	
	
	





16

[image: ]


Table of Contents
	Section Title
	Page Number

	Our Purpose
	3

	Our Mission
	3

	Mandates
	3

	Non-Discrimination Policy
	4

	Rights and Responsibilities
	4

	Accommodations
	

	Application Process
	5

	Parents Roles in the Reasonable Accommodation Process
	6

	Documentation Requirements
	6

	Reasonable Accommodations
	8

	Notification Process
	8

	Current Students
	8

	Testing Accommodations
	10

	Other Important Information
	11

	Extended Time on Assignments
	11

	Intermittent Attendance
	11

	Privacy and Confidentiality
	11

	Complaints and Appeals
	12





[bookmark: Bookmark1]Our Purpose
Accessibility Services provides equal access for students with documented disabilities as they transition into college. Accessibility Services issues reasonable accommodations to students and assists them with other services to promote student success. 
[bookmark: Bookmark2]Our Mission
Our mission at the Office of Accessibility Services is to assist students with diverse needs to achieve their academic and social potential by facilitating the use of reasonable and documented accommodations. We are committed to the best learning environment for every student. The Office of Accessibility Services provides reasonable accommodations to students with disabilities in accordance with the Americans with Disabilities Act and the Rehabilitation Act of 1973 and its amendments. Students, faculty, and staff are encouraged to reach out to the Office of Accessibility Services with any questions.
[bookmark: Bookmark3]Mandates
Shepherd University seeks to empower students with disabilities to achieve their academic and personal goals. In accordance with the Americans with Disabilities Act of 1990, the Americans with Disabilities Amendments Act of 2008, and Section 504 of the Rehabilitation Act of 1973, and its subsequent amendments, Shepherd University is committed to fulfilling its ethical and legal responsibilities to ensure equal opportunity for all students. In addition, the University prohibits illegal discrimination against any individual on the basis of disability. 
A person with a disability is defined as any individual who has: A physical or mental impairment; a record of such impairment; or is regarded as having such an impairment, and the impairment substantially limits one or more major life activities such as self-care, walking, seeing, hearing, speaking, breathing, or learning.
Disabilities may be physical, cognitive, or sensory, and may or may not be easily noticed. Disabilities may include, but are not limited to:
· Mobility Related Disabilities
· Visual Related Disabilities
· Hearing Related Disabilities
· Medical Conditions
· Mental Health Diagnoses
· Learning Disabilities
[bookmark: Bookmark4]Non-Discrimination Policy
Shepherd University is committed to developing and implementing appropriate strategies to achieve greater awareness, appreciation, and human understanding, both in the classroom and throughout the campus. We promote a campus culture that celebrates multiculturalism and diversity. We demonstrate this commitment through our acceptance and appreciation of all groups and individuals. We commend those individuals on our campus who practice civility daily by actively supporting and fostering differences at Shepherd University. The full Non-Discrimination Policy can be found on the Shepherd University website. 
[bookmark: Bookmark5]Rights and Responsibilities
Students with disabilities at Shepherd University have the right to:
Equal access to curricular and co-curricular programs across campus, including academic courses, student services, employment, and student activities; reasonable and appropriate accommodations; information available in a timely manner and in an accessible format; expect all disability-related information will be treated confidentially by all University employees, and appeal any disability-related accommodation decision.
Students with disabilities must act as self-advocates.
In order to obtain disability-related accommodations, students are responsible for completing all necessary forms and providing all requested documentation to the appropriate disability service provider.
All accommodations will be decided on a case-by-case basis. Please note that the University has an obligation to provide reasonable and appropriate accommodations to ensure that persons with disabilities have access to all campus programs, services, and functions.
Schools, colleges, universities, and other educational institutions have a responsibility to ensure equal educational opportunities for all students, including students with disabilities. This responsibility is based on Section 504 of the Rehabilitation Act of 1973 (Section 504) and Title II of the Americans with Disabilities Act of 1990 (Title II), which are enforced by the Offices for Civil Rights of the U.S. Department of Education and the U.S. Department of Justice. Section 504 covers all schools, school districts, and colleges and universities receiving federal funds.
[bookmark: _Int_wWwR7cOg]Title II covers all state and local entities, including school districts and public institutions of higher education, whether or not they receive federal funds. Disability harassment is a form of discrimination prohibited by Section 504 and Title II. Both Section 504 and Title II provide parents and students with grievance procedures and due process remedies at the local level. Students are also covered under the West Virginia White Cane Law which may provide additional, separate protections. Individuals and organizations also may file complaints with OCR.
Shepherd University has the right to:
· Identify and establish essential skills, knowledge, and standards for courses, programs, services, and activities, as well as evaluate students with disabilities on this basis.
· Confirm disability status, as well as request and receive current, relevant documentation that supports requests for reasonable accommodations, academic adjustments, and/or auxiliary aids and services.
· Deny a request for accommodations, academic adjustments, or auxiliary aids and services if the documentation does not demonstrate that the request is warranted or if the student fails to provide appropriate accommodations.
· Select among equally effective and reasonable accommodations, academic adjustments, and/or auxiliary aids and services.
· Refuse unreasonable accommodations, academic adjustments, and/or auxiliary aids and services, that impose a fundamental alteration on a program or activity of the university or place an undue financial burden on the university.
Shepherd University has the responsibility to:
· Inform applicants and students regarding the availability of accommodations, academic adjustments, and/or auxiliary aids and services.
· Provide information to students with disabilities in accessible formats upon request.
· Ensure that courses, programs, services, and activities when viewed in their entirety, are available and usable in the most integrated and appropriate settings.
· Evaluate students on the basis of their abilities and not their disabilities.
· Respond to requests in a timely manner.
· Provide or arrange reasonable accommodations, academic adjustments, and/or auxiliary aids and services.
· Maintain appropriate confidentiality as outlined by the Family Educational Rights Privacy Act (FERPA).
[bookmark: Bookmark6]Application Process
Students with documented disabilities must self-identify themselves as a student with a disability to the university. The process to self-identify includes:
1. Completing the Accommodations Application. 
2. Including Disability Documentation that meets our standards.
3. Participating in a new student intake meeting.
[bookmark: _Parents_Roles_In]Parents Roles In the Reasonable Accommodation Process
Students who are in the process of transitioning to college from high school and currently enrolling into Shepherd are welcome to have parents accompany them to the meetings with the specialist for general information and registration with the office. Parents may not request accommodations and/or services on behalf of their student. The student must request services and accommodations. It’s important to note that, because the academic accommodations are provided for students, the process for requesting and providing academic accommodations requires the active participation of the student. Accessibility Services needs to have open communication directly with the student to assess the needs and wishes of the student who is requesting the accommodation. For this reason, our policies and procedures require the student’s involvement.  

Written consent provided by students under FERPA entitles parents to information regarding their student’s educational program; however, such consent does not entitle parents to participate in the accommodations process. This authorization of a parent as a delegate does not allow parents to insist that students not be contacted directly or involved in the accommodation process.
  
The Office for Civil Rights has ruled that students must initiate the process, be active participants in the accommodation process and have direct interaction/contact with the Accessibility Services Staff.

[bookmark: Bookmark7]Documentation Requirements
The purpose of requesting documentation of one’s disability is to consider each person individually, to understand how the individual is impacted, and to help make an informed decision about the need for reasonable accommodations. The more information you share with us, the more it will help us support you. Accessibility Services relies on three sources of information: 
· The student self-report (gathered through the completion of the Accommodation Application) 
· Documentation from a licensed provider who has an established relationship with the student and can verify a diagnosis and the impact. 
· The meeting notes and observations of Accessibility Services staff. 
Acceptable Documentation
· Care Provider Documentation Form – Completed in Full
· A letter on official letterhead from a licensed provider. This letter must include the elements listed on our Documentation Standards. Our Documentation Standards are available to view any time.
· Both the completed Care Provider Documentation Form and a letter on official letterhead. 
A student may provide Accessibility Services with: 
· An Individualized Education Plan (IEP) or 504 Plan 
· An accommodation letter from a previous college or university 
Please note: a high school or previous college will not send documentation on your behalf. You will need to contact the school to receive a copy
Submitting evidence of a diagnosis alone may not be sufficient to warrant accommodations. If any of the suggested elements are missing from documentation, Accessibility Services may request additional documentation. Please note that you should not delay meeting with us if you are concerned about not having the right documentation. Accessibility Services can discuss specific third-party documentation needs and steps you can take to acquire documentation. 
Documentation Not Accepted
· The following are examples of documentation that will not be considered: 
· Screenshots from online patient portals 
· Photos of medication bottles 
· Letters without official letterhead 
· Doctor/Hospital visit summaries 
· Documentation written by a family member or friend 
· HEIC files (please submit PDFs or JPGs)
When and How to Submit Documentation:
Accessibility Services will consider all relevant information provided. Documentation will be reviewed on an individual, case-by-case basis. Please submit your information at least 2-3 weeks prior to the date that services are requested. 
Supporting Documentation may be submitted in the Accommodation Request Form as an attachment or may be sent electronically to the Accessibility Services email or delivered to the Accessibility Services office.
If you have any questions about these documentation guidelines, please contact Accessibility Services at accessibility@shepherd.edu or 304-876-5122.
[bookmark: Bookmark8]Reasonable Accommodations
The Americans with Disabilities Act (ADA) defines reasonable accommodations as the provision of services, such as, but not limited to: interpreters, note-takers, extended time on examinations, architectural access, program modifications, or other adjustments, which accommodate for the limitations presented by a documented disability. Participants must be otherwise qualified for the program in which they are enrolled.

Neither Section 504, nor the ADA, requires Universities to lower their academic standards or substantially alter the essential elements of their courses or programs to accommodate students with disabilities. The requirement to provide reasonable accommodations is designed to afford an equal opportunity for students with disabilities. Achieving reasonable accommodations for a student with a disability involves shared responsibility among students, faculty, and staff.

Not all students require the same accommodations, even if they have the same disability. Reasonable accommodations are determined on a case-by-case basis to address the individual needs of the student and the functional limitations addressed in the documentation.
[bookmark: _Notification_Process]Notification Process
Once the appropriate forms and documentation have been submitted, each student will be notified through Shepherd University email of the specific accommodations that have been approved, or in some cases, denied. 
For Housing Related Accommodations, the Office of Accessibility Services will notify Residence Life Staff of the approved accommodation. This includes housing accommodations, meal plan accommodations, and Emotional Support Animal accommodations.
[bookmark: _Current_Students]Current Students
This page is for students who are currently registered with the Office of Accessibility Services. Here you will find the information that applies for current students. If you are new to Shepherd University or our office, click here!
Student Responsibilities
As a student with accommodations, you are responsible for the following:
· Completing a Semester Request to use you accommodations at the beginning of each semester.

· Sign your accommodations letter after completing a semester request.

· Initiating a meeting with each your professors to discuss your accommodations. Students must act as self advocate and initiate a conversation with each of their professors to discuss accommodations.

· If you are using the testing center, complete the test room booking form and notify professors of the request 5 business days in advance of testing date.
Semester Request
At the beginning of each semester, you will need to complete a Semester Request via Accommodate to implement your accommodations. This process is what sends your letters to your faculty. Note that accommodations are not retroactive, meaning accommodations are not active until a student sends their letter to their faculty. Should you add/drop a class a new semester request should be completed. 
Signing Your accommodations letter
After completing a semester request, you must sign your accommodation letter. This is to verify you understand which accommodations you have been provided and the accompanying rights and responsibilities.
Requesting my exam be proctored in Accommodate
Students must complete a test room booking request 5 business day in advance of your testing date. If you attempt to complete the request in less than 5 business days, Accommodate will show no availability. Students are expected to follow all testing policies.
Temporary or additional accommodations
Supplemental Accommodation Requests are made when a student is already receives accommodations with the Accessibility Services Office, but requires additional or adjusted accommodations. Complete the Supplemental Accommodation Request on Accommodate! 

[bookmark: Bookmark10]Testing Accommodations
The Office of Accessibility Services offers exam proctoring services for students who receive testing accommodations. Here are the policies and procedures regarding testing in our office:
· It is a student’s responsibility to submit a testing request on Accommodate 5 business days before the testing date. Students will be told to talk to their professor if they miss the deadline. Students must do this for every test they wish to have proctored here.

· Students testing in Accessibility Services must schedule their tests, quizzes, and exams at the same day and time as their class unless given permission by their instructor.

· Notify their professors that they have completed a test room booking request so faculty can complete their portion. If students attempt to complete the request in less than 5 days, Accommodate will show no availability.

· The test begins at the time selected in the testing request. If students select 12:00pm, the test beings at 12:00pm. If students would like to come early to study, they must arrive early. It is important that students arrive to the office at the time they have selected.

· We provide students with a 30-minute window if they need to be late. After 30 minutes, with no communication to Accessibility Services, the test must be rescheduled with the professor. 

· If testing dates and times change, students must communicate that with our office as soon as possible to help keep our schedule accurate.

[bookmark: Bookmark12]Other Important Information
Accommodations Provide Equal Access
[bookmark: _Int_Dp3yf1cY]The purpose of an accommodation is to ensure equal access to students with documented disabilities, promoting access, not success. Accommodations are not intended to reduce academic requirements or alter the standards by which academic performance is assessed, but instead allows for equal access for students with disabilities. Accommodations do not change what a student learns, but how they learn, meaning that students with disabilities are required to learn the same content at the same proficiency as students who do not have accommodations. 
Changes in or Difficulty Accessing Accommodations
It is the responsibility of the student to notify the Office of Accessibility Services as soon as possible regarding any difficulties with accessing the accommodation or if revisions to an accommodation need to be made. The Accessibility Services staff is here to support students in the accommodation process. Students have the opportunity to complete a Supplemental Accommodation Request, which is available when a student already has accommodations with the Accessibility Services office, but requires additional or adjusted accommodations. This can be completed on Accommodate. 
Retroactivity
Professors will begin to provide accommodations from the time they receive the student’s accommodation letter. Accommodations are not retroactive, and professors are only required to provide accommodations once they have been notified of the student’s accommodation letter. Professors are not expected to modify or waive the essential requirements of a course or program. 
[bookmark: _Extended_Time_on]Extended Time on Assignments Accommodation
This accommodation is granted to students with a disability that impacts their ability to complete assignments at the scheduled time. More information on this accommodation can be found in the Extended Time on Assignment Guidelines.
[bookmark: _Intermittent_Attendance_Accommodation]Intermittent Attendance Accommodation
This accommodation allows for leniency in a professor’s attendance policy due to a student’s disability. More information on this accommodation can be found in the Intermittent Attendance Guidelines.
[bookmark: Bookmark14]Privacy and Confidentiality
Shepherd University is committed to a student’s right to privacy and confidentiality. Student files are kept separate from academic files and are stored in a secure location within the Accessibility Services office. Information contained in a student’s record is confidential and protected as an educational record under the Family Educational Rights and Privacy Act (FERPA). Accessibility Services will not provide a student’s information to parties outside of the university without the student’s express written consent, which can be granted when the student fills out the Authorization to Release Information Form. This form can be found on the Accessibility Services website.
Even with permission from the student, student information is shared on a limited, need to know basis, at the discretion of the Accessibility Services Coordinator.

[bookmark: _Complaints_and_Appeals]Complaints and Appeals
A thorough inquiry will be completed for all complaints and appeals. Students can appeal accommodation decisions by contacting the Student Affairs designee. Any complaints should be submitted in writing to the Student Affairs designee. The Student Affairs designee will meet with the student and communicate a decision within five business days. If not satisfied with the appeal through the Student Affairs designee, a student can then appeal to the Vice President for Student Affairs. The Vice President for Student Affairs can be reached by telephone at (304) 876-5030. The decision of the Vice President for Student Affairs is final.
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