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INTRODUCTION

The University of Montevallo strives to assure accessibility of all programs, services, and activities for students, employees and guests.  This Resource Guide is made available to help students understand their respective rights and responsibilities under federal laws that prohibit discrimination based on disability.  Please feel free to contact any of the offices listed within the guide for further information.


[bookmark: _Toc270933132]POSTSECONDARY DISABILITY LAW

Individuals with disabilities are entitled to equal access to postsecondary programs.  There are three laws that protect persons with disabilities in postsecondary education:  The Rehabilitation Act of 1973, the Americans with Disabilities Act (ADA) of 1990, and the ADA Amendments Act of 2008.   These laws define an individual with a disability as someone who has a physical or mental impairment; has a history of impairment; or is believed to have a disability that substantially limits a major life activity such as learning, speaking, seeing, hearing, breathing, walking, performing manual tasks, or performing self-care tasks. 

The Rehabilitation Act (1973)
Title V of The Rehabilitation Act is generally regarded as the first civil rights legislation on the national level for people with disabilities. Section 504 of The Rehabilitation Act is a program access statute.   It prohibits discrimination on the basis of disability in any program or activity offered by an entity or institution receiving federal funds.  Section 504 states (as amended): 

No otherwise qualified person with a disability in the United States…shall, solely on the basis of disability, be denied access to, or the benefits of, or be subjected to discrimination under any program or activity provided by any institution receiving federal financial assistance.


The Americans with Disability Act (ADA) (1990)
The ADA is a federal civil rights statute that prohibits discrimination against people with disabilities.  There are four main sections of the law: employment, government, public accommodations, and telecommunications.   The ADA provides additional protection for persons with disabilities in conjunction with the Rehabilitation Act of 1973.   The ADA is designed to remove barriers, which prevent qualified individuals with disabilities from enjoying the same opportunities that are available to persons without disabilities.  

Postsecondary institutions are covered in many ways under the ADA.  Employment is addressed by Title I, accessibility provided by public entities in Title II, accessibility provided by private entities in Title III, telecommunications in Title IV, and miscellaneous items in Title V.




The ADA Amendments Act (ADAAA) (2008)
The ADAAA was passed by Congress with the stated intent of restoring some of the original purpose of the ADA, specifically overturning a series of Supreme Court decisions which had put significant limits on the 1990 law.  The ADAAA broadened the definition of the disability by:

· Expanding the definition of “major life activities” to include all major bodily systems such as digestion, respiratory, endocrine system, etc, and activities such as thinking and working 
· Redefining who is “regarded as” having a disability
· Modifying the definition of “substantially limits”
· Specifying that “disability” includes impairments that are episodic or in remission, if they substantially limit a major life activity when active
· Prohibiting consideration of ameliorative effects of mitigating measures in most situations

The ADAAA also clarified those individuals who meet only the “regarded as “prong of the disability definition are not entitled to accommodation.  The passage of the new legislation required many companies and agencies to re-examine their disability policies.

Reasonable Accommodations 
Federal disability laws call for provision of reasonable accommodations or academic adjustments as necessary to ensure that academic requirements do not discriminate or have the effect of discriminating, on the basis of disability, against a qualified applicant or student.  Accommodations will be provided based on the specific request and disability documentation provided to the university.   Accommodations will not be provided retroactively.  A request may be deemed “unreasonable” if it:
1. Creates a direct threat to the health or safety of others
1. Causes a substantial change in an essential element or a substantial alteration in the manner in which the university provides a program or service
1. Causes undue financial or administrative burden

[bookmark: _Toc270933133]UNIVERSITY POLICY

The University Board of Trustees’ approved policy (Disability Compliance Policy 01:130) states:
		
[bookmark: QuickMark]In accordance with the Americans with Disabilities Act, as well as the Rehabilitation Act of 1973 (Section 504), the University is committed to making its services, facilities, programs, and accommodations accessible to employees, students, visitors, qualified applicants for employment and qualified applicants for enrollment, including people with disabilities.

The Director of Disability Support Services is responsible for making recommendations and assisting in the provision of services and reasonable accommodations for the needs of students with disabilities and for monitoring their effectiveness.  The Director of Physical Plant is responsible for identifying physical barriers and for maintaining accessible buildings and grounds.  The Special Assistant to the President for University Events coordinates accommodation requests related to University events and programs.  The Director of Human Resources and Risk Management is responsible for identifying and implementing employee-related accommodation needs and for monitoring their effectiveness. The Director of Disability Support Services coordinates University compliance as related to ADA/Section 504 matters.

Last Revised 5/09
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The Disability Support Services (DSS) Office serves as the central contact point for students with disabilities.  The office strives to ensure equal access to all services, classes, and events for students with disabilities and provides guidance as needed to meet the needs of employees or guests with disabilities.  DSS is considered the primary office on campus with specialized knowledge and experience in disability issues, and serves as the central location for maintaining confidential disability files.  

DSS is located in Main Hall, lower level, and is fully accessible from the public entrances at the rear of the building.  There is convenient accessible parking off of Vine Street. Note: Main Hall is a residence hall, and therefore has multiple front and side doors which are locked, accessible only by Main Hall residents.  DSS is open from 8:00 a.m. to 5:00 p.m. Monday through Friday. 

In accordance with both the University and Division of Student Affairs Mission Statements, DSS seeks to assist students with disabilities as they participate in the “Montevallo experience”. We define this as a nurturing, life-enriching, “small college” public higher education experience, with an emphasis on quality, diversity, liberal studies, global awareness and social justice. DSS realizes this mission in the following ways:

1)	Provides and coordinates direct services to students with disabilities. Services are individualized to meet the needs of students, based on documentation and professional judgment.  
2)	Provides consultation for staff, faculty and administrators to increase awareness of the needs of individuals with disabilities and to reduce programmatic, attitudinal and physical barriers. 
3)	Provides support and information for student and faculty/staff development. DSS encourages students, staff and faculty to increase knowledge of effective means of accommodation without altering essential functions or purposes of a program or course.  “Reasonable” accommodations should create equal opportunity to participate, learn, and express what has been learned.


In all its activities, DSS seeks to establish and maintain a balance of rights and responsibilities for both students with disabilities and the University. Furthermore, DSS seeks to develop and use non-adversarial methods to resolve problems of accessibility and accommodation. 

[bookmark: _Toc105992333]
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The Office of Undergraduate Admissions processes applications for undergraduate programs.  The Office of Graduate Studies processes applications for admission to all graduate programs.  The standards for admission to both areas are outlined in the Bulletin and at the University’s website:  www.montevallo.edu.  For application forms or more information, please contact:

Office of Admissions
205-665-6030 or 1-800-292-4349
www.go.montevallo.edu

Office of Graduate Studies
205-665-6350
www.montevallo.edu/grad


Qualified persons with disabilities must meet the University’s admissions standards. Admission decision appeals are considered on a case-by-case basis, but the University does not have an obligation to lower academic standards.  Qualified applicants with disabilities will not be denied admission solely on the basis of their disability. It is not recommended that students disclose their disability in the initial application process.
	 
Once admitted, students with disabilities requiring accommodation(s) must contact the DSS to register for these services. Disclosure of a disability to Admissions staff should prompt a referral to DSS but does not obligate the University to provide services or accommodations beyond those that might be requested during the application process (such as requesting a sign language interpreter in advance of a campus visit).
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Individuals must decide for themselves whether they choose to self-disclose a disability and/or request accommodation under 504/ADA/ADAAA. There may be times when an individual may choose not to self-disclose when they enroll at the University, or, even after disclosure, may decide not to request accommodations. This is the individual’s decision and will be respected.  Students may disclose/request at a later time. Accommodations are not retroactive.  The University is not responsible for accommodating undisclosed disabilities.

Students wishing to self-disclose a disability and/or request accommodations should do so through DSS.  Disclosure of a disability or request for an accommodation from other offices may appropriately trigger a referral to DSS, but the obligation for accommodation begins when the student contacts DSS and completes the documentation process.
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The determination of eligibility will be made by DSS based on documentation of disability.  Under the 504/ADA, an individual with a disability is defined as “having a physical or mental impairment which substantially limits one or more major life activities.”  Documentation serves two primary purposes: 1) Protection from discrimination, and 2) Determination of accommodations to which an individual may be entitled.  Documentation to establish the former may be more brief and serves only to assure that an individual will not be excluded, restricted or harassed based on perceptions or stereotypes.  Documentation intended to support the need for accommodations must not only provide evidence of a disability, but also provide sufficient information regarding the functional impact of that disability.

The University has developed documentation guidelines that are found in this document and on the DSS website (www.montevallo.edu/sswd).   Students are responsible for providing documentation as outlined by the DSS Documentation Guidelines.  These guidelines were developed in conjunction with the Best Practices Statement published by the Association on Higher Education and Disability (www.ahead.org/resources/bestpracticesdoc.htm).   DSS has general guidelines that apply to all documentation, as well as guidelines that are disability-specific.  The guidelines address qualifications of the professionals, recency of the documentation, and required information.

The University requires a clear and specific diagnosis; however, a diagnosis alone is not enough to require accommodations/auxiliary aids.  Documentation must address the functional limitations – the substantial impact on major life functions - while attending the University.  Please note that a high school IEP or 504 Plan alone is usually not sufficient documentation.

Students should also be aware that approval for accommodations at the University of Montevallo does not assure the sufficiency of that same documentation for transfer to another institution, or for the standards of various professional and graduate school testing agencies. All documentation will be reviewed on a case-by-case basis. If the documentation provided is deemed insufficient for determination of disability and reasonable accommodations, additional documentation will be requested.  The University has no responsibility for the cost of obtaining such documentation.  If documentation is acceptable, but the University wishes to obtain a second opinion, the University reserves the right to request such at its expense.  Final determination of appropriate and reasonable accommodations rests with the University.

When documentation is received from a student/parent, along with an application or other communication indicating date of enrollment, DSS will respond by contacting the student within 2 weeks to acknowledge receipt.  If documentation is received from a third party (e.g., high school, doctor, junior college), the documentation will be kept on file until there is contact from the student or family.  After such contact the documentation will be reviewed for sufficiency and notice will be sent to the student.  Currently enrolled students who bring documentation after the beginning of a semester will generally have a determination on their request within five business days.

Students should keep all original documents, including school records and medical reports, providing the DSS office with copies. Documentation on prospective students who then fail to enroll will be kept for a minimum of two years.  DSS files on enrolled students are kept for a minimum seven years after last date of enrollment at the University.  
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Disability documentation and the records related to DSS services shall be considered confidential and shall be shared with others within the University only in very restricted circumstances. The Federal Educational Rights and Privacy Act (FERPA) allows for extremely limited sharing of information on an “academic need-to-know” basis.

Students should be aware that their information from their DSS file may be shared with select University officials in situations such as emergencies, internal or external student grievances (if relevant to disability or accommodation process), court order, or subpoena.  In any such cases, all University personnel involved will continue to maintain the student’s confidentiality.  

The nature of the student’s disability is not contained within the faculty accommodation letters prepared for students, unless a student requests to disclose specific information, such as emergency medical information.  Generally, faculty members only have access to information regarding the accommodation(s) that are appropriate and necessary to meet the student’s needs.   Parents do not have access to any disability information, nor to information regarding grades, attendance, use of accommodations, etc., without specific written release from the student.  
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The transition process from secondary to postsecondary can be a difficult one, not only for students but often for parents as well.  The federal laws protecting students with disabilities change from one environment to the next, and the rights and responsibilities also change.  At the secondary level, students may have had a very minimal role in their educational services or no role at all, with parents and school administrators coordinating all accommodations and services.  When students reach the postsecondary arena, they are fully responsible for documentation, requests for services, and the follow-up necessary if they experience difficulties.  They must talk to faculty regarding the need for accommodation and make all arrangements with DSS and other campus offices.  The University does not provide student accommodations based solely on requests from parents.  DSS strives to assist students and parents as they transition into these new roles.
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The University offers accommodation any qualified student with a disability who requires such services in order to have equal access. It is the student’s responsibility to make accommodation requests.  The student is also responsible for his/her own work and grade in each course In order to obtain disability-related services and accommodations, the student must:

1. Disclose the disability to DSS
1. Provide documentation of the disability 
1. Make  request for specific accommodations in a timely manner

The student is responsible for requesting accommodation letters and delivering them to faculty. Students should meet with faculty to review the accommodation requests, and not simply leave them for faculty to review alone. Students are responsible for contacting the DSS office if there is any difficulty with the accommodation process.

University and DSS policies and procedures can be found on the University website and in written form, such as the Bulletin, Fledgling, and Disability Resource Guide. Faculty will also have written procedures and expectations which will be outlines in their syllabi.  Students are responsible to take the initiative to become familiar with all regulations. 
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Faculty members are responsible for establishing a cooperative atmosphere when working with students with disabilities. Faculty should meet in a timely fashion with any student who has provided accommodation letter.  Faculty should contact DSS before refusing to provide a student with a requested accommodation.  The procedure for requesting classroom accommodations is included at the end of this handbook, and can be found in Working with Students with Disabilities: A Handbook for Faculty and Staff.  Faculty are expected to include the following University ADA statement (approved by the VPAA and Deans) on all class syllabi. 

ADA Statement: 

The University of Montevallo provides equal opportunity to qualified students.  If you have a disability (medical, physical, learning, psychological, etc.) and wish to request disability-related accommodations to complete course requirements, contact Disability Support Services (located in Main Hall, rear entrance; 665-6250).  Course requirements cannot be waived, but reasonable accommodations may be provided based on disability documentation and course objectives.  Accommodations cannot be made retroactively.
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The following section will cover some of the more commonly requested accommodations and services. It is not intended to be an all-inclusive list, nor is it designed to include every detail regarding a DSS process or procedure. For more details on specific services or accommodations, individuals are encouraged to visit the office, review the website (www.montevallo.edu/sswd), or call the office at 205-665-6250. 

Although it is the responsibility of the student to request specific accommodations, DSS can assist the student in this process. This may be done in part by reviewing previous school records and pertinent medical information, as appropriate. Requests for accommodations must be made in writing.  Copies of requests are kept on file, as are the signed accommodation letters.


Priority Registration 
Students with disabilities who qualify for this service can register on first day of pre-registration. Priority registration allows students with disabilities more flexibility in scheduling classes in a manner that meets the needs associated with their disability (e.g., timing of medication or treatments, mobility concerns, excessive fatigue or the need for extended time on tests).  It also allows DSS to coordinate services more efficiently, such as when needing to hire sign language interpreters or relocate classrooms.

Students eligible for priority registration should contact DSS (in person, phone or email) as soon as the academic advisor has entered the student’s Banner registration code (each semester).  DSS will then authorize the earlier registration date.  Financial or other holds on the student account may block priority registration.

Testing Accommodations
If a student qualifies for extended time, distraction-reduced testing environment, or adaptive technology, and faculty cannot provide the accommodation themselves, DSS is available to proctor tests, quizzes, in-class writing, exams, etc.    The student and faculty will need to complete/sign the Proctor Form and return it to DSS.   This form is available in the office or may be printed from the DSS website. The student is responsible for reserving a testing room, preferably the same time as the class, to take the exam. DSS requires notice from the student of two business days during the semester and one week for final exams.  The testing procedure is as follows: 

Test proctoring in the DSS Office
Student responsibilities:

1. Schedule the test with DSS (phone, email, or in person).
1. Obtain faculty’s signature on the DSS Proctor Form (for each test).
1. Bring the completed proctor form to DSS before or at the time of the test.

Faculty responsibilities:

1. Sign the DSS Proctor Form when provided to him/her by the student.
1. Send the test to DSS in person, via OSP or student worker, or email. No hand mail please.
1. Include any charts, formulas, extra credit, maps, etc., that others will have in the classroom and indicate permission to use those or other resources on the proctor form.



DSS responsibilities:

1. Proctor/Read/Scribe the test as appropriate.
1. Return the test to the faculty member. (Obtain receipt signature)

Students taking exams in the DSS office are expected to adhere to the University’s academic honesty policy.  Testing rooms have video recording/surveillance.  Students caught using unauthorized resources will be reported to the faculty and the Vice President of Student Affairs. 

Accessible (“Handicapped”) Parking
All students must register their vehicle (purchase a permit). Students, faculty, or staff who have a state disability parking placard or license tag should obtain the disability (blue) permit (rather than the commuter or resident permit) from the DSS office. The office will need a copy of the receipt/registration for the state placard/license plate to confirm the individual’s need for the campus blue tag.  Disability parking permits are the same cost as all other permits.

Temporary disability parking due to injury or illness is also provided through DSS.  Individuals should bring a letter from their medical professional indicating the diagnosis/reason for the temporary permit and the expected duration of the need.  Students requesting temporary permits for extended periods of time should obtain the state temporary permit as well.

Housing Disability-Related Requests
All medical or disability-related accommodation requests regarding campus housing are coordinated through a joint process between Housing and Residence Life (HRL) and Disability Support Services. The University’s disability documentation guidelines apply to all requests, including those affecting housing. The documentation must state the disability, describe current impact of functioning and support the specific request. All requests are considered on a case-by-case basis, and can include requests for (medically necessary) private room or bath, first floor location, flashing fire alarms, bathroom grab bars, accessible sink/toilet, etc.

Notetaking Support
Notetaking support is provided for students whose documentation indicates an inability to effectively take their own notes in class. Students who qualify for notetaking support may recruit their own note-taker or may request that this be done through faculty. Notetaking support is considered a supplement to a student’s own notes, and students are expected to take responsibility for taking notes when physically able, and/or for using a back-up method, such as recording, when appropriate.  Notetaking support is generally not considered a substitute for participation/attendance, and notes may be withheld in situations involving unexcused absences.    



Alternative Format Materials
Students who qualify for this service may request that print materials (books, notes, etc.) be converted to a format such as e-text, Braille, or audio. The University may obtain texts from Recordings for the Blind and Dyslexic, Bookshare.org, or publishers.  If the text is unavailable through those sources then the alternative format may be produced in-house. 

It is the responsibility of the student to provide DSS with the appropriate information about each requested text (title, author, publisher, copyright date, etc.) as early as possible. All requests will be processed as quickly as possible regardless of when they are received, however, DSS does request a 3 week notice in order to provide alternative formats in a timely manner. If a book must be produced in-house, the student is responsible for providing DSS with a copy of the book.  Proof of purchase (a receipt) is required to provide alternate formats produced in-house or obtained from a publisher.

[bookmark: _Toc105992343]Sign Language Interpreting/Captioning 
Deaf or Hard-of-Hearing students may request interpreting or captioning services as appropriate and necessary. Sign language interpreters interpret/transliterate from spoken language into the appropriate sign mode and from sign into spoken language.  Real-time captioning or other speech to text services may be provided to D/HOH students who do not use sign language or in situations where an interpreter is unavailable or when word-for-word English terminology is deemed essential.

A separate handbook is available that outlines services and procedures for students who are D/HOH. This additional resource contains much more detailed information and can be obtained in the DSS office. A copy of this document is provided to all D/HOH students upon registering for services.

Reasonable Modification of Attendance or Tardy Policy
Attendance is important for long-term and consistent academic success. Requests for modification of attendance or tardy policies are reviewed on a case-by-case basis.  This is most often approved in cases where a student has a disability condition which could flare up intermittently, but not require a visit to the doctor, thereby not providing the often-requested medical excuse.  Examples could include seizures, brittle diabetes, debilitating nausea from chemotherapy, gastrointestinal distress from Crohn’s Disease, or a flare-up of panic disorder.  Any of these situations would be familiar to the student and treatment could simply include their usual medications, additional sleep, etc.  A medical visit might be unnecessary and perhaps even denied by insurance. 

There may, however, be situations where no modification, or very limited modification, is possible.  It is difficult to “make up” events such as frequent guest speakers, science labs, group presentations, etc.  There may be times when no “penalty” might be applied, yet due to the absence no participation points can be earned.  Faculty should review their policy in regards to how they treat other “approved” absences (such as class field trips, athletic participation, theater or music performances, etc).   Students should carefully examine attendance and tardy policies on each syllabus and then discuss their specific needs with the DSS office.  DSS staff may contact faculty regarding this request to examine the essential functions of the class before making a determination.  

In the event that attendance modification is recommended, students have the obligation to contact faculty regarding each absence – before the absence if possible, or as soon as possible afterward.  The type of contact can be specified by the faculty (phone message, email, etc.)  The student is responsible for contacting faculty regarding any missed assignments, and must turn in such work within agreed-upon deadlines.

Modification of tardy policy generally applies to situations where campus mobility is an issue, such as when a student has physical difficulty traveling between two classrooms and could occasionally be late.  If this becomes a daily issue, then DSS can determine if one class could be relocated to prevent chronic tardiness (which can be very disruptive).  Priority registration is helpful in setting a schedule with appropriate time allowances, but available class sections may limit options.  

Tardiness, or the need to occasionally leave class unexpectedly, may also be addressed when dealing with a disability condition with unpredictable flare-ups such as Crohn’s, migraines or diabetes.  The student might be slightly late, or need to leave in the midst of class - without having to provide a medical explanation in front of other students.

Service Animal Procedures
The revised Americans with Disabilities Act regulations (effective February, 2011) define a service animal as: “…any dog that is individually trained to do work or perform tasks for the benefit of an individual with a disability, including a physical, sensory, psychiatric, intellectual, or other mental disability….. The work or tasks performed by a service animal must be directly related to the handler´s disability. Examples of work or tasks include, but are not limited to, assisting individuals who are blind or have low vision with navigation and other tasks, alerting individuals who are deaf or hard of hearing to the presence of people or sounds, providing non-violent protection or rescue work, pulling a wheelchair, assisting an individual during a seizure, alerting individuals to the presence of allergens, retrieving items such as medicine or the telephone, providing physical support and assistance with balance and stability to individuals with mobility disabilities, and helping persons with psychiatric and neurological disabilities by preventing or interrupting impulsive or destructive behaviors”. 

Key changes include the following:
· Only dogs will be recognized as service animals.  Other species of wild or domestic animals are not service animals under the new definition. (Until the effective date, existing service animals of all species will continue to be covered under the ADA regulations.)
· Service animals are required to be leashed or harnessed except when performing work or tasks where such tethering would interfere with the dog's ability to perform.

Existing policies that were clarified or formalized include the following:
· Dogs whose sole function is “the provision of emotional support, well-being, comfort, or companionship” are not considered service dogs under the ADA.
· “The crime deterrent effects of an animal's presence” do not qualify that animal as a service animal and “an animal individually trained to provide aggressive protection, such as an attack dog, is not appropriately considered a service animal.”


An animal that meets the ADA definition is permitted to accompany the individual with a disability to class meetings, services, activities, programs, field trips, or residences. Service animals are not pets, and should not be fed or distracted.  The animal should not be touched or petted without express permission from the handler, and then only when the animal is not actively involved in duties.

Service animals working on campus are required to be in good health and be current in all appropriate vaccination series. An annual clean bill of health from a licensed veterinarian must be submitted to DSS if the animal will be residing in University housing.  The animal must be on a leash and under the handler’s control at all times. The handler is also responsible, unless physically unable, for clean-up of animal waste. 

Any service animal may be removed from campus either temporarily or permanently if it is disruptive, unruly, or in ill health. 

In the event of an emergency, it should be noted that service animals and their handlers are considered a team and every effort should be made to keep the handler and their animal together. In such instances, the animal may bark, appear nervous or act in a protective manner regarding its handler.  The animal should be viewed as acting in the appropriate manner given an emergency and should not be considered harmful.  


Documentation for Third Party Agencies (Graduate Testing, Certifications, Licensure)
Some programs require or encourage students to take examinations for entry or completion of the degree, and other students will take exams for admission into graduate school, for licensure or certification after graduation from our programs.  

External agencies have their own processes and documentation guidelines, sometimes having detailed requirements as to the nature and age of documentation, and may require letters from the student and/or the DSS office. Some agencies have deadlines for test accommodation requests that may be earlier than the typical deadline. Commonly requested accommodations could include extended time, distraction-reduced environment, sign language interpreter, paper vs. online format, large print, scribe to fill in scantron forms, etc. 

In order to effectively meet such requests, DSS has a five (5) day notice to prepare paperwork for the various academic and professional tests.  Students should contact DSS well in advance of deadlines and research what documentation is needed.  Efforts will be made to meet all requests, but late requests cannot be guaranteed
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TEMPORARY DISABILITIES

Students who experience an illness or injury that may be considered temporarily disabling and request an accommodation (modification of attendance policy, notetaking or test accommodations, assistance with notes, etc.) should be referred to DSS.   Disability law requires that the University use a case-by-case approach in determining the need for accommodation based on expected duration, severity and impact on “major life activities”.  DSS staff will assess each situation and provide the student with accommodation letters when appropriate.  DSS does not need to be involved in reviewing or collecting medical excuses for the typical “absence due to illness” situations, but will be happy to advise if a situation becomes significant. 


[bookmark: _Toc270933144]EMPLOYMENT DISABILITY ISSUES 

Students should know that many employers, including the University of Montevallo, are covered under the provisions of Section 504, the ADA and the ADAAA.  Covered employers may not discriminate on the basis on disability and work-related accommodation requests must be considered.  Reasonable accommodation occurs when a modification in job requirements or structure can be made without causing the employer undue hardship, and when doing so will allow the employee to perform the essential functions of the job.  Employment (including student employment) accommodation requests or concerns should be directed to the Director of Human Resources (205-665-6055, Meroney House)
Employment Accommodations
Accommodations must be offered for every phase of employment (e.g. pre-employment testing, on-the-job accommodations for task performance, training, consideration for promotions).
· Accommodations must be tailored to the needs of the individual and the requirements of the job; 
· The University is not responsible for accommodating disabilities of which it is unaware;
· The University may ask applicants/employees if any reasonable accommodation is needed to perform the essential functions of the job if the disability is obvious or if a disability is disclosed; 
· An accommodation, if implemented, must be intended to allow the employee to be better able to perform the tasks of the job in question, but does not guarantee success. 

If a disability is obvious or disclosed, limited questions may be allowed regarding the ability to perform the essential functions of the job. However, comments pertaining to the appropriateness of accommodations or questions as to why it is necessary are prohibited. 
The following are examples of inappropriate types of questions:
· Pre-employment inquiries about a disability or nature or severity of a disability on application forms, in job interviews, or in background or reference checks.
· Medical inquiry or medical exam prior to a conditional offer of employment. 
· What serious illnesses has the applicant had in the last five years? 
· Is applicant responsible for the care of someone with a disability? 
· Has the applicant ever been hospitalized? If so, for what condition? 
· Has the applicant ever been treated for any mental disease or condition? 
· Has the applicant ever been treated for drug or alcohol addiction? 
· Has the applicant ever filed for worker’s compensation insurance? 
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The Alabama Secretary of State has stated that disability services offices in public institutions of higher education fall within the agency-based voter  registration provisions of the National Voter Registration Act of 1993 (NVRA). The provision designates voter registration agencies as
	“…all offices in the State that provide State-funded programs primarily engaged 
	in providing services to persons with disabilities.”  [42 USC 1973gg-5(a)(2)(B)]

Students (or Faculty/Staff) may obtain a voter registration form from any DSS staff member. 
[bookmark: _Toc105992353]

[bookmark: _Toc270933146]STUDENT ADVOCACY

DSS has created the current procedures with an emphasis on creating opportunities for students to learn the basics of self-advocacy. Students may not had ample opportunity to learn how to advocate for what they need, or how to express those needs in an effective way. One of the roles of DSS staff involves teaching students how to advocate. Ideally, as a role model, the student can learn from others how to self-advocate, and what to do in a given situation. Occasionally, students and faculty have issues that arise which necessitate intervention.

DSS staff can and will intervene as needed to mediate when there is conflict or misunderstanding that cannot be resolved by the student and faculty. Students may know what they want or need, but cannot express it in a way that it is understood. This is where professional intervention can remedy the situation, and in that process the student and faculty both learn how to work better with each other. Advocacy is not limited to on-campus activities, as communication with external agencies, such as Vocational Rehabilitation or Mental Health, may require intervention and advocacy on behalf of the student as well.

In the event that the usual communication process is not effective, students have access to use the Student Disability Grievance Procedure, as found in the Appendix of this handbook. 
		Appendix
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[bookmark: _Toc270933147]APPENDIX

[bookmark: _Toc270933148]General Documentation Guidelines

Disability documentation serves two primary purposes: 1) Protection from discrimination, and 2) Determination of accommodations to which an individual may be entitled.  Documentation to establish the former serves only to assure that an individual will not be excluded, restricted or harassed based on perceptions or stereotypes.  Documentation intended to support the need for accommodations must not only provide evidence of a disability, but also provide sufficient information regarding the functional impact of that disability.

Students should also be aware that meeting University guidelines does not assure the sufficiency of that documentation for transfer to another institution, or for the standards of various professional/graduate school testing agencies. Documentation will be reviewed on a case-by-case basis. If the documentation provided is deemed insufficient, additional documentation will be requested.  The University has no responsibility for the cost of obtaining such documentation.  If documentation is acceptable, but the University wishes to obtain a second opinion, the University reserves the right to request such at its expense.  Final determination of appropriate and reasonable accommodations rests with the University.

Documentation will be held in a confidential manner.  There may be circumstances under FERPA or other unusual situations that might necessitate that some details of a student’s file be shared with select University officials – such as an emergency or student grievance proceeding (if relevant to disability or accommodation process).  Court orders, subpoenas or complaints filed outside the University may result in files provided to University counsel.  In any such cases, any University personnel involved will continue to maintain the student’s confidentiality.  Students must sign a release if they wish records to be forwarded to another institution.  Files will be kept for a minimum of seven years past the last term of enrollment.

13. Documentation must be from an appropriate, licensed professional with training and expertise in the area of the disability.  The report/evaluation should include the credentials of the professional, including title and licensure and/or certification.  Documentation from a family member is not acceptable. 
 
13. All documentation must be typed on official letterhead, dated and signed. 

13. The age of acceptable documentation may vary depending on the nature of the disability, and is described within each set of guidelines.

13. A clear and specific diagnosis must be stated; however, a diagnosis alone is not enough to require accommodations/auxiliary aids.  Medical letters stating only the name of a diagnosis without a description of current symptoms/impact on functioning are not sufficient as stand-alone documentation.

13. A high school IEP or 504 Plan alone is not usually sufficient documentation, but may be useful as part of a total package of documentation.

[bookmark: _Toc270933149]Documentation of Learning Disabilities

The report should come from an appropriate licensed professional, preferably a clinical or educational psychologist or a psychiatrist with expertise in evaluating the impact of LD in a postsecondary educational environment. A diagnosis of LD by someone whose training is not in these fields may not be acceptable.  See “General Documentation Guidelines” for other important information about the documentation 
Documentation is considered on a case-by-case basis and should support the need for services based on current functioning.  DSS requests a current evaluation, preferably within the last three years.   Adult testing instruments are preferred.  Evaluations performed using children’s norms will be reviewed, but updated information may be required. 
 To determine eligibility for services, the University requests the following information about the disability and how it impacts major life activities:
1. A clinical interview, addressing relevant academic, medical, developmental/social history.   Include relevant medical, psychological or educational history.  Describe presenting symptoms and any applicable history of the use of accommodations in previous educational settings.

2. An assessment of intelligence/aptitude using comprehensive tests such as the Wechsler Adult Intelligence Scale – IV or the Woodcock Johnson Psycho-educational Battery – III: Test of Cognitive Ability - III.  Include subtest scores, preferably with standard scores and percentiles.  Screening devices that do not provide a thorough assessment may not be acceptable.

3. An assessment of academic achievement. This should include norm-referenced tests with standard and subtest scores reported. This may include an assessment of reading comprehension, math and written language. Formal inventories or classroom/testing observations may also be helpful. Note that academic screening devices that do not include comprehensive measures of the areas listed above, or tests with inappropriate norms may not be sufficient to support some accommodation requests.   Appropriate instruments would include tests such as the Woodcock Johnson Psycho-educational Battery – III: Tests of Achievement, Wechsler Individual Achievement Tests, Stanford Diagnostic Reading and Math Tests, etc.   Include a summary of the achievement testing addressing significant discrepancies or significant strengths or weakness.

4. A clear diagnosis of one or more learning disabilities, preferably using DSM-IV-TR criteria.  Address the possibility of comorbid disorders that can mimic LD symptoms.   

5. Recommendations for accommodations to equalize this student’s educational 
opportunities at the postsecondary level.  If the testing results do not directly relate to recommended accommodations, include rationale for the recommendations.




[bookmark: _Toc270933150]Documentation of Attention Deficit/Hyperactivity Disorder

The report should come from an appropriate licensed professional, such as a clinical or educational psychologist, psychiatrist, or physician with expertise in evaluating the impact of ADD/ADHD in a postsecondary educational environment. A diagnosis of ADHD by someone whose training is not in these fields may not be acceptable.  See “General Documentation Guidelines” for other important information about the documentation.
Documentation is considered on a case-by-case basis and should support the need for services based on current functioning.  DSS requests a current evaluation, preferably within the last three years.   Adult testing instruments are preferred.  Evaluations performed using children’s norms will be reviewed, but updated information may be required.  
To determine eligibility for services, the University requests the following information about the disability and how it impacts major life activities:
1. A clinical interview, addressing relevant academic, medical, developmental/social history.   Include relevant medical, psychological or educational history.  Describe presenting symptoms and any applicable history of the use of accommodations in previous educational settings.

2. A description of attention difficulties. Checklists/ratings scales can be important, but a single checklist or subtest score should not be the sole criterion for the diagnosis.  Many evaluators find it valuable to administer, or examine the results of, psycho-educational testing.  Note that such testing data may be required to support some kinds of academic accommodation requests.  Also, students who are considering a transfer to another university, or application to graduate or professional schools, may find that this testing is required.  
A comprehensive evaluation would include intelligence and achievement testing.  Intelligence/aptitude tests such as the Wechsler Adult Intelligence Scale – IV for the Woodcock Johnson Psycho-educational Battery – III: Test of Cognitive Ability are appropriate.  Appropriate achievement instruments would include tests such as the Woodcock Johnson Psycho-educational Battery – III: Tests of Achievement, Wechsler Individual Achievement Tests, Stanford Diagnostic Reading and Math Tests, etc.  Include subtest scores, preferably with standard scores and percentiles. 

3. A clear diagnosis of ADHD using DSM-IV-TR criteria. Address the possibility of comorbid disorders that can mimic LD symptoms. 

4. Current medication/treatment, and/or history of such.  It is helpful to know if test data provided was obtained with or without medication.  A description of the impact, or any side effects, of the medication should also be included.

5. Recommendations for accommodations to equalize this student’s educational opportunities at the postsecondary level.  If the testing results do not directly relate to recommended accommodations, include rationale for the recommendations.

[bookmark: _Toc270933151]Documentation Guidelines for Medical, Mobility, 
or Sensory Disabilities

The letter or report should come from an appropriate licensed professional, such as the treating physician, orthopedist, physical therapist, ophthalmologist, audiologist, speech pathologist, as appropriate. See “General Documentation Guidelines” for other important information about the documentation.
Documentation is considered on a case-by-case basis and should support the need for services based on current functioning.  DSS requests documentation, preferably within the last three years. Older documentation may be acceptable, however depending on the nature of the disability more recent information may be requested. 
To determine eligibility for services, the University requests the following information about the disability and how it impacts major life activities:
1. Clearly stated clinical diagnosis, ruling out alternative explanations/diagnoses

2. Description of this student’s current symptoms (including severity and duration) with approximate date of onset and last contact with the student, if relevant

3. Description of the impact on major life activities affected by this disorder such as, learning, seeing, hearing, sleeping, walking, etc. 

4. Current treatments/medications, including side effects or other impact of the treatments/medications

5. Recommendations for accommodations to equalize this student's educational opportunities at the postsecondary level. Accommodations must be logically supported by the documentation; therefore, if the connection is not obvious, include rationale for the recommendations. The intensity or duration of the accommodations, if temporary or highly variable, should be addressed.















[bookmark: _Toc270933152]Documentation Guidelines for Psychological Disabilities
 
The letter or report should come from an appropriate licensed professional, such as a licensed clinical psychologist, psychiatrist, neuropsychologist, or licensed professional counselor.  Please see the “General Documentation Guidelines” for other important information about the source of the documentation, as well as the report itself.
Documentation is considered on a case-by-case basis and should support the need for services based on current functioning.  DSS requests documentation, preferably no more than one year old. Older documentation may be acceptable, however depending on the nature of the disability more recent information may be requested. 
To determine eligibility for services, the University requests the following information about the disability and how it impacts major life activities:

1. Clearly stated clinical diagnosis, including appropriate diagnostic codes, and ruling out of alternative explanations

2. Clinical summary, including current symptoms (severity and duration), relevant social and academic history, test data, observations, approximate date of onset, and last contact with student

3. Description of the impact on major life activities affected by this disorder such as, learning, seeing, hearing, sleeping, walking, etc. 

4. Current treatment/medication, including side effects or other impact of the treatment/medication

5. Recommendations for accommodations to equalize this student’s educational opportunities at the postsecondary level.  Accommodations must be logically supported by the documentation; therefore, if the connection is not obvious, include the rationale for the recommendations.  The intensity or duration of the accommodations, if temporary or highly variable, should be addressed.








[bookmark: _Toc270933153]Documentation Guidelines for Traumatic Brain Injury
 
 The comprehensive evaluation report should come from an appropriate licensed professional, such as a neurologist, neuropsychologist, speech-language pathologist, rehabilitation specialist, or orthopedic specialist. See the “General Documentation Guidelines” for other important information about the source of the documentation, as well as the report itself.
Documentation is considered on a case-by-case basis and should support the need for services based on current functioning. Documentation must be current, preferably no more than two years old.  The evaluation should have been completed post-rehabilitation.  In certain circumstances, depending on the age of the student and the length of time since the accident/injury occurred and the evaluation was completed, older documentation may be acceptable.  
To determine eligibility for services, the University requests the following information about the disability and how it impacts major life activities:
1. Clearly stated clinical diagnosis, addressing alternative or co-existing diagnoses, including date of injury/diagnosis and last contact with student

2. Thorough assessment of cognitive abilities, including processing speed and memory

3. Description of the impact on major life activities limited by this disability and how this may impact the academic environment.  (A description of the severity and impact caused by the disability is necessary.)

4. Current treatment/medication, including side effects or other impact of the treatment/medication

5. Recommendations for accommodations to equalize this student’s educational opportunities at the postsecondary level.  Accommodations must be logically supported by the documentation; therefore, if the connection is not obvious, include rationale for the recommendations. The intensity or duration of the accommodations, if temporary or highly variable, should be addressed.
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[bookmark: _Toc270933154]
Procedure for Academic Accommodation Requests

1. Student meets with Disability Support Services (DSS) staff to self-identify, provide appropriate documentation of disability, request accommodation, and, if appropriate, complete the Request for Accommodation Letter.  DSS staff will review documentation and request, consult with faculty when necessary, and make recommendations. 
A. If student agrees with DSS recommendations for accommodation, then accommodation letters will be prepared. (See 2.)
B. If student disagrees with DSS recommendations for accommodations, then the student may appeal the decision using the Student Disability Grievance Procedure.
1. Student picks up accommodation letters from DSS office and then meets with faculty.  The student and faculty then discuss the accommodations. If they agree upon the accommodation(s) the letter is signed: one copy is kept by the faculty and other copy is returned to DSS.
1. If the faculty and student cannot agree upon the accommodation (s), the student notifies DSS.  (Faculty are also encouraged to contact DSS.)  DSS and faculty will review the accommodation recommendations, the impact on essential functions of the course, and seek an acceptable agreement with the student. 
1. If DSS, faculty and student cannot reach agreement, then the request is forwarded to Chair and/or Dean for review. Chair/Dean will review request and talk with involved parties as necessary.
1. If no resolution, request will be forwarded to VPAA, who may review request, supporting documentation, and, if necessary, meet with all involved parties. 
1. VPAA makes decision, and notifies all parties in writing.
1. Student may appeal the decision of the VPAA using the Student Disability Grievance Procedure.
 









[bookmark: _Toc270933155]Procedure for a Request for Disability-Related Modification
[bookmark: _Toc270933156]or Substitution of Academic Requirements
 

1. Student contacts Disability Support Services, and provides documentation of disability and a request for modification/substitution of academic program requirements. 

2. DSS Staff may confer with Department Chair and/or Dean regarding essential functions of program and/or course. 

A. If documentation supports the request, and DSS agrees that the request does not cause a substantial alteration of the essential functions, DSS Staff will forward the request, as well as the recommendations of the Chair/Dean, to the VPAA. (See III.)
B. If documentation does not support the request or DSS and Faculty/Administrators believe there will be alteration of essential functions, request will be denied. The student may appeal this decision using the Student Disability Grievance Procedure.
 
3. VPAA reviews the request, recommendations, supporting documentation if needed, and may consult with DSS Staff, Faculty and/or Administrators as necessary.  VPAA makes a decision and notifies all parties in writing.    

4. Student may appeal the decision of the VPAA directly either to the President or through the Student Disability Grievance Procedure.















[bookmark: _Toc270933157]Student Disability Grievance Procedure

The University has adopted the following internal grievance procedure for students to provide for prompt and equitable resolution of complaints alleging any action prohibited by the U.S. Department of Education regulations implementing Section 504 of the Rehabilitation Act of 1973 or the Department of Justice regulations implementing the Americans with Disabilities Act of 1990 and the ADA Amendments Act of 2008.

1. A complaint must be filed in writing, containing the name and contact information of the person(s) filing it, and a brief description of the alleged violation of the regulation(s), including relevant dates and university employees or locations.

2. Grievances should be addressed to the Disability Compliance Officer, Station 6250, University of Montevallo, Montevallo, AL 35115. If the grievance is regarding the Disability Support Services Office or specifically names the Disability Compliance Officer, also the Director of Disability Services, then the complainant may chose to address it to the Disability Compliance Committee, c/o the EO Officer, Station 6055, University of Montevallo, Montevallo, Al 35115.

3. A complaint must be filed within 60 calendar days of the alleged act(s) of discrimination or the complainant becoming aware of the alleged violation. A student who wishes to file a complaint as a result of an alleged action in a class in which the student is presently enrolled may file at the time of the alleged incident or up to 60 days beyond the conclusion of the term.

4. An appropriate investigation shall follow filing of the complaint. The investigation shall be conducted by the Disability Compliance Officer and will include the Disability Compliance Committee as named by the President of the University, or other University officials as appropriate.  If the grievance names DSS or the Disability Compliance Officer, then the EO Officer will call the Committee and guide the investigation.  Any University personnel named in complaint will be notified within 10 calendar days of receipt of the complaint.  

5. The Disability Compliance Officer, or EO Officer as appropriate, shall issue a written determination regarding the complaint and the description of the resolution, if any, and a copy forwarded to the complainant(s) no later than 30 calendar days after its filing. The Disability Compliance Officer shall maintain the confidential files and records relating to grievances for seven (7) years.

6. The student(s) may request reconsideration within 30 days of receiving written determination from the Disability Compliance Officer.   Request for reconsideration must be made in writing to the President, University of Montevallo, Station #6001, University of Montevallo, Montevallo, AL 35115.  The decision of the President is final.

7. The right to a prompt and equitable resolution of a complaint filed shall not be impaired by the student’s pursuit of other remedies, such as filing a Section 504 or ADA complaint with the appropriate state or federal department/agency.

8. This procedure shall protect the substantive rights of the interested persons to meet appropriate due process standards and to assure the University of Montevallo complies with the intent of Section 504 and the ADA and implementing regulations.
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