Office of Disability Services
Crewson House 101
Athens, OH 45701
740.593.2620 (phone)
740.593.0790 (fax)
740.593.0193 (TTY)
http://www.ohio.edu/equity/disabilityservices
Whether you are a newly registered student or are currently registered with the Office of Disability Services (ODS), we are pleased to assist you in participating fully in campus life at Ohio University! Whether you are seeking academic or housing accommodations, transportation or tutoring services, ODS is here to help. Please find below a list of the staff members working in ODS, as well as contact information for each staff member. The best way to speak to a staff member is to call the office directly (740.593.2620) and ask to speak to that person.
Jesse Raney, Director of Disability Services

(working with students whose last names begin with N-Z)

e-mail: raney@ohio.edu
Carey Busch, Assistant Director of Disability Services

(working with students whose last names begin with A-M)

e-mail: buschc@ohio.edu
Ruth Blickle, Administrative and Testing Coordinator

e-mail: blickle@ohio.edu
Abby Webb, Office Assistant

e-mail: aw280501@ohio.edu
Definition of Accommodations

The Americans with Disabilities Act of 1990 (ADA, 1990) defines accommodation in the following areas of postsecondary education:

· Architectural access (i.e., wheelchair ramps, space for wheelchairs in an auditorium, Braille labeling in elevators, and visible smoke alarm devices)

· Communication aids and services (i.e., sign language interpreters, Braille materials, textbooks on CD’s or scanned into Kurzweil 3000, assistive listening devices, and adapted computer terminals)

· Modification of policies, practices, and procedures (i.e., reducing course load requirements, priority registration, alternative testing locations, and extended testing time)

· Other supports (i.e., tutoring, housing accommodations, and transportation accommodations)
Commonly Requested Accommodations

· Extended Time for Test Taking

· Time and a Half: Full length of class + half length of class (e.g., If class is 50 minutes in length, you’ll have 75 minutes for an exam)

· Double Time: Full length of class + full length of class

· Quiet, Separate Location for Test Taking

· Exams taken in a separate room from where class normally meets within the department or exams taken through Crewson House (see later slide for testing through Crewson)

· Kurzweil CD’s/Books on CD

· Print material can be scanned into Kurzweil 3000, a text-to-speech software program, to create a CD with an auditory recording of the material or order CD’s through Recordings for the Blind and Dyslexic (RFB&D)

· Flexibility with Absence Policy and/or Deadlines

· Asking professors to work with you if you are unable to attend class or need extensions on assignments

Requesting Accommodations for Classes

· Pick up “Letter Request Form” from the front desk in Crewson House

· Fill out form and return to Crewson House within the FIRST TWO WEEKS OF THE QUARTER
· Return to Crewson House 3 BUSINESS DAYS after turning in form to pick up letters to give to your professors

· PLEASE NOTE: WE DO NOT MAIL LETTERS TO PROFESSORS; YOU MUST PICK THEM UP AND DELIVER THEM TO YOUR PROFESSORS!!!
Testing through Crewson House

· Pick up “Exam Proctor Sheet” from the front desk in Crewson House

· It is the student’s responsibility to process/return this form to ODS when completed by professor
· TOP portion filled out by STUDENT and BOTTOM portion filled out by PROFESSOR 

· Student should return form to Crewson House NO LATER THAN 5 DAYS BEFORE EXAM
· Return WHITE copy to CREWSON, keep YELLOW copy for SELF, and give PINK copy to PROFESSOR
· Fill out one sheet for each class

· Arrive to proctoring site for your exam ON TIME and with all necessary materials! If you are 10 or more minutes late (e.g., your class starts at 2:10 p.m. and you arrive at the proctoring site after 2:20 p.m.) and we haven’t heard from you, you will not be able to take your exam at the proctoring site. You will, in this case, need to reschedule the exam with your professor.

· Yes, we DO accommodate exams scheduled to be taken after 5:00 p.m., as long as you follow the procedures outlined above!

Policy for Exam Proctoring through DS

Staff members of DS who proctor or administer exams have the responsibility to do 

so in a secure manner according to the instructions of the faculty member. 

Students who take tests through Crewson House are responsible for following

these instructions at all times: 

· Only necessary items are allowed with the student during testing.  Items not allowed include cellular phones, Ipods, purses, and backpacks.  Valuable items may be checked in at the front desk as space permits.  It is recommended that valuables be left at home when testing.  DS is not responsible for lost items.

· Students will not be allowed to wear coats while test taking.

· Students are responsible for supplies needed for the exams such as calculators, pencils, and blue books.

· The DS staff will not answer questions by students that call for interpretations of test instructions or questions.

· Students suspected of cheating will be reported immediately to the instructor.

· Students who arrive late (if a class starts at 2:10, 2:20 is considered late) forfeit the opportunity to take the exam through Crewson House.  The exam will be returned to the instructor and the student will need to reschedule the exam with the instructor.  The rescheduled exam can only be taken through Disability Services if DS is notified five days in advance and there is space available.

· Students who fail to show for an exam will have their exams sent back to the instructor.  If a student fails to notify DS of scheduled exam changes in dates/times or fails to arrive for scheduled exams more than three times per quarter, the student will lose their privilege to test at Disability Services.

· Students who have difficulty with securing tests or testing accommodations from a faculty member should meet immediately with their DS representative. 
Rights and Responsibilities of Students with Disabilities in Postsecondary Educational Settings

· The Office for Civil Rights (OCR) provides a short handout describing your rights and responsibilities as a student with a disability in a postsecondary educational setting (e.g., vocational school, career school, two- year or four-year college or university)

· Click on the link below for a copy of the handout:

 

http://www.ed.gov/print/about/offices/list/ocr/transition.html/ 

Priority Registration

· Once you are formally registered with Disability Services, which happens after your initial meeting in the office with a representative, you will automatically receive priority registration

· Priority registration allows you to register for classes on the first day registration takes place

· The date you register appears at the top right-hand corner of your DARS report (example on following slide)

Voter Registration
· If you are not yet registered to vote in Ohio and are qualified to do so, you may register through the Office of Disability Services (voter qualifications: U.S. citizen; 18 years old on or before election day; resident of Ohio for at least 30 days; registered to vote at least 30 days before election day)
· Stop by Crewson House during normal business hours (8:00 a.m.-5:00 p.m., M-F) to fill out a Voter Registration Form

· The Office of Disability Services will mail the form for you

Auxiliary Aid Requests
· The Office of Disability Services provides the following auxiliary aids: FM Transmitters, Interpreters, Captioning, text-to-speech via Kurzweil 3000, text-to-Braille via Kurzweil 1000/Duxbury, and books on CD via Recordings for the Blind and Dyslexic (RFB&D)

· Please call the office (740.593.2620) or stop by Crewson House to inquire about auxiliary aids

Frequently Asked Questions by Students
· Can I get accommodations for online courses?

· Yes, you may get a letter of notification for an online course. Disability Services can send the letter to the professor for you. Testing accommodations may also be available.

· Can I get letters of notification if I am not on campus?

· Yes, as long as you come into the office BEFORE you leave campus to fill out a Letter Request Form. Disability Services will send the letter(s) to your professor(s).

· Can my professor return my Exam Proctor Sheet to the office for me?

· No!!! It is the responsibility of the student to return the white copy of the Exam Proctor Sheet to Disability Services.

· What happens if I’ve signed up to take an exam through Crewson House and my professor changes the exam date/time?

· Should the professor make any changes to test dates or times, it is the student’s responsibility to contact the office ASAP to make us aware of the changes. Also, please ask your professor to contact Ruth Blickle, Testing Coordinator for Disability Services, at blickle@ohio.edu . 

· Can I change the date/time of an exam I’m signed up to take through Crewson House?

· ODS does not have the authority to change test dates/times – only the professor can change the date/time of the exam. The professor must contact ODS with the date/time change approval. This change is only possible if there is space available at Crewson House.

· I am eligible for more accommodations. What do I do?

· If you have new or additional documentation supporting more accommodations, submit the documentation to the office and schedule an appointment to meet with your Disability Services Representative (740.593.2620).
We welcome any and all questions, concerns, suggestions, and feedback! We look forward to working with you during your time as an Ohio University student and are always here to assist you!
