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Responsibilities--Accommodation Requests 
 
 
 

Accommodation 
Student         

Responsibilities 
Instructor     

Responsibilities 
Learning Services         
Responsibilities 

 
Alternate 
Testing 

 (includes extended 
time, quiet testing 
area, scribes, alternate 
format) 

 
 Share accommodation letter with 

instructor at the beginning of the 
semester and indicate that you 
wish to take exams in the 
ACE/Success Center. 

 Schedule exams with Learning 
Services (LS) staff at least 5 class 
days in advance. If your syllabus 
includes a test schedule, deliver to 
LS early in semester. Schedule 
final exams 14 days in advance.  

 If you qualify for alternate format, 
exam will be converted to Kurzweil. 
LS staff will determine if exam is be 
read aloud.  

 It is the student’s responsibility to 
notify LS if the exam is canceled, 
rescheduled or if you decide not to 
use the ACE/Success Center for a 
particular exam. 

 

 
 If exam is to be converted to an 

alternate format, deliver to 
ACE/Success Center at least 5 
days in advance 

 For extended time, deliver exam 
with instructions to ACE/Success 
Center at least 1 day in advance. 

 
 Proctor exams in the ACE/Success 

Center for students with disabilities  
 Convert exam to alternate format, if 

needed. 
 Read exam aloud, if necessary 
 Return exams to instructor via 

campus mail 

Alternative 
Texts 

 Deliver a list of textbooks that you 
want on tape to LS at least 30 days 
before class begins. 

 Include Title, Edition and Author 
(this info can be obtained from the 
bookstore or instructor). 

 If text is not available from RFBD 
you will need to purchase the text 

 Order texts in time for delivery to 
bookstore 30 days before course 
begins. 

 

 Order audio textbooks from 
Recordings for the Blind and 
Dyslexic, if available. 

 If text is not available, convert text 
to Kurzweil. (After student has 
purchased and delivered text, it will 
have binding removed, pages 
scanned and converted, spiral 
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and deliver to LS. Your text will be 
cut apart for scanning and then 
spiral bound and returned to you. 

 Scanned textbooks can be read 
using Kurzweil software in 
ACE/Success Center or library.  

 Check out CD players and CDs 
from ACE/Success Center staff. 
Return at semester end. 

 

bound, and returned to the student.  
 Provide instruction to student for 

accessing assistive software and 
hardware. 

 LS does not tape-record textbooks 
if RFBD or Kurzweil is a viable 
option. 

Lecture Notes  Share accommodation letter with 
instructor at beginning of course. 

 Attempt to find a volunteer note-
taker independently. Student will 
need to bring notes to 
ACE/Success Center to be copied 
regularly. 

 If needed, ask instructor for 
assistance identifying a note-taker. 

 Work out details of note copying 
and exchange with note-taker.  

 Attempt to resolve any problems 
with note-taker. 

 If a note-taker is not available, ask 
the instructor for copies of lecture 
notes or permission to tape-record 
lectures. 

 IMPORTANT: Note-taker 
services are to supplement student 
learning. Having a note-taker does 
not relieve the student with a 
disability from the responsibility of 
attending class, actively 
participating, and taking notes to 
the best of their ability 

 If student is unable find a volunteer, 
assist student in recruiting a 
reliable note-taker. Advise the class 
that a note-taker is needed, but do 
not identify the student needing 
assistance. 

 Note-takers should be students 
who attend class regularly and 
provide complete, legible notes. 

 If you have time, you can copy 
notes for student. LS will provide a 
copy code. 

 If the instructor wishes, he/she 
may provide lecture notes or slides 
in lieu of student note-taker.  

 Make copies of notes in 
ACE/Success Center, if needed, 
and hold for student. 

 Provide Digimemo hardware, if 
desired by note-taker. 

 Complete hiring paperwork for 
note-taker 

 Complete monthly payroll. Note-
takers are paid for ½ hr each time 
they bring in notes to be copied. 

 Terminate unsuitable note-takers. 
 Assist in resolving problems. 

 
Extra Time for 

Written 

 Share accommodation letter with 
each instructor early in semester. 

 Inform instructor which types of 
writing assignments will require 

 With the student, agree upon a 
suitable timeframe for written 
assignments. Perhaps you will 
allow the student to turn in in-class 
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Assignments 

 
 
 
 

extra time. For example, lengthy in-
class writing may require that you 
complete the assignment after 
class.  

writing at the next class period, 
instead of at the end of class. 

 

Support 
Student         

Responsibilities 
Instructor     

Responsibilities 
Learning Services         
Responsibilities 

 
 
Adaptive Aids 

 
Students generally provide their own 
adaptive aids, such as hearing 
devices. 

 
Allow student use of aid (such as 
audio receiver, calculator, etc); wear 
microphone, etc.  

 

 
Adjusted Class 
Schedule 
 

 
Work with advisor to schedule 
adequate time between classes. 

 
Allow students with physical 
disabilities extra time between classes 

 

 
Study Skills Tutoring 
 

 
Enroll in orientation course with 
Learning Services, complete 
coursework as required and/or meet 
with LS staff regularly. 
 

 
Provide feedback or progress reports if 
requested by Learning Services staff. 

 
Teach internet, arranged, and face-to-
face sections as required; work with 
students on an individual basis. 

 
Structured 
Classroom 

Setting 
 
 

 
Enroll in SDV022 for one-on-one 
assistance As often as needed, 
access ACE/Success Center services 
and work with assigned academic 
advisor to schedule appropriate 
classes each semester. 

 
Check attendance regularly and 
counsel/advice student. 

 

 
Behavior 

Management 
Support Plans 

 

 
Work with LS staff to develop and 
implement plan. 

  
Work with student who requests a plan 
to develop and implement strategies. 
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