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Opening Letter
Dear Student,
Welcome to the Accessibility Services Center at Stetson University! We look forward to assisting you in achieving your
academic goals. Here at Stetson we are committed to supporting our diverse community of learners by addressing
environmental barriers through appropriate academic accommodations and skill-building support.
The Accessibility Services Center is here to assist students by removing barriers to their education through the
recommendation of reasonable accommodations in accordance with Title III of the Americans with Disabilities Act of
1990, the Rehabilitation Act of 1973 (Section 504). If you are receiving this packet, that means you have completed the
necessary registration process with our office. Although we try to cover all of the information that may be pertinent to
you in your Welcome Access Meeting, we know that sometimes we cannot cover everything. We also know that our
students are constantly receiving important information from their professors and other departments on campus and it
can be overwhelming at times.
The information contained in this packet is meant as a quick reference and does not include every piece of information
that you may need. Therefore, we encourage our students to regularly visit our website specifically for students
registered with our office. On our website you can find more useful information such as how to access non-academic
accommodations (housing and dining), accommodation descriptions, helpful community resources, etc. You can also
find links to other academic supports provided through Academic Success to help aid in your success.
Please be sure to review the information below, particularly the Rights and Responsibilities section. Students registered
with the Accessibility Services Center are expected to meet deadlines and requirements set by our office to ensure
smooth access to accommodations.
If you have any questions or concerns at any point please feel free to reach out to us. We are here to help!
We look forward to working with you during your time here at Stetson and hope to make this process as supportive and
helpful as possible!

Sincerely,

Team ASC
Accessibility Services Center
STETSON UNIVERSITY
386-822-7127

Important Info to Remember
 Make sure to read any/all emails that you receive from Accessibility Services (asc@stetson.edu)!
 We generally do not spam your inbox with information so if you do receive an email from us it is
likely important.
 You must request your accommodations EVERY SEMESTER! Your accommodations are not active for a
semester unless you have submitted your request on the Accessibility Services website.
 The Accessibility Services Center will notify your professors of your accommodations once we receive an
Accommodations Request Submission online.
 The email your professors will receive each semester will look something like this:
Dear Professor SAMPLE,
We (Academic Success) recommend the following accommodations for Ima Sample in COURSE
NUMBER – SECTION [COURSE TITLE]:
•
ACCOMMODATION 1
•
ACCOMMODATION 2
Please review our Canvas Guide for extending online testing and creating accessible documents, if
needed.
For further information about the implementation of the above accommodation(s), please review
our Accommodations Explanations reference guide. We also have more information on our
“Resources for Faculty” webpage at http://www.stetson.edu/administration/academic-success/
resources/faculty.php. This webpage includes guides, an up-to-date version of the syllabus
statement, and other available resources for working with students with a variety of disabilities.
After reviewing this information, please feel free to contact me if you have any questions or
concerns regarding these accommodations. While some students may be open about their
accommodations and speak freely with you about them (and all have been strongly encouraged to
do so as soon as possible), many are nervous about this process, so please if you have any concerns
or issues regarding these accommodations contact me before addressing any concerns with the
student.

 You should still work with your professors to ensure that you are fully receiving the support that you
need. Professors receive an email with a student’s accommodations listed but that does not always
mean they know specifically the best way to support you, as every student is different. If you are not
sure how to approach this conversation, please contact us so we can help!
 If you have a testing accommodation, make sure to submit an exam request 5-7 days before an exam date.
Failure to do so may result in an inability to receive an exam on time for the ASC to administer.
 Students are only permitted two late exam requests per semester. After two late requests, only
requests made 5-7 days in advance will be honored.

Rights and Responsibilities
Your Rights and Responsibilities
Your Rights





Equal access to all educational opportunities available to the student body (e.g. courses, programs, activities,
services, jobs and facilities).
Reasonable accommodations based on documentation, barriers, academic program and evaluator's
recommendations.
Appropriate confidentiality regarding your disability.
Equal access to the fundamental right to vote in local and national elections. Visit #StetsonVotes to register!

Your Responsibilities









Meet the university's qualifications and maintain the essential standards for programs, courses, services and
activities.
Disclose information related to your disability to the Accessibility Services Center in a timely manner for the
purpose of accommodations, preferably before the start of each semester or within two weeks of the start of
each semester.
Provide appropriate documentation to Accessibility Services. (The documentation must verify the disability and
its current impact on learning).
Follow specific policies and procedures for obtaining reasonable and appropriate accommodations, academic
adjustments and/or auxiliary aids as established by Accessibility Services. (Failure to provide adequate notice of
the need for separate testing conditions and/or assistance, for example, may result in accommodations that are
not provided to the fullest measure).
Initiate all services and maintain contact with Accessibility Services staff and university faculty.
Provide feedback to Accessibility Services regarding its operations.

Stetson University's Rights and Responsibilities
Stetson University's Rights
•
•
•

•
•
•

Uphold the university's academic standards.
Identify and establish appropriate and reasonable accommodations based upon current disability
documentation completed by a qualified professional and in consultation with the student.
Deny a request for accommodations, auxiliary aids/services and/or academic adjustments if:
o The student fails to provide appropriate documentation
o The documentation does not warrant the services requested
o It substantially alters an essential element of a course, program or activity of the university, or
o It poses a threat to the health and safety of others.
Receive verification of a documented disability from Accessibility Services that states the recommended
accommodations, not necessarily the specific disability.
Establish the learning outcomes that are fundamental to their courses/academic programs and evaluate
students on this basis.
Contact Accessibility Services to discuss the appropriateness of accommodations.

Stetson University's Responsibilities







Recommend reasonable accommodations for students with appropriately documented disabilities in a timely
manner upon request.
Maintain appropriate confidentiality of records and communication concerning students.
Provide information on university policies and procedures to students and ensure its availability in accessible
formats upon request.
Make appropriate referrals to on-campus services, as well as community agencies.
Maintain the same standards for students with disabilities as for students without disabilities.
Arrange for and provide reasonable accommodations upon request.

Confidentiality
Stetson University and the Accessibility Services Center is committed to maintaining appropriate confidentiality of our
students’ personal and medical information. As such, the Accessibility Services Center will not reveal accommodation or
medical information, which is shared with us in the process of establishing accommodations. This mean that unless
asked to do so by the student, other departments, staff and faculty on campus will not be informed of a student’s
accommodations without the proper release. Whether or not a student is registered for accommodations may be
disclosed to school officials with legitimate educational interests, but details of specific accommodations and/or private
medical information will not be disclosed.
When students request their accommodations at the beginning of each semester, this is assumed to be permission from
the student to release accommodation information to the applicable faculty. This does NOT include permission to share
student diagnoses or other sensitive information that is contained in a student’s documentation.

FERPA
In accordance with Stetson University Policy, the Accessibility Services Center abides by the 1974 Family Educational
Rights and Privacy Act (FERPA), which protects the privacy of a student's educational record. The Accessibility Services
Center will not release information regarding a student’s academic history, grades, or course unless an appropriate
waiver is on file with the University. This means that we will not release information to a student’s parent or guardian,
without a FERPA waiver.
More information, and necessary forms can be found here.

Medical Withdrawal
The Medical Withdrawal process is meant for students who are unable to complete the current semester of courses due
to professionally documented medical concerns. The documentation is subject to the approval of the Dean of Students
or their designee.
The form may be obtained from the Registrar's Website.
If you have questions about medical withdrawal please contact the Dean of Students Office at 386.822.7473.
After the form is filled out by a student, it is submitted to the Dean of Students Office with supporting medical/mental
health documentation from an approved provider for review. The Dean of Students or their designee will meet with the
student and within seven (7) business days make a decision.
Once approved by the Dean of Students, the student will need to submit the paperwork to the Office of Residential
Living and Learning (if the student is a resident) and One Stop for signatures. Once all signatures are obtained, the
student must return completed medical withdrawal form to Dean of Students office. (Student Life House)

ADA Grievance Procedure
Stetson University values an environment free of discrimination and harassment, and therefore prohibits conduct that
prevents open academic interaction and opportunity, or that creates an intimidating, hostile or offensive study,
residential or work environment. In conjunction with this philosophy, Stetson University complies with Title III of the
Americans with Disabilities Act of 1990, the Rehabilitation Act of 1973 (Section 504) and the university's own academic
standards to ensure that there will be no discrimination on the basis of disability. Due to these laws and university
values, no qualified individual with a disability shall be denied access to or participation in services, programs and
activities offered at Stetson University.
The university will make a good faith effort to seek resolution of a problem informally brought to its attention through
discussion and communication with the department or unit(s) involved and with appropriate university officials. The
university encourages all faculty, staff and students to attempt an informal resolution prior to initiating the formal
grievance procedure.
Students with disabilities who believe that they have been denied "reasonable accommodations" for their documented
disability, been excluded from participation in or been denied the benefits of any aspect of the Stetson University
student experience, or otherwise have been subjected to discrimination on the basis of their disability should follow the
subsequent steps:
1. The student should schedule a meeting with the ADA/504 compliance coordinator for students/Associate
Director of Academic Success & Accessibility, Stephanie Potthoff. She may be contacted at (386) 822-7127
or spotthoff@stetson.edu.
2. The Associate Director of Academic Success will investigate the complaint, which includes but is not limited to
personal interviews with all affected parties, and attempt a resolution with the participants involved.
3. If the student is not satisfied with the outcome of the process, he or she may file a formal grievance within
fifteen (15) days after the conclusion of the attempt to informally resolve the differences.

Assistive Technology
The Accessibility Services Center (ASC) works to leverage available technology resources to increase the accessibility of
our classrooms and campus in general. This includes educating students on accessibility resources available via their
Office 365 account and loaning needed software and hardware to campus constituents. Our hope is that these resources
will provide the users with greater autonomy to engage fully with the incredible learning opportunities available on our
campus. If you are interested in learning more about any of the available technology, please contact us!

Office 365 Accessibility
All Stetson faculty, staff, and students are provided with an @stetson.edu email address with an associated Office 365
account. This account grants access to a number of Microsoft products (including 5 free downloads of Microsoft
Office). Microsoft is committed to the accessibility of their products and have been working diligently to create new
add-ins and features including text-to-speech, live captioning, and an immersive reader. ASC staff are available to
consult with student on ways to utilize these features to ensure access and support their success in the classroom.
To learn more about Microsoft's commitment to accessibility, please visit Microsoft's Accessibility Homepage

Loaning Software and Hardware
Due to limited inventory, all available software and hardware loan options are designed for brief use. If an individual
believes they would benefit from the use of any of these personal assistance devices, the ASC would recommend that
the individual purchase one through the appropriate vendor for their continued personal use.

Exam Proctoring
The Accessibility Services Center proctors exams for students registered with our office who receive testing
accommodations.

Stetson Students with Testing Accommodations





Registered students should use our online scheduling form to schedule an exam.
Students should discuss testing accommodations with their professors to determine the best way to fulfill the
accommodation and have a plan before an exam needs to be scheduled.
It is the student's responsibility to schedule their exam with Accessibility Services at least five business days
prior to the date of the exam.
The Accessibility Services Center will contact the professor to obtain the exam and any needed directions.

Important Reminders for Testing Accommodations
•
•
•
•

Exams scheduled to be taken at the ASC must take place between 8:00am – 5:00pm, Monday – Friday (hours will
be extended during Finals).
Tests requested less than 24 hours before the exam cannot be reasonably accommodated.
Requests are officially received between 8:00am and 5:00pm, Monday-Friday. Any requests submitted after
5:00pm will not be reviewed until the following business day.
A test taken at the ASC will be proctored at the same time the test is given in the classroom. Any deviation from
the class' expected start time must be approved by the professor. The following are potential scheduling reasons
to change the start time of an exam:
o A student has back-to-back classes that extended time may conflict with the second course's start time.
In this case, the exam start time would be changed for the student to complete the exam on time.
o The student has a sequence of multiple courses in one day that would be affected by extended time.
o The course's scheduled exam time or extended time would take the student beyond the business hours
of the ASC (only if testing in the ASC).

Contact Information
The Accessibility Services Center – asc@stetson.edu or 386-822-7127.
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