommodations and auxiliary aids and services for students with disabilities.  However, in order for most accommodations to be successful faculty, students, and Access Services must collaborate, communicate, and follow through on commitments in a timely fashion. 

2. Colleges have a legal obligation to notify students with disabilities of services available to them.  It is important to include a statement in your syllabus about the availability of reasonable accommodations for students with disabilities. Sample syllabus statement:  
Students with Disabilities:

I would like to support your full access and participation in this course.  If you anticipate issues related to the format, materials or requirements of this course, please meet with me.  If you require formal, disability-related accommodations, it is very important that you register with Access Services for Students with Disabilities, and notify me of your eligibility for reasonable accommodations.  We can then plan how best to coordinate your accommodations.  Access Services, Library Building, Rm. 2153.  PH:  360-867-6348  TTY:  360-867-6834.   www.evergreen.edu/access.   

3. When meeting with students with disabilities to discuss their accommodations or other issues, maintain their confidentiality. Conduct disability-related meetings in a private location. They may be requesting assistance in getting notes or asking you about exam accommodations.  Respect the student’s right to not disclose information about their disability.  Focus the conversation on accommodations and the needs of the student, not the disability.

4.Work with Access Services to assure print materials (books, handouts, etc.), needing to be converted to alternate formats are identified and provided in a timely manner. Students need access to reading materials at the same time as their peers. It is critical that you inform Access Services about the books and other print materials you plan to use as soon as you are requested to do so.   Provide at least two-weeks notice to students re; changes to reading assignments or due dates to allow time to convert materials.

5.Do not feel obligated to provide accommodations to a student with a disability who has not requested them. In other words, you are not asked to guess or predetermine what a student may need. Students have the right to choose not to use accommodations. If a student asks retroactively to fix a problem because he/she has failed to use or request accommodations, you are not obligated to do so. 

6. While faculty are expected to take reasonable and appropriate measures to ensure program content, format and materials are accessible, you are not obligated to provide formal accommodations to a student who is not working with Access Services.  Access Services is the office designated by the college to review documentation of a disability and identify appropriate and reasonable accommodations and services for students.  Faculty are notified of the accommodations to be provided via the Faculty Letter of Accommodation.  Most students hand-deliver these letters to faculty, but Access Services will also deliver them via campus mail if requested.   If a request for an accommodation is questionable or seems unreasonable, contact Access Services. 

7.Work with Access Services to provide individualized accommodations, auxiliary aids, and support services based upon disability documentation, functional limitations, and a collaborative assessment of student needs. 

Frequently Asked Questions

Q: Who is responsible for determining appropriate accommodations? 

A: Access Services is the office on campus that determines appropriate accommodations. Decisions are based upon the documentation provided, the impact of the disability in an academic environment, the specific requirements of the program, and the needs of the student. 

Q: Am I required to provide exam accommodations to students? 

A: Yes. The Rehabilitation Act of 1973, Section 504, as well as the Americans with Disabilities Act (ADA) protect students with disabilities. These laws require that qualified students with disabilities be provided equal access to an education, including exam accommodations. 

Q: A student has asked for accommodations. How do I know the student truly has a disability and needs accommodations? 

A: You may ask the student to provide you with a letter from Access Services verifying the accommodations to be provided. Access Services keeps documentation of the disability on file for every student who is determined eligible for services. The specifics of the disability cannot be disclosed due to confidentiality issues. 

Q: I’ve been debating which books I want to use for my program.  Can I wait till the last minute to make a decision? 

A: No. Textbook conversion is a time-consuming, labor-intensive process, and Access Services converts over 200 books and other reading assignments every year. Students with disabilities need access to their books at the same time as other students in the class. By delaying the selection of books, Access Services may not be able to convert books in a timely fashion. 

Q: When I have a student who is deaf , am I required to have an interpreter or transcriber in the classroom too? My classroom is very crowded, and the students sometimes watch the interpreter instead of me. 

A: Yes. You are required by law to have what is essential for the student to have equal access to an education, and this includes having a sign language interpreter or transcriber in the classroom when there is a need. Students will adjust in a few days and eventually will ignore the interpreter. 

Q: A student in my class asked me for assistance getting notes. After I have made these arrangements, the student has missed most of the lectures. Should he be getting these notes? 

A: Notes are not intended to take the place of attendance. If a student with a disability regularly skips class, then he or she has no right to get notes on the days skipped. If the student has a legitimate excuse for the absence, i.e. illness, death in the family, etc; handle the situation as you would with any student. 

Q: I have a student who is having difficulty in my class. I think she may have a disability. What should I do to help her? 

A: Talk privately with the student to discuss your observations.  Notify the student of campus resources that may be of help, including Access Services.  If the student thinks they may have a disability, but has not been diagnosed, Access Services can refer them to appropriate resources. 

Q: Am I required to lower the standards of a required assignment because the student has a disability? 

A: No. Academic standards should be the same for all students; however, students with disabilities may exhibit their knowledge, production, and other course expectations differently than their peers. For example, a student with a learning disability in writing may produce an essay exam by using a computer or scribe rather than writing out an answer without the use of accommodations. The quality of the work should still meet the academic standards.

Q: What if I disagree about an approved accommodation? 

A: To clarify any disagreement about an accommodation, contact Access Services.  Occasionally, an approved accommodation may not be reasonable, if providing it results in a substantial change, or undue burden. When in doubt, contact us to discuss your concerns.  It is never appropriate to not provide an approved accommodation without first checking with Access Services.

Q: A student waited until the sixth week of the quarter to give me a faculty letter from Access Services. I feel this is too late to ask for accommodations and arrangements should be made at the beginning of the quarter. I even made an announcement on the first day of class to meet with me about these arrangements. Do I have to provide accommodations for someone this late? 

A: Yes, unless doing so is just not feasible. There could be numerous reasons why a student makes a late request. Perhaps he or she could not get documentation of his or her disability any earlier and, therefore, could not initiate accommodations earlier. Some students try to take a course or program without accommodations, then find they aren’t doing well and need accommodations. 

Whatever the reason, students may make requests for accommodations anytime during the quarter. 

There may be a few situations where students make a request for accommodations so late that appropriate arrangements are impossible to make. An example of such a request would be a student requesting that a book be converted to alternate format at the end of a quarter. You must provide accommodations only at the point when a student makes a request and you and Access Services are able to make appropriate arrangements. The student is too late if he or she reveals a disability after the completion of a class.  There is also no obligation to provide accommodations retroactively.  The student has a responsibility to provide adequate notice for the college to respond appropriately.

Specific Suggestions for Instruction
Students with disabilities vary considerably, even those with the same disability. For example: 

• Some students who are blind have no vision; some are able to see large shapes or shadows; others can see print if magnified; and still others have tunnel vision with no peripheral vision, or the reverse. 

• Some students use Braille, and some have little or no knowledge of Braille. 

• Students who are deaf are often expected to use sign language; however, some students who are deaf do not use sign language. 

• Some students with learning disabilities have difficulty with reading and writing but excel in math. Others can read, write and perform math problems well, but the pace at which they produce work is below that of other students. 

Students do not have to tell you the nature of their disability. As you probably already know, most of the students who come to you requesting accommodations have invisible disabilities. Some will choose to tell you, but many may choose not to discuss the specifics of their disability.  Although a disability may be invisible, students who provide you with a letter of accommodation from Access Services do have a diagnosed disability. 

Consider using a universal design approach for learning. 
Universal design for learning is an approach to designing course instruction, materials, evaluation, activities, and content in a way that takes a variety of learning styles and capabilities into account. Using this concept, some formal accommodations may not be necessary because options for learning and evaluation are available to anyone participating in a class. This approach to teaching and learning is an ideal, but incorporating some aspects of this instructional approach may be feasible and helpful to all students. 

Make sure web-enhanced instruction and program content is accessible. If any of your classroom instruction or program content is on the web, check with academic computing support staff to be sure the content is accessible. 

Be responsive to the needs of students with specific disabilities: 
• Don’t turn your back to a student who is deaf or hard of hearing. He or she may be reading your lips. 

• If you have a student who is blind, refrain from vague language such as “Look at this” and “Examine that.” Use words to describe what you and others see. 

• Assist with preferential seating when necessary, and provide students who are blind with orientation to the classroom by describing the physical layout of the room including any obstacles, furniture, lecture position, location of steps, or any low-hanging objects. 

• Assist with making arrangements for a room change if the room is not accessible. Do not suggest that the student drop the class. Students must have access to all classes. 

• Students with disabilities may have additional helpful suggestions. Most are knowledgeable about their disability, the strategies and accommodations that work for them, and the assistive technology that they use. 

Learning support strategies are helpful to students with learning disabilities, ADHD, head injuries, or other cognitive disorders. 

• An example is a comprehensive syllabus that clearly delineates expectations of students, and due dates.

• Be receptive to students needing to meet with you during office hours. 

Be sensitive to disability-related classroom etiquette. For example: 

• If a student has a guide dog, understand that this is a working animal. They must be allowed in the classroom, but do not feed or pet a guide dog.  Students using guide or service dogs in the classroom will have this noted on their letter of accommodation from Access Services.  Contact our office if you have a question about whether an animal accompanying a student is an approved service animal.

• Interpreters are in the classroom only to facilitate communication and must not be asked to do other things like run errands, forward messages to the student, etc. Look at and speak to the student who is deaf and not to the interpreter. The interpreter will voice student comments and questions. 

• Do not discuss disability-related arrangements in front of the class unless it’s a situation where there is no chance that the student with a disability will be identified. 

Emergency Procedures - Seizures
Most persons who have a seizure disorder are able to control their seizures through the use of medication.  However, medical management of a seizure disorder is not always totally effective. Seizures may occur in your classroom. Students with an active seizure disorder will likely speak to you about their seizures and direct you how to respond to the seizure. Some students have unexpected or infrequent seizures.  Seizure behavior ranges widely from brief episodes of unfocused staring or “zoning out” to falling and episodes of unconsciousness. 

What to do during a seizure: 
• Do not place anything in the individual’s mouth 

• Cushion the head with an available sweater, sweatshirt, coat, etc. 

· Move furniture and other objects away from the person.

• Do not restrain the individual 

Contact campus emergency personnel by calling Police Services:  x6832

In case of medical emergency, contact 911



