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Early Registration

Students fully enrolled with ODS will be allowed to priority register. By registering for classes as early as possible, you will enable ODS to provide you with the best possible services. 

Faculty Accommodation Letter  

At your request, ODS will provide a letter for you to take to your professors explaining the accommodations you will need in class. Take time with each professor to allow him/her the opportunity to read your accommodation letter and to allow time for you to answer any questions they may have. Furthermore, meeting with the professor may allow you to establish rapport which most likely could prove to be beneficial as your college career progresses.

Note taker Services

In an effort to increase self advocacy among Western’s students, ODS calls on students who request and qualify for note taking services to be proactive in the pursuit of locating a note taker. In the event that a student does not feel comfortable asking someone in class, please refer to the following procedure:

After giving the professor an accommodation letter stating that note taking is a necessary accommodation, the student should ask the professor to announce at the next class meeting that a note taker is needed for a student in the class. It is up to the student to decide whether to permit the professor to use his/her name.

If the student permits the professor to use his/her name, the student can meet with the volunteer after class to make necessary arrangements. If the student does not want the professor to use his/her name, the student may ask the professor to request contact information from the volunteer and then give that contact information to the student at a later time.

If no volunteer comes forth, please inform ODS as soon as possible so alternate measures may be taken.

ODS will provide note taking/carbon paper if requested, which will make the process of transferring notes easier and offers the note taker free paper for his/her notes as well. Note takers may also count their service as 3 hours of community service through the Center for Service Learning.

Alternate Format Textbooks & Equipment

ODS can provide books on CD or MP3 if such provisions have been made for you in your letter of accommodation. Our process for transferring textbooks to alternate files is as follows:

Our first resource is Recordings for the Blind and Dyslexic (RFBD.org). If the book needed is not available, we will access our next resource by requesting a pdf file from the publisher of your textbook. If a pdf file is not available through the publisher of your textbook, we will proceed to provide alternate format “in-house”. This simply means that we will ask that you leave your book with our office and after the print shop has “cut” your book (removed the binding), we will scan it and create a pdf file or MP3 files, as per your request. Books will be returned to you with a spiral binding. If you would like to access RFBD.org yourself, you may register for a free year of alternate format books by accessing the following URL:  http://www.rfbd.org/promotions.htm. This is a special promotion that will be applicable for one year following your date of registration with RFBD. This offer is good until January 25, 2010. (Certain requirements must be met).

If necessary, a selection of accessibility equipment is also available on loan from our office. We have digital recorders, RFBD players and MP3 players available. You will be asked to sign an “Assistive Technology User Contract” for all equipment on loan, as well as an “Electronic Text User Contract” for all books created in house.

Student Responsibilities:

· Provide documentation of your disability to ODS.

· Complete the intake process with the Director.

· Discuss services needed with the Director.

· Be on time for all classes, labs, and meetings.

· Take care of and return Assistive Listening Devices, transcribing equipment, or other equipment borrowed from the ODS office in a respectful and timely manner; report all damages or loss of equipment immediately to ODS. Do your best to protect the longevity of all equipment; understanding that you may be held liable for deliberate or reckless damage to equipment.

· Give the faculty accommodation letter to the instructor in a timely manner.

· Discuss any problems with your note taker directly; report any persistent problems to the Director.

· Be responsible and respectful in your actions regarding services.

· Know and abide by all WCU and ODS policies, rules and regulations.

· Be an active team player in the provision and use of services.

· Ask questions should you be unsure of procedures or policies. 

Each student must take the initiative to familiarize him/herself with these policies, rules and regulations (Failure to do so will not exclude you from any consequence of violating any WCU or ODS policy, rule or regulation.)

ODS Responsibilities:

· Maintain confidentiality of all information submitted to the office; release information on a need to know basis with written consent of the individual.

· Assist students in gaining equal access to all WCU services, classes and events.

· Continue to enhance services and access to programs.

· Assist students in completing the ODS intake process and accessing appropriate services.

· Help students determine which support services are appropriate and explain how these services will be provided.

· Maintain documentation of disability and other written records.

· Assist faculty and staff members in working with students.

· Provide advocacy and support to students when working with professors.

· Provide students with a faculty accommodation letter to give their professors.

· Refer students to other services on campus when necessary (e.g., Student Support Services, Counseling and Career Planning Services).

· Follow all laws that apply to serving students on a college campus.

· Treat each individual requesting services as an individual with respect and dignity

Faculty Responsibilities:

· Maintain the academic standards of the College.

· Identify and establish the skills and knowledge that are fundamental and essential components to their academic courses/program and to evaluate each student’s performance on this basis.

· Maintain the confidentiality of disability-related information and communication unless otherwise given written consent or authorized by the student.

· Acknowledge and provide reasonable and appropriate accommodations for students with documented disabilities in a timely manner.  This includes providing accommodations themselves or by making arrangements with the Director.

· Arrange with students the means for providing accommodations in their course.

· Discuss with the Director any concerns related to accommodations, modifications, and/or auxiliary aids requested by students.

· Obtain from the Director any necessary clarifications concerning policies and procedures for requesting and securing accommodations and/or auxiliary aids.

· Provide equal access to classroom resources and exams at a comparable level as provided to any student in his/her class.

· Facilitate exam and quiz logistics in a timely manner to ensure that all tests are administered in a standard and proper fashion.  Faculty determines the testing conditions under which the exam or quiz is to be administered (i.e.: closed book, use of a calculator, etc.)

· Treat each individual requesting services with respect and dignity.

Note: Faculty may refuse to provide accommodations for students with disabilities who have not followed Western Carolina University Office of Disabilities Services policies and procedures for participating in the accommodation process.

Many thanks to the University of Tennessee at Knoxville Office of Disability Services for their contribution to the format of this handbook.
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