
A. Documentation Policy

Students with disabilities are responsible for providing documentation of their disabilities to the Office of Disability Services (ODS). This documentation must both establish disability and provide adequate information on the functional impact of the disability so that accommodations can be identified and provided. This documentation will be kept confidential and maintained in a locked file in ODS. All documentation should:

· Come from an appropriate licensed clinical professional familiar with the history and functional implications of the disability. 

· Verify the nature and extent of the disability in accordance with current professional standards and techniques. This must include a description of the diagnostic criteria, evaluation methods, procedures, tests and dates of administration, as well as a clinical narrative, observation and specific results. 

· Be dated and signed, and submitted on official letterhead including the name, title and professional credentials of the evaluator. 

· Establish that the student has a disability that conforms to the federal disability definition. A clear diagnostic statement that describes how the condition was diagnosed, provides information on the functional impact, and details the progression or prognosis of the condition is required. 

· Describe how the disability impacts the student's participation in campus activities and programs. 

· Reflect the student's current level of functioning in the postsecondary setting, demonstrating whether and how a major life activity is substantially limited by providing a clear sense of the severity, frequency and pervasiveness of the condition(s). 

· Include a description of both current and past medications, auxiliary aids, assistive devices, support services, and accommodations, including their effectiveness in ameliorating functional impacts of the disability. 

· Include recommendations for accommodations, adaptive devices, assistive services, compensatory strategies, and/or collateral support services. 

Additionally;

· If the original documentation is incomplete or inadequate to determine the extent of the disability or reasonable accommodation, the university has the discretion to require additional documentation. Any cost incurred in obtaining additional documentation when the original records are inadequate is the responsibility of the student. 

· If the documentation is complete but the university desires a second professional opinion, the university bears the cost. 

· It is not acceptable for documentation to include a diagnosis or testing battery performed by a member of the student's family. 

· Students requesting accommodations for the manifestations of multiple disabilities must provide evidence of all such conditions. 

· Guidelines for documentation for specific disabilities, such as learning disabilities, ADD/ADHD, psychiatric disabilities or others as identified are available through ODS. 

B. Confidentiality

The Office of Disability Services (ODS) is committed to ensuring that all information and communication pertaining to a student's disability is maintained as confidential as required or permitted by law.

The following guidelines about the treatment of such information have been adopted by ODS and will be shared with students. These guidelines incorporate relevant state and federal regulations.

1. No one will have immediate access to student files in ODS except appropriate staff of ODS or Student Educational Services in which ODS is located. Any information regarding a student's disability is protected by the Family Educational Rights and Privacy Act (FERPA) and will only be disclosed as permitted or required by FERPA. 

2. Sensitive information in ODS student files will not be released except in accordance with federal and state laws. 

3. A student's file may be released pursuant to a court order or subpoena. 

4. If a student wishes to have information about his/her disability shared with others, the student must provide written authorization to the ODS Coordinator to release the information. Before giving such authorization, the student should understand the purpose of the release and to whom the information is being released. 

5. A student has the right to review his/her own ODS file with reasonable notification.
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