ACCOMMODATION LETTER REQUEST FORM
	Date
	
	Year of Term Attending
	

	Location


	MAIN CAMPUS


	FORT CAMPBELL



	Semester
(circle one)
	Fall
	Spring
	Maymester
	Fall I
	Fall II
	Spring I

	
	Summer I
	Summer II
	Full Summer
	Spring II
	Summer III
	


Office of Disability Services

    Main Office - UC 114


P.O. Box 4578

Clarksville, TN 37044

(931) 221-6230 Voice

(931) 221-6278 TTY

(931) 221-7102 Fax
ODS@APSU.EDU
I hereby request the Office of Disability Services to prepare accommodations letter(s) for distribution to the following professors:
	PROFESSOR’S NAME

(Title, First, Last)
	COURSE, CLASS NUMBER and SECTION

(Example – American History I / HIST 2010-01)
	CLASS TIME
	Auxiliary Aide Service Requested

	
	
	
	Chair
	Table
	Note Taker
	Note Taker
	Interpreter

	
	
	
	
	
	Needed
	Identification
	

	1)
	
	
	
	
	Yes
	No
	Yes
	No
	

	2)
	
	
	
	
	Yes
	No
	Yes
	No
	

	3)
	
	
	
	
	Yes
	No
	Yes
	No
	

	4)
	
	
	
	
	Yes
	No
	Yes
	No
	

	5)
	
	
	
	
	Yes
	No
	Yes
	No
	


	STUDENT’S NAME (print)
	

	BANNER ID #
	A

	PHONE NUMBERs
	HOME#
	
	ON-CAMPUS
	
	CELL #
	

	E-MAIL ADDRESS
	

	STUDENT’S SIGNATURE
	


	Accommodation Letter Pick-Up Date

_________________________________________
	_________________________________________

	(All accommodation letters may be picked-up after 12 noon on the day they are due)
	Signature of Person Receiving form

	WHITE – File Copy                            YELLOW – Auxiliary Aide              PINK – Student Copy


Revised 10/20/2009 –STUDENT’S NAME TYPED IN THIS FORM’S SIGNATURE LINE WILL SERVE AS STUDENT’S ELECTRONIC SIGNATURE WHEN  EMAILING THIS  FORM TO APSU DISABILITY SERVICES
Disability Services

Accommodation Request Procedure

To ensure student privacy, the Office of Disability Services (ODS) requires students to request accommodations letters before each semester, term, session. It is your responsibility to contact and identify yourself with the campus Disability Services staff to request accommodations. Any information shared will be kept confidential unless you authorized release and exchange specified information. Accommodations can be provided only after these conditions are met. You should schedule an appointment with Disability Services Office as soon as you arrive on campus to discus accommodations.
Responsibilities of Students Receiving Assistance Through the Office of Disability Services
	GENERAL
	ACCOMMODATIONS LETTER DISTRIBUTION PROCEDURES

	1. The student must contact  the Office of Disability Services  (ODS) and make an appointment  to discuss his/her accommodations.
2. The student is required to provide professional documentation of his/her disability in order to qualify for academic accommodations.

3. Accommodations are not retroactive. They begin once the Intake process has been completed.

4. The student must fill out an Accommodation Letter Request From at the beginning of every semester to initiate services  (see procedure below). 

5. The student is responsible in for initiating contact  and scheduling an appointment with his/her instructor to discuss accommodations, prior to the start of the semester or immediately  after meeting  with ODS.

6. The student  is responsible for  scheduling  future appointment with ODS in order to receive continued assistance.

7.  The student is responsible for informing the Office of Disability Services regarding changes in his/her disability which may require re-evaluation of the student accommodations.
	1. The student completes form and returns it to the Office of Disability Services (ODS).

a.  If this form  is completed and returned   to ODS  during pre- registration for the upcoming  semester, accommodations  letters  will be available  for pick up  the week  prior to  the first day of class.

 NOTE: Please refer  to the pickup  date noted on the front of the form.

b.  If this form  is completed  and returned to ODS  after the first day of class, accommodation letters will be  available for pick up after 12 noon on  the third business day. (Example -Monday, letters will be available after  12 noon on  Thursday.) 

NOTE:   Please refer  to the pickup  date noted on the front of the form.

2. The process  only  applies  to Fort Campbell and Main Campuses, it does  NOT  apply  to  Regents On- Line  Courses.

3.  The student delivers the letters to his/hers professors.

4.  The student  meets  with his/her professor(s) to complete the “ Faculty /Student  Conference”  form  and discuss  how accommodations  will be rendered.

	

	Testing 
	Grievance Procedure

	1.  The student, Not the instructor is responsible for scheduling his/her own exams with ODS.

2.  The student is responsible for contacting ODS ONE WEEK prior test.

3.  The student  is given  time and half  for testing  with ODS ( Example, during the fall and spring semesters, 1 hour 30 minutes for MWF classes and 2 hours  for TTH classes).

4.  The student is responsible for arriving on time for a scheduled exam. Any student arriving late will only have the time remaining on the initially scheduled time.
(i.e.., If the student is scheduled  to take  an exam at 10:00 for a  MWF class they arrive at 10:30 they will only have 1 hour until 11:30  to complete the exam , not the full 1 hour 30 minutes.)

        5.  The student’s failure to take the exam at the scheduled time will result in the exam being returned to the professor.
	1. The student is urged to speak with the individual they have a grievance with prior to filing formal grievance.

2 The  student who feels  they have  been discriminated against  due to unfair  treatment may file a complaint  utilizing the following  procedure as outlined in the student handbook:

· APSU policy No.5:057 Grievance Procedures for Persons w/ Complaints related to the American w/ Disabilities Act.

· APSU Policy No. 3:008 Non-Academic Grievance Procedure.

        _   APSU Policy No. 3:003 Student Grade Appeal Policies.



	 SPECIAL NOTES

1. The student is responsible for being with the academic requirements as stated in the APSU Bulletin or within his/her major area of study.

2. The student may receive additional clarification by speaking directly with his/her academic advisor.

3. If submitting by email, the student certifies that all information is accurate to the best of their ability. 


