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[bookmark: _Toc68769613]Welcome to the Office for Disability Services at Lincoln College!
The mission of the Office for Disability Services (ODS) is to ensure that students with disabilities have full and equal participation in College life. ODS is dedicated to encouraging self-advocacy, promoting equal access, and working with individuals to identify and establish appropriate accommodations.
This handbook outlines your disability-related rights and responsibilities as a Lincoln College student and explains the processes involved with establishing appropriate accommodations. The document is reviewed regularly with planned updates every two years, although it may be amended as needed without prior notice. Students should review the ODS handbook annually and contact ODS with any questions.
· Phone:	217.735.7335
· Fax: 217.735.4902
· ODS@LincolnCollege.edu
· Harts Science, Lower Level 
Go, Lynx!
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[bookmark: _Toc68769614]Statement of Non-Discrimination
Lincoln College expressly prohibits any form of unlawful harassment or discrimination based on race, creed, color, religion, sex, national origin, age, disability, gender, sexual orientation (including gender identity), marital status, military discharge status, veteran status, or status in any group protected by state or local law in admission to and participation in its educational programs, college activities and services, or its employment practices. Inquiries regarding disability law may be directed to the Office for Disability Services.
Lincoln College is committed to providing equal opportunities to all its students and provides accommodations for qualified individuals with documented disabilities to enable them to participate fully in and enjoy the benefits of its services, programs and activities. 
The definitions below apply to terms used in this handbook:
· Disability: Having a physical or mental impairment that substantially limits one or more major life activities, having a history or record of having such an impairment, or being regarded as having such an impairment. In addition, an individual may not be discriminated against due to association with a person who has, has a record of, or is regarded as having a disability.
· Qualified Individual: Someone who, with or without accommodations, meets the essential eligibility requirements for participating in programs, services, and activities provided by Lincoln College.
· Reasonable Accommodation: Adjustments including reasonable modifications to rules, policies, or practices; environmental adjustments such as removal of architectural, communication, or transportation barriers; or providing auxiliary aids and services
· Essential Eligibility Requirements: Legitimate academic standards, education, experience or other requirements for admission to or participation in Lincoln College programs, services, or activities that an individual must be able to meet with or without accommodations.
· Individual: Any person applying for admission to or participation in a program, service, or activity of Lincoln College or any person currently participating in a program, service, or activity of Lincoln College.
· Documented Disability: The individual has presented official, written verification of a disability by a diagnosing professional, including recommendations for reasonable accommodations. 
[bookmark: _Toc68769615]

Disability Law
The following information summarizes some, but not all, laws related to the rights of students with disabilities. 
· Section 504 of the Rehabilitation Act of 1973 prohibits discrimination based on disability in programs or activities receiving federal financial assistance. The U.S. Department of Education gives grants of financial assistance to schools and colleges and to certain other entities, including vocational rehabilitation programs. The U.S. Department of Education's Section 504 regulation is enforced by the Office for Civil Rights and is in the federal code of regulations at 34 CFR 104. Examples of the types of discrimination prohibited include access to educational programs and facilities, denial of a free appropriate public education for elementary and secondary students, and academic adjustments in higher education. 

Section 504 protects individuals with disabilities by prohibiting 
· retaliation for filing an Office for Civil Rights complaint 
· retaliation for advocating for a right protected by the law
· harassment of students or others because of a disability. 
Source:  	United States Department of Education 
· Americans with Disabilities Act (ADA) of 1990 prohibits discrimination against individuals with disabilities and applies to employers, public services, public accommodations, communication providers and transportation providers regardless of whether they receive federal funding. The ADA also requires colleges to provide “equally effective” communications to persons with disabilities as those provided to individuals without disabilities. 
Source:  	United States Department of Education
· Americans with Disabilities Act Amendments Act (ADAAA) of 2008 made important changes to the definition of the term "disability." The effect of these changes was to make the burden of demonstrating the existence of an impairment that limits one’s abilities less onerous and to maintain the legal focus more on whether discrimination occurs and less on whether a disability exists, thus aligning the Americans with Disabilities Act more closely with other civil rights laws.
Source:		US Equal Employment Opportunity Commission 
· The Fair Housing Act of Americans with Disabilities Act of 1968 prohibits discrimination in housing transactions. Specific reference to discrimination based on disability was added in 1988.  
Source:		United States Office of Housing and Urban Development
[bookmark: _Toc113338051][bookmark: _Toc113338236][bookmark: _Toc795476][bookmark: _Toc3386337][bookmark: _Toc68769616]Transitioning from High School to College 
Among the changes students encounter as they move from high school to college are differences in how the law addresses the rights of students with disabilities. Until the age of 21 or graduation from high school, students are protected by the Individuals with Disabilities Education Act (IDEA), Section 504 of the Rehabilitation Act (504), and Title II of the Americans with Disabilities Act (ADA). After high school graduation (or the age of 21), IDEA no longer applies, although college students continue to be covered by other federal laws. The information below, adapted from the Postsecondary Education Consortium, identifies some differences between the high school and postsecondary levels. 
· Applicable Laws (not an exhaustive list)
· High school students are protected by IDEA, Section 504, ADA as amended
· College students are protected by Section 504, ADA as amended
· Requirements
· High schools must provide a free, appropriate public education in the least restrictive environment.
· Colleges must provide equal access to the programs and services
· Who is Covered
· High school students are covered to age 21 or until graduation.
· In college, any person with a disability is protected from discrimination based on the disability.
· Services Provided
· High schools often provide remedial educational services in addition to standard instruction, and course outcomes may be modified.
· Colleges work to eliminate barriers that prevent a student from full participation in college programs and services. Colleges are not required to modify essential requirements of a program.
· Evaluation and Documentation
· For high school students, the local school district is responsible for identifying and evaluating students with disabilities. Evaluations are the responsibility of the school and are performed at no expense to the student. Parents must consent to evaluations and placement.
· College students must self-identify as having a disability and must provide adequate documentation of the disability. Evaluations and documentation of the disability become the student’s responsibility and expense.
· Accommodation Plans
· For high school students, accommodations are identified in Individual Education Plans (IEPs), which are developed with the involvement of parents, teachers, and other specialists.
· In college, the student and the institution’s disabilities services office work together to identify accommodations to mitigate the impact of the disability.
· Learning Environment
· In high school, placement must be in the least restrictive environment. This may include special classrooms, resource rooms, or regular classrooms.
· In college, placement is in the standard class environment with accommodations provided to eliminate barriers to the educational experience.
You can learn more about your rights and responsibilities in Students with Disabilities Preparing for Postsecondary Education: Know Your Rights and Responsibilities  (published by the US Department of Education).
[bookmark: _Toc795477][bookmark: _Toc3386338][bookmark: _Toc68769617]Transitioning from the Workforce to College
The rights of workers with disabilities are protected by various federal laws, some which are broadly applicable and others which apply only to specific situations. Students with disabilities who are returning to college from the workforce after several years away from formal education should be aware of how the law addresses their legal rights. The information below provides a brief explanation of how disability-related rights and responsibilities are assigned to individuals in the workforce and to students in higher education.
· Applicable Laws (not an exhaustive list)
· Workforce: ADA as amended, Rehabilitation Act of 1973, Workforce Investment Act, Readjustment Assistance Act, Civil Service Reform Act
· College: ADA as amended, Rehabilitation Act of 1973
· Requirements
· In the workforce, the employer may not discriminate in any employment practices.
· Colleges must provide persons with disabilities equal access to programs and services.
· Who is Covered
· In the workforce, protection extends to employees and applicants for employment.
· Colleges must not discriminate against any person based on their disability.
· Services Provided
· Employers provide modifications that allow an applicant or employee to participate and/or perform essential job functions.
· Colleges work to eliminate barriers that prevent a student from full access to the institution’s programs and services.
· Evaluation and Documentation
· In the workforce, employees and applicants must request accommodations and may be required to provide documentation to establish protection under the law and to support the need for requested accommodations.
· In college, students must self-identify as having a disability and must provide adequate documentation of the disability. Evaluations and documentation of the disability are the student’s responsibility and expense.
· Accommodation Plans
· In the workforce, the employee/applicant works with the employer to develop an accommodation plan. Often, the HR Office is involved in that process.
· In college, an accommodation plan is developed with the student and the institution’s disabilities services office.
More information about students’ rights and responsibilities is available in Students with Disabilities Preparing for Postsecondary Education: Know Your Rights and Responsibilities  (published by the US Department of Education).
[bookmark: _Toc68769618]Applying for Accommodations
After being accepted by Lincoln College, students who have a disability are encouraged to contact the Office for Disability Services (ODS). Students are not required to contact ODS, and the contact won’t force students to use accommodation services. However, to receive any disability-related accommodations, students must complete the following process:



1. Contact the Office for Disability Services
Phone: 217.735.7335, Email: ods@lincolncollege.edu, Office: lower level Harts Science
2. Complete and submit the ODS registration form and provide appropriate documentation of the disability. Forms for these purposes are available in the Disability Services tab in MyLynx. The registration form should be completed and submitted by the student, and the Diagnosing Professional Form should be completed and returned to ODS by an appropriate clinical diagnosing or treating professional.
3. Meet with ODS to discuss the impact of the disability; your accommodation history; your academic goals, strengths, and challenges; and any requested accommodations. During the meeting, ODS will provide information about eligibility, protection under the law, responsibilities, confidentiality, and communication with third parties. ODS may request additional documentation and make referrals to local resources.
4. Once eligibility for services is established, work with ODS to explore and identify appropriate accommodations.  Upon student request, letters outlining these accommodations will be sent to faculty members and appropriate College offices.
If an individual’s request for accommodation is denied, a Denial of Requested Accommodation form will be issued explaining the reason for the denial and detailing other options discussed. The student may request that ODS reconsider the denial based on additional information presented in support of the request. If the denial is not reversed, the individual may contact the Vice President for Academic Affairs. If the denial is still not reversed, the individual may contact the United States Office for Civil Rights.
[bookmark: _*NOTE][bookmark: _Toc322701884][bookmark: _Toc322703158][bookmark: _Toc399840054][bookmark: _Toc459974472][bookmark: _Toc459989949][bookmark: _Authorization_to_Release]NOTE:
Information provided to ODS is used for the purposes of establishing protection under the law, determining appropriate accommodations, and ensuring the effective implementation of those accommodations. All provided information will be protected against misuse by others. Disability documentation is considered confidential information and does not become part of a student’s permanent record. Information related to a student’s disability is housed in the Office for Disability Services, where it is generally maintained for five years after the last recorded date of the student’s enrollment and then destroyed. 
ODS records are protected by FERPA, thus guaranteeing students the right to review their ODS files within 45 days of submitting a written request to ODS. At such a review, students may review all documents in their files, but ODS will generally NOT make copies of documenting information submitted by a third party (documenting information is defined as any document given to ODS to substantiate the student’s disability status and need for accommodations). Students are advised to make personal copies of their documentation before submitting it to ODS. In the case of documents sent directly to ODS from other sources, the student should request a copy from the original source. Other than the exceptions identified by FERPA, information will be released to third parties only if the student has signed a release form. 
Last updated 4/9/2021		22
[bookmark: _General_Guidelines_for][bookmark: _Toc136921825][bookmark: _Toc136921965][bookmark: _Toc139346171][bookmark: _Toc139347744][bookmark: _Toc147564076][bookmark: _Toc68769619][bookmark: _Toc147564079][bookmark: _Toc322701896]General Guidelines for Documentation
In order to fully evaluate requests for accommodations or auxiliary aids and to determine eligibility for service, the Office for Disability Services needs documentation recent enough to establish the current impact of the student’s disability. The documentation should include an evaluation by an appropriate professional that makes evident the current impact of the disability as it relates to the accommodation(s) requested.
The general guidelines listed below are developed to assist students in working with their treating/diagnosing professional(s) to prepare the information needed to evaluate accommodation request(s). This information should be accompanied by the ODS Diagnosing Professional Form (available in the Disability Services tab of MyLynx). Students should contact ODS if there are questions.
· Current functional impact of the condition: The current relevant functional impacts on physical (mobility, dexterity, endurance, etc.), perceptual, cognitive (attention, distractibility, communication, etc.), and behavioral abilities should be described as a clinical narrative and/or through the provision of specific results from the diagnostic procedures/assessment.
· Treatment, medication, accommodations currently prescribed: The clinical professional should provide a description of treatments, medications, accommodations/auxiliary aids and/or services currently in use and their estimated effectiveness in minimizing the impact of the condition(s). Information should include any significant side effects that may impact physical, perceptual, behavioral or cognitive performance. Any additional accommodations/auxiliary aids should be listed along with a clear rationale and related functional limitations. Any accommodations/auxiliary aids will be taken into consideration, but not automatically implemented.
· The expected progression or stability of the disability over time: If possible, a description of any expected change in the functional impact of the condition(s) over time should be provided. If the condition is variable, a description of known triggers should be included.
· A diagnostic statement describing the disability:  When appropriate, the diagnosing professional should include International Classification of Diseases (ICD) or Diagnostic Statistical Manual (DSM) codes, the date of the most recent evaluation, or the dates of evaluations performed by referring professionals. Diagnoses should be based on results from evaluations completed within the last five years.
[bookmark: _Toc795482][bookmark: _Toc3386343][bookmark: _Toc68769620]Considerations in Reviewing Eligibility and Accommodation Requests
· Does the student have a disability?
· Is the student a “qualified individual”?
· Did the student request accommodation?
· Was the request submitted in a timely manner and consistent with established policies for making requests? ODS cannot authorize retroactive accommodations.
· Is the request reasonable and/or readily achievable?
· Does the official, written documentation submitted by the student indicate that the accommodation is appropriate? 
· Is the nature of the program or activity fundamentally altered by the provision of the accommodation?
· Does the provision of the accommodation present an undue financial or administrative burden on the College? 
[bookmark: _Toc68769621]Temporary Accommodations
Although temporary illnesses and injuries generally do not rise to the standard of a disability under the ADA, ODS may be able to provide temporary accommodations to assist students in such situations. Examples of temporary academic accommodations might include the use of a scribe on exams, note-taking assistance, or extended test-time to accommodate an injury to a dominant arm or hand. To request temporary academic accommodations, students should contact ODS and complete the registration process, including the provision of diagnostic documentation from the treating physician.  
Questions about receiving an “excused absence” because of the effects of a temporary injury or illness should be directed to specific instructors or the Academic Affairs Office. 
Students who need short-term housing accommodations in residence halls because of a temporary condition that impacts mobility should contact the Office of Residential Life to discuss possible options.
[bookmark: _Toc68769622]Communicating with Instructors
Once a student has registered with ODS and an accommodation plan has been created, upon request, ODS will provide letters of accommodation for specific faculty and staff members. As FERPA protected documents, these letters are considered confidential and will be used only for the purpose of notifying the recipient of the academic accommodations. Students are never required to disclose the nature of their disability to faculty or staff, and those individuals may not ask about the nature of the student’s disability.
Students may decide not to use the accommodations or to notify instructors that they have registered with ODS, but they do so with the understanding that instructors will NOT provide accommodations without receiving the ODS accommodation letter. 
It is recommended that students provide the letters to their instructors as early as possible (ideally, a week or two before classes start) to allow the instructor adequate time to make any arrangements necessary to implement the accommodations. Once the letter has been received by the instructor, it is generally helpful for the student to communicate with the instructor to arrange the best ways to implement the identified accommodations. 
Accommodation letters are valid for one semester, and students must contact ODS each semester if they plan to use accommodations. Students in the traditional program should provide a written list of instructors to whom accommodation letters should be sent; ABE students and graduate students should request an updated PDF version of the accommodation letter. If changes are made to the accommodation plan during the course of the semester, new letters will be provided showing those revisions.
[bookmark: _Toc68769623]Appeals and Grievance Procedure
Students with concerns about services or accommodations should submit their concerns in writing to the Office for Disability Services, which will respond within five business days. A Concerns about Accommodations form is available in the Disability Services tab of MyLynx. If the student does not accept or agree with the resolution offered, or if the concern involves ODS personnel, the student may file a grievance with the Vice President for Enrollment Management and Student Services in accordance with Lincoln College’s grievance procedures as outlined in the Lincoln College Student Handbook (available online).

[bookmark: _Toc68769624]Interpreters
Lincoln College is committed to providing qualified interpreters as needed to provide equal access to the College’s programs and services. To facilitate the process, please contact ODS as soon as possible.
To request interpreter services for regularly scheduled classroom purposes, students must register with ODS and
· Provide appropriate documentation and inform ODS of interpreting needs and preferences.
· Provide ODS with a schedule as soon as registration has been completed.
· Report any changes in daily or weekly class schedules to ODS as soon as possible.
· Inform ODS in advance whenever interpreter services will not be needed or if the student will be arriving late to class. The interpreter will wait twenty minutes before leaving a class or appointment. After three failures to notify ODS that services are not needed, you will need to meet with ODS.
· All interpreter services must be scheduled through the Office for Disability Services. Lincoln College will not be responsible for interpreter costs without prior ODS approval.
· Contact ODS immediately if there are questions or problems with interpreter services. 
To request interpreter services for additional College-related needs throughout the semester, students should 
· [bookmark: _GoBack]Submit a request in advance (recommended five business days) for interpreter services necessary for advising, meetings with instructors, or other official Lincoln College meeting.
· Inform ODS if scheduled interpreter services will not be needed or if you will be arriving late to the scheduled appointment. The interpreter will wait twenty minutes before leaving the appointment. After three failures to notify ODS that services are not needed, you will need to meet with ODS.
· All interpreter services must be scheduled through the Office for Disability Services. Lincoln College will not be responsible for interpreter costs without prior approval from ODS.
· Contact ODS immediately if there are questions or problems with interpreter services. 
[bookmark: _Toc68769625]Testing Accommodations
Lincoln College is committed to providing testing accommodations required to provide students equal access to College programs and services. There are generally three options available for tests and quizzes:
· Take the test or quiz with the class with appropriate accommodations.
· Take the test or quiz with appropriate accommodations at a time and place mutually determined by the student and the instructor.
· Schedule tests and quizzes with appropriate accommodations in a testing center or other designated proctored setting on campus.
[bookmark: _Toc113339750][bookmark: _Toc795489][bookmark: _Toc3386348][bookmark: _Toc68769626]Exams taken in a Testing Center
Generally, the Academic Support Center is available to proctor accommodated tests and quizzes for students on the Lincoln campus; students enrolled in Lincoln College classes at other campuses should contact ODS to facilitate proctoring services in their location. 
Students should schedule testing appointments with the designated proctoring site a minimum of 48 hours in advance. It is the student’s responsibility to ask instructors to submit the test or quiz for proctoring. The instructor will provide proctors specific instructions as to time limits and approved aids. 
[bookmark: _Toc795490][bookmark: _Toc3386349][bookmark: _Toc68769627]Readers
The following points apply to students who use a reader during exams:
· Readers can be asked to repeat information, so students should feel free to ask.
· Readers will only read what is on the printed page and cannot be asked to clarify or reword statements unless authorized to do so by the instructor.
· Readers need information from the test-taker to be effective. Students should let the reader know their preferences related to reading tone, rate, and volume. 
[bookmark: _Toc795491][bookmark: _Toc3386350][bookmark: _Toc68769628]Scribes
The following points apply to students who use a scribe during exams:
· Scribes will write down verbatim what the test-taker dictates. The scribe is not responsible for organizing or paraphrasing thoughts into a final draft.
· Scribes are responsible for spelling and sentence ending punctuation unless those skills are being assessed. Students may direct the scribe for any specific spelling or punctuation within sentences.
· At any time, test-takers will have the opportunity to review what the scribe has written either by reading or having it read aloud.
· If there are corrections, the test-taker is responsible for providing specific directions as to what changes the scribe should make.
[bookmark: _Toc795492][bookmark: _Toc3386351][bookmark: _Toc68769629]Proctoring Procedures
The following points apply at all College proctoring sites.
· Students must present a current government or College-issued photo ID to the proctor. 
· Any electronic device not specifically authorized for the exam must be turned completely off and put away.
· Faculty instructions will be reviewed before the exam begins. Test-takers are responsible for following these instructions at all times.
· All test-takers are responsible for their personal exam materials.
· If exam instructions or conditions are unclear, the test-taker should stop the exam and seek assistance from the proctor.
· Any suspected evidence of academic impropriety will be documented and reported to the appropriate faculty member. 
· If a test is not completed within the allotted time limit or the student misses a scheduled exam time, all exam materials will be returned to the instructor. 
· Students must begin tests with adequate time to finish within established testing hours. 
· If students arrive late for their appointments or choose to schedule their testing appointment at a time when there is insufficient time to receive the accommodation of extended time, they will need to either reschedule or sign a waiver indicating that they are choosing to waive their right to extended time on that exam. Signing the waiver will NOT affect students’ right to accommodation on future exams.
· Unless testing accommodations specify that breaks may be taken during the exam, students may not leave the testing area and return to complete the exam. If students do leave the testing area, the exam will be collected and returned to the instructor. 
[bookmark: _Toc68769630]Alternative Media Services
Lincoln College is committed to providing media in alternative format to provide students access to all College programs and services. Alternative media options for required course readings may be provided to qualified students in a variety of formats. These formats include such options as braille, electronic, audio-recorded, or enlarged materials.
[bookmark: _Toc795494][bookmark: _Toc3386353][bookmark: _Toc68769631]Student Responsibilities
Students can facilitate the alternative media process by contacting instructors as soon as registration is complete. Ask the instructor for textbook and required reading lists including, as available, title, ISBN number, edition, author, and the order in which chapters are covered.
As soon as possible after registering for a class for which alternative media services will be needed, students should provide the following information to ODS:
· Course name and number
· Instructor’s name (if known)
· Desired format
· Textbook information (ISBN, author, title, publication date, edition, publisher)
To ensure timely production, as soon as possible, students should provide ODS with a class syllabus that lists required readings. Readings listed as optional will not be put into alternative format unless specifically requested.
Students are responsible for picking up materials when they are notified of completion. Materials will not be delivered. Students should check the materials upon receipt to ensure that there are no problems.
Students must return any borrowed materials at the end of each semester. Failure to return materials may result in a business hold being placed on the student’s record and/or costs added to the student’s account.
[bookmark: _Toc795495][bookmark: _Toc3386354][bookmark: _Toc68769632]ODS Responsibilities
Once all pertinent information is received, ODS is responsible for producing the alternative media in a timely manner. A lead-time of at least five weeks is recommended. 
ODS is responsible for recruiting, hiring, and training appropriate staff to produce materials or contracting with another agency to produce the materials.
ODS is responsible for providing needed appropriate assistive technology on campus and, upon the request of qualified students, providing orientation to assistive technology so that alternative materials may be used.
[bookmark: _Toc795496][bookmark: _Toc3386355][bookmark: _Toc68769633]Faculty Responsibilities
Once contacted by ODS or the student, faculty members must identify specific required readings in the order in which they will occur in class.  
Course materials such as lecture notes or video transcripts should be submitted to ODS in electronic format to aid in timely conversion to alternative format with a minimum lead time of two weeks.
[bookmark: _Toc795497][bookmark: _Toc3386356][bookmark: _Toc68769634]Timelines
Alternative format texts should be requested as far in advance as possible. Alternative format texts may require several weeks for delivery. Material which must be produced in-house can require considerable time since an average reader can record about nine pages in an hour. 
Braille materials should be requested as early as possible.
[bookmark: _Toc68769635] Note-taking Assistance
[bookmark: _Toc795499][bookmark: _Toc3386358][bookmark: _Toc68769636]In-Class Note-takers
Students who use the accommodation of in-class note-takers should follow these guidelines:
· Lincoln College generally works with instructors to find volunteer note-takers within the class. It is best to identify two students in class who are willing to serve as note-takers. The second student will act as a back-up note-taker, in the event of the primary note-taker’s absence. 
· Note-takers are encouraged to take the note-taker training provided created by PEPNet. Note-takers should meet with ODS to take the training course. 
· After each class session, the note-taker should either give the notes to the student or submit notes to the individual designated by ODS to make copies of notes.
· Students who prefer not to be identified as a student receiving an accommodation may have the note-taker submit the completed notes submitted to ODS. The student may then pick up a hard copy of the notes from ODS or request that they be sent electronically.
· Note-taking assistance is not a substitute for attending class; the note-taker will not provide notes for any days that recipient is not in attendance.
[bookmark: _Toc795500][bookmark: _Toc3386359][bookmark: _Toc68769637]

Recording Lectures
Students who use the accommodation of recorded class lectures should follow these guidelines:
· Recordings of class lectures should not be expected to replace lecture notes, but should be used as a tool to help ensure that lecture notes are complete and correct. 
· Students are generally expected to furnish their own recorders.
· Students should place the recorder or seat themselves at the front of the classroom, close to the instructor.
· Students should avoid causing unnecessary distractions due to the recording. It is helpful to arrive early to set up the equipment. 
Students who record lectures as an accommodation must sign an agreement indicating that they agree 
· To use the recordings solely for their personal use in study and preparation for the class.
· Not to share the recordings with other individuals.
· To acknowledge that the use of the recordings is governed by Lincoln College’s rules of academic conduct.
· To destroy the recordings when they are no longer needed for academic work.
[bookmark: _Toc459974491][bookmark: _Toc459989966][bookmark: _Toc68769638]Lab and Course Assistants
Students should contact ODS as soon as possible if the impact of their disability requires the services of an assistant in the class setting; submitting a request after the course has begun may delay the implementation of a qualified assistant.
The following information should be provided to ODS in writing:
· Course title
· Course number
· Classroom
· Meeting days and times
· Instructor’s name
Students should contact their assistant immediately if they cannot attend a scheduled session. Students who miss a session twice without informing the assistant ahead of time will need to meet with ODS. 
Assistants will inform the student ahead of time if they are unable to attend a scheduled session. Students should contact ODS immediately if an assistant misses a session without making prior arrangements.
Assistants do not serve as instructors or guides; their role is to act only as directed. All information about actual processes and procedures remains the responsibility of the student. Assistants will not provide suggestions in performing a task unless they are asked to perform a task that is dangerous. 
Although there is no need to disclose disability-related information to the assistant, it is helpful to let the assistant know about your specific needs, so they are better able to provide effective accommodation. 
[bookmark: _Lab_Assistant_Authorization][bookmark: _Toc68769639][bookmark: _Toc113339757]Reduced Course Load Policy
The Office for Disability Services occasionally recommends a reduced course load as an academic accommodation for a student with a disability. This accommodation allows the student to take a part-time credit-hour load (fewer than 12 credit hours), while receiving the same benefits of on-campus housing and student services that a full-time student would receive. 
All students with disabilities are eligible to apply for a reduced course load, and must submit supporting documentation. Such documentation must include a diagnostic evaluation from an appropriate professional and must be recent enough to evaluate the current impact of the disability. ODS will review the request in terms of the impact of the disability and the demands of the student’s current or proposed schedule. The approval of a reduced course load with full-time status is not a permanent status, and students must submit a new request form during the advising and registration period for the subsequent semester. Updated documentation may or may not be necessary, depending on the nature of the student’s disability and the currency of the supporting documentation that was submitted with the initial request for a reduced course load.
The College considers 12 credit hours to be a full-time course load. Students requesting a reduced course load may enroll in a minimum of 8 credit hours and a maximum of 11 credit hours. Students will be billed per credit hour for courses in which they are enrolled and will pay full fees for room, board, and student activities. Students granted a reduced course load will follow the same financial aid regulations as all other part-time students. Students may be eligible for state and/or federal financial aid, which will be prorated based on the number of credit hours taken. Students are highly encouraged to speak with the Office of Financial Aid and with the Business Office to review the financial implications of enrolling in part-time hours, and to understand their financial obligations to the College regardless of the reduction of credit hours.
[bookmark: _Toc795513][bookmark: _Toc3386372]Application Process
· The student submits the “Request for Reduced Course Load” form to ODS along with supporting documentation. Documentation must be recent enough for ODS to be able to evaluate the current impact of the disability and must support the need for a reduced course load. 
· If the request is denied by ODS, the student may submit a written appeal to the Vice President for Academic Affairs.
· The reduced course load will result in an adjusted financial aid package in accordance with Federal and State regulations. If aid has been disbursed prior to the reduced course load approval, consultation with the Office of Financial Aid will determine whether or not a credit or deficiency exists. 
· Students seeking the accommodation of a reduced course load must notify ODS each semester that they intend to utilize the accommodation. It is requested that such notification occurs during the registration period. 
· Students granted the reduced course load accommodation will continue to meet with their academic advisor each semester for advisement and registration, and will be expected to comply with all academic policies and procedures
· Upon approval of the reduced course load accommodation, ODS will send written notification about the student’s reduced course load to all appropriate departments (e.g., Registrar, Financial Aid, Business Office, Student Services, Advising, Academic Affairs). 
[bookmark: _Toc68769640]Accommodations for Residential Life
Lincoln College is committed to providing appropriate accommodations in Residence Life settings. Students with disabilities that impact their ability to live in College housing may request housing accommodations. To be considered for a housing accommodation based on a disability, a student must:
· Complete a housing questionnaire and accept a housing contract from the Office of Residential Life.
· Prior to contacting ODS, contact the Director of Residence Life to complete Section A of the Disability-Related Housing Accommodation Request Form.
· Register with ODS and submit the Disability-Related Housing Accommodation Request Form, including supporting documentation from a qualified licensed professional establishing that the student has a physical or mental impairment that substantially limits one or more major life activities and that the requested accommodation is essential to providing equal access.
The Reasonable Accommodations in Housing Policy is available online or from the Office of Residence Life.
[bookmark: _Toc795503][bookmark: _Toc3386362][bookmark: _Toc68769641]Late Requests
Requests will be considered after any deadlines established by the Office of Residence Life as long as rooms are available; however, the availability of campus housing is limited, so it is important to register promptly and to submit all required documents.
[bookmark: _Toc795504][bookmark: _Toc3386363][bookmark: _Toc68769642]Room Changes
Once students have been assigned a room that provides the necessary accommodation, there may be limited options of other rooms that could provide that accommodation. If the student requests a different location and the approved accommodation cannot reasonably be provided in the available rooms, the student must verify in writing to Residential Life that he or she: 
· Is requesting the room change because of a personal preference
· Understands that the approved accommodation cannot be met in the selected room
· Acknowledges that if the accommodation is desired in future semesters, the request must be resubmitted and reevaluated. 
[bookmark: _Toc68769643]Animals on Campus
[bookmark: _Toc68769644]Service Animals
Lincoln College is committed to providing equal access to students whose disability is accommodated through working with a service animal. Service animals are animals trained to perform some of the functions and tasks that an individual with disabilities cannot perform for him or herself. A service animal is defined in Title III of the ADA as:
Any guide dog, signal dog, or other animal individually trained to work or perform tasks for the benefit of an individual with a disability, including but not limited to, guiding individuals with impaired vision, alerting individuals with impaired hearing to intruders or sounds, providing minimal protection or rescue work, pulling a wheelchair, or fetching dropped items. [28 CFR § 36.104 (definition from Title III of the ADA applicable to private entities)].
As a general rule, the College will modify policies, practices, and procedures to permit the use of a service animal by an individual with a disability. When appropriate, students may request documentation verifying that the animal is a service animal to be used at Lincoln College. In College housing, if living in close proximity to the service animal could negatively affect the impact of another student’s disability, Residence Life will work with both students to find an acceptable solution.
[bookmark: _Toc795507][bookmark: _Toc3386366][bookmark: _Toc68769645]Student Responsibilities
· All service animals must meet Illinois licensing requirements and be immunized for diseases common to the particular species. 
· The student assumes all cost of the animal’s care and is responsible for any damages caused by the animal.
· Service animals must be under their handler’s control at all times and leashed as appropriate. Service animals may not be left alone on campus for extended periods. The animal cannot be left in the care of other students while the handler is away.
· All local ordinances and other laws regarding cleaning up after the animal must be followed. Individuals who physically cannot clean up after their own service animals are not required to pick up and dispose of feces. However, designated service animal toileting areas must be observed. Animal waste must be bagged and disposed of in designated receptacles.
· The handler must ensure that the animal follows housing policies in regards to noise, damage, and providing a clean environment.
· Service animals may not be bathed or groomed in College bathrooms. 
· Service animals must be kept in good health and free of fleas or other pests. 
· Service animals may be required to leave an area if
· The animal is disruptive.
· The animal is ill.
· The animal is aggressive toward any member of the campus community.
· The presence of the animal causes danger to any member of the College community.
· If the animal’s presence in a specific location causes danger to the animal.
Lincoln College may exclude a service animal from all or part of its property if
· The handler fails to comply with the responsibilities listed above
· The animal’s presence fundamentally alters the nature of the College’s programs or services
· The animal poses a threat to the health or safety of others. 
In such cases, ODS, the student, and the appropriate campus administrator will work together to resolve the situation.
[bookmark: _Toc459974493][bookmark: _Toc459989970][bookmark: _Toc795508][bookmark: _Toc3386367][bookmark: _Toc68769646]LC Responsibilities
· Members of the Lincoln College community must allow animals to accompany partners/handlers at all times and everywhere on campus except where animals are specifically prohibited (e.g., in a sterile environment). 
· If there is a question about whether the dog is a service animal, College personnel may ask two questions: 
· Whether the dog is a service animal required because of a disability.
· What disability-related actions the dog has been trained to perform. 
· Individuals must not distract service animals in any way.
[bookmark: _Toc459974494][bookmark: _Toc459989971][bookmark: _Toc68769647]Emotional Support Animals
(This section applies only to students living in College-owned housing.)
In accordance with the Fair Housing Act, Lincoln College will provide an accessible environment for students with disabilities whose treatment includes the use of an emotional support animal (ESA) in their place of residence. However, because emotional support animals are not trained to perform a specific job, they do not qualify for the same legal protection as service animals and are not permitted to attend classes, meetings, or other events with the student. Unlike service animals, ESAs may not be brought to campus without prior approval and registration.
 To request the accommodation of an emotional support animal in College housing, a student must submit a Disability-Related Housing Accommodation Request Form along with appropriate documentation from the licensed mental health professional who is currently providing treatment related to the student’s disability (available upon request from Residence Life or ODS). Generally, the mental health provider must be licensed in Illinois or in the student’s state of residence. The documentation must provide specifics about how the animal serves to mitigate the impact of the student’s disability. If the use of an ESA is approved, additional time may be required to notify students who would be living in close proximity to the animal. If another student has a disability that would be negatively impacted by the presence of the animal, Residence Life will work with both students to find an acceptable alternative. 
The accommodation of having an ESA in housing is effective only for the duration of the student’s current housing contract – no longer than a one-year basis. If students wish to request the accommodation for subsequent terms, they must reapply and provide updated documentation with each request.
[bookmark: _Toc795510][bookmark: _Toc3386369][bookmark: _Toc68769648]Student Responsibilities
· The student must provide evidence that the animal meets all state and local licensing requirements and is immunized for diseases common to the particular species. 
· The student is required to clean up after and properly dispose of the animal’s waste in a safe and sanitary manner and, when provided, must use animal relief areas designated by the College.
· The student is required to ensure the animal is well cared for at all times. Any evidence of mistreatment or abuse may result in immediate removal of the ESA and/or discipline for the student. 
· The student may be charged for any damage caused by the ESA beyond reasonable wear and tear to the same extent that the College charges other individuals for damages beyond reasonable wear and tear. The student’s living accommodations may also be inspected for fleas, ticks or other pests if necessary as part of the College’s standard or routine inspections. If fleas, ticks or other pests are detected through inspection, the residence will be treated using approved pest control methods by a College-approved pest control service. The student will be billed for the expense of any pest treatment above and beyond standard pest management in the residence halls. The College shall have the right to bill the student’s account for unmet obligations under this provision. 
· The student must fully cooperate with College personnel with regard to meeting the terms of this policy and developing procedures for care of the animal (e.g., cleaning the animal, feeding/watering the animal, designating an outdoor relief area, disposing of feces, etc.). College facilities may not be used to bathe the animal, wash the cage/crate, or clean the animal’s bedding. 
· ESAs may not be left overnight in College housing to be cared for by any individual other than the student. If the student is to be absent from their residence hall overnight or longer, the animal must accompany the student. The student is responsible for ensuring that the ESA is contained, as appropriate, when the student is not present during the day while attending classes or other activities. The student must identify an individual not residing in College housing who agrees to act as an emergency contact in the event that the student is unable to care for the animal due to an emergency. 
· The student agrees to abide by all equally applicable residential policies that are unrelated to the individual’s disability, such as assuring that the animal does not unduly interfere with the routine activities of the residence or cause difficulties for individuals who reside there. 
· The animal is allowed in College housing only as long as it is necessary because of the student’s disability. The student must notify ODS in writing if the ESA is no longer needed or is no longer in residence. To replace an ESA, the new animal must be necessary because of the student’s disability, and the student must follow the College’s established procedures when requesting a different animal. 
· College personnel shall not be required to provide food or care for any ESA, including, but not limited to, removing the animal during emergency evacuation for events such as a fire alarm. Emergency personnel will determine whether to remove the animal and may not be held responsible for the care, damage to, or loss of the animal. 
· The student must provide written consent for Disability Services to disclose information regarding the request for and presence of the ESA to individuals who may be impacted by the presence of the animal, including, but not limited to, Residence Life personnel and potential and/or actual roommates/neighbors. Such information shall be limited to information related to the animal and shall not include information related to the individual’s disability. 
· Dogs and cats must be on a flea and tick program. The student must decide the best type of flea and tick program for their animal and arrange for such treatment at their own expense. The Owner must provide proof of flea prevention upon request. 
· The student is financially and legally responsible for the actions of the animal, including bodily injury or property damage. It is recommended that the student consider rental insurance or add on to their parents’ home-owners’ insurance to cover possible damage by the animal.
· The students may be required to remove the animal from campus if 
· The animal is disruptive.
· The animal is ill/pregnant.
· The animal is aggressive toward any member of the campus community.
· The presence of the animal causes danger to any member of the campus community. 
[bookmark: _Toc459974495][bookmark: _Toc459989972][bookmark: _Toc795511][bookmark: _Toc3386370]Lincoln College is not responsible for the failing health, loss, or death of the animal.
[bookmark: _Toc68769649]LC Responsibilities
· College personnel must allow the student to maintain an emotional support animal in their assigned room if that accommodation was approved and the student complies with all associated responsibilities.
· College personnel must report any misbehavior by the emotional support animal or any instance of an individual mistreating the animal to the appropriate authority.
· The College may not charge additional fees because of the animal’s presence, but it has the right to assess appropriate charges for any damage the animal causes.
[bookmark: _Toc68769650]

ODS FAQs
[bookmark: _Toc322701906][bookmark: _Toc322703179][bookmark: _Toc399840076][bookmark: _Toc459974498][bookmark: _Toc459989975]Where is ODS located?
ODS is located on the first floor of Harts Science Building on the Lincoln campus. 
[bookmark: _Toc322701907][bookmark: _Toc322703180][bookmark: _Toc399840077][bookmark: _Toc459974499][bookmark: _Toc459989976]What are the hours of operation? 
ODS staff are available by appointment during the College’s established business hours.
[bookmark: _Toc322701908][bookmark: _Toc322703181][bookmark: _Toc399840078][bookmark: _Toc459974500][bookmark: _Toc459989977] Is an appointment needed?
Appointments are advisable, but not necessarily required. ODS staff members are happy to meet with students on a drop-in basis if we’re available. An appointment is required for the intake interview.
[bookmark: _Toc322701909][bookmark: _Toc322703182][bookmark: _Toc399840079][bookmark: _Toc459974501][bookmark: _Toc459989978]What is necessary to receive services?
Students must contact the Office for Disability Services, register with ODS, and provide appropriate documentation.
[bookmark: _Toc322701910][bookmark: _Toc322703183][bookmark: _Toc399840080][bookmark: _Toc459974502][bookmark: _Toc459989979]What documentation is required?
Students should provide a diagnostic statement and evaluation by an appropriate professional recent enough to make evident the current impact of the disability. The statement should include recommendations and a rationale for appropriate accommodations. ODS provides a Diagnosing Professional Form for that purpose.
[bookmark: _Toc322701911][bookmark: _Toc322703184][bookmark: _Toc399840081][bookmark: _Toc459974503][bookmark: _Toc459989980]What types of accommodations are given?
Accommodations are determined on a case-by-case basis and vary according to individual needs. Some of the more common accommodations include extended test time, tests taken in a distraction-reduced room, and tests and classroom materials provided in an alternative format.
[bookmark: _Toc322701912][bookmark: _Toc322703185][bookmark: _Toc399840082][bookmark: _Toc459974504][bookmark: _Toc459989981]How are my instructors notified of accommodations?
Once appropriate accommodations have been identified, upon request ODS will send letters outlining the approved accommodations for your instructors. Students generally find it helpful to communicate with each instructor about the best way to implement the accommodations in the class. If you need assistance communicating with your instructors, contact ODS.
[bookmark: _Toc322701913][bookmark: _Toc322703186][bookmark: _Toc399840083][bookmark: _Toc459974505][bookmark: _Toc459989982] Do I need to request accommodations every session?
Yes. You need to contact ODS each semester to request that ODS send an accommodation letter to your instructors for the current academic term.  Additionally, while one registration covers your entire LC career, it may be necessary to provide updated documentation if the impact of the disability changes. It is your responsibility to notify ODS if your contact information changes, if it is necessary to revise your accommodation plan, or if you need to provide updated documentation related to changes in the impact of a disability. 
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