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PROCEDURES FOR ACQUIRING ACCOMMODATIONS
To receive reasonable accommodations for a disability, students must (self-identify,( which involves registering with ODA, making accommodation requests to ODA, then delivering the ODA accommodation letters to instructors. Accommodations will not be provided without this letter. Steps involved in registering with ODA and accommodation procedures are described in detail.  
Step 1: Registering with ODA: Application and Documentation

Students requesting disability accommodations must complete an ODA Application and provide documentation of the disability. Documentation submitted to ODA must be from an appropriate licensed or certified professional with expertise related to a student(s disability. It must include a statement explaining how the disability, with or without mitigating circumstances, limits a major life area and participation in courses, programs, services, or activities. Documentation must be current and contain a clear statement of the diagnosis and disability(s impact as it relates to the requested accommodations. ODA does not assist students in obtaining documentation, nor does ODA refer students for eligibility evaluations. Students requesting names of professionals who can perform evaluations and provide documentation are given a list of appropriate community agencies and professionals. All fees related to procuring documentation are the responsibility of the student.  
ODA staff are responsible for reviewing and approving the application and documentation. At times, the university relies on consultants (qualified professionals) to review questionable documentation to assure that such documentation meets Section 504 and ADA disability criteria. Once the application and documentation are approved, ODA contacts the student to inform that he or she is registered with ODA and offers to schedule the initial accommodation meeting.
Step 2:  Accommodation Meetings
In the initial accommodation meeting, the student identifies his or her needs and makes accommodation requests. To be approved, accommodation requests must be appropriate for the student(s disability and supported by the disability documentation. ODA may perform a substantive review of requested accommodations and explore reasonable alternatives to the requested accommodations. 

Each semester, accommodation plans are reviewed and updated; therefore, prior to the semester start and after registering for classes, students should contact ODA staff to request accommodations. Changes in class schedules or in the implementation of the approved accommodations must be reported to ODA by the student receiving the accommodation. Accommodation requests for accommodations should be made in advance to allow preparation time to prepare for implementation. Students registered with ODA should not have others make requests on their behalf.
Step 3: Students Deliver Accommodation Letters to Instructors













Once accommodations are approved, ODA prepares letters that students hand-deliver to their instructors describing the accommodations. The letters describe the approved accommodations and how they are to be implemented. Unless special arrangements have been made, students are responsible for picking up and delivering their accommodation letters to instructors. For their own personal record, students receive a copy of their letter. It is recommended that students deliver letters to instructors during the first week of class, rather than waiting until they need the accommodation. Further, students should make an appointment or visit instructors during their office hours to review their letters in private.

Accommodation Considerations
Online Courses and Distant Teaching Sites
Students in online courses or at distant teaching sites should follow the same procedures to register with ODA and request accommodations. Since students enrolled in these courses are likely to be located at a distance from the Hattiesburg campus, they can easily communicate with ODA by calling or scheduling phone conferences. Further, with advance notice, ODA can meet students at the various Southern Miss teaching sites. As needed, ODA mails information, accommodation letters or other related materials to students. Students who are distant from an instructor can request that ODA deliver the accommodation letters. In all Southern Miss(s courses, it is the students( responsibility to immediately report to ODA any accommodation problems or challenges in the accommodation process. Upon hearing students( accommodation concerns or problems, ODA will quickly address the situation.
Temporary Illnesses or Injuries
Students with temporary illnesses or injuries may not be eligible for formal accommodations with the ODA. However, as a courtesy, ODA will provide assistance with note-taker paper, exams or accessible classroom furniture.

Requests for excused Absences and emergency notification at the university are referred to the office for the assistant to the vice president for Student Affairs. For more information, please visit the Web site at www.usm.edu/avpsa/services or contact Vrita Delaine at 601.266.4025 or e-mail address, Vrita.Delaine@usm.edu.

Reasonable and Unreasonable Accommodations
Students should keep in mind that the approved accommodation may not be suitable for all courses. The appropriateness of accommodations is determined within the context of a curriculum and the way in which a specific disability interferes within the given context. Accommodations may change depending on the course structure. For example, if class methodology or teaching structure does not lend itself to note-taking, then a note-taker may not be reasonable.
Any request that imposes a fundamental alteration may be refused. Reasonable accommodations are designed to ensure that students have equal opportunity to attain the same level of performance or to enjoy equal benefits and privileges as are available to students without disabilities. Students are responsible for procuring or paying for services related to personal use and study.
Personal Services
Institutions are not required to provide services of a personal nature such as personal attendants, individually prescribed devices (eye glasses, wheelchairs, hearing aids), transportation, or readers/tutors for personal use or study.


Accommodation Problems
Students are expected to maintain contact with the ODA director or assistant director.  If the approved accommodations are not implemented in a satisfactory manner, it is the student(s responsibility to inform the ODA director, assistant director or disability specialist of the problem. As soon as possible, faculty and staff should report to ODA any problems with approved accommodations.
Student Rights and Responsibilities 
Students with disabilities covered under ADA have a right to: 

· Equal access to courses, programs, services, activities and facilities offered by the university

· An equal opportunity to work and learn, and to receive reasonable accommodation, auxiliary aids and services

· Privacy of all information regarding their disability, except disclosures as required or permitted by law

Students with disabilities covered under ADA have the responsibility to: 

· Meet qualifications and maintain essential institutional standards for courses, programs, services, activities and facilities

· Self-identify disability status to ODA by providing current documentation of a disability from an appropriately certified or licensed professional, requesting specific accommodations that are appropriate for the disability, and allowing for a reasonable amount of time for accommodation preparation and implementation

· Follow procedures outlined by ODA

· Maintain reasonable contact with ODA staff. If approved accommodations are not implemented in a satisfactory manner, it is the student(s responsibility to inform the ODA professional staff as soon as possible
University Responsibility 
Under the provisions of Section 504 of the Rehabilitation Act and the ADA, Institutions of Higher Learning must provide reasonable accommodations that afford equal educational opportunities for students with disabilities.  Section 504 states that (. . . No otherwise qualified person with a disability in the United States . . . shall, solely by reason of . . . disability, be denied the benefits of, be excluded from participation in, or be subjected to discrimination under any program or activity receiving federal financial assistance.(
Under the Provisions of Section 504, The University of Southern Mississippi (. . . may not discriminate in the recruitment, admission, educational process, or treatment of students.( Students who have self-identified, provided documentation of disability, and requested reasonable accommodations related to their specific disability are entitled to receive the following: information in accessible formats upon request, approved modifications of programs, appropriate academic adjustments or auxiliary aids that enable them to participate in and benefit from all educational programs and activities in the most integrated and appropriate settings. Section 504 does not compel educational institutions to disregard the disabilities of individuals or to make substantial modifications in programs to allow individuals with disabilities to participate. Academic requirements that are essential to the program of instruction being pursued by a student or any directly related licensing requirements are not regarded as discriminatory, even if they have an adverse effect on individuals with disabilities. Thus, academic requirements may not serve as barriers to equal opportunity, unless they are deemed essential to a degree program or licensing process.

According to Section 504 of the Rehabilitation Act of 1973 and the ADA, institutions should make reasonable accommodations so that no student with a disability is denied the benefits or excluded from participation in, or otherwise subjected to discrimination under any of its education programs or activities because of an absence of educational auxiliary aids. Auxiliary aids include, but are not limited to typed texts, lecture notes, film transcriptions, interpreters, readers or alternate format of materials, and adapted classroom equipment.  
ADA Syllabus Statement
University instructors are to include the approved Southern Miss ADA syllabus statement on course syllabi. This statement provides information about who to contact for requesting accommodations. The wording in this statement should not be changed and it should be printed as:
ADVANCE \d4If a student has a disability that qualifies under the American with Disabilities Act (ADA) and requires accommodations, he/she should contact the Office for Disability Accommodations (ODA) for information on appropriate policies and procedures. Disabilities covered by ADA may include learning, psychiatric, physical disabilities, or chronic health disorders. Students can contact ODA if they are not certain whether a medical condition/disability qualifies.  
Address:
The University of Southern Mississippi

 






Office for Disability Accommodations

118 College Drive # 8586

Hattiesburg, MS    39406-0001

Voice Telephone: 601.266.5024 or 228. 214.3232    Fax: 601. 266.6035

Individuals with hearing impairments can contact ODA using the Mississippi Relay Service at

1.800.582.2233 (TTY) or e-mail Suzy Hebert at Suzanne.Hebert@usm.edu.
Accessible Course Materials
To comply with disability laws that mandate equal access for students with disabilities, the university and instructors are required to make all course materials accessible, including text books, articles, videos, exams, power points or other forms of classroom presentations. The format of materials needed to make the materials accessible will depend on the nature of a student(s disability. For guidance in determining how to ensure that all teaching materials are accessible, call ODA at 601.266.5024 or 228.214.3232.
Course Reading Materials
Instructors or their academic departments are expected to provide advance notice of their course textbooks and readings so ODA will have sufficient time to convert these materials to usable format. These document conversion processes are time consuming and usually involve communication with textbook publishers. Therefore, if ODA does not have this information in a timely manner then the student with a disability will not have the needed course materials at the start of the semester as other students would. For more information on ODA(s Document Conversion services for students with disabilities, please call the ODA Technology Specialist at 601.266.5024 or 228.214.3232.
Course Handouts, Exams, Syllabi
Instructors needing assistance to ensure that all handouts, syllabi or exams are accessible (brailled, enlarged, e-text, etc.) should contact ODA ahead of time at 601.266.5024 or 228.214.3232.
Multimedia Presentations
To provide equal access of information when using multimedia presentations in courses, instructors are expected to adhere to the following guidelines:

· Multimedia presentations, including movies, must have synchronized captioning or synchronized transcripts readily available 

· Audio presentations must have transcripts readily available

· Audio tracks explaining important visual information must be readily available for multimedia presentations
Accessible Web Sites
Southern Miss(s colleges, departments, programs and instructors should strive to make all Web pages accessible. The growing reliance on the Web and other information technologies can create difficulties for persons with disabilities, who may access traditional information sources in alternative manner. For example, some with visual impairments may use screen readers or audio tracks to read print. Or persons with hearing impairments may depend on closed captioning to follow dialogues in movies or presentations. With the variety of mediums frequently used on the Web, considerations must be given to access for persons with disabilities. For guidelines on creating accessible Web pages, refer to the Designing Accessible  Web Site Tipsheet in Appendix C of the ODA Manual.

Access Statements for Events, Web Pages and Publications
To promote disability access, colleges, departments and programs are asked to include statements about the availability of assistance on their materials and promotional items. Providing information about how to request accommodations creates a welcoming environment for persons with disabilities. The advance notice of participants( needs makes it easier to plan and implement accommodations. If you are not sure about how to respond to questions about accommodations or accessibility, contact ODA(s director or assistant director at 601.266.5024 or 228.214.3232.

Below are three model statements that are designed for use in literature for events, on Web pages or on publications. You should be able to adapt one for almost any situation. However, if you have questions, contact the ODA director or assistant director. Note that these statements are not intended to replace the approved ADA Syllabus Statement that should be included on all course syllabi.  

For Events (To appear on brochures, flyers, posters and other announcements for events such as workshops, seminars, organizational meetings, sporting events, camps, etc.):  

If special assistance or auxiliary aids are needed to accommodate a disability, please contact {insert name and contact information} to discuss accommodations at least one week prior to {the event}.

On Web Pages (To appear as text on Web pages if you are not sure of usability):

If you have difficulty accessing any portions of this Web site with adaptive technology, please contact {insert web site owner(s name and contact information}.

On Publications (To appear on catalogs, brochures and other University publications):


If you need to request this information in an alternate format, such as electronic file, large print, audio or braille, please contact {insert name and contact information}.
Privacy Protection Practices
ODA respects students( privacy and strives to keep information related to students( disability documentation confidential. Communication with other campus offices or instructors is limited to providing guidance on how to implement approved accommodations. Students registering with ODA must sign a Consent Form (see Appendix B in ODA Manual). Students 18 years of age and older are considered adults and must act on their own accord. With a student(s permission or request, ODA will consult with parents, faculty, staff and relevant professionals. ODA does not disclose information about a student(s disability or the nature of the disability unless the student specifically requests ODA to do so and signs a Release of Information Form (see Appendix B). Students( records may, however, be disclosed where permitted or required by law. Student records are kept in locked file cabinets, where only authorized ODA personnel have access. For more information on ODA(s procedures to protect students( privacy, see the outline of ODA(s Privacy Procedures in Appendix B of this manual.

Shared Responsibilities: ODA, Faculty, Staff and Students
Achieving reasonable accommodations for students with disabilities involves shared responsibility between ODA, students, faculty and staff. It is the university(s responsibility to educate personnel and faculty regarding the rights of students with disabilities and ODA policies. 

Faculty and Staff Responsibilities:
· Provide reasonable accommodations as outlined in the ODA accommodation letters

· Refer students to ODA when students request accommodations without an ODA letter

· Inform ODA as soon as possible about any accommodation problems

· Include the approved ADA Syllabus Statement on all Southern Miss course syllabi
· Take steps to protect students( privacy relating to disability status and accommodations
Student Follow-up and Evaluation of Services
Usually in the middle of a semester, ODA contacts students to ensure that accommodations are being implemented properly. At the end of each semester, students are asked to evaluate services provided by ODA by completing a satisfaction with services questionnaire (see the ODA Evaluation of Services form in Appendix B of the ODA Manual).

Students are responsible for keeping ODA updated with their current contact information. If the need arises for ODA to quickly relay messages, having accurate phone numbers, mailing or e-mail addresses is essential.

Grievances
Southern Miss is committed to providing prompt and effective resolution of alleged incidents of discrimination and harassment. The university encourages informal resolution of discrimination complaints as close to the source as possible. Students who believe they have been subjected to discrimination or harassment may file formal grievances in accordance with the policies and procedures of Southern Miss. 
When a student(s request for disability accommodations or auxiliary aids is denied, students should first express their concerns to the ODA director/ADA compliance officer. If a student wishes to file a formal complaint against a university employee for discrimination or harassment, they should contact Rebecca Woodrick in the Office of Affirmative Action/Equal Employment Opportunity at 601.266.6618 or visit McLemore Hall, Room 310. University procedures for the Resolution of Discrimination Complaints can be found in Appendix A of this manual. Students have the right to file complaints with the Office of Civil Rights (OCR); however, OCR will not investigate a complaint until the university(s internal grievance procedure is complete. OCR(s contact information is:

Office for Civil Rights

U.S. Department of Education

1999 Bryan Street, Suite 1620

Dallas, TX 75201

Voice Phone: 214.661.9600;  Fax: 214.661.9587;  TTY Relay: 1.800.676.3777  
