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I. Policy 

 
Student Access and Accommodation Services  
 

II. Purpose  
 
To provide for equal access, the College is committed to making individuals with disabilities 
full participants in its programs, services and activities through compliance with Section 504 
of the Rehabilitation Act of 1973 and the Americans with Disabilities Act (ADA) of 1990, as 
amended. 
 

III. Scope 
 
All College representatives, including faculty, staff, and students are responsible for the 
implementation of this policy and adherence to the principles of equal access. 
 

IV. Definitions 
 
Disability - a physical or mental impairment that substantially limits an individual from 
performing one or more major life activities, as defined by law. 

 
Core Performance Standards for Admission and Progression - the basic duties that a 
student must be able to perform, with or without reasonable accommodation. (See Policy 
ACA 1.02.) 

 
Interactive Process - a formal or informal discussion between the student seeking an 
accommodation and the Vice President of the College to clarify
what the individual needs and identify the appropriate reasonable accommodation. 

 
Qualified Individual - an individual who, with or without reasonable accommodation, can 
perform the essential functions of the academic program. (See Policy ACA 1.02.) 

 
Reasonable Accommodation - an adaptation to a program or service that allows a student 
with a disability to have equal opportunity to participate in and benefit from the program or 
service and to perform the essential functions, but that does not place undue hardship on 
the institution. 

 
Undue hardship - the accommodation would be too difficult or too expensive to provide 
considering the institution’s size, financial resources, or represents a fundamental alteration 
to the curriculum. 
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V. Policy Details 

 
The College will provide reasonable accommodations to qualified students to fulfill the 
requirements of the program. Students, faculty, and staff are required to utilize this policy 
and its procedures in order to request, authorize, and/or implement reasonable 
accommodations. A student’s failure to comply with the policy and supplemental procedures 
may result in the denial of services. Although students are encouraged to identify their 
needs as early as possible, students have the right to request accommodations at any time 
during their enrollment. 
 
Because students with similar accommodations may not equally benefit from the same 
auxiliary aid or service, the College will analyze each request on a case-by-case basis within 
the specific context of the activity in which the student plans to participate. The College has 
the right to select among equally effective methods of accommodating a student with a 
disability. The College also has the right to refuse an accommodation based on undue 
hardship to the College. 
 
Accommodation requests and services are not retroactive, and therefore requests for 
accommodations should be made in a timely manner. 

 
 

VI. Attachments 
 
Procedure for Requesting Accommodations  
Request for Accommodations Form 
 

VII. Related Policies 
 
ACA 1.02 Core Performance Standards 
 

VIII. Disclaimers 
 
Nothing in this policy creates a contractual relationship between Southside College of Health 
Sciences (SCHS) and any party. SCHS, in its sole discretions, reserves the right to amend, 
terminate or discontinue this policy at any time, with or without advance notice. 
 

IX. Version Control 
 

Version Date Description Prepared by 

1.0 8/1/2021 Revised and new template Student Services 

2.0 8/1/2023 Updated curriculum for all 
SCHS programs 

Campus Director & Dean 
of Academic Affairs 
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PROCEDURE FOR REQUESTING ACCOMMODATIONS 
 
STEPS: 
 

1. Students need to contact the Administrative Assistant to Vice-President. 
 

• To receive the Request for Accommodations Form. 
• To a schedule an appointment to meet with Vice-President to review and resolve 

questions and share resources (e.g. EAP and potential providers). 
 

2. Student will need to make an appointment with a certified or licensed professional 
evaluator to conduct the evaluation. 
 

• The name, title, and professional credentials of the evaluator, including 
information about license or certification, as well as the area of specialization 
(e.g. licensed psychologist), and state and area of employment must be clearly 
stated in the documentation submitted. 

• Examples of individuals generally considered to be qualified to evaluate 
disabilities, providing they have the training and expertise in evaluating adults 
with disabilities: clinical or educational psychologists; school psychologists; 
neuropsychologists; learning disabilities specialists; medical doctors with 
demonstrated experience in assessing disabilities in adults if the disability is 
learning. 

• All reports must be in English typed, on official letterhead of the agency or 
institution, dated, and legibly signed by the professional evaluator who performed 
the evaluation. Reports must also include contact information for the professional 
evaluator. 

• It is not appropriate for the student to request a professional evaluator who is a 
member of their family or close friend. Documentation must be current. 
 

3. Testing and evaluation must be completed within the last 5 years. The College 
acknowledges that once an individual is diagnosed with a learning disability that qualifies 
for protection under the ADA, the disability is normally considered lifelong. However, the 
severity and manifestations of the condition may change over time. A complete 
diagnostic reevaluation is no longer necessary for an applicant with an evaluation 
performed more than five years prior if the applicant is applying for certain reasonable 
accommodations. 
 

4. The provision of reasonable accommodations and services will be based upon the 
current impact of the individual’s disability on the individual’s academic and clinical 
performance. 

 
5. The College requires students with long standing learning disabilities (greater than 5 

years) requesting more extensive accommodations must abide by the 5 year rule and 
submit documentation for review. Accommodations may include, but are not limited to: 
extra time for testing, a quiet environment, or etc. 

https://www.schs.edu/sites/default/files/assets/images/SAAS%20Request%20for%20Documentation%20Form%2010.7.22.pdf
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6. The professional evaluator will submit a signed summary report along with the 

completed portion of the Request for Accommodation Form, sent directly to Vice 
President of Southside College of Health Sciences (SCHS) at 430 Clairmont Court, Suite 
200, Colonial Heights, VA 23834 via United State Postal Service, UPS, or FedEx. Hand 
delivery by student or faxed documents will not be accepted. 

 
7. Upon receipt of the summary report and within five (5) business days, the Vice- 

President will draft a Response Letter for Request of Accommodations which details the 
accommodations that will be granted. The Administrative Assistant to Vice-President will 
schedule an appointment with the student to meet with the Vice-President to discuss the 
response to the accommodations request. 

 
• If accommodations are granted, the Vice-President will provide the student with 

the Response Letter for Request of Accommodations. The student will need to 
refer to the Student Responsibilities on how to properly notify faculty. 

• If accommodations are not granted, the student may submit request an additional 
review or the Vice-President may request additional information to be provided by 
the professional evaluator. 

 
Student Responsibilities 
 

1. Review the policy on Student Access and Accommodation Services. 
2. Contact the Administrative Assistant for scheduling an appointment with the Vice 

President. 
3. Complete an assessment of disabilities/need for accommodations performed by a 

certified or licensed professional evaluator within the past 5 years. 
4. Direct that a summary of the professional evaluator’s assessment be delivered to the 

Vice President by USPS, courier, or private delivery service at least 4 weeks prior to the 
need for accommodations. Delivery by the student or fax is not acceptable. 

5. Meet with the Vice President to review the determination for accommodations based on 
the summary of the professional evaluator’s assessment and what the 

6. SCHS is reasonably able to grant as outlined in the Response Letter for Request of 
Accommodations. 

7. If eligible for accommodations, the student will schedule an appointment with the course 
coordinator (nursing) or faculty member (Imaging) each semester to review the 
accommodations authorized and required in the Response Letter for Request of 
Accommodations. 

8. Safeguard the confidentiality and privacy of Response Letter for Request of 
Accommodations. 

9. Utilize available support services (e.g., EAP, remediation) and accommodations while 
enrolled in SCHS. 
 

Faculty Responsibilities 
 

1. Refer students seeking information about accommodations to the policy on Student 
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Access and Accommodation Services and to the Administrative Assistant for 
scheduling an appointment with the Vice President. 

2. Encourage students with documented accommodations to privately contact the course 
coordinator (nursing) or program director (Imaging) at the beginning of each semester 
to support timely communication and limit misunderstandings. 

3. Hold students with accommodations to the same academic and behavioral standards as 
other students. 

4. After being notified by a student who has been granted accommodations, meet with the 
student to review the statement of accommodations letter and discuss its 
implementation for the semester. 

5. Respect and maintain student privacy and confidentiality related to disabilities, 
accommodation, and related information including the information outlined in the 
Response Letter for Request of Accommodations. 

6. Provide accommodations only to students who have a statement of accommodations 
letter (Response Letter for Request of Accommodations) from the Vice President. 

7. Coordinate testing with students who require testing accommodations. 
8. Communicate specific requirements and responsibilities (e.g., amount of time, quiet 

environment, etc.) with staff who are acting as test proctors for those with 
accommodations. 

 
Administration Responsibilities 
 

1. Provide information and services for students with disabilities in keeping with the SCHS 
policy and as required by the Vocational Rehabilitation Act of 1973, Title II of the 
American with Disability Act of 1990 and the Americans with Disability Act of 2008. 

2. Respect and maintain student privacy and confidentiality related to disabilities, 
accommodation, and related information; including the information outlined in the 
Response Letter for Request of Accommodations. 

3. Meet with student to provide information on disability services at SCHS. Outline 
documentation needed to support the request for accommodations. Provide a list of local 
potential providers who are examples of professional certified, licensed evaluators. 

4. Review documentation from the professional evaluator to determine eligibility for services 
and identify reasonable accommodations. 

5. If needed, request additional information to support a student’s accommodation request. 
6. Compose a Response Letter for Request of Accommodations and provide a copy to the 

student outlining the specific accommodations. 
7. Review the Response Letter with the student and discuss its implementation. 
8. Work with associates and students when accommodation-related issues arise. 
9. Assist associates with appropriated disability-related training and questions. 
10. Provide information about policies and procedures regarding students with disabilities. 
11. Maintain student disability data and documentation. 

 
Staff Responsibilities 
 

1. Refer students seeking information about accommodations to the policy on Student 
Access and Accommodation Services and to the Administrative Assistant for scheduling 
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an appointment with the Vice President. 
2. If proctoring a test for student with accommodations, have clear communication with the 

faculty about the specific requirements (e.g., amount of time, quiet environment, etc.) 
granted for the specific student. 

3. Respect and maintain student privacy and confidentiality related to disabilities, 
accommodation, and related information; including the information outlined in the 
Response Letter for Request of Accommodations.  
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