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All Students approved for accommodations through the Office of Disability Services are required to comply with the policies and protocols indicated in this handbook. 

If you have any questions, please email Lauren Kilian, Director of Disability Services and Academic Access, at lkilian@mmm.edu.



Updated: 9/1/2025	*This document is subject to change*
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[bookmark: General_Information][bookmark: _bookmark1]General Information
[bookmark: What_is_Disability_Services?]What is the Office of Disability Services (ODS)?
In compliance with Section 504 of the Federal Rehabilitation Act of 1973 and the Americans with Disabilities Act, Marymount Manhattan College provides support for students with learning, physical, medical and psychological disabilities. The office’s mission is to serve this community within MMC to ensure academic success while providing an equal and fair college experience. Please note: All accommodations must be approved through the online portal, Accommodate. Only approved accommodations will be visible on Accommodate.

Please visit the How to Register page on our website for more information on submitting an accommodation request.

[bookmark: What_is_the_Academic_Access_Program?][bookmark: _What_is_the]What is the Academic Access Program?
Academic Access a cost-above-tuition program that operates within ODS. The program is designed to foster academic success for students with documented learning disabilities. Through multifaceted academic support, students with learning-style differences will have the opportunity to manage the MMC curriculum along with their peers and classmates. 
What does the Academic Access Program include?
· 2 hours a week of academic tutoring with a learning specialist
· Academic coaching for executive functioning skill building (by appointment and as needed)
· Personalized academic advising for course selection and degree planning
· Priority registration
· Optional monthly parent/guardian meetings during the academic year
[bookmark: What_is_the_difference?]How are ODS and Academic Access different?
Any student with a documented disability may be eligible for no-cost accommodations through ODS. Those enrolled in Academic Access receive targeted services through a fee-based program. 
[bookmark: Where_are_we?]Where is ODS?
The Office of Disability Services and the Academic Access Program are located in Nugent Hall 353, inside the library.
[bookmark: When_are_we_open?]When is ODS open?
Monday-Friday, 9am-5pm. Please note that ODS is unable to monitor email or requests for appointments or accommodations in the evenings or on weekends and holidays.  
[bookmark: Disability_Services_Contact_Information]Disability Services Contact Information
Email: disabilityservices@mmm.edu
[bookmark: Accommodate][bookmark: _bookmark2]Accommodate Portal
MMC uses the Accommodate portal to process all Disability Services requests. Students may access the portal to manage their accommodation plan, view accommodation records, schedule ODS appointments, and communicate with ODS staff. Accommodate is in compliance with the Family Educational Rights and Privacy Act (FERPA) and is managed by the ODS team. Please use the below links to access Accommodate and the respective guides on how to use the portal.

Student Portal	Faculty Portal
Student Guide/Student Mobile Guide	Faculty Guide: Please contact ODS

Do you wish to receive your notifications from Accommodate in a text message?
See the Text Message Guide to learn how to add your phone number to your profile.

[bookmark: Instructor_Notification][bookmark: _bookmark3]Instructor Notification and Communication
Each semester, ODS notifies instructors via a confidential accommodation letter regarding any student in their class with approved academic accommodations. ODS sends a notice via email that an accommodation letter is available in the Accommodate portal and requests a signature from the instructor to indicate that they have received the letter. This notification and signature request takes place at the start of the semester and again as needed after the add period ends to reflect any schedule changes. Accommodation letter distribution is the responsibility of ODS; it is not the student’s responsibility to distribute accommodation letters to instructors. However, instructors and students may access the accommodation letter at any time in the Accommodate portal. ODS will notify students if there is any further communication with instructors necessary regarding accommodation plans.

The accommodation letter includes information about any approved accommodations and other ODS resources but does not disclose the nature of a student’s disability or the traits that make a student eligible for accommodations. Students do not have a responsibility to share this information or any related documentation with instructors. Please note that it is the responsibility of the student to submit accommodation requests to ODS. No other party, including the instructor, may request accommodations on the student’s behalf. The student and ODS staff are the only parties who may speak to instructors about accommodations. Parents, guardians, external tutors, or disability advocates may not contact instructors regarding students’ academic work.

[bookmark: _Accommodation_Request_and]Accommodation Request and Renewal Process
Who can initiate the request?
Students must self-identify as having a need for accommodations. Third parties (including instructors, family members, outside advocates, or doctors) may not ask for accommodations on a student’s behalf, and accommodation plans from high school or previous institutions will not automatically roll over. 

To initiate the request process, students must submit the accommodation request form, available on the ODS website. ODS will review the request and provide information regarding next steps, which will include an intake meeting once sufficient documentation is received. Please visit the How to Register page on our website to learn more about the request process and to access the accommodation request form. Please note that students who have already requested accommodations through the accommodation request form (whether approved or not) must submit additional requests through the supplemental request feature on the Accommodate portal. Students are also welcome to contact disabilityservices@mmm.edu with any questions.
When are requests due?
ODS encourages students to seek accommodations before a semester starts or as soon as possible after a qualifying event.

Follow the timelines below to ensure timely review and efficient allocation of accommodations. After these dates, requests may be subject to availability. Students who submit requests after the start of the semester may also experience longer processing times. 

Preferred deadlines for academic and housing accommodation requests:
Fall Semester: July 1
Spring Semester: January 1
Summer Semester: May 1
How are requests renewed?
Academic accommodations automatically renew every semester. If students choose, they may submit a semester request before a new semester to add or remove academic accommodations. 

To renew (or newly request) housing accommodations in a subsequent school year, students must submit a supplemental request. 

ODS will send reminders when the semester request process is available for those who wish to make changes to academic accommodations and when supplemental requests are due for those who wish to renew (or newly request) housing accommodations.

In most cases, students do not need to reestablish eligibility to renew already-approved accommodations. However, certain renewals or requests for additional accommodations may require updated documentation. ODS will notify students if updated documentation is necessary for a particular accommodation renewal request.

[bookmark: Testing_Accommodations][bookmark: _bookmark4][bookmark: _Accommodation_Descriptions]Accommodation Descriptions
Please review the below descriptions to learn more about the most commonly requested accommodations. As accommodations may function differently in different settings, such as when moving from the high school to college level or from one institution to another, there may be certain requests that ODS cannot accommodate or for which MMC does not have an equivalent. In these circumstances, students may work with ODS to determine an alternate plan and ODS staff may refer students to other campus resources. 

[bookmark: _Testing_Accommodations]Testing Accommodations
ODS provides testing accommodations for extended time, use of a separate testing location, and reading / scribing services to eligible students. Please note that these accommodations apply only to timed exams and timed quizzes. 
· Students who wish to make use of approved testing accommodations must submit a request at least a week in advance of the exam or quiz. ODS will then notify instructor and student of approved testing requests and next steps. For the instructor, this will include a request to send ODS the exam or quiz, the length of time the exam will be administered in class, and any other necessary instructions or materials. Please note that testing accommodations apply only to timed exams and timed quizzes, are available for both in-person and online testing formats, and include use of our testing space where applicable. Students with extended time receive double time for assessments that are 90 minutes or shorter, and time-and-a-half for longer assessments. 
· Once a student submits a testing appointment request, ODS can either approve or deny the request. If denied, the student will be emailed with the reason and asked to submit another request that follows protocol. ODS will contact both the student and instructor regarding confirmed testing appointment requests and additional details about the appointment. Students must arrive to the office promptly and be prepared to begin the exam or quiz. All testing appointments will begin concurrently with class exams or quizzes unless otherwise approved. When students request a testing appointment at a different time due to class conflict or when class occurs outside of ODS office hours, they must explain this in the testing request notes. ODS will then consult the instructor to make different arrangements if feasible, and will notify the student of the approved time. 
· For remote timed exams and quizzes that students take asynchronously and off camera, students must submit a testing appointment request, and ODS will work with instructors to allocate extended time.
· For remoted timed exams and quizzes that students take synchronously and on camera, students must submit a testing appointment request and indicate any special needs in the request. ODS will then contact the student and instructor with virtual proctoring arrangements.

[bookmark: _Audio-Notetaking_Application]Audio-Notetaking Application
The Office of Disability Services provides audio-notetaking resources for the audio- recording of in-person or synchronous virtual classes. This web-based platform includes optional digital notetaking features that allow for integration between notes and audio files to ensure targeted access to bookmarked moments in the audio file, as well as opportunities to import slides, create assignment checklists, and produce transcripts of audio files. Students approved for audio-notetaking must be in compliance with the Audio Recording Policy.  Students will meet with ODS staff to review the policy; ODS will provision the platform only to students who have signed the policy, and will keep signed copies on file. For more information, please review the Audio Recording Policy.
[bookmark: Use_of_a_Computer_in_the_Classroom][bookmark: _bookmark6]
[bookmark: _Peer_Notetaker]Peer Notetaker
An accommodation for a peer notetaker may be approved in place of or as a supplement to notetaking via assistive technology in in-person courses and synchronous online courses. In such cases, the Office of Disability Services will seek to hire a classmate to submit typed notes in outline format to the Accommodate portal, within 24 hours of a class meeting. Please note that students may not share these notes with others, and that the process is fully anonymous; neither notetaker nor the student with the accommodation will be notified of the identity of the other. A peer notetaker is not available in asynchronous courses and is subject to the availability of eligible candidates in all classes. ODS will discuss alternate options with a student when an eligible notetaker cannot be identified for a particular class. Students with approved peer notetaker accommodations will receive a request to update ODS about intended use of the notetaker accommodation in subsequent semesters.   


[bookmark: _Use_of_a]Use of a Computer in the Classroom
Permission to use a computer in the classroom for notetaking may be granted by the Office of Disability Services to students whose disability presents the need or to operate assistive technology. In some circumstances, ODS may also arrange for students to use a computer in class to type in-class assignments or exercises. The use of a computer in class is not permitted for completing work for other courses, accessing social media, or browsing the internet during class. If an instructor reports to ODS that a student is using a computer for non-approved reasons the accommodation may be revoked. 

[bookmark: _Text-to-Speech_Applications]Text-to-Speech Application
The Office of Disability Services may provide text-to-speech software to eligible students. Such applications read aloud uploaded text, HTML, and other digital documents such as PDFs. Built-in features also include reformatting to make texts accessible with screen-reading technology, captions to magnify text, and font conversion for improved readability. ODS currently provisions the Natural Reader platform for students approved for text-to-speech. Students may operate Natural Reader independently and create collections of uploaded texts within their account, and there is typically no action required from the instructor.
[bookmark: Assistive_Technology_Accommodation_for_L][bookmark: Alternative_Format][bookmark: _bookmark8]
[bookmark: _Alternative_Format]Alternative Format
The Office of Disability Services may provide course materials, such as a textbook, book, or course pack, in an alternative format to eligible students. Alternative formats can include, but are not limited to, audiobooks, EPUB, HTML, or electronic Braille. Alternatively-formatted material can be used with assistive technology provided by ODS or with a student’s own preferred technologies. For a streamlined and efficient allocation, students must notify ODS via the portal at the beginning of the semester of any texts they will need in alternative format. ODS will then provision available alternative formats or discuss other options with students. Typically, there is no action needed from the instructor. However, ODS may contact instructors if a student will rely significantly or exclusively on text-to-speech and/or alternative formats to discuss available resources through ODS. Students approved for alternative format will sign an Alternative Format Policy.


[bookmark: Assistive_Technology_Accommodation_for_T][bookmark: _bookmark7][bookmark: Disability_Absence_Consideration][bookmark: _bookmark9][bookmark: _Disability_Absence_Consideration]Disability Absence Consideration
Due to the small class size and emphasis on student participation in our courses, class attendance is an integral part of the learning experience. Therefore, Marymount Manhattan College encourages students to attend and participate in their classes. To promote an inclusive learning environment for all members of the community, and in accordance with the Americans with Disabilities Act and Section 504 of the Rehabilitation Act, the College provides accommodations to eligible students who may otherwise experience a barrier to access. Students whose disabilities may present the need for absences may request an accommodation for Disability Absence Consideration (DAC) from the Office of Disability Services (ODS).

The accommodation for Disability Absence Consideration (DAC) may be approved for students with a disability documented with the Office of Disability Services that causes chronic, episodic conditions that sometimes prevent class attendance. The objective of the DAC is to grant qualified students reasonable accommodation on account of their documented disability. Students who are approved by ODS for the DAC can have some absences excused for disability reasons, and these absences will not impact the student's attendance grade in the course. There is no uniform or maximum number of absences; in each individual student’s case, a specific number of absences will be set at the start of the semester. Each student’s attendance will be evaluated on a case-by-case basis by the professor, in consultation with the Department Chair and ODS as needed, considering course requirements as described in the course syllabus, the role that attendance and participation play in the course, and the nature of the disability. At no time will ODS share details with the instructor about the reasons for the absence, or the student’s eligibility for the accommodation except that it is due to a disability. The accommodation does not include non-disability related illnesses or other non-disability related absences.

The Disability Absence Accommodation Policy will be granted under the following guidelines:
· The Office of Disability Services will evaluate students individually to determine who qualifies for this accommodation. Students approved for the DAC must develop and discuss plans with instructors during the first week of the semester for how they will complete make-up work. If an agreement cannot be reached for how in-class work will be made up, students may consider dropping the course and/or adding another course before the appropriate deadlines. 
· If a DAC request were to arise after the first week of the semester, the student shall, as soon as practical, notify ODS and the professor to develop a plan of action such as how to address disability absences and make-up work or course withdrawal.
· Accommodations are not retroactive; instructors are not obligated to adjust previous penalties for absences if an accommodation letter is provided later in the term.
· In some instances, it is difficult to separate attendance and satisfactory completion of coursework (e.g., labs, group performance, workshops, in-class simulations, etc.). MMC faculty and staff will make every effort to offer reasonable accommodations in these settings. While excused DAC absences have no impact on the attendance grade, some circumstances may call for dropping the course or withdrawing from the course with a W as the recommended action. 
· ODS will share the reporting procedure with students who are approved for DAC. Students must report disability-related absences to ODS within three days so that ODS can address the absence in a timely manner. 
· It is important to understand that the DAC applies only to the impact of the disability-related absence on the attendance grade and not to other components of the class such as assignments or required reading. It is the student's responsibility (1) to communicate with the professor about making up any in-class work and (2) to use available resources to review class content addressed the day of the absence.  


[bookmark: Peer_Notetaker_*Separate_Approval_is_Nec][bookmark: _bookmark10][bookmark: Housing_Accommodations][bookmark: _bookmark11]Housing Accommodations
Accommodations provided in the Residence Halls must be requested through ODS. Once housing accommodations are approved by ODS, Residence Life is notified to allocate said housing accommodation. Housing accommodation requests must be renewed each academic year (see Accommodation Timelines). 

Requests for housing accommodations that ODS receives after preferred deadlines and after housing placements have been assigned are subject to delays and may be based on availability. Students seeking room changes for accessibility or other reasons will have the opportunity to discuss any alternate options once the room-change request process opens, which is typically two weeks after the semester begins.

Housing accommodations may include the following:
· Lower-occupancy rooms with the fewest number of roommates possible (no more than one roommate in a bedroom, and no more than 2 additional suitemates in apartment-style housing)
· De-lofted or lower-height beds
· Placement on lower floors
· Registrations for assistance animals
· Modification of Dining Dollars

Students seeking any housing accommodations must include these requests in their accommodation request form and must follow preferred deadlines to ensure timely review before housing placements are assigned. Dining Dollars modification and Assistance Animal registration are subject to additional policies. Please see below and related documents for more information. 
[bookmark: Appeal_for_Modification_of_the_Dining_Do][bookmark: _bookmark12]

[bookmark: _Appeal_for_Modification]Appeal for Modification of Dining Dollars 
Every student living in MMC housing is required to have a Dining Dollars account. If a student has complex dietary restrictions or a medical condition that will impact their ability to eat the food provided in the dining hall, the student can submit a request to modify their Dining Dollars. Each student is required to meet with the head of Dining Services to see if there is a reasonable solution for the student to be accommodated. If it is deemed that Dining Services cannot provide adequate services for the student, a student may apply for a modification of Dining Dollars. Students who have already requested accommodations through the accommodation request form (whether approved or not) must submit the appeal through the supplemental request feature on the Accommodate portal. Students who have not previously submitted any housing or academic accommodation request may use the accommodation request form to submit the appeal. Medical documentation of restrictions or conditions is required. Once ODS receives an appeal to modify Dining Dollars, the Dining Dollars Committee (comprised of ODS, Residence Life, and Student Accounts staff) will review the request and determine whether a modification to reduce the amount can be granted. ODS will inform students of the outcome via email.

[bookmark: Assistance_Animals][bookmark: _bookmark13][bookmark: _Assistance_Animals]Assistance Animals
[bookmark: _GoBack]It is the intent of Marymount Manhattan College to provide an environment that fosters respect and dignity toward all students. For students with documented disabilities, and in compliance with the Americans with Disabilities Act (ADA), the Fair Housing Act (FHA), Section 504 of the Federal Rehabilitation Act of 1973, and New York State and New York City legislation, MMC strives to provide reasonable accommodations, which may include registration of an Emotional Support Animal (ESA) or Service Animal (SA) in residences that have a “no pet” policy, as well as optional campus registration for Service Animals (SAs). Students who seek ESA or SA registration should review the below definitions and consult the corresponding policy and agreement.


Definitions: MMC uses the below definitions to define specific items:

Accommodation: A modification or adjustment to policies, procedures, or a work/housing/school environment to enable a student to partake in equal opportunities and access to College benefits and services.

Assistance Animal: This is the umbrella term that encompasses service animals and emotional support animals. Service animals and emotional support animals are not pets; they are animals that provide assistance, perform tasks for the benefit of a person with a disability, or provide emotional support that alleviates one or more identified symptom or effects of a person’s disability.

Service Animal: An animal that is individually trained (or in the process of being trained) to do work or perform specific tasks for the benefit of a person with a disability. The work or tasks performed by the service animal must be directly related to the person’s disability.

Emotional Support Animal: An animal that provides emotional support to alleviate one or more identified symptoms or effects of a person’s disability. Some, but not all, animals that assist persons with disabilities are professionally trained.

Please note: When it is not apparent that the animal is a trained service animal, MMC staff may ask two questions, as permitted by the ADA: “(1) is the dog a service animal required because of a disability, and (2) what work or task has the dog been trained to perform.”

[bookmark: _Service_Animals]Service Animals
As established by the Americans with Disabilities Act (ADA), the Fair Housing Act (FHA), Section 504 of the Federal Rehabilitation Act of 1973, and New York State and New York City legislation, a service animal (SA) is permitted wherever the public has access and is considered a reasonable accommodation in residences with a “no pet” policy. 

Service animals are therefore permitted on MMC’s main campus and in MMC residence halls. In accordance with the ADA and FHA, the College may restrict service animals or suggest alternate arrangements in locations or circumstances where the animal may pose a safety or health hazard. 

Students with service animals may request optional registration of their service animal through MMC to aid in the animal’s smooth transition to campus and / or the residences and so that security is aware of the presence of the service animal in an emergency. Eligible students should review the SA Policy and, where applicable, the SA Housing Agreement, before requesting registration through the Office of Disability Services.

[bookmark: _Emotional_Support_Animals]Emotional Support Animals
Based on the Americans with Disabilities Act and the Fair Housing Act, ESAs, unlike service animals, have limited access to public places. The FHA considers an emotional support animal a reasonable accommodation in residences with a “No Pet Policy.” ESAs are permitted in MMC residence halls, but are restricted from all other campus areas, including classrooms, lounges, offices, etc. Eligible students should review the ESA Policy and ESA Housing Agreement, before requesting registration through the Office of Disability Services.



[bookmark: Please_review_the_CDC_Guidelines_for_Ser]


































All Students registered with the Office of Disability Services are required to comply with these policies and protocols. If you have any questions about the above policies, please email Lauren Kilian, Director of Disability Services and Academic Access, at lkilian@mmm.edu or use the general ODS email, disabilityservices@mmm.edu.
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