(for use as a boilerplate)

Towson University

Disability Support Services

CONFIDENTIAL  MEMORANDUM

TO: Professor <Last Name> DATE: Summer 2002 <Course Number> 

FROM: Disability Support Services (DSS) 

SUBJECT: Accommodations for <Name of Student> 

This student has registered for your class for the Summer 2002 semester. Based on a documented disability, he/she has requested reasonable accommodations under Section 504 and ADA laws to equalize his/her educational opportunities at Towson University. The student has been encouraged by our office to discuss his/her disability and these accommodations with you as they relate to the specific demands of your course. If you have any questions or need assistance with implementing any of these approved accommodations, please contact DSS at x42638 or x43475. 

CLASSROOM ACCOMMODATIONS 

Note-taking Assistance Arranged bv the Instructor. Upon the student's request, he/she should be provided with a copy of class lecture notes for personal study use. The notes can be prepared by the instructor or taken by another student who is a dependable and capable note-taker. If a student is utilized, the instructor is asked to recruit the note-taker by making the following announcement in class. (You are asked to keep the student's name confidential.) 

“There is a student in class who needs a note-taker. If you attend class regularly and take complete and legible notes, would you please consider sharing copies of your class notes, for this student's personal study use. You will be given a photocopy card and a stipend for your services. If you are interested, please see me after class.” 

Please refer interested students to the Administrative Assistant at Disability Support Services at x42638. DSS will take care of the arranging for the photocopy card and stipend. If you are having difficulty securing a note-taker, please notify the DSS office as soon as possible. 

Tape Recorder. The student is approved to tape-record class lectures for personal study use. As a courtesy, the student should inform the instructor prior to tape-recording. 

Laptop Computer. The student is approved to use a personal laptop computer for taking class lecture notes. 

Taped Textbooks and/or Taped Classroom Materials. The student is approved to have textbooks and printed classroom materials taped (e.g., handouts and overheads). This accommodation will be arranged by DSS upon the request of the student. Instructors are asked to provide the student with printed classroom materials for taping at least two weeks prior to the assignment due date. At least four weeks notice is needed for taped textbooks. 

Enlarged Textbooks and/or Enlarged Classroom Materials. The student is approved to have textbooks and printed classroom materials enlarged (e.g., handouts and overheads). This accommodation will be arranged by DSS upon the request of the student. Instructors are asked to provide the student with printed classroom material for enlargement at least two weeks prior to the assignment due date. At least four weeks notice is needed for enlarged textbooks. 

Copies of Overheads. The student is approved to have a copy of overhead slides and transparencies used in the classroom upon his/her request. 

Sign Language Interpreter. Arrangements for a sign language interpreter will be made by DSS. Please contact our office if you want further information about sign language interpreters. An Interpreting tipsheet is available with information and strategies for working with an interpreter in the classroom. 

Assistive Listening Device. Arrangements for an assistive listening device for the student will be made by DSS in conjunction with the Speech-Language-Hearing Clinic. Please contact our office if you want further information about assistive listening devices. A tipsheet on The Role of Assistive Listening Devices in the Classroom is available with information and strategies for using these devices. 

Reasonable Modifications to Class Requirements. The student is approved to have the instructor exercise flexibility with respect to class requirements due to symptoms associated with his/her disability. For example, reasonable modifications to class attendance policies and timelines for completion of assignments should be exercised, including the option to make up missed tests and assignments due to absences necessitated by the disability. Implementation of this accommodation should be determined on a case-by-case basis as the student is expected to meet the standards and essential requirements of a course or program. Please contact the Director of DSS at x42638 as soon as possible. 

Exit from Classroom. The student should be allowed to leave the classroom quickly and discretely in order to manage his/her condition as needed. 

Preferential Seating. The student requires special seating arrangements to provide equal educational opportunities. The student will provide further information regarding his/her needs if your assistance is needed. 

Adaptive Furniture/equipment. The student requires adaptive furniture or equipment in the classroom that will be provided by DSS. 

Other: Specify. 

TESTING ACCOMMODATIONS 

Extended Test-taking Time.
The student is approved to take his/her tests under extended-time conditions (up to double the amount of testing time). This accommodation may be provided in the classroom or at the Testing Services Center. DSS has reviewed with the student the procedures for using the Testing Services Center. Tests may be faxed there at x44699. Should you have questions about using the Center for testing accommodations, the testing staff can be contacted at x42304. 

Reduced Distraction Testing Environment. The student is approved to take tests in a testing environment with minimal distractions. This accommodation may be provided in a quiet classroom setting or at the Testing Services Center. The Center has rooms available for this purpose. 

Use of a Word Processor. The student is approved to use a computer for word processing with spelling and grammar checks for writing and editing. This accommodation should be provided for classroom writing assignments, including essay exams. The Testing Services Center has computers available for testing purposes. 

Use of a Spell Checker. The student is approved to use a hand-held spell checker for editing written assignments. 

Use of a Calculator. The student is approved to use a calculator on math assignments and exams to assist himlher with fundamental math computations. 

Reader. The student is approved to have test material administered orally. The test material can be read by the instructor, or arrangements can be made with the Testing Services Center for a reader to administer the exam orally. It is the student's responsibility to notify the Center if a reader is needed. 

Scribe. The student is approved to answer test material orally rather than in writing. The instructor can administer the test orally, or arrangements can be made with the Testing Services Center for a scribe to write the student's answers. The student is responsible for notifying the Testing Services Center if a scribe is needed. 

Modification to Computer-scored Answer Sheets. To ensure accuracy, the student is approved to write directly on the test rather than filling in a computer-scored answer sheet. Alternatively, the Testing Services Center can provide a scribe to transfer the answers from the test to a computer- scored answer sheet. It is the student's responsibility to make arrangements with the Testing Services Center, including providing the appropriate computer-scored answer sheet. 

Repetition of Test Directions. The student is approved to have test directions read orally and restated to help ensure comprehension. 

Alternate Test Format. The student is approved to have the format of a test altered so that the test evaluates his/her knowledge and skills without interference of the disability. DSS staff will consult with the instructor to determine the appropriate test format for the student. Please contact the Director of DSS at x42638 as soon as possible. 

Frequency of Tests. The student is approved to have a modification in the amount of material on which he/she is tested during one session. For example, the number of tests may be changed or tests may be broken down into parts so that the student takes it over a period of time. Please contact the Director of DSS at x42638 as soon as possible. 

Other. Specify. 

It is the student's right by law to have disability related information kept confidential. Please remember that he/she should not be identified in front of others. We look forward to working with you to provide these accommodations for this student and encourage you to use the resources of our office at any time. If you have not received a copy of A Faculty/Staff Guide: Optimizing the Learning Environment for Students with Disabilities, please visit the DSS Web site at www.towson.edu/tu/dss. This guide has been written to assist Towson University faculty and staff in working with students with disabilities. 

