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Overview of Counseling and ADA Services 

Counseling Services may include personal and social adjustment assessments, secular and Christian 

individual and group counseling, crisis intervention, expressive arts programs, workshops, and referrals. 

Students and counselors will collaborate to identify services and supports to aid students to achieve their 

academic and personal goals.  Students who need or request long-term counseling services or 

medication will receive referral information to community mental health agencies and other resources.  

ADA Services may include appropriate and reasonable accommodations, advocacy and disability 

counseling, assistive technology training, academic coaching, workshops, and referrals.  The selection 

and approval of accommodations are contingent upon students' disabilities, documentation of functional 

limitations, and barriers to the academic environment. 

 

The objectives describe below serve as the standard operational procedures for the office and foundation to 

program assessments:  

Counseling  

• Provide counseling (individual and group) and/or referrals for personal and academic concerns  

• Integrate services within university initiatives, academic programs, specific courses, and campus life  

• Support learning and retention of students through appropriate treatment and/or referral.  

• Focus on areas of prevention on campus through education, communication and crisis intervention 

strategies.  

• Direct individuals in crisis intervention/emergency to the proper sources of care available (e.g., 

Frontier Health Crisis Response Team).  

ADA Services  

• Offer services that promotes and respects the self-determination of individuals with disabilities 

• Provide disability accommodations and related support service 

• Provide auxiliary aids and services to students and visitors 

• Coordinator compliance of the Americans with Disabilities Act as Amended, Section 504 of 

Rehabilitation Act, the Fair Housing Act, and all other applicable laws 
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Responding to a Student in Distress   
Counseling services may include personal and social adjustment 

assessments, secular and Christian individual and group counseling, crisis 

intervention, expressive arts programs, workshops, and referrals. Students 

and counselors will collaborate to identify services and supports to aid 

students to achieve their academic and personal goals. 

 A student who in psychological distress may or may not have a mental 

disorder.  However, the student’s emotional well-being could be 

compromised due to a variety of strains, stresses, and challenges of 

everyday life.  A lack of emotional well-being increases a person’s 

vulnerability and likelihood of encountering many mental health 

problems. Moreover, while faculty and staff may observe someone or 

even themselves with the signs and outlined in the guide.  

 If faculty and staff have concerns about a student, they should consult 

with Counseling and ADA Services: 423-636-7402, or extension 5402. 

Facts about the Mental Health of College Students  

In the most recent Center for Collegiate Mental Health Annual report 

(2017), it was noted that during the 2016-17, college students were 

primarily affected by anxiety, 62%, followed by depression at a rate of 

49.7%, and stress, 45.5%.  

Anxiety 

Everyone experiences anxiety at some time. It can help people avoid 

dangerous situations and motivate them to solve problems faced in 

everyday life.  Anxious feelings range from mild uneasiness to terrifying 

panic lasting from a few minutes to many years.  Some of the commons 

signs and symptoms of anxiety include:  

 Feeling nervous, irritable or on edge 

 Having a sense of impending danger, panic or doom 

 Having an increased heart rate 

 Breathing rapidly (hyperventilation), sweating, and/or trembling 

 Feeling weak or tired 

 Difficulty concentrating  

 Having trouble sleeping 

 Experiencing gastrointestinal (GI) problems 

Depression 

Like anxiety, depression is used in many different ways. It is common for 

people to feel sad or down when bad things happen.  Everyday sadness or 

feeling blue is not depression.  Typically, people who occasionally 

experience a depressed mood cope and recover without treatment.  

Depression lasting more at least two weeks and affects a person’s ability 

Before talking with a 

Student in Distress: 

1. Choose a suitable time 

in a space you both feel 

comfortable 

2. Respect the person’s 

privacy and 

confidentiality 

How to approach the 

person with concerns: 

1. Listen nonjudgmentally 

2. Give reassurance and 

information  

3. Encourage appropriate 

professional help   

4. Encourage self-help 

and other support 

strategies  

Talk about Suicide 

1. Are you having thoughts 

of suicide? 

2. Are you thinking about 

killing yourself?  

3. Are you injuring yourself 

in any way, cutting, 

scratching?  
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to work, to carry out usual daily activities, and to have 

satisfying personal relationships.  Some of the signs and 

symptoms include:  

 Persistent sad, anxious or "empty" mood 

 Feelings of hopelessness, pessimism, guilt, 

worthlessness, helplessness 

 Loss of interest or pleasure in hobbies and activities 

 Decreased energy, fatigue, feeling "slowed down" 

 Difficulty concentrating, remembering, making 

decisions 

 Insomnia, early-morning awakening, or oversleeping 

 Thoughts of death or suicide, suicide attempts 

 Restlessness, irritability 

 

Stress  

It is no surprise that most people experience stress, like anxiety 

and depression. Stress is how the brain and the body respond to 

any demand or stressor such as exercise, work, school, major 

life changes, or traumatic events (National Institute of Mental 

Health, n.d.). Long-term stress can harm a person’s health.  The 

signs and symptoms of stress vary from person to person.  Some 

general signs and symptoms include:  

 Difficulty sleeping 

 Increased alcohol and other substance use 

 Being easily angered 

 Feeling depressed 

 Having low energy 

 

Counseling and ADA Services 

Garland Library, Room 233 

counselingandadaservices@tusculum.edu 

Direct line: 423-636-7402 

Extension: 5402 

 

 

 

 

 

 

 

Tips to Staying Well: 

 Talk to a doctor or health 

care provider: Get proper 

health care for existing or 

new health problems 

 Get Regular Exercise: just 

30 minutes per day of 

walking can help boost your 

mood and reduce stress 

 Try a relaxing activity:  

Consider meditation, yoga, 

tai chi, or other gentle 

exercises  

 Set Goals and Priorities: 

Decide what must be done 

and what can wait, and 

learn to say no to new tasks 

if they are pulling you into 

overload. 

 Stay Connected: Ask for 

help from friends, family, 

and community or religious 

organization 

 Get some sleep:  Make 

getting 7 to 8 hours of sleep 

4 nights a week a  priority 

 

 

 

mailto:counselingandadaservices@tusculum.edu
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Responding to A Student’s Disability   
Counseling and ADA Services is the designated office on 

campus to determine disability-related accommodations.  

 A student’s access to approved accommodations is a right 

under the Americans with Disabilities Act Amendment Act 

(2008) and section 504 of the Rehabilitation Act of 1973. 

Accommodations provide students with an equal 

opportunity to an education.  An instructor may not deny an 

approved accommodation. 

 If instructors have any questions about accommodations, 

they should consult with Counseling and ADA Services: 

423-636-7402, or extension 5402. 

Facts about Disabilities 

Eleven percent of all college students report having a 

disability as of 2008 (Raue & Lewis, 2011).  Additionally, 

during the same period, 88% of all 2 and 4 year institutions 

that receive federal funds reported enrolling students with 

disabilities (Raue & Lewis, 2011). These institutions must 

provide, by law, reasonable accommodations to qualified 

students with disabilities.  

 

Disability is defined as a physical or mental impairment 

that substantially limits them in one or more major life 

activities including but not limited to walking, seeing, 

hearing, major bodily functions, breathing, learning, 

working, caring for oneself, and interacting with others.  

 

Disability Etiquette  

The National Spinal Association created a helpful online 

handbook to help persons without disabilities improve their 

ability to communicate and interact with people with a 

variety of disabilities. The link is below:  

http://www.unitedspinal.org/pdf/DisabilityEtiquette.pdf 

 

Counseling and ADA Services 

Garland Library, Room 233 

counselingandadaservices@tusculum.edu 

Direct line: 423-636-7402 

Extension: 5402 

Students with disabilities 

who request 

accommodations in the 

classroom must register 

with Counseling and ADA 

Services (ext. 5402) by:  

 Submitting 
documentation from 
a professional 
qualified to diagnosis 
the disability or the 
condition. 

 Engaging in a 
collaborative process 
to identify approved 
accommodations. 

 Ensuring 
instructors receive 
their student 
accommodation 
letter outlining their 
approved 
accommodations in a 
timely manner. 

Students with disabilities 

who request 

accommodations to 

participate in an event 

must: 

 Notify the 
event host of the 
event in sufficient 
time to provide an 
accommodation. 

 Engage in a 
collaborative process 
to identify the most 
reasonable and 
effective method to 
accommodate. 

 

http://www.unitedspinal.org/pdf/DisabilityEtiquette.pdf
mailto:counselingandadaservices@tusculum.edu
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Possible Accommodations 

Accommodations are determined based on the limitations a 

student’s disability causes as it relates to their ability to 

function as a student.  Below are general descriptions of 

accommodation needs by disabilities.   

Physical and sensory disabilities present specific access 

needs to most environments due to mobility devices such as 

wheelchairs and scooters, sign language interpreters, 

service animals, and written material in a different format. 

Examples include cerebral palsy, blindness, and deafness. 

Medical conditions may result in acute and debilitating or 

chronic and pervasive symptoms that are more manageable 

with the ability to make-up missed work due to medically 

necessary absences, take restroom breaks, and eat or drink 

as needed. Some examples are diabetes, ulcerative colitis, 

and migraines.  
 

Learning disabilities may require students to utilize technology, 

additional time on tests or assignments, instructions in a variety 

of formats, or other aides to engage meaningfully in activities 

that rely on understanding or using spoken or written 

language, doing mathematical calculations, coordinating 

movements, or directing attention.  Examples include 

dyslexia, dysgraphia, and auditory processing.  
 

Psychiatric disabilities present specific needs to maintain the desired 

level of wellbeing and productivity due to a chronic psychological 

condition. Students may require exceptions to the attendance policy, 

specific seating arrangements, or instructions in written format.  Some 

examples are Bipolar, Major Depression, Anxiety Disorder, and Post 

Traumatic Stress Disorder.  

 

AD/HD may result in behaviors that are impulsive, inattentive, or 

 Hyperactive that are more manageable if students are able to take 

 breaks, learn or test in a low-distraction environment, and have  

 additional time on tests.  

 

Autism Spectrum Disorder may require students to interact 

with peers in small groups and individually. Students often 

require concrete language, specific written directions, and 

examples.  Some students may need a designated safe space 

when feeling overwhelmed by outside stimuli or their emotions.  

 

 

WHAT TO DO: 

Speak to the student in 
private. 
 
Acknowledge the difficulties 
that the student is having.  
 
Consider a variety of 
options to support the 
student. 
 
Provide the 
accommodations on the 
student’s official letter. 
 
Ask the student to share 
with you their strengths and 
concerns about the class. 
 
Respond to request for 
accommodations for non-
academic activities. 
 
Refer students who do not 
have a letter of 
accommodation to the Office 
of Disability Services. 
WHAT TO AVOID: 

If a student presents an 
accommodation letter, do 
not ask the student his or 
her disability. 
 
Using patronizing language.  
 
Underestimating or 
questioning the stated 
disability. 
 

Tell the student what 

diagnosis they may have.  
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REFER A STUDENT to COUNSELING AND ADA SERVICES 
Staff and faculty may encourage students to contact Counseling and ADA Services to request an 

appointment with the Counselor/ADA Coordinator.  They may also provide students with our website 

https://web.tusculum.edu/ada/ to allow the student to view the materials independently.  Student may be 

seen as a walk-in based on the availability of the Counselor/ADA Coordinator.   

Telephone: 423-636-7402 or extension -5402 

Location: Garland Library, Room 233 

 

Office Hours:  
Monday through Friday 8:00 am – 5:00 pm (Walk-in hours from 3 – 5 pm) 

 

A NOTE ON CONFIDENTIALITY 

We are required by law and by professional ethics by protect the confidentiality of persons who choose 

to disclose a disability. Consequently, we cannot discuss the details of a student’s situation with others 

or even indicate whether the student actually registered with our office unless there is an explicit reason 

for the person to “need to know”. For information about the student to be released to you or others, we 

must first get permission from the student. 
 

References 

Center for Collegiate Mental Health. (2017). 2017 annual report. Retrieved from https://sites.psu.edu/ccmh/files/2018/02/2017_CCMH_Report-

1r4m88x.pdf 

National Council for Behavioral Health and the Missouri Department of Mental Health. (2015). Mental health first aid, Melbourne, Austria: Author.  
National Institute of Mental Health. 5 things you should know about stress. Retrieved from https://www.nimh.nih.gov/health/publications/stress/index.shtml 

  

https://web.tusculum.edu/ada/
https://sites.psu.edu/ccmh/files/2018/02/2017_CCMH_Report-1r4m88x.pdf
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Faculty’s Role in ADA Services 
Rights and Responsibilities  

The Americans with Disabilities Act (ADA) and Section 504 of the Rehabilitation Act of 1973.  Under 

these two laws, Tusculum provides equal access to all goods and services it offers to all qualified 

persons with a disability. Each member of the Tusculum community has rights and responsibilities to the 

programs offered, including extracurricular activities, are accessible to students with disabilities. 

Tusculum also complies with FERPA and HIPPA laws concerning Counseling and ADA Services.  

 

Faculty  

Rights 

 Request verification of eligibility for 

accommodations 

 Consult with Counseling and ADA 

Services about students as appropriate 

 Require students with disabilities to 

meet the same academic standards as 

their peers 

 

Responsibilities 

 Meet with students confidentially to 

discuss their disability-related needs and 

accommodations 

 Provide classroom materials in an 

alternative format when documentation 

supports the request 

 Consult with Counseling and ADA to 

develop appropriate accommodations 

 

Students 

Rights 

 Request accommodations through 

Counseling and ADA Services at any 

time during the semester 

 Implement accommodations once 

determined eligible by Counseling and 

ADA Services 

 

Responsibilities 

 Provide Counseling and ADA Services 

with verifiable documentation of 

disability 

 Provide professor with Counseling and 

ADA Services accommodations letter 

if planning to seek accommodations 

 Demonstrate satisfactory mastery of 

course materials

 

Counseling and ADA Services 

Rights 

 Engage in the interactive process 

 Request documentation of disability 

 Deny accommodations that would 

fundamentally alter any good or service 

offered by the university  

 Approve accommodations that are 

determined to be equally effective 

alternatives  

Responsibilities 

 Determine accommodations on a case-

by-case basis 

 Act as a mediator and advocate 

 Maintain confidentiality 

 Refer students to appropriate campus 

or community resources
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Accommodations Procedures 
Each member of the Tusculum community should adhere to the procedures for the 

implementation and monitoring of approved disability-related accommodations. Direct questions 

about accommodations to Counseling and ADA Services located in Garland Library, Room 233. 
 

Notice of Accommodation Letters 

Students who are granted permanent academic accommodations may utilize the approved 

accommodations throughout their academic career at Tusculum. The letter states the initial 

approval date of accommodations. Any changes to the initial list of academic accommodations 

may require students to submit additional documentation. Counseling and ADA Services 

reserves the right to receive appropriate information to make accommodations decisions.  
 

Counseling and ADA Services will approve accommodations provisionally for students who 

submit documentation that indicates primarily indicates record of a disability. Provisional 

accommodations are approved on a semester-by-semester basis.  The letter states the semester 

the accommodations are valid. Each semester students requests provisional accommodations, 

they must evidence efforts to obtain appropriate documentation.  

 

Notifying Professors 

Each semester students should notify their professors of their list of approved accommodations.  

Counseling and ADA Services advises students to follow these steps to inform instructors:  

1) Schedule a meeting with each instructor to review the list of accommodations and 

discuss the plan to implement the accommodations.  

2) Email the Notice of Accommodation letter to faculty to obtain their signature at the 

bottom of the form.  

3) Ask faculty to copy the student on an email sending the signed Notice of 

Accommodation letter to counselingandadaservices@tusculum.edu.     

 

Test Proctoring  
Counseling and ADA Services offer students and faculty with an alternative location for students with 

testing accommodation to receive extended time on tests, use of a computer during tests, a quiet low 

distraction test area, and other approved testing accommodations. Students may request to take tests 

(exams) and quizzes with Counseling and ADA Services.  

Please note students are strongly encouraged to obtain Pre-Approval from course instructors to take 

quizzes, tests, or exams in Counseling and ADA Services.  Requests that are submitted that are not pre-

approved are not scheduled until approval is received from the course instructor.   

To schedule tests (exams) and quizzes 

 In order to schedule to take quizzes, tests or exams in Counseling and ADA Services, 

students must follow the steps below. 

1. Return Notice of Academic Accommodations letter signed by the course instructor to 

Counseling and ADA Services. 

mailto:counselingandadaservices@tusculum.edu
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2. Meet with Course Instructor seven (7) days in advance to obtain all the necessary 

information to send the “Request for Test Proctoring” email.  

3. Email a “Request for Test Proctoring” as outlined below to course instructor and Counseling 

and ADA Services five business days before the date of the quiz, exam, or test.  

Sample Email: 

 To: counselingandadaservices@tusculum.edu 

CC: professorsname@tusculum.edu 

Subject: Request for Test Proctoring 

 

Content of the email  

Student Name: Tusculum Student  

Course Subject and Number: ENG 1101 

Request Pre-Approved by Course Instructor (Yes or No): Yes 

Date of Test: 12/8/2012 

Time to Start the Test: 1:00 pm  

Length of test without extended time:  2 hours 

Submission method of test to Counseling and ADA Services: Email 

Return method of test to Professor: Email 

Contact information for professor while student is taking the test: 423-333-1111 

Specific instructions such as materials allowed and procedures to proctor exam:  No 

materials needed for the test. Student will need a pen or pencil.  
 

Day of Test Proctoring  

Counseling and ADA Services uses technology and staff to proctor exams individually and in 

groups of three. Technology includes using video conferencing software to monitor and record 

students test proctoring session. Staff includes a work-study student who will remain in the room 

with students. When taking quizzes, exams, or tests in Counseling and ADA Services, students 

must follow the protocols described below.  

1. Arrive at the approved start time. Students who arrive late for the exam must contact the 

course instructor to reschedule the exam.  

2. Secure all papers, jackets, book bags, cell phones, and other electronic devices in the 

cabinet with Counseling and ADA Services or in the designated location.  

3. Only use authorized materials while taking quizzes, exams, or tests. Students who need to 

access their belongings during a test must do so under the supervision of the test proctor.  

4. Notify the test proctor of any personal or medical needs that may arise during the test. 

Students who encounter any difficulty or other concern during their exam should inform 

the proctor immediately.  

5. Adhere to the Academic Policy on Academic Misconduct. See the following webpage for 

more information: https://web.tusculum.edu/academics/academic-policies/  

6. Counseling and ADA Services will return the exam to the course instructor as directed in 

the Request for Test Proctoring email.  

mailto:counselingandadaservices@tusculum.edu
mailto:professorsname@tusculum.edu
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Notetaking 
Students with disabilities may receive notetaking services for a variety of reasons. Some reasons 

may include, but are not limited to, difficulties with listening, learning and writing 

simultaneously, limited use of arms and hands or unavoidable absences due to chronic illness. 

Lab assistants, on the other hand, may help students handle chemical solutions, take 

measurements or operate lab equipment, because the students’ disability limits them in doing so 

on their own.  

How to Request and Receive Note Taking Services 
Students who want request note taking services in their classes should follow the steps below. 

1. Students who are newly registered with Counseling and ADA Services should discuss 

their request for note taking services with the Counselor/ADA Coordinator during the orientation 

appointment to determine eligibility. 

2. Students who have been approved to receive note taking services and need assistance 

with identifying a note taker should email Counseling and ADA Services the following 

information:  1) Course Name 2) Course Instructor and email address 3) Days and times of the 

course 

3. Students may secure a note taker in one of two ways:  

 Identify their own note taker from their class(es) and ask if she or he is willing to 

provide notes. The student and the note taker will decide on the delivery method. 

The student can provide the note taker with NCR notepads, which contain 

carbonless paper that creates duplicates of each page of notes. These notepads can 

be obtained from Counseling and ADA Services at no cost. 

 Remain anonymous and receive assistance from their instructor in finding a note 

taker. The instructor may make an announcement in class or send out an email to 

the class list to solicit a note taker. Once a volunteer has come forward, the 

instructor will facilitate a meeting between the student and the note taker (unless 

the student prefers to remain anonymous). Students who prefer to remain 

anonymous should decide if they want to review a sample of notes of potential 

note takers or not. Students who want to see sample notes before a note taker is 

selected should discuss with their instructor a simple and timely method to review 

sample notes. The note taker submits notes to the instructor. The student and the 

instructor will determine how the student will receive the notes from the 

instructor.  

4. Students who have difficulties obtaining a note taker should contact Counseling and 

ADA Services for help. 

5. Students who are requesting lab assistance should contact their service provider for help. 

 

What Note Takers Need to Do 
Students who have decided to serve as a note taker in one of their classes should follow the steps 

below.  

1. Students should obtain and complete the Note taker Service Learning form and turn it into 

Counseling and ADA Services. 
2. First time note takers must complete and submit the certificate of completion to the online National 

Deaf Center (NDC) Note Taker Training: https://explore.nationaldeafcenter.org/courses/note-taker-

training.   

3. Note takers may receive priority registration or up-to five hours of community services.  

https://explore.nationaldeafcenter.org/courses/note-taker-training
https://explore.nationaldeafcenter.org/courses/note-taker-training
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Guidance on specific accommodations 

In short, the standard for approved accommodations is for professors to modify the policies and 

procedures of their courses reasonably to comply with the federal mandate to provide approved 

accommodations to students with disabilities. Professors are advised to consider the individual 

student’s needs, the pace of the course, and the relatedness of assignments when implementing 

accommodations that require interpretation.  This document provides professors with guidance 

how to interpret and implement the accommodations under discussion.   

Note: Within this section, the word ‘professor’ is used to identify any person teaching course for 

academic credit. 

Reasonable exception to the attendance/tardiness policy 

Since attendance often is a requirement that is unique to a course's design and objectives, 

implementation of this accommodation begins with a professor's attendance policy, which 

includes any associated benefits such as absent without penalty against final grade.  Next, a 

professor considers the totality of the course to determine a reasonable number of additional 

absences, those outside the attendance policy, that a student could accrue and meet the course 

objectives.  Again, the exception includes any associated benefits of the established attendance 

policy. Then the professor notifies (sends an email) the student of the number of absences he or 

she may accrue under the accommodation. The professor is encouraged to inform the student that 

absences beyond the accommodation are reviewed on a case-by-case basis.  

Extra time on in and out of class assignments 

The following guidance presumes that the professor and the student have pre-determined the 

process the student would follow to obtain an extension on assignments. If this has not occurred 

before the student needs to use the accommodation, then the professor would remedy this 

oversight by providing the student with instructions to implement the accommodation in the 

future.   

Generally, implementation of the “extra time on in and out of class assignments” accommodation 

could begin with the professor requesting the student to provide a recommendation of a 

reasonable extension of due dates based on his or her individual needs.  The professor then 

determines the feasibility of the student’s proposal based on the design and pace of the course. 

The professor uses his or her expertise to decide to modify (shorten or lengthen) or approve, the 

student’s recommended length of the extension of due dates.  The professor emails the student 

his or her decision of how much additional time the student will receive to complete 

assignments.   

The due date of grades cannot serve as a significant factor in the case of educationally feasible. 

The factors that likely influence educationally feasible may include but are not limited to 

objective evidence of the student to meet course requirements and availability of course 

materials. 
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Applying extended time accommodations to pop quizzes  

If you have pop quizzes throughout the semester, there are some things to make sure that you 

consider. Always maintain the confidentiality of the registered student.  

 Consider the frequency of the quiz(zes); how many time will there be a quiz each 

semester 

 How long will the student have to take the quiz (factor in if the student receives the 

accommodation of extended time) 

 What is the format of the quiz (paper and pencil, oral, etc.)? 

 Consider using a TA to proctor the quiz 

 You may work with the Testing Coordinator in Disability Services to coordinate the pop 

quiz, with the student and professor 

 If you hold lecture directly after a quiz you may consider allowing the student to obtain 

any missed information during your office hours 

 If the registered student has the accommodation of using a note taker, they may receive 

any missed lecture notes from that student  

Audio record lectures 

The ability to audio record lecture applies to the instructor's guided instruction. An instructor has 

the right to place limitations on the student's ability to audio record. Those limitations include 

that the student should not release the audio-recorded lectures to others and destroy the 

recordings at the end of the semester.  Instructors may provide students with directions on how to 

dispose of recorded lectures. Typically, general comments and questions of peers are included in 

this accommodation; however, an instructor may direct a student not to audio record class 

discussions, unless the instructor requires students to use information from a class discussion in a 

future assignment. In those instances, the student may audio record class discussions. An 

instructor may not announce that a student is audio recording because all students have the 

opportunity to take note of anything a person says in class.  In general, recording films that are 

shown in class are not included in this accommodation. 

In addition, if a student has a note taker accommodation, he or she may request the instructor to 

make an announcement in class or by email to identify and secure a note taker. The instructor 

may serve as the designee, which means the note taker would deliver notes to the instructor. The 

student would then retrieve notes from the instructor as arranged.  
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Other Services 

Temporary Impairments 
Tusculum University recognizes that individuals with temporarily impairments due to injuries, 

surgery or short-term medical conditions (e.g. broken limbs, hand injuries, mobility limitations 

during recovery from surgery) may benefit from temporary campus assistance, support services 

and resources.  

Request Temporary Assistance 

To request temporary assistance from Tusculum University, students must submit a completed 

temporary assistance request form (Insert Link to form here) together with supporting medical 

documentation (written by a qualified medical professional on official letterhead and indicating 

the medical condition, expected duration of the limitation, and any recommendations for types of 

assistance needed). Prescriptions will not suffice for this purpose.    

The Temporary Assistance form and supporting documentation may be emailed or submitted in 

person.  

 

Duration of Temporary Assistance 

Temporary assistance will set to expire based on the expected duration of the limitation 

documented by the qualified medical professional. Counseling and ADA Services may request 

additional documentation to verify the need for continued services after the estimated duration of 

the condition has expired. 

Temporary Assistance Appointments 

Counseling and ADA Services will schedule an intake appointment with students who request 

Temporary Assistance once all required documentation has been received.  Students are 

generally contacted to schedule intake appointments within five business days of submitting all 

required documentation.  The meeting will include a discussion of students’ temporary assistance 

needs and available support services and resources.   

Possible Assistance for Temporary Impairments 

Example of temporary assistance that may be available: 

 Information on accessible routes and elevator access on campus 

 Temporary Parking  

 Potential classroom and testing assistances 

 A scribe for exams 

 Notetaking assistance 

 Audio recorder for lectures 

 Extended testing time 

 Computer for essay exams 

Examples of assistance not available from Tusculum University   

 Personal assistance such as on-campus transportation of person or belongings  

 Personal devices such as wheelchairs, scooters and other mobility devices 

Resources: 
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 Parking and Transportation 

Tusculum University does not issue disabled parking placards.  Students who 

are interested in obtaining a disabled parking permit must apply for one 

through the state.  Students who are seeking a temporary change in their 

lot assignment due to an injury may request Temporary Assistance.  

 University Housing (on-campus student housing)  

University Housing residents who have housing needs due to a temporary 

impairment should complete the Temporary Assistance Form and submit 

appropriate documentation. Requests to modify room assignments are subject 

to space availability.  

 

Implementation of Temporary Assistance in the classroom  

Students approved to receive temporary assistance will receive an official letter from 

Counseling and ADA Services to distribute to instructors as they choose. The letter will 

indicate the approved assistances along with start and end dates of the assistance.  

Instructors should provide the temporary assistance outlined on the letter through the 

posted date. Students who ask for assistance beyond the end date on the letter should be 

directed to return to Counseling and ADA Services  

  

http://disability.tamu.edu/resources/transportation
http://disability.tamu.edu/resources/transportation
http://reslife.tamu.edu/contact
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Samples of the following documents: 

Notice of Accommodation Letter 

Provisional Notice of Accommodation Letter 

Temporary Assistance Letter  

Note taker/Lab Assistant Announcement 

Note taker/Lab Assistant Service Learning Form 
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Sample Notice of Accommodation Letter  

Must Be Printed on Tusculum University letterhead 

NOTIFICATION OF ACADEMIC ACCOMMODATIONS 

Confidential      

RE:  Sample Student  Pioneer ID: 0505055  

This letter is written to confirm the above-named student’s eligibility under the ADA/§ 504 of the 

Rehabilitation Act to receive the accommodations listed below due to a qualifying disability at 

Tusculum University. The approved list of accommodations are subject to the instructor’s ability to 

provide the accommodations without substantially altering the learning outcomes of the course 

content. Faculty who have concerns about the impact of accommodations must contact Counseling 

and ADA Services.  

Approved list of Accommodations 

 Reasonable exception to the attendance policy with an opportunity to make-up and 

submit missed exams, quizzes, assignments, and other course requirements. 

 

A collaborative partnership between the student, faculty, and Counseling and ADA Services 

enhances the potential of the effectiveness of the listed accommodations, which are intended to 

contribute to the student’s success. Upon notice, the instructor should consult with the student to 

develop and implement a plan for the student to receive the accommodations. The instructor 

should communicate the agreed upon plan via email to the student. Instructors are not obligated to 

apply accommodations to assignments that occurred before receiving this letter.  

 
The instructor signature acknowledges receipt by him/her of this letter from the student, and 

further, indicates agreement by the instructor to assist in implementing the accommodations. The 

student should return the signed letter to the Counseling and ADA Services. Both the student and 

instructor are encouraged to make and keep a copy of the fully signed letter.  

 

Sincerely,  

(Must include signature)    (Students do not receive a new letter each year) 

       Initial Approval Date: October 10, 2018 

 

Dr. Michell L. Temple, EdD, CRC, NCC, CCTP, LPC (GA), LPC/MHSP(TN, Temp) 

 

Course  Instructor Printed Name     Instructor Signature   Date 
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SAMPLE Provisional Notice of Accommodation Letter 

Must Be Printed on Tusculum University letterhead 

NOTIFICATION OF PROVISIONAL ACADEMIC ACCOMMODATIONS 

Confidential      

RE: Sample Student   Pioneer ID: 0100000   

This letter is written to confirm the above-named student’s eligibility under the ADA/§ 504 of the 

Rehabilitation Act to receive the provisional accommodations listed below pending the receipt of 

the requested documentation. The provisional accommodations are subject to the instructor’s 

ability to provide the accommodations without substantially altering the learning outcomes of the 

course content. Faculty who have concerns about the impact of accommodations must contact 

Counseling and ADA Services.  

Provisional list of Accommodations 

 Extra time to complete out-of-class assignments by consulting with the professor before the 

due date of the assignment. 

 A separate, quiet, and well-lit room in which to take exams. (Note: If Counseling and ADA 

Services is involved in test proctoring, the instructor and the student are responsible for 

scheduling testing appointments with Counseling and ADA Services.) 

 Extended time on tests and quizzes at a rate of double time, e.g., time plus 100%. 

 

A collaborative partnership between the student, faculty, and Counseling and ADA Services 

enhances the potential of the effectiveness of the listed accommodations, which are intended to 

contribute to the student’s success. Upon notice, the instructor should consult with the student to 

develop and implement a plan for the student to receive the accommodations. The instructor 

should communicate the agreed upon plan via email to the student. Instructors are not obligated to 

apply accommodations to assignments that occurred before receiving this letter.  

 
The instructor signature acknowledges receipt by him/her of this letter from the student, and 

further, indicates agreement by the instructor to assist in implementing the accommodations. The 

student should return the signed letter to the Counseling and ADA Services. Both the student and 

instructor are encouraged to make and keep a copy of the fully signed letter.  

 

Sincerely,  

(Must include signature)    (Students must receive a letter each semester) 

       Valid Through: Fall 2018 

Dr. Michell L. Temple, EdD, CRC, NCC, CCTP, LPC (GA), LPC/MHSP(TN, Temp) 

 

Course  Instructor Printed Name     Instructor Signature  Date 
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Sample Temporary Assistance Letter  

Must Be Printed on Tusculum University letterhead 

Notification of Temporary Assistance 

Confidential      

 
Dear Colleagues: 
 

Temporary assistance is available to students who are recovering from an injury, surgery, 

or other impairment that limits their abilities throughout campus.   
 

This letter serves as the University's notice that SAMPLE STUDENT (050505) is eligible 

for temporary assistance (reason noted here) effective April 5, 2019 (start date) through 

May 10, 2019 (end date).  The student should receive the following assistance: 
 Additional absences with the opportunity to submit and make-up missed work  
 Alternative method to meet requirements for class presentations, e.g., one-on-one 

with professor 
 Extra time to complete assignments by consulting with the professor 

  
Please contact me if you have questions. 

 

Sincerely,  

(Must include signature)    

 

Dr. Michell L. Temple, EdD, CRC, NCC, CCTP, LPC (GA), LPC/MHSP(TN, Temp) 
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Sample Note taker/Lab Assistant Announcement 

Must Be Printed on Tusculum University letterhead 

 

Dear Instructor/Professor:  

Please make the following announcement to assist a student who qualifies 
for note taking services (lab assistance) to secure a peer note taker (peer 

lab assistant) for your class.  
 

 
ANNOUNCEMENT 

 
Students, 

Counseling and ADA Services is seeking a peer note taker (lab assistant) for 
this course.  

 
Duties include:  
(Lab assistant duties are individualized based on approved student’s 

functional limitations.) 
Take detailed notes  

Write legibly or type notes  
Ability attend class regularly  

Commit to providing the approved student with class notes within 24 hours  
 

Available Incentives for the selected note taker: Priority Registration or up-to 

five (5) hours of community service 

Please see me after class, if you are interested for more details.  

 

Thank you,  

 

Dr. Michell L. Temple, EdD, CRC, NCC, CCTP, LPC (GA), LPC/MHSP(TN, Temp) 
Counselor and ADA Coordinator  
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Sample Note taker Service Learning Form 

Must Be Printed on Tusculum University letterhead 

Congratulations!  You have been selected to serve as the note taker for a student with a 

disability. 

 

Instructions: Please complete this form and return to the Counseling and ADA Services in 

Garland Library, Room 233 or via email at counselingandadaservices@tusculum.edu.  

 

Start Date: _____________ 

 

Name of Note taker: _________________        Pioneer ID #: ___________ 
 

Phone Number: ___________________ Email: ___________________ 
  

Semester/ Year: _______________  Course: ________________  Professor: 

______________________ 

 

Class Days (check): MON ☐    TUE ☐    WED ☐    THU ☐    FRI ☐    Time:       
 

Notes delivered to Name of Student or Professor: 

___________________________________________ 
State the person who will receive the completed notes for each class. If the student with a disability is unknown by the note taker, please write the 

professor’s name in the space above.  

Duties include: 

Take detailed notes 

Write legibly or type notes 

Ability attend class regularly 

Commit to providing the approved student with class notes within 24 hours 

Available Incentives: Priority Registration or up-to five (5) hours of community service 

 

**AGREEMENT STATEMENT ** 

I have read and agreed to the above note taker duties for the assigned class.   

 

Note taker Signature: ____________________________ Date: _____________  

******************************************************************************

****** 

OFFICE USE ONLY 

******************************************************************************

****** 

Date Issued to Approved Student: _____________________   Date Returned to Office: 

___________________   

National Deaf Center (NDC) Note Taker Training Certificate:  Yes ☐    No ☐    

Priority Registration: _______   Community Services Hours (up-to 5 hours): _________ 

Approved by: _____________________________________________________ 

mailto:counselingandadaservices@tusculum.edu

