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Helen Keller playing chess
with Anne Sullivan

Dear Colleagues,

The Harris Family Center for Disability and
Health Policy ( CDHP) 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     

HF

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, CDHP’s enrollment process, the accommodation memo-
randum, CDHP’s grievance procedure, maintaining student confidentiality, and   

CDHP’s exam proctoring procedures.
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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

CDHP. Their expertise and support for students with disabilities were
invaluable to the creation of this guide.
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“I 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

Advancing Humanism and Access through Support Services and Accommodations
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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 CDHP 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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HF

1



Advancing Humanism and Access through Support Services and Accommodations

RESPONSIBILITIES OF THE
CAL

A student utilizing his approved accommodations
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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 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.
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Denying a request for accommodation(s) that CDHP has not
approved and referring the student back to the Center for assessment.

HF

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

HF

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.

3

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

Erika Magana
PA Education - MSPA
Manager, DPAE
909-469-5395
maganae@westernu.edu

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

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

mailto:bflores@westernu.edu
mailto:dguisado@westernu.edu
mailto:hayesl@westernu.edu
mailto:klopez@westernu.edu
mailto:michellekim@westernu.edu
mailto:slieu@westernu.edu
mailto:maganae@westernu.edu
mailto:malderman@westernu.edu
mailto:mmckay@westernu.edu
mailto:lmcmahon@westernu.edu
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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

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

Grace Wu
College of Pharmacy - PhDBPS/
MSBPS Program
Student Services Coordinator
Department of Biotechnical and
Pharmaceutical Sciences
909-469-8579
gwu@westernu.edu

Laurice Orense, BSHA
College of Graduate Nursing -
MSNE
Assistant Director of MSN
Entry Operations
909-469-8551
lorense@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

Celia Mercado, BA
College of Podiatric Medicine -
DPM
Director of Student Affairs
909-469-8376
mercadoc@westernu.edu

Kaleigh Villagran
College of Health Sciences -
MSMS
Program Manager, Department
of Medical Sciences
909-469-5294
kvillagran@westernu.edu

John Son
College of Osteopathic Medicine of the
Pacific (COMP) - DO
Curriculum & Assessment Specialist
9626-497-5403 (cell)
json@westernu.edu

mailto:krusso@westernu.edu
mailto:ctse@westernu.edu
mailto:kvenema@westernu.edu
mailto:rwatkins@westernu.edu
mailto:gwu@westernu.edu
mailto:lorense@westernu.edu
mailto:morser@westernu.edu
mailto:mercadoc@westernu.edu
mailto:kvillagran@westernu.edu
mailto:json@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
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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)].

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.

Advancing Humanism and Access through Support Services and Accommodations
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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

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

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.
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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].

6 7
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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://www2.ed.gov/about/offices/list/ocr/504faq.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
https://leginfo.legislature.ca.gov/faces/codes_displaySection.xhtml?sectionNum=51&lawCode=CIV.

7.California Legislative Information. Civil Code 54. Retrieved from
https://leginfo.legislature.ca.gov/faces/codes_displayText.xhtml?
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.Oregon 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.

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

- Judy Heumann
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STUDENT

Wooky Chadsey, DVM 2028

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. CDHP 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 

HF
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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. 

HF

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.

HF

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 CDHP’s accommodation policies and procedures, please
refer to Appendix A. The following policies and procedures are included there:

HF

Provision of Academic Accommodation(s)
Accessible Media
Alternative Media Policy and Procedure
Animals on University Property Policy
Exam Proctoring Procedures
Extended Time on Assignments
Requesting/Cancelling Remote Communication Access Realtime
Translation (CART) Services Procedure for Students who are D/deaf or
Hard-of-Hearing
Sign Language Interpreter Request/Cancellation Procedures for WesternU
Students and Patients who are D/deaf or Hard-of-Hearing
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SERVICES

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

HF

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

CDHP 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.

HF
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Marcelle Daniels, Director of CDHP, with Tabitha Perez
going over board certification accommodations.
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mailto:disabilityaccommodations@westernu.edu


ENROLLING IN
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Advancing Humanism and Access through Support Services and Accommodations

13

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

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?

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.

HF

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. 

HF

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. 

HF

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: Enrollment 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.

HF

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



ACCOMMODATION
MEMORANDUM
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CDHP provides CALs with an
Accommodation Memorandum that
serves as the mechanism of
disclosure to include notifying the
CAL that the student is registered
with CDHP, 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. 

HF
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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-

Sample Accommodation
Memorandum

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.

HF
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REFERRING STUDENTS
TO CDHPHF
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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.

HF

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,

EMAIL TEMPLATE

16
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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 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.

HF

Dear Student,

Thank you for dropping by my office today to discuss your challenges
with the curriculum. I 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, I have attached the contact information
for these resources. 

Sincerely,

EMAIL TEMPLATE

17



GRIEVANCE
PROCEDURE
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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.

HF

CDHP 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.

HF

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.

HF

HF

HF

GRIEVANCE PROCESS
In general, this policy is designed to address all disability-related disputes
concerning the following:

18
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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.

HF

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.

19



Advancing Humanism and Access through Support Services and Accommodations

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.

HF

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.

HF

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 CDHP’s Confidentiality, Release of Information, and
Maintenance of Records Policy and applicable, privacy and confidentiality laws.

HF

HF

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.

HF

HF

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.

HF

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.

HF

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 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.

HF

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.

HF
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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.

HF

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
CDHP 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.

HF

HF

Appeals must specify the reasons for the appeal that are not based on a
disagreement or dissatisfaction with the standards, policies, or procedures of

CDHP. The appeal must be based on one or more of the following:HF

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.

HF

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.

HF

HF

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.

HF

HF
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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.

mailto:eugenebrown@westernu.edu
https://www.westernu.edu/otixeo/
https://www.ed.gov/laws-and-policy/civil-rights-laws
https://www.ed.gov/laws-and-policy/civil-rights-laws
https://www.ed.gov/laws-and-policy/civil-rights-laws


Advancing Humanism and Access through Support Services and Accommodations

MAINTAINING
STUDENT CONFIDENTIALITY

CDHP 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.

HF

HF

HF

CDHP 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:

HF

HF

Disclosure based on a legitimate educational reason:
Disclosure to appropriate faculty and staff of the student’s status as
a student registered with CDHP and their approved accom-
modations.

HF

Disclosure to a WesternU official in relation to a student filed
complaint, appeal, grievance, or lawsuit against a university action,
office or employee.

Disclosure to the proper authorities to prevent/control injury or harm to
the student or to others.
Disclosure subject to a court order.
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.

HF

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.

HF

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.

HF

HF

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.

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

Advancing Humanism and Access through Support Services and Accommodations
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EXAM PROCTORING

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.

HF

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.

HF

HF

The CAL Assessment Spreadsheet includes the following exam information:

Date Cohort(s) Course Name Details Instructions Exam Location

Scheduled Start/End Time Assessment Duration Assessment Start/End Time

Student Name(s) for Makeups Primary OAA Staff ExamSoft/Other
Number of Students CDHP Exam LocationHF Password (Case Sensitive)

mailto:disabilityaccommodations@westernu.edu


MONTHLY EXAM SCHEDULE
CDHP 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

CDHP staff to reserve rooms, assign proctors, collect testing materials, and
send out exam notices to students.

HF

HF

HF

EXAM NOTICES
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Exam Notice for In-Person Exam



28

Advancing Humanism and Access through Support Services and Accommodations

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

CAL QUARTERLY MEETINGS
CDHP convenes regular meetings with the CALs to address and resolve

accessibility and accommodation issues for students with disabilities. Each
term CDHP 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.

HF

HF

HF

CDHP’S WEBPAGEHF

CDHP’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/.

HF

HF

CDHP’s HomepageHF

https://www.westernu.edu/cdhp/


CDHP STAFFHF
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MEET THE

CDHP 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.

HF

Marcelle Daniels, M.HRD.
Director
909-469-5385
mdaniels@westernu.edu

Sandra Rainwater-
Lawler, M.A.
Associate Director
909-469-5297
slawler@westernu.edu

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

Jessica Ventura
Administrative Assistant I
909-469-5441
jventura@westernu.edu

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

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

Marsha Blankenship
Administrative Assistant I
(Lebanon)
909-469-0421
mblankenship@westernu.edu

LaDonna Cash
Administrative Associate I
909-469-5492
lcash@westernu.edu

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
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APPENDIX A

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

HF

CDHP POLICIES &
PROCEDURES
HF
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GET
IN TOUCH

FOLLOW US:

@westernu_cdhp

@Westernu Cdhp

909.469.5441

CONTACT US :

disabilityaccommodations@westernu.edu

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

909.469.5503

Lebanon: 2265 S. Santiam Highway, Room 1066,
Lebanon, OR 97355

mailto:disabilityaccommodations@westernu.edu
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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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	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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	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.
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	Advancing Humanism and Access through Support Services and Accommodations
	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
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	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
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	Kurtis Venema College of Health Sciences-NW - DPT-NW Academic Affairs Coordinator 541-259-0461 kvenema@westernu.edu
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	Caren Tse, B.A. College of Veterinary Medicine Academic Affairs Manager 909-469-5590 ctse@westernu.edu
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	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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