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"‘ DRC/DHH Mission Statement

SOUTHERN NEVADA

DRC/DHH MISSION STATEMENT

In accordance with the Americans with Disabilities Act (ADA) of 1990, the ADA Amendments Act of
2008 and Section 504 of the Vocational Rehabilitation Act of 1973, the Disability Resource Center is
committed to providing academic accommodations to all enrolled students with documented disabili-
ties and to persons who are participating in College of Southern Nevada sponsored events.

DRC/DHH VISION STATEMENT

DRC/DHH views itself as a resource for education, growth, understanding, and actualization of poten-
tial for students with disabilities and the greater CSN community. It is our goal to assist students in
their development of self-advocacy and independence.

INSTITUTIONAL RESPONSIBILITY

The College of Southern Nevada (CSN) recognizes its responsibility to provide equal access to its educa-
tional programs and services to all qualified persons with disabilities. The responsibilities are man-
dated under Section 504 of the Rehabilitation Act of 1973 and under Title Il of the Americans with Dis-
abilities Act of 1990 and ADA Amendments Act of 2008.

Under Federal law, a “disability” is a physical or mental impairment that substantially limits one or
more major life activities. A person may be disabled if: 1) the person has a physical or mental impair-
ment that substantially limits one or more major life activities, 2) the person has a record of such im-
pairment, or 3) the person is regarded as having such impairment. (These terms are defined in consi-
derable detail in the applicable public laws; the Disability Resource Center can provide you with addi-
tional information.)

Beyond legal responsibilities for promoting equal access, CSN is committed to making its campuses and
programs a welcoming environment for all individuals, regardless of disability, who choose to visit,
work, or take classes here. Everyone within the institutional community (faculty, staff, and students)
has a responsibility for doing her/his part, as needed, to implement the policies and procedures neces-
sary to ensure a campus climate that is conducive to the full integration of persons with disabilities.
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Student Responsibilities

STU

DENT RESPONSIBILITIES

Any student eligible for services from the Disability Resource Center (DRC/DHH) and/or Deaf and
Hard of Hearing Services (DHH) under the requirements of Section 504 of the Rehabilitation Act of
1973, the Americans with Disabilities Act of 1990 and the ADA Amendments Act of 2008, has cer-
tain responsibilities to fulfill. In order for accommodations to work well, students receiving services
from DRC/DHH should be mindful of the following responsibilities:

1)

2)

3)

4)

5)

6)

7)

Once a student has enrolled with DRC/DHH, s/he will request only those accommodations that
have been approved. If the Disability Specialist finds that a requested accommodation will re-
quire additional documentation, the student is expected to take the active role to acquire ap-
propriate documentation. DRC/DHH staff are available to assist the student, if necessary.

The student is strongly encouraged to meet with an Academic Counselor before registering for
classes to ensure that course prerequisites are met and that the student is working toward the
degree plan of the student’s choice.

The student will provide the DRC/DHH with a copy of her/his current class schedule. If the stu-
dent is requesting speech-to-text or a sign language interpreter, the student will also provide
the office with a course syllabus.

The student is expected to provide completed and signed Accommodation Request forms to
the DRC/DHH seven (7) days in advance. Accommodation requests submitted with less than 7
days advance notice cannot be guaranteed to be fulfilled.

The student does not have to disclose the nature of the disability to any instructor. However,
the student is encouraged to meet individually with the instructor and, if appropriate, discuss
the agreed upon accommodations. The student may request assistance from the Disability
Specialist.

DRC/DHH does not provide tutoring, though referrals for extended tutorial services can be re-
guested. Students may also benefit from the Writing Center, Math Lab, the Computer Lab, Re-
tention Services, Trio, Re-Entry, and other programs. Students should see an Academic Counse-
lor or visit one of these Student Affairs offices to learn about available support services.

The student will notify the DRC/DHH in advance if unable to keep a scheduled appointment
with test proctors, readers, scribes, interpreters, or other service providers. If the student fails
to show up and/or fails to call in advance, the student will be considered to have failed to use
that accommodation. The accommodation (test proctor, reader, scribe, interpreter, or other
accommodation) may be temporarily suspended until the student meets with the Disability
Specialist to either re-establish or cancel the accommodation.

Last Revised: March, 2011 Page 5 of 28
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Student Responsibilities, Continued

8) The student will notify the DRC/DHH in writing of any and all course withdrawals. The student
is encouraged to meet with an Academic Counselor prior to withdrawing.

9) The student must return all loaned equipment or materials at the completion of the semester
or at the time of course completion or withdrawal. Failure to do so may result in a hold on fu-
ture registration and transcripts.

10) The student is responsible for notifying the DRC/DHH in writing about problems encountered,
including those with service providers.

11) The student may file informal complaints with the Disability Specialist. If the situation is not re-
solved satisfactorily, the student may file a formal complaint with the Office of the Special As-
sistant to the President. The formal Grievance Procedure is outlined in a separate section of
this student handbook.

12) The DRC/DHH Student Handbook is accessible online at www.csn.edu/drc, and alternative me-
dia copies are available at the DRC/DHH offices.

Student Conduct Code

All students are expected to abide by the conduct requirements of the CSN Student Conduct
Code and the Nevada System of Higher Education Code (the “NSHE Code”), as well as other re-
guirements adopted by the College and/or the student’s department or program. Disruptive
and/or abusive behavior will not be tolerated at CSN. Behavior that violates the policies of CSN
can lead to administrative withdrawal from classes, expulsion from the College, and criminal
charges with CSN Campus Police and/or local law enforcement.

The CSN Student Conduct Code and the NSHE Code are available through the DRC/DHH web-
page at www.csn.edu/drc. Students with disabilities should also familiarize themselves with
the grievance procedure outlined in this DRC/DHH handbook.
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Initiating Contact

In order to request accommodations for a disability, the student with a disability should contact
the Disability Resource Center on the campus of his/her primary enrollment:

Cheyenne 702 651-4045 cyDRC/DHHtaff@csn.edu
Henderson 702 651-3795 hnDRC/DHHtaff@csn.edu
West Charleston 702 651-5644 wchDRC/DHHtaff@csn.edu
Assistive Technology 702-651-7366

Requests specific to our Deaf and Hard of Hearing Services should be directed to:
Deaf and Hard of Hearing Services: 702 651-4448 deaf.hh.services@csn.edu
Video Phone: 702 726-9980

The first step is to provide documentation of your disability to the DRC/DHH. The most effective
documentation will provide a reasonably complete picture of the individual's current function-
ing and come from an appropriately licensed or certified professional. Students seeking
DRC/DHH services are advised to bring/send, any or all documentation they possess that might
be relevant to their requested accommodations.

It is helpful to the Specialist to indicate what services the student will be seeking when the do-
cumentation is delivered to the DRC.

DRC/DHH recommends that students with disabilities contact the office as soon as possible,
once the decision has been made to seek services. The student’s documentation will be re-
viewed by the DRC/DHH professional team. If the documentation is sufficient, then the student
will be invited to an intake interview. If the documentation is insufficient to support the re-
quested accommodation(s), the student will be given information about acquiring additional
documentation. It may be necessary to request further information as part of the documenta-
tion process, and the Disability Specialist will work with the student to obtain that information.
Please be aware that some requested accommodations may require substantial preparation
time in order to assure they will be ready for the start of classes.

Documentation

Students requesting accommodations as a person with a disability under Section 504 or the
ADA/ADAAA are responsible for providing documentation of their disability to the Disability Re-
source Center. This documentation serves two purposes:

e [t establishes that the individual IS a person with a disability as defined by the
law, thus eligible for protection; and
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e [tis used by the institution to determine what, if any, accommodations must be
made in order to assure that the individual has equal access to programs and
services.

Students may choose to submit documentation of the disability at any point during a semester;
however, accommodations will not be enforced retroactively. Accommodations can only begin
once documentation is approved by a Disability Specialist.

AS APPROPRIATE TO THE DISABILITY, RELEVANT DOCUMENTATION WOULD INCLUDE:

When looking for the right information to submit as documentation, the following guidelines
may be helpful. They were developed by the Association on Higher Education and Disability
(AHEAD).

A diagnostic statement
A diagnostic statement identifies the disability, date of the current diagnostic evalua-
tion, and the date of the original diagnosis.

Under Federal law, a “disability” is a physical or mental impairment that substantially
limits one or more major life activities. An individual with a disability is a person who
has a physical or mental impairment that substantially limits one or more life activities,
a person who has a history or record of such impairment, or a person who is regarded as
having such impairment.

A description of the diagnostic criteria and or diagnostic test used
This description should include the specific results of diagnostic procedures, diagnostic
tests utilized, and when they were administered. When available, both summary and
specific test scores should be reported. When standard scores are not available, the
mean, standard deviation, and the standard error of measurement are requested as ap-
propriate to the construction of the test.

Diagnostic methods used should be appropriate to the disability and current profession-
al practices within the field. Informal or non-standardized evaluations should be de-
scribed in enough detail that a professional colleague could understand their role and
significance in the diagnostic process.

A description of the current functional impact of the disability
Ideally, the current functional impact on physical, perceptual, cognitive, and behavioral
abilities should be described as a result of the testing that was conducted by the medical
professional. If the student does not have current information, the student should bring
in any/all past documentation that could help describe the condition.

Treatments, medications, assistive devices/services currently prescribed or in use

This would entail a description of treatments, medications, assistive devices, accommo-
dations, and/or assistive services currently used; and their estimated effectiveness in
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helping to minimize the impact of the disability. Significant side effects that may impact
physical, perceptual, behavioral or cognitive performance should also be noted. This in-
formation will only be used to guide DRC/DHH professionals as they strive to develop
the most effective and appropriate academic accommodations that can reasonably be
provided at CSN.

Progression or Stability of Disability Over time

This description should provide an estimate of the change in the functional limitations of
the disability over time and/or recommendations concerning the predictable needs for
reevaluation of accommodations.

The credentials of the diagnosing professional(s)

Information describing the certification, licensure, and/or the professional training of
individuals conducting the evaluation should be provided. DRC/DHH needs to be rea-
sonably certain that individuals making recommendations related to disability services
are, in fact, qualified and that the documentation they provide is relevant to the re-
guested accommodation(s).

Other information

Recommendations for accommodations, adaptive devices, assistive services, compensa-
tory strategies, and/or collateral support services that may not contain the six elements
described above will be considered and reviewed by the DRC/DHH professional team.

Recommendations from professionals with a history of working with the individual pro-
vide valuable information for the review process. They will be included in the evalua-
tion of requests for accommodations. Where such recommendations are congruent
with the programs, services, and benefits offered by the College, they will be given con-
sideration. When recommendations go beyond services and benefits that can be pro-
vided by the College, they may be used to suggest potential referrals to area service
providers beyond CSN.

Confidentiality

CSN recognizes that information regarding disability is highly confidential in nature. In keeping
with our respect for the privacy of persons with disabilities, and in accordance with relevant
federal and State statutes, CSN establishes the following policy regarding the management of
disability-related documentation and information.

The Disability Resource Center on each campus will have the responsibility of holding
documentation of disability presented by students on that campus in support of their
eligibility for protection/service under the law. Such files will be considered highly con-
fidential and shall be protected appropriately.

Students with disabilities have a right to access to the information in their files with the
exception of documents which clearly indicate that the information is not to be shared
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with the student. The DRC staff will accept their request, in writing, as well as a faxed
or mailed copy that will include the student’s date of birth and signature. Students may
request that the Disability Specialist help in explaining relevant information from those
files to other members of the campus community.

Aside from authorized requests, information regarding a student's disability status and
documentation will remain confidential. Information related to the student’s disability
does not become part of that student’s academic record and is not part of the regular
student records process. This confidential information will not be released to outside
entities without the written consent of the individual who is the subject of this informa-
tion. In rare circumstances and in the case of emergency situations, some information
may be shared on a need-to-know basis only with relevant members of the campus
community.

Student Records Storage

When a student with a disability schedules an appointment to see a Disability Specialist with
the intention of attending or continuing his/her education at CSN, the Disability Specialist may
begin creating a student file. Student files may contain information such as: name, address,
major, degree sheet, college transcripts, types of accommodations requested, types of accom-
modations approved, and documentation of the disability. Due to limited storage space, stu-
dent records cannot be stored for an unlimited period of time. The following guidelines are es-
tablished so that students may be aware of how their information will be stored. The Disability
Resource Center complies with the Family Educational Right to Privacy Act (FERPA) of 1974.

Last Revised: March, 2011

Two main paper files will be created for each student.

0 One file will contain the documentation that specifically describes the nature of the
disability.

0 The second file will be a working file that is used for reference to track the student’s
contact with the Disability Specialist, any referrals made, Accommodation Request
forms that are processed, and all other information pertinent to the student’s active
college needs.

These two main files will be stored at one of the three main campuses (Cheyenne, West
Charleston, or Henderson) where the student attends the majority of classes. If the student
attends classes at a satellite campus, the records will be stored at the main campus closest
to the satellite campus. For example, Boulder City students can have their records stored
on the Henderson Campus.

If a student attends classes on multiple campuses, the main files are stored where the stu-
dent first began services. A secondary file may be established at the other campus(es) so
that the Disability Specialist on each campus can assist the student. The student is respon-
sible for notifying the Disability Resource Center that he/she will be attending classes on
more than one campus. This should be done when the class accommodation forms are
submitted.
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e In addition to the paper files that are created, information about the student may be stored
in an electronic database on a secure DRC/DHH server. This electronic database may be
used each semester by the DRC/DHH to arrange accommodations for all DRC/DHH students.
The electronic database may not contain the student’s entire paper files; rather, it is a tool
that helps the Disability Specialist to ensure that note takers, sign language interpreters, lab
assistants, test proctors, and other accommodations are assigned when needed. Informa-
tion in the electronic database will be added, modified, and deleted without regard to any
time limit as this information is only a tool to assist the Disability Specialist in the functions
of the Disability Specialist’s job.

e The following DRC/DHH student records will be destroyed one year from the date of intake:

0 Potential DRC/DHH students who are not admitted to CSN and have never enrolled
in any classes with CSN.

0 Potential DRC/DHH students who are admitted to CSN, but have never enrolled in
any classes with CSN.

0 Potential DRC/DHH students who are admitted to CSN, and have enrolled in classes
with CSN, but have not requested any accommodations from the DRC/DHH within a
year from the intake appointment.

e The following DRC/DHH student records will be destroyed five years from the last time the
student has requested accommodations (in person, by phone, with mail, with email, by fax,
or by any other means) with the Disability Resource Center:

O Inactive DRC/DHH students who have not requested any accommodations through
the DRC/DHH in the last five years.

e Any student can request at any time to have her/his DRC/DHH student records destroyed.
The student must submit a written request to the Disability Specialist in person. The stu-
dent must bring at least one form of photo identification with them at the time of the re-
quest. The written request to destroy the files will be saved for one year from the date of
the request, and then it will also be destroyed.

e [f the student record is destroyed at either the student’s request or in accordance with the
DRC/DHH record storage policy, and the student wishes to return to CSN and receive ac-
commodations, the student must meet again with a Disability Specialist for intake and sub-
mit current documentation of his/her disability. Accommodations will be re-determined ac-
cording to the student’s current documentation of disability.

Determining Appropriate Accommodations

The DRC/DHH professionals on each campus have been specifically assigned the responsibility
of receiving, holding, and evaluating documentation of student disability on behalf of the Ad-
ministration of CSN. The DRC/DHH professional team is further entrusted to make determina-
tions regarding accommodations that are to be provided to students with disabilities, in com-
pliance with Section 504, ADA and the ADA Amendments Act of 2008. Faculty and staff are ex-
pected to comply with the decisions of the Disability Specialists and the DRC/DHH professional
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team; any questions concerning those decisions can be addressed informally with a Disability
Specialist or through the grievance procedure which is outlined separately in this handbook.

Requesting Accommodations

After a student has completed their intake appointment with the Disability Specialist; students
may request accommodations from the DRC office by submitting the class accommodation re-
quest form and a copy of their current class schedule. This may be done in person, or by email
or fax. Services requested through Deaf and Hard of Hearing Services (DHH) at the Cheyenne
campus should be made in-person. Such requests should be made as early as possible. Every
reasonable effort will be made by the staff to prepare accommodations within 7 days from the
time of the request.

Each semester, the student should complete and sign an Accommodation Request Form for the
accommodation that will be needed. Request forms are available at the DRC/DHH offices as
well as online at the DRC/DHH webpage on www.csn.edu/drc. Once completed, the request
form should be submitted to the DRC office on the campus where the student expects to take
most of her/his classes. Students with accommodation needs relevant to DHH can place their
requests with the DHH office on the Cheyenne campus.

Academic accommodations approved by the DRC/DHH professional team will be listed on the
Accommodation Letter provided to the student by the DRC/DHH. The student must then pro-
vide the letter to his or her class instructor.

e The Accommodation Letter must be picked up from the DRC/DHH by the student
and given to the faculty member by the student; except in extraordinary circums-
tances, the DRC/DHH will not notify faculty of the presence or needs of a student
with a disability in class.

0 For Online classes, the Accommodation Letter will be emailed to the student.
It is the student’s responsibility to deliver his/her Accommodation Letter to
the online instructor, using whatever delivery method is preferred by that
online instructor.

e Faculty are under no obligation to provide accommodations to students who do not
provide an Accommodation Letter from DRC/DHH. The Accommodation Letters
represent the only institutionally-recognized form of notification for academic ac-

commodations.

e DRC advises faculty who are approached by students requesting accommodation di-
rectly to refer those students to the DRC/DHH.

e |nsituations where a student offers to provide documentation of their disability di-
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rectly to faculty, the DRC advises that faculty should not accept the documentation
and, instead, refer the student to the DRC/DHH. DRC strongly advises against faculty
holding any documentation of a student's disability in their personal files.

DRC recognizes that faculty are free to make any alternative arrangements (for a
student with a disability) to their standard policies/procedures that they choose, just
as faculty are free to make such alternative arrangements with any student. How-
ever, disability-related accommodations recognized and supported by CSN can be
assigned only by the Disability Resource Center.

Types of Accommodations Available at CSN

The following list and descriptions of our most frequently requested accommodations is presented for
informative purposes only. Students are only eligible for any or all of these accommodations once
their documentation has been found to support such a request. This list is not intended to present an
exhaustive list of DRC/DHH services and all accommodation requests are reviewed on a case-by-case

basis.

Note Takers

Note takers are service providers who attend class with a DRC/DHH student whose disability may
somehow impact the process of creating usable class notes.

Students should request Note Takers for their classes as soon as they register each seme-
ster or as soon as the need is apparent. Every effort will be made to accommodate mid-
semester requests but the DRC/DHH experience is that such requests become increasingly
difficult to fill as the semester progresses. The student must fill out an accommodation re-
quest form for each class in which a Note Taker is needed.

The Note Taker may be secured with the instructor’s help. As with all accommodations, the
student is responsible for giving a copy of the Accommodation Letter to the instructor for
each class in which a Note Taker is needed. The instructor can be asked to announce the
need for a Note Taker to the class and refer interested students to the DRC/DHH office for
more information. Students that request note takers before the start of the semester will
be able to pick up their Accommodation Letters from the DRC/DHH during the first week of
class.

The DRC/DHH does not allow students to choose their own Note Taker, nor does the stu-
dent have any power or authority over a Note Taker. Requests to have family members,
spouses, partners, friends or acquaintances serve as Note Takers will not be entertained.

Note Takers are performing a service for the DRC/DHH. In the interest of privacy, DRC/DHH
strongly recommends that Note Takers not reveal their identity to DRC/DHH students who
will be receiving their notes.

Notes can be retrieved from the DRC/DHH office on the campus where the class was held.
Note Takers are expected to make their notes legible and available as quickly as possible,
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which is usually within 24-48 hours after a given class session.

Students who fail to pick up their notes for a two (2) week period of time may have the note
taking accommodation temporarily suspended. The student must meet with the Disability
Specialist to discuss the student’s responsibilities relative to the academic accommodations
prior to the accommodation being reinstated.

Testing Accommodations

Testing accommodations include, but are not limited to: reader, scribe, enlarged text, extended time,
and quiet testing environments. All accommodations are assigned on an individual basis when docu-
mentation is presented. All exams will be proctored.

Students who qualify for testing accommodations must give a copy of the Accommodation
Letter to their instructor at the start of the semester or when approved by the DRC/DHH for
testing accommodations. When a test needs to be scheduled, the student must pick up a
Test Scheduling Form from the DRC/DHH or obtain the form online at www.csn.edu/drc.
The student will fill out the student information and then ask the instructor to fill out the
test instructions. The student is responsible for returning this form to the DRC/DHH office
seven (7) days prior to the scheduled test. Seven (7) days notice is required to ensure that
accommodations are available for the scheduled test day.

O DRC/DHH recommends that students be proactive and schedule their testing accommo-
dation requests at the beginning of the semester.

Unless a different accommodation is approved, most exams are administered in the
DRC/DHH testing rooms or the Testing Center on each campus (Monday 8am-6:30pm,
Tuesday through Friday, 8am-5pm). The student is responsible for taking the test at the as-
signed time. If the student misses the test, the student must reschedule the test upon ap-
proval from the instructor. A new Test Scheduling Form will need to be completed. If the
student misses the test due to their disability, the student must provide documentation re-
lating to the absence to the DRC/DHH and the Disability Specialist will consult with the in-
structor to reschedule the test.

Testing may be monitored by video camera.

The DRC staff will assist the student in scheduling a test in the event that the class occurs in
the evening or on the weekend; so they may take their tests during the hours of operation
for the DRC/Testing Center.

If a scheduling conflict occurs, it is the student’s responsibility to contact the DRC/DHH to
make alternate arrangements prior to the scheduled test date.
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Sign Language Interpretation and Speech-to-Text Services

Sign language interpretation involves the translation of one form or mode of communication into a
form of sign language, such as American Sign Language (ASL). Speech-to-text services involve the con-
version of audible communication into text format.

The student is required to provide a copy of the class schedule and request the use of an in-
terpreter on an accommodation request form to the Office of Deaf and Hard of Hearing
Services (DHH) as soon as the student registers. On the first day of class, the student must
pick up a copy of the accommodation form from the DHH and give it to the instructor.

Any change in the student’s schedule (including withdrawals) must be provided to the DHH
office immediately. Failure to do so may result in the suspension of the use of the interpre-
ter until the student meets with the DHH Specialist.

If the student will be unable to attend class, the student must notify DHH in advance of the
absence. If the student fails to show up for class, and the student has not notified DHH, the
interpreter will notify DHH of the absence. After one absence from class, use of the inter-
preter may be temporarily suspended. Prior to reinstatement the student must meet with
the DHH Specialist to discuss the student’s responsibilities relative to class attendance and
notice of any unexpected absences.

If the interpreter is not in class when the class starts, the student should ask the instructor
to notify the DHH office immediately.

Service providers will remain in class for 15 minutes if the student is not present and has
not called to inform DHH that s/he will be late. If the student has not arrived by this time,
the service provider will be recalled and assigned to other duties for that class session.

When a student needs an interpreter for meetings with instructors, tutoring sessions, or
other school related activities, the student should complete a separate Accommodation Re-
guest form available at DHH. This form must be submitted at least seven (7) days in ad-
vance and can be accessed on the DRC website at www.csn.edu/drc.

Registration Assistance

All current CSN students will receive a 30-minute opportunity for online priority registration and are
eligible for open registration any time after the priority registration appointment. Registration infor-
mation is accessible through the student’s MyCSN account online.

The DRC/DHH office is not responsible for academic counseling. Therefore, all students are
strongly encouraged to meet with an Academic Counselor prior to registering for classes.
The academic counselor can advise the student regarding class pre-requisites, degree re-
guirements, the differences between various classes, and much more. Academic counselors
are extremely busy during the registration periods, and it may be necessary to make an ap-
pointment well in advance of registration.

A student with a documented disability that requires accommodation in order to interact
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with the Registrar, Finance Office, Academic Counseling, etc. should submit an Accommoda-
tion Request form seven days in advance.

Equipment Loans

DRC/DHH has a variety of adaptive equipment available for loan to students who qualify.

Students needing equipment loans should contact the DRC/DHH at least seven (7) days in
advance of the semester starting. Equipment is loaned on a first come, first served basis.

All equipment must be returned to the DRC/DHH office (on the campuse from which it was
borrowed) at the end of the semester or when a class is dropped. If equipment is not re-
turned, a hold will be placed on the student’s registration and transcript.

If loaned equipment is damaged while in his/her care, the student is responsible for the cost
of repairs. The student will be billed for the cost of replacement or any repairs done by a
service center authorized by CSN. If the equipment is damaged, the student has the oppor-
tunity to explain the damage to the Disability Specialist when the student returns the
equipment.

Lab and Research Assistants

Lab and Research Assistants are DRC/DHH employees hired on an as-needed basis to assist in perform-
ing tasks that are limited due to the student’s disability.

It is the student’s responsibility to request a lab or research assistant using an Accommoda-
tion Request form as soon as s/he registers for classes each semester. The student must al-
so submit a copy of her/his schedule.

On the first day of class, the student is responsible for delivering a copy of the Accommoda-
tion Letter to each instructor informing the instructor that a lab or research assistant will be
attending the class. The instructor may be asked by DRC to help with securing a lab or re-
search assistant.

The lab or research assistant may only physically assist by following directions given by the
student. The assistant may not perform independent research. The student with the disa-
bility must be present at all times to direct the research or lab activity.

Any change in the student’s schedule (including withdrawals) must be provided to the
DRC/DHH office immediately. Failure to do so may result in the suspension of the use of the
lab or research assistant until the student meets with the Disability Specialist.

If the student will be unable to attend class, the student must notify the DRC/DHH in ad-
vance of the absence. If the student fails to show up for class, the lab or research assistant
will notify the DRC/DHH of the absence.

0 After one absence from class without advance notice, use of the lab or research assis-
tant may be temporarily suspended.
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O Prior to reinstatement the student must meet with the Disability Specialist to discuss
the student’s responsibilities relative to attendance and notice of unexpected absences.

e |[f the lab or research assistant is not in class when the class starts, the student should ask
the instructor to notify the DRC/DHH office immediately.

e When a student needs a lab or research assistant for meetings with instructors, tutoring
sessions, or other school related activities, the student should complete a separate Accom-
modation Request form. Every effort should be made to submit this form at least seven (7)
days in advance.

Personal Assistants

Personal assistants are people that assist with activities of daily living, such as (but not limited to):
eating, breathing, bathing, urinating, changing clothing, manipulating medical devices or equipment,
storing and delivering medication, transferring to and from wheelchairs and automobiles, and similar
activities.

e |If a student needs a personal assistant it is their responsibility to provide their own assis-
tant. CSN does not provide personal assistants.

e The student must present DRC/DHH with documentation of need for a personal assistant.

e The student is strongly encouraged to arrange a meeting at least seven (7) days prior to the
start of the semester with the Disability Specialist and include their personal assistant. The
Disability Specialist will review academic boundaries with the student and the personal as-
sistant so that the personal assistant will not perform academic activities that are the stu-
dent’s responsibility.

e The personal assistant may be required to present evidence to the DRC/DHH that verifies
that the personal assistant is capable of performing the personal activities that the student
needs assistance in performing.

e The Disability Specialist will create a Special Letter for the student and the personal assis-
tant. The student will need to present the letter to each instructor of each class where the
personal assistant may be involved. The Letter will introduce the personal assistant and
outline the activities that the personal assistant may be performing. The Letter will be
completed and made available to the student within seven (7) days of receiving complete
documentation and meeting with both the student and the personal assistant.

e Use of a personal assistant is not an excuse to be late to class, leave class early, or take
breaks during class. The student should arrange her/his class schedule in such a manner as
to allow extra time before, after, and in between classes to arrange for personal needs.

e The use of a personal assistant does not prevent the student with the disability from also
requesting and qualifying for the use of other accommodations, including sign language in-
terpreters, note takers, and lab or research assistants.

e A personal assistant is not permitted to proctor or administer any exams.
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Guide Dogs and Other Service Animals

Guide dogs and service animals are trained to perform specific tasks to assist a person with a disability.

CSN does not provide guide dogs or other service animals. If a student requires the use of a
service animal, the student will need to obtain their own trained animal.

Though not required, the student is strongly encouraged to arrange a meeting at least sev-
en (7) days prior to the start of the semester with the Disability Specialist and include their
service animal.

Though not required, a Disability Specialist can be asked to create a Special Letter for the
student and the service animal as a strictly voluntary convenience to help inform the in-
structor. The Letter will introduce the service animal and outline the activities that the ser-
vice animal may be performing. The Letter will be completed and made available to the
student within seven (7) days of the request.

The use of a service animal does not prevent the student with the disability from also re-
questing and qualifying for the use of other accommodations, including sign language inter-
preters, note takers, and lab or research assistants.

Guide dogs and other service animals are not pets.

Use of a guide dog or trained service animal is not an excuse to be late to class, leave class
early, or to take breaks during class. The student should plan a class schedule in such a way
that time is allowed between classes to feed, water, and walk the animal to relieve it be-
fore, after, and between the classes.

The student is responsible for cleaning up after the animal when the animal eats, urinates,
defecates, or creates any other messes.

The student is responsible for maintaining a clean and odor free animal.
The student is responsible for the animal’s behavior at all times.

In the event that the animal bites another person, the owner allows the animal to be un-
clean, the owner fails to clean up after the animal, or similar irresponsible behavior occurs,
the student may be referred to the CSN discipline committee for action. Discipline action
can result in expulsion. If the animal did bite another person, that other person is not obli-
gated to wait and accept the action of the CSN discipline committee. That person may take
independent legal action against the student for failing to control the animal.

Animals that are in training to become guide dogs that are involved in a guide dog training
program are welcome on the campus with their trainers. The trainer will need to comply
with all State (NRS 651.075) and federal regulations that a certified guide dog and its owner
follow as outlined in the procedures in the above section.
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Alternative Text

Alternative text may include, but is not limited to, text in digital/computer formats, audio formats or
Braille and similar alternative formats.

e The student should be aware that many publishers make alternative texts available for pur-
chase. The student should try to purchase the alternative format instead of a standard text
whenever possible.

e Students who will need books in digital format should meet with the Disability Specialist as
early as possible. Typically, a two to four week notice is needed in order to arrange to have
the books in digital format delivered to the school. More time may be needed if the stu-
dent is requesting this service at the very start of a semester.

e The student must mark Alternative Media on his/her Accommodation Request form as soon
as s/he has registered for classes. This form should then be submitted to the DRC/DHH
along with a copy of his/her class schedule. There may be occasions when the DRC will ask
for your course syllabus to work on the reproduction in sequence with the class.

e The student must obtain the text book and submit the text book and receipt to the
DRC/DHH as far in advance as possible. A minimum of seven (7) days notice is required for
any individual assignment and students should be aware that this accommodation can often
take several weeks for completion. DRC/DHH will notify the student when the text has
been altered.

e If thereis a need to use the student’s text books, the text books will be returned to the stu-
dent as quickly as possible, or when the assignment has been completed.

e Students expecting the need to convert assignments or handouts to digital format should
schedule an appointment with the Adaptive Technology Specialist to learn how to make
these conversions on their own.

e Students regularly in need of alternative text books are strongly encouraged to contact Re-
cordings for the Blind and Dyslexic (or any of several similar organizations) to obtain their
own personal memberships to this text reading service that utilizes professional recording
studios and has a standing library of audio text. The Disability Specialist can assist the stu-
dent with the application process.

e All students are encouraged to learn to use the adaptive text reading software that is avail-
able for use on the adaptive computers located in the computer lab. Students can indepen-
dently use the adaptive software to read text aloud. Students do not need to submit special
requests to use the equipment in the computer lab. The computer lab is generally open late
in the evening and on weekends, making it very accessible. The Disability Specialist can faci-
litate referrals for training in the use of our adaptive software.

Other Accommodations

Other accommodations may be assigned on a case-by-case basis. The student is responsible for re-
guesting assistance from the Disability Specialist.
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Problems with Accommodations

If a student provides the Accommodation Letter to a faculty member but finds that the accom-
modations are not provided in the agreed upon manner, it is the student's responsibility to no-
tify the DRC/DHH Disability Specialist immediately. CSN will take all necessary steps to ensure

the integrity of the accommodation process, but it is the student's responsibility to inform the

DRC/DHH of their concerns.

Course Substitutions

CSN recognizes that certain disabilities may preclude a student from successfully completing a
specific course requirement for a degree, even with appropriate accommodations. Each re-
qguest will be reviewed on a case-by-case basis. During the review process, the College will con-
sider proposed course substitutions and whether or not they compromise the integrity of the
academic program. Per ADA-AA and Section 504, the College is not mandated to substitute es-
sential requirements of a student’s program of instruction. Therefore, every student enrolled
in a degree program is expected to meet the essential requirements of that program. In the
case of substitution requests, the College understands that any such substitution must not
weaken the curriculum, but rather expand the opportunities available.

CSN also recognizes that altered methods of course delivery and/or the use of accommodations
will enable most students with disabilities to successfully complete course requirements, except
in very unusual circumstances. Therefore, the student is encouraged to attempt successful
completion of the required course and/or prerequisites with accommodations. Course substi-
tution may be requested with the following procedures:

e The student will pick up and complete the Substitution Request Form available in the
Admissions area.

e The student will request a letter from the Disability Resource Center to accompany the
substitution. The letter should include:

0 A statement of support/non-support from the Disability Specialist on the primary
campus of enrollment based on his/her evaluation of the request in light of the stu-
dent's disability-related limitations.

0 An explanation of the relationship of the student’s disability to the lack of success in
completing the course.

O Relevant medical or psychological documentation which includes functional impact
of the disability and its duration, when appropriate.

0 A description of the accommodations previously received by the student in the
course or relevant subject area, if attempted.

0 Arelease signed by the student, authorizing the Substitution Committee to review
the student’s documentation and to contact the evaluating professional, if neces-
sary.

e The student will submit the Substitution Request Form to the Chairperson of the de-
partment of the degree or certificate that the student is pursuing.
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The Department Chairperson recommends approval or denial and forwards the request
to the Associate Dean of the course being substituted.

The Associate Dean reviews and recommends approval or denial of substitution and
forwards the request to the Academic Officer designated by the Vice President for Aca-
demic Affairs.

Academic Officer approves or denies the recommendations of the Department Chair-
person and Associate Dean.

The Academic Officer forwards the substitution form to the Officer of Admissions and
Records for processing and notification to the student.

Full-Time Status

CSN recognizes that students with disabilities may need to take a reduced course load in order
to effectively manage both their studies and their disability-related needs. By definition, such
reduction should not constitute a loss of the privileges associated with full-time status since the
reduced load represents a "full" load for that particular student.

Students requesting a reduced course load (less than 12 credit hours) without attendant
loss of full-time status should present such request in writing to the Disability Specialist
on their primary campus of enroliment. The request should include the student’s name,
student number, date of birth, and a detailed explanation as to why the student be-
lieves his/her disability impacts directly on the ability to maintain a traditional full-time
load.

Within three (3) working days, the Disability Specialist shall review the request of the
student in light of the available documentation of disability provided and shall make a
decision:

(a) To support the request for reduced course load for a single term

(b) To support the request for reduced course load for the duration of the
student's tenure at CSN

(c) Not to support the request for reduced course load on disability-related
grounds
The student's request and the Disability Specialist's recommendation will be forwarded
to the DRC/DHH Director, who may request to view the actual documentation of disabil-
ity as part of this review. A decision will be made regarding such requests within five (5)
working days from the time the request is received by the Director.

While requests for full-time status can be made prior to the start of the semester, no ve-
rification letter can be printed until after the first week of the semester. Letters will be
available to pick up from the DRC office where the request originated. Retroactive let-
ters will not be issued.
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A decision to allow the student to be designated "full-time" with less than the typical full
time course load shall allow the student all benefits and privileges assigned to "full-
time" students at the institution, including but not limited to eligibility for academic
honors, participation in extra-curricular activities, and verification of student status for
insurance purposes.

Such designation will not apply to the student’s eligibility for financial support from out-
side sources (including federal financial aid) that base that eligibility on the number of
hours of course work attempted rather than on an internal (institutional) designation of
status. This designation is offered through the DRC/DHH and does not apply to the Of-
fice of the Registrar.

Access to Technology

Technology and the internet are integral components of most educational programming in
higher education. CSN is committed to ensure that students with disabilities are afforded equal
access to such technology and to the internet.

CSN has designated a representative to act in the role of Assistive Technology Manager
for the institution. Appointments are coordinated by the Disability Specialist.

The Assistive Technology Manager is available for training in the use of the College’s
adaptive software and consultation regarding equal access to information posted to the
institutional website.

To ensure that advances in the use of technology do not unintentionally exclude use by
persons with disabilities, the Assistive Technology Manager can consult with facul-
ty/staff throughout the institution incorporating technology in their academic offerings
or job functions.

The Assistive Technology Manager will be responsible for assuring that requests for digi-
tal materials be processed in a timely manner for students at any of the three campuses
by overseeing the production and dissemination of necessary materials; the Assistive
Technology Manager shall work with the Disability Specialists to establish procedures to
ensure a quick turnaround time for requested materials.

The Assistive Technology Manager will review all proposed institutional purchases of
computer technology to assess the impact of technology upgrades for those using assis-
tive technology; any additional technology, upgrades, or training necessary for equal
access shall be identified and associated costs shall be included in the funding requests
for all technology purchases.

High School Students

Students with disabilities who are currently enrolled in the College of Southern Nevada High
School program, the Two Plus Two program, or otherwise enrolled in college courses as part of
their high school curriculum should consult with the special education teacher/facilitator at
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their home school to establish accommodations through an Individualized Education Plan (IEP).
The Clark County School District accepts responsibility for accommodations established through
IEPs.

A high school student with a disability that is enrolled in college course work at CSN indepen-
dent of their high school curriculum should meet with a CSN Disability Specialist to establish a
file as a student with a documented disability. Students under the age of eighteen (18) must be
accompanied by a parent or guardian to establish a file. CSN accepts the responsibility for pro-
viding accommodations to students under these conditions.
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GRIEVANCE PROCEDURES

Persons who feel aggrieved because of alleged acts of discrimination in violation of Section 504 of the
Rehabilitation Act of 1973, the Americans with Disabilities Act of 1990 or the ADA Amendments Act of
2008 should try to resolve the complaint(s) according to the following procedures.

Informal Resolution

The aggrieved individual may choose to address his/her complaint directly with the offend-
ing party. Hopefully, an accord can be reached and the problem can be resolved. Informal
attempts at resolution do not preclude the aggrieved individual from pursuing formal reso-
lution of a grievance and Informal Resolution is not binding in any enforceable way.

Filing Formal Complaint(s) of Discrimination

e Formal complaint(s) must be filed with the Special Assistant to the President by the com-
plainant(s) on the institutional complaint form available through that office for this purpose.
Additional information regarding the disability and its impact on the incident or situation
may be submitted as part of the initial complaint form or may be volunteered and/or re-
quested at a later time in the investigation.

e Complaints of discrimination in the employment process, hiring, promotion, demotion,
evaluation, transfer or termination must be filed with the Special Assistant to the President
within 180 calendar days after the discovery of the alleged act of discrimination. Likewise,
complaints of discrimination in the provision of services/support shall be filed within 180 ca-
lendar days after the discovery of the alleged act of discrimination.

e [If a complaint is filed against the Special Assistant to the President, the institutional Presi-
dent shall appoint a person other than the Special Assistant to handle the complaint, and all
references in these procedures to the Special Assistant shall refer to that person.

Notification of Respondent(s)

e The Special Assistant to the President, within five (5) working days of receipt of the written
complaint, shall notify the person against whom the complaint is filed, hereinafter referred
to as the respondent(s), and shall forward a copy of the complaint(s) to said respondent(s).
Confidential disability-related information submitted as part of the complaint will be shared
only to the extent that it is necessary for the respondent to know in order to understand
the complaint and prepare a response.

e If a complaint is brought by a student regarding denial of an accommodation needed in an
ongoing class, the decision of the Disability Specialist on the campus of that student's
enrollment to provide or deny said accommodation shall be implemented until such time as
a formal resolution of the grievance process is achieved.

Preliminary Review by Institutional Special Assistant to the President

e [f the Special Assistant does not believe there are reasonable grounds to support a com-

plaint, the Special Assistant will recommend in writing to the President that the complaint
be dismissed.
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If the Special Assistant believes, after mediation and investigation, that there are reasona-
ble grounds to support a complaint, a recommendation will be made in writing to the Presi-
dent to affirm the charge and take appropriate corrective action as required.

Grievance Committee

The Special Assistant shall organize the grievance committee and shall serve as secretary,
without vote, to the committee.

The grievance committee shall be composed of no less than three persons and no more
than five. The Special Assistant shall determine the number of members of the grievance
committee and shall recommend the names of persons to be appointed to the committee
to the President who shall be the appointing authority. If either the complainant or the
respondent is a student or a classified employee, a person or persons from that category
should be present on the grievance committee if at all possible. If such representation is
NOT possible, the Special Assistant shall recommend such persons for appointment to the
committee as are available and willing to serve. Individuals with knowledge/understanding
of disabilities and the accommodation process (including the DRC/DHH Disability Specialists
on each campus) should be considered for membership on such grievance committees
whenever possible.

The grievance committee shall convene within three (3) days after notice of the appoint-
ment, no more than 30 days after the initial complaint(s) filing.

0 The committee shall select a chairperson.

0 The committee shall establish a hearing date, which shall be no more than five (5)
working days from the day the grievance committee is convened. Written notice
shall be given to all parties involved.

0 The Special Assistant shall provide to the grievance committee a summary of the key
elements of the complaint to be reviewed by the committee and any supplementary
information necessary (such as definitions of disability, copies of appropriate sta-
tutes or relevant institutional policy, and so on).

0 The committee shall hear testimony and study other evidential materials.
0 The hearing shall be informal.

0 The committee shall make recommendation(s) to the institutional President as soon
as possible, but no later than five (5) working days after completion of the hearing.
The committee shall recommend the dismissal or affirmation of a complaint; and, if
recommending affirmation, the committee shall also recommend appropriate ac-
tion.

O A majority report must be filed and a minority report may be filed.

0 The Special Assistant shall request, and when necessary require, members of the in-
stitutional community to present evidence at the hearing on behalf of the respon-
dent or the complainant.
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Findings
e The President is not bound by the recommendations of the Special Assistant, but shall re-
view the report of the grievance committee and, within five (5) working days may:

0 Dismiss the charges or
0 Affirm the charge and take appropriate corrective action as required.

e The President shall cause notification of the action to be sent to the respondent, the com-
plainant, and the Special Assistant.

e Once the decision has been forwarded to the complainant, the complainant will have ex-
hausted all grievance or appeals procedures within CSN.

Restrictions

e Neither the complainant nor the respondent shall arbitrarily delay action of the grievance
procedure.

e The proceedings shall be closed to everyone other than the Special Assistant, the respon-
dent; the complainant (and advisor or legal counsel, if any, for each party), and testifying
witnhesses.

e Arecord will be kept of the fact finding. Complainant and respondent, upon written re-
guest to the President, shall have access to the records of the proceedings, which shall re-
main in the custody of the Special Assistant. If the Special Assistant is the person charged,
the records of the proceedings shall be in the custody of the Office of the President.

Rights of Individual(s)

e Either party in the grievance shall have the right to call witnesses.

e The purpose of the hearing by the Special Assistant is to discover all the relevant facts and
to encourage the parties to freely discuss the issues in as information a setting as is possi-
ble. Therefore, while the right to counsel by either part shall not be precluded, provided
that appropriate prior notice of such counsel's attendance shall be given to the other party
and the Special Assistant at least three (3) working days prior to the hearing, the extent of
the participation by legal counsel at the hearing shall be determined at the sole discretion
of the Special Assistant.

e All evidence and proceedings are confidential and shall not be made public by any partici-
pant during mediation and hearings.

e This stated procedure shall not preclude an employee's or a student's right to seek other
avenues of redress outside of CSN.
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Additional References

ADDITIONAL REFERENCES

Bureau of Vocational Rehabilitation and Services to the Blind and Vision Impaired

Assists persons with disabilities in southern Nevada enter into or maintain employment and
provides additional state services through Vocational Rehabilitation.

Office for Civil Rights
Additional information is available regarding the Office for Civil Rights (OCR)

NSHE Board of Regents

The NSHE CODE and NSHE Procedures and Guidelines Manual are available from the Board of
Regents website.

CSN Student Policies and Procedures
All CSN Policies can be found on the CSN Website including
0 Disruptive and Abusive Student Policy;

O Disruptive and Abusive Student Procedure; and
O Credit Load Hour Policy.

CSN Course Catalog
The current CSN Course Catalog is online.

DRC/DHH Online Student Handbook
e DRC/DHH Student Handbook

e General DRC/DHH Forms including the Accommodation Request Form

Federal Application for Financial Aid (FAFSA)
The FAFSA can be found and completed online.
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Additional References

Scholarship Information

Some DRC/DHH-related scholarship information is available on the CSN DRC website.
e Fastweb

Any student looking for scholarships may use Fastweb. The service is free. If the web-
site has any organizations that match the student’s interests, the website will send the
student an email telling the student where to go to apply.

e HEATH

Students with disabilities are also able to search for scholarships through the scholar-
ship clearinghouse at HEATH. These are scholarships specifically for people with disabil-
ities. This is a resource guide.

Read Please

Students with reading-related disabilities should consider the services of Read Please

Recordings for the Blind and Dyslexic

The website, Recordings for the Blind and Dyslexic, is also helpful for the students with
disabilities that interfere with reading.

Bookshare.org

Bookshare.org is a free student resource for text books, journal articles and newspapers
in alternative formats.
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