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Faculty Email Templates

The following email templates are designed to assist faculty in communicating effectively and professionally with students who have approved accommodations through Accessibility Services. These templates address common scenarios such as acknowledging accommodation letters, confirming adjustments, and managing accommodations while promoting clarity, empathy, and compliance with institutional policies and associated responsibilities.
  
While students are expected to initiate conversations about their accommodations, these templates are provided in case you wish to proactively reach out and foster an open, supportive dialogue. Faculty are encouraged to personalize these messages to fit their course structure and the needs of each student. 

Accessibility Services staff are willing to attend any in-person or virtual meetings, or be copied on any email exchanges, to support both the faculty and the students when planning the implementation of accommodations. 
 

Acknowledging Accommodations Letter- Beginning of Semester 
Subject: Received Accommodation Letter 
 
Dear [Student Name], 
Thank you for sending your accommodation letter from Accessibility Services via Accommodate. I will make my best effort to ensure that your accommodations are implemented appropriately. 

It is important to schedule a meeting to discuss how your accommodation will be met in my class. Please refer to the office hours listed on the syllabus to schedule a day and time to meet. I look forward to working with you this semester. 

Best regards, 
[Your Name] 
 







Acknowledging Accommodations Letter- During the Semester 
Subject: Received Accommodation Letter 
 
Dear [Student Name], 
Thank you for sending your accommodation letter from Accessibility Services via Accommodate. With it being further into the semester, it is best that we meet as soon as possible to discuss an implementation plan for the remainder of the course. 

Please refer to the office hours listed on the syllabus to schedule a day and time to meet. I look forward to working with you this semester. 
Best regards, 
[Your Name] 

 
Following Up to Clarify Accommodations 
Subject: Clarification on Accommodations 

Dear [Student Name], 
I’ve reviewed your accommodation letter, and I’d like to clarify a few details to make sure I’m supporting you effectively. I would like to schedule a brief conversation or email exchange about how best to implement these accommodations in the context of this course. 

Please let me know what works best for you. 

Best, 
[Your Name] 
 











Testing Accommodations- Using Accessibility Services 
Subject: Schedule Tests with Accessibility Services 
 
Dear [Student Name], 
I wanted to remind you to schedule your exam with Accessibility Services in accordance with their policy of 5 business days in advance of our upcoming test on [date]. Since you are approved for testing accommodations, they will be able to support your needs in a distraction-reduced setting with the appropriate extended time.  

Please reach out to Accessibility Services if you need any help scheduling your tests. 

Best, 
[Your Name] 


Testing Accommodations- In Class 
Subject: In-Class Testing Accommodations for [Upcoming Exam Name] 

Dear [Student Name], 
I wanted to touch base about your testing accommodations for our upcoming [quiz/exam] on [date]. Since your accommodations include [e.g., extended time, distraction-reduced environment], I’ve made arrangements for you to complete the exam [insert details—e.g., “in a nearby quiet room” or “beginning 30 minutes early in Room 204”]. 

Feel free to let me know if you have any questions, concerns, or scheduling conflicts. I want to ensure you're set up for success. 

Best regards, 
[Your Name] 
 








Testing Accommodations- Online Classes 
Subject: Testing Accommodations for Online [Class Name] 

Dear [Student Name], 
Thank you for sharing your accommodation letter. I want to confirm that your testing accommodations—such as [e.g., extended time]—will be applied to all timed online assessments in our course. 
For upcoming quizzes and exams in Brightspace, I will ensure that your time limit is adjusted accordingly. If at any point you notice that an accommodation is not applied correctly, please contact me as soon as possible so I can make the necessary changes. 
Let me know if you have any concerns or if there’s anything else I can do to support you in the online environment. 

Best, 
[Your Name] 
 
 
Attendance Accommodation- Discussion-Based Course 
Subject: Attendance Accommodation for [Course Name] 
 
Dear [Student Name], 

Thank you for providing your accommodation letter. I see that you have intermittent attendance as an accommodation, and I want to ensure we navigate this appropriately given the discussion-based nature of our course. 

Because participation is a key part of the learning process in this class, regular attendance is encouraged. However, I understand that there may be times when your condition impacts your ability to attend. When that happens, I ask that you notify me as soon as possible, so we can consider alternative ways for you to engage with the material (e.g., written responses, discussion board posts, or meeting one-on-one). 

Let me know if you’d like to meet to discuss a plan in more detail. I want to support you while also maintaining the essential elements of the course. 

Best regards, 
[Your Name] 
 
Attendance Accommodation – Set Number of Excused Absences 
Subject: Attendance Accommodation for [Course Name] 
 
Dear [Student Name], 

Thank you for providing your accommodation letter. I see that you have intermittent attendance as an accommodation and would like to share how this works with my attendance policy. 
In this course, consistent participation is important, but I also want to honor your approved accommodation. Based on what’s outlined in the syllabus, you may miss up to [insert number] class sessions without penalty. If you are unable to attend class, please notify me as soon as possible. When you do miss a class, I encourage you to review posted materials and connect with me or a classmate to stay current with course content. 
If you find that you’re approaching the limit or need additional flexibility, please reach out so we can discuss options. Let me know if you have any questions or would like to discuss this further. 

Best regards, 
[Your Name] 

Extended Time on Assignments Accommodation 
Subject: Extended Time on Assignments for [Course Name] 
 
Dear [Student Name], 

Thank you for providing your accommodation letter. I see that you are approved for extended time on assignments, and I want to make sure we have a shared understanding of how this will work in our class. 
The extended time on assignments guidelines states that you must request an extension on an assignment before the deadline. Please communicate directly that you need an extension on an assignment [insert preferred contact method]. If you have any questions about these guidelines, please contact Accessibility Services as soon as possible.  

Please note that some assignments cannot be extended. If you have any questions, I’m happy to connect further. 

[bookmark: _GoBack]Best regards, 
[Your Name] 
 

Encouragement to Use Accommodations 
Subject: Reminder About Your Accommodations 
 
Dear [Student Name], 

I wanted to reach out as I noticed that you haven’t yet used your approved accommodations in this course. I completely understand that everyone approaches accommodations differently, but I want to encourage you to take full advantage of the support that is available to you. 

Your accommodations are in place to help ensure equal access and to support your success. If there is a specific reason you’re hesitant to use them, or if you have questions about how they apply in this class, I’d be happy to talk with you or help you get connected to Accessibility Services. 

Please feel free to reach out if you would like to discuss your options or need help coordinating anything. I’m here to support you. 

Best regards, 
[Your Name] 

Division of Student Affairs
Office of Accessibility Services
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