
Request for Accommodations



Process for requesting accommodations for a disability:

· Complete the Request for Accommodations form, available in the Student Success Center from the Disability Support Services Office, or online via Blackboard under the Student Success tab.

· Expect to spend between 5 and 15 minutes filling out this form.

· Submit documentation about your disability and/or past use of accommodations to the Disability Support Services Office.
· Email: adaoffice@iaia.edu
· Fax: 505-424-0909

· Meet with Disability Support Services Office to discuss your disability and your request for accommodations. 

· The Disability Support Services Committee then meets to review your request and, if approved, a final set of accommodations is sent by email to you, your Academic Advisor, and all of your instructors.  If not approved, you will be informed by email and/or a phone call. 

· Call or email the Disability Support Services Office with questions – 505-424-5707  adaoffice@iaia.edu 
Information about documentation of disability:

· Submit the disability/accommodation documentation you have and think is appropriate. Helpful information may include:

· Medical records

· Psychoeducational test reports

· School records
· Everyone is unique. A conversation about your experiences and expectations will help identify the information necessary to support your accommodation requests. 

· Don't delay completing the Request for Accommodation form if you don't have any formal disability-related paperwork.

· You are always welcome to talk with the Disability Support Services Office about barriers you are experiencing or anticipate.

· Be aware that other universities and testing agencies (such testing for graduate school applications) may require more extensive documentation.  Research their requirements well in advance of requesting accommodations.
Name __________________________________________________              Date___________________
Permanent Address, City & Zip_____________________________________________________________
______________________________________________________________________________________

Local Address (if different) _________________________________________________________________

Home Phone___________________ Date of Birth________________ Local/cell Phone________________
Please indicate your disability and diagnosis.  Describe in detail the impact your disability has on your daily activities, learning process, and any other information that you think will help us to understand your needs: ______________________________________________________________________________________
______________________________________________________________________________________
____________________________________________________________________________________________________________________________________________________________________________
When was your disability first diagnosed and by whom? _________________________________________
____________________________________________________________________________________________________________________________________________________________________________
*Student is responsible for providing verification of disability diagnosis from a licensed professional, including recommended accommodations, if it is determined that a final decision cannot be made without them.

What accommodations do you feel you need to be successful? ___________________________________
__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
What other agencies are assisting you and who are your contacts there? ____________________________
____________________________________________________________________________________________________________________________________________________________________________
Date:

___________
Student receives and reviews procedures in ADA packet including grievance procedure and student responsibilities
___________
Student signs releases
___________
Student meets with Disability Support Services Office representative for interview
___________
Disability Support Services Office receives verification of disability, if requested
___________
Disability Support Services Committee meets
___________
Copy of current schedule in file
___________
Student, advisor, and faculty receive emailed accommodations memo
RELEASE OF INFORMATION
I, _______________________________, give the Disability Support Services Committee at IAIA permission to discuss my disability, my documentation records, and possible accommodations.  









Signature____________________________









        Date____________________________

I, ________________________________, give the Disability Support Services Committee at IAIA permission to discuss my disability and accommodations with my instructors or other relevant college personnel as needed to deliver appropriate services.









Signature____________________________









        Date____________________________

I, ________________________________, give the Disability Support Services Committee at IAIA permission to assist me in seeking services from other agencies to help provide quality, affordable accommodations for my disability.  I understand this might necessitate discussing my disability with other persons outside the College.









Signature____________________________









        Date____________________________

STUDENT NOTIFICATION OF RIGHTS AND RESPONSIBILITIES

I, ____________________________________, have received a copy of and have read the Student’s Rights and Responsibilities, and I agree to abide by them as much as possible.









Signature____________________________









        Date____________________________

Consent for Release of Information

Family Education Rights and Privacy Act (FERPA)
The FERPA is a federal law that protects the privacy of a student’s educational record.  FERPA applies to all educational institutions receiving funds from the US Department of Education.  IAIA cannot, except in certain limited situations, release grades or other personally identifiable information to any person other than the student without a written release from the student.

I, (print name) __________________________________, give permission to release the following information to the individual or organization listed below:


____________ (initials) any and all educational records


____________ (initials) only the following records:


___________________________________________________________________

(1) Name/Organization ______________________________________

      Street Address __________________________________________

      City ______________________ State __________________ Zip Code ____________

(2) Name/Organization ________________________________________

      Street Address __________________________________________

      City ______________________ State __________________ Zip Code ____________

I understand by signing this authorization, I am voluntarily waiving my rights of nondisclosure of my education records as listed above under federal law only as to the person(s) or organization specifically listed.  This release does not permit the disclosure of these records to any other person(s) or entities without my written consent.  I understand that I am not required to release my education record to anyone and that this release remains in the effect until I request in writing the revocation of this consent.  I also acknowledge that I have received information regarding FERPA and understand the information presented.  If I have further questions, I will contact the counseling department for assistance

Signature _____________________________________ Date _________________________
THE RIGHTS AND RESPONSIBILITES OF STUDENTS WITH DISABILITIES

A student with a disability has a right to an equal opportunity to participate in and benefit from programs offered at IAIA.  To insure this right, students with disabilities at IAIA:
· Have a responsibility to identify themselves as needing accommodation in a timely fashion.  The student must provide documentation from a qualified professional if requested, but formal documentation is not always needed.  Every request is assessed based on a variety of factors, including an interview with the student.

· Have a responsibility to demonstrate or document how their disability affects a particular delivery system, instructional method, or evaluation criteria when requesting accommodation.
· Have a responsibility to actively participate in the search for accommodations and auxiliary aids.  This responsibility extends to working with the institution to seek financial assistance from government agencies and private sources.

· Have the same obligation as any student to meet and maintain the institution’s behavioral, instructional, and technical standards.

· Have a right to be evaluated based on their ability, not their disability.  If their disability affects the outcome of an evaluation method, they are entitled to an evaluation by alternate means, so long as it does not affect the fundamental nature of the course.

· Are entitled to an equal opportunity to learn.  If the location, delivery system, or instructional methodology limits their access, participation, or ability to benefit, they have a right to reasonable alterations in those aspects of the course (program) to accommodate their disability.

· Are entitled to an equal opportunity to participate in and benefit from the academic community.  This includes access to services, extracurricular activities, housing and transportation at a comparable level as that provided to any student.

· Are entitled to file a grievance if they believe they have been discriminated against.  If there is an incident or situation involving a disability which needs resolution, assistance should be sought immediately.  If the instructor or other appropriate personnel is unable or unwilling to accommodate the problem, the student should deliver a letter to the Disability Support Services Office concerning the complaint; it will then be delivered to the Disabilities Committee.  If this process does not resolve the problem, the student may seek an audience with the President of the College.  The College will make a full effort to resolve the dispute, but if an agreement has been unachievable, the student may contact the Office of Civil Rights, P.O. Box 66118, Washington, DC  20035-6118, phone (202) 514-0301 (voice) or (202) 514-0381 (TDD), or the student may consult an attorney.

IAIA is an equal opportunity institution and is in compliance with the Americans with Disabilities Act.  Applications are accepted and considered without regard to race, creed, color, sex, age, national origin, religion, veteran’s status or disability.

SUGGESTIONS FOR COLLEGE STUDENTS WITH LEARNING DISABILITES

1. If you know that you have a learning disability and can verify your belief, request accommodations for your disability with the Disability Support Services Office as soon as possible.  Accommodations cannot be made retroactively.
2. Discuss your needs with your instructors at the very beginning of the semester.

3. Set realistic goals and priorities for coursework.  It is better to successfully complete a few courses each semester rather than fail several.  Excessive failures and withdrawals can have a negative impact on your financial aid. 
4. Keep only one calendar with all relevant dates, assignments, and appointments.

5. Record lectures, and listen to the recording as soon after class as possible to refresh your memory and complete your written notes.

6. Make notes of any questions you might have so you can ask them at the next class meeting or during office hours. 
7. Sit at the front of the classroom to maximize your eye contact and to reduce distractions.

8. Estimate how long a given class assignment will take, generally planning on two hours outside of class for every hour in class.  Build study time into your weekly schedule.

9. If you are having trouble, seek campus support immediately, rather than waiting until it is too late.  The Learning Lab in the Student Success Center can work with you on time management, organization, and academic assignments.  It is a free service available to all students.
10. Remember:  Disability = diversity!  IAIA welcomes students with disabilities to campus and will work with you to help remove barriers to learning through implementation of reasonable accommodations that do not fundamentally change the learning objectives of a course.  

