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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     
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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.

HF

HF

HF

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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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.

HF

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.
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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

Richard Lina, MHA
College of Osteopathic Medicine of the
Pacific (COMP) - DO Clinical Education
(OMS 3 & 4)
Senior Manager of Clinical Education
and Information Systems - Office of
Medical Education
909-469-5589
rlina@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

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:rlina@westernu.edu
mailto:maganae@westernu.edu
mailto:malderman@westernu.edu
mailto:mmckay@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

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

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:lmcmahon@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

2



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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ENROLLING IN
SERVICES
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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
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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.

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
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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

27
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Exam Notice for In-Person Exam
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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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POLICY & PROCEDURE 

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 Western University 
of Health Sciences (WesternU) 

Statement: WesternU is committed to providing qualified students with disabilities reasonable 
accommodation 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 framework for which HFCDHP establishes disability eligibility 
criteria, makes disability eligibility determinations, establishes appropriate reasonable 
accommodations, and the process for students to enroll in HFCDHP 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 U.S.C. § 12102(2)). Disabilities may include, but are not limited to, learning 
differences or disabilities, physical and mobility impairments, sensory impairments, psychological 
disorders, 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 qualify as a 
person with a disability or have no disability-related need for the accommodation or modification 
would not qualify for accommodation. 

WesternU is committed to providing reasonable academic adjustments, auxiliary aids, and/or 
program modifications (accommodations} to otherwise qualified students who self-identify as 
having a disability to ensure their equal access to the University's services, programs, and activities 
as required by federal and state law. 

HFCDHP is the designated office at WesternU to determine and approve specific academic 
modifications or accommodations. 

Verification of Disability 

It is the responsibility of the student with a disability to notify HFCDHP of an accommodation 
request and to provide appropriate documentation to substantiate the limitations of the student's 
disability. Students should review HFCDHP's Requirements for Disability Documentation. 

Eligibility for reasonable accommodations and services are determined holistically considering 
disability documentation, the student's report of how their condition impacts them, perceived need 
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for accommodations, history of accommodations (if any), and program requirements including 
technical standards. Lack of accommodation his·tory or specific documentation should not prevent 
a student from making a request for accommodation; however, to be considered a disability that 
warrants accommodation, the condition must limit one or more major life activities. H'CDHP may 
request additional documenta·tion to support an accommodation request if needed. 

Having received accommodations in high school through an Individualized Education Program (IEP) 
or a 504 plan does not automatically make a student eligible for services at Westemu. The student 
must register for services and provide supporting documentation for review; IEPs are not 
acceptable forms of documentation. If it is determined that a student is eligible to receive 
accommodations, the recommended accommodations may be different from those the student 
received in high school or during their undergraduate experience. 

Assessment and Accommodations 

HFCDHP's involvement in the accommodation process is intended to provide students wrth 
disabilities with the legally mandated and necessary support to work toward a higher education and 
provide legal protection tor faculty members and instructors. Should a student into rm their college 
of the need for academic accommodations, the college should refer the student to H'CDH P. The 
student should then contact HFCDHP to begin ·the accommodation request process. Students are 
required to complete the Student Intake Form and submit documentation of their disability to 
disabilityaccommodations@westemu.edu. Upon receipt, HFCDHP staff will reach out to the student 
within three (3) business days to schedule an appointment to begin the interactive process. Given 
H'CDHP's role in the accommodation process is to provide students with disabilities with the legally 
mandated and necessary support to work toward a higher education, any requests made by 
students directly to instructional personnel related to their academic courses, even if 
implemented, are not considered a reasonable accommodation. 

As each disability and the circumstances surrounding each request for accommodations are 
unique, accommodations for students will be determined on a case-by-case basis. Reasonable 
accommodations include but are not limited to academic modifications , auxiliary aids, test 
accommodations, assignment flexibility, mobility assistance, physical access, architectural 
modification, notetaker accommodations ,  disability management advising, accessible furniture, 
alternative media, real time captioning, and sign language interpreters. 

H'CDHP does not provide accommodations deemed unreasonable to include those that impose an 
undue economic or administrative burden on the University, fundamentally alter the academic 
program, an essential feature of the curriculum or technical standards of the program, lower the 
standards of the University, or jeopardize the safety of others. Moreover, HFCDHP does not provide 
services of a personal na·ture 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 H'CDHP Services 

Students will follow to the steps listed below to enroll in HFCDH P services: 

Procedure Steps: 

1 

2 

3 

4 

5 

6 

7 

8 

Action 

Complete and submit the electronic Student Intake 
Form. 

Submit documentation of a disabiUty to 
disabiliI:iiaccllrnrnodaiillDS@ltilest1:uau edu as outlined 
in the Requirements for Disability Documentation. 

Schedule an Introductory Meeting within three (3) 
business days of receipt of Student Intake Form and 
documentation. 

During the Introductory Meeting, HFCDH P's Associate 
Director, Director, or Disability Specialist will engage 
the student in the interactive process to discuss 
criteria for disability , student's self-report of disability, 
functional limitation(s), known or anticipated barriers , 
and potential reasonable academic accommodations 
and/or adjustments. 

Schedule Enrollment Meeting upon HFCDH P's 
determination that the student meets the criteria to be 
considered eligible for academic accommodations. 

During the Enrollment Meeting, HFc DH P's Associate 
Director, Director, or Disability Specialist will continue 
to engage the student in the interactive process to 
assign accommodations and review policies and 
procedures for accessing them. 

HFcoH P staff will email any necessary paperwork (i.e., 
Confirmation of Accommodations, policies , 
procedures, Confidentiality, Release of Information, 
and Maintenance of Records, and Student Handbook) 
to the student through DocuSign. 

Upon approval o·f academic accommodation(s), 
H'CDH P will issue an Accommodation Memorandum 
to the College Accommodation Liaison (CAL) and 

Responsible for Implementing 

Student 

Student 

HFCDHP Staff 

Student/HFCDHP Associate 
Director, Director, or Disability 
Specialist 

HFCDH P Staff 

StudentfHFcDHP Associate 
Director, Director, or Disability 
Specialist 

HFcoH P Staff 

HFCDHP Staff 

3 
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designated college staff. The student will be copied on 
the correspondence. 

9 The College has three (3) business days to implement 
the accommodation(s). Some accommodations 

require additional time to put into place. HFCOHP staff 
will work with the student's program faculty to ensure 

the accommodation is implemented as soon as 
possible and ·the student will be notified should this 

occur. 

10 Should a student be dissatisfied with the delivery of 
accommodations, determination about 
accommodations, or other issues of access, the 

student will be referred to the Student Academic 
AccQrnrnQdatiQ□l> Grie,.,aoce erQcedur:ei,. 

Implementation of Accommodations 

HFCDH P Staff 

Student 

4 

When a student is approved for academic accommodations, HFCDH P will need to notify the college 
at least three (3) business days before the accommodations can be implemented, HFCOH P will 
provide an Accommodation Memorandum to the College Accommodations Liaison (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 HFCDHP to 
implement reasonable accommodations and academic adjustments for students with disabilities 
and is responsible for managing student academic accommodations within the college. 

Accommodations are valid for the duration of the student's program unless otherwise stated on the 
Accommodation Memorandum. Provisional accommodations are 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. HFCDHP may implement 
accommodations for a specific duration to allow the student the time to obtain the documentation. 

Temporary accommodations are extended to students with temporary disabilities only for the 
duration of the functional limitations associated with their condition. 

Upon approval of accommodations, HFCDHP staff will also review the specific procedures for each 
accommodation for which HFCDHP has determined the student eligible. Students will be required to 
review, sign, date, and return the procedures to HFCDHP through OocuSign. Failure to return the 
procedures may result in a delay in implementation. 

Should a student experience barriers within their curriculum or assessments, the student is 
responsible to contact HFCDHP immediately·to discuss adjustments or modifications to ·their 
academic accommodations. Students can request a re-evaluation of their accommoda·tions or 
request new accommodations at anytime during their academic program. In such instances, 
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additional documentation may be necessary. Once approved, all accommodations wilt be 
implemented according to their scope and appUcation in all applicable settings, accommodations, 
however, are not typically retroactive. 

Defjnl t ions: 

Academic adjustments : modifications to how students pa rticipate 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 limits one or 
more major life activities; or a record of such impairment; or is regarded as having such as 
impairment [42 U .S.C. § 12102(1 )). 

Functional l imitations : a restriction or impairment in a person's abiHty to function in a way that falls 
within ·the normal range for the activity. 

Interactive process : is the process by which HFCDHP works together with a student to determine if 
the student has a qualifying disability that requires reasonable academic accommodations/ 
adjustments and the accommodations/adjustments that the instrtution will provide. 

Qualified student with a disability: a student with a disability who meets the academic and 
technical standards requisite tor admission or participation in the institution's educational program 
or activity (34 CFR Part 1 04). 

Reasonabte accommodations: modifications or adjustments to the tasks, environment or to the 
way things are usually done that enable individuals with disabilities to have an equal opportunity 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." 

Regu latory Information: Subpart E of Section 504 of the Rehabilitation Act of 1973, T itle I l l  of the 
Americans with Disabilities Act (ADA) of 1 990, the ADA Amendments Act of 2008, California and 
Oregon state law. 

Related Procedures : Accessible Media; Alternative Media Policy and Procedure; Exam Proctoring; 
Extension of Assignments; Requesting/Cancelling Sign Language Interpreters; and 
Requesting/Cancelling Remote Communication Access Realtime Translation (CART) Services 

Related Links: CDH P's Registration Process, CDHP Documentation Requirements 

Responsible Department: Harris Family Center for Disability and Health (HFCDHP) 

Contact: Director ot HFC DH P 

Email: djsabHityaccommodations@westernu edu 

Origination o,ate: 08/1 1 /2006 

Review Cate: 03/2 1 /2024 
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Title: Accessible M edia 

Effective Date: 3/20/2024 

PROCEDURE 

Applies to: All Students Enrolled at H'C DHP  with Accessible Media as an Approved Accommodation 

Statement: Closed captioning is critical fo r students who are D/deaf  or hard -of-hearing, or those 
who may have a disability that requires audio description. Regardless of whether the class is online 
or  in a class room, a student who receives this accommodation needs closed captioning for all films, 
DVDs, video clips (O nline or offline) ,  and transc riptions for all audio podcasts or  other medi a 
p resented in audio. 

Purpose: To delineate the process that HFCDHP employs to remediate 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: 

1 .  

2. 

Action 

Once H'CDH P's Associate Director, Director, or 
Disability Specialist app roves a student for accessible 
media services, HFCD H P  will notify the designated 
College Accommodation Liaison (CAL) by emailing the 
student's accommodation memorandum which lists 
the accom modations for which the student is eligible. 
The designated HFCDHP  staff member will email the 
CAL a notification requesting the student's course 
numbers and faculty names as follows: 

Dear [ Insert Name of CAL] : 

I am emailing you on behalf of HFC D H P, regarding [ln.s.e.rt 
Name of Student] who has an approved academic 
accommodation for closed captioned videos, an d 
t ra nscriptions for podcasts or other media in audio. 
Please email the names and course numbers for all 
applicable faculty members that H'CDHP will need to 
connect with to 
disabilit}lac;c;ornrnodations@westernu edu so that we 
can obtain their instructional materials. 

Please let me know if you have any questions. 

Responsible for Implementing 

HFC DHP Staff ( Director, 
Associate Director, Disa bility 
Specialist) 

HFC DHP Staff (Assistive 
Technology & Alternative Media 
Specialist) 
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3. 

4. 

5. 

6. 

7. 

Kind regards, 

The designated HFCDH P staff member will follow up via HFCDH P Staff (Assistive 
email at the following intervals ; Technology & Alternative Media 

• Email CAL within 2 business days rf course and Specialist) 

faculty information has not been received. 
• Email/phone call to Vice/Associate Dean within 

3 business days if course and faculty 
information has not been received. 

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

Upon receipt of course and faculty information, the H'CDH P Staff (Assistive 
designated HFCDHP staff member will contact faculty Technology & Alternative Media 
via email and request all video, podcasts, or other Specialist) 

media files be submitted to HFCDHP for closed 
captioning/transcription (audio only), Faculty will be 
advised to verify that the instructional materials do not 
have captions/transcriptions. The email also provides 
the details of the captioning process, file requirements, 
and the timeline for submission. 

• For videos under 1 0  minutes, 3 business days 
prior to show date (weekends excluded) 

• For videos 10-20 minutes, 5 business days prior 
to show date (weekends excluded) 

• For videos 20-60+ minutes, 1 4  business days 
prior to show date 

• For videos that require audio descriptions, 1 0  
business days prior to show date 

Upon receipt of files, HFCDHP will send the files to either HFCDH P Staff (Assistive 
H'CDHP's Assistive Technology and Alternative Media Technology & Alternative Media 

Specialist or to HFCDHP's approved vendor for Specialist) 

processing depending on length of file, number of files, 
and show date(s). 
The designated HFCDHP staff member will follow up on HFCDH P Staff (Assistive 
the processing status of the accessible media request Technology & Alternative Media 
3 business days prior to the show date. Speciatist) 

Upon receipt of closed-captioned materials or HFCDH P Staff (Assistive 
transcription files, the designated H'CDHP staff Technology & Alternative Media 
member will provide the files to the ·faculty and CAL Specialist) 

2 
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8. 

9. 

10. 

The faculty member is responsible for ensuring that all 
media being shown in classes with students approved 
for accessible media as an accommodation is 

captioned or transcribed (audio only). 

H FCDHP will maintain a copy of all materials that it 
captions/transcribes. 

If the accommodation is approved through the duration 

the of program, the designated H 'CDHP staff member 
will email the CAL one month before the start of each 
term .  

Definitions/Acronyms: 

Faculty Member 

HFCDH p Staff (Assistive 
Technology & Alternative Media 
SpeciaUst) 
HFcDH P Staff (Assistive 
Technology & AlterMtive Media 
Specialist) 

3 

Closed caption: Process of displaying text on a television, video screen, or other visual display to 
provide addition a I or interpretive information. Closed captioning allows the user to turn the captions 
on or off on offline videos. 

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

Hard of Hearing - Is a widely accepted term to describe individuals who have hearing loss. 

ADA - Americans with Disabitities Act of 1 990 

ADAAA - Americans with Disabitities Act Amendments Act of 2008 

HFCDHP - Harris Family Center for Disability and Health Policy 

WestemU - Western University of Health Sciences 

Regu latory Information :  Sections 504 and 508 of the Rehabilitation Act of 1 973; Americans with 
Disabilrties Act of 1 990; ADA Amendments Act of 2008, and aaplicable California and Oregon state 
law 

References, if applicable: 

Related Policy: Provision of Accommodation(s) ; Sign Language Interpreter Request/Cancellation 
Procedures tor WesternU Students and Patients who are D/deaf or Hard-of-Hearing; Real-time 
Captioning Request/Cancellation Procedures tor WesternU Students who are D/deaf or Hard-of­
Hearing 

Related L inks :  HFc DH e web page. proyision ot Accommodation rs) poi;cy 

Related Forms: MIA 

Responsible o,epartment: Harris Family Center for Disability and Health Policy (HFCDHP) 

Contact: Marcelle Daniels, Director of HFCDHP 
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Emai l: disabilltyaccommodations@westeru.edu 
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Envi ronmental Health & Safety Procurement 
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X University Risk Management 
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University Policy Office 

X University Student Affairs 
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Title: Alternative Media Policy and  Procedure 

Effective Date: 1 1 /20/2023, Rev. 8/1 3/2025 

POLICY & PROCEDURE 

Applies to: All Students with Disabilities Enrolled at HFC D H P  with Alternative Med ia as an Approved 
Accommodation 

State ment: Alternative media refers to an alternative or different format of materials, such as 
textbooks, which may include e-text, la rge print, B raille, text to s peech software, etc. In keep ing with 
the Harris Family Center for Disability and Health Policy's (HFCDHP)  policy that all students shall have 
equal access to educational materials, programs, facilities, admissions, a nd activities, HFC DHP 
makes every effort to provide material in alternate formats for students with disa bilities. 

Purpose: This policy was designed to delineate HFCDH P's p rocess to provide students app roved for 
this accommodation with timely and  effective Alternative Media Services. 

Related I nformation: 

The Assistive Technology and Alternative Media Specialist will meet with the student to determine 
the app ropriate format their a ccessible materials will be in .  Students are p rovided with 
demonstrations of the available text-to-speech softwa re (Ku rzweil 3000 and Speechify) to determine 
the best option and additional training is provided as needed. 

Students are responsible for submitting the Alternative M edia Request form each term accessible 
materials are needed, specifically for those materials that are not already availa ble in digital format 
through WesternU or in an accessible electronic format. 

Materia ls released to students will need to have proof of p u rchase (receipt) submitted each term. For 
students enrolled in the College of Dental M edicine or College of Optometry using Vital Source, the 
WesternU 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 
term requested . 

If requested materials are not availa ble from in-house lib ra ries or pu blishers, students will be n otified 
via their Western U email to provide a digital file or bring thei r hard copy books/cou rse materials to 
HFCDH P for in-house scanning. Scanning, depending on size and volu me, may take one to two 
business days. Students will be emailed when their hard copy mater ials are ready for pickup. 

H•CDHP may cancel a ny textbooks/course materials req uested for in-house scanning and conversion 
if they are not received by the requested date stated in the email. This includes digita l materials that 
a re requested for conversion. If students are unable to provide their materials by the requested date, 
they must contact HFCDHP immediately for an extension. 

Students renting physical textbooks s hould note that HFC DHP cannot cut and scan them. This also 
includes a ny book materials checked out from the Harriet K. a nd Philip Pumerantz Libra ry. 
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Any questions or concerns regarding the alternative media accommodation, formats provided, or 
difficulties accessing provided files should be directed to the Assistive Technology and Alternative 
Media Specialist at djsabjljtyaccommodatjons@westernu.edu. 

Alternative media is intended solely for the educational purposes of the student. According to the 
Copyright Revisions Act of 1 976, as amended [ 1 7  U.S.C. Sec. 1 0 1  et seq.], students may not copy, 
duplicate, or distribute the alternative media. 

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

Procedure Steps: 

1 .  

2. 

3. 

4. 

5. 

6. 

7. 

Action 
Students submit a request for alternative media by 
filling out the Alternative Media Request Form 
completely and submitting it to HFCDH P  via email at 
disabilityaccornrnoda!ioos@westemu edu. The form 
can be found on the "Services" webpage at 
btt0s·L£SI:at1e� !lllasteca11 ai:111�dt1Qll.dll12-
setYiceslalternati11e-rnedial1tacco[dioo-l-button. 
Incomplete forms may result in delays while the 
information is being obtained .  
Students can submit their additional materials o n  the 
Attern ative Media Request Form. Students are 
responsible for providing all materials that are not on 
the required book list to " 'CDHP for scanning and 
conversion. Digital files may be emailed to 
djsebilityaccommodatioos@wesiemu,edu white 
physical copies must be brought to the H'CDHP office 
during normal business hours. 
Students must submit textbooks, digital, and/or printed 
materials by the date requested by HFc□H P.  Timely 
submission will ensure faster delivery of alternative 
media. 
" 'CDH P will communicate with students regarding the 
status of their materials via their WesternU email. Thus, 
it is important that students waiting for alternative 
media check their email regularly. 
It is the student's responsibility to contact HFCDHP 
about any changes in their course registration or 
materials needed. 
I t is the student's responsibility to contact HFCDHP if 
they encounter trouble submitting materials (i.e., 
instructor has not announced ma·terials, book is out of 
stock, source is already in electronic format). 
Students can submit their receipt(s) as soon as they are 
available after submitting their request. If there are 

Responsible for Implementing 
Student 

Student 

Student 

StudenVAssistive Technology 
and Alt Media Specialist & 
HFCDH P Staff 

Student 

Student 

Student 
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issues securing a receipt, please contact the Assistive 
Technology and Altern ati1,1e Media Specialist for 
assistance, Receipts should be submitted as PDFs, 
JPEG/PNG image or Word Doc to 
di:iabi!iblai;;i;;QmrnQda!iQ□:l@we:.tem!.I ed!.I and should 
be labeled with the student's first initial ,  last name, 
college and graduation year, and the term the receipt is 
for. 

8. Third-party receipts and or/purchases from fellow Student/Assistive Technology 
students will not be accepted as proof of purchase. and Alternati1,1e Media 

Specialist/HFCDHP Staff 
9. Students enrolled in the College of Dental Medicine or Student 

College of Optometry using Vital Source can request a 
receipt from the WesternU bookstore by emailing them 
at !';;!l[IIR!J:i:i!Qre@we:i!em!.l,!ld!.I. Submit the copy in the 
appropriate ·forma·t to HFCDHP. 

10. When materials are completed, they will be uploaded to Assistive Technology and 
the student's library (Kurzweil 3000) or uptoaded and Alternative Media 
shared through a Google Shared Drive (Speechity, etc.). Specialist/HFCDHP Staff 
Students will be notified 1,1ia email that they ha1,1e been 
uploaded.  Students receiving Braille will be emailed 
their materials are ready and may schedule to pick 
them up from HFCDHP during normal business hours. 

1 1 .  Books that are listed as rentals, this includes Assistive Technology and 
subscriptions, are on ly a1,1ailable for the duration of the Alternati1,1e Media 
rental/subscription period. SpecialistfHFcDHP Staff 

12. For materials that are pro1,1ided through Canvas by the Student 
instructor, students will need to download the materials 
and then upload them into their assigned platform 
(Kurz.well 3000 or Speechify) . Students needing a 
refresh er course on the features o·f their approved 
software should contact the Assisti1,1e Technology and 
Alternati1,1e Media Specialist via email. at 
disabiliI:i£ai;.i;.Qmmi:idaiiQ□s@westemu adu. Materials 
pro1,1ided through Adobe Shelf or Red Shelf cannot be 
downloaded and uploaded into the software HFCDHP 
provides; however, they do possess read aloud 
functions and marking features similar to what is 
offered. 

13. Any questions or concerns regarding the alternative Student 
media accommodation, formats provided, or 
difficulties accessing pro1,1ided fi les should be directed 
to the Assisti1,1e Technology and Alternative Media 
Specialist at 
disability'.accommodatio□s@wastemu edu. 
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Det initions: 

Major Types of Alternative Media 

Electronic Text { E-Text) such as Microsoft Word or Adobe PDF files, which can be accessed on a 
computer with screen reading or screen magn ification software .. E-text can be easily stored, 
searched, and indexed, and can be converted to large print or B raille. E-texts are either c reated on 
campus  by scann ing the mater ial or are acqu ired from the publishers, under the provis ions of AB 
422, which requ ires publishers to provide E-text to students with d isabiliti es. 

La rge print documents for those with suffic ient vision are often desirable .  Although they are 
somewhat bulky, materia ls in large print have the advantage of being relatively portable and requ iring 
no spec ia l  equ ipment while conveying all the graphic and spati a l  information contained in the 
original  material. 

Bra i lle is a system of read ing and writing which is used by approximately 1 0  percent of blind and 
visually impai red ind ividual.s. Bra i lle can be qu ickl.y referenced without any equ ipment and can 
include charts, tables , s imple d iagrams ,  and a reasonable approximation of the format of a printed 
document. 

Text-to -speech software is a type of assi stive technology that reads digital text out loud. I t  i s  often 
used by severelyvi sually impa ired or blind i ndividuals to read texts and has been expanded ·to include 
individuals with learn ing and cogn itive disabilities, and English language learners. Kurzweil 3000 is 
one of the text-to-speech softwares that HFcDH P provides as an option to students and enables the 
user to make notations and create study gu ides from ass igned reading materi als .  Speechrfy is the 
other option and a llows students to have their text read out loud to them. 

References, if applicable: 

Related L inks: HFCDHPAltemative Media; Introduction to Kurzweil 3000; Learning Speechify 
Iulw:ial 

Related Forms: Alternative Media ReQuest Form. Alternative Media copyright Agreement 

Responsible o,epartment: Harris Family Center for Disabi lity and Health Policy ( H•c□HP) 

Contact: Consuelo Sanchez. ,  Alternative Media & Assistive Technology Consultant 

Emai l: djsabjlityaccommodatjons@westernu edu: csanchez@westernu edu 

Policy reviewed by: (check all that apply) 

�cademic Senate X General Counsel Provost's Office 

Biosafety Committee Human Resources Radiation Safety Committee 

Board of Trustees IACUC VP Research & B iotechnology 

Chi ef Financial Officer I nformation Technology Sponsored Programs 

Clinic Administration Institutiona l  Review Board X University Risk Management 
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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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Title: Animals on University Property Policy 

Effective Date: 8/1 7/2024 

Applies:  University Wide 

POLICY 

Statem ent: All individuals on university property are generally prohibited from brin ging animals, 
including pets, into any buildings or other controlled areas on university property. However, 
in dividuals with disabili t ies a re allowed to bring se rvice an ima ls and emot ional sup port animals 
onto university property as defined and specified within . Refer to the Definitions section for 
a dditional requirements. EXCE PTION : Ind ividuals bringing their pet(s)  to the Pet Health Center fo r 
treatment are a llowed on campus, subject to com pliance with Sections I l l  a nd IV of this policy. 

Pu rpose: To provide guidance on implementing the rules and regulations concern ing emp loyees, 
affiliates, students, and visitors bringin g animals on u n iversity property. 

I .  Related Information : 
A. Service Animals : Western U permits the use of trained service an imals and service animals 

in training assisting people with disabilities (e.g . , visitors or others) on its campus in areas 
o pen to the public consistent with the provisions  of this policy and applicable law. 

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

1 .  I s  the service animal required beca use of a disab ility? 
2. What work or tas k  h as the animal been trained to perform? 

a. Admission of a service anima l may be denied if : 
1 )  a n  individu a l  a n swers "No" to the question :  " Is the animal req u i red because of a 

disab ility?" or 
2)  if the i nd ividual is unable to describe any work or tas k that the animal has been 

trained to perform 
b. If the 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 assista nce needed with wayfinding, etc. 

c. Staff sh ould not limit the service animal's access in any way except where specified 
below. 
1 )  With respect to these inquiries, staff should not ask a bout the person's 

disability, require medical documentation, require a special identification card 
or training documentation for the animal or 

2) Ask that the an imal demonstrate its ability to perform the work or task. 
C.  Permitted Access : A service a nimal is generally permitted to be on u niversity prope rty in a ny 

p lace where the animal's handler is permitted to be, although there are specific locations 
and activities on university property where al l  animals are prohibited for health and safety 
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reasons (e.g., where the animals may be in danger or where their use may compromise the 
integrity of research/service). 

1 .  These areas may include, but are not limited to, the ·following (ADA 201 O Revised 
Requirements , Service Animals : Guidance for Handlers of Service and Therapy 
Animals, Healthy Pets, Healthy People, CDC) : 

a. Operatory Suites where medical gases are in use, (e.g. , the Dental Center, Pet 
Health Center's OR suite); 

b. Treatment Rooms in the Foot and Ankle Center;  
c. Wound Care Center; 
d. Central Processing Department in the Dental Center; 
e. Gross Anatomy Labs, including but not limited to the Human and Animal Lab; and 
f. Research Labs where toxic chemicals or fumes are being used or are present. 

2 

II. Service Animals: Members of the campus community and visitors are prohibited from interfering 
in any way with a service animal or the duties it performs. 

A Care of a Service Animal during a prolonged procedure: If any campus community member 
or visitor requires a prolonged procedure at the Pomona, CA, Patient Care Center, 
information should include discussion for the care of the service animal prior to the 
procedure appointment. If the procedure is going to take place in a prohibited area, as listed 
above, the owner must make animal care arrangements. The owner has the option of 
boarding the animal at the Westernu Pet Health Center (only on the Pomona campus), tor a 
fee. 

B. Students wi th Service Animals: Students who use service animals are recommended to 
contact H'CDHP to register as a student with a disability, Additionally, H'CDHP may request 
proof of vaccinations it required by state and to cal laws. 

C. Service Animal in Training: Uni11ersity staff may not: 
1 .  Ask an indi11idual about the nature or extent of a disabilrty that the individual has or 

may have. 
2. Require an individual to provide documentation proving that an animal is a service 

animal in training; or 
3. Notwithstanding any fee or admission charge imposed for pets , require that a person 

with a disabiti ty or a service animal trainer pay a tee or admission charge for a service 
animal in training, 

D. A person with a disability or a service animal trainer must maintain control of a service 
animal or service animal in training. Except as provided in this subsection , control shall be 
exerted by means of a harness, leash, or other tether. l ·f 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 animat is trained or is being trained, control may be exerted by the effective use of 
voice commands, signals, or other means. It an animal is not under control as considered in 
this subsection, the university may consider the animal to be out of control. 
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1 1 1 .  Emotional Support Animals : Emotional support animals are not typically trained to perform 
specific jobs or tasks. 

3 

A. Students and Emotional Support Animals: Federal law requires the reasonable 
accommoclation of an emotional support animal in a university owned residence hall or 
campus apartment. WesternU cloes not own resiclence halls or provicle campus housing for 

students. Consequently, students are generally not permitted to bring emotional support 
animals on campus or to cUnical rotation sites. Students may contact Hr CD HP for adclitional 
information. 

B. Employees and Applicants for Employment ancl Emotional Support Animals: 

1 .  Emotional support animals may be designated as a reasonable accommodation for a 
clocumentecl disabil ity. 

2 .  The accommodation must be a rranged through Human Resources (HR) prior to 
bringing the animal onto university property. 

3. These determinations are done on a case-by-case basis, and in accordance with 
applicable laws and regulations. 

4. Employees should contact HR to obtain aclditional information regarcling the criteria. 
5. Prior to allowing an employee to have an emotional support animal, H R  may require a 

letter from the employee's health care provicler stating that the employee has a 
disabiUty and explaining why the animal is necessary as an accommodation to allow 
the employee to perform the essential job functions ancl may require confirmation 

that the animal meets the minimum standards as defined by applicable law. 
C. Inquiries regarding Employees, Applicants for Employment wi'th an Emotional Support 

Animal: If an individual is unsure why an employee has an animal on campus, they may 
confirm with HR that this is an accommodation . 

IV. Responsibilities of Handlers : The University is not responsible for the care, foocl , or supef\lision 
of a service animal or an emotional support animal. While on university property, a sef\lice 
animal or an emotional support animal determinecl to be a reasonable accommodation must be 

under the full personal control of their handler at all. times and subject to the following: 

A. Animals may not be left unattendecl at any time on university property. Note, a patient or 
visitor who uses a service animal need not personalty care for the animal and may 
clesignate a family member or friend to care for the animal. However, that designated 
indiviclual will be helcl to the provisions within in thei r handling of the service animal. 

B. Service Animals: WesternU permits the use of trainecl service animals ancl service animals 
in training assisting people with disabilities (e.g . , visitors or others) on its campus in areas 
open to the public consistent with the provisions of this policy and applicable law. 

C. Permittecl Inquiry: University faculty ancl staff are allowed to make the following inquiries to 
determine whether an animal qualrfies as a service animal: 

1. Is the service animal required because of a disabiU·ty? 
2. What work or task has the animal been train eel to perform? 
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D. Animals must be accompanied by the owner or the owner's designated responsible party at 
all times. 

E. Animals are not allowed to walk freely on university property. 
F. Animals may not be tied or tethered to any university property, including but not limited to 

buildings, railing, bike racks, fire hydrants, signposts, benches, and trees, and may not run 
loose anywhere on campus. 

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

H. Handlers are 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 the property, the handler may be prohibited from bringing the animal onto 
university property, See Removal of Service or Emotional Support Animals below. 

I .  Handlers must comply with all applicable laws and regulations tor the presence of animals 
in public places as mandated by state or local ordinances (e. g. , vaccination, licensure, 
animal health and leash laws). 

J. Handlers are responsible for educating others 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 replacement and repair of university or other individuals' assets, including grounds , 
personal property, and improvements. 

M. Animals must not be allowed to disrupt of interfere with universfty activities including but 
not limited to teaching research , service, or administrative activities. Exception; If the 
service animal needs to be intentionally disruptive as part of their function (e.g., A service 
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. 

N. If the animal is unruly or disruptive (e.g., not well behaved, housebroken, barking , allowed 
to wander in a classroom, etc.) or if the handler fails to maintain control of the animal, the 
handler must regain control immediately or remove the animal from university property. If 
the improper behavior continues or happens more than once, the handler may be 
prohibited from bringing the animal on university property to be determined on a case-by­
case basis by HFCDHP. See Removal of Service or Emotional Support Animals below. 

V. Removal of a Service or Emotional Support Animal: The University may require an individual to 
remove a service animal, or an emotional support animal determined to be a reasonable 
accommodation from university property on an individualized basis and genera lly when one of 
the ·following conditions exist : 

A. The animal is disruptive and not effectively controlled. 
B. The animal is not housebroken. 



51

Advancing Humanism and Access through Support Services and Accommodations

C. The animal's presence, behavior or actions pose an unreasonable or direct threat to 
property and/or health and safety of others; and/or 

D. When the presence of the service animal would fundamentaUy alter the program, benefit, 

service, etc. 
1 .  In the event that the animal is being considered for removal and/or immediately 

removed or banned from campus (e.g., generally when there is an immediate health 
and safety concern), the University will engage in a good faith process, through 

" 'CDH P, with the individual to determine if other accommodations will effectively 
allow the individual to participate in ·the program, service, or activity. 

5 

2. In rare circumstances (e.g . ,  direct threat or health and safety concerns), the University 
may have to initiate the separation of an animal from its owner, based on the above. 
Staff must report the incident promptly to a supervisor and complete the online 
Incident Report The supervisor will then notify the University's Risk Management 
Department. 

Note: 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 HFCDHP requiring the immediate 

removal of the animal from the campus and/or ban of the animals' presence on campus. Failure to 
adhere to such a directive may result in disciplinary action and/or sanctions. 

VI. 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 to separate an owner from their animal. 

VI I .  Pet Therapy Animal Events: WestemU allows uses of pet therapy animals and handler teams at 
certain University events in accordance with ·the following requirements: 

A. Current registration with a recognized national Pet Therapy organization, (e.g . ,  TDI)  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 documentation does not 
meet this 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, ID badge). 
C. Animal and handler have been invited to a University sanctioned event. 
D. The team is accompanied by a designated WesternU employee. 
E. Authorization to enter specific loca·tions within campus buildings including dates, times, 

and specific rooms , may be required prior to the animal/handler team's arrival. 
F. Comptiance 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 is not responsible for the care , food, or supervision of any pet therapy 
animals utilized in approved events. Pet therapy handler{s) and/or team is expected to 
maintain full control over the animals and incur/cover any resulting liability and/or damage 
caused by such animals. Note: Any other desired use of a pet therapy animal must be 
permitted through HFCDHP prior to the animal being on campus. See Emotional Support 
Animats above. 

6 

VIII. Appeals or Grievances: Any individual who feels that they have been unfairly denied the ability 
to bring a service animal onto university property, or who teets that they have been unfairly 
denied the ability to have an emotional support animal in the workplace may file a grievance. 
Students may file a grievance with H'CDHP. The grievance procedure can be found at 
htt:ps•lfwwwwesternu edu/cdhp�. All others should file a grievance with 
the Title IX office (https ://westernu .guardianconduct.com/student-portaVnew-report). 

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

A. Employees or students who possess an objection to the presence of a service or emotional 
support animal should contact HFcoH P to discuss their concerns. Objections could be 
based on conflicting health conditions (e.g., respiratory diseases, asthma, or severe 
allergies), religious grounds, phobias, or other psychological problems with animals. 
H'CDHP wil.l work to reasonably accommodate individuals with a tegitimate ground for 
objection to ensure that both individuals are adequately accommodated, as appropriate. 

B. Visitors or others who possess an objection to the presence of a service or emotional 
support animal during their time on campus should notify Campus Security to discuss their 
concerns. Staff will take reasonable steps to address the concerns while also ensuring that 
all reasonable modifications are made without regard to disabilrty , such that handlers aren't 
disproportionately asked to relocate. Staff is expected to follow standard infection 
prevention and control as well as environmental surface cleaning procedures following 
visitation by a service animal. 

X. Exclusions: This policy does not apply to animals used in classes on campus, based on requests 
by ·facutty tor such use. Non-research animals used in classes require prior permission from the 
academic unit head, Dean, and Risk Management. 

A. This policy does not apply to 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. 

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

XI .  Reporting Potential Violations by Employees or Students: 

A. Potential violations of this policy may be reported to H FCDHP. 
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B. A report of a potential violation may result in a directive from H•coH P requiring the 
immediate removal of the animal from the campus and/or ban of the animals' presence on 
campus during the assessment of the report. 

C. Any employee or student determined to have violated this policy, including any H'CDH P 
directives, may be subject to discipline and/or sanctions, in accordance wi·th University 
policies and procedures . 

Definitions: 

Emotional 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 emotional 
support animals , therapy animals , or comfort animals. This animal provides comfort or support for 
a person with a disability but does not have any individualized training to perform work or tasks. 

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

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

Pet Therapy Animals: A Pet Therapy Animal and Handt.er Teams are used to achieve specific 
physical, social, cognitive, and emotional goals with those undergoing this form of therapy. The 
animal and its handler have had extensive training and completed certification requirements by a 
national organization such as Therapy Dogs International (TDI). 

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

7 

Service Animal: A dog, and in some specific instances a miniature horse, 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, sensory, psychiatric, intellectual, or other mental disabilities. Service 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 to provide comfort or emotional support do not qualify as 
service animals. The work or task that the animal performs must be directly related to the 
individual's disability. Examples of such tasks include, but are not limited to, assisting those with 
low vision or total blindness in navigation; alerting individuals who are deaf or hard of hearing to the 
presence of people or objects; pulling a wheelchair or stabilizing a person's gait; retrieving items 
such as medicine or the telephone: recognizing and assisting during seizures: alerting individuals 
who may be experiencing flashbacks of emotional trauma; or providing stability for mobility 
purposes. In rare circumstances, a miniature horse may serve as a service animal and will be 
handled on a case-by-case basis in accordance with criteria outlined under applicable laws and/or 
regulations. 
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University Property: For the purposes of this po licy, university property includes all a reas owned or 
controlled by the university, all work s ites for university employees, all class s ites for students, a ll 
event s ites for un iversity events, and all other venues in which the un iversity controls the s ite. 

Regulatory Information: 

• AAVMC Guidelines for Service Animal Access to Veterinary Teaching Fac ilities, August 2 ,  
20 1 9  

8 

• Americans with Di sabilrties Act ( "ADA") governs the use of service animals by individuals 
wrth d isabi lities. See 42 U .S.C. § 1 2 . 1 01 , et . seq . ;  28 C. F.R .  Part 35, §§35 .1 04 ,  35 . 1 36, See in 
particular: 28 C. F.R .  Part36 §36 . 101 , 361 .04 & 28 C . F. R .  § 36.208. 

• Americans with Di sabilrties Act: Service Animal  
https:/lwww.ada .gov/service_an imals_201 0 

• The Cali fornia Department of Fair  Housing and Employment regulations govern the use of 
ass istive animals by individuals with d isabilities in the workplace. 

• Centers for Di sease Control and Prevention: Guidelines for Environmental I nfection Control 
in Health-Care Facilities, 2003 . 

• CA: (c) Visually impa ired or blind persons and persons licensed to tra in gu ide dogs for 
ind ividuals who are visually impaired or blind pursuant to Chapter 9 .5  (commencing with 
Section 7200) of Divis ion 3 of the Bus iness and Professions Code, or gu ide dogs as defined 
in the regulations implementing Title I l l  of the Americans  with Disab ilities Act of 1 990 
(Public Law 101-336) , and persons who are deaf or ha rd of hearing and persons authorized 
to tra in  s ignal dogs for individuals who are deaf or hard of hearing, and other ind ividuals 
with a d isability and persons authorized to train se,rvice an imals for i nd ividuals with a 
disabi lity, may take dogs, for the purpose of tra in ing them as gu ide dogs, signa l  dogs , or 
service an imals in any of the pl.ace specified in subdivis ions (a ) and (b) .  These persons shall 
ensure that the dog is on a leash and tag i ssued by the county clerk, animal  control 
department, or other agency, as authorized by Chapter 3.5 (commencing with Section 
30850) of Divi s ion 1 4  of the Food and Agricultura l Code. In  additi on, the person shall be  
liable for any provable damage done to  the  premises or  faci lities by h is  or  her dog. 

• OR: A place of pub lic accommodation or of access to state government services, programs 
or activities may not 

a) Ask an individua l  about the nature or extent of a disabi lity that the ind ivi dual has o r  
may  have; 

b) Require an individual to provide documentation proving that an animal is an 
ass istance an imal or an assistance animal trainee; or  

c ) Notwithstanding a ny fee or admission charge imposed for pets , require that a 
person with a d isabi lity or an assi stance an imal tra iner pay a fee or admission 
charge for an  assistance animal  o r  ass istance animal trainee. 

Related Procedure: N/A 

Related Links: Service - Emotional Supgort Animals 
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Responsible o,epartment: Harris Family Center for Disability and Health Policy (H'CDHP) 

Contact: Director of H Fc DH P 

Email: disabilityaccommodations@westernu.edu 

Policy reviewed by: (check all that apply) 

�cademic Senate X General Counsel 

Biosafety Committee Human Resources 

Board of Trustees IACUC 

Chief Financial Officer Information Technology 

Clinic Administration Institutional Review Board 

Dean's Council Operations Council 

Directors of Operations President's Office 

Environmenta l Health & Safety Procurement 

Provost's Office 

Radiation Safety Committee 

VP Research & B iotechnology 

Sponsored Programs 

X University Risk Management 

University Compliance Office 

University Policy Office 

X University Student Affairs 
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Title: ham Proctori ng Procedures 

Effective Date: 1 1 /20/2023 

PROCEDURE 

Applies to: All Students Enrolled at the Harris Fami ly Center for Disability and Health Policy (H'CDH P) 
with Exam Accommodations 

Statement: Providing alternative testing is a collaborative effort between H'C DHP and the progra m. 
HFCDHP p rovides p roctoring of  exams for students with documented disab ilities. The proctoring 
se rvice is designed to ens u re that ap propriate accommodations are provided and to a ssist the 
faculty in administering req uired examinations and quizzes . Faculty are not required to util ize 
HFC D H P's services as long as the necessa ry accom modations are provided .  

Pu rpose: The purpose o f  this procedure i s  t o  clarify the roles o f  students, HFCDHP staff, a n d  proctors 
in arra nging for and proctoring exams . 

Related Information: Provision of Academic Accommodation(s) Policy 

Procedure Steps: On Campus - In person 

1 .  

2 .  

3.  

4 .  

5 .  

6.  

Action 
HFCD H P will obtain student(s) quiz/exam schedule from 
their college. 
Students a re responsible for notifying H'C D H P  staff and 
their College Accommodation Lia ison (CAL) by e mail at 
least 3 busi ness days prior to the scheduled quiz/exam 
if they choose not to take it at HFCDHP. 
HFCDHP  staff will email an Exa m Notice containing the 
date, time, location, a llowed testing materials, and the 
proctor's name to the student a nd their CAL by the end 
of the business day prior to the scheduled quiz/exam. If 
a student notices an error on the Exa m Notice, the 
student must notify the college and HFC DHP 
immediately. 
Student's quizzes/exams will be scheduled on the same 
date and a s  close to the cla ss quiz/exam time as 
possible. N ote: Schedule is su bject to change. 
Students are advised to check their WesternU email the 
morning of  the quiz/exam. 
Students must present their WesternU badge to the 
p roctor to check in for the quiz/exam. 
Students who arrive late for a q uiz/exam will need to end 
at the scheduled time indicated on the Exam Notice 

Responsible for Implementing 
HFCDHP Staff 

Student 

HFC DHP Staff/Student 

H'C DHP Staff/Student 

Student 

Student/H'C DHP Staff 
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emai l. No add itional time will be granted . Students will 
be considered late if they are not in their assigned 
testing room five (5) minutes pr ior to the scheduled 
quiz/exam start time. AU late a rri1,1a ls are reported to the 
appropriate CAL. 

7. Students are required to download their quiz/exam prior 
to a rriving at the designated testing location. Students 
must arrive 1 5  m inutes prior to a scheduled quiz/exam 
start tirne. 

8. Students a re only a llowed the fo llowing i tems during a 
quiz/exam:  laptop (depending on format of exam), pen, 
penci l, eraser, any test spec ific materi als appro1,1ed by 
the co llege, and any items appro1,1ed as an 
accommodation by HFcDHP. 

9. Screen protectors/pri1,1acy screens must be removed 
before testing. The proctor  must have an unobstructed 
1,1iew of the exam screen. 

10. Students are permrtted to bring a light snack .  Snacks 
must be in the original wrapping or in a c lear conta iner. 
Be1,1era ges and medication should be in a clear 
container. All items are subject to inspection .  

1 1 .  Lockers will b e  provided for students testing on he 
Pomona campus at "'CDHP, Bui lding 390 to store their 
personal belongings . Students must store a ll 

unapproved testing materials in the locker. Cell phones 
must be on s i lent prior to placing them in the locker. The 
key must be returned to the proctor  at the end of the 
examination. Students a re responsib le tor wiping down 
their locker after use. 

12. Students may not access thei r locker/backpack or 
personal belongings without the accompaniment of the 
proctor once a student has been cleared by the proctor 
to enter the exam room. 

1 3. Students wi ll be pro1,1ided ear plugs or noise canceling 
headphones upon request . Students are advised that 
supplies are limited. 

14. Before entering the exam room,  students are 
respons ible for reviewing and confi rming that a ll 

i nformation on the Proctor Form is correct and they 
have initia led the marked areas on the form. It there is a 

Student 

Student 

Student 

Student 

H FCDH P Staff/Student 

Students/HFCDH P Staff 

H 'CDH P Staff 

Student 

2 
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1 5. 

16. 

17. 

1 8. 

19. 

20. 

21 . 

discrepancy, the student must notify the proctor 
immediately. 
Cameras will be placed in aH rooms designated for 
testing within HFCDHP, Building 390, tor viewing ancl 
recording. Once the quiz/exam begins, students must 
remain in the camera's view. 
Students are not permittecl to navigate outsicle of their 
exam software unless approved by their college and 
H FcoH P is notified. 
Students must inform the proctor when a restroom 
break is needed. The proctor 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 
time. 
Students are not allowed to leave the builcling in which 
the testing is taking place until they have completed 
their quiz/exam and have been cleared by the proctor to 
depart. In the event of an emergency, the proctor will 
guicle students out of the building to the clesignatecl 
WesternU safety location. 
If a student has a question related to the quiz/exam, the 
proctor will contact the CAL for clarification .. 
Upon completion o·f the quiz/exam, students are 
responsible for: 

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

• Exiting the room quietly and checking out with 
the proctor. 

• Showing the Green Screen to the proctor who 
will verify quiz/exam is complete ancl collect all 
testing materials provided by the college. 

Students must follow westernU's Stanclards of Student 
concluct. HFCDHP staff will report all inciclents in which 
academic integrity may have been compromised to the 
student's College. 

Procedure Steps: OnUne - Zoom 

Act ion 
1 .  H'CDH P will obtain student(s) quiz/exam schedule from 

their college. 

3 

Student 

Student 

Student/HFCDHP Staff 

Student 

Student/H'CDHP Staff 

Student 

Student/HFCDHP Staff 

Respons ible for Implementing 
H'CDH P Staff 
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2. 

3. 

4. 

5. 

6. 

7. 

8. 

9. 

10. 

1 1 .  

12. 

HFCDH P  staff will email an Exam Notice with the da·te, 

time, Zoom link ,  allowed testing materials, and proctor 
name to the student and the CAL by the end of the 

business day prior to a scheduled quiz/exam. If the 
student notices an error on the Exam Notice, the 
student must notrfy the college and HFCDHP 
immediately. 

Students should be prepared before the start of the 
quiz/exam. Testing device and proctori ng device should 
be fully charged, near an outlet , with the charging cable 
or external charger. 

Students should secure a quiet testing location with 
good internet access. Students should be the only 
person in the selected testing space. 

Students must cover all additional monitors and close 
applications, except Zoom, on the proctoring device. 
Students are not permitted to navigate outside of their 
exam software unless approved by their college and 
HFCDH P is notified. 

Students must clear their testing surface of all non-
approved testing materials. 

Students should position the proctoring device in a 

manner that the proctor can see the student's face, 
both hands, keyboard, and approved testing materials. 

Students may use ear plugs (foam) for noise reduction. 

The proctor will review and approve prior to the student 
commencing the quiz/exam. No ear buds or 
headphones wilt be permitted. 

Screen protectors must be removed before testing. The 
proctor must have an unobstructed view of the exam 
screen. 

Students should sign into Zoom at least 1 5  minutes 
prior to the testing time noted on the Exam Notice to 

allow the proctor time to verify their identity and scan 
the student's testing space and approved testing 
materials. 

Students must message the proctor privately through 
the chat feature and drop a picture of their Student ID. 

Students wishing to preserve their identity from other 
testers may change the name in their Zoom tile to their 
Student ID. 

HFCDH p Staff/Student 

Student 

Student 

Student 

Student 

Student 

Student/HFcDHP Staff 

Student 

Student/ HFCDHP Staff 

Student/ HFCDHP Staff 

Students 

4 
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1 3. The proctor will provide the quiz/exam password to the 

student before starting quiz/exam.  

14 .  Once the qu iz/exam begins, students and the proctor 

will mute their microphone and use the chat feature to 

commun icate throughout the testing process. 

1 5. Once the qu iz/exam begins, students should min imize 
looking around and ·focusing on objects/items that are 

not approved testing materials. 

16. Students must info rm the proctor when a restroom 
break is needed. The proctor will note the start and end 

t ime of the restroom break on the Exam Proctoring 
Form. 

17. Upon completion o·t the qu iz/exam,  students are 

responsible for: 
• Notifying the proctor ot completion using the 

chat feature. 
• Showing the Green Screen to the procto r, who 

will verify the quiz/exam is complete . 
• Shredd ing scratch paper or  c learing the 

whiteboard and presenting it to the proctor (if 
applicable) . 

1 8. Students must follow WesternU's Standards of Student 

Conduct. H 'CDHP staff will report all incidents in which  
academic integrity may have been compromised to the 

student's College. 

Definitions/Acronyms: 

ADA - Americans with DisabiUties Act of 1 990 

ADAAA - Amer icans with Disabi lities Act Amendments Act of 2008 

HFCDHP - Harris Fami ly center tor Disability and Health Policy 

WestemU - Western University of Health Sciences 

H FCDH P Staff 

Student/H'CDHP Staff 

Student 

Student 

Student/HFCDHP Staff 

Student/HFcDHP Staff 
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Regulatory Information:  Section 504 ot the Rehabili tation Act of 1 973; Ameri cans with Disabili ties 

Act of 1 990; ADA Amendments Act of 2008, and applicab le California and Oregon state law 

References, if applicable: 

Related PoUoy: Provision of Accommodation(s) 

Related L inks :  H FcDHP Webpage Fxam Accommodations. Provi sion of Accommodation(s) Po licy 

Related Forms: Student Exam Day Policy and Procedures, Proctor Form 
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Responsible o,epartment: Harris Family Center for Disability and Health Policy (H'CDHP) 

Contact: Marcelle Daniels, Director of HFCDHP 

Email: disabilityaccommodations@westeru.edu 

Policy reviewed by: (check all that apply) 

�cademic Senate General Counsel Provost's Office 

Biosafety Committee Human Resources Radiation Safety Committee 

Board o·f Trustees IACUC VP Research & Biotechnology 

Chief Financial Officer Information Technology Sponsored Programs 

Clinic Administration Institutional Review Board X University 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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Title: Extended Time on Assignments 

Effective Date: 3/20/2024 

PROCEDURE 

Applies to: All Students Enrolled at H'CDHP with Extended Time on Assign me nts as an Approved 
Accommodation 

Statement: Some disabilities impact a student's ability to com plete assignments. In cases such as 
these, f lexib ility in assignment due dates may be consid ered an a ppropriate accommodation . Th e 
student must req uest this accom modation through H'C DHP. All accommodation req uests are 
con side red on an  individual basis. 

Purpose: To establish a HFCD H P-approved agreement between the student and faculty to clarify 
expectations r ega rding extension of assignmen t due dates. 

Related Information: Provision of Academic Accommod ation(s) Policy, Faculty Guidelines for 
Extended Time on Assignments 

Procedure Steps: 

1 .  

2. 

3. 

4. 

Action 

Once H'CD H P's Associate Director, Directo r, or 
Disability Specialist ( i .e . ,  designated counselor) 
app roves a student for extended time on assignments, 
HFCD H P  will notify the designated College 
Accommodatio n Liaison (CAL) by emailing the 
student's accommodation memorandum which lists 
the accommodations for which the stu dent is eligible. 
The stud ent's designated counselor will complete the 
types of assignments and environment sections, 
electronically sign, and date the Extended Assignment 
Deadlines Agreement, which will be forwarded to the 
designated H'CDHP staff member for p rocessing. 
The designated H'CDHP  staff member will send the 
Extension of Assign ment Deadlines Agreement to the 
student th rough DocuSign to complete the top portion, 
electronica lly sign, and date the agreement. 
The student must check the box that th ey have read 
and agree to six stated responsibilities, which include: 

• It is the student's responsibility to participate in 
the discussion of extension of assignment 
deadlines with HFC DHP and their instructor and 
submit the signed agreement to HFC DHP within 
five (5) business days, after the first class 

Responsible for Implementing 

H'C DHP Staff 

H'C DHP Counselor/H'C DHP 
Staff (Office Coordinator/ 
Ad min. Asst. I )  

H'CDHP Staff (Office 
Coordinator/Ad min. Asst. I } 

Student 
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5. 

6. 

7. 

session or foltowing the determina·tion of 
eligibility for the accommodation. Exceptions 
wi ll be  handled on a case-by-case basis, 

• It is the students respons ibility to ensure that 
the form is filled out completely and correctly. 
The tack of any pertinent information may 
impact HFcDHP's abitity to ensure the provision 
of accommodation. 

• The student attests that they understand that 
extens ion of assignments pertains only to the 
type of assignments approved by H'CDHP. 

• It is the student's respons ibi lity to adhere to, 
and complete work within the agreed upon 
alternate timeframe. 

• The student attests that eligibility for extens i on 
of assignment deadlines does no·t guarantee 
due date extens ions for a ll assignments, given 
that such extensions may fundamentally alter 
a course's essentia l  requi rements . 

• The student authorizes H'CDH P to release 
information related to thei r accommodation for 
coord ination of extension of assignment 
deadlines. Such persons may inc lude facu lty, 
department staff, and H FCDH P staff. 

H 'CDH P wi ll not move forward with processing the 
request until the student's s igned agreement i s  
received. 
The designated HFCDH P staff member will email the 
CAL a notification requesting the student's course 
numbers and facu lty names as follows :  

Dear [Insert Name of  CAL] ;  

I am emai ling you on behalf of  HFCDHP, regarding 
fins ea Name of Student) who has an  approved 
academic accommodation fo r Extended Ass ignment 
Deadlines. Please emai l the names and course 
numbers for all applicable faculty members that 
H FCDH P will need ·to connect with to 
disabilityaccornrnodatioos@westemu edu so that we 
can send them the guidelines and agreement form.  
Please let me know i f  you have any questions. 

Kind regards, 
The designated H FCDH P staff member will follow up via 
emai l regard ing course numbers and faculty 
i nformation at the following intervals: 

H 'CDH P Staff 

H FCDH P Staff (Office 
Coordinato r/Admin. Asst . I )  

H FCDH P Staff (Office 
Coordinator) 

2 
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8. 

9. 

10. 

1 1 .  

12. 

13. 

• Email CAL within 2 business days if course and 
faculty information has not been received, 

• Email/phone call to Vice/Associate Dean within 
3 business days if course and faculty 
information has not been received. 

• If no response is received at 4 business days, 
the designated HFCDHP staff member will 
advise the student's counselor who will 
email/phone the Dean. 

Upon receipt of course numbers and faculty 
information and the agreement signed by the student, 
the designated HFCDHP staff member wiU contact 
faculty via Docusign and send the designated email 
template, Extension of Assignment Deadlines 
Agreement, and Faculty Guidelines to them to 
complete the agreement. Faculty will be advised that 
any questions should be directed to HFCDHP (909)469-
5441 or di:.abilit�ai;;i;;Qm!IlQdatiQa:,@welllernu.edu. 
Faculty should complete and submit the agreement to 
H'CDH P within 3 business days , 
Once HFCDH P receives the faculty-completed 
agreement, the student's assigned counselor will 
review it to ensure reasonable accommodation is met 
and forward it to the designated HFCDH P staff member 
to send it to the student through DocuSign to initial. 
Should the student have concerns or questions 
regarding the faculty/HFCDHP-completed agreement, 
HFCDH P will resolve these issues through an interactive 
discussion between the parties (i.e., faculty, student, 
HFCDH p counselor). 
Once finalized or the student does not raise concerns, 
it will be considered active in three (3) business days, 
Faculty are not expected to provide retroactive 
accommodation. 
Students are responsible for completing course work 
by the extended date and should be held to the same 
standard as all other students for work submitted late 
(after extended due date). 
HFCDH P will maintain a copy of the finalized agreement 
in the student's file. 

HFcDH P Staff (Office 
Coordinator/Admin. Asst. I) 

H'CDH P Staff (Office 
Coordinator/Admin. Asst. I) 

H'CDH P Counselor 

Faculty 

Student 

HFCDH P Staff (Office 
Coordinator/Admin. Asst. I) 

3 
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14. If the accommoda·tion is approved through the 

duration the of program, the des ignated H'CDHP staff 
member wm emai l the CAL one month before the start 

of each term . 

Definit ions/Acronyms: 

ADA - Americans with Disabi lities Act of 1 990 

ADAAA - Americans with DisabiUties Act Amendments Act of 2008 

HFCDHP - Harris Fami ly Center for Disabi lity and Health Policy 

WesternU -Western University of Health Sciences 

H FCDH P Staff (Office 
Coordinator/Admin. Asst. I )  

4 

Regu latory lnformaition: Section 504 of the Rehabi litation Act of 1 973; Americans with Disabi lities 
Act of 1 990; ADA Amendments Act of 2008 , and Californ ia and Oregon state law 

References, if applicable: 

Related PoUcy: Provision of Accommodation(s) , Faculty Gu idelines ·for Extended Time on 
Ass ignments 

Related Links: H 'CDH P Webr.rnge, Provision of Accommodation(sl Polley 

Related Forms: Extension of Assignment Deadl.i nes Agreement 

Responsible D•epa11ment: Harris Family center for Disabi lity and Health Policy (HFCDHP) 

Contact: Marcelle Dan iels, Di rector of HFCDHP 

Ema i l: disabjtityaccommodations@westeru.edu 

Policy rev iewed by: (check all that apply) 

�cademic Senate Ge,nera l Counsel Provost's Office 

Biosafety Committee Human Resources Radiation Safety Committee 

Board of Trustees IACUC VP Research & B iotechnology 

Chief Financial Officer I nformation Technology Sponsored Programs 

Ctinic Admin istration Institutional Re.view Board X University Risk Management 

Dean's Counc i l  Operations Council University Comptiance Office 

Di rectors of Operations President's Office University Pol.icy Office 

Envi ronmental Health & Safety Procurement X University Student Affairs 
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Harris � 

CclhP 
Center for Disabi l ity 
and Health Pol icy 

Facu lty Gu idel ines for Extended Time on Assig nments 

Accommodation :  

Students may b e  detennined el ig ib le for the accommodation of extended time on assignments on a case,..by­

case basis under the fol lowing concurrent conditions: 1 )  The narrative description of substantial l imitations to 

maj or l i fe activit ies, and current functiona l l im itation relating to academic pertormance provided through the 

interactive process and d isabil ity verification documentat ion ind icate a need for such accommodation , and 2)  

d iscussion between H"CDHP and the faculty finds that the provision for extended time on a g iven assignment 

wi l l  not fundam ental ly  alter an essentia l  course requ i rement 

These gu ide l ines are i nformed by the fol lowing Office for Civi l R ights (OCR) letters :  

• Tulsa Com m unity Col lege - Metro Cam pus, No. 0792064 (OCR 07/2211 1 ) 1 : Prior to entering into a 

resolution agreem ent with the OCR, the Col lege's office of d isab i l i ty services maintained a pol icy of 

summarily rejecting extended time on assignments as an accommodation on the grounds that '1he role 

of postsecondary institutions i s  to prepare students for real- l ife vocat ions where time extensions would 

not l ikely be allowed ." 

The OCR found that the Col lege 's denial of extended time for assignments was not based on a 

determination that the complainant fa i led to provide adequate documentation showing that he was a 

qua l ified student with a disab i l ity or that h is  request for additional  time to complete assignments was not 

related to h is d isabil i ty In addition , there is no ind ication that the College m ade an ind ividual ized 

determination that the academ ic adj ustment the complainant requested would el im inate or lower 

essential requ i rements or result in a fundamental alteration of the academic program (p .  8). 

The OCR detem,ined that the Col lege 's summary rejection of extended t ime on out-of-class 

assignments violated the student 's r ights under federal d isabi l i ty laws and regu lations .  

• Bowling G reen State U nivers ity, No. 059821 43 (OCR 8/3 1/99)2 : In investigating a complaint that the 

Un iversi ty denied a student's request for accommodations, i nclud ing additional t ime (one extra day) to 

write reports ," the OCR outlined the e lements of an essent ial requirements analysis as including the 

follow ing :  

1 http://dspssolutions.org/meda/259379Aulsa_community _college_ocr _letter .pdf 
2 htlp:/IYMw.southwestada .orglhtmlAopical/FAPSI/OCR/bcwlinggeen.hlml 

Pomona :  309 E .  Second St reet, Bl dg .  390, Pomo a, CA 91766 

Lebanon :  2665 S. Santi am Hig way, Room 1066, Lebanon, OR 97355 
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2 

a . The d ecis ion i s  made by a group of J, e op le  who are  trained . kno�edg,e able , and' experien ced i n  

the area: 

b . Th e d ecis ion makers consi der  a, s eties of a lternat ives as essential requ irements. 

c. Th e d eci si on shou ld be a carefu l , thoughtfu l ,  anicl rat i onal review of the acad ,emic program and  

its  requ i rements;, 

cl .  Ca reful ly oo nsicle r V'kiethe r  appropri ate altemahves are avail a bl e , i nduc!ing a cons ide rati on  of 

feas ib il ity a nd co st 

e .  Determi ne if the esse,ntial requ irement in question can Inot be modifi ed for a speci fi c d isab led 

student and , 

f. Ensure that the determi nation is noit base d only on  the past tradition, of th e i nstituti on ,. such as 

an a ssertion that 1M3 have "always" done this o.- requ ired th is, "Mthout a val id basis for the 

deteimin ation . 

The requested rnJd ifications should not IO\"Er a cademic standa rds or require substanti a l  alte ra ti on of 

the program. A req llire me n t  may be esse ntia I , but the instituti on sh ou Id co n,sicl  er if a cli sabled student 

co u l d  meet the  esse nti a l asp,ects of the requ iremeliill with mod ifi catio n s  ,a ir  academic adj ust:rrents. The 

in stitu ti on should �o cus on the underly i ng , rea sa,n fo r the re quire ment and wtie ther an  a ppro priate 

alternative is avai l abl e that. me ets the unde rlying re a son for  the requi rement ( p .  7 ) . 

Rega rdi ng repent writin g accommodati ons , the U niversity argued ,  and the OCR concurred , that time fo r 

comp le ti ng re ports  was an esse ntial req1u iremer1t ir, some settin g s . whil e not an essenti al! req,u i rerrent. in 

ot hers. I 11 its s ettlement a g ree ment, tile Uriiversity indica ted that it would i llilJJle rnent an essential 

requ irements analysis, whereby : 

If the Un  ivers ily determines that the time fo r completin ,g repo rts for that c linical setting is a n  

e ssen1i al requi rement. the Unive,rsity wil l provide tti e  OCR with a report documenti ng  the 

p rocess fo r the d e ci si on  and expla iniing the dete rmi nation . If th e U n ivers ily detemlines that the 

time for romp leti1 n g rep orts fo r the cli ni, cal setting is not an essential req u irement , the U n iv ers ity 

wil I provide th E! stud E! nt wil:h e tfE! ctivE! academic adj ustme nts for il is di sab ii ity unless the 

academic adj ustme nt oou ld constitute a fundamental alteration or the p,rogram or an undue 

b u rd e  11 (p .  1 1 ) .  

• Fin land i a Un i ve.rsitv , No.  1 5142914 (OCR 5/3 0/ 1 4 )�: P tio r t o  enteting i nto a re sol utio n ag reement 

with the OCR, the Univeirsity's offi ce of di sab il ity services provided an accommodati on  "Extend eel t ime 

on assi gnments: The student i s  entitl e d  to extended  ti me up  lo  one week if necessary." 

3 trtip:/rwww2. e cL g c,t 1a1Jou1t1oil11ic eSl'l lstro cr/d ocsJil'll'estlgat"1n slmmeJ1 5 1  42011 4-b.pd!' 

Pomona: 300 f. S ei:ond  Sire �t, Blcjg . 390, f'omon�, CA 91 7 6 5  
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Per the resolut ion ag reement. the University agree d to de l ete l anguage refe renci n g a one-V',1;lek t ime 

l imit for the accorrvnodation f,rom , its pol i c ie s  and procedures "to ensu re that students -.Mth d isa b i l ities 
are p rovid ed  ttie academic adj ustme nts that they require b e cause of tl1 e ir d i sab i l ity and a re not l imite,d 
by arbitrary ru les (p . 3) . 

s 

• Laney Col lege, No. 09122317 (OCR 2/1 811 4 )4 : I n inve stigating a student' s c ompl a int th at faculty had  

not p ro11i decJ  accommodations a pproved by ttie Co llege ' s  office o f  d i s alJi litf services, incl lud i ng 

" Extended time cm written assi g nmer1ts (genera lly one exilra c la ss sessio n ), " th e OCR found that the 

student' s  " tail u re to ti me ly su bmi I the class p roject was not lhe resu It of the comp l ai nan I n ot re ceM ng 

the acco rnrn:idation , b ut instead , was the reS1.Jlt Clfi the COl11)1a inant ' s  suspension from schoo l whi c h  

was un related to her d is abi lity' (p, . 7) . However . even \l\tlil e d i smissi n g the sp,e cific complaint re garding 

extend 'ed time on  l",!!"itten assignments , the  OCR suggested that th e IDtal ity of the student' s a lleg ations 
were related to a l a ck of clear ly state,d ancl a ccessi 'b l e  p rooedure s on the part of the Col l e ge , stati ng: 

The Coll ege llee ds  a more robust Sectioll 504 p l,m that clea rly spell s out, ar1d pmvi cles noli ce to 
students , al the (,office of disab ility services) pro cess for how 1 0  request accommodali ons, how 
the Col le [Je will coord i llate with f a culty to implemellt approved accommodatiio ns, h ow students 
ca n cha I I e nge or ap pea I the Coll , e ge·s cled sians regarcli ng accci,mmodations , and how the  

Co llege V'ii II res,o Ive conce rns about whether a n a ccorrrnoda tion woul d result ill a fu  ndamell tal 
a lt eration of a co u rse con tent ( p . 8) . 

Acl d itiolla lly, as several of the  st1.1der1t's accommodatio ns  ware characteri zed by tll e offi ce o f  disab ility 
ser11i ces as subject to · instructor a p proval , " OCR offered the to II owing recc nnie n,d ation : 

OCR strcmg ly cautioll s  the Col l e ge aga inst cor1ti n u i n g this pra ctice of approving 

ac cormiodati ons subject to instructor app rova l . It is (the office of d isa :t1 i lity serv ices' ) functio n t:o 
a pprove aero mmod atio ns \J\litjh c,e rtai nty , base cl on clocumentati o n  p rovi,d eel by the 
student . . . OCR notes that in structors ;may not uni l ate ral ly d ecide to not pro¥i cle an  approved 
a c cmrrnodatior1 beca u se they bel ieve tt1e student does n ot need it or that it woul ,d resull ill a 

furrd amenta I alterat ion of esse ntial ! course content. The Co llege sti o ul cl  h a\/e pro cedu res in 
p lace fo r h ow instruellors ca n rai se concerns a bout an  a pproved aocommoclat ion a n d  hO\All it wil l  

a ddre ss th e inst:r,u cto rs' concerns (p . 7 ) . 

4 1111p:l.f1Nww2. eel .  g ov/aboullotrices.ll isb'ocrraocsrin.iestigatiDn stmore/ 1 5 1 420 1 4- b.pdf 

Pomo na: 300 f .  S e i:o nd  Sire �t, Blcjg . 390, f'omon�, CA 91 7 6 5  
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4 

Process to Comp lete F1Jrm 

Based on, the above OCR I ,etters a nd revi ew of p rocedures ad opted by other i nsitu! ion s6 , extended Ii me on out, 

of-class v-.riting assig n ments is an accommJ1dation provided by H�CDHP on a case-by-case basis th ro ugh a 
del i berative process that in c l udes th,e foll owi ng p rocedures: 

a .  Students eli gi b l e for extended time cm assignments su bmit a conilJJ leled E:xlension of 
Assi ,g nmen t Dea d l in e s  Ag reement Form (see Addendum) Wthin 5 \l\/0,rking days of first c lass o ,r  
after determination of eli gi b i lity .  

b .  I n  th e e\lent that the stude nt. facu lty, and HFCOHP are u n able to complete th e Exten si on  o f  
Assi g:nment De a d i  i n e  s Ag reement fo rm, H F  CDH P wim contact th e stud! ent's i nstructo r to 
dete 1mine  the maximum extension t11 at can be given wittlout fundamenta lly alte ri ng an essential 
requi remE!nt of the course . 

c .  If it i s  d ete rmined that exten,d i ng assi gnment dead li n,es fu ndamental ly a lters a n  essenti al cours e 
requi rement ,. th e facu lty gro up , including the student ' s  instructor, a nd depa rtment cha i r ,  wi ll 

d ocument and provi d'e  a summa,ry of such deterrrinat i on  to Hf C0H P V\ith in fi\l e ( 5) working days 
of i n ili a  I contact from liFC[l-lP_ 

d. H FCDHP cannot pro scrib e  a set number of days for the extens io n  for t\W reasons: 1 )  "to ensure 
that students wilh cl isabi l it ie s a re provided �he academic adjustments that th ey requ i re because 
of th e ir ,d isabi lity a nd a re not limi ted by arbit rary rul es· an d 2 ) the l undamenta l  bui l ding b l o cks of 

the currirullum and th,e a ssignment Conside r ing tl1 is , one assignment could potenti a l ly have a 
weeks' ext,ension , 11\lhile another cciul d have four hours. 

� See O re!Jl)n State Untiersity, trtlp1/ds. are;onslate.e dullilresidoc um erilsfassign menlpol k y  r,df 

Pom o na: 300 f .  S e i:o n d  Sire �t, Blcjg . 390, f'omon�,  CA 91 7 6 5  
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Harris ,. 

CclhP 
Center for Disabi l ity 
and Health Pol icy 

Extensi o n  of Assignm ent Dead li nes Agreement Fo rm 

Name:  _______________ Term: ____________ Year: 20 __ 

College & Year: ____________ Email: _________ @westernu .ed u 

Phone : _______________ Chec k One: D Home □ Work □ Cell 

1 . It is  MY responsibi lity to participate in the d iscussion of extension of ass ignment dead lines with HFCDHP 

and my inst ructor and submit this request to HFCDH P with in  five (5) business days after the fi rst-class 

sess ion or  fo l lowi ng the  determination of eligibility for th is accommodation .  Exceptions wi ll be handled on  

a case-by-case ba sis. 

2. It is  MY responsib i lity to ensu re that this form is fi lled out complete ly and correctly. The Lack of any 

pertinent information may impact HFCDH P's a bility to ensure the provision of accommodation . 

3. I u nderstand that extension of ass ign ments perta ins  on ly to the type of a ss ignments approved by ,..,C DH P. 

4. It's MY respons ib i lity to adhere to, and complete work with in the agreed upon alternate timeframe. 

5. I am awa re that e ligibility for extension of assignment dea d lines does not guara ntee d ue date extensions 

for  a ll a ss ignments, give n that such extensio ns may funda mentally a lter a course's essential requirements. 

6. I am awa re I am authoriz ing HFC DH P  to release information re lated to my accommodation for coordination  

of  extension of  ass ignment deadlines. Such persons may i nclude faculty, department staff, a nd "'CDH P 

staff. 

D I have read a nd agree to the above res p o nsib i l it ies and statements.  

Student Signature: _________________________ Date : ________ _ 

Po mona : 309 E. Second Street , Bldg, 390, Pomona, CA 91 766 

Le bano n :  2665 S. Sant iam M ighway, Room 7066, Le banon, OR 97355 
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TO BE COMPLETED BY >iFCDH P STAFF :  

Types of  Ass ignments 

□ All Assignments □ Out of C la ss room Writ ing Assign ments 

2 

□ Other Ass ignments 

Spec ify: ______________________________________ _ 

Environment 

□ Didactic □ Lab □ Clinica l  Rotations 

f'J 'CD H P  Staff Signature: _______________________ Date: ________ _ 

TO BE COMPLETED BY I NSTRUCTOR G IVI NG THE ASSIGN M ENT: 

Course Name: -------------------------------------­

If assignment dead lines are extended , plea se fill out the ta b le below for re leva nt a ss ignments.  If add itiona l l i nes  
are needed , p lease use the additiona l  assign ment sheet: 

1 .  I verify that the original a nd a lternate d ue dates below are correct. ____ ,Instructor or Course Lead Initia ls 

Assignment Title Original Due Dates Alternate Dues Dates Instructor Name 
1 .  

2 .  

3.  

4.  

5 .  

6 .  

7.  

8.  

I f assignment dead lines are  not extended, either  partially or  in total: 

□ I have discussed with the stud ent how deadline  extens ions fu ndamenta lly a lter esse ntia l  course requ i rements. 

0 Please contact me to d isc uss equa lly effective a lternative accommodations .  

I nstructo r  Signature :  ________________________ Date : ________ _ 

Po mona : 309 E. Second Sl ree t ,  Bldg , 390, Pomona , CA 91 766 

Le bano n :  2665 S. Sant iam H ighway, Room 1066, Le banon ,  OR 97355 
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To be used in the event of additiona l assignments. 

Assign ment Title Origina l Due Dates 
1 .  

2.  

3 .  

4.  

5 .  

6.  

7.  

8.  

9 .  

1 0 . 

1 1 .  

1 2 . 

1 3 . 

1 4. 

1 5 . 

1 6 . 

1 7 . 

1 8 . 

1 9 . 

20.  

Po mona : 309 E .  Second Sl ree t ,  Bldg . 390, Pomona , CA 91 766 

Le bano n :  2665 S. Sant iam H ighway, Room 1066, Le banon ,  OR 97355 

3 

Alternate Dues Dates I nstructor Name  
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PROCEDURE 

Title: Requestin g/Cancelling Remote Com munication Access Rea ltime Translatio n 
(CART) Services Procedure fo r Students who are D/deaf or H a rd-of-Hearing 

Effective Date: 1 1 /1 5/2023 

Applies to: All Students Enrolled at HFCD H P  with Real-t ime Captioning as an Approved 
Accommod ation 

Statement: Western University of Health Sciences' (WesternU) Harris Family Center for Disability 
and Health Policy (HFCDHP) will facilitate the provision of Remote Communication Access Realtime 
Tra nslation (CART) services as set forth und er Section 504 of the Rehabilitation Act, the Americans 
with Disabilities Act (ADA) of 1 990, the ADA Amendments Act (ADAAA) of 2008, state law, and 
U niversity guidelines for student(s) that are D/deaf or hard of hea ring when approved as an 
accommodation by HFC D H P. 

Purpose: To ensu re students with disabilities receive an equal  opportunity to participate in and  
benefit from courses,  programs, services,  o r  activities offered through WesternU. 

Related I nformation: Provision of Academic Accommodation(s) Policy 

Procedure Steps: 

Action 

1 .  Once HFCD H P's Associate Director, Director, or 
Disability Specia list approves a student for remote 
CART services, the designated HFCDHP  staff member 
will contact the appropriate College to obta i n  the 
student's class and rotation schedule for reference. 

2. It is the student's responsibility to complete the 
H'C DHP Remote CART Request Form a nd submit it to 
disal:lili�aQQQDJCDQdatiQ□s@westemu edu a minimum 
of seven (7) business days prior to the request date for 
a captio n er(s ) .  H'C DHP cannot schedule captioners 
until the co mpleted form is received. 

3. U pon receipt of the com pleted Remote CART Request 
Form, the designated HFC DHP staff member will 
contact the CART vend or a nd follow thei r procedure to 
schedule captioners for the student. 

4. Weekly, the designated HFC DHP staff mem ber will ad d 
the na mes of the captioners assigned to each 
requested class/activity on the form and  will email it to 

Responsi ble for I m p lementi ng 

HFC DHP Staff 

Student 

HFC DHP Staff 

HFC DHP Staff 
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5. 

6. 

7. 

8. 

9. 

10. 

1 1 .  

the stuclent two (2) days prior to the commencement 
of the scheclulecl assignment. 
It is the student's responsibility to notify HFCDHP 
regarcling changes to their ct.ass scheclule including the 
addition or cancellation of classes/activities at least 
three (3) business days before the scheduled 
assignment or as soon as it is known so that the 
captioners can be no·tified of the changes. Changes 
can be made by emailing H'CDH P at 

di s.i b ilitlilQQ QlIUDQ d.itiQ□s@we:.tem!.!. ed!.!, 
The designated HFCDH P staff member will contact the 
contracted CART vendor to add/adjust/cancel the 
captioner assignment request. 

The designated HFCDH P staff member will email the 
student to confirm the schedule adjustment or 
cancellation has been made. 

Services may be suspencled if two (2 ) or more 
classes/rotation days are missed without prior 
notification. The student will need to meet with the 
Director of HFCDH P or their designee before services 
are reinstated. 

All communication regarding requests for services, 

late notifications, extensions on requests, or 
cancellations, etc. need to be made between the 

student and H'CDHP. Students are not to communicate 
with real-time captioners clirectly regarding scheduling 
iss,ues or make any personal scheduling arrangements 
with the captioner(s) . 

Real-time captioners will log off after twenty (20) 
minutes if the student does not attend 
class/lab/clinical rotation unless they have notifiecl 
HFCDH P  one (1 ) business day prior that they will be late 
and need the captioner {s) to stay. 

It is the student's responsibility to notify HFcDHP about 

any questions or concerns at 
dis.ibili:tYilQQQmmQdfiliQ□s@wesiem!.!,ed!.!. 

Definitions/Acronyms: 

Student 

HFCDH P Staff 

HFCDH P Staff 

Student/Di rector of HFc DH P 

Student 

Student 

Student 

Real-time Captioning - is the method of captioning in which captions are simultaneously prepared 
and transmitted at the time of origination by specially trained real-time captioners. 

2 
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3 

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

Hard of Hearing - Is a widely accepted term to describe individuals who have hearing loss. 

ADA - Americans with Disabilities Act of 1 990 

ADAAA - Americans with Disabilities Act Amendments Act of 2008 

CART - Remote Communication Access Realtime Translation 

HFCDHP - Harris Family center tor Disability and Health Policy 

WesternU -Western University of Health Sciences 

Regulatory Informat ion: Section 504 of the Rehabilitation Act o·f 1 973; Americans with Disabilities 
Act of 1 990; ADA Amendments 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 L inks :  HFc DH e webpage. Proyision ot Accommodatjonrs) Poticv 

Related Forms: Remote CART Request Form 

Responsible o,epartment: Harris Family Center for Disability and Health Policy (HFCDHP) 

Contact: Marcelle Daniels, Director of HFCDHP 

Ema i l: djsabjlitvaccommodatjons@westeru edy 

Policy reviewed by: (check all that apply) 

!Academic Senate General Counsel Provost's Office 

Biosafety Committee Human Resources Radiation Safety Committee 

Board of Trustees IACUC VP Research & Biotechnology 

Chief Financial Officer Information Technology Sponsored Programs 

Clinic Administration Institutional Review Board X University 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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PROCEDURE 
Title: Sign Language Interpreter Request/Cancellation Procedures for WesternU Students and 
Patients who are D/deaf or Hard-of- Hearing 

Effective Date: 1 1 /1 5/2023 

State ment: Western University of H ealth Sciences' (Western U )  Ha rris Family Center for Disability 
a nd Health Policy (HFC DH P) wi ll facilitate the p rovision of a qualified sign language interpreter for 
students(s )  that are D/deaf or  hard-of-hearing when a pproved as an accommodation by HFCD H P  
a n d  fo r patients of Weste rnU's Patient Care Center who are D/deaf o r  hard-of-hea ring and require a 
sign language interpreter for comm unication. 

Purpose: To ensure students with d isa bilities receive an eq u al opportunity to pa rticipate in and 
benefit fro m  cou rses, p rograms, services, or  activities offered through the college and so that 
patients can  communicate with their hea lthcare provider(s)  so that they receive the quality care 
they a re entitled to under federal and state law. 

Procedure Steps: Students Req uesting/Cancelling S ign Language I nterpreters 

1 

2 

3 

4 

5 

Action 

Once H'C DHP's Associate Director, Director, o r  Disability 
Specia l ist approves a student for sign la nguage 
interpreting as an accom modation, the designated 
HFCD H P  staff member will contact the appropriate 
College to obtain the student's c lass and  rotatio n 
sched ule for reference. 

I t  is the student's responsibility to complete HFCDH P's 
Sign Language Interpreter Req uest Form and submit it to 
,i ;cqh j t ;n,qr.r.ommod<>t;onsca)westP.rnll en• a minimum of 
seven busin ess days prior to the request date fo r sign 
la nguage inte rpreters. HFCD H P  staff wi ll not schedule 
sign language interpreters until t he completed form is 
received. 
Based on the Sign Language Interpreter Request Form, 
he designated HFCDHP  staff member will contact 

H'CDHP's contracted sign language vendor to schedule 
interpreters for the student. 
Wee kly, the d esignated H'C D HP staff membe r will add the 
names of the interpreters as signed 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 

assignment. 
It is the student's responsibility to notify HFC D HP at 

Respons i ble for 

I mplementing 

HFC DH P Staff 

Student 

HFCDHP  Staff 

HFC DHP Staff 

Student 
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disabilit�accQmmQdatiQllS@westemu.edu regarding 
changes to their class schedule including the addition or 
cancellation of classes/activities at least three (3) 
business days before the scheduled assignment or as 
soon as it is known so that the sign language interpreters 
can be notified of the changes . Changes can be made by 
emailing H'CDH P at 
disabilitiaca::ommodaliom,@westemu edLI.. 
H'CDHP staff will contact the contracted sign language H'CDHP Staff 
vendor to add/adjust/cancel the si gn language interpreter 
assignment. 
The designated H'CDHP staff member will email the H'CDHP Staff/Student 
student to confirm the schedule 
addition/adjustment/cancellation. 

� Services may be suspended if two (2) or more H'CDHP Staff/Student 
classes/rotation days are missed without prior 
notification. The student will need to meet with the 
Director of H'CDHP or their designee before services are 
reinstated. 

� All communication regarding requests for services, late StudentfH FCDHP Staff 
notifications, extensions on requests , or cancellations, 
etc. need to be made between the student and HFCDHP. 
Students are not to communicate with interpreters 
directly regarding scheduling issues or make any personal 
scheduling arrangements with the interpreters. 

1 0  Interpreters will leave after twenty (20) minutes i f  the StudentfH FCDHP Staff 
student does not attend class/lab/clinical rotation unless 
hey have notified H FCDH P one (1 )  business day prior tha·t 
hey will be late and need the interpreter(s) to stay. 

1 1  It is the student's responsibility to notify H'CDHP about Student 
any questions or concerns at 
r1;oc,hi 

-

,..tP.rn 11 .P. rl 11 .  

Procedure S1eps: WesternU Health Patient Care Center Requesting/Cancelling Sign Language 
Interpreters for Patients 

Action Respons ible for 
Implementing 

� When a patient requests a sign language interpreter for a Patient Care Center Staff 
scheduled appointment , the designated Patient Care 
Center (PCC) staff member will contact the patient's 
health insurance to determine if they will provide an 
interpreter or reimburse the interpreter cost/rate. 

� If the patient's health insurance does not provide a sign Patient Care Center Staff 
language interpreter, but will pay either full or a negotiated 
rate, the designated department staff member will 

2 
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complete the Patient Sign Language Request form and fax 
it to HFcDHP wi thin five (5) days of the scheduled 
appointment. The designated staff member will email the 
Associate Director of H'CDH P that the document has been 
faxed. The designated staff member will also provide 
information regarding the collection of said payment and 
either provide a check for repayment or a cash transfer for 
he cost by the date of the appointment. 

13 The Associate Director of HFcDHP will email the 
designated PCC staff member to confirm receipt of the 
payment. The designated HFCDH P staff member will 
contact WesternU's contracted sign language vendono 
schedule an interpreter(s) for the patient 

14 H'CDHP's designated staff member will email the 
PCC staff member who requested the assignment 
confirmation of the assigned interpreter within two (2) 
days of scheduled appointment 

� If a sign language request needs to be modified or 
cancelled, the PCC's designated staff member is required 
o notify HFcDHP in writing at least three (3) days before 
he scheduled patient appointment. HFCDHP staff will 

email the PCC's designated staff member to confirm 
receipt to cancel/modify the sign language 
appointment request,  

16 H'CDHP's designated staff member will call or email the 
vendor regarding the cancell.ed/modified sign language 
interpreter request and communicate their response to 
he PCC's designated staff member by email. 

� If the PCC's designated staff member fails to 
notify HFCDHP in writing at least three (3) days before the 
scheduled patient appointment of the need to 
cancel/modify the sign language interpreter request; the 
PCC will be held financially responsible for charges 
incurred for a late cancellation. 

Definitions/Acronyms: 

eFcDHP Staff 

"'CDHP Staff 

PCC Staff/H'CDHP Staff 

"'CDHP Staff/PCC Staff 

PCC Staff 

3 

Deaf/deaf - Deaf with a capital "D" is used to describe individuals who identify as culturally Deaf 
and are actively engaged with the Deaf Community, Deaf with a lower-case "d" refers to individuals 
who view hearing loss as a physical condition. 
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Hard of Hearing - l s  a 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 - Affordable Care Act of 2010  

ADA - Americans with Disabil ities Act of 1 990 

ASL- American Sign Language 

H'CDHP - Harris Family Center for Disability and Hea lth Policy 

WesternU-Western University of Health Sciences 

PCC-WesternU Health Patient Care Center 

Regu latory Information: Section 504 of the Rehabilitation Act of 1973, (Section 504), 29 
U.S.C.§794, Americans wrth Disabilities Act (ADA), 42 U.S.C. § 1 2101 , et. seq. ,  ADA Amendments 
Act of 2008, California and Oregon state law, Affordable Care Act (ACA) of 201 0, Section 1 557, 
California Health and Safety Code § 1 2 59, and WesternU Policies. 

Related Policy: Academic Accommodation Provisions 

Related L inks : communjcation Accommodations 

Related Forms: Sign language Interpreter Request Form, Patient Sign Language Interpreter 
Request form 

Responsible Department: Harris Family Center for Disability and Health Policy (HFcDHP) 

Contact: Director of HrcDHP 

Email: disabjljtyaccomodations@westernu.edu 

Policy reviewed by: (check all that apply) 

Academic Senate General Counsel Provost's Office 

Biosafety Committee Human Resources Radiation Safety Committee 

Board of Trustees IACUC VP Research & Biotechnology 

Chief Financial Officer Information Technology Sponsored Programs 

X Clinic Administration Institutional Review Board X University 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 

4 
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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
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	Advancing Humanism and Access through Support Services and Accommodations
	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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	CONTENTS
	Advancing Humanism and Access through Support Services and Accommodations
	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.
	Advancing Humanism and Access through Support Services and Accommodations
	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.
	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
	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

	Advancing Humanism and Access through Support Services and Accommodations
	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
	Celia Mercado, BA College of Podiatric Medicine - DPM Director of Student Affairs 909-469-8376 mercadoc@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
	Kurtis Venema College of Health Sciences-NW - DPT-NW Academic Affairs Coordinator 541-259-0461 kvenema@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
	Rebecca Watkins, B.S. College of Graduate Nursing - MSNE MSN-Entry Administrative Associate Call on Teams 909-469-5334 rwatkins@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.
	Advancing Humanism and Access through Support Services and Accommodations

	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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