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Welcome to Student Academic Support Services
(SASS)

Student Academic Support Services (SASS) seeks to facilitate and enhance the learning
effectiveness of students. It is essential that both students and faculty understand that
difficulty with an academic task may not necessarily be related to cognitive ability, but may be
due to differences in learning styles or modalities; previous academic experiences; learning
and physical disabilities; life experiences; language skills; or psychological or social demands
of this environment.

SASS is committed to ensuring that all students with disabilities are provided access to all
facets of UTHSC. We are available to assist and coordinate support services and programs
that enable students with disabilities to maximize their educational potential, as well as help
increase awareness among all members of UTHSC, so that students with disabilities are able
to achieve academic success based on their abilities, not their disabilities. SASS assists
students with documented disabilities by determining their eligibility for services and then
working with students to determine reasonable accommodations and services which will, in
turn, give the student equal access to the University.

The Student Handbook is a guide that will assist you, the student, in becoming acquainted
with the services provided by SASS. It will provide the necessary information needed to know
the procedures one must follow to access SASS’s services, as well as explain the policies and
procedures to assist students in receiving academic accommodations.

Please know that all conferences with SASS staff are completely confidential and all services
provided by SASS are free of charge to students.

SASS is located in the General Education Building Room BB9 (basement). Our office hours are
8:00 a.m. to 5:00 p.m. Monday through Friday; SASS is closed from 1:00 p.m. to 2:00 p.m. daily

for lunch. Evening hours and week-end hours are also available.

Please call our office at 901-448-5056 if we can be of assistance to you.



Who is Eligible?

Services are available to all currently enrolled students who have a documented disability that
substantially limits them in one or more of life’s major activities. In order to receive services
from SASS the following is essential:

¢ Students must have a documented disability as defined by the Americans with
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Disabilities Act of 1990 (ADA) and the federal Rehabilitation Act of 1973, Section 504
to be eligible for disability-related accommodations.

o According to ADA, a “qualified individual with a disability is one who, with
or without reasonable modification to rules, policies, or practices, the
removal of architectural, communication, or transportation barriers, or the
provisions of auxiliary aids and services, meets the essential eligibility
requirements for the receipt of services or participation in programs or
activities provided by a public entity.”

A student must be regarded by an appropriate health care provider or professional
(please see DISABILITY DOCUMENTATION REQUIREMENTS) as having a substantial
impairment, as opposed to a minor impairment. A substantial impairment is one that
significantly limits or restricts a major life function such as hearing, seeing, bending,
speaking, walking, breathing, performing manual tasks, caring for oneself, working,
learning, reading, communicating, thinking or concentrating. Additionally, major life
functions include major bodily functions that could be impaired, such as “functions of
the immune system, normal cell growth, digestive, bowel, bladder, neurological, brain,
respiratory, circulatory, endocrine, & reproductive functions.” The cost of obtaining
documentation will be borne by the student.

To also be eligible for disability-related accommodations, a student with a disability
must meet the academic and technical standards required for admission and
participation in UTHSC’s programs to be ensured an equal educational opportunity.



What is a Reasonable Accommodation?

Accommodations are modifications to a condition that would otherwise cause a student,
because of a disability, to be at a disadvantage relative to non-disabled students in their access
to the university’s programs for students. Reasonable accommodations provide equitable
access to programs or facilities and do not fundamentally alter the essential nature of a course
or academic program.

In summarization, in order for accommodations to be reasonable, they:

e (Cannot fundamentally alter the nature of a training program;
e Compromise the essential elements of the program;

e (Cause an undue financial or administrative burden;

¢ Endanger the safety of patients, self, or others.

**Accommodations are never designed to substantially alter the curriculum or eliminate the
student from meeting the academic or technical standardes.

Reasonable Accommodations are determined by considering:

1. The student’s request for a specific accommodations;

2. Documentation of the disability and recommendations made by the diagnosing
professional as reviewed by the disability coordinator and independent disability
consultant.

Accommodations are determined on an individual, case-by-case basis. In some rare instances,
the academic affairs or course director may be asked if an accommodation is reasonable given
the technical standards of the academic program. Further, in addition to the disability
consultant, other resources such as the Association on Higher Education and Disabilities,
physicians, psychologists, psychiatrists, educators, and other relevant experts are frequently
consulted.

Examples of reasonable accommodations include but are not limited to: extended test taking
time, use of a tape recorder, or testing in a distraction-free environment.

**The amount of time needed for a test is carefully determined by examining disability
documentation, observations of the student’s ability and historical information. Extra time on
clinical performance tests is very rarely granted and only after considerable deliberation by the
disability consultant, academic affairs officer and the course director.



What are the Disability Guidelines for Accommodations?

To provide reasonable and appropriate academic accommodations to students at UTHSC who
have disabilities, SASS requires documentation that shows the current disability and its
impact on academic functioning. UTHSC adheres to the standards set forth by Educational
Testing Services (ETS). Therefore, the documentation the student provides to SASS must
include the following information:

Documentation must be current, in most cases it should be within the last three
years.
o However, the determination of what is current documentation depends on the
nature of the disability. SASS reserves the right to make appropriate
modifications to this time frame.

The name, title and professional credentials of the evaluator.

o Including information about license or certifications, as well as area of
specialization, employment, and state in which the individual practices.
Professionals conducting the evaluation/assessment must be qualified to do so,
and it is essential that they have experience working with adult populations.

Reports must be on letterhead, typed, dated and have the original signature of
the evaluator.
o Reports must be written in English or translated into English by a qualified
translator.

Included in the reports should be the names of any standardized tests
administered, the scores derived from these tests and a discussion of the data
that clearly indicates the presence of a disability.
o SASS reserves the right to determine which tests are acceptable for diagnosing
the disability. Standardized tests must be based on adult norms.

The report must clearly state the specific diagnosis of the disability.
o Terms such as “suggest” or “is indicative of” are not acceptable.

The impact of the diagnosed disability must be described on a specific major life
function/activity, especially as it relates to academic performance, by the
evaluator.

If medications are taken these should be listed.
o Any potential side effects caused by the medications should also be listed.



If symptoms involve cognitive recall (memory), appropriate testing needs to be
conducted.
o Testing for specific learning disabilities may be appropriate.

Specific recommendations for reasonable academic accommodations and a
detailed explanation of the rationale for each recommended accommodation
should be included in the diagnostic report as related to the specific functional
limitations.

A doctor’'s prescription pad note or a
Educational Plan (IEP) or a 504 Plan IS NOT sufficient documentation in and of
itself, but can be included as part of a more comprehensive evaluation report.

**It must be understood that evaluation reports themselves do not automatically qualify
a student for registration or services through the SASS. All of the items listed above must
clearly show the presence of a disabling condition and clearly justify the need for
reasonable accommodations. SASS will make the final decision as to whether reasonable
and appropriate accommodations are needed and can be provided to the student.

For the Following Disabilities, Additional Documentation
Requirements are:

ADD and ADHD.pdf
Deaf and Hard of Hearing.pdf
Physical Disability, Health and Medical Conditions.pdf
Psychological and Psychiatric.pdf
Specific Learning Disabilities.pdf

Speech Impairment.pdf
Visual Impairment.pdf
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ADD%20and%20ADHD.pdf
Deaf%20and%20Hard%20of%20Hearing.pdf
Physical%20Disability,%20Health%20and%20Medical%20Conditions.pdf
Psychological%20and%20Psychiatric.pdf
Specific%20Learning%20Disabilities.pdf
Speech%20Impairment.pdf
Visual%20Impairment.pdf

How to Request Services:

It is the responsibility of the student to contact SASS in order to make an appointment
for an accommodation consultation prior to matriculation or as soon as the need for an
accommodation is identified. The earlier the request is made known, the earlier the
accommodation can be addressed and granted. An appointment can be made by
contacting the Disability Coordinator, Laurie Brooks, at 448-1452 or

Lbrookl5@utmem.edu.
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Students will need to complete all forms and submit documentation before provisions
for accommodations can be made. Forms can be printed from the SASS website by
going to www.utmem.edu/sass and clicking on Provisionary Forms listed under
Information for Students or the forms can be picked up in the SASS office.

Documentation of the disability must be provided within two weeks of disclosure of
the disability. During this time, students will be given “provisional concessions” if
needed. However, the time for “provisional concessions” will not be extended
beyond two weeks. Documentation can be faxed to 448-1451, but a hard copy of the
documentation must also be received. Guidelines for acceptable documentation are
available in the previous pages, as well as in the SASS office and on the SASS website.

Upon receiving the documentation the disability coordinator will send the
documentation to the independent disability consultant. After the review of
documentation, a written decision regarding the provision of accommodations will be
emailed to the student.

Students who are granted testing accommodations are required to submit a copy of the
class schedule and testing dates prior to the end of the second week of each term.

Students requesting accommodations other than for testing may be asked to
participate in a meeting to determine the most appropriate course of action for a
course or clerkship.

Students who are denied accommodations have a right to appeal the decision as
described in the denial letter.

** FOR COMPLAINT PROCEDURES: Contact the Office of Equity and Diversity at
448-2112 or visit their website at www.utmem.edu/oed.
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Confidentiality and Release of Information

Student Academic Support Services (SASS) is committed to ensuring that all information
regarding a student’s disability is kept in accordance with state and federal laws. Students
requesting accommodations will be asked to sign a Student Agreement acknowledging and
understanding that the provision of disability services and accommodations may involve the
sharing of disability information provided by the student with appropriate personnel
participating in the accommodations process. It is important for students to understand what
their signature means. The following is an explanation of our procedure and practice
pertaining to confidentiality and disclosure.

University Obligation

o

The University has an obligation to confirm that students receiving accommodations
have verified disabilities according to state and federal law. We request disability
documentation on this information. Accommodations and services may not be
provided if the student does not provide appropriate documentation of a disability,
does not have a diagnosed disability or does not follow policies and procedures.
Disability documentation is housed in a confidential student file and does not become a
part of the student’s academic record.

Confidentiality and Privacy
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Students have a right to confidentiality. The University recognizes that student
records, for the purpose of disability documentation, disability determination and
accommodation determination, are confidential as per state and federal laws and are
treated as such. However, a student’s right to privacy must be balanced against the
University’s need to know the information in order to provide requested and
recommended services and accommodations.

Disability related information is to be treated as medical information. Any information
that regards your disability is considered confidential and shall be shared with others
within the institution on a need-to-know basis only.

To protect confidentiality by assuring limited access, all disability-related information
must be filed with SASS.

Information in files will not be released except in accordance with federal and state
laws.

Your file may be released pursuant to a court order or subpoena.

You may give written authorization for the release of information when you wish to
share it with others.

Under the Privacy Act you may have access to your personal file if you wish, provided
the confidentiality and privacy of others is respected and neither you, nor anyone else
is thereby put at risk.



Disclosure:

1. Disclosure of a disability is a voluntary process and students are never obligated to
self-disclose their disability to SASS, other staff members or faculty. However, students
with disabilities who wish to obtain accommodations, auxiliary aids and/or services
must self-disclose their disability and direct their request(s) for accommodation(s) to
SASS.

2. No one except SASS staff has automatic access to the student files housed in the SASS
office.

3. Students must disclose their disability by signing the Registration Agreement form.
This agreement acknowledges an understanding that in order for SASS to coordinate,
advise, or administer requested accommodations, verification of one’s disability is
necessary. Registrations will be provided to the appropriate Dean’s office and faculty.
The only information that will be disclosed is the recommended accommodations and
that the student has a documented disability. Any other information requested from
faculty will require a written consent from the student, or information can also be self-
disclosed directly from the student.

4. Students must also sign the Student Agreement form, which is to maintain a record
that the student understands our procedures and practice on disclosure of disability.
The Student Agreement it is not a request for permission. Students requesting that the
SASS not disclose a disability must subject the request in writing. Students are not
required to sign the Student Agreement form.

5. If a student asks that we do not discuss their situation with faculty or staff, their
request will be honored. However, students must understand that if they are
requesting SASS to provide accommodations and if they prohibit the individuals
responsible for implementing accommodations from discussing critical components of
the situation, then it may not be possible to implement an accommodation.



Rights and Responsibilities

Students with Disabilities have a Right to:

Equal access to programs and services offered through UTHSC;

Confidentiality of all information pertaining to the individual’s disability;

Information reasonably available in accessible formats;

An opportunity to receive reasonable accommodations, academic adjustments, and/or
auxiliary aids, and services.

Students with Disabilities have the Responsibilities to:

Meet qualifications and maintain essential institutional technical standards for courses,
services and activities.

To self-disclose as an individual with a disability and to follow institutional guidelines
to request approved accommodations and services.

Follow published procedures for obtaining information, services and accommodations.
Provide documentation (from appropriate professional) concerning how the disability
limits participation in courses, programs, services, or activities.

o Ensure that all paperwork and documentation is provided to the SASS. The
SASS staff will not be able to request or follow up on requests for
accommodations.

Submit a copy of the class schedule and testing dates, as well as any other relevant
information, such as the clerkship rotation schedule, clerkship sites, etc. each term.
Discuss the accommodation(s) with the instructor during the first week of class or
rotation and/or within one week of being granted the accommodation.

Inform the course director and SASS if the student elects not to use an approved
accommodation. An “Exam Accommodation Waiver” form will need to be completed.
Contact the SASS office immediately if there are any problems with the manner in
which accommodations are being provided.

Notify the professor at least 3 days prior to each exam in order to ensure that the
exam will be available in the SASS office at the time of the exam.

Notify SASS at least 5 days prior to each exam in the event there is a conflict in your
schedule, such as extended test taking time interfering with the beginning of your next
class, so that SASS can attempt to make arrangements.

Notify the Disability Coordinator via email at Ibrook15@utmem.edu at least 3 days
before examinations to ensure your testing time(s) and space in SASS. We need to
know the test name (course), date, time, time allotted for the other class members and
the professor’s name.
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All exams scheduled in SASS must be completed by 5:00pm. Please keep this in mind
when scheduling to take exams.

Remember that exams taken in SASS should follow the same procedures as if the test
were taken in class. For example, tardiness will result in no time extensions and it is
the student’s responsibility to start and stop the examination on time.

In the event you need to change your requested/reserved time for an exam contact the
Disability Coordinator or the SASS office as soon as possible at sass@utmem.edu or
448-5056.

Remember that accommodations are not a guarantee of a certain grade or of success is
a particular class; rather they are for the purpose of providing equal access to
education.

Faculty and Staff have a Right to:

Establish essential functions, abilities, skills, knowledge and standards for courses,
programs, services and activities, and to evaluate students on this basis;

To identify and maintain the academic and technical standards that are fundamental to
providing a quality academic program, while ensuring the right of individuals with
disabilities;

To refuse an unreasonable accommodation, adjustment, or auxiliary aid or service that
imposes an undue hardship or a fundamental alteration of a program or activity at
UTHSC;

To select and recommend accommodations that are equally effective for individuals
with disabilities.

Faculty and Staff have the Responsibilities to:

Include a statement on syllabi to inform students with disabilities how to access
accommodations on campus through SASS.

Maintain the same academic standards for all students, as with appropriate
accommodations students with disabilities should be expected to perform at the same
academic proficiency levels as their non-disabled peers.

Work cooperatively with the students and SASS in providing accommodations only
when an approved accommodations notification from a SASS staff member has been
received by the college’s Academic Dean’s Office.

Ensure that students receive the needed accommodations without undue
complications.

Provide, in a timely fashion, test materials SASS may need to ensure appropriate
accommodations for students.
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e Respect the student’s right to privacy; keep disability-related information confidential.
Students with disabilities are protected under FERPA and the civil rights law. Atno
time should faculty and staff make any statements or implications that the student with
a disability is any different from the general student population.

e Remember that the student has the right not to discuss the particulars of his/her
disability except on a need-to-know basis.

e Contact SASS immediately in the event problems occur.

e Be aware that further accommodations/arrangements may be made at a later time by a
member of the SASS staff.

Students are not expected or required to provide faculty with detailed documentation
about their disabilities. Therefore, SASS does not give advance notice to faculty
regarding students with disabilities who are enrolled in their classes. From a legal
standpoint, it is strongly advisable that faculty not expect or request such detailed
documentation from the student. Itis, however, entirely appropriate for faculty to
request that the students provide verification from SASS that they are registered with
the Disability Coordinator.

11



Testing Procedures

After a student has been approved for testing accommodations the SASS will notify the
appropriate Dean'’s Office and the Dean’s Office will notify the course directors.

» Itis the student’s responsibility to remind the professor at least 3 days prior to each
exam in order to ensure that the exam will be available in the SASS office at the time of
the exam.

» Itis the responsibility of the course director or their representative to ensure that the
exam is available in the SASS the day of an exam.

o An Exam Registry Form can be found on the SASS website at
www.utmem.edu/SASS under the Information for Faculty.

o Exams can be left with the Disability Coordinator located in the SASS Office, GEB
BB9, between the hours of 8:00AM - 1:00PM and 2:00PM - 5:00PM prior to the
scheduled day of exam administration.

o Exams can be emailed to Lbrookl15@utmem.edu or sass@utmem.edu anytime
prior to the day of exam administration. All emailed exams will be deleted after
administration.

» Students are to report to SASS at the same time that the test is being given to the
rest of the class. Anyone arriving more than 15 minutes late to an exam will not be
allowed to take the exam without permission from the professor. Students are
required to put away all books, backpacks, purses, electronic devices, and any other
personal items before being allowed to begin exams. Students may also be subject to
random integrity checks. Students are expected to uphold the honor code.

» Students cannot miss their next scheduled class or be tardy for a class due to testing in
the SASS. If a student’s extended test taking time will conflict with a class it is the
student’s responsibility to make arrangements with the professor for a start time of the
examination. Students have the right to get the full allotted time for their
examinations, but it cannot interfere with a class without arrangements and approval
first.
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Guidelines for Handling Excused Absences from Exams/Quizzes

for Disability Based Issues

The following guidelines describe the process whereby students currently registered with
SASS for a documented disability can arrange to make up an absence from an exam and/or
quiz when such an absence is directly related to a previously disclosed and documented
disability and accommodations have been approved through SASS.

1.

Students aware that they will miss an exam and/or quiz prior to its administration
must notify SASS by email as soon as possible, prior to the exam. If the student is not
able to notify SASS due to an unexpected absence it is expected that they notify the
SASS in writing within 12 hours of the original exam administration time.

Students must follow the professor’s policy regarding notification of an absence from
an exam. The reason/diagnosis for which the absence is based need only be shared
with the SASS staff.

Within 5 working days the student must provide SASS with a written explanation
from their present health care provider. Once written notification is received, SASS can
verify the absence, if needed, for the professor.

a. The notification must include information that directly supports the need for
the absence from an exam based on a documented disability on file with SASS.
This explanation must be from a professional on letterhead and include a
projected date for return to campus.

Students must follow the professor’s policy regarding make-up exams. If taking a
makeup exam in the SASS, follow SASS procedures for regular exam administration.

Faculty members should contact SASS if they desire verification of the disability-
related absence from an exam and/or quiz. Faculty members must refrain from asking
the student for specific and detailed documentation of the excused absence as such
explanations/documentation constitute a violation of the student’s privacy rights.

When providing a make-up exam for a student with a disability-related excused
absence, faculty members must administer the same make-up exam and/or quiz given
to all other students, provided that the make-up exam and/or quiz is given at the same
time for all students.

a. Should it be necessary to prepare a separate make-up exam and/or quiz for any
student (disability or not), faculty members must provide an exam that is
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comparable to the original with respect to the types of questions, length of
exam, and complexity of the questions.

PLEASE NOTE: SASS should not be contacted unless the excuse is directly related to a

disability that has been documented by SASS. Absences that are not attributable to a
documented disability must be handled accordin
regarding missed exams.
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Additional Resources

The Office of Equity and Diversity

e For any requests, concerns, or complaints in regards to compliance with the ADA and Section
504 of the Rehabilitation Act at UTHSC contact this office by calling 448-2112.

Library Accommodations at UTHSC
e Contact the Associate Director of the Library, 448-5165
UTHSC Student Mental Health Services

e Serves the mental health and counseling needs of UTHSC students. Call 448-5064 for more
information.

Student Assistance Program (SAP)

e Offered by the University to provide personal consultation 24 /7 for situations that can impact
your well-being or academic performance (i.e. relationship problems, sexual orientation,
alcohol and substance abuse, stress, eating disorders, emotional, financial, and legal problems).
6 free face-to-face visits for any issue and no insurance is filed; thereafter student insurance is
a necessity.

e (Call the SAP at 1-800-327-2255 to be referred for an appointment. For more information go to
the website: www.utmem.edu/univheal /StAP%20Booklet.pdf.

Self-Help Information provided by UTHSC

e Anxiety - www.utmem.edu/univheal/SMH Anxiety.html

e Depression - www.utmem.edu/univheal/SMH Depression.html

e Substance Abuse - www.utmem.edu/univheal/SMH SubstanceAbuse.html

e Suicide - www.utmem.edu/univheal/SMH Suicide.html

e Test Taking - www.utmem.edu/univheal/SMH TestTaking.html

e Attention Deficit Disorder - www.utmem.edu/univheal/SMH ADD.html
e Sleep - www.utmem.edu/univheal/SMH Sleep.html

Where to get tested for a learning disability or ADD/ADHD

e SASS frequently refers to students to Jordan Counseling and Associates as they provide psycho-
educational evaluations to UTHSC students for $600. They do not accept insurance, but $600 is
cheap for this evaluation, which usually can range from $1500-$2000 for private clinicians.
They can be contacted at 531-7200.

e The University of Memphis Psychological Services performs evaluations for $350, but it is
imperative that the student provide the clinician with our documentation guidelines so that the
appropriate information can be included to meet our standards. Psychological Services can be
contacted at 678-2147.

e Ifyou regularly see a family doctor, ask him or her if they can make a referral to someone that
can provide you with the appropriate testing.
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