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INSTRUCTIONS FOR USE

This handbook was set up for any postsecondary institution to download and use.  All you have to do is decide what information you want to use, and delete what doesn’t apply to your college or university.  Please substitute words in all caps (see list below) with the information for your school (i.e. replace OFFICE with Disability Support Services, etc.).  After making all the necessary content additions, deletions, and adjustments to the handbook, check it for final formatting before using.  The information in this handbook has been modeled after relevant policies and has been compiled from several well-established programs serving deaf and hard of hearing postsecondary students.  All text in italics are instructions only and should not be included in the handbook.
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DISABILITY LAWS IN POSTSECONDARY EDUCATION

Individuals with disabilities are entitled by law to equal access to postsecondary programs.  There are two laws that protect persons with disabilities in postsecondary education:  The Rehabilitation Act of 1973 (Pub. L. No.  93-112, as amended) and the 1990 Americans with Disabilities Act (Pub. L.  No.  1001-336).  According to the Rehabilitation Act of 1973 and the Americans with Disabilities Act (ADA, 1990), a student with a disability is someone who has a physical or mental impairment; has a history of impairment; or is believed to have a disability that substantially limits a major life activity such as learning, speaking, seeing, hearing, breathing, walking, caring for ones self, or performing manual tasks.

The Rehabilitation Act 

Title V of The Rehabilitation Act of 1973 is generally regarded as the first civil rights legislation on the national level for people with disabilities.   Section 504 of The Rehabilitation Act is a program access statute.   It prohibits discrimination on the basis of disability in any program or activity offered by an entity or institution receiving federal funds.  Section 504 states (as amended): 

No otherwise qualified person with a disability in the United States…shall, solely on the basis of disability, be denied access to, or the benefits of, or be subjected to discrimination under any program or activity provided by any institution receiving federal financial assistance.

Under Section 504, institutions were required to appoint and maintain at least one person to coordinate its efforts to comply with the requirements of Section 504 (Section 504 Coordinator).   This individual of office has the ongoing responsibility of assuring that the institution/agency/organization practices nondiscrimination on the basis of disability and should be included in any grievance procedures developed to address possible instances of discrimination brought against the institution.   At YOUR INSTITUTION, the established office is OFFICE.  

The Americans with Disability Act (ADA) 

The ADA is a federal civil rights statute that prohibits discrimination against people with disabilities.  There are four main sections of the law: employment, government, public accommodations, and telecommunications.   The ADA provides additional protection for persons with disabilities in conjunction with the Rehabilitation Act of 1973.   The ADA is designed to remove barriers, which prevent qualified individuals with disabilities from enjoying the same opportunities that are available to persons without disabilities.  

Postsecondary institutions are covered in many ways under the ADA.  Employment is addressed by Title I, accessibility provided by public entities in Title II, accessibility provided by private entities in Title III, telecommunications in Title IV, and miscellaneous items in Title V.

The ADA in Relation to Section 504 of the Rehabilitation Act

Institutions that receive federal funds (such as YOUR INSTITUTION) are covered under Section 504. The ADA does not supplant Section 504, but those situations where the ADA provides greater protection the ADA standards apply. Therefore, postsecondary institutions must adhere to both the Rehabilitation Act and The Americans with Disabilities Act.

Documentation of Disability

ENTER YOUR INSTISTUTION’S REQUIREMENTS HERE

Any student with a disability, a history of a disability, or believed to have a disability may contact OFFICE for assistance. Students are encouraged to seek assistance prior to enrolling for classes and may visit or call during business hours (8:00 a.m. - 4:30 p.m.).  OFFICE does not request documentation from providers. It is the student's responsibility to request, obtain, and submit disability documentation to support requests for accommodations.

In order to receive services or accommodations for a disability, a student must be admitted and furnish appropriate documentation of the disability to OFFICE. The documentation must include medical information and a recent audiogram from a certified professional.  

Students will be notified when appropriate documentation is on file and may choose to schedule a meeting with OFFICE staff to arrange accommodations and/or services. All documentation is confidential.

An academic accommodation plan will be established. Students are responsible for delivering accommodation plans to individual instructors. Accommodation plans must be updated each semester.

SERVICES OFFERED

OFFICE is ready to assist students in any way possible during their education at YOUR INSTITUTION.  OFFICE provides services and academic accommodations for students with disabilities who self-identify as having a disability and provide appropriate documentation of the disability. OFFICE coordinates the services and academic accommodations for all students with disabilities.  OFFICE offers many services, including: LIST THE SERVICES YOU OFFER

· Interpreting

· Speech-to text

· Assistive Listening Equipment

· Tutoring

· Notetaking

· Alternative testing arrangements
· Personal, vocational, and academic counseling

· Developmental studies

· Advocacy

· Assistance in locating housing

· Financial aid/scholarships

· Job placement assistance

· American Sign Language training

· Complete computer and library facilities

Feel free to contact the OFFICE for more information or assistance relating to these or any other services the college may offer.

OFFICE Summer Orientation Program

Orientation programs are conducted each summer for parents, high school juniors, seniors and college freshman students as well as transfer students planning to enter college in the fall.  Students who are accepted:

· Are given a general introduction to the college community

· Are informed of Student Life Activities

· Are informed of the various support services available for deaf and hard of hearing students

· Familiarized with the academic regulations of YOUR INSTITUTION.

For students who need accommodations to access services and programs, the transition to college can be more difficult.  You may ask, “As a student with disabilities, what can colleges offer me in the way of assistance?  What questions should I ask when I approach colleges?  How can an individual college best serve my interests?”  Prospective students are invited to arrange campus tours by contacting the OFFICE prior to the Summer Orientation Program.

Student Services

In addition to OFFICE, YOUR INSTITUTION offers the following support services for all students:

· Counseling and advisement

· Testing

· Orientation

· Career planning 

· Cooperative education

· Academic support 

· Center for Single Parents and Homemakers

· Developmental studies

· Student activities

· Handbook for Students

These services are accessible to students who are deaf or hard of hearing through the use of interpreting services.  For specific details regarding any of these services, see the YOUR INSTITUTION Catalog or contact OFFICE.

The Transition to College Life

A student’s first year at college is one of transition for the entire family.  The student will be adjusting to a new and different academic environment as well as to the daily responsibilities of living on his or her own.  The college student must learn to balance time between academics, social and personal pursuits.  All of these changes, along with the homesickness that may develop, can lead to frustration and stress for both the student and the parents.

New college students may also exhibit changes in their attitude and the way they communicate.  This may manifest itself in many ways but is often a result of the increased freedom and responsibility of living on their own.  As they go through this period of change and adjustment, you can provide support, understanding and encouragement.  It is natural for parents to be concerned about how their son or daughter will respond and adapt in this new environment.  

Parents will be able to provide valuable support for their child by being aware of these imminent changes.  Discussing the issues of communication, finances, and parental expectations of their son or daughter ahead of time will help to minimize some of the problems that might arise once the semester begins.  Parents can assure them that they can achieve desired success at YOUR INSTITUTION if they apply themselves to their studies and advocate for additional resources when necessary.

Tips for Parenting a College Student

The following tips are offered to foster effective parental support of a child enrolled in college.

Tip #1 – Don’t Ask Them If They’re Homesick

The power of suggestion can be a dangerous thing.  (Someone once said, “The idea of being homesick didn’t even occur to me, what with all the new things that were going on, until my mom called one of the first weekends and asked ‘Are you homesick?’  Then it hit me.”)  The first few days/weeks of school are activity-packed and friend-jammed and the challenge of meeting new people and adjusting to new situations takes a majority of a new student’s time and concentration.  So, unless they’re reminded of it by a well-meaning parent, they’ll probably be able to escape the loneliness and frustration of homesickness.

And, even if they don’t tell you so during those first few weeks, they do miss you - some homesickness is normal.

Tip #2 - Write (Even If They Don’t Write Back)

Although new college students are typically eager to experience all the away-from-home independence they can in those first weeks, most are still anxious for family ties and the security those ties bring.  This surge of independence may be misinterpreted by sensitive parents as rejection, but likely most first-year students (although 99% won’t ever admit it would give anything for some news of home and family, however mundane it may seem to you.)

There’s nothing more depressing than a week of empty mailboxes or no emails from home.  Warning - don’t expect a reply to every email you write.  The “you-write-one,” “they-write-one” sequence isn’t always followed by college students.

Tip #3 - Ask Questions (But Not Too Many)

First-year college students are “cool” or so they think and have a tendency to resent interference with their newfound lifestyle, but most desire the security of knowing that someone is still interested in them.

Parental curiosity can be obnoxious and alienating or relief-giving and supportive depending on the attitudes of the persons involved.  “I-have-a-right-to-know” tinged questions, with ulterior motives or the nag, should be avoided.  But honest inquiries and other “between friends” communication and discussion will do much to further the parent-student relationship.

Tip #4 - Expect Change (But Not Too Much)

Students will change, either drastically within the first months, slowly over several years, or somewhere between.  It’s natural, inevitable, and it can be inspiring and beautiful.  Often, it’s a pain in the neck.

College and the experiences associated with it can affect changes in social, vocational and 

personal behavior and choices.  An up-to-now wallflower may become a fraternity sweetheart, a pre-med student may discover that biology’s not her thing after all, or a high school radical may become a college egghead.

Parents can’t stop change, and may not ever understand it, but it is within their power and to both parents’ and student’s advantage to accept.  The son or daughter will be basically the same person who went away to school, aside from some interest changes and personality revisions.  Don’t expect too much, too soon.  Maturation is not an instantaneous or overnight process and perhaps a student will return home with some of the habits and hang-ups, however unsophisticated, that it seemed he/she had grown out of before.  Be patient.

Tip #5 - Don’t Worry (Too Much) About Phone Calls or Letters Expressing Frustration

Parenting can be a thankless job, especially during the college years.  It’s a lot of give and only a little take.  

Often when troubles become too much for a first-year student to handle (a flunked test, an ended relationship, and a shrunken T-shirt all in one day) the only place to turn, write, or dial, is home.  Unfortunately, this is often the only time that the urge to communicate is felt so strongly.  You may never get to hear about the “A” paper, the new boyfriend, or the domestic triumph.  In these “crisis” times your student can unload trouble or tears and, after the catharsis, return to the routine, relieved and lightened, while you inherit the burden of worry.

If your son or daughter is a commuter student you may look forward to the almost daily challenge of being aware of and understanding his or her swings of emotion.

Be patient with those “Nothing-is-going-right-I-hate-this-place” phone calls or letters.  Parents provide a real service as advice dispenser, sympathetic ear, or punching bag.  Granted, it’s a service that makes you feel lousy, but it works wonders for a frustrated student.  As has been said before, parenting can be a thankless job.

Tip #6 - Visit (But Not Too Often)

Visits by parents (especially when accompanied by shopping sprees and/or dinners out) are another part of the first-year events that new students are reluctant to admit liking, but greatly appreciate.  Pretended dislike of those visits is just another part of the first-year syndrome.
These visits give the student a chance to introduce some of the important people in both of his/her now-important worlds (home and school) to each other.  Additionally, it’s a way for parents to become familiar with (and, hopefully, more understanding of) their students’ new activities, commitments and friends.

Spur-of-moment surprise visits are usually not appreciated.  (Preemption of a planned weekend of studying or fun activities can have disastrous results).

Tip #7 – Don’t Tell Your Students That These Are The Best Years of Their Lives

The first year of college (and the other years as well) can be full of indecision, insecurity, disappointments, and most of all, mistakes.  It’s also full of discovery, inspiration, good times, and people but except in retrospect, it’s not the good that stands out.

It takes a while (and the help of some good friends) for a student to realize that he is normal and that the afternoon movie/paperback novel perceptions of what college was all about are inaccurate.  It takes a while to accept that being unhappy, afraid, confused, disliking people, and making mistakes (in other words, accepting himself) are all part of the show, all part of this new reality, all part of growing up.  It takes a while longer for parents to accept it.

Any parent who believes that all college students get good grades, know what they want to major in, always have activity-packed weekends, have dozens of close friends, and lead carefree, worry-free lives is wrong.  So are the parents who think that “college educated” means mistake-proof.  Parents who perpetrate and insist upon the “best years” stereotype are working against their child’s already difficult self-development.  Those who accept and understand the highs and lows of their student’s reality are providing support and encouragement where it’s needed most.

Tip #8 - Trust Them

For a student, finding oneself is a difficult enough process without feeling that the people whose opinions he respects most are second-guessing his own second-guessing.

One of the most important things a mom ever wrote during her child’s years at college was this, “I love you and want for you all the things that make you the happiest, and I guess you, not I, are the one who knows best what those things are.”  She wrote that during her child’s senior year.  If you’re smart you’ll believe it, mean it, and say it now.

These tips are courtesy National Orientation Director’s Association

Financial Information

YOUR INSTITUTION operates on the philosophy that no qualified student should be denied the opportunity of attending college because of a lack of finances.  YOUR INSTITUTION offers various financial aid programs for students who need assistance, including grants, on/off campus jobs, scholarships, and student loans.  A listing of available scholarships can be obtained from the Financial Aid Office.

Parents may obtain a list of in-state and out-of-state tuition rates from the Admissions Office.  In-state tuition rates apply to residents who have been domiciled in this state for at least one year before the start of the semester for which they are enrolling.  Indirect costs will vary depending on the student's housing status.

Tuition and fees must be paid at the time of registration.  Payment can be made by cash, check, VISA, or MasterCard.

Please refer to the college catalog for specific information regarding Delayed Payment, Waived Tuition, Books and Materials, Third Party Costs, Field Trips, Refunds, and the various types of Financial Aid available.

Academic Calendar

The Academic Calendar has a schedule of all the important dates in the YOUR INSTITUTION school year.  You can find the dates classes begin and end, the last day to drop or add classes, faculty in-service dates, holidays, and graduation dates.  If you haven’t received a copy of the current Academic Calendar, refer to the YOUR INSTITUTION Catalog or contact OFFICE.

Policies and Procedures

YOUR INSTITIUTION considers each student a responsible adult and it is assumed that men and women of college age will maintain standards of conduct appropriate to membership in the college community.  Emphasis is placed on standards of student conduct rather than on limits or restrictions on students.  Guidelines and regulations governing student conduct usually are developed by representatives of the students, faculty, counseling staff, and administration.  The Student Code of Conduct is the set of standards that has been established as the guideline for the behavior of those in the student community.

When each student signs the Admissions Application he or she agrees to abide by the following Code of Conduct:

“As a member of the YOUR INSTITUTION Student Body, I will act in a responsible manner with the utmost integrity at all times.  I will obey all college rules and regulations.  I will respect the rights and privileges of others.”

The Family Educational Rights and Privacy Act of 1974 allows the student to have access to all college records regarding him or her except those considered to be confidential under the act.  Under this act, grade reports are available only to the student unless he or she gives specific permission for such information to be released.  Students may request a release form from the college if they desire.

It is the policy of YOUR INSTITUTION to promote equal opportunity in educational programs and activities, admission, and employment, without regard to race, creed, sex, national origin, age, handicap, or any other non-merit factor.  More details regarding YOUR INSTITUTION Policies and Procedures can be found in the Student Handbook.

GLOSSARY OF TERMS

Age of Onset – The age at which a person starts to lose hearing.

ALDs (Assistive listening devices) – Devices that use a microphone positioned close to the speaker’s mouth to transmit speech to the receiver worn by the student, either via a loop, headphones, or an ear bud.  ALDs help overcome the problems of distance and surrounding noise.

ALD- Assistive Listening Device for personal use.  

ALS- Assistive Listening System for groups of people.  

Amplification- The use of hearing aids or any other mechanics used by a person with a hearing impairment to amplify sound.  

Amplified Phone – Phones equipped with volume controls on the handset.  

ASL (American Sign Language) – A natural visual-gestural language with syntax, structure, and grammar rules different from English.

Audiogram- A graph used to record the results of a hearing evaluation.   

Audiology- The science of hearing, including the evaluation of hearing impairments and the rehabilitation of people with hearing impairments.   

Closed Captioning Decoder – A device which allows closed transcribing to be seen on a television screen.

Compatible Phone- A phone which generates an induction signal that can be picked up by a hearing aid telecoil.   Federal law requires that all corded phones sold in the United States must be hearing aid compatible.   

Conductive hearing loss- The loss of sound sensitivity produced by abnormalities of the outer and /or middle ear.  

Cued Speech – The use of handshapes and placements around the mouth to aid in the recognition of spoken words – used in some parts of the country extensively, and not much in other areas.
Cued Speech Transliterator  - Transliterators translate from spoken language to the visual mode of communication Cued Speech.  Transliterators provide real-time access to all information occurring in the classroom.

Cumulative Trauma Disorder – A painful physical condition, such as Carpal Tunnel Syndrome, that is caused by overuse and repetitive motion without sufficient breaks for resting.

Deaf Person- One whose hearing loss makes it impossible for him/her to understand speech and language with or without the use of hearing aids.   

Decibel- A unit for expressing the intensity (loudness) of sounds.  

Degree of Hearing Loss- The extent of hearing impairment usually categorized as “slight,” mild,” “moderate,” “severe,” or “profound”.  

Dual Party Relay- Three way telephone access system linking Deaf and Hard of Hearing callers using an agent who has access to both parties.  

Etiology of Hearing Loss- The cause of a hearing loss.  

Frequency- It is the subjective impression of highness or lowness of a sound (pitch).  

Hard of Hearing Person- One whose hearing loss makes it difficult, but not impossible, or him/her to understand speech and language with or without the use of hearing aids.  

Interpreter- A trained professional, fluent in both English and American Sign Language,  who is bound by a code of ethics to facilitate communication between deaf and hearing persons.  

Notetaker – a person, typically a student in the class, that takes notes and provides them to the student with a disability.  Notes include lecture information, diagrams and notes from class as well as threads of class discussions.

Open Captioning – Text that appears on the television screen that conveys the spoken information – does not require a decoder.

Oral Interpreting – A form of interpreting in which the interpreter mouths without voice is being said so the person who is deaf or hard of hearing can speechread more easily.

Real Time Transcribing/Captioning- Transcribing that is provided simultaneously as a spoken word using a computerized software program.  

Residual Hearing- Any usable hearing that a person may have.  

RID – Registry of Interpreters for the Deaf, the organization responsible for testing and certifying interpreters, and the formation of the Code of Ethics.

Section 504  - Section 504 is part of the Rehabilitation Act of 1973 (Pub. L. No. 93-112, as amended).  It protects the civil rights of people with disabilities in many environments including college settings.

Sensorioneural Hearing Loss- The loss of sound sensitivity produced by abnormalities of the inner ear or the eighth cranial nerve pathway beyond the inner ear to the brain.  

Speechreading (also known as lipreading) – The process of watching a person’s mouth movements and facial expressions to ascertain what is being said.  Speechreading ability varies from person to person and can be influenced by factors such as the amount of useable hearing a person has and their knowledge of spoken English.  Other factors can include the amount of light and the noise level of the environment.

“T” Switch- A switch on a hearing aid that is compatible with telephone use, allowing the 

user to cut off all competing sounds.  

Tactile Interpreting  - A form of interpreting with individuals who are deafblind which involves them receiving information by placing their hands on the interpreter’s hands during the interpretation.

Text Relay – A free service which provides operators, called communication assistants (CAs), who facilitate phone calls between hearing and deaf or hard of hearing persons.  The CA types what the hearing person says for the deaf or hard of hearing person to read.  The CA voices what the deaf or hard of hearing person types to the hearing person.   Relay can be done over the phone (using a TTY or TDD) or over the Internet (IP Relay).

TTY or TDD – A telecommunication device used by persons who are deaf who cannot communicate on the telephone.  A typewriter-like unit prints the conversation on a screen or paper so that it can be read, and enables the user to type responses back on the keyboard.  A TTY must connect with another TTY or a computer.

Type of Loss- The nature of a hearing impairment, usually classified as “conductive,” “sensori-neural,” or “mixed.”

Text messaging devices – Mobile devices that allow simultaneous two-way text communication.  Some more common brands are Blackberry, Ogo, and Sidekick.

Video Relay – A free online service which provides on-screen interpreters to facilitate phone calls between hearing and deaf or hard of hearing persons.

