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Process 
1.  Submit	
  required	
  paperwork	
  to	
  the	
  Dean	
  of	
  Students	
  Office/

Coordinator	
  of	
  Disability	
  Services	
  for	
  review,	
  	
  

	
  	
  	
  	
  	
  	
  	
  Annorah	
  S.	
  Moorman,	
  Coordinator	
  of	
  Disability	
  Services,	
  	
  

	
  	
  	
  	
  	
  	
  	
  103	
  Holmes	
  Hall,	
  309-­‐556-­‐3111.	
  
	
  

2.	
  The	
  student	
  then	
  must	
  have	
  meeLng	
  with	
  the	
  Coordinator	
  of	
  
Disability	
  Services	
  in	
  the	
  Dean	
  of	
  Students	
  Office	
  (103	
  Holmes	
  
Hall,	
  309-­‐556-­‐3111)	
  to	
  review	
  paperwork	
  and	
  
accommodaLons	
  request.	
  

	
  
3.	
  APer	
  meeLng	
  with	
  the	
  Coordinator	
  of	
  Disability	
  Services,	
  she	
  

will	
  make	
  recommendaLons	
  for	
  academic	
  accommodaLons	
  to	
  
the	
  Director	
  of	
  Academic	
  Advising,	
  Chandra	
  Shipley.	
  



Process 
4.	
  The	
  student	
  must	
  then	
  make	
  an	
  appointment	
  with	
  the	
  

Director	
  of	
  Academic	
  Advising,	
  Chandra	
  Shipley,	
  in	
  the	
  
Academic	
  Advising	
  Center	
  (110	
  Holmes	
  Hall,	
  309-­‐556-­‐3231)	
  to	
  
sign	
  a	
  release	
  form	
  in	
  order	
  to	
  receive	
  accommodaLon	
  leRers	
  
to	
  hand-­‐out	
  to	
  faculty	
  members.	
  

	
  
5.	
  A	
  release	
  form	
  MUST	
  be	
  signed	
  in	
  the	
  Academic	
  Advising	
  

Center	
  each	
  semester	
  the	
  student	
  requests	
  academic	
  
accommodaLons.	
  	
  

	
  

6.	
  If	
  issues	
  arise	
  with	
  faculty	
  members	
  or	
  students	
  not	
  adhering	
  
to	
  the	
  accommodaLon	
  leRers,	
  please	
  contact	
  Chandra	
  
Shipley,	
  Director	
  of	
  Academic	
  Advising	
  at	
  309-­‐556-­‐3231.	
  



Guidelines for Documentation 

•  Eligibility	
  for	
  Disability	
  Services	
  at	
  the	
  university	
  level	
  is	
  
dependent	
  upon	
  the	
  nature	
  of	
  the	
  disability	
  and	
  its	
  impact	
  on	
  
learning.	
  The	
  following	
  guidelines	
  are	
  provided	
  in	
  the	
  interest	
  
of	
  assuring	
  that	
  documentaLon	
  is	
  complete	
  and	
  accurate.	
  
Disability	
  Services	
  reserves	
  the	
  right	
  to	
  determine	
  eligibility	
  
and	
  appropriate	
  services	
  based	
  on	
  the	
  quality,	
  recency,	
  and	
  
completeness	
  of	
  the	
  documentaLon	
  submiRed.	
  

	
  

•  These	
  guidelines	
  are	
  based	
  upon	
  the	
  standards	
  set	
  forth	
  by	
  
the	
  AssociaLon	
  on	
  Higher	
  EducaLon	
  and	
  DisabiliLes	
  (AHEAD).	
  	
  



Guidelines 

•  AHEAD	
  is	
  an	
  internaLonal,	
  mulLcultural	
  organizaLon	
  of	
  
professionals	
  that	
  was	
  organized	
  in	
  1977	
  to	
  act	
  as	
  a	
  resource	
  
to	
  postsecondary	
  insLtuLon’s	
  disability	
  service	
  providers.	
  Its	
  
membership	
  is	
  approximately	
  2100	
  individuals	
  represenLng	
  
1400	
  insLtuLons	
  of	
  higher	
  learning.	
  

	
  
•  Learning	
  DisabiliLes	
  
•  Psychological	
  DisabiliLes	
  
•  ADD/ADHD	
  
	
  



Learning Disabilities 

The	
  following	
  guidelines	
  are	
  provided	
  in	
  the	
  interest	
  of	
  assuring	
  
that	
  documentaLon	
  will	
  adequately	
  verify	
  eligibility	
  and	
  
support	
  requests	
  for	
  accommodaLons,	
  academic	
  
adjustments,	
  and/or	
  auxiliary	
  aids	
  and	
  services.	
  

	
  
•  A	
  qualified	
  professional	
  must	
  conduct	
  the	
  evaluaLon:	
  licensed	
  

psychologist,	
  learning	
  specialist	
  or	
  clinical	
  psychologist.	
  

	
  
•  TesLng	
  must	
  be	
  current	
  (within	
  the	
  past	
  3	
  years).	
  



Learning Disabilities 
DocumentaLon	
  necessary	
  to	
  substanLate	
  the	
  LD	
  must	
  be	
  

comprehensive	
  and	
  include	
  the	
  following:	
  

	
  

1.	
  DiagnosLc	
  interview,	
  with	
  relevant	
  history	
  
	
  

2.	
  Assessment	
  
–  CogniLve	
  ability/apLtude	
  
–  Academic	
  achievement	
  (reading,	
  oral	
  and	
  wriRen	
  language,	
  
math)	
  

–  InformaLon	
  processing	
  



Learning Disabilities  

3.	
  Specific	
  Diagnosis	
  must	
  be	
  included.	
  
4.	
  Actual	
  test	
  scores	
  from	
  standardized	
  instruments	
  must	
  be	
  

provided.	
  

5.	
  RaLonale	
  for	
  each	
  recommended	
  accommodaLon	
  must	
  be	
  
included.	
  

6.	
  InterpreLve	
  summary	
  must	
  be	
  provided	
  and:	
  

	
  -­‐Indicate	
  the	
  evaluator	
  ruled	
  out	
  alternaLve	
  explanaLons	
  
	
  -­‐Indicate	
  how	
  paRerns	
  in	
  test	
  results	
  are	
  used	
  to	
  determine	
  	
  

	
  	
  	
  	
  	
  	
  	
  the	
  presence	
  of	
  a	
  learning	
  disability	
  
	
  -­‐Indicate	
  how	
  the	
  learning	
  disability	
  limits	
  learning	
  and/or	
  	
  	
  	
  

	
  	
  	
  	
  	
  	
  	
  affects	
  test	
  performance	
  



Learning Disabilities 

Offer	
  raLonale	
  as	
  to:	
  
	
  

•  Why	
  specific	
  accommodaLons	
  are	
  needed.	
  
	
  

•  How	
  the	
  effects	
  of	
  the	
  specific	
  disability	
  are	
  mediated	
  by	
  the	
  
accommodaLons.	
  

	
  	
  



Psychological Disabilities 

The	
  following	
  guidelines	
  are	
  provided	
  in	
  the	
  interest	
  of	
  assuring	
  
that	
  documentaLon	
  will	
  adequately	
  verify	
  eligibility	
  and	
  
support	
  requests	
  for	
  accommodaLons,	
  academic	
  
adjustments,	
  and/or	
  auxiliary	
  aids	
  and	
  services.	
  

	
  
•  DocumentaLon	
  must	
  include	
  a	
  medical	
  or	
  clinical	
  diagnosis	
  of	
  

a	
  psychological	
  disability	
  based	
  on	
  DSM-­‐IV-­‐TR	
  criteria	
  and	
  a	
  
raLonale	
  for	
  the	
  diagnosis.	
  

	
  

•  The	
  evaluaLon	
  must	
  be	
  performed	
  by	
  an	
  appropriate	
  
professional:	
  	
  a	
  psychiatrist,	
  a	
  clinical	
  psychologist,	
  or	
  a	
  clinical	
  
social	
  worker.	
  The	
  evaluator’s	
  name,	
  Ltle	
  and	
  professional	
  
credenLals	
  and	
  affiliaLon	
  must	
  be	
  provided.	
  



Psychological Disabilities 

DocumentaLon	
  necessary	
  to	
  substanLate	
  a	
  psychological	
  
disability	
  must	
  include	
  the	
  following:	
  

1.	
  	
  InformaLon	
  regarding	
  the	
  severity	
  of	
  the	
  disability	
  and	
  the	
  
specific	
  academic	
  funcLons	
  affected	
  by	
  the	
  disability	
  and/or	
  
medicaLon	
  (e.g.	
  ability	
  to	
  concentrate,	
  ability	
  to	
  aRend	
  class	
  
regularly,	
  ability	
  to	
  interact	
  in	
  small/large	
  groups):	
  

2.	
  	
  RecommendaLons	
  for	
  and	
  compliance	
  to	
  a	
  prescripLve	
  
treatment,	
  including	
  medicaLon:	
  

3.  RecommendaLons	
  for	
  academic	
  accommodaLons	
  based	
  on	
  
specific	
  features/symptoms	
  of	
  the	
  disability.	
  

	
  
DocumentaLon	
  must	
  reflect	
  the	
  current	
  (within	
  the	
  past	
  year)	
  array	
  of	
  

symptoms/features	
  and	
  level	
  of	
  funcLoning;	
  if	
  the	
  documentaLon	
  does	
  not,	
  students	
  	
  

may	
  be	
  required	
  to	
  submit	
  up-­‐dated	
  informaLon	
  and/or	
  documentaLon.	
  



ADD/ADHD 
The	
  following	
  guidelines	
  are	
  provided	
  in	
  the	
  interest	
  of	
  assuring	
  	
  
that	
  documentaLon	
  will	
  adequately	
  verify	
  eligibility	
  and	
  support	
  	
  

requests	
  for	
  accommodaLons,	
  academic	
  adjustments,	
  and/or	
  	
  
auxiliary	
  aids	
  and	
  services.	
  

	
  

•  DocumentaLon	
  must	
  include	
  a	
  medical	
  or	
  clinical	
  diagnosis	
  of	
  
ADD/ADHD	
  based	
  on	
  DSM-­‐IV-­‐TR	
  criteria	
  and	
  raLonale	
  for	
  the	
  
diagnosis.	
  

	
  
•  The	
  evaluaLon	
  must	
  be	
  performed	
  by	
  an	
  appropriate	
  

professional,	
  a	
  medical	
  doctor	
  or	
  a	
  clinical	
  psychologist,	
  who	
  is	
  
knowledgeable	
  regarding	
  ADD/ADHD.	
  The	
  evaluator’s	
  name,	
  
Ltle	
  and	
  professional	
  credenLals	
  and	
  affiliaLons	
  must	
  be	
  
provided.	
  



ADD/ADHD 
The	
  documentaLon	
  should	
  include	
  the	
  following:	
  
•  QuanLtaLve	
  and	
  qualitaLve	
  informaLon	
  that	
  supports	
  the	
  

diagnosis;	
  
•  Summary	
  and	
  interpretaLon	
  of	
  assessment	
  instruments	
  (formal	
  

assessment	
  instruments	
  and	
  clinical	
  interview);	
  
•  InformaLon	
  regarding	
  the	
  specific	
  academic	
  funcLons	
  affected	
  by	
  

the	
  disability	
  and	
  the	
  severity	
  of	
  the	
  limitaLons	
  (e.g.	
  ability	
  to	
  
sustain	
  aRenLon,	
  distracLon	
  index);	
  

•  RecommendaLons	
  for	
  and	
  compliance	
  prescripLve	
  treatment,	
  
including	
  medicaLon;	
  

•  RecommendaLons	
  for	
  academic	
  accommodaLons	
  based	
  on	
  specific	
  
features/symptoms	
  of	
  the	
  disability;	
  

•  InvesLgaLon/evaluaLon	
  of	
  dual	
  and/or	
  confounding	
  diagnosis	
  (e.g.	
  
mood,	
  behavioral,	
  neurological,	
  learning	
  and	
  personality	
  disorders).	
  



ADD/ADHD 

•  DocumentaLon	
  must	
  reflect	
  the	
  current	
  (within	
  the	
  past	
  year)	
  
array	
  of	
  symptoms/features	
  and	
  level	
  of	
  funcLoning;	
  if	
  the	
  
documentaLon	
  does	
  not,	
  students	
  may	
  be	
  required	
  to	
  submit	
  
up-­‐dated	
  informaLon	
  and/or	
  documentaLon.	
  

	
  
•  Neither	
  a	
  504	
  plan	
  nor	
  an	
  individualized	
  educaLon	
  plan	
  (IEP)	
  

consLtute	
  sufficient	
  documentaLon	
  but	
  may	
  be	
  submiRed	
  
along	
  with	
  a	
  medical	
  or	
  clinical	
  evaluaLon.	
  



Medical/Chronic Condition 

DocumentaLon	
  must	
  include:	
  
1.  Disability	
  or	
  Medical	
  Diagnosis,	
  date	
  of	
  diagnosis,	
  and	
  last	
  

contact	
  with	
  student.	
  

2.  The	
  diagnosLc	
  criteria	
  or	
  tests	
  used	
  
3.  The	
  current	
  impact	
  of	
  (or	
  limitaLons	
  imposed	
  by)	
  the	
  

condiLon	
  

4.  Treatments,	
  medicaLons,	
  devices	
  or	
  services	
  currently	
  
prescribed	
  or	
  used	
  to	
  minimize	
  the	
  impact	
  of	
  the	
  condiLon	
  

5.  The	
  expected	
  duraLon,	
  stability	
  or	
  progression	
  of	
  condiLon	
  
6.  List	
  of	
  current	
  medicaLon(s),	
  dosage,	
  frequency,	
  and	
  adverse	
  

side	
  effects.	
  

7.  A	
  clear	
  descripLon	
  of	
  recommended	
  accommodaLon	
  



Medical/Chronic Condition 

8.	
  ConnecLon	
  of	
  the	
  recommended	
  accommodaLon	
  to	
  the	
  
impact	
  of	
  the	
  condiLon	
  

	
  

9.	
  Possible	
  alternaLves	
  to	
  the	
  recommended	
  accommodaLon	
  
	
  

10.	
  A	
  statement	
  of	
  the	
  level	
  of	
  need	
  for	
  (or	
  the	
  consequences	
  of	
  
not	
  receiving)	
  the	
  recommended	
  accomodaLon.	
  



Paperwork 

Forms	
  to	
  complete	
  or	
  have	
  completed	
  by	
  professional:	
  
	
  

•  VerificaLon	
  form	
  (ADD/ADHD,	
  LD,	
  Psychological/Psychiatric,	
  
Medical	
  or	
  Chronic	
  Illness)	
  

	
  

•  Self	
  Disclosure	
  form	
  

•  Request	
  for	
  accommodaLon	
  and	
  faculty	
  noLficaLon	
  form	
  



Questions? 

Please	
  call:	
  
Annorah	
  S.	
  Moorman,	
  309-­‐556-­‐3111	
  

	
  Coordinator	
  of	
  Disability	
  Services	
  

	
  

Chandra	
  Shipley,	
  309-­‐556-­‐3231	
  

	
  Director,	
  Academic	
  Advising	
  Office	
  


