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INTRODUCTION 
 

As part of the LIM College community, the Assistant Director of DEI and Accessibility is delighted 
to offer this guidebook to help navigate through the process of working with students with 
disabilities on campus. 

 
Under the Americans with Disabilities Act of 1990 (ADA), the Americans with Disabilities Act 
Amendments Act of 2008(ADAAA), and applicable provisions of Section 504 of the Vocational 
Rehabilitation Act of 1973, all students with or without disabilities are entitled to equal access to the 
programs and activities of LIM College. If a student believes that they have any condition that may 
interfere with their ability to access and/or participate in the activities, coursework, testing and 
assessment, or other requirements of a course, they may be entitled to non-retroactive 
accommodations. 
 
The assistance of all members of the LIM College community in providing reasonable and 
appropriate accommodations for students with disabilities is necessary in order for these students to 
participate with full equal access. Consulting with a student on how they best learn, using 
available LIM College resources, and collaborating with the accessibility services staff are just 
some examples of how the assistance of the community can be most effective. 
 
This guide was created by the accessibility services staff to assist in building effective working 
relationships with students with disabilities at LIM College. Please direct any questions or 
concerns regarding accessibility needs and/or academic accommodations to the Assistant Director 
of DEI and Accessibility; together we will work to meet these needs to the best of our ability for 
the benefit of all involved. 
 

Hours of Operation & Staff Contact Information 
 
Maxwell Hall, Mezzanine Level 
216 East 45th Street,  
New York, NY 10017-3304 
Phone: 646-388-8439 
Fax: 212-750-3514 
Email: Accessibility@limcollege.edu  
Hours of Operation: Monday-Friday 9:00 a.m. - 5:00 p.m. 
 

 Focrun Nahar 
Assistant Director of DEI and Accessibility 
focrun.nahar@limcollege.edu 

 

Erica Monnin 

Assistant Vice President of Student Affairs 

 erica.monnin@limcollege.edu 
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DEFINITIONS 
 
Title III, Section 202 of the Americans with Disabilities Act (ADA) of 1990 provides: “No 
qualified individual with a disability shall, by reason of such disability, be excluded from the 
participation in or be denied the benefits of the services, programs or activities of any public 
entity, or be subject to discrimination by any such entity.” LIM College is deemed a public entity 
under the law. 
 
Section 504 of the Vocational Rehabilitation Act of 1973 (Section 504), as amended provides: 
“No otherwise qualified, handicapped individual in the United States…shall solely, by reasons of 
their disability, be excluded from the participation in, be denied the benefits of, or be subjected to 
discrimination under any program or activity receiving federal financial assistance…” 
 
Student: A person enrolled at LIM College. 
 
Student with a Qualifying Disability: A student determined to: 1. Having an impairment that 
substantially limits one or more major life activities; or 2. Have a record of such an impairment; or 
3. Be regarded as having such an impairment. 
 
Reasonable Accommodations: Those modifications to programs, policies, practices, procedures 
(including student testing/assessment) that enable a qualified student with a disability to have equal 
access to LIM College programs and services and which permit the student to demonstrate their 
knowledge and skill competitively. Final determinations of reasonable accommodations are made on 
a case-by-case basis by the accessibility services staff in collaboration with the student and faculty 
as warranted. Accommodations are not regarded as reasonable if they pose a great burden or 
undue hardship to LIM College and/or fundamentally alter the structure of the class requirements. 
Some examples of reasonable accommodations are extended time on exams, exams in a separate 
location, and books in alternate formats. 
 
Accommodation Plan: A written plan that is developed by accessibility services staff and the 
student which details specific student entitlements in the form of modifications and/or 
accommodations to course testing, curriculum, or access to college programs.  An accommodation 
plan may include different accommodations for different courses and/or programs. 
 
Undue Hardship: Any excessively costly, extensive, or substantial modification that would 
fundamentally alter the nature and operation of LIM College programs/activities, interfere with the 
educational mission or purpose, and/or threaten the health/safety of the LIM College community. 
 
Registration: A compilation of activities including: a student’s submission of disability 
documentation (see Guidelines for Required Disability Documentation for more information on 
documentation requirements) to the Assistant Director of DEI and Accessibility, review of 
documentation by accessibility services staff, and an intake interview with the student conducted by 
the accessibility services staff. Registration is not considered complete until all of these 
activities have taken place. 

 

Program Accessibility: All College programs, services, and facilities must be available to all 
qualified students with disabilities. 
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WORKING WITH A STUDENT WITH A DISABILITY 
 
Each student brings a unique set of strengths, interests, abilities, and experiences to college; a 
student with a disability is no exception. Revising our perceptions and attitudes toward a student 
with a disability is the first step in accommodating the student. While a student with a disability 
may learn in a different way, their differences do not imply inferior capabilities. It is vital to 
remember that similarities among all students are much more significant than their differences: they 
are all, first and foremost, students. That said, there is no need to dilute curriculum or to 
diminish course requirements for a student with a disability. LIM College does not make 
modifications that fundamentally alter the nature and content of a course. However, modifications in 
the way information is presented and in the way a student demonstrates their mastery of course 
content may be necessary. 
 

In addition, it is essential that all individuals within the LIM College community uphold the highest 
standards of character and respect for one another. Best practices in working with a student with a 
disability emphasize a focus on the student’s individuality rather than the student’s disability. 
Language that violates their right to privacy, discriminates against, or is otherwise viewed as 
harassment against a student with a disability may violate federal law and will not be tolerated. 
For more information about appropriate behavior and language when working with a student with a 
disability please contact the Assistant Director of DEI and Accessibility. 

 
CONFIDENTIALITY 
 

Accessibility consultations include sensitive discussion and sharing of personal information. The 
Assistant Director of DEI and Accessibility has a legal and ethical obligation to protect the privacy 
of a student seeking services. Information about services rendered is confidential, and disability 
records are not part of a student’s academic or administrative records. Such records are considered 
confidential, protected health information, which is one reason why they are kept separate from 
academic records. While a student may always choose to disclose the nature of their disability to 
anyone at any time if they wish to do so, the Assistant Director of DEI and Accessibility may not 
release any part of a student’s documentation or diagnosis without the student's informed and 
written consent. However, it must be noted that under the Family Educational Rights and Privacy 
Act (FERPA), certain administrators may be permitted access to this information on a need-to-know 
basis and in cases when appeals are made. Further the Assistant Director of DEI and Accessibility 
may communicate relevant information to campus personnel in an effort to implement services. 
 

GUIDING PRINCIPLES 
 

It is the student’s responsibility to disclose their qualifying disability/disabilities and request 
accommodations related to LIM College services and programs. The accessibility services staff, 
the faculty, and other relevant professionals cooperate in t h e  implementation of compliance with the 
ADA and Section 504. 

 
A. LIM College is not responsible for making accommodations for a student who has not 

registered with the Assistant Director of DEI and Accessibility and/or has not requested a 
specific accommodation for the qualifying disability. Submission of incomplete documentation 
by a student in support of a request for an accommodation may result in denial or delay of 
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accommodations being provided. 
 

B. The accessibility services staff reserves the right to request and receive current disability 
documentation that supports a student’s request for accommodations, academic adjustments, 
and/or auxiliary aids and services. 

 

C. The accessibility services staff reserves the right to deny a request for accommodations, 
academic adjustments, and/or auxiliary aids and services if the student’s documentation and/or 
information collected during the student’s intake interview do not demonstrate that the request 
is warranted. Documentation or accommodations may also be refused if the student’s 
requests are deemed to be academic adjustments and/or auxiliary aids and services that 
impose a fundamental alteration of an LIM College program/activity or those that pose an undue 
hardship to LIM College. 

 
D. A student with a disability must follow established policies and procedures for obtaining 

reasonable accommodations, academic adjustments and/or auxiliary aids and services. 
These policies and procedures should be reviewed in detail with each student upon their 
registration with the accessibility services staff.  

 
E. Once a student registers with the accessibility services staff and provides supporting 

documentation, the Assistant Director of DEI and Accessibility will create letters disclosing a 
student’s accommodation plan to their professors. It is then the responsibility of the student 
to deliver these letters to their professors. Faculty are only required to comply with assigned 
academic accommodations once they receive an accommodation letter. A student retains the 
right to choose not to share their accommodation letters with their professors and retains the 
right to determine which accommodations they would like to apply to each class. 

 
F. Academic accommodations are not retroactive. A student with a disability has the right to forego 

requesting accommodations in any particular semester. However, accommodation requests 
made in a given semester after a student has been performing that semester without 
services will not make up for any poor academic work prior to the request. With or without 
accommodations, a student is responsible for their own academic performance. 

 
G. Any student with or without a disability whose conduct poses a threat to the health and/or safety 

to the LIM College community will be reported immediately through the student conduct system. 
 

GUIDELINES FOR REQUIRED DISABILITY DOCUMENTATION 
 

Formal documentation must be from a licensed provider and/or a qualified evaluator who is 
currently treating or who has assessed the student with a disability. Documentation should be 
current. 504 Plans and Individualized Education Programs (IEPs) may not be acceptable if they do 
not include all of the information needed. Documentation should include other professional reports 
such as psychological evaluations, educational evaluations, neuropsychological exams, and/or 
physician reports and letters whenever possible. LIM College has specific documentation 
guidelines that may be submitted to their provider for completion that will ensure all 
appropriate needed information is obtained. Submitting documentation aside from utilizing 
the LIM forms may require additional documentation. In general, documentation should include at 
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least the following: 
 

A. The specific diagnosis or diagnoses.  
 

B. Exclusion of alternative diagnosis 
 

C. Functional limitations affecting an important life skill, including academic functioning 

 
D. The medical and/or educational history related to the disability/disabilities. In providing a 

relevant history, the student may include: psychoeducational Assessment, IEP/504 plan, 
and/or a medical report from a licensed medical and/or mental health provider and/or 
qualified evaluator detailing learning or other disabilities 

 

E. Any current medications and treatment 
 

F. Recommended academic and/or non-academic accommodations 
 

SAMPLE ACCOMMODATIONS 
 

Exams: Extended testing time  
Exams: Alternate location  
Exams: Use of a computer or assistive technology 
A student whose accommodation plan includes accommodations related to exams  
must notify their professors and the Assistant Director of DEI and Accessibility at least five business 
days prior to the test date if they plan to utilize this accommodation. This accommodation can be 
implemented either in the student’s classroom as prearranged with the professor, in an alternative 
location agreed upon by the professor and the Assistant Director of DEI and Accessibility, or in the 
Assistant Director of DEI and Accessibility proctored by office staff. However, in order to test in the 
Assistant Director of DEI and Accessibility’s office a student must complete a Proctor Request Form 
(see Form E, under Sample Required Forms) for each test for each professor. Because of limited 
space, these forms serve as reservation tickets for the student to be scheduled on a first-come, first-
served basis. If a student is late for their scheduled testing time, the lateness will be deducted from 
their total allotted testing time. If a student arrives late for the exam but has a valid, verifiable excuse, 
the office will attempt to accommodate the student’s full extended time, but availability for this cannot 
be guaranteed. The student’s professor will be informed in both instances. 

 
Copies of Class Notes 
If a student with a disability is eligible for and requests copies of class notes, volunteer student 
note-takers can be recruited in one of the following ways: 

 
G. The student is encouraged to speak to each of their professors in an effort to 

obtain their notes. Often a professor is willing to make their own notes available 
directly to a student or will post their notes on Blackboard. 

 

 

H. The student can contact the professor of the class to request their assistance in 
finding a note-taker. An announcement to the class is normally the first step in 
finding volunteers. The professor may make this announcement indicating that there is 
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a need for a person willing to serve as a note-taker. However, the professor may not 
share with the class the name of the student in need of the note-taking services.  

 

I. A professor may be able to identify specific students who perform more successfully 
than others and/or who appear to take productive notes. The professor is encouraged 
to explore this method of recruitment to also help in identifying potential support for 
studying course material. 

 

J. Upon the student’s request, a representative for the Assistant Director of DEI and 
Accessibility can help to facilitate the identification of a note-taker through an 
announcement in class, contact with the professor, or a group email to class members. 

 

Professors are also strongly encouraged to provide their own notes whenever possible. The 
accessibility services staff can assist directly in note-taker recruitment only at the request of the 
student seeking this service. If possible, student note-takers are encouraged to type their notes 
and email them after each class to the Assistant Director of DEI and Accessibility to be forwarded 
on to the student the accessibility office or with the student’s permission directly to the student with 
a disability.  If notes cannot be typed, note-takers are encouraged to either scan and email their 
notes or make copies of their notes and hand deliver them. If none of the above methods are 
available, the Assistant Director of DEI and Accessibility can provide carbonless notebooks upon 
request. Please note that while every effort will be made to protect the privacy and confidentiality 
of the student seeking notes, anonymity cannot always be guaranteed.  

 
Requests for note-taker services must be made at least seven business days in advance in order 
to communicate with the student’s professor and/or identify and place a volunteer note-taker with 
the student with a disability. Late notification may result in a delay in receiving this 
accommodation. A professor is only obligated to comply with recruitment assistance or providing 
their own notes upon receiving a student’s accommodation letter (see Form B, under Required 
Forms). 

 
Scribe Services & Reader Services 
If a student is eligible for and requires a scribe or a reader at any time, whether in the classroom, 
for an exam, or otherwise, this request must be made at least seven business days in advance in 
order to identify and place a scribe or a reader with the student. Late notification may result in a 
delay in receiving this accommodation. The Assistant Director of DEI and Accessibility will identify a 
student willing to write or read for the student with a disability or may utilize a member of its 
own staff to provide this service. 

 
Textbooks, Publications, or Class Materials in Alternate Formats 

A. Books, publications and/or class materials may be available in large print, audio format or in 
Braille upon advance request. A student who requires their textbooks in alternate audio 
format (electronic file or CD) as an accommodation can obtain these materials by either 
registering with Learning Ally (formerly Recording for the Blind & Dyslexic, RFB&D) and/or 
the Library of Congress, or by purchasing e-text files directly online through websites such 
as, amazon.com, barnesandnoble.com, and/or coursesmart.com, etc. The student may also 
contact the Assistant Director of DEI and Accessibility for further assistance with this 
process. 
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B. A student who desires assistance procuring books or other class materials in alternate 

formats must complete a Request for Alternate Format Form (see Form D, under Required 
Forms) from the Assistant Director of DEI and Accessibility and return it at least 21 calendar 
days prior to the start of each semester. Late notification will likely result in a delay in the 
acquisition of books and/or other materials in alternate formats. 

 
In the event books in alternate format are unavailable through Learning Ally, the Library of 
Congress, and/or other websites specializing in alternative texts, the Assistant Director of DEI and 
Accessibility will, upon request of the student, seek the assistance of the publisher. If the 
publisher is unable to provide the alternate format, the Assistant Director of DEI and Accessibility 
will scan the textbook into an electronic format for the student. Please note that because not all 
texts are readily available in alternate formats, it may take some time to procure a student’s 
requested materials, and students must plan ahead for this possible lag time. 

 
 
Assistive Technology 
Assistive technology software is available for use by a student with a disability. This software 
includes: 

 
Kurzweil: Text-to-speech and enlargement software for users who have a learning disability 
or are visually impaired. 

 
Dragon Naturally Speaking: Speech-to-text software for users with physical mobility issues 
and certain learning disabilities. 

 
A student wishing to use assistive technology software must allow time to reserve a workspace, 
scan materials, and set up requested software on an office computer. A student who would like to 
use other provided assistive technology tools and software must allow time for the Assistant 
Director of DEI and Accessibility to purchase any necessary equipment. Audio equipment can be 
available for loan on a first-come, first-served basis. A student who wishes to own their own 
equipment and/or software for a home computer and/or extended personal use is responsible for 
purchasing these items. It is the student’s responsibility to make an appointment with the Assistant 
Director of DEI and Accessibility as far in advance as possible to discuss their assistive technology 
needs and/or to ensure equipment and room availability. 
 
Special Housing 
The Request for Reasonable Accommodation in LIM Housing form will be reviewed by the Assistant 
Director of DEI and Accessibility, who will make the determination as to the validity of the request. 
The student will be informed of the final determination by email after the initial submission of 
paperwork.  
 
The student must have an accepted LIM Housing Contract or be on the LIM Housing Waitlist before 
submitting a Request for Reasonable Accommodation in LIM Housing form. Otherwise, the form will 
be processed, and the determination will be “held” until the student has an accepted the LIM 
Housing Contract.  
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• The Request for Reasonable Accommodation in LIM Housing may be submitted at any time, 
but for LIM Housing Contract preferences to be considered for assignment, the following 
deadlines apply:    

o May 1: Priority deadline for new and continuing students   
o May 16: Students notified if approved for a spot or if they are offered a position on 

the waitlist.  
o May 2 - June 15: Application remains open, housing application and Request for 

Reasonable Accommodation forms remain available but are considered per 
remaining availability  

• As per the LIM Housing Contract, deposits are not refundable.  This policy remains in effect 
should a determination be made that the student does not meet criteria for accommodation in 
LIM Housing.   

• The reasonable accommodation will supersede any preferences indicated on the LIM Housing 
Contract.  

• If the Request for Reasonable Accommodation for LIM Housing is received after room 
assignments are posted, the University reserves the right to reassign the student to a space 
that will meet the accommodation required due to a disability and may not be able to consider 
preferences listed on the LIM Housing Contract.  

• Reassignments will only accommodate the student requiring the medical need, and not any 
requested roommate(s).   

• If a determination is made for assignment to a room type that is not immediately available, the 
student will be added to a Waitlist and will be given priority for reassignment to that room type 
as soon as a vacancy exists.  

• The accommodation immediately takes effect once the determination is made, based on 
space available. Paperwork cannot be submitted for future semesters without addressing the 
current assignment, and a request to hold a reassignment will not be honored.  

• Room Assignment Changes: Once a student has been assigned to a room that meets the 
student’s accommodation, the student may be limited in being assigned to another room. 
Should the student wish to move to another room where the medical need cannot be met, the 
student must verify, in writing to the college, that they are requesting to move to the specific 
room, that they understand that the accommodation cannot be met in the selected room, and 
that if the accommodation would be required for future semesters, the Request for 
Reasonable Accommodation in LIM Housing will need to be resubmitted and reevaluated.  

 
 
Service Animals 
Defined by Title II and Title III of the ADA: A service animal means any dog that is individually trained 
to work or perform tasks benefiting an individual with a disability like guiding a person who is visually 
impaired or alerting a person who is having a seizure. The tasks a service dog can perform are not 
limited to this list. However, the work or task a service dog provides must directly be related to the 
person’s disability. Service dogs may accompany students with disabilities into places that the public 
normally goes. Service animals whose behavior poses a direct threat to the health or safety of 
others may be excluded regardless of training or certification. Any student interested in bringing an 
animal, including a miniature horse, to campus to serve as a service animal must contact the 
accessibility services staff in the Assistant Director of DEI and Accessibility for more information. 
The College reserves the right to enforce all relevant rules for the use of service animals through 
its student conduct code and applicable laws. 
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Emotional Support Animals 
Provide companionship, relieve loneliness, and sometimes help with depression, anxiety, and certain 
phobias, but do not have to be trained to perform tasks that assist people with disabilities.  Unlike a 
Service Animal, an ESA is not automatically granted access to places of public accommodation, 
including areas where residents are normally permitted to go (example, commons areas, student 
lounges, laundry facilities, dining halls). An ESA is not permitted in other areas of the college without 
prior approval through the reasonable accommodation process administered by the Assistant 
Director of DEI and Accessibility.   
 

 
DISTANCE LEARNING 
 
LIM College has a variety of online and hybrid courses available that allow a student to receive 
class credit without having to participate in a full face-to-face class environment. Online courses 
require no actual classroom time, while hybrid courses have a limited classroom time 
requirement that is significantly less than a regular face-to-face class. While certain 
accommodations such as extra time on exams will need to be adjusted to the distance learning 
environment, other accommodations may be rendered irrelevant entirely. Each student’s 
accommodation plan will be evaluated in relation to online or hybrid courses on a case-by-case 
basis and may require additional advocacy with the professors of these courses. It is the 
responsibility of the student to specifically identify which courses in their current semester 
schedules are online and/or hybrid courses when requesting accommodations. 
 
 

EXPERIENTIAL EDUCATION 
 

LIM College incorporates experiential learning as part of the core curriculum. A student with a 
disability who requires special academic and/or non-academic accommodations may also require 
certain accommodations while performing at their internship site(s). If a student feels they have a 
disabling condition that limits their ability to participate without assistance in LIM College experiential 
learning programs, please contact the accessibility services staff. Accessibility services staff will then 
work directly with the Department of Career and Internship Services, and the student’s site 
supervisor(s), to create appropriate accommodations. To find out more about the experiential learning 
programs and services available to LIM College students, please contact Career and Internship 
Services at 646.218.4129 or careers@limcollege.edu. 
 

STUDY ABROAD 
 
A student studying abroad through LIM College programs and who is entitled to accommodations 
must contact the Assistant Director of DEI and Accessibility at least 30 calendar days prior to the 
beginning of the program. Please note that based on the destination of each abroad program, 
certain accommodations or services may not have guaranteed availability. If a student is accepted 
to study abroad through a program outside LIM College, the student must contact that program’s 
coordinator to discuss the procedure and requirements for obtaining academic accommodations 
abroad, as they may differ from those at LIM College. To find out more about the study abroad 
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programs and services available to LIM College students, please contact the Study Abroad 
Coordinator at 646-218-7723 or studyabroad@limcollege.edu. All questions regarding 
accommodations for a student with a disability while abroad should be directed to the accessibility 
services staff. 

 
 

THE ROLE OF FACULTY 
 

A. In an effort to reach all students early on in the semester and make sure that they are 
aware they can obtain services for qualifying disabilities; all LIM College professors are 
asked to add the following statement to their syllabi: 
 

Under the Americans with Disabilities Act of 1990 and Section 504 of the Vocational 
Rehabilitation Act of 1973, all students, with or without disabilities, are entitled to equal 
access to the programs and activities of LIM College. If you believe that you have a 
qualifying disability that may interfere with your ability to access and/or participate in the 
activities, coursework, testing and assessment, or other requirements of a course or 
program, you may be entitled to non-retroactive accommodations.  
 

For more information, please contact the Assistant Director of DEI and Accessibility directly at 
focrun.nahar@limcollege.edu, accessibility@limcollege.edu, or visit their website at 
https://www.limcollege.edu/academics/student-services/counseling-and-accessibility-
services/accessibility-services. Please note that you will not be able to receive accommodations 
at LIM College unless you register with the Assistant Director of DEI and Accessibility.  It is 
essential for faculty to identify and establish standards for courses and academic programs that 
foster an accessible learning environment for all LIM College students. 
 

B. Faculty are expected to evaluate all students on the basis of their academic performance 
regardless of a disability. If a faculty member questions whether a student might be a 
qualified candidate for accessibility services, they should contact the accessibility services 
staff and/or encourage the student in question to take advantage of all resources on 
campus that may be of help, including accessibility services. Ultimately, however, it is the 
responsibility of the student to refer himself/herself to the Assistant Director of DEI and 
Accessibility for further assistance and evaluation of accommodations. A student is under no 
obligation to disclose to a faculty member their diagnosis or the nature of their disability or 
condition. However, a faculty member is under no obligation to provide any 
accommodation to a student who claims to have a qualifying disability but has not yet 
registered with the Assistant Director of DEI and Accessibility. 

 
C. Faculty must provide classroom modifications/accommodations and cooperate with the 

provision of exam accommodations in accordance with each formal accommodation plan 
received from a given student with a disability at LIM College. Accommodation plans that are 
not formally issued by and lack a dated signature from the Assistant Director of DEI and 
Accessibility are not considered valid. Any student attempting to obtain 
accommodations without formally registering with accessibility services staff must be 
directed to contact the Assistant Director of DEI and Accessibility for an appointment. 

 
D. Faculty are strongly encouraged to request assistance from the accessibility services staff 

mailto:focrun.nahar@limcollege.edu
mailto:accessibility@limcollege.edu
https://www.limcollege.edu/academics/student-services/counseling-and-accessibility-services/accessibility-services
https://www.limcollege.edu/academics/student-services/counseling-and-accessibility-services/accessibility-services
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if requested accommodations are unclear and/or appear to be unreasonable. The 
accessibility services staff are available to speak with any professor and/or meet together. 
In addition, accessibility services staff conduct regular training for faculty on policies and 
procedures related to all students with disabilities. 

 
 

GRIEVANCE PROCEDURE FOR STUDENTS WITH DISABILITIES 
 

LIM College has adopted an internal grievance procedure for the prompt and equitable resolution 
of complaints alleging any action prohibited by the ADA and Section 504 of the VRA, as amended 
(29 U.S.C. 794). Section 504 states, in part, that "no otherwise qualified handicapped [sic] 
individual ... shall, solely by reason of his or her handicap, be excluded from the participation in, be 
denied the benefits of, or be subjected to discrimination under any program or activity 
receiving federal financial assistance ... " 

 
The accessibility services staff has been designated to coordinate Section 504/ADA compliance 
efforts involving students. All complaints should be directed to the Assistant Director of DEI and 
Accessibility. 

 
 

E. The complaint should be filed in writing, containing the name, address, LIM College email 
and phone number of the person filing it. A description of the alleged 504/ADA violation 
with sufficient details must be provided. 

 
F. The complaint should be filed as soon as possible after the complainant becomes aware 

of the alleged violation. 
 

G. When appropriate, an investigation will follow the filing of the complaint. The Dean of 
Student Affairs, and/or their designee, will conduct a thorough investigation, affording all 
interested persons and their representatives an opportunity to submit evidence relevant to 
the complaint. 

 
H. Accommodations (if any) recommended by the Assistant Director of DEI and Accessibility 

established by the student's documentation, will continue while the complaint is under 
investigation and pending. 

 
I. A written determination as to the validity of the complaint and a description of the resolution 

will be issued by the Dean of Student Affairs or their designee and a copy forwarded to 
the complainant no later than seven calendar days after resolution. 

 

J. The Section 504/ADA coordinator will maintain records relating to the complaints filed. 
 

K. The complainant can request a reconsideration of the case in instances where they are 
dissatisfied with the resolution. The request for reconsideration must be made within seven 
calendar days to the Dean of Student Affairs. 

 
L. If the complainant chooses to pursue other methods of resolution, such as filing a Section 

504 or ADA complaint with the responsible federal department or agency, they retain the 
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right to a prompt and equitable resolution of the complaint filed with LIM College. 
 

M. In the event that a student files a formal complaint with an entity outside of LIM College, 
the Dean of Student Affairs must be notified in writing and given a copy of the complaint 
prior to any investigation on campus. 

 

 
REQUIRED ACADEMIC FORMS AND LETTERS, explained 

Form A: Accessibility Services Intake Form – Student Section  
Prior to the student intake, the student will be sent the 2-page questionnaire document to be 
completed entirely by the student to express their understanding of their disability and how it will 
impact their academic experience. The questionnaire will be used as a starting point for the student 
intake by the Assistant Director of DEI and Accessibility to facilitate an interactive conversation with 
the student to determine the academic accommodations that will best fit their needs while attending 
LIM College.  
 
Form B: Accommodation Letter 
Each semester, the accessibility staff will make outreach to students reminded them to request their 
academic accommodation letters. Once a student makes outreach to the Assistant Director of DEI 
and Accessibility requesting their granted academic accommodations, the accessibility staff creates 
electronic accommodation letters addressed to the student’s professors. The student will 
receive the electronic accommodation letter via their LIM College email, to be 
distributed by the student to each of their own professors separately. It is the student’s 
responsibility to notify a n d  d i s c u s s  w i t h  their professors of accommodation plans, as 
accessibility services staff does not routinely send accommodation letters directly to professors. All 
accommodation letter communications must be done through LIM College email. Private email 
accounts should never be utilized.  

 
 
Form C: Instructions for Recruiting a Volunteer Notetaker 
A student who receives note-taker services as one of their accommodations will be briefed on the 
process of recruiting a note-taker and given a Note-Taker Recruitment Instructions for Professors 
sheet along with each of their accommodation letters. These instructions guide professors through 
the process of assisting the student in identifying a strong note-taker for the duration of the 
academic semester. 
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Form D: Request for Books in Alternative Format 
A student who needs books or other class materials in alternate format must complete a Request 
for Alternate Format Form from the Assistant Director of DEI and Accessibility and return it at 
least 21 calendar days prior to the start of each semester. Late notification will likely result in a 
delay in the acquisition of books and/or other materials in alternative format. 
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Form E: Proctor Request Form 
In order to secure a proctor, a student must complete a Proctor Request Form for each test for each 
professor. Because of limited space limited space, these completed forms serve as reservation 
tickets, and the student will then be scheduled on a first-come, first-served basis. If a student is late 
for their scheduled testing time, the amount of time the student is late will be deducted from the total 
testing time. If a student arrives late for the exam but has a valid excuse which is verifiable, an effort 
will be made to accommodate the student’s extended time, but extended time cannot be guaranteed.  
The professor will be informed in both instances. 

 
 

Form F: Testing Affidavit 
This required form is signed by both the scribe and student at the time they sit for a test to certify 
that the written answers on the exam are complete and accurate as written by the scribe according 
to the student’s dictation. This form is kept on file with the student’s Proctor Request Form. 

 
Form G: Authorization for the Release of Protected Information 
The Assistant Director of DEI and Accessibility may not release any part of a student’s 
documentation, diagnosis, nature of the disability or accommodation plan to a third party without 
the student's informed and written consent. In order to provide written consent a student must 
complete the Authorization for the Release of Protected Health Information Form. The Assistant 
Director of DEI and Accessibility may communicate reasonable information to LIM College 
personnel as it relates to the students academic accommodations when there is a legitimate 
education interest in obtaining the information. At no point in time, should the Assistant Director of 
DEI and Accessibility share the specifics of the student’s diagnosis to school officials.   
 

REQUIRED HOUSING FORMS  
LIM college provides a climate of equal opportunity to all of its programs, activities, and services, 
and is in full compliance with the Americans with Disabilities Act (ADA) as amended in 2008 and 
Section 504 of the Rehabilitation Act of 1973. LIM college housing provides accessible housing for 
a student with disability as defined by these laws. The student must provide documentation from a 
licensed, qualified professional that substantiates that the student has a physical or mental 
impairment that substantially limits a major life activity and that the requested accommodation is 
necessary to afford the student equal access. A student who requires a Service Animal or an 
Emotional Support Animal should complete the appropriate request form that is available.  
 
Form H: Request for Reasonable Accommodation in LIM College Housing 
 
Form I: Service Animal in LIM College Housing 
 
Form J: Emotional Support Animal (ESA) in LIM College Housing 
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Accessibility Services Handbook 

 
SAMPLE Required Forms 
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Form A: Accessibility Services Intake Form – Student Section  
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Form B: Accommodation Letter 
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Form C: Instructions for Recruiting a Volunteer Notetaker 

 

Dear Professor, 

The accessibility services staff requests your help in soliciting a student in your class to serve as a volunteer 

notetaker this semester for a student with a disability. A student with a disability needing this service is 

instructed to seek out a notetaker in one of the following ways: 

A. The student is encouraged to speak to their instructors in an effort to obtain professor’s notes. Often a 

professor is willing to make their own notes available directly to the student or will post their notes 

on Blackboard. However, if the professor cannot provide their own notes, one of the following 

recruitment options will be necessary. 

B. The student can contact the instructor of the class to request their assistance in finding a notetaker. 

An announcement to the class is normally the first step in finding volunteers this way. The instructor 

may make this announcement, indicating that there is a need for a person willing to serve as a note-taker. 

C. A professor may be able to identify specific students who perform more successfully than others 

and/or who appear to take productive notes. The student is encouraged to explore this method of 

recruitment to also help in identifying potential support for studying 

course material. 

D. Upon request from the student to the disability services staff, a representative for the Assistant 

Director of DEI and Accessibility can help facilitate the identification of a notetaker through an 

announcement in class, contact with the instructor, or a group email to class members. 

Never at any time should the identity or disability of this student be disclosed in any way to the class or 

the volunteer notetaker without the written consent of the student with the disability. We ask that you 

please help us identify an interested student by making an announcement to your class. To assist you with the 

announcement, we have included the following suggested script: 

“I have been asked to find a volunteer notetaker for another student in this class for the remainder of the 

semester. Notetakers are responsible for attending class, taking clear notes, and having these notes available 

for the student as soon after each class as possible. If you are interested, please see me after class.” 

All notetakers are encouraged to either type and email their notes, scan and email their notes, make copies 

of their notes and hand deliver them, or utilize carbonless notebooks that can be provided upon request by 

the Assistant Director of DEI and Accessibility. 

Please do not hesitate to contact me if you have any questions and concerns. Thank you, 

Focrun Nahar, MSEd 

Assistant Director of DEI and Accessibility 

T: 212-310-0640 

focrun.nahar@limcollege.edu 
  

mailto:natasha.parker@limcollege.edu
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Form D: Request for Books in Alternative Format 
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Form E: Proctor Request Form 
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Form F: Testing Affidavit for Scribe 
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Form G: Authorization for the Release of Protected Information 
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Form H: Request for Reasonable Accommodation in LIM College Housing 
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Form I: Service Animal in LIM College Housing 
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Form J: Request for Emotional Support Animal (ESA) in LIM College Housing 
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Focrun Nahar, MSEd 
Assistant Director of DEI and Accessibility 

Maxwell Hall, 216 East 45th Street, Mezzanine Level 
New York, NY 10017 
Phone: 212-310-0640 

Fax: 212-750-3702 
accessibility@limcollege.edu 
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