PAGE  
24
FACULTY HANDBOOK ( OFFICE OF DISABILITY SERVICES ( JAMES MADISON UNIVERSITY


[image: image1.emf]
faculty HANDBOOK

Teaching Students with Disabilities

Office of Disability Services 






( James Madison university (
Table of Contents
The Office of Disability Services

the Office of Disability Services (ods)

_____________________________________________________________

WELCOME

James Madison University (JMU) is committed to the principle of equal access and opportunity in education and employment and full participation for persons with disabilities in all of its programs and services. 

As part of our commitment, this handbook has been created as a resource to assist faculty with their disability-related questions or concerns. This handbook contains a wide range of topics such as:

· Information on the roles and responsibilities of instructors, students and the Office of Disability Services

· Resources available to support instructors as well as students with disabilities

· Important teaching practices that support accessibility

· Teaching strategies for students with specific disabilities

Please refer to the Office of Disability Services (ODS) website for more information. This website contains presentations from training sessions for supervisors, employees, and faculty:



(http://www.jmu.edu/disabilityser/wm_preview/Facultyresources.shtml)

If you cannot find the information you are seeking, or you would prefer to speak to an individual about your situation, please call: 


568-6705 for student-related questions

568-2358 for employment accommodation-related questions 

568-6991 for general questions 

The Office of Disability Services is prepared to answer your questions and assist faculty in working with students with disabilities. Please contact ODS at the contact information below:


Office of Disability Services                                                                 
         
Wilson Hall Learning Center, Room 107                                                                                       
Phone:
568-6705      disability-svcs@jmu.edu






Website: www.jmu.edu/disabilityser
the Office of Disability Services (ods)

____________________________________________________________________
OUR MISSION

The Office of Disability Services mission is to assist the University in creating an accessible community where students with disabilities have an equal opportunity to fully participate in their educational experience at James Madison University. 
 

Our goal is threefold:
 
Equal Opportunity

To provide and coordinate accommodations, ODS establishes support services and programs that provide students with disabilities an equal opportunity to maximize their learning potential.
 
Integrity

By joining with faculty, administration, and staff, ODS seeks to guard the integrity of JMU's programs and services. At the same time, ODS ensures that students with disabilities receive the reasonable accommodations that give them an equal opportunity to meet individual program requirements.
 
Responsibility

ODS functions as an advocate for students with disabilities, encouraging and assisting students in the development of independence, responsibility, and effective self-advocacy.
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Letter from ODS
Office of disability services
Dear Colleague:
James Madison University is known as a welcoming learning environment, one which truly strives to provide an excellent education to its students, educating not just the mind, but the whole individual. The Office of Disability Services works with students and faculty to ensure an accessible learning environment, and to promote the development of independence, responsibility and integrity in learning. 

We thank the faculty at JMU for your openness to the diverse needs of a continuum of learners, your creativity and pro-active approach to meeting those needs, and your genuine concern for the individual student. This handbook is a resource which explains your responsibilities and how you can enhance the teaching of students with disabilities. We encourage you to read Section I now and use the rest of the handbook as a reference when needed.

We would like to stress these points:

Use a syllabus statement.  Every syllabus should include a statement inviting students 
with disabilities to meet privately with you to arrange for accommodations. See “Eight 
Points to Guide Instructors” for a sample statement.
Work with ODS to provide an accessible learning environment for your students.  
Students will present Access Plan Letters which list approved accommodations. ODS can help you in meeting those accommodations needs. 

Ensure students equal access to the Web.  More and more, instructors are developing Web-enhanced/distance education course materials. Our Center for Instructional Technology is committed to supporting the ideals of universal design in creating instructional tools which are accessible to all learners.

As evidenced by our commitment to diversity, James Madison University is firm in its commitment to providing students equal access to quality education. This handbook will be a useful guide to you in your efforts to support that commitment.
Thanks to Ohio State University for sharing their model faculty handbook so generously. Special thanks also to Jean Bryan, a JMU student in the Technical and Scientific Communication program, for her exacting work in editing this manual to make it a useful resource for faculty at JMU.


Sincerely yours,


The staff of the Office of Disability Services
The Office of Disability Services         Wilson 107, MSC 1009         540-568-6705

http://www.jmu.edu/disabilityser/               disability-svcs@jmu.edu
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Section I: What to Know Before You Teach
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Policy #1331
Disabilities & Reasonable Accommodations

Date of Current Revision:

January 2004
Primary Office Responsible: 

Human Resources
Secondary Offices Responsible:
Office of Affirmative Action (for ADA),
  




Office of Disability Services (for the Rehabilitation 





Act of 1973, Section 504)

1.
Purpose


This policy sets forth provisions for the University’s compliance with relevant 


legislation and policy and establishes the University’s intent that qualified persons 


with disabilities be provided with reasonable accommodation to ensure equal access 


and equal opportunities with regard to the university’s programs and services. This 


policy is intended to provide a method by which the university will process requests 


for accommodations

2.
Authority

The Americans with Disabilities Act (42 U.S.C. § 12,101 et seq.) and Section 504 of 
the Rehabilitation Act (29 U.S.C. §791, et seq.) prohibit discrimination against a 
person with a disability in the offer or conditions of employment, and in the 
participation or furnishing of services. James Madison University is obliged to 
provide reasonable accommodations to enable qualified individuals with documented 
disabilities to perform a job, participate in a class, or participate in other university 
functions. 

3.    Definitions


3.1 Disability: 

A documented physical or mental impairment that substantially limits one or 
more major life activities, a record of such an impairment, or being regarded 
as having such an impairment.


3.2 Major life activity: 

A key function of life, such as seeing, hearing, walking, caring for oneself, 
working, learning, etc.


3.3 Individual with a disability:

One who, with or without reasonable accommodation, can perform the essential 
functions of a particular job or meet specific academic/program requirements 
for participation in a university sponsored program, service or activity.


3.4 Essential function:

A task/responsibility that is not marginal to the purpose of the job.


3.5 Employment practices:

Application procedures, hiring, advancement, discharge, compensation, job 
training, and all other terms and conditions of employment.


3.6 Reasonable accommodations:

An action that may be taken by the university to accommodate an individual with 
a documented disability, without imposing an undue hardship on the university.


3.7 Hardship:

An accommodation imposes an undue hardship on the university if it constitutes 
an undue financial and administrative burden on the university, or it requires a 
fundamental alteration in the nature of the program. 


3.8 Disability Resources Committee:

A university-sponsored advisory group that offers informal advice and support 
to persons with disabilities, their supervisors, and the university community at 
large.


3.9 Documentation:

Those documents/reports that are required before any accommodation can be 
offered. Documentation consists of official written communication from a 
qualified professional (such as a Physician, Surgeon, Psychiatrist, Physical 
Therapist, etc.). This communication must be current and must describe the 
diagnosis and nature of the disability, the major life function(s) affected, and the 
prognosis of the disability. The professional may also make suggestions regarding 
the accommodations being requested. Specific guidelines for the documentation 
of a documented disability can be found at: 
http://www.jmu.edu/humanresources/ada/ 


3.10 Student:

Any full or part-time student currently enrolled in at least one for-credit course.


3.11 Staff:

A member of the classified staff is a full-time employee working in a job that is 
under one of the Commonwealth’s job role classifications.


3.12 Wage employee:

As defined by the Commonwealth, a wage employee is a part-time, temporary, or 
seasonal employee who is limited to working no more than 1500 hours in any 
365-day period.


3.13 Faculty Member:

A member of the Instructional or Administrative & Professional Faculty.


3.14 Administrative & Professional Faculty:

Sometimes referred to as 'A&P Faculty', this is a faculty member whose primary 
responsibility is management or administration but is not teaching (as opposed to 
instructional faculty). In the past, A&P Faculty were sometimes referred to as 
'T&R Administrators.' However, that terminology is no longer used commonly.

4.
Applicability

This policy applies to all university students and employees.

5.
Policy

This policy prohibits discrimination on the basis of a documented disability. The 
university will not allow discrimination on the basis of a documented disability in the 
employment relationship, including job application procedures, hiring, advancement, 
discharge, compensation, job training, or other terms and conditions of employment. 
The university will not allow discrimination on the basis of a documented disability 
in the provision of services to students or other individuals. The university will 
provide reasonable accommodation to qualified individuals with documented 
disabilities to ensure equal access and equal opportunities with regard to the 
university’s programs and services. The university will not allow discrimination 
against individuals who are associated with persons with disabilities. It is a violation 
of this policy to retaliate or harass an individual who files charges or participates in 
proceedings under this policy.


6.
Procedures


The Disability Resources Committee website provides a clear listing of the steps 


required to apply for reasonable accommodation for a documented disability. The 


website is located at: http://www.jmu.edu/humanresources/ada/ 




6.1 Determination



Final determination of accommodations rests with the university.





6.2 Confidentiality
1. Information about an employee’s documented disability must be kept in a file separate from the personnel file in the academic unit office and/or the college office, and this file must be kept confidential to the extent allowed by law. Once Human Resources, Affirmative Action, the Office of Disability Services or a member of the Disability Resources Committee has been informed of a person’s documented disability, the person’s supervisor (if applicable) must be notified so that any accommodation request can be coordinated through the supervisor. 
      2.   Information about a student’s documented disability must be kept in a 

file separate from the educational records in the academic unit office 
and/or the college office, and this file must be kept confidential to the 
extent allowed by law. 

3.
Information about specific requests for accommodation from others 
must be kept in a file in the Affirmative Action Office. 

6.3 Disability Resources Committee 

To serve as an advisory committee and resource for the JMU community, the 
University has established the Disability Resources Committee. This committee, 
which is comprised of representatives from the Office of Affirmative Action, 
Office of Disability Services, Academic Affairs, Human Resources as well as 
other qualified members of the staff or faculty, exists to provide support, 
information and advice to the University community to help maximize the 
opportunities and success of faculty, staff, students and others with documented 
disabilities as they relate to the University community. The Disability Resources 
Committee provides such services as: 

1. Creating and overseeing the University’s strategic plan for managing its service and support of persons with disabilities 
2.
Providing advice to assist in the determination of reasonable 
accommodations 

3.
Providing training for faculty and staff 

4.
Advising supervisors on effective incorporation of persons with 
disabilities into the workplace 

5.
Advising the University administration on disability-related policies and 
procedures.


Membership of the Disability Resources Committee is determined in conjunction 
with the Office of Affirmative Action, Office of Disability Services and Human 
Resources. The Committee can be accessed by contacting one of the following:



568-6991 Office of Affirmative Action 


568-6705 Office of Disability Services 


568-3825 Human Resources  


6.4 Complaint Procedures

For procedures on filing a complaint of disability discrimination, please refer to 
Policy #1329 Disability Discrimination Complaint Procedure.

7. Responsibilities


7.1 An employee is responsible for informing either his or her supervisor or the 
Human Resources Department (HR) of their need for accommodations. The 
employee is also responsible for providing appropriate documentation for the 
claimed disability, and for cooperating with the university in attempting to reach 
an agreement on a reasonable accommodation. 


7.2 A student is responsible for informing the Office of Disability Services 
(ODS) of the need for accommodation. The student is also responsible for 
documenting the disability and for cooperating with the university in attempting 
to reach an agreement on a reasonable accommodation. 


7.3 An Individual attending a university event or coming onto university-
controlled property is responsible for informing the event sponsor or a 
responsible university representative of his or her need for accommodation. He 
or she is also responsible for documenting the disability and for cooperating with 
the university in attempting to reach an agreement on a reasonable 
accommodation. 


7.4 The Office of Disability Services (ODS) is responsible for processing 
requests for accommodations from students. See the ODS for procedures and 
details at http://www.jmu.edu/disabilityser/index.shtml . 


7.5 The Human Resources (HR) Department is responsible for processing 
requests for accommodation from classified staff and wage employees. See HR 
for procedures and details at http://www.jmu.edu/humanresources . 


7.6 The Office of Affirmative Action is responsible for processing requests for 
accommodation from faculty members. See Affirmative Action for procedures 
and details at http://www.jmu.edu/affirmact . 


7.7 The sponsor for a specific university activity is responsible for handling 
requests for accommodations from individuals participating in such activity, with 
assistance from ODS or the HR Department. 


7.8 Any responsible university representative who receives a request for an 
accommodation should contact one of these offices for assistance. 


7.9 Faculty members are responsible to provide reasonable accommodations to 
students who receive requests from students for accommodations should refer 
the student to the ODS. 


7.10 Supervisors who receive accommodation requests from employees must 
consult with the HR Department or the office of Affirmative Action regarding 
the identification and provision of reasonable accommodations. Supervisors may 
also contact the Disability Resources Committee. In addition, both HR and 
Affirmative Action may seek the advice of the Disability Resources Committee 
when working with requests for accommodation. 


7.11 Normally particular departments or divisions are responsible for the costs 
associated with making reasonable accommodation for employees and students. .

8. Sanctions
Sanctions will be commensurate with the severity and/or frequency of the offense and may include termination of employment.

9. Exclusions
Persons with documented disabilities are not required to perform non-essential functions of a job.

10. Interpretation
The authority to interpret this policy rests with the President, and is generally delegated to the Director of Human Resources.

Original Policy: 
July 8, 1996
Revision Draft: 
October 30, 2000
Approved: 
November 2001
This Revision: 
January 2004
Approved:
November 2001 
Approved By: 
Linwood H. Rose, President

Section I: What to Know Before You Teach

_____________________________________________________________
Eight Points to Guide Instructors
1.   The Office of Disability Services (ODS) is the designated campus office to determine appropriate accommodations and auxiliary aids for students with disabilities. The determination is based on the disability documentation provided by the student and the functional limitations presented by the disability. Students must provide ODS with this documentation before accommodations or services are provided. The person who documents a disability must be a qualified professional. The purpose of the accommodations and auxiliary aids is to give the student an equal opportunity to participate in the academic environment.
 2.  Students have the responsibility for making their disability-related accommodation needs known to you—your syllabus statement welcomes students to do so. Students with disabilities are encouraged to make their accommodation needs 
known to you in a timely fashion so that the appropriate arrangements can be made (they are not, however, required to discuss their disability). You can facilitate this process 
by including a statement on your syllabus that invites students with disabilities to meet with you to discuss their needs. Here is an example of a syllabus statement:

"Students with disabilities who require reasonable accommodations to fully participate in course activities and/or meet course requirements must register with the Office of Disability Services (ODS) and contact me to discuss access issues. ODS will provide you with an Access Plan Letter that will verify your need for services and make recommendations for accommodations to be used in my classroom.  ODS is located in the Wilson Learning Center, Room 107; Phone: 568-6705.”
 3.  Students with disabilities have a right to meet with you privately regarding disability matters, and their confidentiality must be maintained. Treat all disability-related information as confidential medical information. Conduct disability-related 
meetings in a private location. Provide plenty of opportunities for students to meet with you to describe their disability-related needs, to arrange test accommodations, to ask for clarification about what was presented in class, to get help with in-class note taking, etc.
 4.  Accommodations should NOT be provided to a student who has not provided appropriate documentation to ODS. ODS is the only office designated to review documentation of a disability and determine eligibility for specific accommodations. Faculty should not request or accept documentation from a student, but should refer him/her to the Office of Disability Services before providing any accommodations.  
 5.  If a student with a disability does not request accommodations, you are under no obligation to provide academic assistance. In other words, you are not asked to initiate, guess, or predetermine what a student may need. Students may also choose not to use accommodations.

6.   Faculty have the right to identify and establish the abilities, skills, and knowledge that are fundamental to their academic programs/courses and to evaluate each 
student's performance on that basis.
7.   Students with disabilities need access to course materials and information presented in your classroom at the same time as all other students. As an instructor, you play a vital role in ensuring that materials are available in alternative formats in a timely manner. Converting print materials to alternate formats--whether to Braille, audiotapes, electronic format, or enlargements--is both labor and time intensive. Therefore, it is critical that you inform ODS about the textbooks you plan to use and all other print materials as soon as you are requested to do so either by a student or ODS.  
8.   Individual accommodation needs vary from student to student because a disability, even the same disability, may result in different functional limitations. Compensation skills and strategies vary from one student to another, just as instructional methods vary from one instructor to another. Therefore, it is necessary for you and the student to discuss specific accommodations that address the particular needs of that student. You have the responsibility to make reasonable adjustments in the delivery, instructional method, and evaluation system for a course when these have a negative impact on a disability. It is entirely appropriate to select between equally effective methods of accommodating a student with a disability. 
 
Section I: What to Know Before You Teach
_______________________________________________________________________How ODS Assists Instructors
ODS staff members assist instructors in a variety of ways so that students with 
disabilities have equal access to instruction. Staff can help in several areas:

· Meet with instructors and students to discuss possible teaching strategies and accommodations 

· Advise in converting class materials into accessible formats or advise on other types of auxiliary aids
· Assist in arranging for students to take exams with accommodations when accommodations cannot be made within academic departments
· Assist in connecting with available resources to help make web sites or distance education classes accessible to print-impaired students

· Consult with academic departments on issues such as assistive technology, appropriate accommodations, and classroom instruction for students with disabilities; conduct in-service training; and provide literature about particular disabilities
Section I: What to Know Before You Teach
________________________________________________________________________
Strategies for Teaching Students with Disabilities
There are often special considerations when instructing students with disabilities. Generally, however, these instructional considerations involve good teaching practices and may benefit other students in the class.

General Guidelines for Teaching Students with Disabilities

Universal Design for Learning: “Universal design is an approach to designing course instruction, materials, and content to benefit people of all learning styles without adaptation or retrofitting.” By using a universal design for instruction and designing instruction that allows students with disabilities access to the classroom, you may also be designing instruction that works better for everyone in the class. Classes designed with this concept in mind offer a variety of methods of content presentation, flexible teaching strategies, and options for demonstrating mastery of course content.

Expectations: Although many students with disabilities need accommodations, expect 
these students to perform at levels commensurate with their peers. Do not have a 
special grading scale or other criteria for them. 

Collaboration: Don’t hesitate to call ODS to arrange for a three-way meeting between you, ODS, and the student to work out any issues and to collaborate on the best instructional strategies for the student.


Guided Notes on the Web: Providing students with guided notes that they can access 
through the Web prior to class assists them with focusing on the appropriate material. It 
will help them to learn more effectively in the classroom as well as take better notes.

Web-Enhanced Learning: If classroom materials are available on the Web, check with the Web Accessibility Guidelines to insure that the web format is compatible with assistive technology. (For more information see:  http://www.jmu.edu/disabilityser/wm_preview/Webaccessguidelines.shtml.)  

Comprehensive Syllabus: A comprehensive syllabus with clearly delineated statements 
about expectations is helpful to students who need help with structure and organization.
Inappropriate Behavior: Students with disabilities are subject to the same code of conduct required of any student at James Madison University. If there are incidences of inappropriate behavior, meet privately to discuss issues of behavior and encourage students to seek help. Give concise and honest feedback about behaviors that are inappropriate and then follow the same procedures you would with any other student. You are always welcome to consult with ODS. These situations are not likely to occur, but it is wise to have a plan.

Remember… It is your responsibility to support JMU’s commitment to equal access to education. 
The information throughout Section I will assist you when you have students with disabilities in your class. Staff at the Office of Disability Services are also available to help you. Some key elements to take away from Section I include the following:
•
Alternative Format: Many students need print materials in alternative formats (information scanned to disks, Braille, or enlarged). Work quickly with ODS and the student to make sure he/she gets materials converted in a timely fashion.
•
Verification of a Disability: The student should present to you an Access Plan Letter which verifies that the student has a documented disability and lists approved accommodations. ODS produces these letters only for students who are registered with this office and for whom documentation of the disability is on file.
•
Class Notes: Some students with disabilities have difficulty taking notes. They may need your assistance in getting a volunteer note taker, or you may provide them a copy of your notes and/or copies of overheads and other class materials. When this is an approved accommodation for a student, a tip sheet should be attached to their Access Plan Letter.
•
Proctor Sheets: When a student with a disability is approved for various testing accommodations, it is your responsibility to provide that accommodation. For students with testing accommodations, a test proctoring tip sheet will be attached to the Access Plan Letter. When it is not possible for you to provide a testing accommodation within your department, the student may request proctoring through ODS. The student with a disability will ask you to complete a proctoring request form, which facilitates the administration of your tests with accommodations at ODS. It is essential for you to fill the form out completely and quickly so that arrangements can be made for exam accommodations. When proctoring cannot be arranged for the student through ODS, testing accommodations must still be provided within the department.
Section I: What to Know Before You Teach
________________________________________________________________________
Disability Syllabus Statement

All instructors are encouraged to include a statement in their syllabus inviting students with disabilities to meet with them in a confidential environment to discuss making arrangements for accommodations.

 

There are a number of reasons why a syllabus statement is critical:
1. The statement normalizes the accommodation process and helps create a positive and welcoming environment for students with disabilities. 
2. The statement creates a collaborative vehicle for making legally-mandated accommodations. 
3. The statement serves as a reminder to students who need accommodations that these arrangements need to be made in a timely manner. 

 

The following excerpt is an example of a syllabus disability statement that can be used on your course syllabi:

 

"If you are a student with a documented disability, who will be requesting accommodations in my class, please make sure you are registered with the Office of Disability Services, Wilson Hall, Room 107, 568-6705, and provide me with an Access Plan letter outlining your accommodations.  I will be glad to meet with you privately during my office hours to discuss your special needs."
Section II:

Specific Teaching Considerations

Section II:  Specific Teaching Considerations
________________________________________________________________________
Students with Learning Disabilities

Description 
Students with learning disabilities often learn differently than their peers. Although they have average or above average intelligence, there is frequently a discrepancy between their ability and their achievement in specific areas. Learning disabilities are presumably due to a central nervous system dysfunction. They are permanent disorders that interfere with integrating, acquiring, and/or demonstrating verbal or nonverbal abilities and skills. There are generally some processing or memory deficits.
Each student with a learning disability has his/her own set of characteristics; one 
is not necessarily like another. These individuals, however, are often characterized by difficulty in the following areas:
· Reading comprehension

· Written expression

· Mathematics

· Processing speed

· Memory deficits

Keep in mind that one individual does not have difficulty with all of the above-mentioned areas, just generally a few of those areas. Also, it is not unusual for a person with a learning disability to be gifted in some areas.

Suggestions

Exam Accommodations: Assist these students in arranging for appropriate exam 
accommodations whether you arrange these accommodations yourself or coordinate 
them with ODS.


Multi-Modality Instruction: A multi-modality approach to instruction assists these 
students in finding a modality that is consistent with their learning strength. Providing 

important information and assignments in both oral and written formats helps 

avoid confusion.
Alternative Format: Some of these students need print materials in alternative formats. When you receive an Access Plan Letter listing such an accommodation (such as enlarged handouts or handouts in electronic format), it is important that you be prepared to provide the student with alternative materials in the same timing as other students.

Study Aids: Study questions, study guides, opportunities for questions and answers, and 
review sessions help the student who needs a lot of repetition.
Exam Aids: Permit exam aids such as calculators, portable spell-checkers, as specified in Access Plan Letters.
Flexible Exam Format: Students who have language-based and/or writing disabilities may need more time on essay exams. Others may need to tape record answers, use a scribe, or use a computer. Be open to a flexible exam format for students with such listed accommodations in their Access Plan Letters as long as the student is able to demonstrate his/her knowledge.
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Students Who Are Visually Impaired

Description
Students with visual impairments are constantly challenged by classroom instructional strategies. Although they can easily hear lectures and discussions, it can be difficult for them to access class syllabi, textbooks, overhead projector transparencies, PowerPoint presentations, the chalkboard, maps, videos, written exams, demonstrations, library materials, and films. A large part of traditional learning is visual; fortunately, many students with visual disabilities have developed strategies to compensate.

These students vary considerably. For example, some have no vision; others are able to see large forms; others can see print if magnified; and still others have tunnel vision with no peripheral vision. Furthermore, some students with visual impairments use Braille, and some have little or no knowledge of Braille. They use a variety of accommodations, equipment, and compensatory strategies based upon their widely varying needs. Many make use of assistive technology, especially print to voice conversion using scanner and voice production software. Textbooks are often converted and put on disks for later use. Others use taped textbooks, equipment to enlarge print (closed circuit television [CCTV]), or actual enlargements.

Suggestions "Suggestions"

Preferential Seating: Students with visual impairments may need preferential seating 
since they depend on listening for classroom instruction. Since they may want the same 
anonymity as other students, it is important that you avoid pointing out the student or 
the alternative arrangements to others in the class.

Exam Accommodations: Exam accommodations—which may include assistive 

technology, a reader/scribe, extra time, a computer, closed circuit TV (CCTV), Braille, 
enlargements, tapes, and/or image enhanced materials—may be needed. Coordinate 
these arrangements with ODS.


Arranging for Accommodations:  A meeting with the student is essential to facilitate 
the arrangements of accommodations and auxiliary aids which may include, in addition 
to exam accommodations, access to class notes and/or the taping of lectures; print 
material in alternative format; a script with verbal descriptions of videos or slides, charts, 
and graphs, or other such visual depictions converted to tactile representations. 


Orientation to Classroom: You may also ask the student if he/she would like an 
orientation for the physical layout of the room identifying the locations of steps, 
furniture, lecture positions, low-hanging objects, or any other obstacles.  


Use of Language: Although it is unnecessary to rewrite the entire course, you can help 
a visually impaired student by avoiding phrases such as “Look at this” and 

“Examine that,” while pointing to an overhead projection. Use descriptive language. 
Repeat aloud what is written on an overhead or chalkboard.


Lab Assistance: These students may need an assistant or lab partner in lab classes. Help 
the student find an assistant.


Print Material in Alternative Format: Have copies of the syllabi and reading 
assignments ready three to five weeks prior to the start of classes. Students with visual 
impairments will likely need all print materials in alternative formats, this means that 
they need print materials converted to audio tapes, scanned onto disks, converted to 
Braille, enlarged, or image-enhanced. Conversion of materials takes time. It is important 
that they have access to class materials at the same time as others in your class. 
Coordinate alternative formats with ODS.


Guide Dogs: Keep in mind that guide dogs are working animals. They must be allowed 

in all classes. Do not feed or pet a guide dog. Since they are working, they should not 

be distracted.
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Students Who Are Deaf or Hard of HearingStudents Who Are Deaf or Hard of Hearing"
Descriptionc "Description"
Individuals who are deaf or hard of hearing rely upon visual input rather than 
auditory input when communicating. Using visual aspects of communication (body language, gestures, and facial expression) often feels awkward to people who are accustomed to the auditory; however, it is essential that instructors learn to effectively communicate with students who are deaf or hard of hearing.

Students who are deaf or hard of hearing do not all have the same characteristics. Some have a measure of usable residual hearing and use a device to amplify sounds (FM system). Some choose to speak; others use very little or no oral communication. Some students are extremely adept at speech reading, while others have very limited abilities to “read lips.” For some, sign language and/or finger spelling are the preferred means of communication; other communication choices include gestures and writing. Most students who are deaf or hard of hearing have experience communicating with the hearing population. Let them be the guide on how best to communicate.

Suggestions

Gaining Attention: Make sure you have a deaf student’s attention before speaking. 

A light touch on the shoulder, a wave, or other visual signals will help.

Preferential Seating: Offer the student preferential seating near the front of the 
classroom so that he/she can get as much from visual and auditory clues as possible,

or clearly see a sign language interpreter if one is used.

Effective Communication: Don’t talk with your back to the class (for example, 

when writing on the chalkboard). It destroys any chance of the student getting facial 

or speech reading cues. Your face and mouth need to be clearly visible at all times. 

Avoid sitting with your back to a window, chewing gum, biting on a pencil, and other 
similar obstructions.

Videos and Slides: Provide videos and slides with captioning. If captioning is not 
available, supply an outline or summary of the materials covered. If an interpreter is in 
the classroom, make sure that he/she is visible.

Class Discussion: When students make comments in class or ask questions, repeat the 
questions before answering or phrase your answers in such a way 
that make the 
questions obvious.

Class Notes: Students may need your assistance in getting class notes. When a student 
is using a sign language interpreter, captioning, or lip-reading, it is difficult to take good 
notes simultaneously.

Sign Language or Captioning Services: When a student uses a sign language 
interpreter, discuss with both the student and interpreter(s) where the interpreter(s) 
should be located to provide the greatest benefit for the student without distracting 
other class members. When a student uses a captioning service, discuss with the student 
and captioner the appropriate location.

Role of the Interpreter: The interpreter is in the classroom only to facilitate 
communication. He/she should not be asked to run errands, proctor exams, or discuss 
the student’s personal issues. He/she should not participate in the class in any way or 
express personal opinions.

Interpreter Classroom Etiquette: The interpreter is in the classroom to facilitate 
communication for both the student and the instructor. Speak directly to the student 
even though it may be the interpreter who clarifies information for you. Likewise, the 
interpreter may request clarification from you to insure accuracy of the information 
conveyed.

English as a Second Language: For many deaf students, English is a second language. 
When grading written assignments and/or essay tests, look for accurate and 
comprehensive content rather than writing style. Students should be encouraged to go to 
the Writing Center for assistance if necessary.  
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Students with Attention Deficit Hyperactivity Disorder
Description

Attention deficit hyperactivity disorder (ADHD) is characterized by a persistent pattern of inattention and/or hyperactivity that is more frequent and severe than is typically observed in individuals at a comparable level of development (DSM-IV). Students with ADHD or ADD (without hyperactivity) may have difficulty with one or more of the following areas:
· Concentration
· Distractibility
· Organization
· Completing tasks
Some students with ADHD take medication for their condition. This medication may be a stimulant, which actually calms them and helps them focus on tasks. Anti-depressants may also be used. 

Suggestions
Assistance with Structure: A syllabus with clearly delineated expectations, due dates, and frequent opportunities for feedback provide these students with assistance with organization and structure. Study guides and review sheets are also helpful in providing structure.
Exam Accommodations: Many students with ADHD use exam accommodations, including extended time and a distraction-reduced exam space. Your assistance is needed to coordinate this with ODS.
Access to Class Notes: Some of these students have difficulty focusing and 
concentrating. For this reason, some students may need access to classroom notes. Your assistance may be needed to ensure that they get notes.
Classroom Distractions: If a student appears extremely distracted, it may be 
appropriate to encourage the student to sit near the front of the class, away from doors, air conditioning units, windows, or any other possible sources of distraction. 
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Students with Mobility or Medical Impairments
Description

Mobility impairments are often due to conditions such as cerebral palsy, multiple sclerosis, muscular dystrophy, or spinal cord injury. Students may use crutches, braces, or a wheelchair. In a few instances, students with mobility or medical impairments may be accompanied to class by a round-the-clock nurse. Medical impairments are often hidden disabilities, caused by such conditions as arthritis, asthma, cancer, orthopedic limitations, post-surgery, chronic fatigue syndrome, or seizure disorder. The student may have limited energy; difficulty walking, standing, or sitting for a long time; or other disabling characteristics.

Functional limitations may be episodic for some students who experience dizziness, disorientation, and difficulty breathing during a recurrence. For example, with asthma or a seizure disorder, a student may have periods when they function without any accommodations, but at other times, their functional limitations are quite severe. 

Even with the same disability, students with mobility or medical impairments may have a wide variety of characteristics. For example, persons who have experienced a spinal cord injury are likely to show differing degrees of limitation. They may require different types of class accommodations or may not need accommodations, depending upon their functional limitations. 

Suggestions 
Exam Accommodations: Students who have upper body limitations and are unable to use their hands will likely need exam accommodations that may include extended time, a scribe, or voice recognition software. Assist the student in coordinating these accommodations with ODS. 
Access to Class Notes: Students who are unable to use their hands may need 
assistance in finding a note taker, or they may elect to tape record lectures. 
Tardiness: Some students are unable to quickly get from one location to another due to architectural barriers or difficulty in using adaptive transportation. The transportation system is influenced by traffic, weather, and scheduling problems. For these reasons, a student may be late getting to class. Please be patient when this happens. 
Seating Arrangements: In a few situations, a student may be unable to use the type of chair provided in a particular classroom. ODS will assist the student in making special seating arrangements. 
Inaccessible Classroom: If your classroom is inaccessible and a student is unable to get into your classroom, your class location must be moved to an accessible location. Call ODS immediately for assistance in getting your class location changed. 
Laboratory Courses: Some students may need assistance for laboratory courses. These students may need to be paired with an able-bodied student or a teaching assistant. Consult ODS if you need assistance in making these arrangements. A student using a wheelchair may need a lower lab table to accommodate the wheelchair. 
Missed Exams or Classes: Some students experience recurrences of chronic 
conditions where bed rest and/or hospitalization is required. These students need extra time to complete incomplete work and the opportunity to make up tests. Other arrangements may be necessary if a student misses a class excessively due to a disability and is unable to make up the essential requirements of the class. In either situation, it is essential not to penalize a student for his/her disability and at the same time maintain the integrity of the requirements of the class. 
Field Trips: Make arrangements for field trips or other out-of-classroom experiences as soon as possible so that all students are able to experience all class teaming 
opportunities. Consult with ODS about arrangements if you need assistance. 
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Students with Psychiatric Disabilities

Description 
Students with psychiatric disabilities who use services at ODS exhibit a persistent psychological disorder that adversely affects their educational access, their academic performance, and daily functioning. They frequently require medication. Some of the types of psychiatric disorders include but are not limited to the following disorders.
Depression is a major disorder that can begin at any age. Major depression may be characterized by a depressed mood most of each day, a lack of pleasure in most activities, thoughts of suicide, insomnia, and feelings of worthlessness or guilt. 
Bipolar disorder causes a person to experience periods of mania and depression. In the manic phase, a person might experience inflated self-esteem and a decreased need to sleep; however, in the depressive phase, a person may experience lack of energy and less self-esteem, and disinterest in family, friends, and school. 
Anxiety disorders can disrupt a person’s ability to concentrate and cause hyperventilation, a racing heart, chest pains, dizziness, panic, and extreme fear. 
Schizophrenia can cause a person to experience, at some point in the illness, delusions and hallucinations. (Source: University of Minnesota Disability Services web site: http://disserv3.stu.umn.edu/AG-S/3-5.html) 
In most situations, you will not be aware that you have a student with a psychiatric disability in your classroom. Because a student may not show any outward sign of his/her disability, you must be mindful that his/her disability is not any less disabling than a more visible one. Many of these students are fearful of and have faced stigmatization because of their disabilities. Some do not need or request any accommodations, and some require a variety of accommodations. For some, the disability is temporary. With medication and/or therapy, they recover. On the other hand, some students face a constant or a recurring battle to keep their disability under control.

Suggestions 
Exam Accommodations: Assist these students in arranging for accommodations as requested in the Access Plan Letter. 
Make-up Work: During periods of serious psychiatric episodes, these students may miss class. Collaborate about arrangements to makeup tests or allow extra time. 

Welcoming and Supportive Environment: Many students with psychiatric disabilities fear stigmatization because of their disabilities. If a student shares his/her disability with you, be supportive and welcoming when a student requests assistance in arranging for accommodations. 

Section III:
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Roles of ODS Staff Members

ODS employs staff in a variety of positions that are designed to provide students, instructors, and the university community with specialized assistance. Some of the specific roles served by each staff person are listed below.
Program Manager

· establishes policies and procedures

· serves as a liaison to faculty and campus administration

· trains new faculty
Both the Program Manager and Learning Strategies Coordinator 
· review documentation 
· determine a student’s eligibility for services 
· train students in the use of academic accommodations, assistive technology, etc. 
· advise students on disability-related issues 
Instructors may contact ODS with concerns about individual students, tips for instructing and making accommodations for students with disabilities in the classroom, and for general information about disabling conditions.
Learning Strategies Coordinator and Learning Strategies GA

· instruct students in learning strategies designed to meet specific curricular needs
· teach a course, Strategic Learning for College Success, designed to offer learning strategies to the general population

· collaborate with various campus learning resources in incorporating learning strategies 

· publishes a bi-annual faculty newsletter designed to keep faculty abreast of new resources and best-practices in teaching students with disabilities

Executive and Administrative Program Assistant
In addition to the duties of office management, this professional:

· manages all student documentation and Access Plan Letters

· coordinates the provision of print materials in alternate formats such as books on tape

· arranges for test proctoring and test accommodation services such as scribes

· manages the web site and publications

· manages accommodations budget

· oversees the Assistive Technology lab located in Carrier Library

· arranges all interpretive services
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ASSISTIVE TECHNOLOGY

What is assistive technology?
Assistive technology is hardware and software items designed or used to 
compensate for areas of disability or impairment. Assistive technology allows 
individuals with disabilities the same access to information and production as their peers who are not disabled. One example of such technology is computer-generated voice output of scanned printed material used by a student with a print impairment, such as dyslexia or blindness.

Why is it important? 
The most important aspect of assistive technology is the freedom that it offers students with disabilities. With assistance, a student can have independence in reading, writing, and performance. Such independence increases work rate, employability, and self-esteem.

Assistive technology does another important thing. It helps institutions meet the letter and spirit of disability law by allowing students with disabilities an equal level of access to computing technology as their non-disabled peers. 

Classroom Assistive Technology

On referral from the Office of Disability Services and in coordination with Media Resources and Classroom Technology, classroom assistive technology may be made available to students with documented disabilities. 

 

Students and faculty should contact the Office of Disability Services in order to determine the most appropriate and effective technology available for use in the classroom.
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Assistive Technology

Assistive Technology Lab (ATLab)
The Assistive Technology Lab (ATLab) is an assistive lab geared toward providing equal access to electronic information for faculty, staff and students with documented disabilities. This lab houses state-of-the-art technology which enhances the independence of individuals with disabilities in accessing learning and education.
Location
Carrier Library, Room 102
  

Hours of Operation
The lab is available for use anytime the library is open for operation.

 

Student Use of the ATLab

Students desiring access to the ATLab must meet the following conditions:
1. Students must be registered with the Office of Disability Services. 
2. Students must have ATLab Access Cards issued to them by ODS.  This card is required for entrance into the lab and should be presented with the students’ JACards to the Carrier Library Circulation Desk to receive keys for the lab. 
3. Students may not bring friends or groups into the computer lab. 
4. Students must keep noise to a minimum.  The lab is small. 
5. Students must be considerate of the amount of time they spend on the computers. Some of the computers have specialized software installed that is specific to those with visual impairments and/or learning disabilities.  
6. Students must remove their belongings and trash when they leave. 

 
Faculty & Staff Use of the ATLab

Faculty and staff desiring to use the ATLab should have documentation of their disabilities on file with Affirmative Action (Faculty) or Human Resources (Staff).  Please contact the Office of Disability Services to receive an ATLab Access Card.  This card is required for entrance into the lab and should be presented with your JACard to the Carrier Library Circulation Desk to receive a key for the lab.

Hardware

The ATLab contains the following technology and assistive equipment:
 

Technology
· Dell Optiplex GX1 computers
· Power Mac G3

· HP Scanner

 

Specialized Software 
· Screen Reader Software

· Jaws for Windows 3.7 

 

Low Vision Software
· Zoomtext Xtra - Level 2 - Version 7.0 

 

Scanning & Reading Software
· Arkenstone Open Book - Ruby Edition 
 

Literacy Scanning & Reading Software

· WYNN Wizard & Reader - WYNN (What You Need Now) is a PC-based software package that helps you read, write, study, and comprehend effectively. 

 

Assistive Equipment
· Low-vision magnifier 

· Height adjustable computer tables and arm supports 

· Ergonomic chairs 

 

ATLab Orientation & Training

To set up an appointment to discuss individual technology access needs and training on the software, please contact the Office of Disability Services at (540) 568-6705. Please visit JMU Computing Support & Lab Services for information regarding the general labs on campus.
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Americans with Disabilities Act 
There are two legal mandates that protect James Madison University students from 
discrimination and ensure that they have equal access to all aspects of university life. These laws include the Section 504 of the Rehabilitation Act of 1973 and the Americans with Disabilities Act of 1990. 

Section 504 states that:
“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 that:

“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.” 

Questions and Answers
Q:
How are the ADA and Section 504 different?
A:
Section 504 requires those entities that receive federal funding to make their 
programs and services accessible for individuals with disabilities. The ADA extends 
the scope of Section 504 to include the private sector. The purpose of the ADA is to 
provide civil rights protections to people with disabilities by guaranteeing equal 
access and opportunity in employment, public accommodations, transportation, state 
and local government, and telecommunication.

Q:
Who is considered to have a disability?
A:
Section 504 and the ADA specify that persons are considered to have disabilities if 
they meet any one of the following criteria:
· He/she has a physical or mental impairment that substantially limits one or more of their major life activities
· He/she has a record of such an impairment
· He/she is regarded as having such an impairment


A major life activity is considered a basic human function, such as seeing, hearing, 
walking, breathing, speaking, caring for self, learning, performing manual tasks, 

and working. 


ODS is the designated entity on campus that is responsible for determining whether 

a student has a disability as defined by both the ADA and Section 504. ODS also 
determines appropriate and reasonable accommodations for each student on a case-
by-case basis. Appropriate accommodations are chosen based on the specific 
limitations imposed by the disability and from input from the student.

Q:
Who is a qualified individual?
A:
A qualified individual is a person who meets the essential requirements of the 
program to which they are applying and without reasonable accommodations. 

In this case, a qualified student is one who has met James Madison University’s 
admissions criteria and has the capability to meet the academic standards at this 
institution of higher education.

Q: A student just told me he/she has a disability. What do I do?
A: 

1.   Ask them if they have registered with the Office of Disability Services and refer them to ODS if they have not. 
2.   Feel free to ask them how their disability affects them in order to gain a greater understanding of what specific challenges they might be facing. 
3.   Consult with ODS regarding the impact of the disability on advising, scheduling, etc. 
4.   Do not provide a requested accommodation at this time unless the disability is a visible one. Wait until the student presents you with an Access Plan Letter from ODS before you provide requested accommodations. 

Q:
What is a reasonable accommodation?
A:
A reasonable accommodation is a modification or an adjustment to policies, 
procedures, practices, and facilities so that a qualified student can participate 

fully in the university environment. An accommodation or service is not mandated 

if it fundamentally alters the program or service, or if it would impose an undue 
financial hardship for the institution.
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EMergency Procedures
For students with disabilities, special considerations must be made in emergency situations. Ultimately, the person with the disability is responsible for his/her own safety in emergency situations. It is wise for the student to plan ahead for emergencies, which would include developing an evacuation plan and then discussing the specifics of such a plan with an instructor or staff member. Instructors and staff should also develop a plan of action when they have a student with a mobility, visual, or hearing impairment in their classroom. 

Students with Mobility Impairments

Students with mobility impairments should determine emergency exits and dedicated areas for rescue assistance. In case of fire, individuals with mobility impairments should be directed to an area of refuge. This can include a stairway or a classroom adjacent to a stairway with a fire-rated door and/or walls. NOTE: A stairway is only appropriate for an individual using a wheelchair if they are not blocking the landing, which can result in harm to that individual and/or others evacuating via the stairway. The following actions need to be taken by instructors in an emergency situation:
· The instructor should alert emergency personnel of the location and the need for evacuation of the person with a disability.
· The instructor should assist the student with the mobility impairment in accessing the area of refuge
· The instructor should not attempt to carry the person in the wheelchair. 
Most wheelchairs are not constructed for lifting—powered chairs can weigh in excess of 300 pounds.


Elevator Breakdowns

With such a large number of buildings on campus, elevator breakdowns are a relatively 
common occurrence and can be extremely inconvenient—or even life threatening—to a 
person who uses a wheelchair. If the person using the wheelchair is also using a 
respirator to breathe, time is of the essence. Consult with the person in question to 
determine the amount of oxygen remaining in the respirator and assess their desire 
for emergency rescue. 

Students with Visual Impairments

Students with visual impairments should already be familiar with their surroundings after mobility and orientation training. However, they may not be aware of emergency exits. Follow these guidelines in case of an emergency:
· The instructor should alert the student to the nature of the situation. Offer assistance to the student to guide him/her to the nearest emergency exit. 
· The instructor should use the sighted guide technique by offering an elbow.
· As the instructor walks, the instructor should alert the student to where he/she is and inform him/her of any obstacles, debris, doorways, or narrow passages. 
· Once guided to safety, the instructor should orient the student to his/her surroundings and determine if further assistance is needed.

Students with Hearing Impairments

The student with a hearing impairment is not likely to hear the alarm or other audible warnings in an emergency situation. Therefore, it is the responsibility of the instructor to inform the student that there is an emergency. There are two ways to get the person’s attention:
1.
The instructor should write a note for the student alerting him/her to the emergency and instructing him/her where to go.
2.
The instructor should turn the light switch on and off to gain his/her attention.
Be sure to offer to assist the student during the evacuation. 
Seizures

It is likely that during your tenure at James Madison University you will have at least one student in your class with a seizure disorder. Many people are able to control their seizures through medication. However, medical management of a seizure disorder is not feasible for some people, and as a result, seizures may occur frequently. Ideally, the student with a known, active seizure disorder will alert you to the situation and direct you in responding to the seizure. However, when faced with an unexpected seizure, you should be aware of how to respond appropriately. 

What to do during a seizure:

1.   The instructor should keep objects away from the student’s mouth.
2. The instructor should cushion the student’s head.
3. The instructor should turn the student on his/her side.
4. The instructor should not try to restrain the student’s head.
5. The instructor should look for the student’s medical I.D.


What to do after a seizure:

1. The instructor should ask the student their name and if he/she knows where he/she is.
2. If the person is confused, incoherent, or is not able to answer, the instructor should contact University Police or 911 immediately.


Call for emergency assistance in any of the following cases: 

· The seizure is lasting longer than one minute.
· The student is passing from one seizure to another.
· The student’s breathing or pulse is faint or non-existent.
· The student is extremely disoriented after emerging from the seizure.
Instructors and staff should assess the situation and use their best judgment in 
determining the need for immediate medical intervention. Erring on the side of 
caution is usually the best course of action when a student is having a seizure.
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FACULTY RESOURCES

Various faculty resources are posted and updated regularly. These can be found on the Office of Disability Services web page at:
http://www.jmu.edu/disabilityser/wm_preview/Facultyresources.shtml
MADISON ACCESS
Madison Access is an online newsletter for faculty. It advocates student, faculty, and staff awareness of individuals living with disabilities. In addition, Madison Access highlights advances in assistive technology and strides the University is taking to become a more assistive-friendly community. 

You can find the online newsletter at the following url:

http://www.jmu.edu/disabilityser/wm_preview/Madisonaccess.shtml
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Policy #1329
Disability Discrimination Complaint Procedure 

Date of Current Revision: 

January 2004
Primary Office Responsible: 

Human Resources
Secondary Offices Responsible: 
Office of Affirmative Action (for ADA), Office of 





Disability Services (for Rehabilitation Act of 1973, 





Section 504)
1. Purpose
This policy is intended to describe the university’s process for dealing promptly and fairly with complaints related to disability matters.

2. Authority
This policy is written in accordance with JMU Policy 1331, the Americans with Disabilities Act (ADA) (42 U.S.C. § 12,101 et seq.), and Section 504 of the Rehabilitation Act of 1973 (29 USC section 791, et seq.).

3.  Definitions

3.1 Complainant:
A person filing a formal complaint under this procedure. 

3.2 Coordinating Office:
The office coordinating the processing of a complaint of disability discrimination. Depending on the circumstances, this could be the Office of Disability Services, the Office of Affirmative Action, or the Office of Human Resources. See Procedure 3 below. 

3.3 Day:
All days listed in this policy are regular business days when the university is open for business. Weekends and official holidays are excluded. 

3.4 Deadlines:
Extensions of the time limitations in this procedure are possible by mutual agreement of the coordinating office, the complainant and the respondent, or at the discretion of the coordinating office if compliance is not reasonably possible. 

3.5 Disability:
A documented physical or mental impairment that substantially limits one or more major life activities, a record of such an impairment, or being regarded as having such an impairment. 

3.6 Discrimination:
Denial of any benefits and/or exclusion from participation in programs, activities, or employment on the basis of a disability. 

3.7 Respondent:
A person or group alleged in a formal complaint to have discriminated against a complainant. 

4.    Applicability

This policy relates specifically to the university’s denial of any benefits and/or 
exclusion from participation in programs or activities sponsored by the university, 
the denial of employment opportunities at the university, and the university’s refusal 
to provide requested accommodation for a documented disability. The complaint 
procedure is available for any person employed by or seeking employment by the 
university, all current students, and all individuals utilizing a benefit, program or 
service provided by the university. 

5.  
Policy

Any person who believes that he or she has been the victim of disability 
discrimination by an individual or group acting on behalf of the university may file a 
formal complaint of disability discrimination under this policy. 

6.  Procedures

6.1 A complaint must be filed in writing or alternative medium and format (e.g., audiotape) and must contain the name and address of the complainant. Informal, oral, unsigned or anonymous complaints will not be investigated. It must briefly describe the alleged violation of the policy, and should provide documentation and information about potential witnesses or persons with knowledge of the relevant facts, if any. 

6.2 The complaint must be filed within 10 days after the complainant becomes aware of or experiences an alleged violation. Complaints shall be filed in the following manner:

· Students with documented disabilities who believe they have been discriminated against on the basis of their disability may file a grievance with the Office of Disability Services. If the complaint is against the Office of Disability Services, students may contact the Office of Affirmative Action. (540) 568-6991 or 568-7902 TDD. 

· Staff members with documented disabilities who believe they have been discriminated against on the basis of their disability may contact the Office of Human Resources. If the complaint is against the Office of Human Resources, staff members may contact the Office of Disability Services (540) 568-6705, also TDD. 

· Faculty members with documented disabilities who believe they have been discriminated against on the basis of their disability may contact the Office of Affirmative Action. If the complaint is against the Office of Affirmative Action, faculty members may contact the Office of Human Resources (540) 568-3825. 

6.3 The office receiving the complaint will act as the coordinating office, unless there is a conflict, in which case the complaint shall be forwarded to the appropriate office. If the complaint is against all three of these offices, it would be coordinated through the president’s designee.

6.4 The coordinating office will review the complaint to determine whether an investigation is warranted, based on the material submitted. If the coordinating office determines that no investigation should be conducted, it will notify the complainant in writing within 10 days of receipt of the complaint. The decision not to investigate is final. 

6.5 If the coordinating office determines that an investigation is warranted, the investigation may be conducted by the coordinating office or assigned to an appropriate university representative. The investigation shall afford the complainant and the respondent an opportunity to submit evidence relevant to the dispute. The investigator may decide to contact witnesses, seek information and documentation, meet with the complainant and/or respondent, or take any other appropriate steps to investigate the allegations. The details of the investigation are at the sole discretion of the investigator. The process is not a legal proceeding, and formal rules of evidence or procedure do not apply.

6.6 If the complainant and respondent agree to resolve the matter informally (without further involvement by the investigator), and if the coordinating office determines that such a resolution is in the best interest of the university, the coordinating office may accept the agreement and close the investigation without findings. Otherwise, the investigator will continue with the investigation. Any such agreement must be reduced to writing or other appropriate medium and filed with the coordinating office, showing agreement by the complainant, the respondent, and the coordinating office. The agreement shall be maintained in the coordinating office, and the file will be closed. 

6.7 If an investigation is completed, findings and recommendations of the investigator shall be filed in the coordinating office in a final investigation report. If the investigator is a representative outside of the coordinating office, this report will be reviewed by the coordinating office, which may accept the report, reject the report, or ask for more information from the investigator.

6.8 If the final report is accepted by the coordinating office, the coordinating office shall provide the complainant and the respondent with a copy of the report. The coordinating office may attempt to negotiate a resolution of the matter between the parties, if the coordinating office finds that such a resolution is in the best interest of the university. If there is no resolution acceptable to the complainant, the respondent, and the coordinating office, the coordinating office shall issue a final decision within 10 days of notice to the complainant and respondent of the final report.

6.9 The decision of the coordinating office shall be given to the complainant, with a copy to the respondent. The decision of the coordinating office is final.

6.10 The decision may include any one of the following findings:

1.  No discrimination was found. 

2.  Discrimination occurred, but the university responded appropriately. 

3.  Discrimination occurred, and the university needs to respond appropriately. A finding under this section may result in a separate recommendation on appropriate responses by the university. Such a recommendation shall be made to the President, but copies are not available to the complainant or the respondent.

6.11 The coordinating office will maintain the files of complaints in a manner designed to insure confidentiality within legal boundaries. Access to the files will be granted strictly on the basis of a legitimate need, or as required by law.

7. Responsibilities
The Office of Disability Services is responsible for serving as the first contact for students who have disability-related discrimination complaints, questions, or concerns. 

The Office of Affirmative Action is responsible for serving as the first contact for faculty members who have disability-related discrimination complaints, questions, or concerns. 

The Office of Human Resources is responsible for serving as the first contact for classified and wage employees who have disability-related discrimination complaints, questions, or concerns. 

Supervisors are responsible for working with employees with documented disabilities in order to work toward providing any reasonable accommodation necessary to allow the employee to perform the essential functions of the job. 

Faculty and staff are responsible for working with students with documented disabilities, registered with the Office of Disability Services, in the provision of appropriate and reasonable accommodations. 

8. Sanctions
Sanctions will be commensurate with the severity and/or frequency of the offense and may include termination of employment.

9. Exclusions
Complaints against individuals or groups acting individually and not on behalf of the university are not covered by this procedure. Third party complaints alleging discrimination against individuals other than the complainant will not be accepted.

10. Interpretation
The authority to interpret this policy rests with the President, and is generally delegated to the Director of Human Resources.

Original Policy: 

July 8, 1996
Revision Draft: 

October 26, 2000 
Approved: 

November 2001 
by 


Dr. Linwood H. Rose, President 
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