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Introduction 
This guide is designed to inform South Central College faculty of the policies and procedures that provide 
services and accommodations for students with disabilities. 

South Central College (SCC) is committed to meeting the specific needs of students with disabilities and to 
complying fully with the provisions of Section 504 of the Rehabilitation Act of 1973, the Americans with 
Disabilities Act of 1990 and Minn State Board Policy 1.B4. These policies mandate equal access and non-
discrimination for students with disabilities in educational programs. 

Through the Academic Support Center (ASC), students registered with the disability services are provided 
equal access to programs, services and activities. Services are provided upon request and are dependent on 
the assessed needs of the student. It is the responsibility of the students with disabilities to provide the ASC 
with the necessary documentation and to make their accommodation requests prior to the start of each 
semester. 

Disability Services (DS) is located within the Academic Support Center. Students who disclose a disability to a 
faculty member should be referred to the Academic Support Center. 

Academic Support Center – Faribault Campus 
Room A-116 
Phone: (507) 332-5847 

Academic Support Center – North Mankato Campus 
Room B-132 
Phone: (507) 389-7222 

Email: ds@southcentral.edu 

Fax: (507) 389-7464 (Confidential) 

Website: www.southcentral.edu/disability 

We appreciate your commitment and compliance in providing the necessary disability accommodations that 
provide equal access to SCC courses and activities. 



Disability Definitions 

Disability 
A disability is defined as a physical or mental impairment that substantially limits one or more major life 
activities; a record or documentation of such an impairment; or being regarded as having such an impairment. 

Major Life Activities 
Major life activities are defined as follows: 
• Caring for one-self, performing manual tasks, walking, seeing, hearing, speaking, breathing, learning,

working, sitting, standing, lifting, reaching, sleeping. 
• Mental and emotional processes such as thinking, concentrating, and interacting with others.

Exclusions to Major Life Activities 
The following activities are excluded from the disability definition of major life activities: 
• The EEOC excludes compulsive gambling, kleptomania, pyromania, and psychoactive disorders that are a

result of current use of illegal drugs. 
• Traits and behaviors of stress, irritability, chronic lateness, and poor judgment, in and of themselves are

not included in the definition of disability. 
• A qualified person with a disability may not pose a direct threat to the health and safety of themselves or

others. 

Disability Documentation 
Disability documentation must be current and must be from an appropriate professional, such as a medical 
doctor, psychologist or psychiatrist, and must include the diagnosis and current impact of disability, functional 
limitations of major life activities, and recommendations for reasonable accommodations. 

Qualified Individual 
A qualified individual is defined as a person with a disability who, with or without reasonable 
accommodations, meets the essential eligibility requirements for the program or activity. 

Reasonable Accommodations 
Reasonable accommodations are defined as follows: 
• Changes to a classroom environment or task, such as extended time for an exam or materials in alternative

formats (examples: large print, audio, Braille). 
• Removal of architectural barriers, such as adapting a classroom to meet the needs of a student who uses a

wheelchair. 
• Exceptions to policies, practices or procedures, such as priority registration or accessing assignments early.
• Provision of auxiliary aids and services, such as providing a sign language interpreter or providing a note

taker.

Exceptions to Reasonable Accommodations 
The following are exceptions to reasonable accommodations: 
• An accommodation is not reasonable if it results in a fundamental alteration or compromises the essential

elements of an academic standard. Students with disabilities must meet the same academic requirements 
as other SCC students. 

• An accommodation is not reasonable if it results in undue burden or hardship for the college.



 

Determining Eligibility for Accommodations 
The ASC requires current documentation of the disability from the appropriate licensed professional in order 
to evaluate a request for a reasonable accommodation. Documentation should reflect the nature of the 
disability and how it affects the student in an academic setting. The law allows the college to request recent 
documentation. If the disability has changed or fluctuates in intensity, then an up-to-date evaluation of the 
condition may be requested to determine reasonable accommodations. 

Determining Reasonable Accommodations 
A reasonable accommodation is an adjustment to a course, program, service, activity, job or facility to enable 
a qualified student with a disability to have an equal opportunity to obtain the same level of performance or 
to enjoy equal benefits and privileges that are available to a student without a disability. The college is 
obligated to make a reasonable accommodation only to the known limitations. To determine reasonable 
accommodations, the ASC disability services (DS) staff will review the documentation that is provided and 
complete a structured interview with the student. 
 
Reasonable accommodations are determined by the following: 
• Possible accommodations that might remove the barriers resulting from the interaction between the 

documented disability and the college environment. 
• Whether or not the student has access to the course, program, service, activity, job or facility without the 

accommodations. 
• Whether or not essential elements of the course, program, services, job or facility are compromised by the 

accommodation. 
 
Reasonable accommodations can be provided in various ways. The following are brief descriptions and 
examples of the most common categories of accommodations that permit a qualified student with a disability 
to effectively participate in the educational process. 
• Changes to a classroom environment or task such as extended time for a rest, a private, distraction 

reduced room for testing, or materials in alternative formats such as large print, Braille, or audio version. 
• Removal of architectural barriers such as adapting a classroom to meet the needs of a student who uses a 

wheelchair. 
• Exceptions to policies, practices, or procedures such as priority registration. 
• Provision of auxiliary aids and services such as providing a sign language interpreter or providing a note 

taker. 
 
In accordance with the law, there are some adjustments that the college does NOT provide and are not 
considered reasonable accommodations. Examples include: 
• personal devices such as wheelchairs or glasses. 
• personal services, such as private tutoring or personal attendants (Note: Tutoring services are available 

through the ASC, but are not a disability accommodation). 
• modifications that lower or change course standards or program standards. 
• fundamental alterations that compromises the essential elements of an academic standard. Students with 

disabilities must meet the same academic requirements as other SCC students. 
• modifications that would change the essence of a program, such as allowing a student in an auto 

mechanics program to take a written test on repairing an engine instead of actually repairing an engine or 
allowing a student in a public speaking class to substitute a written paper for an oral presentation. 

• services that are unduly burdensome, either administratively or financially, to the institution. 



Complaints/Grievances 
The student is responsible for notifying the ASC if the accommodations that have been provided do not meet 
their needs. If they have attempted to resolve issues related to their accommodations but feel that SCC has 
failed to meet their needs they may file a complaint. Complaints generally are about issues such as the 
accommodations provided, timely implementation of accommodations, access to buildings, or access to 
information. Complaints are treated seriously at SCC and there are processes in place to investigate and help 
resolve them. Complaints should be filed in a timely manner and are usually, but do not need to be, submitted 
in written form. 

The complaint process is as follows: 
1. Talk to the Director of Academic Support or the Associate Vice President of Student Affairs about the

concern. Usually a complaint can be resolved at this informal level.
2. File a grievance using the Complaint/Grievance Procedure 3000.11.1 found on the SCC website. The

college’s ADA Compliance Officer will work with the student to resolve the complaint.
3. File a complaint directly with the U.S. Department of Education, Office for Civil Rights by calling (800) 421-

3481 or the Minnesota Department of Human Rights by calling (651) 539-1100, (651) 296-1283 [TTY].

If the student believes that they have been discriminated against or harassed because of their disability, they 
may bring a complaint under the Minn State Board Policy 1.B.1. Nondiscrimination in Employment and 
Educational Opportunity. To do so, they need to contact Ricki Walters at (507) 433-0368. 

Confidentiality and Release of Information 
All information regarding a student is maintained as confidential as required and permitted by law. Guidelines 
concerning the treatment of such information have been adopted by the ASC staff and are rigorously 
followed. 
1. All disability information must be filed in the ASC offices on the Faribault and North Mankato campuses

to protect confidentiality by assuring limited access. No one will have immediate access to the student
files in the ASC except for the ASC staff facilitating accommodations. Any information regarding a
disability shall be shared with others within the college on a need-to-know basis only. Disability-related
information is to be treated the same as medical information. College faculty and staff do not have the
right or a need to access any information regarding a student’s disability. They only need to know what
accommodations are necessary or appropriate to meet the student’s disability-related needs.

2. Information in the files will not be released except in accordance with federal and state laws, which
require release in the following circumstances if a student:

• states that they intend to harm themselves or another person(s)
• reports or describes any physical abuse, neglect or sexual abuse of children or vulnerable adults
• reports the use of an illegal drug for nonmedical purpose during pregnancy
• reports or describes sexual exploitation by a counseling or health care professional

3. A student’s file may be released pursuant a court order or subpoena.
4. A student may give written authorization for the release of information when they wish to share it with

others. ASC will retain a copy of the information released.
5. The ASC may charge a reasonable fee for costs incurred in the connection with copying the information

that is requested by the student.
6. A student has the right to review their own file in the ASC office.



 

Responsibilities of the Faculty 
• Include the SCC Accessibility Statement in the syllabus. 

South Central College strives to make all learning experiences as accessible as possible. If you have a 
disability and need accommodations for access to this class, contact the Academic Support Center to 
request and discuss accommodations. North Mankato: Room B-132, (507) 389-7222; Faribault: Room 
A-116, (507) 332-5847. Additional information and forms can be found at 
www.southcentral.edu/disability. 

• Work with the Center for Teaching and Learning Excellence to ensure that course material is accessible. 
• Verify that books and materials are accessible when purchasing from publishers and venders. 
If a student discloses that they have a disability: 
• Refer the student to the Academic Support Center. 
If faculty receive an accommodation letter from the Academic Support Center: 
• Follow the stated accommodations in a fair, nonjudgmental, and timely manner. 
• Communicate any questions or concerns with the requested accommodations to ASC disability services 

staff in a timely manner. 
• Collaborate with ASC disability services staff when necessary to determine if a requested accommodation 

would impede on the essential standards of the course and/or assessments. 
• Maintain the student’s right to privacy concerning the disability and any accommodations by only 

discussing these accommodations in a private setting with the student. 
• Hold the student to the same academic and conduct standards as other students. 

Responsibilities of the Student 
• Contact the ASC and provide recent documentation of the disability to the ASC in a timely manner. 
• Schedule a meeting with disability services staff and participate in the interactive process of discussing 

accommodations. 
• Communicate with the ASC regarding changes to accommodation needs. 
• Follow all program and college policies and procedures, including the Student Code of Conduct. 
• Meet the same essential academic standards as all students on campus. 
• Report any grievances in a timely manner. 

Responsibilities of the ASC Disability Services Staff 
• Review documentation from the appropriate professional verifying the disability. 
• Determine if a student is eligible to receive reasonable accommodations. 
• Participate in the interactive process of discussing accommodations with the student. 
• Determine reasonable accommodations that remove barriers created by the disability. 
• Notify the instructor about accommodations through email in a timely manner. 
• Work in partnership with faculty members to implement accommodations. 
• Collaborate with faculty members when necessary to determine if a requested accommodation would 

impede on the essential standards of the course and/or assessments. 
• Respect individual confidentiality and maintain professional standards. 
• Assist students in obtaining access to specific support services, such as tutoring, counseling, and advising. 
• Provide education to faculty and staff regarding campus commitment to implementing law and policy that 

assures non-discrimination for people with disabilities. 
  



 

Faculty Notification 
Accommodation letters will be sent to faculty via SCC email once the student has completed the process of 
requesting accommodations and meeting with DS staff. Emails will arrive in faculty’s email box from SCC-
Disability Services with the subject of Accommodation Letter and will be marked as High Importance. This is 
the official notification of accommodations. 

Common Accommodations 

Testing 
The ASC provides private, monitored testing rooms to accommodate students with disabilities who have been 
approved for test taking accommodations. 
General Policies 
• Tests must be taken on the same test date as the class, unless the instructor has given permission for an 

alternative date. Tests for evening/Saturday classes must be arranged during ASC hours. 
• Only items designated by the instructor are permitted in the testing rooms. Cell phones, computers, 

tablets, electronic devices, backpacks, purses, bags, hats, and other personal belongings are not allowed in 
the testing rooms and can be stored in the designated storage area near the front desk. 

• Testing sessions are monitored through video cameras for the student’s safety. If a student is caught using 
unauthorized material (notes, cell phone, computer, etc.), the testing session will be terminated 
immediately, the test will be collected, a copy of the unauthorized material will be made, and the 
instructor will be notified. 

• Late arrival: If students arrive more than 15 minutes late, ASC staff will contact the instructor to determine 
if it is still okay for the student to take the test. If the student arrives late, they forfeit the time missed. 

Responsibilities of the Faculty 
• Complete and submit an Instructor Testing Form and the test at least two business days prior to the test 

date. This form is available in the ASC office and online. 
• Proctored Online Test - Make the time extension adjustment for the online test and complete and submit 

an Instructor Testing Form. 
• Unproctored Online Test - Make the time extension adjustment for the online test. 
Responsibilities of the Student 
• Make an appointment in the ASC at least one business day prior to the test date. 

o Stop by or call the office or submit the Testing Appointment Request Form online. 
• Arrive on time for the scheduled appointment. 
• Put personal items in the designated storage area. 
• Abide by the Student Code of Conduct. 
• Contact the instructor and ASC if unable to keep the testing appointment. 
Responsibilities of the Academic Support Center 
• Strictly uphold the integrity of the test by administering the test in accordance to the information obtained 

from the instructor. 
• Monitor the student during testing. 
• Return the test to the instructor as indicated on the Instructor Testing Form. 
  

https://forms.southcentral.edu/view.php?id=458306
https://forms.southcentral.edu/view.php?id=458801


 

Note Taking 
Students need to be actively engaged in the learning process and are expected to take their own notes to the 
best of their ability during class. The note taking accommodation is meant to supplement and fill in the gaps of 
a student’s own notes and provide access when a barrier occurs. It does not relieve the student from their 
responsibility of meeting class attendance requirements and notes are not provided when a student is absent 
from class. Every course and instructor are different and every student’s needs are unique. In most instances, 
it may be unclear if notes are needed until the student has attended class and is aware of what material the 
instructor provides and their method of instruction. Below are examples of possible note taking 
accommodations that may be implemented. 
LiveScribe SmartPen 
The LiveScribe SmartPen records audio from the classroom and captures a digital image of the student’s 
handwritten notes. The pen synchronizes the audio and notes and then can be accessed for review through 
the pen itself or through computer software. 
Responsibilities of the Student 
• Pick up the SmartPen and notebooks from the ASC. 
• Let the ASC know if additional training or supplies are needed. 
• Return the SmartPen at the end of the semester in good working condition. 
Responsibilities of the Instructor 
• No responsibility other than being aware that the student will be using a LiveScribe pen and will be audio 

recording the class. 
Responsibilities of the Academic Support Center 
• Provide the SmartPen and notebooks for courses. 
• Proving basic training and support for the SmartPen. 
Audio Record (via Digital Recorder, Phone, Computer) 
The student may check out a digital recorder or use their own device to audio record the lecture. 
Responsibilities of the Student 
• Pick up a digital recorder from the ASC if needed. 
• Return the digital recorder at the end of the semester in good working condition. 
• Reproductions and sharing of the recordings is not allowed. 
Responsibilities of the Instructor 
• No responsibility other than being aware that the student will be audio recording the class. 
Responsibilities of the Academic Support Center 
• Provide a digital recorder if needed. 
Instructor Notes 
Responsibilities of the Student 
• If the instructor provides PowerPoints and/or notes via D2L access them as any other student would. 
• Communicate with the instructor and ASC on notes. 
Responsibilities of the Instructor 
• If PowerPoints and/or notes are already provided, not action is needed. 
• Communicate with ASC and the student one the best way to supply notes. 
Responsibilities of the Academic Support Center 
• Communicate with the instructor and student as needed. 
  



 

Peer Note Taker 
Occasionally it may be determined that a peer note taker would be the only form of note taking that would 
provide access to class. 
Responsibilities of the Student 
• Submit a Note Taker Request Form. 
• Pick up notes from the ASC in a timely manner. 
• Notify the ASC if notes are no longer needed or if notes are incomplete or ineligible. 
• Attend class and take notes to best of their ability. Notes are not provided if a student is absent from class. 
• Communicate any concerns to the ASC. 
Responsibilities of the Instructor 
• Announce the need for a note taker in class and refer those interested to the ASC. 

o Script: The Academic Support Center is looking to hire a student to take notes in this class. It pays 
$50 for the semester. Stop by the Academic Support Center (North Mankato: B-132, Faribault: A-
116) or email ds@southcentral.edu if interested. 

• If there is no response for a note taker, ask a specific student to be note taker. 
• If unable to find a student note taker, provide the student or ASC with copies of instructor notes. 
Responsibilities of the Academic Support Center 
• Notify the instructor of the need for a peer note taker. 

Alternative Format Textbooks 
Alternate format textbooks and materials can be provided in various ways. Depending on the disability, 
materials may need to be provided in an electronic, audio, large print, or Braille format. This accommodation 
has the potential of being very time-consuming if the publisher does not have an option for alternate format 
for their textbooks. When considering and ordering books for courses, we ask that faculty verify that the 
publisher has alternate format options available for their products. 
Responsibilities of the Faculty 
• Ensure that the information posted on the SCC bookstore website is correct for your course. 
• DS staff may contact you regarding a timeline for chapter reading dates if the book needs to be scanned in 

and produced for the student. 
• Ensure that materials posted on D2L are accessible by screen readers. 
Responsibilities of the Student 
• Purchase the book. 
• Complete and submit the Alternate Format Textbook Request Form in a timely manner. 
Responsibilities of the Academic Support Center 
• Once the Alternate Format Textbook Request Form and receipt are received, ASC staff will search to see if 

an alternate format is available. If an alternate format is not available, then ASC will obtain permission 
from the publisher to scan and edit the book for the student.  A link will be sent to the student’s SCC email 
with access to the book once the alternate format is obtained. 

Attendance Accommodations 
Attendance accommodations explore if flexibility to the stated attendance policy is reasonable as an 
accommodation for a student with a disability, based on the purpose and structure of the course. This 
accommodation is not a request to waive attendance policies. In-class participation is a necessary component 
in many classes, and attendance is necessary to participate. Because the importance of attendance varies 
based on what students are being asked to demonstrate while in class, exploring this accommodation requires 
class-by-class discussion with Disability Services (DS) staff. 

https://forms.southcentral.edu/view.php?id=459490
https://forms.southcentral.edu/view.php?id=460440


Responsibilities of the Faculty 
• Complete and submit the form sent by DS staff to determine what, if any, flexibility is reasonable based on

the learning objectives for the course and the attendance policy stated in the syllabus. 
• If flexibility in attendance is determined to be reasonable, meet with DS staff to create an agreement.
• Report any concerns about this accommodations to DC staff in a timely manner.
Responsibilities of the Student 
• Make a decision about the expected ability to participate in the class given the current state of their

disability once an agreement is made. 
• Communicate with instructors as soon as possible, presumably before class, when there is a need to be

absent. If students do not communicate with instructors about the absence, instructors are not asked to 
assume that the absence is due to disability. 

• Arrange to receive missed content or work. This could happen via outreach to peers or communicating
with the instructor via email or during office hours. 

• This accommodation only applies to disability-related absences.
Responsibilities of the Academic Support Center 
• Contact the instructor to determine the appropriateness about the accommodation.
• Contact the student to discuss the agreement.

Universal Design for Learning 
Universal Design for Learning (UDL) focuses on creating a learning environment and learning materials that 
will benefit the diverse learning needs of all students in the classroom, including students with disabilities. 
Faculty may notice that if they implement the principles of UDL within their course planning, that the need to 
implement accommodations for students with disabilities may be less. Please contact Center for Teaching and 
Learning Excellence for more information about UDL. 

Section 508 – Electronic and Information Technology 
Section 508 establishes requirements for electronic and information technology developed, maintained, 
procured, or used by the Federal government. Section 508 requires Federal electronic and information 
technology to be accessible to people with disabilities, including employees and members of the public. 

An accessible information technology system is one that can be operated in a variety of ways and does not 
rely on a single sense or ability of the user. For example, a system that provides output only in visual format 
may not be accessible to people with visual impairments and a system that provides output only in audio 
format may not be accessible to people who are deaf or hard of hearing. Some individuals with disabilities 
may need accessibility software or peripheral devices in order to use systems that comply with Section 508. 

www.ada.gov/cguide 

When creating and using online or electronic material, faculty are responsible to ensure that it is accessible to 
the above measures. This would include verifying that the course syllabus and all course materials are 
accessible. Please contact Center for Teaching and Learning Excellence for assistance with the above 
standards. 



Resources 

South Central College 
Disability Services 

Academic Support Center 
North Mankato Campus: (507) 389-7222, Room B-132 
Faribault Campus: (507) 332-5847, Room A-116 
ds@southcentral.edu 

Universal Design/Faculty Support 
Center for Teaching and Learning Excellence 
helpdesk@southcentral.edu 

Counseling Services 
Career Development and Counseling 
North Mankato Campus: (507) 389-7274, Room B-132 
Faribault Campus: (507) 389-7274, Student Affairs Center 

MINN STATE Policies 
1B.1 Equal Opportunity and Nondiscrimination in Employment and Education 

www.minnstate.edu/board/policy/1b01.html 
1B.4 Access and Accommodation for Individuals with Disabilities 

www.minnstate.edu/board/policy/1b04.html 

Government Polices and Laws 
Americans with Disabilities Act 

www.ada.gov/ada_title_II.htm 
www.ada.gov/pubs/ada.htm 

Section 504 of the Rehabilitation Act 
www2.ed.gov/about/offices/list/ocr/504faq.html 

Section 508 of the Rehabilitation Act – Electronic and Information Technology 
www.section508.gov 
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