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Dear Colleagues,

The Harris Family Center for Disability and
Health Policy ("FCDHP) strives to provide all
students with disabilities an equitable
academic experience. Our mission is to
increase the number of qualified individuals
with disabilities to successfully pursue careers
in the health professions at WesternU. We
support the University's commitment to
humanism by providing support services and
academic accommodations to students with disabilities. We share information,
promote awareness of disability issues, and ensure access for students within
the University Community.

Helen Keller playing chess
with Anne Sullivan

In support of our mission, our team has developed a Quick Reference Guide
with valuable information to assist you in your role. The guide contains
information regarding the role of the College Accommodation Liaison (CAL),
disability legislation relevant to higher education, student academic
accommodations, ""CDHP's enrollment process, the accommodation memo-
randum, ""CDHP's grievance procedure, maintaining student confidentiality, and
"FCDHP’s exam proctoring procedures.

We thank you for your commitment and unwavering support to students with
disabilities at WesternU. Your selfless contributions further our students’
success. We hope you find the information on the following pages helpful and
relevant to implementing student accommodations within your college timely
and with fidelity.

Lastly, we would like to extend our appreciation and gratitude to Marcelle
Daniels, Director of ""CDHP, and Sandra Rainwater-Lawler, Associate Director of
"FCDHP. Their expertise and support for students with disabilities were
invaluable to the creation of this guide.

“l long to accomplish a great and
noble task, but it is my chief duty to
accomplish small tasks as if they are
great and noble.”

- Anne Sullivan
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ROLE OF THE
COLLEGE
ACCOMMODATION LIAISON

CAL posing with a student

At WesternU, each college has a designated College Accommodation Liaison, or
CAL, an administrator who serves as a confidential liaison between the student,
disability office, and the faculty of a specific program or college within the
University. This individual works in collaboration with ""CDHP staff to
implement the reasonable accommodation(s) and academic adjustments
approved by the Center for students with disabilities. Importantly, while the
CAL serves as the liaison, they are not the decision-making authority
to determine accommodations and do not review or retain third-party medical
documentation related to the student’s disability(ies). They do, however,
provide guidance on program specifics that aid "fCDHP in making
accommodation decisions. CAL(s) are also responsible for managing students’
academic accommodations and adjustments within the college over the course
of the student’s academic journey.
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RESPONSIBILITIES OF THE
CAL

CAL(s) are responsible for the following:

e Making themselves available to students to discuss the
implementation of the accommodations and adjustments and not the
diagnosis or specific disability.

e Consulting with the appropriate faculty and ""CDHP staff when the
approved accommodation(s) would impede conducting the
fundamentals of the faculty member’'s curriculum so that an equally
effective alternative accommodation(s) can be discussed.

e Denying a request for accommodation(s) that ""CDHP has not
approved and referring the student back to the Center for assessment.

e Participating in a collaborative discussion with ""CDHP about the
delivery of accommodations.

e Implementing all approved accommodations and academic adjust-
ments in a timely manner and with fidelity.

e Maintaining confidentiality of the Accommodation Memorandum,
correspondence, and communication regarding the student's
disability.

A student utilizing his approved accommodations
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MEET
THE CALS

CALs can be excellent resources for one another. Considering this, we have
included a CAL contact list. Feel free to reach out to one another as your
college may have come across a situation and solution to implementing
student accommodations that might help another colleague.

r

Marcus Alderman, MBA

(Interim)

College of Osteopathic Medicine
of the Pacific- NW

Director of Student Affairs
Pre-Clinical Education (OMS 3 &
4)-DO

909-469-0306
malderman@westernu.edu

Donna Guisado, B.S., M.S.
College of Dental Medicine - DMD

Director of Education
909-706-3948
dguisado@westernu.edu

Karen Hutton-Lopez, MBA
College of Health Sciences - All
Programs

Assistant Dean of Student Affairs
909-469-5650

klopez@westernu.edu

Shauna Lieu, M.S.

College of Health Sciences - NW -
DPT-NW

Director of Student Affairs
541-259-0306

slieu@westernu.edu

Mitzi McKay, MFA
College of Graduate Nursing -
Nursing Programs (excluding
MSNE)

Associate Dean of Student
Affairs

909-469-5255
mmckay@westernu.edu

Brenda Flores
College of Health Sciences - DPT

Manager, DPTE
909-469-5364
bflores@westernu.edu

Leslie Hayes

College of Health Sciences - MHA
Academic Manager, MSHA
909-469-8793

hayesl@westernu.edu

Michelle Kim

College of Pharmacy - PharmD

Curriculum Support Specialist
909-469-8531
michellekim@westernu.edu

Erika Magana
PA Education - MSPA

Manager, DPAE
909-469-5395
maganae@westernu.edu

Lara McMahon

College of Osteopathic Medicine
of the Pacific (COMP), COMP-NW
Director, Pre-Clinical Education
(OMS 1 &2)-DO

Office of Academic Affairs

909-469-5666
Imcmahon@westernu.edu
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Celia Mercado, BA
College of Podiatric Medicine -
DPM

Director of Student Affairs

909-469-8376
mercadoc@westernu.edu

Marisa Orser, M. Ed.

College of Osteopathic Medicine of the
Pacific (COMP) - DO Clinical Education
(OMS 3 & 4)

Adjunct Instructor - Dept. of Social
Medicine and Healthcare Leadership
Office of Academic Affairs
909-469-5253

morser@westernu.edu

John Son

College of Osteopathic Medicine of the
Pacific (COMP) - DO

Curriculum & Assessment Specialist
9626-497-5403 (cell)

json@westernu.edu

Kurtis Venema

College of Health Sciences-NW -
DPT-NW

Academic Affairs Coordinator
541-259-0461
kvenema@westernu.edu

Rebecca Watkins, B.S.
College of Graduate Nursing -
MSNE

MSN-Entry Administrative
Associate

Call on Teams
909-469-5334
rwatkins@westernu.edu

Laurice Orense, BSHA
College of Graduate Nursing -
MSNE

Assistant Director of MSN

Entry Operations
909-469-8551
lorense@westernu.edu

Kelly Russo, BAM
College of Optometry - OD
Associate Director of Academic

Programs
951-218-8877 (cell)
krusso@westernu.edu

Caren Tse, B.A.

College of Veterinary Medicine
Academic Affairs Manager
909-469-5590

ctse@westernu.edu

Kaleigh Villagran

College of Health Sciences -
MSMS

Program Manager, Department

of Medical Sciences
909-469-5294
kvillagran@westernu.edu

Grace Wu

College of Pharmacy - PhDBPS/
MSBPS Program

Student Services Coordinator
Department of Biotechnical and

Pharmaceutical Sciences
909-469-8579
gwu@westernu.edu
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DISABILITY
LEGISLATION

With the passage of Section 504 of
the Rehabilitation Act of 1973 and
the Americans with Disabilities Act
in 1990, individuals with disabilities
are protected by broad-based civil
rights legislation. This legislation
includes specific directives to
institutions of higher education
such as WesternU. Individuals
covered under the legislation have
the right to file a complaint with the
Office for Civil Rights (OCR), or to

A group of protesters led by Judy Heumann and
Justin Dart Jr. carrying a banner quoting Martin
Luther King, Jr. as they march for disability rights

sue if they believe they are discriminated or retaliated against on the basis of
their disability or perceived disability. Considering this, it is important for CALs
to have a basic understanding of federal and state laws governing students

with disabilities.

Federally, WesternU is governed by Section 504 of the Rehabilitation Act of
1973, as amended, which prohibits programs or activities receiving federal
financial assistance from “excluding participation, denying the benefits of, or
subjecting to discrimination an otherwise qualified individual with a disability...
solely by the reason of their disability.”” In 1990, Congress extended this
prohibition to the private sector with the Americans with Disabilities Act

Capitol Hill Crawl in 1990 to urge Congress to
pass the Americans with Disabilities Act

(ADA) of 1990. The ADA reinforces the
provisions of the Rehabilitation Act of
1973 and is the most comprehensive
federal civil rights legislation pro-
tecting the rights of individuals with
disabilities. The ADA addresses the
barriers and discrimination that
people with disabilities have trad-
itionally faced and mirrors Section
504's definition of disability [42 U.S.C.
§12102(1)]."
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The ADA defines individuals with disabilities “as a person who has a physical or
mental impairment which substantially limits one or more major life activities,
a person who has a history or record of such an impairment, or a person who
is perceived by others as having such an impairment.”’The key factor in
determining whether a person is considered disabled under the ADA is
whether the physical or mental impairment results in a substantial limitation
of one or more major life activities. Major life activities, as defined in the
regulation, include functions such as caring for oneself, performing manual
tasks, walking, seeing, hearing, speaking, breathing, learning, and working.
Title Il of the ADA prohibits disability-based discrimination by private colleges
and universities. These protections include nondiscrimination requirements,
the provision of reasonable accommodations, and architectural standards.’

The Americans with Disabilities Act of 1990 was
amended by Congress in 2008. The ADA
Amendments Act (ADAAA) of 2008 expanded
the description of disability to promote broad
coverage for people with disabilities. What
constitutes a “major life activity” was clarified
to include a wide range of activities, including
concentrating, communicating, and thinking.
This clarification elucidated the range of conditions that may be understood as
disabilities and warrant accommodation by postsecondary schools including,
for example, learning disabilities and psychological conditions. The ADAAA also
underscored that the determination of whether an individual's impairment
qualifies as a disability under the law should not require extensive analysis.*

President George H.W. Bush
signs the ADA into law

WesternU must also abide by Section 508 of the Rehabilitation Act of 1973, as
amended. Section 508 specifies that agencies including universities receiving
federal funds must make their electronic information accessible to people with
disabilities and applies to the development, procurement, maintenance, or
use of electronic information technology. Under Section 508, institutions must
give disabled employees and members of the public access to information that
is comparable to the access available to non-disabled people.”
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WesternU is also governed by state
law for both campuses. The Pomona
Campus adheres to California state
laws. The California Education
Code consists of 29 codes that cover
various subject areas, including stu-
dents with disabilities. All California
universities are accountable to the
regulations and statutes stated in
the California Education code that

pertain to post-secondary insti-
tutions, such as the Unruh Civil Rights Act’and the Disabled Persons Act;

which prohibit disability-based discrimination by any business establishment.
Furthermore, Government Code 11135 prohibits discrimination for entities
that receive state funds.’

Hale Zukas, Ron Washington, and Judy Heumann
responding to a question during the 1977 sit in

The state of Oregon also has several legislative statutes that govern access in
higher education. For example, ORS 185.155 states that “the Oregon
Disabilities Commission shall monitor the progress of each institution or
college in accomplishing the elimination of barriers to access and shall be
consulted if access needs and priorities determined by the physical access
committee are significantly revised” [1991 c. 93584].

“Disability only becomes a tragedy when society fails to
provide the things we need to lead our lives.”
- Judy Heumann

SOURCES:

1.United States - Department of Education. Protecting Students with Disabilities. “Frequently Asked Questions about Section
504 and the Education of Children with Disabilities.” Retrieved from https://www?2.ed.gov/about/offices/list/ocr/504faqg.html.

2.United States - Department of Justice, Civil Rights Division (Disability Rights Section). “Americans with Disabilities Act of 1990,
as amended.” Retrieved from https://www.ada.gov/law-and-regs/ada/.

3.United States - Department of Justice, Civil Rights Division (Disability Rights Section). “A Guide to Disability Rights Laws.”
Retrieved from https://www.ada.gov/cguide.htm.

4.Information about the Americans with Disabilities Act Amendments Act (ADAAA), “The Americans with Disabilities Act
Amendments Act of 2008.” Equal Employment Opportunity Commission, Retrieved from
www.eeoc.gov/laws/statutes/adaaa info.cfm.

5.GSA Government - Wide Section 508 Accessibility Program, “Policy & Management: IT Accessibility Laws and Policies.”
Retrieved from https://www.section508.gov/manage/laws-and-policies/#508-policy.

6.California Legislative Information. Civil Code 51 Unruh Civil Rights Act. Retrieved from

lawCode=CIV&division=1.&title=&part=2.5.&chapter=&article=.

8.California Legislative Information. Government Code 1135. Retrieved from
https://leginfo.legislature.ca.gov/faces/codes displaySection.xhtml?lawCode=GOV&sectionNum=11135.

9.0regon Laws - Oregon Administrative Rules. ORS 185.155 Monitoring of progress of institutions of higher education and
colleges in eliminating barriers to access. Retrieved from https://oregon.public.law/statutes/ors 185.155.
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STUDENT
ACCOMMODATIONS

What is an accommodation?
Accommodations are modifications
or adjustments to the tasks, environ-
ment or to the way things are usually
done that enable individuals with
disabilities to have an equal oppor-
tunity to participate in an academic
program or a job without fund-
amentally altering the essential
nature of a course, academic pro-
gram, or job, or result in an “undue
administrative or financial burden.”

Wooky Chadsey, DVM 2028

How do accommodations support students?
e Remove barriers to learning.
e Meant to ensure all students have the same level of access to education.
e Accommodations are a right, not a privilege, and are protected by federal
and state civil rights legislation specific to disability.

Accommodations are not reasonable if they:
e Pose a direct threat to the health or safety of others.
e Fundamentally alter the curriculum or an essential element of the course.
e Pose an undue administrative, or financial burden.

TYPES OF ACCOMMODATIONS

Student accommodations can be tailored to the types of classes WesternU
offers and differ from one student to another. "TCDHP provides
accommodations for didactic, laboratory, and clinical settings. On the
following pages are some of the accommodations that ""CDHP provides;
however, this is not an exhaustive list. Accommodations are approved on an
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individual basis based on an interactive process and the documentation the
student provides.

Adaptive and Ergonomic Furniture - Generally, WesternU’s classrooms are
accessible, however, some students require alternative furniture that allows
them to fully participate in their courses. ""CDHP provides adaptive/ergonomic
furniture options such as padded or supported seating, adjustable height
tables, stools, and lecterns.

Adaptive Equipment - special versions of already existing technologies or
tools that provide enhancements or different ways of interacting with the
technology. The adaptation helps individuals with a disability accomplish a
specific task. Examples include large print books, software to adjust screen
colors, alternative types of keyboards and mouse, etc.

Alternative Media - refers to an alternative or different format of materials,
such as textbooks, which may include e-text, large print, Braille, text to speech
software, etc.

Assistive Technology - any device, software, equipment, or tool that helps
individuals with disabilities improve, maintain, or increase their functional
capabilities. Examples include screen readers, magnification applications, on-
screen keyboards, etc.

Auxiliary Aids and Services - items, equipment, or services that assist in
effective communication between a person who has a hearing, vision, or
speech disability and a person who does not. Examples include readers, text
to speech software, interpreters, real-time captioners, etc.

Audio Record Lectures - access to recordings of class lectures is permitted
under the ADA for students as a disability-related accommodation to provide
equitable access to the learning experience. Recordings are not to be shared
or otherwise disseminated in any way without the faculty's approval.

Clinical Accommodations - may include scheduling the order of rotations
differently, specific locations, access to accessible parking at sites, set number
of hours per day/week, etc.
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Closed Captioning - process of displaying text on a television, video screen, or
other visual display to provide additional or interpretive information. Closed
captioning allows the user to turn the captions on or off on both online and
offline videos.

Communication Access Realtime Translation (CART) - is the method of
captioning in which captions are simultaneously prepared and transmitted at
the time of origination by specially trained real-time captioners.

Extended Time on Assignments - some disabilities impact a student's ability
to complete assignments. In cases such as these, flexibility in assignment due
dates may be considered an appropriate accommodation.

Extended Time for Quizzes and Exams - additional time for taking and
completing quizzes and/or exams because of a student’s functional limitations.
Extended time is typically approved in increments of either 1.25X, 1.5X or 2.0X
the allotted time.

Frequent Breaks/Breaks as Needed - for some students with disabilities,
sitting for long periods of time and/or remaining in the same position
throughout a class, lecture, quiz, or exam can exacerbate symptoms of the
student’'s disability. Similarly, some students may need to attend to
medications or other medical needs.

Intermediaries or Surrogates - these assistants operate similarly to a scribe
in an exam setting, they assist the student without making clinical or research
judgements. At all times the student with a disability must direct the
intermediary or surrogate. The intermediary or surrogate may be used as the
patient if the student with a disability could be injured acting in this capacity.

Note-taking - students who, because of their disability may be unable to take
their own notes or need to supplement their notes, may require notetaking as
an accommodation. "CDHP provides two types of notetaking
accommodations: in-class peer note-taking services and assistive technology
for notetaking.

Priority Seating - students with disabilities may request assistance in
obtaining appropriate classroom seating. Requests include seating near the
front of the room, seating near an interpreter or microphone, seating near or
away from windows, seating near the exit, and/or seating on the entry-level of
a multi-level classroom.
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Reader/Scribe - a reader can be a person or a technological device which
provides an auditory format for written exams. A scribe is someone who
writes or types what a student dictates for a written quiz or exam.

Reduced-distraction or Private Room for Testing - a distraction-reduced or
private room testing environment is a setting outside the usual classroom that
limits interruptions and other environmental influences.

Service Animal - a dog or in some cases a miniature horse that is trained in a
specific task to assist a person with disabilities. Service animals are allowed
access to all public areas with some exceptions due to health and safety
reasons.

Sign Language Interpreters - someone who interprets in sign language
effectively, accurately, and impartially, both receptively and expressively, using
any necessary specialized vocabulary.

For information on "FCDHP’s accommodation policies and procedures, please
refer to Appendix A. The following policies and procedures are included there:

e Provision of Academic Accommodation(s)

e Accessible Media

e Alternative Media Policy and Procedure

e Animals on University Property Policy

e Exam Proctoring Procedures

e Extended Time on Assignments

e Requesting/Cancelling Remote  Communication Access Realtime
Translation (CART) Services Procedure for Students who are D/deaf or
Hard-of-Hearing

e Sign Language Interpreter Request/Cancellation Procedures for WesternU
Students and Patients who are D/deaf or Hard-of-Hearing
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SERVICES
PROVIDED

"FCDHP provides individualized services for students with disabilities enrolled
at WesternU. Below is some of the services we provide to students.

e Academic Accommodations

e Assistive/Adaptive Technology and Equipment
e Alternative Furniture

e Student Advisory Board

e Events

e Proctoring Quizzes and Exams

e Requesting Accommodations for Board Exams
e And morel!

NAVIGATING THE REQUEST PROCESS FOR ACCOMMODATIONS ON

CERTIFICATION, LICENSING, AND BOARD EXAMS
"FCDHP shepherds students through the application process to request

disability accommodations on national board exams by providing resources,
feedback on personal statements, letters of support, completing required
forms, and reviewing provider documentation. Please refer students that
need this service to disabilityaccommodations@westernu.edu to schedule an
appointment to meet with the Director of ""CDHP or their designee.

Marcelle Daniels, Director of ""CDHP, with Tabitha Perez
going over board certification accommodations.
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ENROLLING IN
SERVICES

Lft. Taylor Gahub, PharmD 2026, and rt.
LaDonna Cash, Admin. Assoc. |

WHO QUALIFIES FOR SERVICES?

According to Section 504 of the Rehabilitation Act of 1973, a person who
meets the academic and technical standards required for admission or
participation in the education program or activity, with or without reasonable
modifications to rules, policies, or practices; the removal of architectural,
communication, or transportation barriers; or the provision of auxiliary aids
and services.
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HOW DO STUDENTS ENROLL?

ollment Meeting

Interactive process

= Review of
documentation

= Assign accommedation

* Review policies and

processes o acoess

accommaodation(s)

Introductory Meeting
* Interactive process
= Criteria for disability
*  Review functional

limitations/barriers
*  Review potential
accommaodations

Student
Self-
Identifies or
is Referred
to WFCDHP

Student completes
Intake Form and
provides Medical or
Psychoeducational
Documentation

Enr

Accommodation
Memorandum
Accommodations
Implemented

Let's review the process for students to be assessed for and receive
accommodations and/or academic adjustments through ""CDHP. Registration
iS an easy 4-step process.

Step 1: Submit Application

The student completes and submits the electronic Student Intake Form. The
student emails ""CDHP a PDF version of disability-related documentation from
a reputable source.

Step 2: Complete Intake Form and Provide Documentation

Upon receipt of the Student Intake Form and documentation, ""CDHP contacts
the student by email within three (3) business days to schedule an
appointment for an Introductory Meeting.

Step 3: Introductory Meeting

At this meeting, staff engage in the interactive process to discuss criteria for
disability, the student’s self-report of disability, functional limitation(s), known
or anticipated barriers, and potential reasonable academic accommodations
and/or adjustments.

Step 4: Enroliment Meeting
At the enrollment meeting, students continue to engage in the interactive
process, are assigned accommodations, and review procedures for accessing
accommodations. After the meeting, the student is emailed any necessary
paperwork through DocuSign.

Accommodation Memorandum: Once accommodations have been
approved "CDHP will send the student's CAL the Accommodation
Memorandum listing the student’s approved accommodations.

Implementation: The CAL has three business days from receipt of the
Accommodation Memorandum to implement the accommodations.
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ACCOMMODATION
MEMORANDUM

"'CDHP provides CALs with an

A T
; f@ Western
Accommodation Memorandum that 638 | Nversity
serves as the mechanism of Vo ety G Dt
disclosure to include notifying the Pomona, CA 917661089
(509) 469-5267 Fax (908) 459-5503
CAL that the student is registered MEMORANDUM
. HF . . Date: Manch 11, 2026
wl t h o C D H PI h a S a q u a | Ifyl r].g To: glﬁ;:.!:::{[mr; Cumculum Suppori Specialist, COP Academic and
disability, and that the student is Fom:  Sandr RainwalerLower, WA.- Associle Diclr, “COHP
entitled to the academic accom_ Subjoct: Academic Accommeodations for Jane Doe. PharmD 2028
; : S Y i,
modations and/or adjustments for oottt dprortr e '
which the office has deemed the S e g
student eligible. R e oo S e oy
while taking an exam)
The memorandum lists the
student'’s authorized accom-

modations and adjustments and
specifies the types of assessments
covered under each accom- Sample Accommodation
modation. For example, some test- EmerEneEln

ing accommodations would list the amount of extended testing time, the
testing environment distraction-reduced or private room, the assessment the
accommodation applies to such as didactic quizzes/examinations only, and the
duration of the accommodations.

Be mindful that once the CAL receives an accommodation memorandum, they
have an obligation to implement the academic accommodations and
adjustments that have been determined by "CDHP within three business
days. Some accommodations require additional time to put into place. ""CDHP
staff will work with the student’'s CAL and program faculty to ensure the
accommodation is implemented as soon as possible and the student is
notified should this occur. When faculty raise questions or concerns regarding
the recommended accommodations, CALs are responsible for contacting
"CDHP for clarification or to discuss equally effective alternative
accommodations. The approved accommodation must not fundamentally
alter an essential requirement of a course or program.
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REFERRING STUDENTS
TO ""CDHP

Often students will disclose to their CAL that they have a physical or
psychological impairment or that they had disability accommodations in the
past. Refer them to ""CDHP for services, ask them if they would be willing to
meet with a staff member for more information, and after the meeting follow
up with an email.

EMAIL TEMPLATE
Dear Student,

Thank you for dropping by my office today to discuss your challenges
with the curriculum. | wanted to take a moment to follow up with you
because during the meeting you informed me that you had a
disability and received disability-related accommodations during
your undergraduate experience. The Harris Family Center for
Disability and Health Policy or CDHP is an excellent resource and
provides academic accommodations for students with disabilities
enrolled at WesternU. For more information visit their website at
https://www.westernu.edu/cdhp/. As we discussed, | am also copying
the Director of CDHP on this email, since you mentioned that you
wanted to connect with a staff member. | believe their services
would be beneficial to you.

Sincerely,
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When a student does not expressly mention that they have a disability, but
you believe that they may, discussing campus resources and student services
to include "F*CDHP is an excellent way to provide the information. Always avoid
using your clinical expertise to form an opinion based on your observation of
the student. Follow up after the meeting with an email.

EMAIL TEMPLATE

Dear Student,

Thank you for dropping by my office today to discuss your challenges
with the curriculum. | wanted to follow up with you because as we
discussed during the meeting WesternU has many campus resources
and student services that may benefit you. These include counseling
services, the LEAD program, the disability office, faculty office hours,
...... For your convenience, | have attached the contact information
for these resources.

Sincerely,
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GRIEVANCE
PROCEDURE

WesternU is committed to providing equal educational opportunities for
students with disabilities, who are otherwise qualified, in an academic
environment free from harassment and discrimination. In compliance with the
Americans with Disabilities Act of 1990 (ADA), the ADA Amendments Act of
2008, and Section 504 of the Rehabilitation Act of 1973 (Section 504), as
amended, WesternU does not discriminate on the basis of disability in the
administration of its education-related programs and activities. The grievance
procedure set forth below is applicable to all students requesting or enrolled
in services at ""CDHP. It covers all complaints regarding contesting accom-
modations or access to programs or activities. All other allegations of disability
discrimination covering all complaints alleged to have occurred in any College
program or activity can be reported via the Title IX and Equal Opportunity
website.

"FCDHP determines disability accommodations through an interactive process
involving disability services professionals, appropriate members of the
university community, and the student. We recognize that in any deliberative
process that disagreements may occur because of misunderstandings,
miscommunication, or lack of education around disability. In these instances,
clarification, and effective communication can lead to a quick and effective
resolution.

Throughout any of these procedures, students can expect to be treated with
respect, receive a timely response, not experience any form of retaliation, and
have their concerns dealt with in a confidential manner to the greatest extent
possible. The university encourages students to bring up any concerns early,
give clear and detailed information, and alert the Associate Director of ""CDHP
in writing. Should your concern involve the Associate Director of ""CDHP,
please contact the Director of ""CDHP.

GRIEVANCE PROCESS
In general, this policy is designed to address all disability-related disputes
concerning the following:
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1.Disagreements regarding disability status, requested service, academic
accommodations or auxiliary aids, or modification of a course or academic
requirement.

2.Inaccessibility of a program or activity.

Students may file a grievance through an informal and/or formal process. It is
generally recommended that students attempt an informal resolution before
filing a formal complaint; however, students have the right to request a formal
resolution at any time. Note, for grade disputes involving a claim of
harassment or discrimination on the basis of disability, this policy applies and
not the Grade Appeal policy located in the College Catalog.

Optional Informal Resolution: A student with a concern covered by this
policy may first attempt to resolve it at the informal level. ""CDHP works in
collaboration with the student, faculty, and/or staff whom the concern arose
through an interactive process to identify an agreeable solution.

Formal Complaint (Step 1):

The Formal Complaint process applies to disagreements regarding the
determination and/or delivery of a requested service, accommodation,
auxiliary aid or service, assistive technology, or modification of a
college/university practice in an effective or timely manner; denial of a
requested accommodation; inaccessibility of a WesternU program, service, or
activity; harassment or disparate treatment because of a disability; and other
instances in which a student believes that they have been subjected to
discrimination on the basis of disability. The complaint should be filed as soon
as possible, but no later than 30 calendar days from the decision that is being
appealed.

A complaint must be in writing and include the following:

1.The complainant’'s name, student ID number (if applicable), address, email
address, and phone number.

2.A clear statement of the request or concern, identification of the basis of
the grievance, and sufficient detail supporting the basis of the appeal,
including the identification of faculty or staff involved, course information,
informal resolution efforts (if applicable), a chronology or timeline of
events; and requested remedy.
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The complaint should be filed with the Associate Director of ""CDHP at
Western University of Health Sciences, 309 E. Second St., Bldg. 390, Pomona,
CA 91766-1854 or by email at slawler@westernu.edu.

Upon receipt of a formal complaint, the Associate Director of ""CDHP or
designee will review the complaint for timeliness and scope for the grievance
process and provide the complainant with written notice acknowledging
receipt of the complaint. If, upon receipt, it is clear that the complaint should
be reviewed under WesternU's Non-Discrimination, Anti-Harassment and Non-
Retaliation policies, the complainant will be notified and referred to the proper
policy and department.

During the review of the complaint, the Associate Director will conduct a
thorough and impartial investigation. In doing so, the Associate Director may
interview, consult with and/or request written responses to the issues raised
in the complaint and review all evidence, documents, and information from
any individual believed to have relevant information, including faculty, staff,
and students.

At the conclusion of the review, the Associate Director of ""CDHP will issue a
written decision to the complainant which will include a summary of findings,
determination of the complaint, and any proposed resolutions, if applicable.
This written notice will also be shared with the College as appropriate and
consistent with "FCDHP’s Confidentiality, Release of Information, and
Maintenance of Records Policy and applicable, privacy and confidentiality laws.

The standard of review is whether there is a preponderance of evidence to
substantiate the complaint. When appropriate, the Associate Director may
also apply the following standards: 1) would the accommodation result in a
fundamental alteration of the program or an essential academic requirement;
2) would the accommodation impose undue financial or administrative
hardship on the institution. If there is a preponderance of evidence (more
likely than not) substantiating the complaint, the Associate Director, will then
decide on the appropriate resolution for the grievance, which will be included
in the written notice issued to the complainant. Such resolutions will be
decided on a case-by-case basis and may include, but will not be limited to,
approval and/or administration of a particular accommodation, remediation to
address previously available opportunities, and/or facilitation of
communications between the complainant and the person against whom the
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grievance is filed. Any resolutions will be implemented promptly. The written
notice will be issued to the student within 15 business days of filing the formal
complaint. The deadline may be extended for good cause. In such instances,
the complainant will be notified of the need to extend the deadline in writing.

Formal Complaint (Step 2): The complainant may challenge the decision of
the Associate Director of ""CDHP or designee fulfilling this role on the grounds
of bias or conflict of interest, or disagreement with the decision, by submitting
a written challenge to the Director of ""CDHP, within 5 business days of the
acknowledgement of receipt of the Associate Director's decision by submitting
a written appeal. The Director has the discretion to designate an appropriate
officer to review the challenge. If the original grievance was filed against the
Director, then the University has the discretion to designate an appropriate
officer to review the appeal.

The challenge should be filed with the Director of ""CDHP at Western
University of Health Sciences, 309 E. Second St., Bldg. 390, Pomona, CA 91766-
1854 or by email at mdaniels@westernu.edu.

Upon receipt of a formal challenge, the Director of "CDHP or designee will
review the complaint for timeliness and scope for the grievance process and
provide the complainant with a written notice acknowledging receipt of the
complaint.

During the review of the challenge, the Director will conduct a thorough and
impartial evaluation. In doing so, the Director will review the Associate Director
of "F"CDHP's written decision and documentation pertaining to the decision; the
Director may also interview, consult with and/or request written responses to
the issues raised in the complaint and review all statements, documents, and
information from any individual believed to have relevant information,
including faculty, staff, healthcare provider, and students.

At the conclusion of the review, the Director of ""CDHP will issue a written
decision to the complainant which will include a summary of findings,
determination of the complaint, and any proposed resolutions, if applicable.
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This written notice will also be shared with the College as appropriate as
consistent with ""CDHP's Confidentiality, Release of Information, and
Maintenance of Records Policy and applicable privacy and confidentiality laws.
If the ground for the challenge is not satisfied, the Associate Director’s decision
will be upheld.

When appropriate, the Director may also apply the following standards: 1)
would the accommodation result in a fundamental alteration of the program
or an essential academic requirement; 2) would the accommodation impose
undue financial or administrative hardship on the institution. If there is a
preponderance of evidence (more likely than not) substantiating the
complaint, the Director, will identify appropriate remedies and/or corrective
actions to resolve the grievance, which will be included in the written notice
issued to the complainant. Such resolutions will be decided on a case-by-case
basis and may include, but will not be limited to, approval and/or
administration of a particular accommodation, remediation to address
previously available opportunities, and/or facilitation of communications
between the complainant and the person against whom the grievance is filed.
Any resolutions will be implemented promptly. The written notice will be
issued to the student within 15 business days of filing the formal complaint.
The deadline may be extended for good cause. In such instances, the
complainant will be notified of the need to extend the deadline in writing.

Formal Appeal: The complainant may appeal the decision of the Director of
HFCDHP by submitting a written appeal within 5 business days after the receipt
of written notice from the Director to the Chair of ""CDHP's Appeal Committee.
The chair of the committee will notify the student of the outcome 15 business
days after the meeting has concluded.

Appeals must specify the reasons for the appeal that are not based on a
disagreement or dissatisfaction with the standards, policies, or procedures of
"FCDHP. The appeal must be based on one or more of the following:
1.The appearance of new, material, and documentable evidence that was
not available at the time of the Director’s review, and that would likely alter
the outcome. Information available to the student but not provided during
the hearing and/or the complaint review would not be considered “new.”
2.Procedural error that significantly affected the interpretation of policies
which affected the Director's review such that it prevented the Director
from issuing a fair decision.
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An appeal review is limited. Appeals are not a full rehearing of the complaint
and are restricted to the appeal grounds referenced above. The findings
contained in the written notice are presumed to have been decided
reasonably and appropriately and the appellant carries the burden of proof to
demonstrate that the appeal grounds are substantiated.

The appeal should be filed with the Eugene Brown, Chair of ""CDHP’s Appeal
Committee, at eugenebrown@westernu.edu. Appeals must contain, at a
minimum, an explanation of why the determination is improper and a detailed
statement of the basis for the appeal, including the specific facts,
circumstances, and arguments in support of the appeal.

The Chair will convene the ""CDHP Appeal Committee to review (1) information
provided by the student for the appeal; (2) review the decisions of the Director
and Associate Director of ""CDHP; and (3) any other additional information
that may be relevant to evaluating the matter and reaching a decision.

If there is a preponderance of evidence (more likely than not) substantiating
the appeal, the Chair of ""CDHP's Appeal Committee will communicate the
decision of the appeal and determine the appropriate resolution via written
notification to the complainant and the College as appropriate and consistent
with ""CDHP’s Confidentiality, Release of Information, and Maintenance of
Records Policy and applicable privacy and confidentiality laws. The Chair will
issue a written decision within 15 business days after the meeting has
concluded, although the deadline may be extended, in writing, for good cause.
If the ground for appeal is not satisfied, the Director’s decision will be upheld.
During the grievance process contained herein any accommodations or
services that have already been implemented will continue uninterrupted.

Additional External Reporting Options:

Any student who believes they have been subjected to discrimination,
including harassment and retaliation on the basis of a protected category may
contact the Office of Title IX and Equal Opportunity to file a report.

Students also have the right to file a complaint with the U.S. Department of
Education’s Office of Civil Rights if they feel they have experienced
discrimination. More information about filing a complaint is available on their
website.
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MAINTAINING
STUDENT CONFIDENTIALITY

"FCDHP recognizes the rights of students with disabilities to maintain the
confidentiality of their disability-related information and determine who
receives it. Disability-related information provided to the ""CDHP is considered
an educational record; therefore, it falls under the protection of the Family
Educational Rights and Privacy Act (FERPA). FERPA permits the ""CDHP to share
information about the impact of a disability and accommodation eligibility with
other University school officials who have a legitimate educational interest. A
school official includes but is not limited to faculty and instructional staff,
academic deans, the provost, and security. Legitimate educational interest
means the school official needs to review an educational record or receive
educational record information to fulfill their professional responsibilities.

"FCDHP values the privacy of its students and the confidentiality of the
disability-related information entrusted to us. As such, ""CDHP limits dis-
closures of disability-related information to those which are minimally
necessary for the delivery of services/accommodation of the student or for
some other permissible basis. Examples of a permissible basis include, but are
not limited to:
e Disclosure based on a legitimate educational reason:
O Disclosure to appropriate faculty and staff of the student’s status as
a student registered with ""CDHP and their approved accom-
modations.
o Disclosure to a WesternU official in relation to a student filed
complaint, appeal, grievance, or lawsuit against a university action,

office or employee.
e Disclosure to the proper authorities to prevent/control injury or harm to

the student or to others.
e Disclosure subject to a court order.
e Disclosure based on the student’s written permission.

The degree of information that is required by university constituents regarding
a student’s disability is directly related to the nature of the accommodations
and services required. Sharing this information does not require student
consent under FERPA.
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Disclosure of educational record information to a University official having a
legitimate educational interest does not, however, constitute authorization for
that person to transmit, share, or disclose any or all of that information to a
third party who does not have a legitimate educational interest. When
disability-related information may need to be shared with a third party, a
student may sign a written consent form giving ""CDHP permission to discuss
the disability with a third party, such as parents who require further
information. Information will not be released to a third party without written
consent from the student unless it is required by federal or state law or when
a student may be at risk of harm to self or others.

Only authorized staff within ""CDHP have immediate access to student
records. Disability documentation is maintained in locked cabinets, in locked
offices, and on secure servers and is not part of the student’'s permanent
educational record.

In accordance with WesternU policy, ""CDHP student records are destroyed
five years after a student’s graduation or date of last attendance. Students
with disabilities have a right to review their file. A student who wishes to
review their file must schedule and appointment with the Director of ""CDHP.

Let's review optimal practices for maintaining confidentiality of documents related
to students with disabilities.

e Shred any paper created in the office on which private information - even just
the student's name - is written, including sticky notes or phone message slips.
Never put those in trash or recycling bins.

e If the institution has a mechanism for encrypting email or electronic records,
use for electronic communications that contain student names or disability
information.

e Keep student names and disability information out of email subject lines, which
are not included in encrypted or secure systems and may be viewed on a
computer screen by visitors to an office.

e Keep the office fax machine in a place where others cannot access it.

e Keep paper files locked when not immediately using them.

e Do not transport paper files to unsecure locations.

e Password protect electronic records, and limit access only to necessary staff.

e Keep electronic records “walled off” from access by other campus departments
that may share the server or other online access.

Reprinted from Meeks, Lisa M., Neera, R. Jain. The Guide to Assisting Students with Disabilities: Equal
Access in Health Science and Professional Education
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EXAM PROCTORING
PROCESS

CAL ASSESSMENT SPREADSHEET

Each college has its own password protected CAL Assessment Sheet. The CAL
is responsible for maintaining and completing the spreadsheet in a timely
manner. The assessment sheet must be filled out in its entirety and its format
may not be altered (e.g., removing columns, rearranging columns, deleting
cells, changing title of cells, etc.). In the event of a change that is less than 24
hours prior to the exam/quiz, contact ""CDHP by email immediately at
disabilityaccommodations@westernu.edu.

Please note that ""CDHP's normal hours of operation are Monday through
Friday, 8 AM to 5 PM. Any emails or notifications received outside of normal
business hours will be reviewed and managed at the start of the next business
day. Ultimately, failure to note information on the CAL Assessment Sheet
causes delays in timely accommodations for students and completion of
administrative tasks by ""CDHP staff.

Schidubid Asteiment Stusdent
Startfind | Assessment | Start/End Namefs) Primary OAA | ExamSoft /
Date Cohort(s) Therse Dear atbon Thersee for MAKEUDS | Course Name Asserament Name Stal Other | Exam Location)
Add sl exams
by clated order
/43023 PA 2024 93 - 12p=1.5x 2 his 10a - 12p LaDarana At Miaed Cardiokogy CDHP - Mary Exarm Soft  CDHP Buikding |

& of Students.
COHP Exam | PASSWORD
Location  [[case senithee) | Details €l Before Chans After Scratch Paper/Attachments. Intruction
Total B of questions:
4
ExaenSoft caloulator:
yes
ExamSoft notes: yes Artendance at this exam b "optional® i students
5 CDHP White Board: yes 1pirie 3 5:30pem-7-30pm Pathd 1 Exam 1 Scratchpaper WAnt b0 retedt

The CAL Assessment Spreadsheet includes the following exam information:

e Date e Cohort(s) e Course Name e Details e Instructions e Exam Location
e Scheduled Start/End Time e Assessment Duration e Assessment Start/End Time

e Student Name(s) for Makeups e Primary OAA Staff e ExamSoft/Other
e Number of Students e ""CDHP Exam Location e Password (Case Sensitive)
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MONTHLY EXAM SCHEDULE

"FCDHP maintains a master Monthly Exam Schedule listing exams for all
enrolled students by college. Be mindful that ""CDHP staff cannot schedule an
exam without an exam date and time. Exam dates and times are critical for
"FCDHP staff to reserve rooms, assign proctors, collect testing materials, and
send out exam notices to students.

EXAM NOTICES

Exam Motice OD 8161 ORC 11 Mock Exam (01.10.26)
Friday, January 5, 2026 3:47:14 PM

imagel0l pog

imageno? ong

Harris
Fam

cdhp ExAM NOTICE

Center for Disability
and Health Policy

Dear John Doe,

Your upcoming exam will be administered and proctored in person on
campus. Please read all exam infarmation below.

“*¥OU MUST PRESENT YOUR WesternU ID BADGE TO THE PROCTOR WHEN
CHECKING IN FOR AN EXAM*™

Date: 01/10/2026

Exam: QD 8161 QRC |l Mock Exam

Start/End Time: 9:00a - 2:00p

Location: COHP Office

Proctor: LaDonna

Environment: & Distraction-reduced [ Private Testing Room

ltems Allowed: Scratch paper, formula sheet, snacks/beverages

Students proctored by COHP are allowed to bring a light snack. Snacks must be in
their original packaging or placed in a clear container. Beverages must also be in a
clear container with labels removed. All items are subject to inspection.

Students must bring their laptop and charger unless otherwise noted in their
accommaodation memorandum. Please ensure your exam is downloaded and that the
correct accommodated time is verified before arriving at your testing area. Privacy

screens must be removed prior to entering the tesling area. Notify your proctor of any
discrepancies before beginning your exam.

Exam Notice for In-Person Exam
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cdhp ExAM NOTICE

Daaar Student

Your upooming exam will be administered and proctoned via Zoom. Please read all cxam information
[

“WOU MUST PRESENT YOUR Westernl ID BADGE TO THE FROCTOR WHEN CHECKING IN FOR
AN EXAM

Date: 121122025

Exam: DVM 2027 SAP2 B2 Final Exam 2025-2026-80
StarvEnd Time: T:30 - 9:00am

Location: ZOOM

Zoom Link: hifps Yeesiems o
Passcode: B38028

Proctor: Elizabeth
Environment: [ Distraction-reduced & Private Tessing Room
Nems Alkowed: Scralch paper

Siudends musl cover all additicnal monders and clese applicalions. excepd Zoom, on the procioning
divice. Students are nol permitted to navigale outside of their cosm software uniess approved by the
colage and " COHP notified. Proctoning dovice showlkd Da posationsd 1o alow the procton 1o sea sludent's
tace, both hands, kéyboand and approwed besting malerials

Siudents should secure 4 quiel lesting location and be the only person in the reom. Testing and
procioding deveon should be fully charged, naar an culiol with Iha charging cabie/eotomal charger.
Pleads anEune your Sxam i downhoased and hal the SOMes! Scoommodaned Lime is varsed befons
lgging on, Privacy screens mus! b remosed prior bo exam, Nolify your peocior of any discrepancies
bafom beginning your exam.

Plaase login at least 10 - 15 minutos oary b S1art the dam on lime.

Ploasa nolify dsabidbyaccommadations@wastomu adu and your coBege in tha evant you will nol be
taking your exam.

Exam Notice for Zoom Exam

Students and their designated CAL will receive an exam notice via email one
day prior to the scheduled exam or quiz. The exam notice includes the time,
date, location, title of the exam, allotted time, and allowable testing materials.
Students are responsible for reviewing the information contained within the
exam notice and monitoring their WesternU email daily. If there is an error on
the exam notice, an updated notice will be emailed to the student.

Students are directed to contact the CAL for any questions or concerns
regarding the content of the exam or quiz.
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CAL
RESOURCES

CAL QUARTERLY MEETINGS

"FCDHP convenes regular meetings with the CALs to address and resolve
accessibility and accommodation issues for students with disabilities. Each
term "FCDHP staff facilitates a guided discussion on a critical topic. Feedback
and recommendations are incorporated into ""CDHP's operations. These
meetings are critical to providing optimal standard practices for the delivery of
student accommodations.

"FCDHP'S WEBPAGE

"FCDHP's webpage is an excellent source of information regarding our
programs, services, policies, procedures, assistive technology, and resources.
Moreover, ""CDHP's Faculty and College Accommodations Liaison webpage
provides a wealth of information about working with students with disabilities
in a health science setting and the implementation of accommodations. Check
it out at https://www.westernu.edu/cdhp/.

e T T ¢ .
\\ii Western University Harris Family Center for Disability & Health Policy

Welcome to the Harris
Family Center

FOR DISABILITY AND
HEALTH POLICY!

CIHP ke, il oo ran] ininaduslined Cisrater son of i A0usent s abadilies, sn 1 deiabelity related Barviers Thiny 1ace, 1o devris
creatner and innoraires sccommodaton, selulens 1o senure cqual accou

COHP Misuksn

"FCDHP's Homepage
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MEET THE
""CDHP STAFF

"FCDHP staff is dedicated to assisting students with disabilities seeking careers
in the health professions. Here is their contact information in case you need
guidance on accommodations, policies and procedures and more.

Sandra Rainwater-
Lawler, M.A.

Associate Director
909-469-5297
slawler@westernu.edu

Marcelle Daniels, M.HRD.
Director

909-469-5385
mdaniels@westernu.edu

Behrang Toubak, PsyD
Disability Specialist
909-469-5380
btoubak@westernu.edu

Jessica Ventura

Administrative Assistant |
909-469-5441
jventura@westernu.edu

Elizabeth Perez, MBA
Administrative Associate Il
909-706-5503
pereze@westernu.edu

LaDonna Cash
Administrative Associate |
909-469-5492
I[cash@westernu.edu

Consuelo Sanchez, M.A.
Assistive Technology &
Alternative Media Specialist
909-469-5486
csanchez@westernu.edu

Marsha Blankenship
Administrative Assistant |
(Lebanon)

909-469-0421
mblankenship@westernu.edu

Advancing Humanism and Access through Support Services and Accommodations



mailto:mdaniels@westernu.edu
mailto:slawler@westernu.edu
mailto:btoubak@westernu.edu
mailto:jventura@westernu.edu
mailto:pereze@westernu.edu
mailto:csanchez@westernu.edu
mailto:mblankenship@westernu.edu
mailto:lcash@westernu.edu

APPENDIX A
""CDHP POLICIES &
PROCEDURES

The following pages contain "FCDHP's policies and procedures regarding the
provision of accommodations. They should be referred to for guidance when
implementing the specific accommodations.

Advancing Humanism and Access through Support Services and Accommodations




% Western
' Uﬂl‘-.f’EI‘SlW POLICY & PROCEDURE

LALTH SRR

Title: Provision of Academic Accommodation(s)
Effective Date: 03/21/2024, replaces previous policy dated 4/1/2021

Applies to: Prospective, matriculating, and enrolled students with disabilities at Westarn Liniversity
of Health Sciences (Westernl))

Statement: Westernl is committed to providing qualified students with disabilities reasonable
accommaodation so they receive an equal opportunity to participate in and benefit from university
academic programs, services, and activities as required by federal and state law.

Purpose: This policy provides the framewark for which " CDHP establishes disability eligibility
criteria, makes disability eligibility determinations, establishes appropriate reasonable
accommaodations, and the process for students to enrollin ""CDHP services.

Related Information:
Reasonable Accommodation for Otherwise Qualified Individuals

The Americans with Disabilities Act defines disability “with respect to an individual as: [A) a
physical or mental impairment that substantially limits one or more of the major life activities of
such individual; (B} a record of such an impairment; or (C) being regarded as having such an
impairment” (42 LL.5.C. § 12102(2}). Disabilities may include, but are not limited to, learning
differences or disabilities, physical and mobility impairments, sensory impairments, psychological
disarders, and/or chronic health impairments. Students with a condition that rises to the level of a
disability are entitled to reasonable accommodations. Conversely students that do not gqualify as a
person with a disabllity or have no disability-related need for the accommodation or modification
would not qualify for accommodation.

Waesternl is committed to providing reasonable academic adjustments, auxiliary aids, and/or
program modifications (accommodations) to otherwise qualified students who self-identify as
having a dizability to ensure thair equal access to the University’s sarvices, programs, and activities
as required by federal and state law.

¥ CDHP is the designated office at Westernl to determine and approve specific academic
madifications or accommodations.

Verification of Disability

It is the responsibility of the student with a disability to notify ""CDHP of an accommodation
raquest and to provide appropriate documentation to substantiate the limitations of the student’s
disability. Students should review "CDHP's Regquirements for Disability Documentation.

Eligibility for reasonable accommadations and services are determined halistically considering
disability documentation, the student's repart of how their condition impacts them, percaved need
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for accommodations, histary of accommodations (if any), and program requiremants including
technical standards. Lack of accommaodation history or specific decumeantation should not preavent
a student from making a raquest for accommodation; however, 1o be considared a disability that
warrants accommodation, the condition must limit one or more major lite activities. ""GCDHP may
request additional documentation to suppart an accommodation request if needed.

Having received accammodations in high school through an Individualized Education Program (IEP)
or a 504 plan does not autcmatically make a student eligible for services at Westernl. The student
must register for services and provide supporting documentation for review; IEPs are not
acceptable forms of documantation. If it is determined that a student is eligible 1o receive
accommodations, the recormnmended accommodations may be differant from those the student
received in high schoaol or during thair undargraduate experiance,

Assessment and Accommodations

"COHP's involvernent in the accommodation process is intended to provide students with
dizabilitias with the legally mandated and necessary support to wark toward a higher education and
provide legal protection for faculty members and instructors. Should a student inform their college
af the need for academic accommodations, the college should refer the student to " CDHP,. The
student should then contact ™ CDHP to begin the accemmodation raquast procass. Students are
required 1o complete the Student Intake Form and submit documentation of their disability to
dizabilityaccammeadations@wasternu.ady. Upen receipt, " COHP staff will reach aut to the studant
within three (3} business days to schedule an appointment to begin the interactive process. Given
COHPs rolein the accommodation process is to provide students with disabilities with tha legally
mandated and necassany SUpPOo o work toward a higher education, any requests made by
students directly to instructional personnel related to their academic courses, even if
implementad, are not considered a reasonable accommeodation.

As each disability and the circumstances surrounding each request for accommodations are
unique, accammadations for students will be determined on a case-by-case basis. Reascnable
accommodations include but are not limited to acadermic modifications, auxiliary aids, test
accommodations, assignment flexibility, mobility assistance, physical access, architectural
miedificaticn, notataker accommodations, disability managament advising, accessibla furniture,
alternative media, real time captioning, and sign language interpreters.

"'COHP does not provide accommodations deemed unreasonable to include those that impose an
undue economic or ad ministrative burden on the University, fundamentally alter the academic
program, an essential featurs of the curriculum or technical standards of the program, lower the
standards of tha University, or jeopardiza the safety of others. Moraover, ""COHP does not provide
services of a personal nature such as attendants, care takers, homework assistance or tutors,
typing services or prescriptive aids such as eyeglasses or hearing aids, nor does it provide
diagnostic evaluations of disabilities.
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Enrollment in ""CDHP Services

Students will follow to the steps listed below to enrollin ** CDHP services:

Procedure Steps:
Action Responsible for Implementing
Complete and submit the electronic Student Intake Studant
Farm,
Submit documentation of a disability to Student
disabilityaccommeodations@westarnu.ady as autlined
in the Requirements for Dizability Docurmentation.
Schedule an Introductary Maating within three (3) "CDHP Staff

business days of receipt of Student Intake Form and
documentation.

During the Imroductory Meeting, " CDOHP's Associate
Director, Director, of Disability Specialist will engaga
the student in the interactive process to discuss
criteria for disability, student’s salf-report of disability,
functional imitation(s), known or anticipated barriers,
and potential reasonable acadamic accommadations
and/or adjustments.

Student”"CDHP Associate
Director, Diractor, or Disability
Specialist

Schedule Enrollmeant Meeating upon "'CDHP's
datarmination that the student maets the criteria 1o be
considered eligible for academic accommodations,

"CDHP Staff

During the Enrollment Meeting, ""COHP's Associate
Director, Director, or Disability Specialist will continue
to engage the student inthe interactive process to
assign accommodations and review policies and
procedures for accassing them.

Student™ CDHP Associate
Director, Diractor, or Disability
Specialist

TCOHP staff will email any necessary paparwork (i.e.,
Confirmation of Accommeoedations, policies,
proceduras, Confidantiality, Release of Informatian,
and Maintenance of Records, and Student Handbook)
to the student through DocuSign.

"CDHP Staff

Upon approval of academic accommodation(s),
YCOHP will issue an Accommodation Memorandum
to the College Accommodation Liaison {CAL) and

“CDHP Staff
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designated college staff. The student willbe copied on
the cormaspondance,

g The Collaga has three (3) business days te implamant ""CDHP Staff
the accommodation{s). Some accommodations
require additicnal time to put into place. ""CDHP staff
will work with the studant’s program faculty to ensura
the accommodation is implemented as soon as
possible and the student will be notified should this
agour.

10 Should a student be dissatisfied with tha delivery of Studant
accommodations, determination about

accommodations, or other issues of access, the
student will be referred to the Student Academic

Implementation of Accommadations

When a student iz approved for academic accommaod ations, ““CDHP will need to notify the collage
at least thrae (3} business days before the accommaodations can be implemantad. " CDHP will
provide an Accommodation Memorandum to the College Accormmodations Lialson (CAL) and
designated personnel within the college. A copy will also be provided to the student for their
records. The designated CAL within each WesternU college works in collaboration with ""COHP o
implemeant reasonable accommaodations and academic adjustments for students with disabilities
and is responsible for managing student academic accommodations within the collage.

Accommodations are valid for the duration of the student's program unless otherwise stated on the
Accommodation Memorandum. Provisional accommodations arg occasionally provided on a
conditional basis generally when information is not fully available, and the student is in the process
of acquiring documentation or is undergoing an evaluation. ""COHP may implemeant
accommodations for a spacific duration to allow the studant the time to abtain the dacumentation.
Ternporary accommodations are extended to students with temporary disabilities only for the
duration of the functional limitations associated with their condition,

Upon approval of accommodations, ""CDOHP staff will also review the specific procedures for aach
accommodation for which ""COHP has determined the student eligible, Students will be required to
review, sign, date, and return the procedures to "'CDOHP through DocuSign. Failure ta return the
proceduras rmay result in a delay in implementation.

Should a student experience barriers within their curriculum or agsessments, the student is
respansible to contact "' COHP immediately to discuss adjustments ar modifications to their
academic accommodations. Students can request a re-evaluation of their accommodations or
request new accommodations at any time during thair academic program. In such instances,
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additienal documentation may be necessary. Oncea approved, all accommodations will be
implemented according to their scope and application in all applicable sattings, accommodations,
howeaver, are not typically retroactive.

Definitions:

Academic adjustments: modifications to how students participate in classes and activities. These
modifications allow students to meet standards, but do not change them,

Disability: a person who has a physical or psychological impairment that substantially Uimits one or
miore major life activities; or a record of such impairment; or is regarded as having such as
impairmeant [42 U.S.C. 812102{1}].

Functional imitations: a restriction of impairmaeant in a person’s ability to function in & way that falls
within the normal range for the activity,

Interactive process: is the process by which ' CDHP works together with a student to detarming if
the student has a qualifying disability that requires reasonable academic acceommodationss
adjustments and the accommodationsfadjustments that the institution will provide,

Qualified student with a disability: a student with a disability who maets the academic and
technical standards requisite for admission or participation in the institution's educational program
ar activity (34 CFR Part 104).

Reasonable accommodations: modifications or adjustments to the tasks, environment or to the
way things are usually dana that anabls individuals with disabilities to have an aqual apportunity to
participate in an academic program or a job without fundamentally altering the essential nature of a
course, academic program, or job or result in an “undue burden.”

Regulatory Information: Subpart E of Saction 504 of the Rahabilitation Act of 1973, Title Il of tha
Americans with Disabilities Act (ADA} of 1990, the ADA Amendments Act of 2008, Califernia and
Oregon state law.

Related Procedures: Accessible Media; Altarnativa Madia Palicy and Procadure; Exam Proctoring;
Extension of Assignments; Requesting/Cancelling Sign Language Interpreters; and
Requesting/Cancelling Remaote Communication Access Realtime Translation (CART) Services

Related Links: COHP's Registration Process, COHP Documentation Requirsmants
Responsible Department: Harris Family Center for Disability and Health (" CDHP)
Contact: Director of ""COHP

Email: disabilityacoommaod ations@wastarmiadi

Origination Date: 08/11/2006

Review Date: 03/21/2024
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Mext Review Date: 04/01/2027

Policy reviewed by: {check all that apply)

ficademic Senate X |General Counsel Provost's Office

[Bigsafety Commitiee Human Resources Radiation Safety Commitige
Board of Trustaes IACUC WP Research & Biotachnology
Chief Financial Officer Information Technology Eponsored Programs

Clinic Administration Instituticnal Review Board X University Risk Managemeant
Dean’'s Council Cperations Council Lniversity Compliance Office
Directors of Operations Prasident’s Office LUniversity Policy Office
Envircnmeantal Health & Safaty Procuramaeant X University Student Affairs
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J JIversity PROCEDURE

LALTH SRR

Title: Accessible Media
Effective Date: 3/20/2024
Applies to: All Students Enrolled at "™ CDHP with Accessible Media as an Approved Accommodation

Statement: Closed captioning is critical for students who are Dideaf or hard-of-hearing, or thosa
who may have a disability that requires audio description. Regardless of whether the class is online
or in a classroom, a student who receives this accommodation needs closed captioning for all films,
DVDs, video clips {online or offline), and transcriptions for all audio podcasts or other media
presanted in audio,

Purpose: To delineate the process that "CDHP employs to remadiate media with an auditory
component so that it is accessible for students who are D/deaf or hard of hearing or those that may
have a disability that requires audio description,

Related information: Provision of Academic Accommodation(s) Policy

Procedure Steps:

Actlon Responsible for Implementing

1. Once "CDHP's Associate Director, Director, or | "FCDHP Staif (Director,
Disability Specialist approves a student for accessible | Associate Director, Disability
media services, "CDHP will notify the designated | Specialist)

College Accommodation Liaison (CAL) by emailing the
student's accommodation memorandum which lists
the accammodations for which the student is eligible.

2, The designated "CODHP staff member will email the | ""CDHP Staff (Assistive
CAL a notification requesting the student’s course | Technology & Alternative Media
numbers and faculty names as follows: Specialist)

Dear [Insert Mame of CAL]:

| am emailing you on behalf of ""CDHP, regarding [Insert
Mame of Student] who has an approved academic
accommodation for closed captioned videos, and
transcriptions for podeasts or other media in audio.
Please email the names and course numbers for all
applicable faculty members that "COHP will need to
connect with o
disabilityaccommodations@westernu.ady 5o that we
can obtain their instructional materials.

Please let me know if you have any questions,
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Kind regards,

The designated " CDHP staff memiber will follow up via
email at the following intervals:
+« Email CAL within 2 business days if course and
faculty information has not been received.
« Email/phone call to VieesAssociate Dean within
3 business days if faculty
information has not been received.

course  and

« If no respansa is recaived at 4 business days,
the designated “CDHP staff member will
advise the student's counselor who will
email/phane the Dean.

CDHP Staff (Assistive
Technology & Alternative Media
Spacialist)

Upon receipt of course and faculty information, the
designated “CDHP staff member will contact faculty
via email and request all video, podcasts, ar ather
media files be submitted to ""CDHP for closed
captioningftranscription (audio only). Faculty will be
advisad ta varify that the instructional matarials do not
have captions/transcriptions. The email also provides
the details of the captioning process, file raquiraments,
and the timealing for submission.
» Far videos under 10 minutes, 3 business days
prior to show date (weekends excluded)
« Faorvideos 10-20 minutes, 5 business days prior
to show date (weekends excluded)
« For videos 20-60+ minutes, 14 business days
priarto show date
+ For videos that require audio descriptions, 10
business days prior to show date

" CDHP Staff {Assistive
Technology & Alternative Media
Specialist)

Upon recaipt of files, " COHP will send tha files ta either
"CDHP's Assistive Technology and Alternative Media
Specialist or to "CDHP's approved wvendor for
processing dapanding on langth of file, number of filas,
and show date(s).

"CDHP Staff (Assistive
Technology & Alternative Media
Specialist)

The designated " CDHP staff member will follow up on
the processing status of the accessible media request
3 business days prior to the show date.

“CDHP Staff (Assistive
Technology & Alternative Media
Specialist)

Upon racaipt of closed-captioned materials or
transcription  files, the designated “COHP staff
member will provide the files to the faculty and CAL,

"CDHP Staff {Assistiva
Technology & Altermative Media
Specialist)
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8. The faculty member is responsible for ensuring that all | Faculty Member
media being shown in classes with students approved
for accessible media as an accoemmodation s
captioned or transcribed (audio only).

9, "CDHP will maintain & copy of all materials that it | ""CDHP Staff (Assistive
captionsitranscribes, Technology & Altarmative Meadia
Specialist)
10. If the accommodation is approved through the duration | "CDHP Staff (Assistive

the of program, the designated ""CDHP staff member | Technology & Alternative Media
will email the GAL one month before the start of each | SPecialist)
ternm.

Definitions/Acronyms:

Closed caption: Process of displaying test on a television, video screen, or other visual display to
provide additional or interpretive information. Closed captioning allows the user 1o turm the captions
an or off on offline videos,

Deafideaf - Deaf with a capital “D" is used to describe individuals who identify as culturally Deaf and
are actively angaged with the Deaf Community. Deaf with a lower-case “d" refers to individuals who
view hearing loss as a physical condition.

Hard of Hearing - I3 a widely accepted term to describe individuals who have hearing loss,
ADA — Americans with Disabilities Act of 1990

ADAAA - Americans with Disabilities Act Amendrments Act of 2008

"'CDHP - Harrig Family Center for Disability and Health Policy

Wasternl - Wastern University of Haalth Sciencas

Regulatory Information: Sections 504 and 508 of the Rehabilitation Act of 1973; Americans with
Dizabilities Act of 1990; ADA Amendments Act of 2008, and aaplicable California and Oregon state
law

References, if applicable:

Related Policy: Provision of Accommodationis); Sign Language Interpreter Request'Cancellation
Proceduraes for WeastemlU Students and Patients who are Difdeaf or Hard-of-Hearning; Reaal-timea
Captioning Request/Cancellation Procedures for Westernl) Students who are D/deaf or Hard-of-
Hearing

Related Links: “CDHP Webpags, Provision of Accommodationis) Policy
Related Forms: /A
Responsible Department; Harris Family Center for Disability and Health Policy (""CDHP)

Caontact: Marcelle Daniels, Director of “COHP
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Email: disabilityaccommadations@westeru.edu

Policy reviewed by: (check all that apply)

Academic Senate (General Counsel Provost's Office

|[Biosafety Commities Human Resources Radiation Safety Commitiee
2oard of Trustees IACLIC VP Research & Biotechnology
Chief Financial Officer 1Infnrmatinn Technology ISponscred Programs

Clinic Administration |Institutional Review Baard X University Risk Management
Dean’s Council Operations Council University Compliance Office
Directars of Operations Prasident’s Offica IUniversity Policy Office
Environmental Health & Safety Procurement X University Student Affairs
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' Uﬂl\f’EI‘SlW POLICY & PROCEDURE

LALTH SRR

Title: Alternative Media Policy and Procedura
Effective Date: 11/20/2023, Rev. 8/13/2025

Applies to: All Students with Disabilities Enrolled at " CDHP with Alternative Media as an Approved
Accommadation

Statement: Alternative media refers to an alternative or different format of materials, such as
textbooks, which may include e-text, large print, Braille, text to speech software, etc. In keeping with
the Harris Family Center for Disability and Health Policy's (""COHP) policy that all students shall have
equal access to educational materials, programs, facilities, admissions, and activities, ""CDHP
makes every effort to provide matarial in alternate formats for studants with disabilities.

Purpose: This policy was designed to delineate "*CDHP's process to provide students approved for
this accommaedation with timely and effective Alternative Media Services.

Related Information:

The Assistive Technology and Alternative Media Specialist will meet with the student to determine
the appropriate format thelr accessible materials will be in. Swdents are provided with
damaonstrations of the available text-to-speech software (Kurzweil 3000 and Speechify) to determing
the best aption and additional training is provided as neaded.

Students are responsible for submitting the Albernative Media Request form each term accessible
materials are neaeded, spacifically for those materials that are not already available in digital format
through Westernl or in an accessible electronic farmat.

Materials released to students will need to have proof of purchase (receipt) submitted each term, For
students enrolled in the College of Dental Medicine or College of Optometry using Vital Source, the
Waesternll Campus Store can provide a textbook receipt. Students can contact them by email at
campustore@westernu.edu. Rental receipts are accepted, and materials will be available for the
tarm raquestad.

If requested materials are not available from in-house libraries or publishers, students will be notified
via their Westernl) email to provide a digital file or bring their hard copy books/course materials to
WEDHP for in-house scanning. Scanning. depending on size and volume, may take one to two
business days. Students will be emailed when their hard copy materials are ready for pickup.

¥ CDHP may cancel any textbooks/course materials requested forin-house scanning and conversion
if they are not received by the requested date stated in the email. This includes digital materials that
are requested for conversion. If students are unable to provide their materials by the requested date,
they must contact "*CDHP immediately for an extension.

Students renting physical textbooks should nota that " COHP cannot eut and scan tham. This also
includes any book materials checked out from the Harriet K. and Philip Pumerantz Librany.
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Any questions ar concerns regarding the altemative media accommodation, farmats provided, or
difficulties accessing provided files should be directed to the Assistive Technology and Alternative
Media Specislist at disabilitvaccommodations@westarmnu.edu.

Alternative madia is intended salely for the educational purposes of the student. According to the
Copyright Revisions Act of 1978, as amended [17 U.S.C. Sec. 101 et seq.), students may not copy,
duplicate, or distribute the altemative media.

If students are no longer in possession of the eBook or physical copy of the book, they must delate
alternative media files from their account{s).

Procedure Steps:
Action Responsible for Implementing
1. Students submit a request for alternative media by | Student

filling ouwt tha Alternative Media Request Form
completely and submitting it 1o “CDHP via email at
disabilityaccommodations@westarnu.edu, The form
can be found on the “Sarvices"” webpage at
servicesfalternative-mediaffFaccordion-1-button.
Incomplete forms may result in delays while the
infarmatian is being obtainad.

2. Students can submit their additional materials on the | Studant
Alternative Media Reguest Form. Students are
responsible for providing all materials that are not on
the reguired book lst o ""COHP for scanning and
conversion. Digital files may be emegiled to
disabilitvaccommodations@westarny ady while
physical copies must be brought to the “COHP office
during normal business hours,

3. Students must submit textbooks, digital, and/or printed | Studant
materials by the date requested by “CDOHP Timely
submission will ensure faster delivery of alternative
meadia.

4. "COHP will communicate with students regarding the | StudentAssistive Technology
status of their materials via their WesternU email. Thus, | and Alt Media Specialist &

it is important that students waiting for altarnative | " CDHP Staff

media check their email regularly.
5. It is the student’s responsibility to contact ""COHP | Student
about amy changes in thair coursa registration or
materials needed.

6. It is the student's responsibility 1o contact ""CDHP i | Student
they encounter trouble submitting materials {i.e,
instructor has not announced matearials, book is out of
stock, source is already in electronic format].

7. Students can submit their receipt(s) as scon as they are | Student
available after submitting their request. If thare ara
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issues securing a receipt, please contact the Assistive
Technology and Alternative Media Specialist for
assistance. Receipts should be submitted as POFs,
IPEG/PNG image ar Waord Doc to
disabilityaccommodations@westarnu.edu and should
be labeled with the student's first initial, last name,
college and graduation year, and the term the receipt is
far.

Third-party receipts and or/purchases from fellow
students will not be accepted as proof of purchasa.

StudentAssistive Technology
and Altarnative Media
Specialist/™“ COHP Staff

Students enrolled in the College of Dental Medicine or
College of Optometry using Vital Sourca can request a
receipt from the Westernl bookstore by emailing them
at campusstore@westernu.edy. Submit the copy in the
appropriate format to ""COHP.

Student

10.

Whan matenals ara complated, they willbe uploaded to
the student's library (Kurzweil 3000) or uploaded and
shared through a Google Shared Drive (Speechify, etc.).
Students will be notified via email that they have been
uploaded. Students receiving Braille will be emailed
their materials are ready and may schedule to pick
them up from ""COHP during normal business hours,

Asgsigtiva Technology and
Alternative Media
Specialist/™ CDHP Staff

11.

Books that are listed as rentals, this includes
subscriptions, are anly available far the duration of tha
rental/subscription period.

Assistive Technology and
Alternative Madia
Specialist/™ COHP Staff

12

For materials that are provided through Canvas by the
ingtructar, students will need to download the materials
and then upload them into their assigned platfonm
{Kurzweil 3000 or Speechify). Students needing a
refresher course on the features of their approved
software should contact the Assistive Technology and
Alternative Madia Specialist wia email at
disabilityaccommodations@Ehwestemy.edu.  Materials
provided through Adoba Shalf or Red Shealf cannot be
downloaded and uploaded into the software “CDHP
provides; however, they do possess read aloud
functions and marking features similar to what is
offerad,

Student

13.

Any questions or concems regarding the alternative
media accommodation, formats provided, or
difficulties accessing provided files should be directed
to the Assistive Technology and Altarnative Media
Specialist at
disabilityaccommedations@westemu.edu,

Student
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Definitions:
Major Types of Alternative Media

Electronic Text (E-Text) such as Microsoft Word or Adobe PDF files, which can be accessed on a
caomputer with screan reading or screen magnification software, E-text can be easily stored,
searched, and indexed, and can be comnverted to large print or Braille. E-texts are either created on
campus by scanning the material or are acquired from the publishers, under the provisions of AB
422, which requires publishers to provide E-text to students with disabilities,

Large print documents for those with sufficient vision are often desirable. Although they are
somawhat bulky, materials in large print have the advantage of being relatively portable and requiring
no special aguipment while conveying all the graphic and spatial information contained in the
original material.

Braille iz a system of reading and writing which is used by approximately 10 percent of blind and
visually impaired individuals. Braille can be quickly referenced without any equipment and can
include charts, tables, simple diagrams, and a reasonable approximation of the format of a printed
document,.

Text-to-spesch software is a type of assistive technology that reads digital text out loud. It is often
uzed by severely visually impaired or blind individuals to read texts and has been expanded to include
individuals with lzarning and cognitive disabilities, and English language learmers, Kurzweil 3000 is
one of the text-to-speech softwares that " COHP provides as an option to students and enables the
user to make notations and create study guides from assigned reading materials. Speschify is the
ather option and allows students to have their text read out loud ta them.

References, if applicable:

Related Links: " CDHP Altemative Media; Introduction to Kurzweil 3000; Learning Speechify
Lutorizl

Related Forms: Alternative Media Request Ferm, Alternative Media Copyright Agreement
Responsible Department: Harris Family Center for Disability and Health Policy {"CDHP)

Contact: Consualo Sanchez, Atternative Madia & Assistive Technalogy Consultant
Email: disabilityaccammadaticns@wasternuwedu; csanchaz@weastarnu.adu
Policy reviewed by: (check all that apply)

Aocademic Senate ¥ |[General Counseal Provost's Office

Siosatety Cammittes Human Resources Radiation Safety Committaa
Hoard of Trustees IACUIC WP Research & Biotechnolagy
Chief Financial Officer Information Technology Eponsorad Programs

Clinic Adminigtration Instituticnal Review Board X University Risk Managemant
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y UNIVETSILy POLICY

SLALTH SCHNCLE
Title: Animals on Univarsity Property Policy
Effective Date: 8/17/2024

Applies: University Wide

Statement: All individuals on university property are generally prohibited from bringing animals,
including pets, into any buildings or other controlled areas on university property. However,
individuals with disabilities are allowed to bring service animals and emotional support animals
onto university property as defined and specified within, Refer to the Definitions section for
additional requirements, EXCEPTION: Individuals bringing their pet(s) to the Pet Health Center for
treatment are allowed on campus, subject to compliance with Sections [l and IV of this policy.

Purpose: To provide guidance on implementing the rules and regulations conceming employees,
affiliates, students, and visitors bringing animals on university property.

I. Related information:

A, Service Animals: WesternU parmits the use of trained sarvice animals and service animals
in training assisting people with disabilities {e.g., visitors or others) on its campus in areas
apen to the public consistent with the provisions of this policy and applicable law.

B. Permitted Inquiry: University faculty and staff are allowed to make the following inquiries to
determine whether an animal qualifies as a service animal:

1. Isthe service animal required because of a disability?
2. Whatwork or task has the animal been trained to perform?
a. Admission of a service animal may be denied if:

1} anindividual answers "MNo™ to the quastion: "ls the animal required becausa of a
disability? or

2} ifthe individual is unable to describe any work or task that the animal has bean
trained to perform

b, Ifthe individual answers “Yes” to being a service animal and/or describes the work
or task that the animal has been trained to perform, staff should offer any
appropriate assistance needed with wayfinding, etc.

¢. Staff should not limit the service animal's access in any way except where specified

el o,

1} With respect to these inquiries, staff should not ask about the person’s
disability, requira medical documentation, require a special identification card
or training documentation for the animal or

2) Ask that the animal demonstrate its ability to perform the work or task.

C. Permitted Access: A service animal is generally permitted to be on university property in any
place where the animal's handler is permitted to be, although there are specific locations
and activities on university proparty whera all animals ara prohibited for health and safety
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raasons {e.g., whare the animals may bain danger or wheare their use may compromise the
integrity of research/sendce).

1. Thesea areas may include, but are not limited to, the fallowing (ADA 2010 Ravised
Requirements, Service Animals: Guidance for Handlers of Service and Therapy
Animals, Healthy Pets, Healthy People, CDC):

a. Operatory Suites where medical gases are in usa, (6.2, the Dental Centar, Pat
Healih Center's OR suite);
Treatment Rooms in the Foot and Ankle Centar;
Wound Care Canter;
Central Processing Department in the Dental Center;
Gross Anatomy Labs, including but not imited to the Human and Animal Lab; and
Research Labs whera tozic chemicals or fumes are being used or are prasent,

~oapm

II. Service Animals: Members of the campus community and visitors are prehibited from interfening
in any way with a service animal ar the duties it parforms,

A, Care of a Service Animal during a prolonged procedure: If any campus community member
or visitor requires a prolonged procedura at the Pomaona, CA, Patient Care Center,
infermation should include discussion for the care of the service animal prior to the
procedura appeintment, If the procedure is going to take place in a prohibited area, as listed
above, the swner must make animal care arrangemeants. The ownear has the option of
boarding the animal at the WestermnU Pet Health Center {(only on the Pomona campus), for a
fae,

B. Swdents with Service Animals: Students who use service animals are recommended to
contact “"COHP to register s a student with a disability, Additionally, ““CDHP may request
proof of vaccinations if raguired by state and local laws.

C. Service Animalin Training: University staff may not:

1. Ask anindividual about the nature or axtant of a disability that the individual has or
may have.

2. Hequire an individual to provide documeantation proving that an animal is a service
animal in training; or

3. Motwithstanding any fee or admission charge imposed for pets, require that a person
with a disability or a service animal trainer pay a fea or admission charga for a sarvicea
animal in training.

0. Apersenwith a disability or a service animal trainer must maintain control of a service
animal oF sarvice animal in training. Except as provided in this subsectien, contral shall be
exerted by means of a hamess, leash, or other tether. If the use of a harness, leash or other
tether would interfere with the ability of the animal to do the work or perform the tasks for
which the animalis trained or is being trained, control may be exerted by the effective use of
voica cammands, signals, or ather means. If an animal is not under control as considared in
this subsection, the university may consider the animal to be out of control.
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. Emotional Suppart Animals: Emotional support animals are not typically trained to parform
specific jobs or tasks.

A, Students and Emotional Support Animals: Federal law requires the reasonable
aocammadation of an amotional suppart animal in a8 university owned residenca hall or
campus apartiment, Westernl) does not own residence halls or provide campus housing for
students. Consequently, students are ganarally not permitted o bring emotional suppart
animals on campus of to clinical rotation sites, Students may contact ™ COHP for additional
information.

B. Employees and Applicants for Employmeant and Emotional Support Animals:

1. Emgtional support animals may be designated as a reasonable accommodation for a
documentad disability,
2. The accommodation must be arranged through Human Resources (HR) pricr 1o
bringing the animal onto university propery.
3. Thesadeterminations ara done on a case-by-casa basis, and in accardanca with
applicabla laws and regulations.
4. Employees should contact HR to obtain additional information ragarding the criteria.
5. Priorto allowing an employee to have an emoticnal support animal, HR may require a
letter fram the emplovesa's health care provider stating thet the employes has a
digability and axplaining why the animal is necessary as an accommaodation to allow
the employes to perform the essential job functiens and may require confirmation
that the animal meats the minimum standards as defined by applicabla law,
C. Inguiries regarding Employees, Applicants for Employment with an Emoticnal Support
Animal: Ifanindividual is unsure why an employes has an animal on campus, they may
confirm with HR that this is an accommodation.

IV, Responsibilities of Handlers: The Uiniversity is not responsible for the care, food, or supervision
of a sarvice animal or an emotional support animal. While on univarsity property, a senvice
animal or an emotional support animal determined to be a reasonable accommod ation must be
under the full parsonal control of their handler at all times and subject to the fallowing:

A, Animals may not be left unattended at any time on university propery. Note, a patient or
visitor who uses a service animal need not personally care for the animal and may
designate a family meambear ar friand to care for the animal. However, that designatead
individual will be held to the provisions within in their handling of the service animal.

B. Service Amimals: Westernl) parmits the use of trained service animals and service animals
in training assisting people with disabilities (e.g., visitors or others) on its campus in araas
cpen to the public consistent with the provisions of this policy and applicable law,

C. Permitted Inquiry: University faculty and staff are allowed to make the following inguiries to
determine whether an animal qualifies as a service animal:

1. Isthe service animal requirad becausea of a disability?
2. What work or task has the animal been trained to perform?
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D. Ammeals must be accompaniad by the owner or the owner's designated responsibla party at
all tirmes.

Animals are not allowad to walk freely on university property.

F. Animals may not be tied or tethered to any university propery, including but not Umited wo
buildings, railing, bike racks, fire hpdrants, signposts, benches, and trees, and may not run
leose anywhers on campus.,

G. Handlers must use designated areas on campus for waste relief and exercise of animals, as
appropriate,

H. Handlers ara responsible for the immediate cleanup and proper disposal of any waste
created by the animal. If the handler fails to clean up after the animal or the animal causes
damage to tha property, the handlar may be prohibitad frem bringing the animal anto
univarsity property. See Removal of Service or Emotional Support Animals below.

. Handlers must comply with all applicable laws and ragulations for the presance of animals
in pubdic places as mandated by state or local ordinances (e.g., vaccination, licensure,
animal health and leash laws).

). Handlers are responsible for aducating othars in the campus community on how to
appropriately interact with the animal.

K. Individuals with disabilities may be responsible for any damage caused by their animals and
must take appropriate precautions to prevent property damage and injury.

L. Damages may include but are not limited to fees for clean-up and disposal of animal waste
or raplacamaeant and rapair of university or ather individuals’ assets, including grounds,
personal property, and improvements,

M. Animals must nat be allowed to disrupt of intarfare with university activities including but
not limited to teaching research, service, or administrative activities. Exception: If the
senvice animal needs to be intentionally disruptive as part of their function (e.g., A senice
dog that barks in a classroom to alert its owner to medical issues) will not be deemed
sufficiently “disruptive” to exclude the animal as a fundamental alteration, if comparable
noise from a person would be tolerated.

M, If the animal is unruly or disruptive (e.2., not well behaved, housebroken, barking, allowed
to wander in a classroom, ete.) or if the handler fails ta maintain control of tha animal, the
handler must regain control immediately or remove the animal from university propery. If
the improper behavior continues or happens mara than once, the handler may be
prohibited from bringing the animal on university property to be determined on a case-by-
case basis by “COHP. See Removal of Semvice or Emotional Support Animals below.

V. Removal of a Service or Emotional Support Animal: The University may require an individual to
rermove a Service animal, or an emotional support animal determined to ba a reasenable
accommodation from university property on an individualized basis and generally when one of
the following conditions axist;

A, The animal is disruptive and not effectively controlled.
B, Theanimalisnot housebroken,
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C. Theanmimal's presence, behavior or actions posa an unreasenable ar direct threat to
property andfor health and safety of others; and/or

0. When the prasence of the sarvice animal would fundameantally alter the program, banafit,
service, etc.

1. Inthe event that the animal is being considered for removal and/or immediataly
removed ar banned frem campus (a.g., genarally when thare is an immediate health
and safety concern), the University will engage in a good faith process, through
"CDHR, with the individual to determine if other accommodations will effectively
allew the individual to participata in tha program, service, or activity.

2. Imrare circumstances (e.g., direct threat or health and safety concemns), the University
may have ta ininate the separation of an animal frem its owner, based on the above.
Statf must report the incident promptly to a supervisor and complete the onling
Incident Rapart. The superisar will then notify the Univarsity's Risk Managemeant
Department.

Mate: Any employee or student who brings an animal on campus and whose presence on campus
is not in accordance with this policy may receive a directive from ™ COHP requiring the immediate
removal of the animal from the campus and/or ban of the animals' presence on campus. Failure to
adhera to such a directive may result in disciplinary action and/or sanctions.

V. Staff Etiquette towards Service and Emotional Support Animals: Faculty, staff, students, visitors,
and members of the general public should avoid doing the following:

A, Petting an animal when you have not received permission to do so.
B. Feeding an animal.

C. Deliberately startling an animal, and

D. Separating or attempting 1o separate an owner from their animal.

v

. Pet Therapy Animal Events: Westernl) allows uses of pet therapy animals and handler teams at
cartain University events in accordance with the following requirements:

A, Current registration with a recognized national Pet Therapy organization, {e.g., TD) and
ability to present on demand (and possible in advance) current proof of training of the
animal(s}, credentials of the handler and registration. If any of this documeantation does not
meat thig criteria, the animal and its handler can be prohibited from coming on campus
while providing therapeutic services,

B. During the event the animal wears visual identification, (e.g., vest, |D badge).

C. Animal and handler have been invited ta a University sanctioned event,

D. Theateam is accompanied by a designated WesternU employee,

E. Authorization to enter specific locations within campus buildings including dates, times,
and specific rooms, may be required prior to the animal/handler team's arrival.

F. Compliance with Animals on Campus Policies and Procedures as applicable.

G. Animals cannot be taken to offices or classrooms if they are no longer “working” at a
university sanctioned event.
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H. The University iz not respansible for the care, food, or suparvision of any pet therapy
animals utilized in approved evants. Pet therapy handler(s) and/for team is expected 1o
maintain full control avear the animals and incurfeovear any resulting liability andfar damaga
caused by such animals. Mote: Any other desired use of a pet therapy animal must be

permitted through ""CDHP prior to the animal being on campus. See Emotional Support
Animals above.

VIl Appeals or Grievances: Any individual who feels that they have been unfairly denied the ability
to bring a service animal anto university property, or who feels that they have bean unfairly
denied the ability 1o have an emotional support animal in the workplace may file a grisvance.
Students may file a grievance with ""CDHP. The grievance procedure can be found at
https:/feoewwestarmnu.edu/cdhpiErisvanceprocaduras/. All others should fila a grisvance with
the Title | X office (htps:fwesternu.guardianconduct.comsstudent-portalfnew-neport).

IX. Individual Objections to the Presence of Semvice or Emotional Support Animals:

A, Emplaoyees or students who possess an objection to the presence of a service or amotional
support animal should contact "COHP 10 discuss their concerns. Objections could be
based on conflicting health conditions (e.g., respiratory diseases, asthma, or severg
allargies), raligicus grounds, phobias, or other psychological prablems with animals.
TCOHP will work to reasonably accommodate individuals with a legitimate ground for
objection 1o ensura that bath individuals are adequately accommodated, as appropriate.

B. Wisitors or others who possess an objection to the presence of a service or emotional
support animal during their timea on campus should notify Campus Security to discuss thair
concemns. Staff will take reascnable steps to address the concems while also ensuning that
all reasonable modifications are made without regard 1o disability, such that handlers aren't
disproportionately asked to relocata, Staff is expected to follow standard infection
preventicen and control as well as environmental surface cleaning proceduras following
visitation by a service animal.

X. Exclusions: This policy doas not apply to animals usad in classes on campus, based on requests
by faculty for such use, Mon-research animals used in classes require pricr permission from the
academic unit head, Daan, and Risk Managameant.

A, This policy does not apply 1o animals used in police or search and rescue operations on
university property.

B. This policy does not apply to animals trained for and used in a clinical therapeutic setting on
campus, such as through the on-campus EAP counselors,

. This policy does not apply to animals used in approved univarsity research.

Xl. Reporting Potential Violations by Employees or Students:

A. Potential violations of this policy may be reported to ""CDHP.
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B, Arsport of a potentiel violation may result in a directive from ™ CDHP requiring the
immediate remaval of the animal frorm the campus and/or ban of the animals’ presence on
campus during the assessmaeant of the report.

C. Any employee or student determined to have violated this policy, Including any “ COHP
directives, may be subject to discipline and/ar sanctions, in accondance with University
policias and proceduras.

Definitions:

Emotianal Support Animals: This term refers to animals who are not considered service animals
under the ADA. These animals include but are not limited to animals referred to as amotional
support animals, therapy animals, or comfort animals. This animal provides comfort or support for
a person with a disability but doss not have any individualized training ta parfarm wark or tasks.

Handler: A person with a disability who is the owner and user of a service animal of emotienal
support animal, or the owner or person bringing an animal onto university property.

Pat: Any animal that is not trained or amployed as a service animal or emotional support animal by
the handler.

Pet Therapy Animals: A Pat Therapy Animal and Handler Teams are used to achieve specific
physical, social, cognitive, and amotional goals with those undergaing this form of therapy. Tha
animal and its handler have had extensive training and completed certification requirements by a
national organization such as Therapy Dogs International {TOH).

Pet Therapy Animal Handlzr: An individual that is trained 10 accompany and control the animal
during the therapy sessions.

Servica Animal: A dog, and in some specific instancas a miniatura horsa, individually trained to do
work or perform tasks for the benefit of and to accommodate the functional needs of an individual
with a disability (includes guide, signal, and psychiatric service animals). These disabilities include
physical, sansary, psychiatric, intellactual, or ather mantal disabilities. Sarvice animals are working
animals and not considered pets. This includes an animal that is in training to become a service
animal. Animals whose sole function is 1o provide comfort or emotional support do not gqualify as
service animals. The work or task that the animal perferms must be directly related to the
individual's disability, Examples of such tasks include, but ara nat imited to, assisting thosa with
low vision or total blindness in navigation; alerting individuals who are deaf or hard of hearing 1o the
presence of people or objects; pulling a wheelchair or stabilizing 2 person’s gait; retrieving items
such as medicine or the telephane; recognizing and assisting during saizures; alerting individuals
who may be experiencing flashbacks of emotional trauma; or providing stability for mobility
purposes. In rare circumstances, a miniature horse may sarve as a service animal and will be
handled on a case-by-case basis in accordance with criteria cutlined under applicable laws andfor
regulations.
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University Proparty: For the purposas of this policy, university property includes all areas owned or
controlled by the university, all work sites for university employees, all class sites for students, all
avant sites for univarsity evants, and all ather vanuas in which the university contrals the site.

Regulatory Information:

Advancing Humanism and Access through Support Services and Accommodations

ASNMC Guidelines for Service Animal Access 1o Veterinary Teaching Facilities, August 2,
2019

Americans with Disabilities Act (“ADA") governs the use of service animals by individuals
with disabilities. See 42 U.5.C. $12.101, et. seq.; 28 C.F.R. Part 35, §835.104, 35.136, Seein

particular: 28 C.F.R, Part36 836. 101, 361.04 & 28 C.F.R. § 36.208.

Americans with Disabilities Act: Senice Animal

https:ffwww.ada. goviservice_animals_2010
The Calitornia Department of Fair Housing and Employment regulations govern the use of
assistive animals by individuals with disabilities in the workplace,

Centers for Disease Control and Prevention: Guidelines for Environmental Infection Control
in Health-Care Facilitiss, 2003.

Ca: (c) Visually impaired or blind persons and persons licensed to train guide dogs for
individuals who are visually impaired or blind pursuant to Chapter 9.5 (commencing with
Section 7200} of Division 3 of the Business and Professions Code, or guide dogs as defined
in the regulations implemeanting Title [ of the Amearicans with Disabilities Act of 1980
(Public Law 101-338), and persons who ane deaf or hard of hearing and parsons authorized
1o train signal dogs for individuals who are deaf or hard of hearing, and other individuals
with a disability and persons authorized to train service animals for i ndividuals with a
disability, may take dogs, for the purposa of training them as guide dogs, signal dogs, or
service animals in any of the place specified in subdivisions (a) and (b). Thesa persons shall
ensure that the dog is on a leash and tag issued by the county clerk, animal control
department, or other agency, as autharized by Chapter 3.5 (commencing with Section
30850) of Division 14 of the Food and Agricultural Code. In addition, the parson shall be
liable for any provable damage done to the premises or facilities by his or her dog.

OR: A place of public accommaodation or of access to state government sarvices, programs
of activities may not:

a) Ask anindividual about the nature ar axtent of a disability that the individual has ar
may have,

b) Require anindividual to provide documantaticn proving that an animal is an
assistance animal or an assistance animal trainee; or

c} Motwithstanding any fee or admission charge imposed for pets, require that a
person with a disability or an assistance animal trainer pay a fee or admission
charge for an assistance animal or assistance animal trainee.

Related Procedure: MN/A

Related Links: Service - Emoticnal Support Animals




Responsible Department: Harris Family Canter for Disability and Haalth Policy (" CDHP)
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J JIversity PROCEDURE

SLALTH CHKCEE

Title: Exam Proctaring Proceduras
Effective Date: 11/20/2023

Applies to: All Students Enrolled at the Harris Family Center for Disability and Health Policy (""CDHP)
with Exam Accommodations

Statement: Providing alternative testing is a collaborative effort between "CDHP and the program.
WCDHP provides proctoring of axams for students with decumented disabilities. The proctoring
senvice is designed to ensure that appropriate accommodations are provided and to assist the
faculty in administering required examinations and quizzes, Faculty are not required to utilize
¥ CDHPs services as long as the necessary accommodations are provided.

Purpose: The purpose of this procedure is to clarify the roles of students, "*CDHP staff, and proctors
in arranging for and proctoring exams.

Related information: Provision of Academic Accommaodation|s) Policy

Procedure Steps: On Campus = In parsomn

Actlon Responsible for Implementing
1. HFCDHP will obtain student(s) quizfexam schedule from | "FCDHP Staff

their collage.
2, Students are responsible for natifying ""CDHP staffand | Student

their College Accommaodation Liaison (CAL) by amail at
least 3 business days prior to the scheduled quiziexam
if they choose not to take it at""CDHP

3 HCDHP staff will email an Exam Notice containing the | "CDHP Staff/Student
date, time, location, allowed testing materials, and the
proctor's mame to the student and their CAL by the end
of the business day prior to the scheduled quizfexam. If
a student notices an error on the Exam Motice, the
student must notify the college and "CDHP
immediately,

4. Student's quizzesfexams will be scheduled on the same | ""CDHP Staff/Student
date and as close to the class quizfexam time as
possible. Mote: Schedule is subject to change.
Studants are advised to chack their WesternU amail the
morning of the quizfexam.

5. Students must present their Westernl) badge to the | Student
proctor to check in for the gquiziexam.
&. Students who arrive late for a quiz/exam will need to end | Student™ COHP Staff

at the scheduled time indicated on the Exam Motice
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email. No additional time will be granted. Students will
be considerad late if they are not in their assigned
testing room five (3) minutes prior to the scheduled
quizfexam start time. All late arrivals are reported to the
appropriata CAL.

7. Students are requirad to download their quizfexam prior | Studant
to arriving at the designated testing location. Students
rmust arrive 15 minutes prior to a schedulad quizfexam
start time.

8. Students are only allowad the following items during a | Student
quizfexam: laptop (depending on format of exam), pen,
pancil, eraser, any tast specific materials approved by
the college, and any itams approved as an
accommodation by " CDHP,

8. Screen protectors/privacy screens must be removed | Student
bafora testing, The proctar must have an unobstructed
view of the axam screen,

10. Students are permitted to bring a light snack. Snacks | Student
must be in the original wrapping or in a clear container.
Beverages and madication should ba in a claar
container, All items are subject to inspection,

11. Lockers will be provided for students testing on he | “CDHP Staft/Student
Pomona campus 8t ""CDHP, Building 390 to store their
parsonal  belongings. Students must  store  all
unapproved testing matarials in the locker, Call phones
must be on silent pricr to placing them in the locker, The
key must be returned to the proctor at the end of the
axamination. Students are responsible for wiping down
their locker after use.

12. Students may not access their lockerfackpack or | Students/™ COHP Staff
persanal belongings without the accompaniment of the
proctor once a student has been clearad by the proctor
1o enter the exam room,

13 Students will be provided ear plugs or noise canceling | " CDHP Staff
headphones upon request. Students are advised that
supplies are lmited.

14. Before entering the exam room, students are | Student
responsible for reviewing and confirming that all
infarmation on the Proctor Form is correct and they
have initialed the marked areas cn the form. If there s a
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discrepancy, the student must notify the proctor
immediately,

15. Camaras will ba placed in all rooms designated for | Studant
testing within ""CDHP, Building 390, for viewing and
recording, Once the quizfexam beging, students must
remain in the camera's viaw,

16. Students are not permittad to navigate outside of thear | Studant
exam software unless approved by their college and
"'COHP is notified.

17. Students must infarm the proctor when a restroom | Student™ CDHP Staff
break is needed. The proctar will note the start and end
time of the restroom break on the Exam Proctoring
Form. Only one student may be in the restroom at a
tirme,

18. Students are not allowed to leave the building in which | Student
the testing is taking place until they have completed
thair quizfaxam and have bean claarad by tha proctar to
depart. In the event of an emergency, the proctor will
guide students out of the building to the designated
WaeastarnU safaty location.

18. If a student has a quastion related 1o tha quizfexam, the | Studant/"" COHP Staff
proctor will contact the CAL for clarification.
20. Upon completion of the quizfexarn, students are | Student
responsible for:

# Placing furniture in its original location (i.e.,
lower table, push in chair, etc.)

* Exiting the room quietly and checking out with
the proctor,

+ Showing the Green Screen to the proctor who
will verity quizfexam is complete and collect all
testing materials provided by the college.

21. Students must follow WesternU's Standards of Student | Student/™" CDHP Staff
Conduct. ""CDHP staff will report allincidents in which
academic integrity may have been compromised 1o the
student’s College.

Procedure Steps: Online - Zoom

Action Responsible for Implementing
1. "COHP will abtain student(s) quizfexam schadula fram | " CDHP Staff
their college.
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2. "CDHP staff will email an Exam Motice with the date, | “CDHP Staff/Student
time, Zoom link, allowed testing matarials, and proctor
name to the student and the CAL by the end of the
business day prior to @ scheduled quizfexam. If the
student notices anm error an the Exam Natica, tha
student must notity the college and “FCOHP
immediately.

3. Students should be prepared before the start of the | Student
quizfaxam. Testing device and proctaring device should
be fully charged, near an cutlet, with the charging cable
or axternal charger.

4. Students should secure & quist testing location with | Student
good internaet access. Students should be the only
parzan in the selected testing space,

5. Students must cover all additional monitors and close | Student
applications, except Zoom, on the proctoring devicea.
Students are not parmitted to navigate outside of their
axam software unless approved by thair collage and
"CDMP is notified.

G Students must clear their testing surfaca of all non- | Studant
approved testing materials.
A Students should position the proctoring device in a | Student

meanner that the proctor can see the student’s face,
both hands, keyboard, and approved testing materials.
8. Students may use ear plugs (feam) for noise reduction. | Student/ COHP Staff
The proctor will review and approve prior to the student
commencing the quizdexam. Mo ear buds or
headphones will be permitted.

a. Screen protectors must be removed before testing. The | Student
proctor must have an unobstructed view of the exam
sCcragn.

10. Students should sign into Zoom at least 15 minutes | Studant! " CDHP Staff
prior to the testing time noted on the Exam Motice to
allow the proctor time to verify their identity and scan
the student’s testing space and approved testing
matenals,

11. Students must message the proctor privately through | Students ""CDHP Staff
the chat feature and drap a picture of their Student 1D,
12. Students wishing to presarve their identity from ather | Studants
testars may change the name in their Zoom tile to their
Student 1D,
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13. The proctor will provide the quizfexam password to the | ““CDHP Staff
student before starting quizfexam.
14. Onece the quizfexam begins, studants and the proctor | Student CDHP Staff
will mute their microphone and use the chat feature Lo
communicate throughout the testing process.

15. Once the quizfexam begins, students should minimize | Student
looking araund and facusing on objactsfitems that ara
not approved testing materials.,

16. Students must inform the proctor when a restroom | Student
break is needed. The proctor will note the start and end
time of the restroom break on the Exam Proctoring
Farm.

17. Upon completion of the quizfexamn, students are | Student/"CDHP Staff
responsible for:

* Motifying the proctor of completion using the
chat faature.

» Showing the Green Screen to the proctor, who
will verify the quizfexam is compleate.

+ Shredding scratch paper or cleaning the
whiteboard and presenting it to the proctor (if
applicabla).

18. Students must follow Westernl's Standards of Student | Student/™ COHP Staff
Conduct. ""CDHP staff will report all incidents inwhich
acadamic integrity may have baan compramised to the
student’s Collage.

Definitions/Acronyms:

ADA - Americans with Disabilities Act of 1990

ADAAA - Americans with Disabilities Act Amendments Act of 2008
"TCOHP - Harris Family Centar far Disability and Health Policy
Westernl) - Weastern University of Health Sciences

Regulatory Information: Section 504 of the Rehabilitation Act of 1973; Americans with Disabilities
Actof 1990; ADA Amendments Act of 2008, and applicable California and Oregon state law

References, if applicable:

Related Policy: Provision of Accommadation(s)

Related Links: " CDOHP Webpage Exam Accommodations, Provision of Accommaodation(s) Policy
Related Forms: Student Exam Day Policy and Procedures, Procter Form
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Responsible Department: Harris Family Canter for Disability and Haalth Policy (" CDHP)
Contact: Marcelle Daniels, Director of ' COHP

Email: disabilitvvaccommaodations@Ewesteru.edu
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SLALTH CHKCEE
Title: Extendad Time on Assignments
Effective Date: 3/20/2024

Applies to: All Students Enrolled at ""CDHP with Extended Time on Assignments as an Approved
Accommodation

Statement: Some disabilities impact a student's ability to complete assignments. In cases such as
these, flexibility in assignment due dates may be considered an appropriate accommadation. The
student must request this accommodation through "CDHPE All accommodation requests are
considered on an individual basis.

Purpose: To establish a "COHP-approved agreement betweaen the student and faculty to clarify
expectations regarding extension of assignment due dates,

Related Information: Pravision of Academic Accommadation|s) Palicy, Faculty Guidelines for
Extanded Time on Assignments

Procedure Steps:

Actlon Responsible for Implementing

1. Once "CDHP's Associate Director, Director, or HFCDHP Stafi
Disability Specialist (i.e., designated counselor)
approves a student for extended time on assignments,
" CDHP will motify the designated College
Accommodation Liaison (CAL) by emailing the
student's accommodation memarandum which lists
the accommodations for which the student is eligible,
2. The student’s designated counselor will complete the | ""CDHP Counselor™ CDHP
types of assignments and environment sections, Stalf (Office Coordinator/
slectronically sign, and date the Extended Assignment | Admin, Asst. )
Deadlines Agreameant, which will be forwarded to the
designated "COHP stall member for processing.
3. The designated ""COHP staff member will send the HFCDHP Staff (Office
Extension of Assignment Deadlines Agreement to the | Coordinatorfadmin. Asst, 1)
student through DocuSign to complete the top portion,
electronically sign, and date the agreement.
4. The student must check the box that they have read Student
and agree to sk stated responsibilitias, which include:
+ [tis the student’s responsibility to participate in
the discussion of extansion of assignmant
deadlines with ""CDHP and their instructor and
submit the signed agreameant to ""CDHP within
five (5) business days, after the first class
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session or following the determination of
aligibility far the accommodation. Exceptions
will be handled on a case-by-case basis.

» ltisthe students responsibility to ensure that
the form is filled out completely and comrectly.
The lzck of any pertinent information may
impact ""COHP's ability to ensure the provisicn
of accommodation,

+ The student attests that they understand that
extension of assignmeants partains only to the
type of assignments approved by “COHE.

* Itisthe student’s responsibility wo adhera to,
and complete work within the agreed upon
alternate timeframe.

= The student attests that eligibility for extansion
of assignment deadlines does not guarantea
due date extensions for all assignments, given
that such extensions may fundameantally altar
a course's essential requirements.

+ The student authorizes ""CDHP 1o release
information related to their accommodation for
coordination of extension of assignment
deadlines. Such persons may include faculty,
department staff, and " CDHP staff.

5. "FCDHP will not move forward with processing the “*CDHP Staff
request until the student's signed agreement is
recaived.
6. The designated ""CDHP staff member will email the “CDHP Staff (Office
CAL a notification requesting the studant’s colrse Coordinator/dmin. Asst. [}

numbers and faculty names as follows:
Dear [Insert Name of CAL]:

| arm emailing you on bahalf of "CDHP, regarding
[Insen Mame of Student] who has an approved
academic accommedation for Extended Assignment
Deadlines, Please email the names and course
numbers for all applicable faculty mambears that
COHP will need to connect with to
disabilityaccommoedations@westarnu.edu so that we
can send them the guidelines and agresment form.
Peasa lat ma know if you have any questions,

Kind regards,
7= The designated ""COHP staff member will follow up via | “"CDHP Staff (Office
email regarding course numbers and faculty Coordinator)

information at the following intervals:
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*  Email CAL within 2 business days if course and
faculty infarmation hag not baen recanved.

*  Emailfphonea call to VicedAssociate Dean within
3 buginess days if course and faculty
information has not been received,

* If no response is received at 4 business days,
the designated ""CDHP staff member will
advise the student's counselor whio will
email/phone the Dean.

8. Upon receipt of course nurmbers and faculty TCDHP Staff (Office

infarmation and the agreemant signed by tha student, | Coordinator/Admin. Asst, )

the designated "' CDHP staff member will contact
faculty via DoouSign and send the designated email
template, Extension of Assignmant Deadlines

Agreement, and Faculty Guidelines to them to

complete the agreement, Faculty will be advised that

any questions should be directed 1o " CDHP (903}459-

5441 or disabilityaccommodations@westernu.edu.

Faculty should complate and submit the agreeament to

"FCOHP within 3 business days.

9. Once " COHP receives the faculty-completed FCDHP Staff (Office

agreement, the student’s assigned counselor will Coordinatorfdmin, Asst. )

review it o ensure reasonable accommodation is mat
and forward it to the designated " CDHP staff member
to send it to the student through DocuSign to initial.

10. Should the student have concarns or quastians “CDHP Counselor

regarding the faculty/™ COHP-completed agreement,

"'COHP will rasolve these issues through an interactiva

dizcussion between the parties (Le., faculty, student,

' CDHP counselar).

11. Onee finalized or the student doas not raise concerns, | Faculty

it will be cansiderad active in thraa (3) business days.

Faculty are not expected to provide retroactive

accommodation.

12. Students are responsible for completing course wark Student

by tha extended date and should be held to the samea

standard as all other students for work submitted late

{after extended due date).

13. "'COHP will maintain a copy of the finalized agreement | " CDHP Staff (Office
in the student’s file. Coordinator/fdmin. Asst, [}
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14. If the accommodation is approved through the FCDHP Staff (Office
duration the of program, the designated ""CDHP staff Coordinatorfédmin. Asst, [}
member will email the CAL one maonth before the start
of each term.

Definitions/Acronyms:

ADA - Americans with Disabilities Act of 1930

ADAAA - Americans with Disabilities Act Amendments Act of 2008
"FCOHP = Harris Family Center for Dizability and Health Policy
Weagternl! - Western University of Health Sciences

Regulatory Information: Section 504 of the Rehabilitation Act of 1973; Americans with Disabilities
Act of 1990; ADA Amendments Act of 2008, and California and Onegon state law

References, if applicable:

Related Policy: Provision of Accommadationis), Faculty Guidelines for Extended Time on
Asslgnments

Related Links: ""COHP Webpage, Provision of Accommodation(s) Policy

Related Forms: Extension of Assignment Deadlines Agreement

Responsible Department: Harrs Family Center for Disability and Haalth Policy (" CDHP)
Contact: Marcelle Daniels, Director of “"COHP

Email: disabilitvaccommodaticns@weasteru.edw

Policy reviewed by: (check all that apply)

Academic Senate iGeneral Counsel Provost's Office

Hiosafety Committes Human Resources Radiation Safety Committaa
|Board of Trustees AU VP Research & Biotechnology
Chiaf Financial Officer 1I|1anmatinn Technology Eponsorad Programs

Clinic Administration |Institutional Review Board X IUniversity Risk Management
Dean’s Council Operations Council University Compliance Office
Directors of Operations President's Office University Policy Office
Environmental Health & Safety Procurement X University Student Affairs
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Harris

cdhp

Center for Disability
and Health Policy

Faculty Guidelines for Extended Time on Assignments

Accommodation:

Students may be determined aligible for the accommodation of extended lime on assignments on a case-by-
case basis under the following concurrent conditions: 1) The namative description of substantial limitations to
major life activities, and current functional limitation relating to academic perfarmance provided through the

interaciive process and disabilty venfication decumentation indicate a need for such accommodation, and 2)
discussion between ""CDHP and the faculty finds that the provision for extended time on a given assignment

will not fundamentally alter an essential course requirement.
These guidelines are informed by the following Office for Civil Rights (OCR) letters:

»  Tulza Community College = Metro Campus, No. 0792084 (OCR O7/22/11)": Prior to entering into a
resolution agreement with the OCR, the College's office of disability servces maintained a policy of
summarily rejectng extended time on assignments as an accommadation on the grounds that “the role
of postsecondary instifutions is to prepare students for real-life vocations where ime extensions would
nat likely be allowed.”

The OCR found that the Cellege’s denial of extended time for assignments was not based on a
determination that the complainant failed to provide adequate documentation showing that he was a
qualified student with a disability or that his request for additional time to complete assignments was not
related to his disability. In addition, there is no indication that the College made an individualized
determination that the academic adjustment the complainant requesied would eliminate or lower

essential requirements or result in a fundamental alteration of the academic program (p. )

The OCR detemined that the College’s summary rejection of extended time on out-of-class
assgnments violated the student's rights under federal disability laws and regulations

+ Bowling Green State University, No. 05382143 (OCR 8/31/89)". In investigating a complaint that the
University denied a student's request for accommoadations, including additional time (one exdra day) to
write reperts,” the OCR cullined the elements of an essenfial requirements analysis as induding the

followimg:

! hitpfdspesolutions. orgimedal 25937 Ytulsa_community_college_otr_letter. pdf
gty southwe stada orghtmdepicalFAPSIOCRbowinggreen. himl

Fomona: 30 E. Second Street, Bldg. 3%0, Pomona, Ch S1766 1 vlr'{_""ﬂ_!:”-] 1
Lebanan: 2665 5. Santiam Highway, Room 1086, Lebanon, OR 97355 L niversit
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a. The decision 1s made by a group of people who are trained , knowdedgeahble, and expenenced in
the area;

b. The decision makers consider a series of alternatives as essential requirements;

c. The decision should be a careful, thoughtful, and rational review of the acaderic program and
itz requirements;

d. Carefully consider whether appropriate alternatives are available, including a consideration of
feazibility and cost;

2. Determine if the essential requirement in question cannot be modified for a specific disabled
student, and,

f.  Ensure that the deterrmination isnot based only on the past tradition of the institution, such as
an assertion that we have "always” done this ar required this, without a valid bass for the
detemination.

The requested modifications should not lower academic standards or require substantial alteration of
the program. A requirement may be essential, but the institution should consider if a dizabled student
could meet the ezzential aspects of the requirement waith modifications or academic adjustrments. The
institution should focus on the undertying reason for the requirerment and whether an appropriate
alternative is available that meets the underbying reason for the requirerment (p.7).

Regarding repart writing accormmadations, the University argued, and the OCR concurred, that time for
completing reports was an essential requirement in some setting s, while not an essential requirerment in
others. In its settlement agreement, the University indicated that it would implement an essential
requirements analysis, whereby:

If the University determines that the time for completing reports for that clinical setting is an
eszential requirement, the University will provide the OCR with a report documenting the
process for the decision and explaining the determination. If the University determines that the
time for completing reports for the clinical setting is not an essential requirement, the Unrversity
will provide the student with effective academic adjustrments for his disahility unless the
academic adjustrment would constitute a fundamental alteration of the program or an undue
burden (p. 11).

+ Finlandia University, No. 15142914 (OCR 5730414) Prior to entering info a resolution agreermsant
with the OCR, the Unmersity's office of disability services provided an accommodation *Extended time

an assignments: The student is entitled to extended time up to one week If necessary.”

Trtlp w2 ed goviaboutiofcesistiocndoc s estigationsmore 151 42004-b.pd
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Per the resolution agreement, the University agreed to delete language referencing a one-we ek ime
lirnit for the accormmodation from its palicies and procedures “to ensure that students with disabilities
are provided the academic adjustrments that they require because of their disability and are not limited
by arbitrary mules (p. 3).

Laney College, No, 08122347 (OCR 2/18/14)* In investigating 2 student's cormplaint that faculty had
not provided accommodations approved by the College’s office of disability service s, including
“Extended time on written assignments (generally one extra clags session),” the OCR found that the
student’s "failure to timely submit the class project was not the result of the complainant not recenang
the accommodation, but instead, was the result of the cormplainant’s suspension frorm school which
was unrelated to her disabilitg® (p. 7). However, even while dismissing the specific camplaint regarding
extended tirme on witten assignments, the OCR sugoested that the totality of the student’s allegations
wire related to & lack of clearty stated and accessible procedure s an the part of the College, stating:

The College needs a more robust Section 504 plan that clearly spells out, and provides notice to
students, of the (office of dizability services) process for how to request accommodations, how
the College will coordinate waith faculty to implement approved accormmodations, how students
can challenge or appeal the College's decisions regarding accommodations, and howthe
College will resohee concemns about whether an accommodation would result in a fundamental
alteration of 2 course content (p. 8).

Additionally, as several of the student's accommodations were charactenzed by the office of disa bility

services as subject to “instructor approval,” OCR offered the following recomme ndation:

OCR stronghy cautions the College against continuing this practice of approving
accommodations subject to instructor approval . It is (the office of disability services”) function to
approve accommodations wath certainty, based on documentation provided by the

student... OCR notes that instructors may not unilaterally decide to not provide an approved
accarmmodation because they believe the student does not need it or that it would resultin 2
fundamental alteration of essential course content, The College should have procedures in
place for how instructors can raise concerns about an approved accommodation and how iCwill
addressthe instructors’ concerns (p. 7).

¢ hitptwe 2. d. goviaboutioMcesflistocrdoc sinvestigationsmorne 151 4201 4 b.paf
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Based on the above OCR letters and review of procedures adopted by other insttutions®, extended time on out-
of-class writing assignments is an accommadation provided by "FCOHP on a case-by-case basisthrough a

deliberative process that includes the following procedures:

a. Students eligible for extended time on assignments subrmit a completed Extension of
Assignrment Deadlines Agreement Form (see Addendum) within 5 working days of first class or
after deterrmination of eligibility_

b. Inthe event that the student, faculty, and *FCOHP are unable to complete the Extension of
Assignment Deadline s Agreement form, ¥ COHP will contact the student's instructor o
determine the maximum extension that can be given without fundamentally altering an essential
requirement of the course.

c. Ifit iz deterrmined that extending assignment deadlines fundamentally alters an essenbal course
requirement, the faculty group, including the student’s instructor, and department chair, will
document and provide a summary of such determination to ¥ COHP within frve (5) working days
of initial contact fram ¥ COHP.

d. "FCOHP cannot proscribe a set number of days for the extension for two reasons: 1) "to ensure
that studentswith disabilities are provided the academic adjustrments that they require because
of their disability and are not limited by arbitrary rules” and 2) the fundamental building blocks of
the curriculurm and the assignment. Considering this. one assignment could potentialty have a
weeks' extension, while another could have four hours.

¥ See Oregon State Univarsity, hitpids oregonstate adufiestdoc umentsia ssignmentpolicy pdf
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Harris .
Family " ..

Center for Disability
and Health Policy

Extension of Assignment Deadlines Agreement Form

Mame: Term Year: 20
College & Year: Email: Ewesternu.edu
Phane: Check One: 1 Home L) Wark Ll Cell

1. Itis MY responsibility to participate in the discussion of extension of assignment deadlines with *"CDHP
and my instructor and submit this request to ""CDHP within five [5) business days after the first-class
session or following the determination of eligibility for this accommodation. Exceptions will be handled on
a case-by-case basis.

2. Itis MY responsibility to ensure that this form is filled out completely and cormectly. The lack of any
pertinent information may impact *"CDHPz ability to ensure the provigion of accommodation.

3. | understand that extension of assignments periains only to the type of assignments approved by "*CDHP.

4. It's MY responsibility to adhere to, and complete work within the agreed upon alternate timeframe.
| am aware that eligibility for extension of assignment deadlines does not guarantee due date extensions
for all assignments, given that such extensions may fundamentally alter a course’s assential requirements.

6. |am aware | am authorizing ""CDHP to release information related to my accommeodation for coordination
of extension of assignment deadlines. Such persons may include faculty, department staff, and ""CDHP

staff.

_I Il have read and agree to the above responsibilities and statements.

Stwodent Signature: Dane:

i
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TO BE COMPLETED BY ""CDHP STAFF:

Types of Assignments

L] All Assignments 1 Out of Classroom Writing Assignments ] Other Assignments
Specify:

Ervironment

L] Didactic L] Laby ] Clinical Rotations

YCDHP Staff Signature: Date:

TO BE COMPLETED BY INSTRUCTOR GIVING THE ASSIGNMENT:

Course Mame:

if assignment deadlines are extended, please fill out the table below for relevant assignments. H additional lines
are needed, please use the additional assignment sheat:

1. | verify that the original and alternate due dates below are cormect. _ _Instructor or Course Lead Initials

Assignment Title Original Due Dates Alternate Dues Dates Instructor Name

If assignment deadlines are not extended, sither partially or in total:
C11 have discussed with the student how deadline extensions fundamentally alter essential course reguirements.

] Please contact me to discuss equally effective alternative accommodations.

Instructor Signatune: Date:
Western
Pomona: 200 €. Second Street, Bidg. 390, Pomona, CA 91768 L'l' l‘urergll\-
Lebanan: 2665 5. Santiam Highway, Room 1086, Lebanon, OR 97355 et
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To be used in the event of additional assignments.

Assignment Title

Original Due Dates

Alternate Dues Dates

Instructor Name

10.

11.

12

13.

14,

15.

16.

17.

18.

| 8

20.

Pomona: 30% €. Second Sueel, Bldg. 390, Pomona, CA 91788
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% Western
J JIversity PROCEDURE

LALTH SRR

Title: Requesting/Cancelling Remote Communication Access Realtime Translation
(CART) Services Procedure for Students who are Dideaf or Hard-of-Hearing

Effective Date: 11/15/2023

Applies to: All Students Enrolled at ""CDHP with Real-time Captioning as an Approved
Accommodation

Statement: Western University of Health Sciences’ (Westernll) Harris Family Center for Disability
and Health Policy ("**CDHP) will facilitate the provision of Remote Communication Access Realtime
Translation (CART) services as set forth undar Section 504 of the Rehabilitation Act, the Americans
with Disabilities Act [ADA) of 1920, the ADA Amendments Act (ADAMA) of 2008, state law, and
Univarsity guidelines for student(s} that are Dideaf or hard of hearing when approved as an
accommaodation by "CDHP.

Purpose: To ensure students with disabilities receive an equal oppertunity to participate in and
benefit from coursas, programs, services, or activities offered through Westernl.,

Related Information: Provision of Academic Accommodation(s) Policy

Procedure Steps:

Action Responsible for Implementing

1 Once ""CDHP's Associate Director, Director, or HFCDHP Stalf
Disability Specialist approves a student for remote
CART services, the designated ""CDHP staff member
will contact the appropriate Gollege to obtain the
student's class and rotation schedule for reference,
2, It is the student’s responsibility to complate the Student
"*CDHP Remote CART Request Form and subimit it to
disabilityaccommodations@westernu.edu a minimum
of seven (F) business days priar to the requeast date for
a captioner(s). "COHP cannot schedule captioners
until the completed form is received.

3. Upon receipt of the completed Remote CART Request | ""CDHP Staff
Farm, the designated " COHP staff member will
contact the CART vendor and follow their procedure to
schedule captioners for the student,

4, Weekly, the designated ""CDHFP staff member will add | ""CDHP Staff
the names of the captioners assigned to each
requested class/activity on the form and will email it to
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the student two (2} days prior 1o the commencenmeant
of the schedulsd assignment,

5. It is the student's responsibility to notify ""CDHP Student
regarding changes 1o their class schedule including the
addition or cancellation of classesfactivities at least
threa (3} business days bafara the scheduled
assignment or as soon as it is known so that the
captioners can be notified of the changes. Changes
can be made by emailing " COHP at

6. The designated “"COHP staff member will contactthe | ""CDHP Staff
contractad CART vendar to addfadjust/cancal the
captioner assignment request.

7. The designated " COHP staff member will email the " CDHP Staft
student to confirm the schedule adjustment or
cancellation has been made.

B. Senvices may ba suspandad if two (2} or mora Studant/Diractor of ""CDHP
classes/rotation days are missed without prior
notification. The student will need to meet with the
Director af " COHP or their designee bafare sarvicas
are reinstatad,

9. All communication regarding requests for services, Student
late notifications, extensions on requests, or
cancellations, etc. need to be made batween tha
student and “CDHP. Students are not to communicate
with real-time captioners directly regarding scheduling
issues or make any personal scheduling arrangements
with the captioner(s).

10. Real-time captioners will log off after twanty (20) Student
minuteas if the student doas not attend
classfabiclinical rotation unless they have notified
COHP ona {1} business day prior that they will be late
and need the captioner(s) to stay.

11. Itis the studant's rasponsibility to notify ""CDHP about | Student
any QUESTIonS or Concams at

Definitions/Acronyms:

Real-time Captioning - is the method of captioning in which captions are simultaneously prepared
and transmitted at tha time of origination by specially trained real-time captionars.
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Deafideaf - Deaf with a capital "0 i2 used to describe individuals who identify as culturally Deaf
and are actively engaged with the Deaf Community. Deaf with a lower-case “d” refers 1o individuals
who view heanng loss as a physical condition.

Hard of Hearing - I3 8 widely accepted term to describe individuals who have hearing loss.
ADA = Americans with Disabilities Act of 1930

ADAAA - Americans with Disabilities Act Amendments Act of 2008

CART - Remote Communication Access Realtime Translation

"COHP - Harris Family Centar far Disability and Health Palicy

Westernl = Weastern University of Health Sciences

Regulatory Information: Section 504 of the Rehehilitation Act of 1973; Americans with Disahilities
Act of 1990; ADA Amandments Act of 2008, and California and Oregon state law

References, if applicable:

Related Policy: Provision of Accommodation(s), Sign Language Interpreter Request Procedures for
WesternU Students and Patients who are D¥deaf or Hard-of-Hearing

Related Links: "COHP Webpage, Provision of Accommodationis) Policy

Related Formas: Remote CART Request Form

Responsible Department: Harrs Family Canter for Disability and Health Policy (' CDHP)
Contact: Marcelle Daniels, Director of © COHP

Email: disabilitvaccommaodaticnsi@westeru.edu

Policy reviewed by: (check all that apply)

Academic Senate iGeneral Counsel Provost's Office

Biosafety Cammittes Human Resources Radiation Safety Committes
[Board of Trustees [ACUC VP Research & Biotechnology
Chiaf Financial Officer Infenmation Technology [Sponsorad Programs

Clinic Administration |Institutional Review Baard X University Risk Management
Dean's Council (Operations Council Univaersity Compliance Offica
Directors of Operations President's Office University Policy Office
Ervironmantal Health & Safety Procuremant ¥ University Student Affairs
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PROCEDURE

Title: Sign Language Interpreter Request/Cancellation Procedures for Westernl) Students and
Patients who are Dfdeal or Hard-of-Hearing

Effective Date: 11/15/2023

Statement: Western University of Health Sciences’ (Westernl) Harris Family Center for Disability
and Health Policy (" CDHP) will facilitate the provision of a qualified sign language interpreter for
studants(s) that are Dideaf or hard-of-hearing when approved as an accommodation by *CDHP
and for patients of Westernl's Patient Care Center who are Diideaf or hard-of-hearing and require a
sign language interprater for communication.

Purpose: To ensure students with disabilities receive an equal opportunity to participate in and
beneafit from courses, programs, services, or activities offered thraugh the college and 5o that
patients can communicate with their healthcare provider(s) so that they receive the quality care
they are entitled to under federal and state law.

Procedure Steps: Students Requesting/Cancelling Sign Language Interpreters

Action Responsible for
Implementing

1 Once " COHP's Associate Director, Director, or Disability [*CDHP Staff
Specialist approves a student for sign language
nterprating as an accommodation, the designated
HFCDHP staff member will contact the appropriate
College to obtain the student’s class and rotation
Echedule for reference.

3 tis the student's responsibility to complete ""CDHP's Student
Sign Language Interpreter Request Form and submit it to
disabilityaccommodations@westernu.edu a minimum of
even business days prior to the request date for sign
nguage interpreters. ""CDOHP staff will not schedule
ign language interpreters until the complated farm is
ecaived,
3 [Based on the Sign Language Interpreter Request Form,  [*COHP Staff
the designated " CDHP staff member will contact
FCDHP's contracted sign language vendor to schedule
nterpreters for the student.
M \Weakly, the designated "CDHP staff member will add the [*COHP Staff
names of the interpreters assigned to each requested
class/activity on the form and will email it to the student
wo [2) days prior to the commencement of the scheduled
ssignment.
=3 tis the student’s responsibility to notify ""CDHP at Etudent
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isabilityaccommodatiens@weasternu.edu regarding
hanges to their class schedule including the addition or
ancellation of classesfactivities at least three [3)
usiness days before the scheduled assignment or as
oon as it is known so that the sign languags interpraters
an be notified of the changes. Changes can be made by
mailing ""COHP at
izabilityaccemmodations@wastenmu.eduy.
5 TCDOHP staff will contact tha contractad sign language '"CDHP Staff
ndor to add/adjusticancel the sign language interprater
ssignment.
7 Erre designated "COHP staff member will email the TCDHP Staff/Student
1

udent to confirm the schedule
ddition/adjustment/cancellation.
] Sarvices may be suspanded if two (2) or mora "CDHP Staff/Student
classesfrotation days are missed without prior
natification. The student will need to maat with tha
Director of ""CDHP or their designes before services are
rainstated.
9 L communication regarding requests for services, late  Btudent/™ COHP Staff
natifications, axtansions on requasts, ar cancellations,
letc. need to be made between the student and “"CDHP.
Studants are not to communicate with interpreters
directly regarding scheduling issues or make any personal
Becheduling arrangemants with the interpretars.
10 nterpreters will leave after twenty (20) minutes if the Student™ CDHP Staff
tudent does not attend class/ab/clinical rotation unless
they have notified " COMP one (1) business day prior that
hiey will ba late and nead the interpreter(s) to stay,
Itis the student's responsibility to notify "CDHP about  Btudent
My 4 uestions ar concarns at

11

Procedure Steps: Wasternl) Haalth Patient Care Centar Requasting/Cancalling Sign Language
Interpreters for Patients

Action Responsible for
Implementing
1 When a patient requests a sign language interpreter fora |[Patient Care Center Staff

cheduled appointment, the designated Patient Cara
entar (FCC) staff mamber will contact the patient's
ealth insurance to determine if they will provide an

ntarpreter or reimburse the interpreter cost/rate,

2 if the patient’s health insurance does not provide a sign  |Patient Care Center Staff
anguage interpreter, but will pay either full or 8 negotiated
ate, the designated department staff membar will

Advancing Humanism and Access through Support Services and Accommodations




omplete the Patient Sign Language Request form and fax

ta "FCOHP within five (5) days of the schaduled

ppaintrmant. The designated staff mamber will amail the

gzociate Director of ""CDHP that the documeant has baean
faxed. The dasignated staff mamber will also provida
nformation regarding the collection of said payment and

ither provide a check for repayment or a cash transfer for
he cost by the date of the appointment,

3 & Associgte Director of "G DHP will email the FCOHP Staff
asignated PCC staff member to confirm receipt of the
ayment, The designated “"COHP staff member will
ontact WasternlU's contractad sign language vendar to
chedule an interpreter(s) for the patient.

| CDOHP's designated staff mamber will email the 'CDHP Staff
PCC staff member who requested the assignment
confirmation of the assigned interprater within two (2)
days of scheduled appeintment.

5 if a sign language requeast naeds 1o be modified or IPCC Staff/" CDHP Statf
cancelled, the PCC's designated staff mermber is required
naotify ""COHP in writing at least three (3} days before
he scheduled patient appointment. ""CDHP staff will
mail the PCC's designated staff member to confirm

ecaipt to cancal/madify the sign language
ppaintmant requeast.

i ‘COHP's designated staff member will call or emailthe  ["CDHP Staff/PCC Staff
vendor regarding the cancelled/modified sign language
nterpreter request and communicate their responsea to
the PCC's designated staff membar by email.

7 if tha PCC's designated staff mamber fails to FOC Staff
otity "FCDHP in writing at least three (3) days before the
cheduled patient appaintment of the need 10
ancel/modify the sign language intarpreter request; the
C will be held financially responsible for charges
ncurred for a lata cancellation.

Definitions/Acronyms:

Deaf/deaf = Deaf with a capital *0" is used to dascribe individuals who identify as culturally Deaf
and are actively engaged with the Deaf Community. Deaf with a lower-case “d” refers to individuals
whao view hearing loss 85 a physical condition.
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Hard of Hearing - I3 a8 widely accepted term to describe individuals who have hearing loss.

Sign Language Interpreter - Someone who interprets in sign language effectively, accurately and
impartially, both receptively and expressively, using any necessary specialized vocabulary,

ACA - Affardable Care Act of 2010
ADA - Americans with Disabilities Act of 1990

ASL-American Sign Language

"CDHPF - Harris Family Center for Disability and Health Palicy
WasternL-Wastermn University of Haalth Sciences
PCC-Westernl Health Patient Care Center

Regulatory Information: Section 504 of the Rehabilitation Act of 1873, (Section 504), 25
U.5.C.5794, Americans with Disabilities Act (ADA), 42 UL5.C. 512101, et. seq., ADA Amendments
Act of 2008, California and Oregon state law, Affordable Care Act (ACA) of 2010, Section 1557,
California Health and Safety Cade § 1259, and Wasternl) Policies.

Related Policy: Academic Accommodation Provisions
Related Links: Communication Accommaodations

Related Formas: Sign Language Interpreter Request Form, Patient Sign Language Interpreter
Raquast form

Responsible Department: Harris Family Canter for Disability and Heaalth Policy {"CDHP)
Contact: Director of “CDHP
Email: disabilityaccomodations@westernu.edu

Policy reviewed by: {(check all that apply)

Wcademic Senate (General Counsel Provost's Office
Biosafety Committes Human Resources Radiation Safety Commities
Board of Trustees IACUIC WP Research & Biotechnology
iChief Financial Officer Information Technology Eponsored Programs

XClinic Administration Institutional Review Board ¥ University Risk Managemeant
Dean's Council (Dperations Council LUniversity Compliance Office
Diractors of Opearations President’s Office Lniversity Policy Office
Environmental Health & Safety Procunsmeant X University Student Affairs
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CONTACT US:

909.469.5441

909.469.5503

disabilityaccommodations@westernu.edu

Pomona: 309 E. Second Street, Bldg. 390, Pomona,
CA 91766

Lebanon: 2265 S. Santiam Highway, Room 1066,
Lebanon, OR 97355
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	Dear Colleagues,
	The Harris Family Center for Disability and Health Policy (HFCDHP) strives to provide all students with disabilities an equitable academic experience. Our mission is to increase the number of qualified individuals with disabilities to successfully pursue careers in the health professions at WesternU. We support the University’s commitment to humanism by providing support services and
	academic accommodations to students with disabilities. We share information, promote awareness of disability issues, and ensure access for students within the University Community.
	In support of our mission, our team has developed a Quick Reference Guide with valuable information to assist you in your role. The guide contains information regarding the role of the College Accommodation Liaison (CAL), disability legislation relevant to higher education, student academic accommodations, HFCDHP’s enrollment process, the accommodation memo-randum, HFCDHP’s grievance procedure, maintaining student confidentiality, and   HFCDHP’s exam proctoring procedures.
	We thank you for your commitment and unwavering support to students with disabilities at WesternU. Your selfless contributions further our students’ success. We hope you find the information on the following pages helpful and relevant to implementing student accommodations within your college timely and with fidelity.
	Lastly, we would like to extend our appreciation and gratitude to Marcelle Daniels, Director of HFCDHP, and Sandra Rainwater-Lawler, Associate Director of HFCDHP. Their expertise and support for students with disabilities were invaluable to the creation of this guide.
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	ROLE OF THE

	COLLEGE ACCOMMODATION LIAISON
	At WesternU, each college has a designated College Accommodation Liaison, or CAL, an administrator who serves as a confidential liaison between the student, disability office, and the faculty of a specific program or college within the University. This individual  works  in  collaboration with HFCDHP staff to implement the reasonable accommodation(s) and academic adjustments approved by the Center for students with disabilities. Importantly, while the CAL serves as the  liaison,  they   are   not   the    decision-making   authority   to determine accommodations and do not review or retain third-party medical documentation related to the student’s disability(ies). They do, however, provide guidance on program specifics that aid HFCDHP in making accommodation decisions. CAL(s) are also responsible for managing students’ academic accommodations and adjustments within the college over the course of the student’s academic journey.
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	RESPONSIBILITIES OF THE

	CAL
	CAL(s) are responsible for the following:
	Making themselves available to students to discuss the implementation of the accommodations and adjustments and not the diagnosis or specific disability.
	Consulting with the appropriate faculty and HFCDHP staff when the approved accommodation(s) would impede conducting the fundamentals of the faculty member’s curriculum so that an equally effective alternative accommodation(s) can be discussed.
	Denying a request for accommodation(s) that HFCDHP has not approved and referring the student back to the Center for assessment.
	Participating in a collaborative discussion with HFCDHP about the delivery of accommodations.
	Implementing all approved accommodations and academic adjust-ments in a timely manner and with fidelity.
	Maintaining confidentiality of the Accommodation Memorandum, correspondence, and communication regarding the student’s disability.
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	MEET

	THE CALS
	CALs can be excellent resources for one another. Considering this, we have included a CAL contact list. Feel free to reach out to one another as your college may have come across a situation and solution to implementing student accommodations that might help another colleague.
	Marcus Alderman, MBA (Interim) College of Osteopathic Medicine of the Pacific- NW  Director of Student Affairs Pre-Clinical Education (OMS 3 & 4) - DO 909-469-0306 malderman@westernu.edu
	Brenda Flores College of Health Sciences - DPT Manager, DPTE 909-469-5364 bflores@westernu.edu
	Donna Guisado, B.S., M.S. College of Dental Medicine - DMD Director of Education 909-706-3948 dguisado@westernu.edu
	Leslie Hayes College of Health Sciences - MHA Academic Manager, MSHA 909-469-8793 hayesl@westernu.edu
	Karen Hutton-Lopez, MBA College of Health Sciences - All Programs Assistant Dean of Student Affairs 909-469-5650 klopez@westernu.edu
	Michelle Kim College of Pharmacy - PharmD Curriculum Support Specialist 909-469-8531 michellekim@westernu.edu
	Shauna Lieu, M.S. College of Health Sciences - NW - DPT-NW Director of Student Affairs 541-259-0306 slieu@westernu.edu
	Mitzi McKay, MFA College of Graduate Nursing - Nursing Programs (excluding MSNE) Associate Dean of Student Affairs 909-469-5255 mmckay@westernu.edu
	Lara McMahon College of Osteopathic Medicine of the Pacific (COMP), COMP-NW Director, Pre-Clinical Education (OMS 1 & 2) - DO Office of Academic Affairs 909-469-5666 lmcmahon@westernu.edu

	Advancing Humanism and Access through Support Services and Accommodations
	Celia Mercado, BA College of Podiatric Medicine - DPM Director of Student Affairs 909-469-8376 mercadoc@westernu.edu
	Kurtis Venema College of Health Sciences-NW - DPT-NW Academic Affairs Coordinator 541-259-0461 kvenema@westernu.edu
	Rebecca Watkins, B.S. College of Graduate Nursing - MSNE MSN-Entry Administrative Associate Call on Teams 909-469-5334 rwatkins@westernu.edu
	Laurice Orense, BSHA College of Graduate Nursing - MSNE Assistant Director of MSN Entry Operations 909-469-8551 lorense@westernu.edu
	Kelly Russo, BAM College of Optometry - OD Associate Director of Academic Programs 951-218-8877 (cell) krusso@westernu.edu
	Caren Tse, B.A. College of Veterinary Medicine Academic Affairs Manager 909-469-5590 ctse@westernu.edu
	Kaleigh Villagran College of Health Sciences - MSMS Program Manager, Department of Medical Sciences 909-469-5294 kvillagran@westernu.edu
	Grace Wu College of Pharmacy - PhDBPS/ MSBPS Program Student Services Coordinator Department of Biotechnical and Pharmaceutical Sciences 909-469-8579 gwu@westernu.edu
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	DISABILITY

	LEGISLATION
	With the passage of Section 504 of the Rehabilitation Act of 1973 and the Americans with Disabilities Act in 1990, individuals with disabilities are protected by broad-based civil rights legislation. This legislation includes specific directives to institutions of higher education such as WesternU. Individuals covered under the legislation have the right to file a complaint with the Office  for  Civil  Rights  (OCR),  or  to
	sue if they believe they are discriminated or retaliated against on the basis of their disability or perceived disability. Considering this, it is important for CALs to have a basic understanding of federal and state laws governing students with disabilities.
	Federally, WesternU is governed by Section 504 of the Rehabilitation Act of 1973, as amended, which prohibits programs or activities receiving federal financial assistance from “excluding participation, denying the benefits of, or subjecting to discrimination an otherwise qualified individual with a disability... solely by the reason of their disability.”  In 1990, Congress extended this prohibition  to  the  private  sector  with  the  Americans with Disabilities Act
	(ADA) of 1990. The ADA reinforces the provisions of the Rehabilitation Act of 1973 and is the most comprehensive federal civil rights legislation pro-tecting the rights of individuals with disabilities. The ADA addresses the barriers and discrimination that people with disabilities have trad-itionally faced and mirrors Section 504's definition of disability [42 U.S.C. § 12102(1)].
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	The ADA defines individuals with disabilities “as a person who has a physical or mental impairment which substantially limits one or more major life activities, a person who has a history or record of such an impairment, or a person who is perceived by others as having such an impairment.” The key factor in determining whether a person is considered disabled under the ADA is whether the physical or mental impairment results in a substantial limitation of one or more major life activities. Major life activities, as defined in the regulation, include functions such as caring for oneself, performing manual tasks, walking, seeing, hearing, speaking, breathing, learning, and working. Title III of the ADA prohibits disability-based discrimination by private colleges and universities. These protections include nondiscrimination requirements, the provision of reasonable accommodations, and architectural standards.
	The Americans with Disabilities Act of 1990 was amended by Congress in 2008. The ADA Amendments Act (ADAAA) of 2008 expanded the description of disability to promote broad coverage for people with disabilities. What constitutes a “major life activity” was clarified to include a wide range of activities, including  concentrating,  communicating,  and thinking.
	This clarification elucidated the range of conditions that may be understood as disabilities and warrant accommodation by postsecondary schools including, for example, learning disabilities and psychological conditions. The ADAAA also underscored that the determination of whether an individual’s impairment qualifies as a disability under the law should not require extensive analysis.4
	WesternU must also abide by Section 508 of the Rehabilitation Act of 1973, as amended. Section 508 specifies that agencies including universities receiving federal funds must make their electronic information accessible to people with disabilities and applies to the development, procurement, maintenance, or use of electronic information technology. Under Section 508, institutions must give disabled employees and members of the public access to information that is comparable to the access available to non-disabled people.5
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	Hale Zukas, Ron Washington, and Judy Heumann responding to a question during the 1977 sit in
	WesternU is also governed by state law for both campuses. The Pomona Campus adheres to California state laws. The California Education Code consists of 29 codes that cover various subject areas, including stu-dents with disabilities. All California universities are accountable to the regulations and statutes stated in the California Education code that pertain    to    post-secondary    insti-
	tutions, such as the Unruh Civil Rights Act and the Disabled Persons Act, which prohibit disability-based discrimination by any business establishment. Furthermore, Government Code 11135 prohibits discrimination for entities that receive state funds.
	The state of Oregon also has several legislative statutes that govern access in higher education. For example, ORS 185.155 states that “the Oregon Disabilities Commission shall monitor the progress of each institution or college in accomplishing the elimination of barriers to access and shall be consulted if access needs and priorities determined by the physical access committee are significantly revised” [1991 c. 935§4].
	“Disability only becomes a tragedy when society fails to provide the things we need to lead our lives.” - Judy Heumann
	SOURCES:
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	STUDENT

	ACCOMMODATIONS
	What is an accommodation? Accommodations are modifications or adjustments to the tasks, environ-ment or to the way things are usually done that enable individuals with disabilities to have an equal oppor-tunity to participate in an academic program or a job without fund-amentally altering the essential nature of a course, academic pro-gram, or job, or result in an “undue administrative or financial burden.”
	How do accommodations support students?
	Remove barriers to learning.
	Meant to ensure all students have the same level of access to education.
	Accommodations are a right, not a privilege, and are protected by federal and state civil rights legislation specific to disability.
	Accommodations are not reasonable if they:
	Pose a direct threat to the health or safety of others.
	Fundamentally alter the curriculum or an essential element of the course.
	Pose an undue administrative, or financial burden.
	TYPES OF ACCOMMODATIONS Student accommodations can be tailored to the types of classes WesternU offers and differ from one student to another. HFCDHP provides accommodations for didactic, laboratory, and clinical settings. On the following pages are some of the accommodations that HFCDHP provides; however,  this  is  not  an exhaustive list. Accommodations are approved on an
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	SERVICES

	PROVIDED
	HFCDHP provides individualized services for students with disabilities enrolled at WesternU. Below is some of the services we provide to students.
	Academic Accommodations
	Assistive/Adaptive Technology and Equipment
	Alternative Furniture
	Student Advisory Board
	Events
	Proctoring Quizzes and Exams
	Requesting Accommodations for Board Exams
	And more!
	NAVIGATING THE REQUEST PROCESS FOR ACCOMMODATIONS ON CERTIFICATION, LICENSING, AND BOARD EXAMS
	HFCDHP shepherds students through the application process to request disability accommodations on national board exams by providing resources, feedback on personal statements, letters of support, completing required forms, and reviewing provider documentation. Please refer students that need this service to disabilityaccommodations@westernu.edu to schedule an appointment to meet with the Director of HFCDHP or their designee.
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	ENROLLING IN

	SERVICES
	WHO QUALIFIES FOR SERVICES? According to Section 504 of the Rehabilitation Act of 1973, a person who meets the academic and technical standards required for admission or participation in the education program or activity, with or without reasonable modifications to rules, policies, or practices; the removal of architectural, communication, or transportation barriers; or the provision of auxiliary aids and services.
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	HOW DO STUDENTS ENROLL?
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	ACCOMMODATION

	MEMORANDUM
	HFCDHP provides CALs with an Accommodation Memorandum that serves as the mechanism of disclosure to include notifying the CAL that the student is registered with HFCDHP, has a qualifying disability, and that the student is entitled to the academic accom-modations and/or adjustments for which the office has deemed the student eligible.
	The memorandum lists the student’s authorized accom-modations and adjustments and specifies the types of assessments covered under each accom-modation. For example, some test-
	ing accommodations would list the amount of extended testing time, the testing environment distraction-reduced or private room, the assessment the accommodation applies to such as didactic quizzes/examinations only, and the duration of the accommodations.
	Be mindful that once the CAL receives an accommodation memorandum, they have an obligation to implement the academic accommodations and adjustments that have been determined by HFCDHP within three business days. Some accommodations require additional time to put into place. HFCDHP staff will work with the student’s CAL and program faculty to ensure the accommodation is implemented as soon as possible and the student is notified should this occur. When faculty raise questions or concerns regarding the   recommended  accommodations,  CALs   are  responsible   for  contacting HFCDHP for clarification or to discuss equally effective alternative accommodations. The approved accommodation must not fundamentally alter an essential requirement of a course or program.
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	REFERRING STUDENTS

	TO HFCDHP
	Often students will disclose to their CAL that they have a physical or psychological impairment or that they had disability accommodations in the past. Refer them to  CDHP for services, ask them if they would be willing to meet with a staff member for more information, and after the meeting follow up with an email.
	EMAIL TEMPLATE
	Dear Student,
	Thank you for dropping by my office today to discuss your challenges with the curriculum. I wanted to take a moment to follow up with you because during the meeting you informed me that you had a disability and received disability-related accommodations during your undergraduate experience. The Harris Family Center for Disability and Health Policy or CDHP is an excellent resource and provides academic accommodations for students with disabilities enrolled at WesternU. For more information visit their website at https://www.westernu.edu/cdhp/. As we discussed, I am also copying the Director of CDHP on this email, since you mentioned that you wanted to connect with a staff member. I believe their services would be beneficial to you.
	Sincerely,
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	GRIEVANCE

	PROCEDURE
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	MAINTAINING

	STUDENT CONFIDENTIALITY
	Advancing Humanism and Access through Support Services and Accommodations
	Disclosure of educational record information to a University official having a legitimate educational interest does not, however, constitute authorization for that person to transmit, share, or disclose any or all of that information to a third party who does not have a legitimate educational interest. When disability-related information may need to be shared with a third party, a student may sign a written consent form giving HFCDHP permission to discuss the disability with a third party, such as parents who require further information. Information will not be released to a third party without written consent from the student unless it is required by federal or state law or when a student may be at risk of harm to self or others.
	Only authorized staff within HFCDHP have immediate access to student records. Disability documentation is maintained in locked cabinets, in locked offices, and on secure servers and is not part of the student’s permanent educational record.
	In accordance with WesternU policy, HFCDHP student records are destroyed five years after a student’s graduation or date of last attendance. Students with disabilities have a right to review their file. A student who wishes to review their file must schedule and appointment with the Director of HFCDHP.
	Let’s review optimal practices for maintaining confidentiality of documents related to students with disabilities.
	Shred any paper created in the office on which private information - even just  the student’s name - is written, including sticky notes or phone message slips. Never put those in trash or recycling bins.
	If the institution has a mechanism for encrypting email or electronic records, use for electronic communications that contain student names or disability information.
	Keep student names and disability information out of email subject lines, which are not included in encrypted or secure systems and may be viewed on a computer screen by visitors to an office.
	Keep the office fax machine in a place where others cannot access it.
	Keep paper files locked when not immediately using them.
	Do not transport paper files to unsecure locations.
	Password protect electronic records, and limit access only to necessary staff.
	Keep electronic records “walled off” from access by other campus departments that may share the server or other online access.
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	EXAM PROCTORING

	PROCESS
	CAL ASSESSMENT SPREADSHEET Each college has its own password protected CAL Assessment Sheet. The CAL is responsible for maintaining and completing the spreadsheet in a timely manner. The assessment sheet must be filled out in its entirety and its format may not be altered (e.g., removing columns, rearranging columns, deleting cells, changing title of cells, etc.). In the event of a change that is less than 24 hours prior to the exam/quiz, contact HFCDHP by email immediately at disabilityaccommodations@westernu.edu.
	Please note that HFCDHP’s normal hours of operation are Monday through Friday, 8 AM to 5 PM. Any emails or notifications received outside of normal business hours will be reviewed and managed at the start of the next business day. Ultimately, failure to note information on the CAL Assessment Sheet causes delays in timely accommodations for students and completion of administrative tasks by HFCDHP staff.
	The CAL Assessment Spreadsheet includes the following exam information:
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	EXAM NOTICES
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	CAL

	RESOURCES
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	MEET THE

	HFCDHP STAFF
	HFCDHP staff is dedicated to assisting students with disabilities seeking careers in the health professions. Here is their contact information in case you need guidance on accommodations, policies and procedures and more.
	Marcelle Daniels, M.HRD. Director 909-469-5385 mdaniels@westernu.edu
	Sandra Rainwater-Lawler, M.A. Associate Director 909-469-5297 slawler@westernu.edu
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	APPENDIX A

	HFCDHP POLICIES & PROCEDURES
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