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[bookmark: _Toc1409703917]Implementing Academic Accommodations
This guide is designed for students to use to understand their responsibilities, feel confident in communicating with instructors, and understanding how to develop a clear, consistent, and collaborative plan that describe how their accommodations will be implemented in practice.
Implementation planning strengthens the accommodation process by turning approved accommodation into concrete actions. While a Notification Letter outlines what has been approved, an implementation plan outlines how those accommodations will function within a course. This helps eliminate ambiguity, reduce misunderstandings, and ensure that accommodations are applied in a predictable and supportive manner.
Creating a plan helps clarifies expectations, identifies potential barriers, and outlines strategies for addressing them before challenges arise. This proactive approach allows students and instructors to thoughtfully discuss logistics such as testing procedures, attendance expectations, group work dynamics, or access to course materials. Ultimately, the purpose of an implementation plan is to create a shared understanding of responsibilities, reduce reactive problem-solving, and foster an accessible learning environment.



[bookmark: _Toc1607188859]Before You Get Started
[bookmark: _Toc1299686333]Know Your Rights and Responsibilities
A key part of using your accommodations is knowing your rights and responsibilities as a student with a disability. By understanding the protections provided by federal laws such as the Americans with Disabilities Act (ADA) and Section 504 of the Rehabilitation Act, as well as your role in using accommodations effectively, you can take ownership of your learning experience.
[bookmark: _Toc1438545336]Know Your Rights
· Federal laws such as the Americans with Disabilities Act (ADA) and Section 504 of the Rehabilitation Act protect your right to reasonable accommodations in higher education.
· Accommodations are not “extra help”—they are adjustments to remove barriers, so you have equal opportunity to succeed.
· You are not required to disclose your specific diagnosis to instructors; your official notification letter is enough.
Remember, using accommodations is a part of the learning process. You are not asking for special treatment—you are exercising your legal right to an equitable learning environment. Understanding this distinction can help you approach conversations with instructors more confidently and reduce any stress or hesitation you might feel about requesting support.
[bookmark: _Toc477588283]Know Your Responsibilities
· Requesting notification letters every semester in a timely manner, ideally before the semester or a week before you need them.
· Initiate outreach with each of your instructor to discuss your granted accommodation implementation plan
· Communicate openly and proactively with your instructor and/or the Student Accessibility Services (SAS if you have difficulties with receiving your accommodations.
Following these responsibilities helps ensure that your accommodations are effective and that your learning environment remains accessible. Being proactive and organized in your communication with instructors allows you to address potential challenges before they become obstacles.
We recommend familiarizing yourself with your own rights and responsibilities as well as those of your instructors. Understanding these helps you feel more confident when using accommodations and makes conversations with faculty smoother and clearer. Review the Student Accessibility Service’s (SAS) Shared Responsibility Statement.
[bookmark: _Toc722497504]Review Your Accommodations
Before reaching out to your instructors and creating a plan, it’s important for the student to review their approved accommodations. Students with accommodations have access to their accommodations’ details through their Accommodate account. Some accommodations include descriptions that explain not just what the accommodation is, but also how it can be implemented in the classroom.  
Taking the time to review this information is valuable for several reasons:
1. Clear Communication with Instructors: Understanding the language in your accommodation letter helps you explain your needs confidently and accurately.
2. Preparation for Meetings: When meeting with instructors or TAs, being familiar with the specific accommodations allows you to answer questions and clarify implementation details. You’ll be able to explain why an accommodation is necessary, how it works, and what practical steps are needed to implement it.
3. Planning Ahead:  Reviewing your accommodations early in the semester helps you plan your schedule and course strategies. For instance, knowing that extended time is available for both in-class quizzes and finals allows you to schedule tests strategically or adjust study plans accordingly.
Practical Tips:
a. Log into your Accommodate account at the start of the semester and read each accommodation description.
b. Highlight or note any details that are especially important for your courses (e.g., time extensions, alternative formats, assistive technology).
c. Keep a copy of your accommodations handy in your notes or planner for quick reference before emails or meetings.
d. Update your understanding if accommodations change or if new accommodations are added during the semester.
It is also recommended that you take some time to understand your needs and strengths. When you can clearly describe what helps you succeed and what challenges you encounter, you’ll be better equipped to use your accommodations effectively and communicate with your instructors. Start by reflecting on these questions:
· What parts of my coursework or learning environment are most challenging (e.g., exams, note-taking, group projects, presentations)?
· Which accommodations directly address these challenges?
· Which learning strategies or environments help me perform best?
· What tools, supports, or techniques have I used in the past that made a difference.
[bookmark: _Toc293049618]Put Your Accommodations into Action
[bookmark: _Toc1389113731]Submit Your Semester Request
Once you have familiarized yourself with your rights and responsibilities, and accommodations, your next step is to begin the process of using them. This means actively engaging with the SAS and your instructors to ensure that your accommodations are implemented effectively. You will start by submitting your Semester Request to have your Notification Letters sent to your instructors. This process allows you to select which courses you would like to have sent to your instructors. If you aren’t sure how to submit your Semester Request, you can review a tutorial.
When submitting your Semester Request, you have the option to choose which courses you would like your letters sent to. It’s important to think strategically about this step. Consider which courses may present challenges related to your disability, such as classes with heavy reading or writing requirements, timed exams, or group projects. You do not have to send letters to every course—only those where accommodations are necessary for you to have equal access.
Take time to review your schedule and reflect on where your accommodations will make the most impact. You can also discuss your selections with your instructor if you are unsure. Remember, you can resubmit your Semester Request if your needs change or you have registered for additional classes, so selecting courses at the beginning is a starting point, not always a final decision. 
Please note that all new students or students that are approved for accommodations for the first time must complete an Implementation Meeting with an accessibility coordinator to submit your first request. This step must be completed in order for your Notification Letters to be sent to your instructors.
[bookmark: _Toc281301200]Contact Your Instructors
Sending your notification letters is the first step, but accommodations do not become active until you communicate with your instructors. These conversations give you and your instructors the opportunity to clarify expectations, plan ahead, and ensure accommodations are implemented smoothly. Since instructors have up to one week after this discussion to begin putting accommodations in place, reaching out early helps ensure support is available when you need it.
[bookmark: _Toc1804280455]Why Reaching Out Matters
Reaching out shows initiative and helps you: 
· Implement your accommodation for each course
· Discuss logistics for course materials, exams, group work, or assignments
· Build positive communication with your instructors
· Prevent misunderstandings or last-minute issues by setting expectations early
[bookmark: _Toc1668529425]When to Reach Out
After your Notification Letters have been sent, it is recommended you contact your instructors as soon as possible – ideally within a few days. This gives both you and your instructors time to discuss any questions or logistics before accommodations are needed. If you haven’t received a response within a few days, it is helpful to follow up with a polite email.
[bookmark: _Toc589026575]Tips for Effective Communication:
· Keep your emails concise, clear, and polite.
· Use a subject line like: “Accommodations for [Course Name].”
· You don’t need to explain why you have accommodations. You never have to share your diagnosis or medical details.
· Use your ISU email address and course title to make it easy for your instructor to identify you.
· Allow time for a response. Instructors are often busy, so it’s okay if it takes a day or two days for them to reply.
· Save your messages. Keeping copies of your emails can be helpful if any questions come up later.
[bookmark: _Toc645091837]Sample Email
Subject: Accommodation Letter for [Course Name] 
Body: Hi [Instructor name], 
My name is [your name] and I am in your [class name and number] class. You should have just received an email from the Student Accessibility Services office with my approved accommodations. I am emailing you so we can discuss how these accommodations will be implemented in your class. 
Please let me know a time that works best for you to meet, otherwise, I am happy to discuss these accommodations over email. I look forward to working with you.
[Your Name]
[bookmark: _Toc817640774]Conversation Preparation
Before you meet with your instructors, it is important to get clear on what you need. The following questions can help you organize your thoughts.
1. What are the accommodations are listed in your Notification Letter from SAS that you plan to apply to your courses? 
2. How might these accommodations look in this class? 
3. What would you like to say or share with your instructor? 
4. Is there anything you’re nervous about or unsure of? 
[bookmark: _Toc558028810]In-Person Script Starters
· "Thanks for meeting with me. I’m here to talk about my accommodations. I’ve been approved through SAS and wanted to make sure we’re on the same page about how they’ll work in your class."
· "Hi, I wanted to talk with you briefly about my SAS accommodations for this class. I’m registered with Student Accessibility Services, and I’ve been approved for a few accommodations that apply here. Do you have some time to chat?"
If you plan to meet in person, we recommend emailing in advance to schedule a meeting or visiting during office hours. These options give instructors time and privacy to have a more focused conversation than before or after class.
[bookmark: _Toc816666692]Create Your Plan with Your Instructor
When you meet or communicate with your instructor, focus on implementation rather than your diagnosis. You can use this checklist to guide your discussion:
· Review each accommodation listed in your Notification Letter
· Clarify how each one will apply to the course (e.g., where or when you will take exams with extended time, how many additional absences will be allowed, etc.)
· Ask what steps you need to take to implement your accommodations (e.g., notifying instructors when you cannot attend class, scheduling exams, etc.)
· Confirm any actions your instructor will need to take to implement your accommodation (e.g., sending slides after class within 24-48 hours, refer your exams to the Exam Accommodation Center, etc.)
· Confirm any follow up actions or communication expectations
[bookmark: _Toc856037337]Discussion Prompts
To support productive and collaborative conversation, students can use the following prompts to guide their discussion. These questions are designed to help both parties identify potential barriers, clarify expectations, and make sure the implementation plan reflects the specific structure of the course.
[bookmark: _Toc389765941]General Access & Course Expectations
· What aspects of this course (lecture style, assignments, labs, online components) might create barriers to my access?
· Are there particular parts of the course that might be more challenging?
· What essential course requirements or learning outcomes should we keep in mind as we discuss accommodations?
[bookmark: _Toc7710506]Clarifying How Accommodations Will Work
· How have these accommodations worked for you in other classes?
· Do any accommodations need clarification for this course format (online tests, group work, labs, field experiences)?
[bookmark: _Toc615052390]Communication & Logistics
· What is the best way for us to communicate about accommodations, questions, or concerns?
· Are there timelines we should establish for requesting extensions, scheduling exams, or coordinating materials?
[bookmark: _Toc910873778]Check-Ins & Adjustments
· How will we monitor whether the accommodations are working?
· When should we plan to check in—after the first exam, after a major project, or mid-semester?
· If a barrier or concern arises, what is the best first step for addressing it?
[bookmark: _Toc366744037]Document the Implementation Plan
As you are meeting with your instructor, it is important to document what has been decided. Creating a documented implementation plan for the student's accommodations is crucial to ensuring that both the student and the instructor stay on the same page throughout the semester. This plan should detail each accommodation, outline how it will be put into practice, specify the actions required from the student and instructor, and note any course-specific restrictions. You can do this by:  
· Sending a follow-up email summarizing what you discussed.
· Keeping your own notes or complete the Accommodation Planning Tool when you meet with your instructor, specifically noting what was discussed and any specific instructions or steps you need to follow. We recommend that you send a follow up email with a copy of your notes to your instructor, allowing them to also have a copy.
· Saving all related emails in a folder (digital or printed). This makes it easier to refer back if details are forgotten or if implementation issues arise.
[bookmark: _Toc1490022832]What to Include
· What accommodations are being used
· How each accommodation will be applied in the course
· Who will take which actions (student, instructor, SAS)
· How you will communicate to check in and make sure the plan is working smoothly
[bookmark: _Toc1637532370]Sample Follow Up Email
Hi [Instructor’s Name],
Thank you for meeting with me to discuss my accommodations. To confirm, we agreed that I will [your responsibilities for implementing each accommodation] and you will [instructor’s responsibilities for implementing each accommodation]. Please let me know if I missed or misunderstood anything.
Thank you again for your time!
Best,
[Your Name]



[bookmark: _Toc1460163303]Examples of Accommodation Implementation Methods: 
	Accommodation 
	Application Method
	Actions
	Follow Up

	Flexibility in Attendance
	The student will be allowed up to 8 absences. 
	The student will email the instructor within 24 hours before or after the class.

The student will arrange a time to visit office hours to discuss the missed content and participation point. 
	The instructor will email the student after midterm to ensure effectiveness. 

	Low Distraction Location for Exams and Quizzes
	The student has the ability to take their Canvas exams and quizzes in Carver 0060 or Hixson Lied 2242. The student will take the final exam on paper at the Exam Accommodation Center. 
	The instructor will refer the student’s final exam to the Exam Accommodation Center. 

The student will self-schedule the exams and quizzes.
	The student and instructor will meet after the first meeting to evaluate the effectiveness of the low distraction testing center.

	Option to leave/return during exams without penalty

	The student will need to take their exams and quizzes at the Exam Accommodation Center, which is capable of proctoring this accommodation. The student will not have limits on how many times they will be allowed to leave and return. 
	The instructor will refer the student’s final exam to the Exam Accommodation Center. 

The student will self-schedule the exams and quizzes
	The student and instructor have determined no follow up is necessary.

	Reader accessibility software
	The student will utilize headphones during class during silent reading/work time. The student will have access to the software as provided by the student.
	The student will bring their own devices to utilize the software. 
	The student and instructor have determined no follow up is necessary.


[bookmark: _Toc1895101506]Maintaining Communication 
Once your accommodations are set up, it’s important to stay in communication with your instructors and SAS throughout the semester. Using accommodations consist of an ongoing process of checking in, communicating changes, and making sure your accommodations continue to meet your needs.
Your classes may shift as the semester progresses—new projects, different testing formats, or changes in your health or energy. Reaching out early if something isn’t working helps prevent small issues from turning into bigger problems later on.
Here are some key ways to maintain communication:
· Check in early: If an accommodation hasn’t been implemented as discussed, reach out to your instructor right away. A simple message like, “I just wanted to check in about [specific accommodation]” is perfectly appropriate.
· Be proactive: If you notice an upcoming assignment, exam, or project that may require extra planning, email your instructor in advance.
· Keep SAS in the loop: If you’ve tried to resolve an issue with your instructor but it’s still unclear, contact your SAS coordinator for help. They can clarify expectations or step in to support the conversation.
· Maintain professionalism: Even if you’re frustrated, use a calm and respectful tone when communicating. It helps keep the focus on problem-solving rather than blame.
· Staying connected shows maturity, responsibility, and self-awareness—key parts of effective self-advocacy.
[bookmark: _Toc1705144548]Monitor the Effectiveness of Your Accommodations
After your accommodations have been implemented, take time to reflect on whether they are working as intended. Accommodations should reduce barriers—not add new ones. Regularly checking in with yourself helps ensure you’re getting the access and support you need.
Ask yourself these questions:
· Are my accommodations helping me participate fully in class and complete assignments or exams effectively?
· Are there situations where my accommodations don’t seem to fit the course structure?
· Have I noticed new challenges this semester that I didn’t expect?
· Do I need clarification from my instructors or an accessibility coordinator about how an accommodation is being used?
If something isn’t working:
· Reflect first: Try to identify what specifically feels challenging—is it timing, clarity, or how an accommodation is being applied?
· Reach out early: Talk to your instructor or an accessibility coordinator about what you’re noticing. Sometimes small adjustments can make a big difference.
· Document changes: If you and your instructor agree to modify how an accommodation is implemented, send a short follow-up email summarizing the plan.
[bookmark: _Toc1183214420]Responsibilities for Implementing Accommodations
Effectively implementing accommodations requires collaboration and clear communication among the student, instructor, and Student Accessibility Services (SAS). Each party contributes to ensuring accommodations are understood, agreed upon, and applied consistently throughout the semester.
[bookmark: _Toc1606336088]Students
Students play an active role in shaping how accommodations are applied in each course. Their responsibilities include:
· Activating Accommodations: Sending Notification Letters through Accommodate so instructors are aware of approved accommodations.
· Initiating the Planning Conversation: Following up with each instructor to discuss how accommodations will be implemented in that specific class.
· Preparing for the Discussion: Reviewing their accommodations, identifying which ones they typically use, and thinking through potential barriers in the course.
· Clarifying Access Needs: Explaining what aspects of the course may present challenges and asking questions when unsure how an accommodation should apply.
· Following the Agreed Plan: Completing their part of the logistics—such as scheduling exams, emailing about absences, or notifying instructors of needed adjustments.
· Communicating Changes or Concerns: Letting instructors and SAS know if an accommodation is not being implemented effectively or if new barriers arise.
· Maintaining Documentation: Keeping copies of follow-up emails or written implementation plans to ensure everyone remains on the same page.
[bookmark: _Toc1443440056]Instructors
Instructors ensure accommodations are implemented appropriately within the structure and essential requirements of their course. Their responsibilities include:
· Reviewing Notification Letters Promptly: Understanding each accommodation listed and considering how it intersects with course components like lectures, labs, projects, or discussions.
· Engaging Actively in the Planning Conversation: Meeting or communicating with the student to clarify logistics, discuss possible barriers, and collaboratively determine how each accommodation will function.
· Describing Essential Course Elements: Clearly identifying components of the course that cannot be altered so accommodations can be planned around those requirements.
· Developing a Shared Implementation Plan: Confirming expectations regarding deadlines, testing procedures, communication protocols, and any course-specific considerations.
· Implementing Accommodations Consistently: Ensuring accommodations begin within one week of the planning conversation and remains in place for the entire semester.
· Monitoring Effectiveness: Checking in with the student after initial assignments or assessments to ensure the plan is working as intended.
· Consulting SAS Before Making Changes: Contacting SAS if an accommodation may conflict with essential course requirements or if clarification is needed on appropriate implementation.
[bookmark: _Toc110466022]Student Accessibility Services 
SAS supports both students and instructors in creating practical and legally compliant implementation plans. Their responsibilities include:
· Providing Accessible Accommodation Information: Ensuring students and instructors receive clear Notification Letters outlining approved accommodations.
· Guiding the Planning Process: Offering resources, examples, and consultation to help students and instructors understand how accommodations can be applied across different course formats.
· Clarifying Accommodation Parameters: Explaining expectations, common practices, and limitations to prevent misunderstandings during plan development.
· Supporting Resolution of Barriers: Assisting when challenges arise—such as unclear logistics, implementation delays, or disagreements about how an accommodation applies.
· Ensuring Institutional Compliance: Helping the university meet ADA/504 requirements by ensuring accommodations are implemented appropriately and consistently.
· Providing Follow-Up Support: Offering ongoing communication and problem-solving when plans need to be adjusted or new barriers are identified.
[bookmark: _Toc2076487569]Troubleshooting & Problem-Solving
Even with a clear implementation plan in place, questions or challenges may arise during the semester.  This section outlines common issues, strategies for resolving them, and when to involve Student Accessibility Services (SAS).
[bookmark: _Toc1836022135]If an Accommodation Is Not Being Implemented
· Reach out to your instructor as soon as you notice the issue
· Politely explain what part of the plan is not being followed and attach your implementation plan if helpful.
· Ask for clarification if something has changed in the course structure.
· Reach out to the SAS if the accommodation is not implemented after communication or if there is confusion about what is required.
[bookmark: _Toc1967235502]If the Accommodation Plan Needs Adjustment
Course demands may change over time. A mid-semester adjustment may be needed if:
· The student experiences new or increased barriers
· Course expectations change (e.g., moving into a lab or project phase)
· A particular strategy is not effective
[bookmark: _Toc464401898]If There is a Disagreement
Sometimes instructors and students have questions about how certain accommodations function in unique settings.
To problem-solve collaboratively:
· Return to the purpose of the accommodation.
· Identify any essential course requirements that must be preserved.
· Brainstorm solutions that meet both goals.
· If it is still unclear or disagreement remains, invite SAS into the conversation.
SAS can clarify legal requirements, determine reasonable application, and help both parties reach a workable plan.
[bookmark: _Toc1372258459]If an Unexpected Barrier Occurs
Examples include technology failures, sudden illness flare-ups, inaccessible materials, or last-minute course changes. Students should notify the instructor as soon as possible and describe the barrier to determine if the issue can be addressed between the two or if SAS needs involved.
[bookmark: _Toc2125790696]If Communication Breaks Down
If conversations feel tense, confusing, or unproductive:
· Revisit the written implementation plan
· Ask clarifying questions rather than making assumptions
· Suggest documenting next steps in email to ensure shared understanding
Contact SAS if:
· The plan is not being followed and communication has stalled
· There is uncertainty about what is reasonable
· Additional support is needed to resolve the issue
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