DATE: Fall 2011
TO:
University Faculty

FROM: Cassandra Jones, Assistant Director, Disability Services, Learning Assistance Center
SUBJECT: Services for Students with Disabilities

You may encounter students with disabilities in your classes who require academic accommodations due to the effects of a disability.  Xavier University ensures that qualified students receive reasonable and appropriate academic accommodations to allow equal access to educational opportunities. 

Students who have disabilities and are requesting accommodations must provide documentation to Disability Services. The documentation must state the disability and indicate the need for academic accommodations.  To ensure that students are aware of Disability Services, we suggest you place the following statement in your syllabus:

“Any student who feels s/he may need an accommodation based on the impact of a documented disability should contact the Learning Assistance Center at 513-745-3280 on the Fifth Floor of the Conaton Learning Commons, Room 514, to coordinate reasonable accommodations.”

To facilitate the development of self-advocacy skills among students with a disability, letters will no longer be mailed to faculty.  Instead, students registered with Disability Services and eligible for academic accommodations will present a Student-Faculty Agreement form to you. This form verifies that the student has a disability and states the academic accommodations he/she is eligible to receive. 
Listed below is information concerning services available through Disability Services which is part of the Learning Assistance Center.

Test Proctoring: Extended time on exams/quizzes is the most used accommodation.  Last academic year, the LAC proctored approximately 1,200 exams. 
· Students requesting to take their exams/quizzes in the LAC must sign up to do so. 
· Students are required to take their exams/quizzes at the same time the class is scheduled to take the exam. 
· Students must sign-up no later than three (3) days prior to the exam date. 
· When students sign up, you will receive an e-mail with the exam request information. Please indicate any instructions for the exam/quiz and the method for sending it to the LAC such as drop off or e-mail. 
· For your convenience, an e-mail account is designated for tests: lactest@xavier.edu.  
· Once the exam is completed, the LAC will deliver the exam/quiz to you unless you have made other arrangements. Upon delivery the exam/quiz, a signed receipt is needed for our records. 
· Exams/quizzes will be delivered each afternoon.

· The LAC will no longer send exams/quizzes through campus mail.
· The LAC will not proctor any makeup exams. Students are encouraged to meet with their professors to make arrangements to take any makeup exams/quizzes. 
· A copy of the test guidelines in its entirety is attached to this e-mail.

Note taking: Approximately forty to fifty students request note taking assistance each semester. Students with Learning disabilities or attention deficit disorder may have difficulty attending to the lecture, processing it, and writing notes simultaneously. Some with visual impairments or other physical disabilities are unable to write well enough to take notes.  To provide this accommodation, your assistance in identifying a volunteer note taker would be appreciated by the student and our office. We need your assistance by asking for a volunteer note taker to share notes with a student in the class.  As our way of thanking the note taker for assisting a fellow student, the note taker will receive a $50 gift card to the campus bookstore at the end of the semester.

· Students eligible for note taking assistance will give you a Note Taking Agreement Form at the time they present the Student-Faculty Agreement stating their accommodations.  
· The student with the disability is responsible for signing the form prior to giving it to you.  
· We ask that you give the Note Taking Agreement Form to the volunteer note taker who will then bring it to the LAC for further instructions on being a note taker.

Textbooks in Alternate Formats: Several students with learning or physical disabilities are eligible to receive their books in an alternate format. 
· Alternate textbooks are requested through Learning Ally or directly from the publisher. 
· If we are unable to secure a copy from the aforementioned avenues, the LAC staff will scan and convert the book into an alternate format. 
Sign Language Interpreting and C-Print:  Some students who are deaf or hard of hearing use sign language interpreters or C-Print. 
· A typist called a C-Print captionist listens and simultaneously types the lecture or meeting content (including comments made by others) onto a laptop computer, which is simultaneously received onto a second laptop computer allowing the student to follow along during the class or meeting. 
· A printed transcript and/or notes are available to the student via email. The paper copy will not be a word for word version of what was said in class but it will contain all the relevant information.

In-class writing assignments:  Some course formats require that students complete written work in the classroom.  For some students, the use of a laptop may be needed to write or the disability may prevent them from being able to complete the task independently. 
· Students who require writing assistance should discuss their writing needs with you and make the necessary arrangements through the Learning Assistance Center.
On behalf of the LAC, we thank you and appreciate your efforts to accommodate students with disabilities. Please feel free to contact me at (513) 745-3003 or at jonesc20@xavier.edu with any questions or comments regarding the above mentioned academic accommodations.

