Serving Students with Disabilities:  Faculty Handbook
The Learning Assistance Center (LAC) is the designated office at Xavier University to provide appropriate accommodations and auxiliary aids for students with disabilities.  We would like to provide faculty members with some guidelines and suggestions for serving students with disabilities within the classroom.  The Faculty Handbook from the Office for Disability Services for the Ohio State University (at www.ods.ohio-state.edu/faculty_handbook.asp) was used in compiling this information.
Seven Points to Guide Professors
1. Provide accommodations for students with disabilities by collaborating with the student and the Learning Assistance Center (LAC).  Although the LAC is the designated campus office to provide appropriate accommodations and auxiliary aids for students with disabilities, instructors, students, and LAC staff must collaborate, communicate, and follow through on commitments in a timely fashion in order for most accommodations to occur.
2. Include a statement regarding accommodations in your syllabi.  See the sample that is given after these seven points.
3. Meet with students with disabilities regarding disability matters, and maintain their confidentiality.  Conduct disability-related meetings in a private location.  
4. Work with the LAC to provide students with print materials (textbooks, handouts, etc.) converted to alternate formats in a timely manner.  
5. Do not feel obligated to provide accommodations if a student with a known disability has not requested them.  In other words, you are not asked to guess or predetermine what a student may need.  Students have the right to choose not to use accommodations.  Similarly, if a student asks retroactively to fix a problem because s/he has failed to use accommodations, you are not under any obligation to do so.
6. Students must register with the LAC to receive appropriate accommodations.  This office is the only office designated to review documentation of a disability and determine eligibility for specific accommodations for students.  If a request for an accommodation is questionable or seems unreasonable, consult with the LAC.
7. Work with the LAC to provide individualized accommodations, auxiliary aids, and support services based upon disability documentation, functional limitations, and a collaborative assessment of student needs. 

Syllabus Statement
All faculty are encouraged to include a statement on their course syllabus about receiving accommodations for the course.  The statement should encourage students to register with the Learning Assistance Center, and to discuss needed accommodations for the course directly with the professor.  This statement normalizes the accommodation process and helps create a welcoming environment for students with disabilities.  
An example of a syllabus statement that could be used is:
Any student who feels s/he may need an accommodation based on the impact of a disability should contact me privately to discuss your specific needs.  Please also contact the Learning Assistance Center at 513-745-3280 on the 1st floor of Kuhlman Hall to coordinate reasonable accommodations based on your documented disability.

Specific Suggestions for Instruction
Students with disabilities vary considerably, even those with the same disability. For example:
· Some students have no vision; some are able to see large forms; others can see print if magnified; and others have tunnel vision with no peripheral vision or the reverse.
· Some students with learning disabilities have difficulty with reading and writing, but excel in math.  Other can read and write well and perform math problems well, but their pace is below that of an average student.
· Since students with disabilities vary so much, ask them about instructional strategies that might be helpful to them.
· Students do not have to tell you the nature of their disability.  Some will choose to tell you, but others may choose not to discuss the specifics of their disability.  They should be self-advocates and make requests for accommodations.  The functional impact of an invisible disability may be just as impactful in an academic setting as a more visible disability.
· Students with disabilities vary in their academic success.  You need to expect that some students with disabilities will get A’s on every test while some may fail every test.
· There are often special considerations when instructing students with disabilities.  The following good teaching practices may be helpful to all students in the class.
· Practice universal design for learning, an approach to designing course instruction, materials, evaluation, activities, and content in such a way that all people can participate in the educational process without adaptation or retrofitting.  Using this concept, accommodations would likely not be necessary because options for learning and evaluation are available to anyone participating in a class.  This approach to teaching and learning is ideal, but incorporating some aspect of this instructional approach may be feasible as well as helpful to students.
· Make sure web-enhanced instruction is accessible.  
· Collaborate and take responsibility for  your role in providing accommodations.  Provide opportunities to meet with students, assist in getting note takers, provide the LAC with exams when students need to take exams, and consult.
Be Responsive to the Needs of Students with Specific Disabilities
· Don’t turn your back to a student who is deaf or hard of hearing.  S/he may be reading your lips.
· If you have a student who is blind, or has low vision, use words to describe what you and others see.  Provide students who are blind with orientation to the classroom.  Describe the physical layout of the room including any obstacles, furniture, lecture position, steps, etc.
· Assist with preferential seating when necessary.  
· Assist with making arrangements for a room change if the room is inaccessible.  Do not suggest to the student to drop the class.  Students must have access to all classes.
· Students with disabilities may have additional helpful suggestions.  Most are knowledgeable about their disability, the strategies and accommodations that work for them, and the assistive technology that they use.
· Strategies and aids that provide structure are helpful.  Examples include a comprehensive syllabus that clearly delineates expectations and due dates; study aids such as study questions, study guides, opportunities for questions and answers; and review sessions to help the student who needs a lot of repetition.
· Never discuss disability-related arrangements in front of the class unless it’s a situation where there is no chance that the student with a disability will be identified.

Frequently Asked Questions
Q:  Who is responsible for determining appropriate accommodations?
A:  The Learning Assistance Center (LAC) is the office on campus that determines appropriate accommodations.  The offices bases decisions upon documentation collected from a student with a disability, the student’s functional limitations, and the student’s clarification about specific needs and limitations.



Q:  Am I required to provide exam accommodations to students who receive this accommodation?
A:  Yes.  The Rehabilitation Act of 1973, Section 504, as well as the Americans with Disabilities Act (ADA) protect students with disabilities.  These laws require that qualified students with disabilities get equal access to an education, including exam accommodations.

Q:  A student has asked for accommodations.  How do I know the student truly has a disability and needs accommodations?
A:  If you have not received a letter from the LAC indicating that the student is qualified for accommodations, encourage the student to register with the LAC.  Once the LAC has documentation of the disability on file, and the student completes paperwork giving us permission to communicate with his/her professors, the LAC will send a letter to you indicating what accommodations the student should receive in the class.  Students cannot receive accommodations until you receive this letter.
Q:  I have received a letter and academic accommodation agreement form for a student in my course.  What is the next step?
A:  It is the student’s responsibility to approach you to discuss the academic accommodations for your course.  Please discuss the arrangements necessary for your course in private with the student.  Make any needed comments on the form, sign and date it, have the student sign and date it, and send the white copy of the form to the LAC.

Q:  A student with a disability has requested that she take an exam at the LAC.  How do I know that my exam will be safe and that student will get no unfair advantage?
A:  The LAC has developed a systematic and secure procedure for getting exams from faculty and returning them once the student has taken the exam.  We have rigid check in and check out procedures for exams, and no student is able to take an exam with appropriate accommodations without authorization.  Any inappropriate behaviors or exam materials are reported back to the instructor.  Suggestions and feedback are always welcome.

Q:  I have a student who has requested a note taker for the class.  What is the procedure for identifying a note taker for the student?
A:  The LAC will send you a letter with an explanation of how to identify a note taker.  Please announce to the class that there is a student in the class that needs a note taker.  If anyone is interested, please have them contact you after class.  Then refer the student to the LAC to register as the student’s note taker.  The LAC will facilitate the arrangements from there.

Q:  I received a letter indicating that a student in my class needs a note taker.  I have made an announcement in class, and no one has volunteered yet.  What is the next step?
A:  Please send an email to your students requesting a note taker.  We have had success with this method as well, if the class announcement did not identify a note taker.  If you are teaching a couple sections of the same course, someone in the other section may be a suitable note taker. 

Q:  A student in my class asked me for assistance getting notes.  After I have made these arrangements, the student has missed most of the lectures.  Should he be getting these notes?
A:  If the student does not have a legitimate excuse for missing class, he does not have the right to get the notes for the course.   If the absence is an excused absence, then handle the situation as you would with all other students.

Q:  I have a student who is having difficulty in my class.  I think he may have a disability.  What should I do to help him?
A:  Talk privately with the student to discuss your observations.  The student may reveal he has a disability.  In this case, encourage the student to register with the LAC to receive appropriate accommodations.  Otherwise, the student may be referred to LAC, and the LAC will make a referral for the student to talk to Dr. David Hellkamp, in the Psychology Department, for an intake interview to determine if the student should be referred for diagnostic testing for a suspected learning disability. 

Q:  Am I required to lower the standards of a required assignment because the student has a disability?
A:  Absolutely not.  Standards should be the same for all students.  Students with a disability should be permitted to utilize reasonable accommodations in the course, but the quality of the work should be the same.

Q:  I have a student with a disability who is behind in her schoolwork.  The student has missed several courses and has not handed in several assignments.  At this point, she is not passing the course.  Do I have a right to fail a student with a disability?
A:  The standards of the student’s work should be the same as her peers.  It may be a good idea to discuss your observations with the student, just as you would with anyone else in your class who is having difficulty.

If you have any additional questions or concerns, please contact the LAC at 513-745-3280.  Our staff will be happy to discuss specific situations or clarify any of these questions and answers.
This information was adapted from the Ohio State University’s Office of Disability Services’ Faculty Handbook:  www.ods.ohio-state.edu/faculty_handbook.asp

