OFFICE OF DISABILITY SERVICES

Policies and Procedures

Preface

The Office of Disability Services is a department under Student Services which is in the Student Affairs division.  Policies and Procedures are designed to guide the operations of the Office of Disability Services (ODS) and will adhere to the following guidelines.  
Mission Statement

The mission of the Office of Disability Services is to provide classroom accommodations and resource referrals, both on and off campus, which will ensure students with disabilities equal access in their pursuit of a college education.  ODS will also provide consultation and advocacy for employees with disabilities in regards to job-related duties.
Location/Business Hours

The Office of Disability Services is located in 158-A Shaver Gym.  The hours of operation for the Spring and Fall semesters are 8:00 a.m. until 4:30 p.m., Monday through Friday.  The hours of operation for the Summer semester are 7:30 a.m. until 5:00 p.m., Monday through Thursday and 7:30 a.m. to 11:30 a.m. on Friday.  The office is closed on all university holidays.  The telephone number is (985) 448-4430.

Services

The Office of Disability Services functions are as follows:  
a) Register all students with a disability who self-identify with the ODS

b) Have all disability students complete the ODS registration process
c) Review all documentation presented by students and determine if they are written by a professional, list diagnosis, list accommodations, and is within the time frame required by ODS
d) Director meets with each student to discuss documentation and the accommodations needed 

e) Write letter listing accommodations to each instructor and retain a copy in student’s file with Instructor Signature Form.  If an instructor refuses to sign, it will be documented by the ODS staff.
f) Order electronic textbooks for disability students

g) Provide real-time captioning services during scheduled classes for students with hearing impairments

h) Give tests to disability students who require a quiet testing area and/or extended time testing
i) Accommodate disability students who have special needs while taking a test in the ODS lab (e.g., reader, writer, or computer)

j) Meet with disability students who have problems during the semester and offer advocacy when deemed necessary
k) Handle day-to-day challenges for disability students concerning accessibility (e.g., elevators, bathrooms, computers in class, height of desks, etc.)
l) Discuss by phone or meet with parents of incoming disability students to discuss services offered through ODS

Procedures for Making Test Appointments
1. Disability students requiring the use of the ODS lab to take exams will need to make an appointment at least one week prior to test date and time.  If a student does not have an appointment, he/she may not be allowed to take the exam.  Students are not allowed to study in the ODS lab at any time. 

2. Upon entering the ODS lab for an exam, the student must:  

a) Get the materials needed (e.g., calculator, formula card, etc.) before beginning the exam
b) Place book sack, purse, and cell phones in assigned area.  The student should have only the test and approved test materials.  
3. If scratch paper is required for an exam and is not provided by the instructor, the 

ODS staff will provide paper.  All scratch paper must be turned in with the exam.

4. Once a student has started a test, the student may not leave the ODS lab.  After the test is finished, the student must turn the test in to the ODS staff.

5. Cheating will not be tolerated by the Office of Disability Services and will be handled according to the Cheating/Dishonesty policy in the student catalog.

6. No food or beverages should be brought into the ODS lab.  Exceptions are reviewed on a case-by-case basis. 
7. No electronic devices can be used in the ODS lab.  All cell phones, pagers, and calculators that make noise must be turned off during the test.  Students are not allowed to have cell phones/pagers in their possession while taking a test.
Accommodations Procedures

In order to receive accommodations, the student must self-identify and provide documentation of their disability to the Office of Disability Services. If a student suspects they may have a disability, they are encouraged to contact our office.

Classroom accommodations are available at Nicholls to ensure that students with disabilities have equal access.

Accommodations are identified on a case-by-case basis. The following are examples of accommodations:

· Preferential seating

· Use of a tape recorder

· Extended time for tests and in-class essays

· Note takers

· Oral testing

· Electronic textbooks 

· Assistive technology

· Interpreters/captionists

After documentation is provided to the Office of Disability Services:

· The student meets with the Director to discuss accommodations, and together they form a plan for that semester.

· The Office of Disability Services will type a letter to instructors that identify the student’s registration with our office and classroom accommodations needed.

Confidentiality and Release of Information
The Office of Disability Services (ODS) is committed to ensuring that all information and communication pertaining to a student’s disability is maintained as confident as required or permitted by law.

The following guidelines about the treatment of such information have been adopted by ODS and will be shared with students.  These guidelines incorporate relevant state and federal regulations.
1. No one will have immediate access to student files in ODS except office personnel.  Any information regarding a disability is considered confidential and will be shared only with others within the university who have a legitimate educational interest. 

2. This information is protected by the Family Educational Rights and Privacy Act (FERPA).

3. Sensitive information in ODS student files will not be released except in accordance with federal and state laws.

4. A student’s file may be released pursuant to a court order or subpoena.
5. There may be occasions when the Director or Administrative Assistant will share information regarding a student’s disability at his/her discretion if circumstances necessitate the sharing of information and the Director or Administrative Assistant has determined that there is an appropriate legitimate educational interest involved.

6. If a student requests a copy of an evaluation in their records, they must sign the Release of Information in person providing a picture I.D.  The information will be copied and given directly to the student.  Information will not be mailed to other parties.  If the information needs to be mailed, the student will have to contact the original evaluator to request documentation.

7. A student has the right to review his/her own ODS file with reasonable notification. 
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