
 
 
 
 
 
 

Accessibility 
Services 

Handbook 
2022-2023 
A Guide for Students 

 
ACADEMIC YEAR  

 



Office of Student 
Accessibility 

Services 
Handbook 

A Guide for Students 
ACADEMIC YEAR 2022-2023 

 
 
 
 
 
 
 
 
 
 







 



1  

 
 
 

INTRODUCTION  
Wilmington University actively supports the rights of students with disabilities to have equal access 
to education. Wilmington University makes every reasonable effort to accommodate the needs of students 
with disabilities. 
The Office of Student Accessibility Services (OSAS) facilitates equal access to Wilmington 
University 
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WHAT IS A DISABILITY? 
 

A disability is a physical or psychological impairment, which limits an individual from performing certain major 
life functions such as walking, seeing, hearing, and/or learning. Listed below are the four general disability 
categories and some examples of each: 

1. Learning—This disability may cause difficulty in reading, comprehending, test-taking and processing 
of academic information. 

2. Physical/Mobility/Visual Functional—Individuals are challenged with vision impairments, walking 
and moving challenges, and medical disabilities (such as cancer, MS, cerebral palsy, etc.). 

3. Deaf/Communication Disabilities—A person may be deaf or partially deaf or have speech difficulties 
that make communication challenging. 

4. Psychological Impairment—These individuals are challenged with psychological disabilities 
(such as bipolar disorder, ADHD, learning disability etc.). 

 

THE LAW AND DISABILITIES 
 

Congress enacted the “Rehabilitation Act of 1973” and the “Americans with Disabilities Act of 1990 (ADA) 
with Amendments Act of 2008” in order to ensure the rights of individuals with disabilities. These laws require 
educational institutions to reasonably accommodate a qualified individual with a disability when appropriate 
documentation is provided. 

 
Section 504 of the Rehabilitation Act of 1973 

Section 504 states: “No otherwise qualified handicapped individual in the United States...shall, solely 
by reason of...handicap, be excluded from participation in, be denied the benefits of, or be subjected to 
discrimination under any program or activity receiving federal financial assistance.” 

 

Americans with Disabilities Act of 1990 (ADA) with Amendments Act of 2008 
The ADA retains the basic definition of “disability” as an impairment that substantially limits one or more 
major life activities, a record of such an impairment, or being regarded as having such an impairment. However, 
it changes the way that these statutory terms should be interpreted in several ways. Most significantly, the Act: 

Directs Equal Employment Opportunity  Commission (EEOC) to revise the portion of its regulations 
defining the term “substantially limits”;  

Expands the definition of “major  life activities”  by including two non-exhaustive lists: 

• The first list includes many activities that the EEOC has recognized (e.g., walking) as well as activities 
that EEOC has not specifically recognized (e.g., reading, bending, and communicating); 

• The second list includes major bodily functions (e.g., “functions of the immune system, normal cell 
growth, digestive, bowel, bladder, neurological, brain, respiratory, circulatory, endocrine, and 
reproductive functions”); 

States that mitigating measures other than “ordinary eyeglasses or contact lenses” shall not be considered in 
assessing whether an individual has a disability; 

Clarifies that an impairment that is episodic or in remission is a disability  if it  would substantially limit  
a major life activity when active; 



3  

Changes the definition of “regarded as” so that it no longer requires a showing that the employer perceived 
the individual to be substantially limited in a major life activity, and instead says that an applicant or 
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THE DIFFERENCE BETWEEN HIGH SCHOOL AND COLLEGE 
 

Differences Explained 
In high school, a student often has a “504 plan” or Individualized Education Plan (IEP) that suffices for 
services. Based on this information, the high school offers “modifications” to help the student succeed. 
The special education student must be regularly tested and/or reevaluated in order to remain in the special 
education program. 

 

 
When a student goes to college, they are transferring from an environment that is structured to “ensure student 
success” to one that is designed to “allow equal access.” The success of the student is up to the student in the 
college setting. The college must ensure access, not success. 

Frequently Asked Questions 
Why is there a difference between the services I  received before and those received in college? 

College accommodations usually differ considerably from high school modifications. 
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PROCEDURE FOR RECEIVING SPECIAL ACCOMMODATIONS 
 

Students with special needs may qualify for accommodations to help compensate for disabilities, which impede 
their academic progress and lower classroom performance. To receive accommodations a student MUST notify 
the Office of Student Accessibility Services by completing a self-identification form and provide 
documentation verifying the need for assistance. Each student bears the responsibility for contacting the 
appropriate clinical specialist who has diagnosed their disability to obtain the objective data supporting the 
diagnosis and sending the information to ODS. To avoid delays, supporting data should be forwarded on a 
timely basis; INCOMPLETE FILES WILL NOT BE PROCESSED.  

The following steps outline the procedure that students with disabilities must complete to receive special 
accommodations: 
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SERVICES AVAILABLE 
 

Once proper documentation has been provided, students with disabilities may find some of the following 
resources helpful: 

• Variety of academic support services: Visit the Student Success Center online at wilmu.edu/SSC 
for more information. 

• Preferential seating in classes 
• Tape recording class sessions 
• Testing accommodations outside of the classroom 
• Extra time for tests and/or in-class assignments 
• Use of spell checker/dictionary 
• Notetakers/Readers/Scribes/Sign language interpreters 
• Use of assistive technology (see equipment loan policy in the “Equipment Loan Policy” section) 
• Taking short breaks during classes 
• Hand-outs relating to assignment specifics and test preparation 

 
EQUIPMENT LOAN POLICY 

 

Wilmington University provides assistive technology on loan for a temporary period to students with 
documented disabilities who qualify to receive special accommodations. In order to receive equipment, students 
must properly register with the Office of Student Accessibility Services to receive special accommodations. 
WilmU requires students to handle borrowed equipment with care and mandates the return of the equipment 
upon graduation or withdrawal from the University (whichever comes first). 

If the equipment is not returned in a timely manner, returned in damaged condition, or lost, the student’s 
account will show an outstanding balance resulting in the charge for the equipment. Non-payment will result 
in a hold being placed on the account, which could affect the student’s ability to access grades, register and 
graduate. 

Students requesting borrowed equipment must contact the Office of Disability Services and complete the 
Equipment Loan Agreement Form (Appendix B). By completing this form, the student will agree to and 
understand the following: 

• The borrowed equipment must be returned to the Office of Disability Services on time and in good 
condition. 

• The borrowed equipment must be returned by the last semester you are enrolled as a student at the 
University. 

• You assume financial responsibility for repairing the equipment if it is lost or damaged as a result of 
neglect or carelessness. 

• You assume financial responsibility for battery replacement in battery-operated equipment and you are 
responsible for security of the equipment during the loan period. 

• If the equipment is stolen, you will report to the Office of Disability Services and the Office of University 
Safety immediately. 



7  

NOTE-TAKING SERVICE 
 

Notetakers may be provided as a reasonable accommodation for students with documented disabilities that 
interfere with the individual’s ability to take notes in class. Instructors are asked to select a student in class to 
serve as a notetaker for the student with a disability. If t
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RECORDING LECTURES 
 

Students with disabilities who are unable to take or read notes have the right to audio record class lectures for 
their personal study only*. Recording lectures is reasonable for students whose documentation calls for this 
accommodation. 

 
Policy for Recording Lectures 
“Students must seek the permission of their instructor before using any audio recording devices to record 
lectures, discussions, etc. If such permission is granted, neither the resulting recordings nor any form of copies 
of transcripts of the recordings may be used for any other purpose than as a replacement for notes taken in     in
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COURSE SUBSTITUTION 
 

In order to substitute a course, students must meet with their Academic Advisor to discuss the need for a course 
substitution and the impact of the substitution. 

 
DELTA ALPHA PI 

 

Wilmington University charters the Gamma Alpha Chapter of the Delta Alpha Pi (DAP) International Honors 
Society for Students with Disabilities. DAP was established to distinguish students who have attained superior 
academic records while managing personal setbacks. The mission of DAP is to recognize strength, achievement 
and pride in these students. DAP also sponsors activities and service projects throughout the academic year. 

• Membership is open to both undergraduate and graduate students by invitation of the Office of Student 
Accessibility Services. To qualify, students must present a documented disability, work with one of the 
faculty/advisors in OSAS, and demonstrate an interest in disability issues. Undergraduate students must 
have completed a minimum of 24 credits and earned an overall Quality Point Average of 3.10. Graduate 
students must have completed a minimum of 18 credits and earned an overall Quality Point Average of 
3.30. 

• All students who meet the approved criteria are invited to become members of this honor society 
without regard to gender, race, color, ethnicity, religion, national origin, age, type of disability, or sexual 
orientation. 

 
PERSONAL ATTENDANT POLICY 

 

Wilmington University understands that Personal Care Attendants (PAs) may be necessary to address the 
personal needs of a student with a disability in order for that student to fully participate at the University. 
Students who require personal care attendant services who wish to have the same independent experience as all 
other college students are encouraged to hire an impartial PA who is not a family member or close friend. 
An otherwise qualified student who requires personal attendant services must make arrangements for his/her 
own personal attendant se
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A PA is expected to: 
• Follow all applicable University policies, rules, regulations, 
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Requesting an Interpreter 
Students CANNOT select interpreters. You may request a particular interpreter but, there is 
NO GUARANTEE  that your request will be granted. 
Once approval of special accommodations has been granted, students may request interpreting services. ODS 
should be notified as soon as the student with a disability has registered for courses. A 
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WAYS THAT STUDENTS CAN HELP THEMSELVES 
 

General Strategies 
To prepare for taking courses at WilmU, it is recommended that students with a disability should: 

1. Provide OSAS with recent 
documentation about the disability and 
include a list of recommended 
accommodations. 

2. Learn about Section 504. Be aware of 
the accommodations and support services 
Wilmington University offers. 

3. Become knowledgeable on the nature of their 
learning disabilities. 

4. Take fewer classes each semester and balance 
easy classes with more difficult ones. 

5. Plan for the possibility of more years to finish 
their degree. 

6. Schedule an appointment with their instructor 
early in the semester to discuss needs if 
classroom accommodations will be required. 

7. Ask the instructor for permission to tape record 
lectures before doing so and explain why the 
tapes are needed to enhance learning. 

8. Get the course syllabus and purchase text early, 
if possible. 

9. Avoid back-to-back classes and classes with 
meeting times which exceed attention and 
concentration stamina. 

10. Take notes while tape recording and indicate 
questions in margins. 

11. Listen to the tape, rewrite the notes, and 
highlight main concepts as soon after the 
recorded lesson as possible. 

12. Get a study partner and compare notes.

 
It is recommended that the following principles are applied when studying: 

• Attend all classes since hearing the lecture may be a critical factor in learning new material. 
• Preview new material and review the previous lecture before each class. 
• Set up a study schedule that changes little from week to week. 
• Study in a quiet, distraction-free setting. 
• Sit toward the front of the class to hear and see well in addition to being easily recognized if there are 

questions or they want to participate in the discussion. 
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• Deal with writing problems early, since writing demands may be heavy in some courses. 
• Be aware of Drop-Add deadlines to use them as an advantage. 
• Plan downtime daily. 
• Become active in student organizations on campus. 
• Find out about support groups for learning disabilities. 

 
Memory Strategies 
To strengthen memory and improve recollection of material, it is recommended that students with 
a disability should: 

• 
/TT4(d)oyo  
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Self-Confidence Building Strategies 
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RESOURCES 
 

 

Office of Student 
Accessibility Services 

320 N. DuPont Highway 
Pratt Student Center 
New Castle, DE 19720 

 
Phone: 302.356.6937 
Fax: 302.669.6601 
Email: AccessibilityServices@wilmu.edu 

 

Academic Advising 

New Castle Campus 
Audrey K. Doberstein Admissions Center 
(DAC),Second Floor 

 
 
Phone: 302.356.6711 

Website: wilmu.edu/Advising 

 
*If you are attending one of Wilmington University’s other sites please contact your site to make an appointment with your advisor. 

 
 

Brandywine 
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LOCAL/STATE/REGIONAL 
 

ADA Information Center for the Mid-Atlantic 
The ADA Information Center has a number of resources about the ADA. 

401 N. Washington St #450, 
Rockville, MD 20850 

Phone: 301.217.0124 
Website: adainfo.org

 

Children and Adults with Attention Deficit Disorder (CHADD) 
CHADD is a national organization that provides support and information for children and adults who have ADD. 

Website: chadd.org 

Delaware Elwyn, Inc. 
Delaware Elwyn, Inc. has a mission to increase the self-sufficiency and productivity of people with disabilities 
and other disadvantages, subsequently increasing their ability to participate in, and contribute to the community. 

Phone: 302.658.8860 
321 E. 11th Street, 
Wilmington, DE 19801 Fax: 302.654.5815 

Website: elwyn.org 

 
Division for the Visually Impaired 
In order to promote health and wellbeing, the Division for the Visually Impaired strives to reduce or eliminate 
all barriers to lifelong personal independence produced by the sensory disability of vision loss. 

New Castle County 

Herman M. Holloway, Sr. Campus 
Biggs Building 
1901 North DuPont Highway, New Castle, DE 19720 

Kent and Sussex County Counties 

Milford State Service Center Annex 
13 SW Front Street, Milford, DE 19963 

Phone: 302.255.9800; 302.255.9854 (TTY) 
Fax: 302.255.4441 

Website: dhss.delaware.gov/dvi/index.html 

 
Phone: 302.424.7240 

Fax: 302.422.1419 

Division of Vocational Rehabilitation Department of Labor 
The Division of Vocational Rehabilitation seeks to empower individuals with disabilities. They provide 
employment, government programs, an information network, and educational and financial assistance. 

4425 North Market Street, P.O. Box 9969, 
Wilmington, DE 19802 

 
State Council for Persons with Disabilities 

Phone: 302.761.8300; 302.761.8336 (TTY) 
Website: 
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Phone: 302.739.3620 
Fax: 302.739.6704 
Website: scpd.delaware.gov 
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NATIONAL 
 

Association for Higher Education and Disability (AHEAD) 
AHEAD is the premiere professional association committed to full participation 
of persons with disabilities in postsecondary education. 

Phone: 704.947.7779 
107 Commerce Center Drive, Suite 204, 
Huntersville, NC 28078 

 

HEATH Resource Center 

Fax: 704.948.7779 
Website: ahead.org

HEATH is a clearinghouse of information on topics related to postsecondary 
education and disabilities. 
 

2134 G Street N.W., 
Washington, DC 20052-0001 

Phone: 202.973.0904; 1.800.54.HEATH (Voice/TTY) 
Fax: 202.994.3365 
Website: heath.gwu.edu 

International Dyslexia Association (IDA) 
The IDA is an international, non-profit organization dedicated to the study 
and treatment of learning disabilities and dyslexia. 

Phone: 2 410.296.0232; 800.ABCD-123 (for messages) 
40 York Rd., 4th Floor, 
Baltimore, MD 21204 Fax: 410.321.5069 

Website: interdys.org 

Job Accommodations Network (JAN) 
JAN has information about accommodating persons with disabilities. 

Phone: 1.800.526.7234 
PO Box 6080, 
Morgantown, WV 26506-6080 Fax: 304.293.5407 

Website: askjan.org 

Learning Disabilities Association of America (LDA) 
LDA is the largest non-profit volunteer organization advocating for individuals with learning disabilities. LDA 
seeks to educate individuals with learning disabilities and their parents about the nature of the disability and 
inform them of their rights. 

 
4156 Library Road, 
Pittsburgh, PA 15234-1349 

Phone: 412.341.1515 
Fax: 412.344.0224 
Website: idaamerica.org 

 
National Rehabilitation Information Center (NARIC) 
The NARIC maintains a research library on rehabilitation and disability issues. 

Phone: 1.800.346.2742 
8400 Corporate Drive, Suite 500, 
Landover, MD 20785 Fax: 301.459.426 
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Website: naric.com 
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APPENDIX A— 

Self-Identification  Form 

Name: Student ID #:  
Date of Birth:   
Please check student status. Undergraduate Graduate Transfer Student? Yes No 
Major:     
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APPENDIX B— 

Documentation  Guidelines  
The following guidelines from the Association on Higher Education and Disabilities provide the components 
of documentation necessary to establish eligibility for services and receiving appropriate accommodations. 

 

Credentials of the Evaluator(s) 
The best quality documentation is provided by a licensed or otherwise properly qualified professional who has 
undergone appropriate and comprehensive training, has relevant experience, and has no personal relationship 
with the individual being evaluated. A good match between the credentials of the individual making the 
diagnosis and the condition being reported is expected (e.g., an orthopedic limitation might be documented 
by 



 

Description of Current and Past Accommodations, Services and/or Medications 
The most comprehensive documentation will 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. A discussion of any significant side effects from current 
medications or services that impact physical, perceptual, behavioral or cognitive performance is helpful when 
included in the report. While accommodations provided in another setting are not binding on this institution, 
they may provide insight in making current decisions. 

 
Recommendations for Accommodations, Adaptive Devices, Assistive Services, Compensatory 
Strategies and/or Collateral Support Services 
Recommendations from professionals with a history of working with the individual provide valuable information 
for the review and the planning process. It is important that recommended accommodations and strategies are 
logically related to the functional limitations. If relationships are not obvious, a clear relationship will be needed 
for deciding on an accommodation. While the postsecondary institution has no obligation to provide or adopt 
recommendations made by outside entities, those that are congruent with the programs, services and benefits 
offered by the University may be approp
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Guidelines for Documentation of Physical Disabilities and Health Disorders–Page 2 
4. List current medications and dosages and include the impact of medication on the student’s ability to meet 
the demands of the postsecondary environment: 

 
 
 
 
 

 
Recommendations for Accommodations in the Classroom:  

 
 
 
 
 
 
 
 
 
 
 

Signature of Medical Professional Date 
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APPENDIX F— 

Recording  Lectures  Agreement  Form 
Students with disabilities who are unable to take or read notes have the right to audio record class lectures for 
their personal study only*. Recording lectures is a reasonable accommodation for students whose documentation 
calls for this accommodation. 

Policy for Recording Lectures 
“Students must seek the permission of their instructor before using any audio recording devices to record 
lectures, discussions, etc. If such permission is granted, neither the resulting recordings nor any form of copies 
of transcripts of the recordings may be used for any other purpose than as a replacement 
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APPENDIX G— 

Authorization for Release of Medical 
Information and Records ADA/Section 

504 Accommodation Request  
I hereby authorize Wilmington University, or its agents, to contact the physician(s) listed below to request and 
obtain all medical information related to the current health condition(s) for which I am requesting a reasonable 
accommodation(s). I understand that communication with the physician(s) named below will not include 
personal disclosures that do not pertain to my disability or need for accommodations. 

 
I hereby request and authorize: 

 
 
 

Name of professional or institution 

Street  City  State  Zip 

Name of professional or institution 

Street  City  State  Zip 
 

to release my personal health information or records to Wilmington University, Office of Student 
Accessibility Services, 320 N. DuPont Hwy, New Castle, DE 19720, and to answer questions from that office 
(orally or in writing), for the purpose of documenting the existence of a disability, my ability to perform the 
essential requirements of programs and activities at Wilmington University, and the need for particular 
accommodations. 

 
This authorization expires upon termination of my student status with Wilmington University, or when I request in writing that it  
be withdrawn. I acknowledge that I have received a written copy of this authorization. I understand all of the notices set forth above. 

 
 

 

Student Name Date 
 
 
 
 

 
 

320 N DuPont Highway • New Castle, DE 19720 
Phone: 302.356.6937 • Fax: 302.669.6601 

wilmu.edu/Accessibility 
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