
STUDENTS WITH DISABILITIES 

 

1. North Central University Policies and Procedures for Access of 

Qualified Individuals with Disabilities 

 
North Central University policies and procedures for access of individuals with 

disabilities are based on two major federal laws which protect qualified individuals with 

disabilities. 

 

Section 504 of the Rehabilitation Act of 1973 prohibits discrimination solely because of 

disability in any program or activity receiving federal funding: ―No otherwise qualified 

handicapped individual in the United States...shall solely by reason of handicap, 

be excluded from participation in, be denied the benefits of, or be subjected to 

discrimination under any program or activity receiving federal financial assistance.‖ 

 

The Americans with Disabilities Act of 1990 (ADA) extends civil rights protection 

provided by the Rehabilitation Act and creates stronger enforcement mechanisms. (See 

Appendix A for definitions pertinent to these laws.) The ADA applies to both public and 

private entities and provides a private course of action for civil damages and penalties not 

available under the Rehabilitation Act. The ADA requires that institutions make 

reasonable accommodations for qualified individuals with disabilities to eliminate 

unlawful discrimination on the basis of disability. These reasonable accommodations 

may include adjustments to allow a qualified student access to educational services and 

facilities. However, it is not necessary to alter academic standards or course content in 

order to comply with these legal requirements. 

"Qualified" with respect to post-secondary educational services, means "a person who 

meets the academic and technical standards requisite to 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."  

"Person with a disability" means "any person who:  

 has a physical or mental impairment which substantially limits one or more major 

life activities [including walking, seeing, hearing, speaking, breathing, learning, 

and working]  

 has a record of such an impairment,  

 or is regarded as having such an impairment.  

It is our goal at North Central to assist students in maximizing their independence and 

self-advocacy skills to the fullest extent possible within the standards of the university. It 

is therefore important that students with disabilities take responsibility for his or her 

condition and make them known to the Student Success Center early in their college 

career. It is also wise for students to recognize the differences between services provided 

in higher education compared with the services they may have received while in high 



school.  While K-12 educational institutions are governed predominantly by the 

Individuals with Disabilities Education Act [IDEA], postsecondary schools are governed 

by ADA and section 504 [see appendix …. for comparison]. All disclosures of 

disabilities adhere to strict confidentiality guidelines and therefore our services are not 

solicited to students, nor are students asked if they have a disability. 

1.2 North Central University Policy Statement 

North Central University is committed to providing optimal educational opportunities for 

all students, including those enrolled or admitted who have disabilities and qualify under 

Section 504 of the Rehabilitation Act of 1973 and the Americans with Disabilities Act of 

1990 (ADA). Policies and procedures will ensure that persons with a disability will not, 

on the basis of that disability, be denied meaningful access to or benefit from academic 

and co-curricular programs or activities offered by the University. The rights and 

responsibilities of both North Central University and individuals with disabilities must be 

considered in translating policy into procedure.  

 

The individual with a disability has a right to access educational programs and services 

without discrimination based on the disability; the University has the right to set and 

maintain standards for admitting and evaluating the progress of students. A student’s 

disability is not considered as part of an admissions decision. 

 

1.3 Rights and Responsibilities of the University 

Below is a listing of the rights and responsibilities that guides North Central.  This is not 

an exhaustive list, but is simply provided to assist in understanding of how the University 

seeks to serve students with disabilities. 

 

North Central University: 

 has the right to identify and establish the abilities, skills, and knowledge 

necessary for success in its programs and to evaluate applicants and students on 

this basis;  

 

 has the right to identify and establish the abilities, skills and knowledge that are 

fundamental to academic programs and courses and to evaluate each student’s 

performance against these standards. Fundamental program and course standards 

are not subject to accommodations; 

 

 has the right to request and receive documentation that supports requests for 

reasonable accommodation for individuals with a disability; 

 

 has the right to select from among effective reasonable accommodations for 

individuals with a disability; 

 

 has the right to refuse an unreasonable accommodation or one that imposes an 

undue hardship on the University; 

 



 has the right and the responsibility to engage in an interactive dialogue process to 

identify appropriate reasonable accommodations. 

 

 has the responsibility to evaluate applicants based solely on their abilities. If an 

evaluation method or criterion unfairly discriminates against an applicant with a 

disability, the University may seek reasonable alternatives. 

 

 has the responsibility to ensure that its programs when viewed in their entirety, 

including but not limited to academic offerings, housing, transportation, student 

organizations, counseling, and placement, are accessible and usable; 

 

 has the responsibility to adjust or substitute any academic requirement that 

illegally discriminates against a student with a disability and that is not essential 

to the integrity of the student’s academic program; 

 

 has the responsibility to identify for students the procedures for requesting an 

accommodation. If a request for accommodation is denied, North Central has the 

responsibility to inform the individual of his or her right to appeal the decision 

and the procedures for initiating an appeal. 

 

 has the responsibility to educate and provide consultation to University faculty 

and staff on general disability matters. 

 

1.4 Rights and Responsibilities of Qualified Individuals with Disabilities 

Below is a listing of the rights and responsibilities that intends to assist the student.  This 

is not an exhaustive list, but is simply provided to assist in understanding the rights and 

responsibilities students have while enrolled at North central. 

 

Qualified Individuals with Disabilities: 

 have the right to an opportunity to participate meaningfully in and benefit from 

programs offered at North Central University. This includes access to services, 

benefits, co- curricular activities, housing, and transportation, that when viewed in 

their entirety, are comparable to those provided to any student; 

 

 have the right to confidentiality and the right to choose to whom information 

about their disability will be disclosed (except in the case of a health or safety 

emergency, as permitted by law); 

 

 have the right to an opportunity to learn. In order to ensure this, they have a right 

to reasonable accommodation; 

 

 have the right to access published information regarding procedures for 

requesting accommodation; 

 

 have the right to be informed of procedures for initiating an appeal of a decision 

regarding accommodations; 



 

 have the right and the responsibility to engage in an interactive process to identify 

appropriate reasonable accommodation related to their disability; 

 

 have the same responsibility as all students to meet and maintain the institution’s 

academic standards and honor codes; 

 

 have the responsibility to inform the appropriate university personnel (the SSC) of 

the disability and to advocate for their own individual needs and to seek 

information, counsel, and assistance as necessary to be effective self-advocates; 

 

 have the responsibility to self disclose a disability and to demonstrate and 

document how their disability substantially limits their ability to benefit from a 

particular delivery system, instructional method, or evaluation criterion when they 

make a request for accommodation. Students requesting an accommodation must 

provide documentation of need of accommodation from an appropriate 

professional such as a psychologist, learning disabilities specialist, or medical 

doctor (when the disability is a health condition), dated no more than three years 

prior to enrollment at North Central; 

 

 have the responsibility to follow published procedures for making 

accommodation requests and to do so in a timely fashion; 

 

 have the responsibility of promptly informing the SSC of any difficulty in 

receiving the approved accommodation(s). 

 

 have the responsibility to follow published procedures for filing an appeal. 

 

1.5 Reasonable Accommodation 

A reasonable accommodation provides a student with a disability an opportunity to 

benefit from a program in the most integrated setting possible; it does not mean the 

accommodation is required to produce identical results or achievement. Academic 

requirements that the university has determined as essential to the program of instruction 

or to a directly related licensing requirement are not regarded as discriminatory. 

 

The university is not obligated to provide accommodation when: 

 the student is not qualified; 

 the accommodation would result in a fundamental alteration of the course or 

program, or a change in the standards of the course or program; 

 the institution is being asked to provide a service of a personal nature (attendants, 

individually prescribed devices, etc.); 

 the accommodation would impose an undue financial or administrative burden on 

the university. 

 

When an accommodation is determined to be appropriate and reasonable, North Central 

strives to find a flexible accommodation consistent with the documented need.  



 

Accommodation must be requested in a reasonable and timely manner, dependent upon 

the request. In general, The Student Success Center (SSC) requests a two-week notice; 

some accommodations may require more lead-time (for example, text in alternative 

format or classroom change). 

 

1.6 Eligibility for Services 

Students initiate services through self-identification to the Student Success Center (SSC). 

They should contact the SSC early and should follow the procedure outlined below. 

Timely self-identification and documentation are required for eligibility for services. 

 

a. Self-Identification. 

Students must self-identify with disabilities services by completing a ―Disability 

Services and Registration Agreement‖ form (see Appendix D). Students are not eligible 

for accommodations until they have registered with the SSC and meet with either the 

Director or Assistant Director of the SSC.  This form must be renewed annually for 

services to continue the following academic year. 

 

b. Documentation 

It is the student’s responsibility to provide documentation, per the guidelines in Section 

504 or ADA. (See ―Professional Diagnostician Assessment Guidelines,‖ Appendix B.) 

Disabilities Services will determine whether the student has satisfied the documentation 

requirements. The documentation, the student’s ―Disability Services and Registration 

Agreement‖ form, and any information gained during the intake consultation with the 

student, provide the basis for determining accommodations to be granted. 

 

c. Interim Services 

If a student received accommodations for a disability before coming to North Central, but 

does not provide documentation initially, he or she may receive interim reasonable 

services, provided that he or she informs the Student Success Center (SSC) of the nature 

of the disability and the type of accommodation formerly provided. However, 

documentation is still required and must be provided in a timely manner in order for 

services to be continued. The university allows for one semester of interim services 

during which the student is responsible for acquiring the correct documentation.  If 

satisfactory documentation is not provided in this one semester grace period, services will 

be stopped until documentation is obtained. 

 

The provision of interim services, pending the submission of acceptable documentation, 

is not an acknowledgement by the University that the student is a qualified student with a 

significant disability.  

 

If the Student Success Center (SSC) determines through the screening procedure that 

there is strong evidence of a disability, interim services will be provided while formal 

assessment and documentation are in process. Records are reviewed at the beginning of 

each semester, and services are discontinued if documentation is incomplete or does not 

meet eligibility requirements of the University. 



 

d. Temporary Medical Condition 

Though not required by law, the University recognizes that it is sometimes beneficial to 

provide assistance to students who have temporarily disabling medical conditions. These 

may include conditions resulting from surgery, accidents, severe illness or other medical 

conditions that temporarily impair regular attendance or academic performance. 

Documentation is required and appropriate accommodations may be provided at the 

discretion of the University. 

 

Please note:  

Students are required to adhere to the attendance standards outlined in the University 

catalog and handbook:   

ñClass attendance is necessary for the ongoing process of education in the 

studentôs life. There are NO excused absences for any purpose. Absences will 

not be questioned nor will they affect the earned grade as long as they are not 

excessive. Excessive absence from a class means that the student has missed 

approximately 25 percent of the class period and, therefore, will be dropped from 

the class. Should this occur in the first ten weeks of the term, a grade of ñWò will 

be placed on the studentôs transcript, meaning that the student forfeits any grade 

or earned credit for the class. Should the excessive absence occur after the tenth 

week of the semester, a grade of ñFò will be assigned, meaning that the earned 

credit will affect the studentôs cumulative GPA. Being late for class on four 

occasions is equivalent to one absence.ò 

 

When used, the catalog guidelines allow for an equivalent of three weeks of missed class 

which is for the purpose of personal emergencies [sickness, death in family, etc].  

Students who utilize these absences for other purposes will not be permitted additional 

absences when emergencies occur.  Students who become ill and believe it may impact 

him or her for more than three weeks should contact the SSC as soon as possible.  In 

most cases, students should seek to work with their professors for alternative ways of 

meeting class requirements when dealing with a non-disability related concern. 

 

1.6 Procedure for Requesting Accommodation 

Individuals who document that their disabilities substantially limit their ability to benefit 

from a particular delivery system, instructional method, or evaluation criterion may make 

a request for reasonable accommodation by following the procedure below: 

 

Students requiring modifications for a disability must complete a ―Disability 

Services and Registration Agreement‖ form (Appendix D) and complete and intake 

consultation with either the Director or the Assistant Director of the SSC. 

 

Students must also provide documentation of need for accommodation from an 

appropriate professional, such as a psychologist, learning disabilities specialist, or 

medical doctor (if the disability is health related), dated no more than three years prior to 

enrollment at North Central. Documentation must include how the disability impacts the 



student, along with recommendations for accommodating the student in the university 

setting. (See ―Professional Diagnostician Assessment Guidelines,‖ Appendix B.) 

 

In a collaborative process using information from the evaluation/documentation, the 

intake interview, any consultation with the student, and consultation with particular 

professors to the extent necessary, the Student Success Center (SSC) will identify 

appropriate reasonable accommodations for students on a case-by-case basis. Then, the 

Student Success Center (SSC) will write letters verifying the existence of a significant 

disability and suggesting appropriate accommodations for the student.  With the student’s 

consent, the letters may also provide a few details regarding the disability if deemed 

necessary and or appropriate.   

 

At the beginning of each semester, the student must request and pick up verification 

letters from the Student Success Center (SSC) and deliver the letters to their professors 

(Appendix E). It is strongly recommended that students deliver the letters in the first few 

days of the semester since accommodations are not retroactive. At this time, the student 

and professor may elect to discuss the student’s strengths, need for accommodation, and 

the implementation of the accommodation. The Student Success Center (SSC) is 

available for collaboration in this process if either the student or professor requests it. At 

the time of the discussion students obtain the professors’ signatures indicating that they 

have received the verification form.  Once signed these forms should be returned to the 

Student Success Center (SSC) to be placed on file. 

 

Students should keep the Student Success Center (SSC) informed of their progress and 

report any difficulty receiving approved accommodations. If the accommodations need to 

be changed, the student and the Student Success Center (SSC) (and professor in some 

cases) will collaborate on the changes, and a revised letter will be written for the 

professor(s). The final decision regarding the appropriate reasonable accommodation 

rests with the University.  It is the students responsibility to inform the Student Success 

Center (SSC) if the accommodations are not being met. 

 

1.7 Documenting procedure 

All inquiries made for disability services and or accommodations are documented and 

kept on file in the Student Success Center (SSC).  Each registrant has his or her own file 

containing the registration agreement [signed annually], the intake assessment, current 

documentation of disability, additional documentation as needed, and case notes 

documenting each and every time a delivery of services is provided.  Meetings held to 

address concerns raised by the student are also recorded in his or her file outlining the 

process and outcomes of the meeting.  At the completion of each year, files are cross-

checked to ensure they are up to date and that all information is accurate utilizing the 

―Case File Review‖ form. 

 

Students who present with non-disability related concerns are also recorded to ensure 

continuity of care and evidence of services provided.  Such contacts are maintained in 

one single file. 

 



Issues pertaining to University compliance, protocol and or investigation are maintained 

in a separate file. 

 

Individual case files are kept for a period of seven year before they are destroyed. 

 

1.8 Procedure for Dispute Resolution/Grievance 

North Central University has adopted an internal grievance procedure providing for 

prompt and equitable resolution of complaints alleging any action prohibited by the 

American Disabilities Act of 1973, as amended (29 U.S.C. 794). 

Section 504 states, in part, that "no otherwise qualified disabled individual...shall, solely 

by reason of their disability, be excluded from the participation in, be denied the benefits 

of, or be subjected to discrimination under any program or activity receiving Federal 

assistance..." Title II of the ADA extends prohibition of discrimination in federally 

assisted programs established by Section 504 of the 1973 Rehabilitation Act to all 

activities of State and local governments, including those that do not receive Federal 

financial assistance, and incorporates specific prohibitions of discrimination on the basis 

of disability from Titles I, III, and V of the Americans with Disabilities Act. All persons 

who have self-identified with a documented disability are covered by this procedure. 

North Central University has established the following procedure for the purpose of 

informal but thorough investigation of complaints of discrimination on the basis of 

disability. All grievances will be reviewed by the Director of the Student Success Center, 

Assistant Director of the Student Success Center, Student Life representative and Faculty 

representative. 

Complaints should be addressed to the ADA Compliance Officer who has been 

designated to coordinate ADA compliance efforts: 

Mr. Todd Monger 

Director, Student Success Center 

North Central University 

910 Elliot Ave 

Minneapolis, MN 55404 

Requirements: 

1. Complaints must be submitted in writing. Complaints should contain the name 

and address of the individual or representative filing the complaint, and a 

description of the University's alleged discriminatory action in sufficient detail to 

inform the ADA/504 Grievance Committee of the nature and date of the alleged 

violation, and must be signed by the complainant or his/her authorized 

representative.  

2. A complaint should be filed within 30 days after the complainant becomes aware 

of the alleged violation. (Note: processing of allegations of discrimination, which 



occurred before this grievance procedure was in place, will be considered on a 

case-by-case basis.)  

3. An investigation, as may be appropriate, shall follow a filing of complaint. The 

ADA Compliance Officer shall conduct the investigation. These rules refer to an 

informal but thorough investigation, affording all interested persons and their 

representatives, if any, an opportunity to submit evidence relative to a complaint.  

4. A written determination as to the validity of the complaint and a description of the 

resolution, if any, shall be issued by the ADA Compliance Officer and a copy 

forwarded no later than 30 days after it is filed.  

5. The ADA Compliance Officer shall maintain the files and records of the 

complaints filed.  

6. The complainant can request a reconsideration of the case in instances where he 

or she is dissatisfied with the resolution. The request must be made within seven 

(7) days to the Vice President of Academic Affairs.  

7. The right of a person to a prompt and equitable resolution of the complaint filed 

here under shall not be impaired by the person's pursuit of other remedies such as 

filing an ADA complaint with the responsible Federal department or agency. Use 

of this grievance procedure in not a prerequisite to the pursuit of other remedies.  

8. These rules shall be construed to protect the substantive rights of interested 

persons to meet the appropriate due process standards and to assure that North 

Central University complies with the ADA in implementing regulations.  

 

2. Documentation of Disability 
2.1 Documentation as Eligibility for Accommodation 

Students with disabilities may need reasonable accommodations or auxiliary aids in order 

to have meaningful access to the programs and services offered at North Central 

University. 

 

Documentation that legitimizes a student’s request for accommodation must come from 

an appropriate professional. Physical disabilities require documentation from a medical 

doctor, primarily to provide clarification of the severity of the disability and the extent of 

the student’s needs. Mental health disabilities require documentation from psychologists, 

psychiatrists, or neuropsychologists. Learning disabilities require documentation from 

psychologists, psychiatrists, neuropsychologists, or learning disabilities specialists. 

Diagnosticians must be impartial and not a family member of the student. 

 

The document provided by the student should include the following criteria: 

 

1. Diagnosis 

The report needs to include the professional opinion of the evaluator as to the nature of 

the individual’s disability. 

2. Tests administered and test scores 

The report should include the names of the tests used in making the diagnosis; including 

the scores and results of each. Such scores are helpful in understanding the reasons 

behind why the diagnosis has been given. The evaluation should also be comprised of 



multiple tests to ensure a comprehensive evaluation. Tests should include both 

aptitude/cognitive measures in addition to achievement measure [level of skill in reading, 

writing, math, etc]. 

3. Descriptive written report 

The report should outline in a narrative format the student’s abilities in relation to their 

diagnosis. Such information from the evaluating professional is helpful in providing 

adequate accommodations for the student while at North Central University. 

4. Recommendations/Accommodations 

Recommendations ordinarily will include specific suggestions for reasonable academic-

related support services and/or accommodations appropriate to the post-secondary level. 

These recommendations should be based on the diagnostic evaluation results and should 

be supported by the diagnosis. When appropriate, additional recommendations for 

specific learning strategies, academic support services, and any other suggested support 

procedures should also be included. 

5. Evaluator/Diagnostician Identifying Information 

Contact information, including name, title, address and phone number, for the evaluator 

should be included in the event that further consultation is needed.  

 

In determining eligibility for services, North Central University will consider 

documentation based on the following assessment measures: 

 

a. On WAIS-R (WISC-R) (III), a 15-point or greater discrepancy between verbal and 

performance. (More than one assessment is necessary.) 

 

b. Aptitude-achievement discrepancy regression formula. 

 

c. Aptitude-achievement discrepancy utilizing norm-referenced standardized testing; an 

overall/verbal/performance IQ score that is at least one standard deviation or greater 

below the mean with some specific area of academic achievement that is minimally one 

standard deviation below measured ability level. 

 

d. Intracognitive subtest variability on the WAIS-R (WISC-R); a range of 10 points either 

in verbal, performance or full scale. (Blalock) 

 

e. Lower performance (one standard deviation or greater) on the ACID (arithmetic, 

coding [digit symbol] information, digit span) cluster of the WAIS-R. (Beckman) 

 

f. Recategorization hierarchy of the WAIS-R: Spatial > Conceptual > Sequential 

Acquired knowledge (Bannatyne) (Groth-Marnot, 1997, p. 195-197). 

 

North Central University observes the evaluation criteria for various disabilities as 

outlined in the Diagnostic Statistics Manual of Mental Disorders IV Text Revision, and 

recommended by the Association of Higher Education And Disability services [AHEAD] 

along with utilizing recommendations outlined in A Desk Reference Guide for Faculty 

and Staff by Anne R. Thompson and Leslie Bethea of Mississippi State University. 

 



2.2 Confidentiality of Documentation 

Disabilities Services maintains disability-related information in confidential files. 

The university protects the confidentiality of these materials by insuring limited access. 

Federal law does not allow for other departments or individuals to keep a copy of such 

documentation. 

 

Section 504 states that any information regarding a person’s disability gained from 

medical examinations to the appropriate post-admission investigation shall be considered 

confidential and shall be shared with others within the college or university on a need-to-

know basis. In other words, faculty members do not need to have access to information 

regarding a student’s disability, only the accommodation(s) that are appropriate and 

necessary to meet the student’s needs. Confidential information is kept in a separate file 

with the Student Success Center (SSC).  

 

Information will only be shared when: 

 Students present written authorization for release of information; 

 Students manifest behavior indicating an intention to harm themselves or others; 

 Students experience a medical emergency; 

 Students report or describe physical abuse, neglect, or sexual abuse or 

exploitation as children or as vulnerable adults within the last three years; 

 Court order or subpoena or as otherwise required by law. 

 

Note: registering with the Student Success Center (SSC) for the purpose of receiving 

accommodations does include a limited release to additional offices in order to facilitate 

activities in the best interest of the student [see Appendix …]. 

 

3.0 Accommodations for Qualified Students with Disabilities 

 
The following guidelines are directed towards some of the more common 

accommodations that are provided.  Each student’s disability is addressed on an 

individual basis, taking into consideration recommendations listed on the presenting 

documentation. 

 

3.1 Substitutions 

Since an accommodation is a change in the learning environment that may include 

services, academic accessibility through adjustments, and physical accessibility, the 

standards and requirements of the university need not be compromised. However, upon 

occasion substitutions may be called for.  Substitutions require that the student meet the 

qualifications to receive accommodations and the approval of the Student Success Center 

(SSC), Vice President of Academic Affairs, Department Chair and the Registrar’s Office.  

An example of a substitution might be a student who is unable to engage in certain 

physical education electives. A student may then substitute a physical education theory 

class for an active class, or substitute a community sport that is not offered at North 

Central to fulfill the requirement. 

 

3.2 Alternative Testing 



The primary alternative testing accommodations are extended time (not unlimited time) 

and/or testing in a distraction-reduced environment if specified in the documentation. 

Students first attempt to make these arrangements with the professor unless their 

schedules make that impractical. The Student Success Center (SSC) will assist in 

facilitating test proctoring if this is desired by the student or the professors [see appendix 

―test proctoring form].  All students are required to follow the test proctoring guidelines 

listed in the Academic Support Service section of this manual. 

 

Requests for other alternatives as specified in the documentation will be considered on an 

individual basis. If the documentation supports the need for oral testing, a reader, or 

alternate test format, consultation among the student, the professor and the Student 

Success Center (SSC) will determine the appropriate course. These discussions should 

begin in the first two weeks of the semester. However, generally, alternative test formats 

are not considered reasonable.  The university is not required to compromise academic 

standards, and the decision as to whether an alternative test format is a reasonable 

accommodation rests with the University. 

 

3.3 Assistive Technology 

Generally, the university should provide educational auxiliary aids for students with 

impaired sensory, manual, or speaking skills. When specified in the documentation, 

students with disabilities are permitted to use such technology as calculators, spell 

checkers, word processors, and any other mechanical tools that might enhance their 

opportunity for participation in the academic environment. If a professor has compelling 

pedagogical arguments why calculator use should be eliminated, exceptions to this 

general practice may be made.  
 

3.4 Text in alternative format 

Students must give the Student Success Center (SSC) timely notification of technology 

needs to assure the availability of such equipment.  Students who need test or exams 

given in alternative format need to follow the same procedures outlined in the exam 

proctoring service, along with informing the professor to submit the exam to be given in 

alternative format. 

Students who have documentation allowing for books in alternative format [text to audio] 

need to request this service before the beginning of the school semester, if at all possible. 

A minimum of two weeks is required to secure text in alternative format. Students 

receiving books in alternative format are held to the same copyrighting laws as students 

using word format textbooks. If audio books are a part of academic accommodations, the 

student is responsible to: 

1. Bring a copy of each course’s book list & reading schedule to the Student Success 

Center (SSC) at the beginning of each semester. [Preferred three weeks prior to 

classes starting]. 

2. Purchase the book and present the receipt of purchase to the Student Success 

Center (SSC). 

3. Complete the Text in Alternative Agreement Form [Appendix] 



4. Pick up the audio book within 48 hours of notification that the text is available. 

Notification will be made through campus email and or voicemail. It is the 

student’s responsibility to consistently check the campus email address.  

Failure to pick up audio books will result in the following actions:  

1. First ñNo-Showò: A letter will be sent to remind the student of the policy and 

appropriate procedures.  

2. Second ñNo-Showò: A letter will be sent to the student informing the student that 

they have two ―No-Shows‖: In addition, the letter will remind the student of the 

policy and appropriate procedures.  

3. Third ñNo-Showò: Services will automatically be temporarily suspended and a 

letter will be sent to the student informing the student of the policy and the 

appropriate procedure. Services will remain suspended until the student makes an 

appointment and meets with the Assistant Director of the Student Success Center 

(SSC) to reinstate services.  

4. For each subsequent ñNo-Showò: Services will automatically be suspended and 

a letter will be sent to the student informing the student of the policy and the 

appropriate procedures. The services will remain suspended until the student 

makes an appointment and meets with the Assistant Director of the Student 

Success Center (SSC).  

 

3.5 Faculty Liaison 

Students are encouraged to be self-advocates and are provided guidance when requested. 

Most faculty-student issues can be resolved between the two parties. In the event there is 

a communication problem or no resolution, the Student Success Center (SSC) will act as 

liaison. If a faculty member is not providing an authorized accommodation, the student 

has the obligation to inform the Student Success Center (SSC) so that remedial action can 

be taken. In the event the issue remains unresolved, the student is encouraged to follow 

the grievance policy set forth in 3.8 Procedure for Dispute Resolution/Grievance 

 

3.6 Services for the Deaf & Hard of Hearing 

Carlstrom Deaf Studies (CDS) is the only fully self-contained degree granting program 

for the Deaf among Assemblies of God colleges. Due to the unique nature of this 

program, services for deaf and hard of hearing students are directed and provided by The 

Carlstrom Deaf Studies Program.  For services and guidance related to accommodations 

for these services students should contact the department Chair. 

Questions:  

 Should all D & HH students be required to register with someone…SSC? 

 Is CDS responsible for all services [support and service provision]for deaf 

and HH? [included but not limited to interpreters, TTY, hearing devices 

such as FM systems] 

 Should a screening system be put in place for D&HH students on the 

admissions end because we recruit for that specific program 



 Should provisionally admitted students [last semester it was 66% were 

admitted in the last 2 years on provisional admission] be required to take a 

―Systematic Learning Course‖ equivalent? 

 How do we know if they are qualified individuals? 

 

3.7 Note-Taking Assistance 

As with any accommodation, it is the student’s responsibility to request a note taker by 

completing registering with the Student Success Center (SSC). When note-taking 

assistance is determined to be a reasonable accommodation for a student with a disability 

or interim service, peer volunteers generally provide note-taking services. Note-takers 

may seek the permission of the Student Success Center (SSC) so no expense is involved 

in making copies.  

 

3.8 Personal Needs 

The North Central University is not required to provide attendants, individually 

prescribed devices, readers for personal use or study, or other devices or services of a 

personal nature. The Student Success Center (SSC) does provide volunteer tutors for a 

variety of academic support, however, subject specific is not guaranteed. 

 

Personal needs that necessitate an attendant are the responsibility of the student. 

(This may range from assistance in toileting, to being repositioned in chairs, transfer to 

and from one’s bed, to placing medication in the person’s mouth, to extensive assistance 

with homework/assignments—any personal service). Students with such needs must 

retain a personal assistant. Failure to do so may result in an administrative stop being 

placed on future enrollment until such time that the student demonstrates a personal 

attendant will be with the student to attend to personal needs. Once secured, each 

personal attendant will be issued with the appropriate identification and keys to access 

the university.  Personal attendants are not permitted to utilize any of the services on 

campus for their personal use without permission from the University [e.g. eating in the 

cafeteria without payment, use of office materials, consumption of items at events 

designed for students]. 

 

We strongly recommend that personal attendants are trained and certified. Requesting 

such services from an untrained, random individual can be a safety threat to both the 

student with the disability and the individual providing the service. North Central 

University cannot assume the liability of risk involved. 

 

3.9 Readers 

When determined to be an appropriate accommodation for a student with a disability, 

readers are provided for test-taking only. Otherwise, a reader is considered a personal 

service and the university is not expected to provide one. The test reader will not offer 

clarification. If clarification of the question is a problem for the student, s/he may write a 

brief explanation of how s/he understood the question so the instructor will understand 

the point of view of the answer. Or, prior to the test, the student may ask for permission 

to call the professor to ask for clarification. A reader will note on the test ―Read by ….‖ 

 



3.10 Scribe/Typist for Papers or Exams 

The typing of papers is a personal service. However, for testing situations, students with 

disabilities that limit their ability to write will be furnished with assistive technology or a 

scribe. Students should request this service at least one week in advance of the exam.  

 

3.11 Service Animals 

Animals are generally not permitted in university facilities. However, it is possible that a 

reasonable accommodation for certain qualified students with disabilities will be the use 

of a service animal.  Note: therapy animals do not qualify as service animals. 

 

Service Animals are animals trained to assist people with disabilities in the activities of 

normal living. The Americans with Disabilities Act (ADA) defines a service animal as 

―…any…animal individually trained to do work or perform tasks for the benefit of an 

individual with a disability, including, but not limited to, guiding individuals with 

impaired vision, alerting individuals who are hearing impaired to intruders or sounds, 

providing minimal protection or rescue work, pulling a wheelchair or fetching dropped 

items.‖ If an animal meets this definition, it is considered a service animal regardless of 

whether it has been licensed or certified by a state or local government training program. 

 

3.12 Absences 

Absences of students with disabilities do not generally have to be accommodated. 

However, each request must be considered individually. 

 

An occasional student may have an illness/condition that requires the student to miss 

class fairly often (a student receiving chemo-therapy, for example). The student can be 

proactive by notifying the Student Success Center (SSC) that excessive absences are a 

possibility.  Students must seek to adhere to the attendance policy and notify the Student 

Success Center (SSC) when they believe they are nearing the end of his or her allotted 

absences.  Professors should also be aware that they may contact the Student Success 

Center (SSC) in regard to a student nearing excessive absence criteria for an assessment 

of the situation. 

 

Students registered with the SSC may be notified when they have reached the maximum 

allotment of absences and the professor is concerned regarding the students ability to 

adequately complete the course.  Such situations may result in meeting with the student 

and or professor to create a plan to ensure the course work is adequately completed.  

North Central University policy states that students who miss 25% of his or her class will 

be dropped from the course.  Receiving the accommodation of additional absences still 

abides by ña reasonable accommodationò and does not imply that a student may miss as 

many classes as they see fit.  Protecting academic integrity of a course will be upheld 

which may imply that there is a limit to how many additional absences may be allowed.  

This is reviewed on a case by case situation involving the professor, the Student Success 

Center (SSC) and the student. Students will be notified in writing in such cases. 

 

In most cases, excessive absences due to a disability will not granted retroactively.  In 

order to receive any accommodation, the student must seek out services and register with 



the Student Success Center (SSC) before the course is completed or before they have 

been automatically withdrawn.  The appeals process for excessive absences is governed 

by the Registrar’s office [see appendix …]. 

 

3.13 Absence from class notification 

Students are required to follow the attendance policy set by the professor at the beginning 

of the semester.  It is the student’s responsibility to attend class and complete all 

necessary course work.  Student’s who choose to be absent from class are at risk of being 

automatically withdrawn and failed once the allowed absences have been missed.   

 

North Central University recognizes that situations arise where the student may need to 

miss class due to illness, funerals, or personal reasons.  In such situations students are 

responsible for contacting each and every professor to inform him or her of their 

absence [this can be done in person, via phone or email as listed on the professor’s 

syllabus].  This does not mean such an absence is an excused absence, however, 

professors may choose to work with a student at their discretion.   

 

Students, who are unable to notify professors due to immediacy issues, should seek to 

inform either Academic Affairs, the Student Success Center, or their Resident Director 

who will assist by following the protocol listed below: 

 

1. The staff member should encourage the student to contact each and every 

professor to notify them of his or her absence.  Access to phones and email are 

normally not an issue, and professors may be contacted after the date missed if it 

is for courtesy reasons.   

2. If step one is not possible, or the staff person chooses to assist the student by 

notifying his or her professors, then this should be done by the person whom the 

student is requesting from.  The purpose for this is to improve customer service 

and avoid being sent to another department thus upsetting or confusing the 

student.  It also seeks to avoid miscommunication by corresponding through 

multiple departments. 

3. Students MUST be informed that such events DO NOT QUALIFY for excused 

absences and this absence(s) will be counted against them.  ñThere are no 

excused absences for any purpose.  Absences will not be questioned, nor will they 

affect the earned grade as long as they are not excessiveò [North Central 

University Catalog, p36]. 

4. Notification to professors should be done by the person who received the request 

by emailing the following statement to each professor AND a copy to the student: 

 
Re: STUDENT NAME  
 
To Whom It May Concern:  
 
I am writing you on behalf of one of your students, STUD ENT NAME.  HE/SHE has 
informed our office that HE/SHE will be out for **** days/weeks for a FUNERAL, 
FAMILY EMERGENCY, ILLNESS, OTHER.  This information is being sent to you as 
a **courtesy ** notice per the request of the student.   
 



This situation does n ot qualify  for academic accommodations to be made by 
North Central University.  If, however, you as the professor are willing to work 
with the student by providing alterations to your course requirements then this is 
your prerogative.  
 
I have informed STUD ENT NAME that classes missed during this time will be 
counted as part of the allowed absences for each course.  HE/SHE is also aware 
that HE/SHE is responsible for all of the course work, quizzes or class 
assignments that may be due in the time of HIS/HER absence.  Please remember 
that the SSC test proctoring service is available should this be of help to you on 
the student õs return.  
 
If you have any questions or concerns, please do not hesitate to contact Rachel 
Gray [4402] or Todd Monger [4458] in the Stu dent Success Center (SSC).   

 

5. Should the staff person have a question regarding the situation he or she should 

call the Student Success Center and consult with the Director or Assistant 

Director.  Unless the student has a documented disability [of which illness, 

funerals, mission trips, sporting events, or personal needs are not considered 

disabilities] the student will not qualify for academic accommodations through the 

Student Success Center.  Therefore, the notification is simply out of courtesy and 

support of the said individual and his or her professors. 
 

Students should be aware that any request for such a notification, either in person, by a 

parent or by another North Central University staff of faculty member, releases North 

Central University from any liability for the disclosure of said information.  Requests for 

an ―absence from class notification‖ must come from the above mentioned individuals 

and cannot be made by a peer. 

 

3.14 Incompletes 

According to the North Central University catalog, the grade of ―I‖ (Incomplete) is a 

temporary grade awarded by the professor which indicates that, for justifiable reasons 

(i.e. serious illness, death in the family, etc.), the student was unable to complete the 

work by the end of the registration term. Any student receiving an ―I‖ must work closely 

with his/her professor to successfully complete and submit to the Registrar’s Office a 

final grade posting for that class. This means that, together, a shared responsibility exists 

between student and professor for the fulfillment of course requirements and the 

submission of an appropriate earned grade within the following time-frame: a Fall ―I‖ has 

until the grades due date for Spring; a Spring ―I‖ has until the grades due date for 

Summer; and a Summer ―I‖ has until the grades due date of the Fall semester. Students 

must submit all (make-up) work to their professor by the last day of classes for grade 

changes in the previous term to be considered. Professors may require an earlier 

completion time frame from students than that of the following semester (indicated 

above). By default, the grade of ―I‖ will be changed to ―IF‖ 30 days after the term (for 

financial aid calculation purposes). An ―IF‖ is not subject to future grade changes after 

the following semester, at which time the ―IF‖ is permanently changed to an ―F‖.  

 

 

 



4.0 ACCESS TO THE NORTH CENTRAL UNIVERSITY CAMPUS 

 
4.1 Activities: Theater Productions, Guest Speakers, etc. 

Departments that offer programs or events that are open to the public must be accessible 

to those with disabilities. Public announcements or advertisements should include a 

statement regarding accessibility and whom to contact to request special assistance. 

 

The Student Success Center (SSC) is not responsible for providing accommodations for 

out-of classroom activities that are not related to achieving a degree or credits for a 

degree. Students with disabilities may request accommodation for extracurricular 

activities from the activity host (athletic department, theatre, graduation committee, 

student sponsored activity board, etc.). 

 

The Student Success Center (SSC) will serve as a consultant to an individual with a 

disability and to the department, committee, or board in meeting individual requests for 

accommodations at such events. 

 

4.2 Admission, Readmission, and Registration 

A. Admission.  

All students who meet the academic standards requisite to admission and are otherwise 

qualified are accepted and are provided services. A student’s disability is not considered 

or inquired about during the admission process. Once admitted, students with disabilities 

are strongly encouraged to notify the University about their disabilities and to comply 

with the established procedures for requesting accommodation. 

 

In an effort to notify students of the disability-related services available, the University 

provides this information in several major publications: 

 in the preregistration materials sent to all incoming freshmen 

 in mailings to incoming transfers and readmitted students 

 in the North Central University Catalog 

 in the North Central University Student Handbook 

 on the North Central University website 

 

In addition to published materials, the services provided by the Student Success Center 

(SSC) are also disclosed to parents and students during campus visit events and 

orientation sessions. 

 

B. Readmission after Suspension or Withdrawal 

Students with disabilities who withdraw from North Central University for personal, 

academic or disability related reason are subject to the same readmission requirements as 

all other students. ―Under some conditions, institutions can require student evaluations to 

determine threat potential and academic ability.  And in certain readmission cases, 

institutions can take a disability under consideration when deciding whether to allow a 

student to return‖ [Disability Compliance for Higher Education 2006 Year Book]. Such 

cases are reviewed by a committee which includes representatives from Admissions, 

Residence Life, and the Student Success Center (SSC). 



 

Upon admission, students should make their request for accommodations known even if 

they have registered in the past.  Notifying the Student Success Center (SSC) as soon as 

possible will assist in ensuring accommodations have been provided. 

 

C. Registration/Preregistration 

Early preregistration is based on need. Students who have followed procedures in a given 

semester, have distributed disability notes to their professors, have returned forms to the 

Student Success Center (SSC), and have met with their advisor may be eligible for early 

preregistration—if a need exists. 

 

The Student Success Center (SSC) works with the Registrar in determining appropriate 

preregistration times for students with disabilities. The Student Success Center (SSC) will 

then notify the student of their eligibility for early preregistration. 

 

Students may receive further assistance, if needed, by contacting Disability Services. For 

example, a blind student may need assistance in reading the schedule or the directions for 

registration. 

 

This procedure is subject to modification with changes in the University preregistration 

process. 

 

4.3 Facilities: Buildings and Other 

A. Existing  

Each program or activity when viewed in its entirety is to be accessible. The University 

will remove architectural and structural barriers in existing facilities where readily 

achievable. This does not always necessarily mean a structural change when other 

methods are effective. Alternatives may include relocation of classes, redesign of 

equipment or other adaptations. For example, a professor whose office is not accessible 

to an individual using a wheel chair must arrange to meet that student at another 

reasonable location.  Students who discover accessibility problems should notify the 

Student Success Center (SSC) as soon as possible to seek ways or assistance in resolving 

the problem. 

 

B. New Construction  

Each facility or part of a facility is to be designed and constructed in such a manner that 

the facility or part of the facility is readily accessible. 

 

4.4 Field Trips and Other Off-Campus Activities 

Any activities held off-campus such as a field trip or internship must afford comparable 

opportunities for qualified students with disabilities. Reasonable accommodations will be 

provided to offer a comparable benefit to the extent appropriate and available.  

 

4.5 Financial Aid 

Students with disabilities are provided equal assistance in obtaining financial aid and 

student employment as the assistance provided to all other students. The Higher 



Education Act of 1965 requires that institutions of higher education establish minimum 

standards of ―Reasonable Academic Progress‖ toward their degree to receive financial 

aid. Federal guidelines consider a student with 12 credits to be a fulltime student. 

An important issue to be considered for taking a reduced course load is health insurance. 

If a student is receiving benefits under a parent’s policy, it is important they understand 

that many policies will drop a dependent whose course load falls below fulltime status. 

 

4.6 Housing 

Residence Life observes the legal requirements that housing be accessible to all students 

and has rooms that are appropriate for individuals with special needs. The Coordinator of 

Residence Life consults with the Director of the Student Success Center when special 

accommodations are requested for a qualified student with disabilities.  Students who 

complete the ―Residence Hall Application‖ and check special needs: deaf, blind, other 

disclosing they may need housing accommodations will be contacted by the Coordinator 

of Residence Life upon receipt of the application.  The purpose of this follow up contact 

it to ensure students who have self disclosed on the housing application know the services 

available to them and ensure they make a connection with the Student Success Center 

(SSC).  The Director of the SSC will then coordinate with the student what needs he or 

she has and create a plan for a smooth transition into the residence halls. 

 

4.7 Employment 

All students have equal access when considering student employment positions on 

campus [including but not limited to Resident Life student leadership positions].  Access 

to postings is located on the university website and communitywide announcements.  

Students who need accommodations for on-campus positions should make there needs 

known to the Student Success Center (SSC).  North Central does not discriminate based 

on disability but does reserve the right to ensure that the essential functions of the job can 

be fulfilled.  Students are encouraged to utilize the liaison services of the SSC to assist 

them in processing through employment options. 

 

4.8 Inclement Weather Access 

The North Central University administration determines when the weather is hazardous 

to the safety of its staff and students. When such determinations are made, public 

announcements are made on WCCO radio, television, internet listings and by University-

wide email.  

 

North Central University’s maintenance department strives to ensure that all major 

sidewalks around campus are cleared of snow in a reasonable time frame.  Students with 

disabilities who encounter problems with snow removal should contact that Student 

Success Center to ensure this is remedied. 

 

4.9 Parking  

North Central University provides handicapped accessible parking in a variety of 

locations around campus.  Those parking in such areas must display a state issued 

handicap parking permit or a permit issued by the Security department at the university.  



Students requiring temporary handicap parking due to an acute medical condition may 

request this through the Student Success Center and or the Security office. 

 

4.10 Emergency Response 

Residence Life [hall Resident Director] is notified when a student who needs special 

accommodations in response situations is living in his or her living area.  Resident 

Directors and Campus Security are the first line of response in any emergency situation.  

In most situations students with disabilities are not notified of emergency drills as such 

drills are intended to replicate a real life scenario.  Students who believe such an activity 

to be harmful to their well being should discuss this with the Student Success Center. 

 

4.11 Recruitment 

Recruitment by university personnel does not discriminate on the basis of disability. 

Reasonable accommodations will be provided to prospective students and their families 

while they are actively considering and pursuing admission to the university. The 

Admissions Office does not make preadmission inquiries about disabilities. Students who 

wish to explore his or her support options are encouraged to do so during a campus visit 

by meeting personally with the Director or Assistant Director of the Student Success 

Center. Such meetings must be initiated by the potential students and or their family. 

. 

4.12 Student Conduct 

Students with disabilities are subject to North Central University’s academic and 

community life standards. Inappropriate behavior will be referred to the Dean of 

Residence Life, Dean of Community Life and/or the Vice President for Academic 

Affairs. 

 

4.13 TTD/TTY Technology Locations 

North Central University has telecommunications devices that provide equal access to 

individuals who rely on TTD/TTY communications technology.  Such services are 

maintained by the Carlstrom Deaf Studies Department.  Video phones are located in the 

Kingsriter Center, in addition to TTD/TYY also being available in the Kingsriter center 

and mailroom in Miller Hall. 

 

4.14 Student Support Services 

The Student Success Center seeks to advance the success of all students in all areas. It 

does this by providing a holistic approach to student learning and success.  For this 

reason the Student Success Center provides more than just disability services.  The 

Student Success Center is also home to the academic support, academic advising, career 

& life calling, and mental health counseling services. 

 

All records remain separate and independent of each other, with confidentiality being 

maintained. However, such a system also allows accessibility for students with 

disabilities to these services.  In the Student Success Center, we recognize that success 

comes through a variety of support and direction – a one stop shop of support for all 

students.  Students therefore can come to one location to gain a variety of services, 

allowing for needs to be met, stigma to be reduced, and a team approach using an array of 



professional services to support each student.  The multidiscipline philosophy yields itself 

to students receiving more than just one service should they have question or concerns in 

another area of academic or community life. 

 

 
 

 

Much of the information outlined in this document has been adapted from Elon University Disability 

Guidebook, and AHEAD program standards and performance indicators-  used by permission. 


