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INTRODUCTION 

 
The purpose of this handbook is to provide information on the legal rights and 
responsibilities of both students and faculty and to provide guidelines regarding classroom 
accommodations for students with disabilities. The professor should realize that needs vary 
so much among individuals, even those with the same disability, that these suggestions 
represent only general guidelines for classroom accommodations. It is also important to 
realize that a student may have multiple disabilities that must be taken into consideration. 

 
This handbook is divided into four parts. Section I presents legal information as it relates to 
postsecondary education and a brief program overview. Section II focuses on specific 
disabilities and provides a list of typical accommodations and tips for each population along 
with a Question and Answer section. Section III includes the policies and procedures that 
govern the provision of accommodations and services. Section IV contains the appendices 
and includes Noel Center forms as well as the Professional Codes of Conduct followed by the 
Noel Center staff and contact information. 

 
The Noel Center is the department charged with determining eligibility for accommodations. 
If a student approaches you concerning a disability but does not have an accommodation 
letter from the center, please encourage the student to contact the Noel Center as soon as 
possible. The student may contact the center at 704-406-4270 or by email at 
disabilityservices@gardner-webb.edu . If the disability is visible (wheelchair, hearing aids, 
service animals, etc.) and the requested accommodation is obviously appropriate, the 
professor should provide the accommodation while the referral process is being completed. 

 
Remember to keep information confidential. It is important that faculty and staff ensure the 
confidentiality of each student regarding disability related issues. Some students with 
invisible disabilities may be especially sensitive about being identified as having a disability. 
Each student has the right to decide to whom he/she will disclose any disability related 
information. Please be careful when addressing your classroom not to identify a student as having a 
disability. Do not announce to the class that "John Smith" needs a notetaker; simply say that 
a student in the class needs a notetaker and then ask for volunteers. 

 
The Noel Center is available to consult with faculty regarding any issue or concern they might 
have. The staff is also available to provide training sessions to departments, groups or 
individuals. Sessions can be designed around particular interests or questions. For 
information on scheduling professional development, please contact the associate dean at 
704-406-4271 or e-mail cpotter@gardner-webb.edu. 

mailto:disabilityservices@gardner-webb.edu
mailto:cpotter@gardner-webb.ed
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NOEL CENTER MISSION STATEMENT 
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from that of on campus students. At the beginning of each semester, telephone or e
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In addition to the academic accommodations described above, the Noel Center sponsors 
other services that are available to all students with disabilities. The Noel Center works in 
conjunction with the University Career Center, to assist students in exploring career options 
and developing strategies for presenting themselves to potential employers. The student 
may take advantage of individual sessions as well as seminars focusing on disabilities and the 
workplace. 

 

An academic support group for students with learning disabilities and attention disorders, 
and a social support group for students on the spectrum is available for interested students. 
The group provides a place for students to gather with others who have shared similar 
educational experiences and similar challenges. The group members provide support to each 
other and share strategies they have learned which have proven helpful. The group selects 
specific topics about which they would like additional information and the meeting time 
each week is dedicated to one of the chosen topics. 

 

To provide opportunities for self-enrichment and self-growth, the Noel Center provides 
community outreach through public speaking engagements for civic and church groups, as 
well as public and private schools, performances of the sign language choir, “Joyful Hands”, 
community service projects and social and educational activities organized by the Noel 
Center Student Advisory Board. 
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the support of the faculty, staff and administration, as well as the consistent setting of short 
and long term goals are factors that have made possible the continued growth and success 
of the center. 
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this chapter because of an actual or perceived physical or mental impairment whether or not 

the impairment limits or is perceived to limit a major life activity. 
 

(B) Paragraph (1) (C) shall no
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(ii) The ameliorative effects of the mitigating measures of ordinary eyeglasses or contact 

lenses shall be considered in determining whether an impairment substantially limits a major 

life activity. 
 

(iii) As used in this subparagraph 
 

(I) the term “ordinary eyeglasses or contact lenses”
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GUIDELINES FOR DOCUMENTATION 
 

All students (full or part-time) with a disability who provide appropriate documentation may 
be eligible to receive accommodations and services for academic classes and University 
sponsored activities and events. 

 

To be eligible for services, students must provide documentation that provides information 
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Students with disabilities at Gardner-Webb University have the responsibility to: 
 

• meet qualifications and maintain essential institutional standards for courses, programs, 
services, jobs, activities and facilities 

 

• identify themselves as an individual with a disability when an accommodation is needed 
and to seek information, counsel and assistance 

 

• provide documentation (from an appropriate professional) that states how the disability 
limits their participation in courses, programs, services, jobs, activities and facilities 

 

• follow institutional procedures for obtaining reasonable accommodations 

• provide personal independent living needs or other personal disability related needs 

• assume personal responsibility for meeting with faculty, requesting assistance through 
supplemental services and meeting University standards 

 

Gardner-Webb University has the right to: 
 

• identify and establish essential functions, abilities, skills, knowledge, and standards for 
courses, programs, services, jobs, activities, and facilities and to evaluate faculty, staff, 
and students on this basis 

 

• request and receive current documentation that supports the need for accommodations 

• deny a request for accommodations, academic adjustments, and/or auxiliary aids and 
services if the documentation demonstrates that the request is not warranted, or if the 
individual fails to provide appropriate documentation 

 

Gardner-Webb University has the responsibility to: 
 

• provide information to students with disabilities in accessible formats upon request 
 

• ensure that courses, programs, services, jobs, activities and facilities, when viewed in 
their entirety, are available and usable 

 

• provide or arrange reasonable accommodations, academic adjustments and/or auxiliary 
aids and services for students with disabilities in courses, programs, services, jobs, 
activities, and facilities 

 

• maintain appropriate confidentiality of records and communication 
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• 

mailto:disabilityservices@gardner-webb.edu
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the university librarian would be useful to identify the procedures and process already in 
existence on campus. 

 

If Option 2 cannot be achieved, then move to option 3. 
 

Option 3 
Obtain Permission to Caption Audiovisual Materials 

If a closed-



20  

 
 

NOTE: Government agencies, most private organizations and agencies, as well as places 
of entertainment are required to provide interpreters with no fee if arrangements are 
made well in advance. Check with each site to be visited to find out the procedure for 
securing an interpreter. 
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dogs are not to be petted or distracted in any way while they are on duty. Service dogs are 
allowed by law in all university buildings, including laboratories, food service areas, 
classrooms and administrative offices. 

 

TYPICAL ACCOMMODATIONS FOR STUDENTS WHO ARE BLIND/VISUALLY IMPAIRED 
 

• Seating close to the whiteboard or screen 

 

• Recorded lectures 

 

• Alternate texts 

 

• Alternate test formats: Braille, reader software, large print or tests administered orally by 
the professor. 

 

• Raised line drawings and tactile models 

 

• Large print or Braille labels and signs 

 

• Use of a voice output computer or large screen computer with word processing software 

 

• Scribe or speech to text software 

 

• Computerized note taking devices 

 

• Use of a closed circuit television (CCTV) 
 

• Use of e-mail  for communicating written remarks and corrections 

 

• Notetakers in selected classes 

 

TIPS: 

• Stand away from windows when lecturing in order to decrease glare. 
 

• Do not use “this and that” phrases. For example, do not say “the sum of this and that” or 
“the lungs are located here.”  Precise verbal descriptions should be given. 

 

• Read out loud, clearly and precisely, anything written on the board. 
 

• Test blind students or severely visually impaired students on maps or charts through 
recorded verbal description or on a one-on-one basis. 
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TYPICAL ACCOMMODATIONS FOR STUDENTS WHO ARE DEAF AND HARD OF HEARING 
 

• Sign language interpreter, cued speech transliterator, c-print captionist 
 

• Notetaker 
 

• Assistive listening device (FM System) 
 

• Visual aids when possible (whiteboard, captioned films, diagrams, charts, etc.) 
 

• A written sheet of “new” terms 

 

• Seating on front row 

 

TIPS 
 

• Avoid turning your back to the student when speaking. 
 

• Try to avoid standing with your back to a window or other light source. 
 

• Repeat questions or comments made by other persons in the room. 
 

• Do not chew gum or block the areas of your mouth with hand or other objects. 
 

• Speak naturally and clearly without exaggerating lip movements or volume. 
 

• 
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• Allow deaf students to locate a page in a book or material referred to before continuing 
your lecture. Remember they must receive the message through the interpreter before 
they can begin. 

 

• Be aware that there is a small lag time between the spoken or signed message and the 
interpretation. A deaf student will have a better opportunity to participate actively in 
discussions if the instructor waits until the interpreter completes the interpreting 
process. 

 

• When ordering a video for class, locate one that is opened or closed captioned. 
 

• Be aware that interpreters are required to adhere to the Registry of Interpreters for the 
Deaf Code of Professional Conduct. 

 

• Be aware that interpreters do not add, delete or define information, take responsibility 
for student absences or class performance, take notes or pass out paper, provide
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• Type handouts and leave space between lines for notes. 
 

• Use manuscript rather than cursive writing on the whiteboard. 
 

• Stand away from windows when lecturing. 
 

• Close doors to the classroom. 
 

• Use multi-sensory, multi-media approaches to instruction. 
 

• Provide a class syllabus that specifies deadlines and adhere as much as possible to the 
dates listed. 

 
 

STUDENTS WITH ATTENTION DEFICIT HYPERACTIVITY DISORDER 
 

Attention Deficit Hyperactivity Disorder (ADHD) is a neurobiological disability that interferes 
with a person’s ability to sustain attention or focus on a task and to delay impulsive 
behavior. ADHD is characterized by attention skills that are developmentally inappropriate 
and impulsive. ADHD may fall into one of three categories: those who primarily exhibit 
inattention, those who exhibit hyperactivity and those with a combination of the disorders. 
All symptoms of these disorders impact academic performance by causing problems with 
time management, initiating, maintaining or shifting focus, completing assignments on time, 
organizing and setting priorities. ADHD affects up to 5-10% of the population. Although 
originally thought to be outgrown in adolescence, the symptoms are still present in 
adulthood in 50-70% of the individuals diagnosed. 

 

TYPICAL ACCOMMODATIONS FOR STUDENTS WITH ATTENTION DEFICIT HYPERACTIVITY 
DISORDER 

 

• Seating near the front of the classroom 

 

• Notetaker or Smartpen 

 

• Recorded lectures 

 

• Extended time testing 

 

• Low distraction environment for testing 

 

• Use of a word processor for testing 



28  

 

• Use of  visual aids when possible 

 

• Oral and written directions 

 

• Use of memory aids, such as formula cards, word banks 

 

TIPS 
 

• Visual aids and demonstrations are helpful in keeping the attention of the student. 
 

• Define the requirements of a completed activity to prevent the shifting from one 
incomplete activity to another without closure. 

 

• Reduce assignments into manageable sections with specific due dates. 
 

• 
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TIPS 

• Define course requirements, the dates of exams and the date assignments are due. 
 

• Provide advance notice of any changes. 
 

• All expectations need to be direct and explicit. Don’t expect the student to read 
between the lines.  Idioms, double meaning and sarcasm often require an explanation. 

 

• If the student uses repetitive verbal agreements and/or repetitive questions, request that 
he/she write down the question or statement. 

 

• If class involves working with partners or with small groups, consider making the group 
assignments for the entire class, as the student with autism may have difficulty 
connecting with other students. 

 

STUDENTS WITH MOTOR IMPAIRMENTS 
 

Motor impairment is the partial or total loss of function of a body part. A variety of mobility- 
related disabilities result from neuromuscular and orthopedic impairments. These disabilities 
may be congenital or the result of an accident or illness. They may include conditions such as 
spinal cord injury, paralysis, paraplegia, quadriplegia, cerebral palsy, severe forms of arthritis, 
post-polio syndrome, spinal bifida, amputation, cardiac 
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• Use of handouts 

 

• Notetaker 
 

• Recorded lectures 

 

• Extended time testing if the disability affects hand writing 

 

•







33  

 







36  

 
 

Narcolepsy 
 

Narcolepsy is a sleep disorder that is manifest in recurrent attacks of sleep, sudden loss of 
muscle tone and sleep paralysis. Having this disorder can greatly impact the learning 
process. Attacks of sleep can happen in an untimely manner and the desire to sleep can be 
resisted only temporarily. Drug therapy may be useful in regulating the sleep attacks. The 
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• increased absences 

 

• clouded thinking and memory deficits due to complex partial seizures and chronic seizure 
disorders and 

 

• social isolation due to the general public’s fear and misunderstanding of seizures. 
 

TYPICAL ACCOMMODATIONS FOR STUDENTS WITH EPILEPSY 
 

• Priority seating with a sturdy chair and desk 

 

• Large screen television to eliminate flicker effects that may trigger seizures 

 

• 
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These tics are irresistible urges that must be expressed. The student may be able to control 
the tics for a period of time, but this often leads to more severe outbursts. The student may 
seek a private location to release these tics after trying to suppress them. Stress typically 
causes tics to increase.  Many students with Tourette Syndrome also have co-occurring 
ADHD and Obsessive Compulsive Disorder. 

 

TYPICAL ACCOMMODATIONS FOR STUDENTS WITH TOURETTE SYNDROME 
 

• Notetaker 
 

• Low distraction environment for testing 

 

• Extended time testing 

 

• Oral and written directions and deadlines 

 

• Seating away from doorway or window 

 
TIPS 

 

• Arrange for student to leave classroom for a “safe place” when under high stress. 
 

• Ignore behaviors that are not seriously disruptive. 
 

• Arrange in advance a signal which would indicate to the student he/she is displaying 
inappropriate behavior. 

 
FREQUENTLY ASKED QUESTIONS AND ANSWERS 

 

Why do I have to provide academic accommodations? 
 

Federal law requires reasonable accommodations. Since the passage of the Rehabilitation 
Act of 1973 and the Americans with Disabilities Act Amendment Act individual with 
disabilities are attending colleges and universities in increasing numbers. The Rehabilitation 
Act states that “No otherwise qualified handicapped individual...shall, solely by means of 
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.” With 
the passage of the ADA, this mandate was expanded to any public or private institution. 
Subpart  E of the Rehabilitation Act requires an institution to be prepared to make 
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reasonable academic accommodations to allow students with disabilities full access to the 
same programs and activities available to students without disabilities. 

 
 
 

Are there things I should take into consideration when advising a student with disabilities? 
 

Yes, listed below are some advising tips. However, this information is not a substitute for 
having a thorough discussion with the student about his/her needs. 

 

• A student with a learning disability(ies) often needs assistance in selecting a balanced class 
schedule. 

• A student with a disability (ies) often requires a lighter course load than a student with no 
disability(ies). 

• A student with a mobility issue may need additional time between classes. For example- try 
not to schedule a class in Communications Study Hall or Tucker Student Center. 

 
What if I cannot implement a requested accommodation? 

 

If you have a question, or think you will have difficulty providing any accommodation 
requested, the first step is to contact the student’s disability specialist. The disability 
specialist will clarify any information, as well as assist you with obtaining the resources 
needed to provide the accommodation(s). In many cases, clarification will involve working 
with the student and the disability specialist to adjust the recommendations for your 
particular academic situation. 

 

What if a student with a disability is disruptive in class? 
 

Treat a student with a disability as you would any student who is interrupting class. A 
student with a disability is not exempt from the  code of  conduct  that  has been 
established by the University. It would be helpful to notify the Noel Center. Often the staff 
can work with the student to prevent future disruptions. 

 

What do I do if a student approaches me in class requesting accommodations, and I 
have not received notification of his/her disability from the Noel Center? 

 
The student is responsible for providing documentation of a disability in order to receive full 
accommodations. Therefore, the first question to ask the student is if he/she has met with a 
disability specialist from the Noel Center for Disability Resources. If a student has not 
arranged such a meeting, suggest that he/she does so. 
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Why is extended time on tests recommended so often? 
 

Extended test time is the most common accommodation for students with disabilities 
because many disabilities 

http://gardner-webb.edu/academic-programs-and-resources/academic-enrichment-programs/index
http://gardner-webb.edu/academic-programs-and-resources/academic-enrichment-programs/index
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SECTION III:  POLICIES AND PROCEDURES 
 

POLICY ON NON-DISCRIMINATION 
 

Gardner-Webb University does not knowingly discriminate on the basis of age, race, color, 
national and ethnic origin, sex or handicap in the administration of educational and 

http://gardner-webb.edu/academic-programs-and-resources/programs/index
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• The student should discuss his/her class schedule and obtain a registration pin number. 

• The student should register the first day of registration regardless of academic 
classification. 

 

GARDNER-WEBB UNIVERSITY’S GRIEVANCE POLICY 
 

STUDENT GRIEVANCE POLICY 
 

Any student who believes he/she has been discriminated against by a member of the faculty, an 
employee of the University, or by a fellow student is encouraged to file a complaint. If a student 
believes he/she has been discriminated against in accordance with policies and practices listed under 
Title VI of the Civil Rights Act of 1964, Title IX of the Educational Amendments of 1972, or section 504 
of the Vocational Rehabilitation Act of 1973,he or she may make a claim that his or her rights have 
been denied.  Claims or grievances should be filed with the appropriate University official. 

 
NOTICE OF NONDISCRIMINATION 
Various federal regulations, including the regulations implementing Title IX of the Education 
Amendments of 1972 and Section 504 of the Rehabilitation Act of 1973, require that each recipient of 
federal financial assistance, such as Gardner-Webb University, publish this Notice of 
Nondiscrimination. 

 
Gardner-Webb University does not discriminate on the basis of race, color, national origin, sex, 
disability, or age in employment or any of its programs and activities. 

 
The person designated to oversee policies, procedures and complaints related to possible 
discrimination on the basis of sex (including sexual harassment and sexual misconduct) is the Title IX 
Coordinator. The Title IX Coordinator for Gardner-Webb University is 

Dr. Ben Leslie, Provost & Executive Vice President 
Webb Hall  - 100 
Ext. 4264 
bleslie@gardner-webb.edu 

 

Deputy Coordinators are available to provide consultation and receive complaints within their 
respective areas. 

Complaints related to faculty or academic personnel 
Dr. Doug Bryan, Associate Provost for Academic Development 
Tucker Student Center - 340 

Ext. 4398 
dbryan@gardner-webb.edu 

 

Complaints related to athletics 
Ms. Pam Scruggs, Associate Athletics Director and Senior Women’s Administrator 
Lutz Yelton Convocation Center – 144 
Ext. 4341 

file:///C:/Users/blesl_000/AppData/Local/Microsoft/Windows/INetCache/Content.Outlook/7TGSAM6L/bleslie@gardner-webb.edu
mailto:dbryan@gardner-webb.edu
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pscruggs@gardner-webb.edu 
 

Complaints regarding non-faculty employees 
Mr. Scott White, Director of Human Resources 
Webb Hall - 106 
Ext. 4259 
swhite@gardner-webb.edu 

 

Complaints relating to students 
Ms. Cindy Wallace, Counseling Center Director 
Tucker Student Center 
Ext. 4103 - 343 
cwallace@gardner-webb.edu 
Complaints relating to Admissions personnel or procedures 
Ms. Sarah Currie, Director of Retention 
Tucker Student Center - 241 
Ext. 2385 
scurrie@gardner-webb.edu 

 

The person designated to oversee policies, procedures and complaints related to possible 
discrimination on the basis of disability (including compliance with the Americans with Disabilities Act 
and section 504 of the Vocational Rehabilitation Act of 1973) is 

Dr. Jeff Tubbs, Vice President for Planning and Institutional Effectiveness 
Webb Hall - 228 

Ext. 4264 
jtubbs@gardner-webb.edu 

 

For further information on this required notice of nondiscrimination you may visit the following 
website for the address and phone number of the Department of Education Office of Civil Rights that 
serves your area or call 1-800-421-3481: http://wdcrobcolp01.ed.gov/CFAAPS/OCR/contactus.cfm. 

 

To view the complete Non Harassment Policy for all Studentsay vi

mailto:pscruggs@gardner-webb.edu
mailto:swhite@gardner-webb.edu
mailto:cwallace@gardner-webb.edu
mailto:scurrie@gardner-webb.edu
mailto:jtubbs@gardner-webb.edu
http://wdcrobcolp01.ed.gov/CFAAPS/OCR/contactus.cfm


45  

 
 

Complaints and grievances related to admissions practices, recruitment, and financial aid should be 
made to the Vice President for Enrollment Management. 

 
Complaints and grievances related to accounts payable and business office related functions should be 
made to the Vice President of Business and Finance. 

 
Complaints and grievances related to athletics should be made to the Vice President for Athletics. 

 
Grievances Related to Disability 

Gardner-Webb University is committed to complying with all requirements of the ADA of 1990 
(ADA) Title III and its amendments and the Rehabilitations Act of 1973 (Section 504). The 
University is committed to ensuring that no otherwise qualified individual with a disability is 
denied reasonable accommodations or denied access to courses, programs, activities, 
services, jobs or facilities. 
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d. Any available written documentation or evidence that is relevant to the grievance. 
 

The University official who receives the written complaint will investigate the complaint and take 
whatever action is deemed necessary and appropriate and will respond to the student in a timely 
manner. If a student has followed the grievance policy process and remains dissatisfied with the 
response to the complaint, the student may appeal to the Educational Policies and Standards 
Committee for academic matters and to the University Appeal Board for non-academic matters. 
Decisions by the Educational Policies and Standards Committee and the University Appeal Board are 
subject to review by the Provost. The Provost may take whatever action he deems necessary and 
appropriate.  The provost’s conclusions and actions regarding the complaint are final. 

 

An electronic Student Complaint Form can be found on WebbConnect. 
If discrimination is established, the University will take appropriate corrective and remedial 
actions and steps will be taken to prevent recurrence of any discrimination. 
The above procedure does not prevent or substitute for a student’s right to file a complaint 
with the Federal Office of Civil Rights. A student who believes he/she has been discriminated 
against by the University based upon violation of the ADA and its amendments and/or Section 
504 can 

mailto:OCR.DC@ed.gov
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e. The exact nature and details of the grievance. 
f. The date, time, and place of the grievance. 
g. The names of witnesses or persons who have knowledge of the grievance. 
h. Any available written documentation or evidence that is relevant to the grievance. 

 
The University official who receives the written complaint will investigate the complaint and take 
whatever action is deemed necessary and appropriate and will respond to the student in a timely 
manner. If a student has followed the grievance policy process and remains dissatisfied with the 
response to the complaint, the student may appeal to the Educational Policies and Standards 
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POLICY ON ELIGIBILITY OF STUDENTS TAKING REDUCED COURSE LOADS WHILE 
MAINTAINING FULL-TIME STATUS 

 

All students with disabilities, including those with physical, learning, psychological and 
medical disabilities, are eligible to apply for special status, which if approved, allows them to 
take a reduced course load while maintaining full-time status. Except in extreme situations, 
no student applying for a reduced course load with full-time status will be approved for less 
than nine (9) credits per semester. The Noel Center for Disability Resources will consider an 
alternative number of credits on request and only with sufficient documentation to support 
the request. All students who wish to apply for this status during the forthcoming semester 
must do so no later than eight (8) weeks into the current semester. 
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4. RL/FT students given approval for reduced loads, provided they maintain at least the 
minimum number of credits, are entitled to all the housing and service benefits 
enjoyed by full-time students. 

 

5. RL/FT students will be billed as full-time students.  All regular charges will apply. 
 

6. The reduced credit load will result in an adjusted financial aid package. Within the 
limits of Federal and State financial aid regulations, every effort will be made to 
protect RL/FT students from incurring additional costs. 

 

7. Federal Stafford Loan Eligibility: Eligibility will be reduced according to the total 
number of credit hours taken in the full academic year. A RL/FT student must be at 
least half time in a semester (six credits) in order to receive a Stafford Loan. 

 

8. Federal Pell Grant Eligibility: Grants are prorated based on the number of credit hours 
taken. A RL/FT student can take as few as three credit hours and still be eligible for a 
Pell Grant. 

 

9. State of North Carolina Legislative Tuition Grant and North Carolina Contractual 
Scholarship: These will be awarded to students taking a reduced course load, but who 
maintain their full-time status because of a recognized disability. 

 
10. Gardner-Webb Institutional Aid: Institutional aid is reserved for all students having 

full-time status, including those with approval to take a reduced load for reasons of a 
disability, provided the load for the semester does not drop below nine credits. This 
applies for merit, need-based and athletic aid.  Eligibility requirements remain in place 
for all students including those with reduced loads. RL/FT student athletes are subject 
to NCAA restrictions noted in #13. 

 
11. Financial Assistance from the North Carolina Division of Vocational Rehabilitation: 

Assistance is limited to what is required to achieve the educational credentials for the 
vocational goal and is usually restricted to four years. However, the Division does 
recognize that factors related to the individual’s disability or general life situation may 
interfere with full-time attendance. In such situations, with appropriate justification, 
part-time attendance may be authorized. RL/FT students from outside North Carolina 
should check with their state’s Division of Vocational Rehabilitation concerning 
policies. 

 

12. Institutional Student Health Insurance: RL/FT students will be able to obtain health 
coverage through the institution.  However, they will be required to pay the same 
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Important: 
 

o Only two questions may be asked about service dogs: 
o Does the person have a disability? 
o Does the dog provide a necessary service? 

 

PROCEDURES FOR EMERGENCY EVACUATION OF STUDENTS WITH DISABILITIES 
 

Purpose: To outline the policy and procedures relating to the evacuation of Gardner-Webb 
University buildings in the event of an emergency. 

 

Scope: This applies to Gardner-Webb University, all University employees (exempt and non-
exempt), all departments and their respective employees, students and activities. 

 

Policy: It is the policy of the University to protect employees, students, faculty and visitors 
during an emergency which may require University buildings and other areas to be 
evacuated. 

 

General: Each Department Chairperson and/or  Building  Supervisor  has  been  supplied  
with several diagrams of their respective buildings. These diagrams should be 
prominently displayed at entrances into each building. These diagrams outline exit 
routes and instruct occupants where to report after evacuating the building. 

 

A. An official should be familiar with the evacuation routes from his/her office and the 
different rooms used for teaching, 

 

B. A predetermined staging area for the class should be established once they have 
evacuated the building. The official should make sure that the area is at least 300 
feet from the building. The staging area should contain natural landmarks or easily 
identified features that are not likely to change or be moved. 

 

C. The official should select one or two students to lead the  class  out  of  the  
building and to stage them in the predetermined area. 

 
D. If an official has a student with a disability in the class, the official should follow the 

guidelines below: 
 

1. Select two students to assist the disabled/handicapped person. 
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KATHLEEN DOVER THEATER/BLANTON AUDITORIUM 
 

Policy 
 

The Kathleen Dover Theatre and Blanton Auditorium are equipped for amplification. 
 

Procedure 
 

• The student will ask an usher to provide the amplification receiver. 
 

COMPUTER LABS 
 

Policy 
 

The John R. Dover Library, Craig Hall, Lindsey Hall, Hamrick Hall and Withrow Hall house 
computer labs. These labs have computers with JAWS, Zoomtext, Kurzweil 1000, Kurzweil 
3000, Dragon Speak Professional and Read/Write Gold. 

 
Procedure 

 

• Availability of these labs is posted each semester. 

• A list detailing software available on specific computers is available from the Noel Center. 
 

DISABILITY PARGC q
0.00000912 0 612 792 4m
0 g 
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PROCEDURES/POLICIES AS RELATED TO DELIVERY OF SERVICES 
 

Gardner-Webb University provides a comprehensive system of accommodations which 
enables students with disabilities access to the University community. Reasonable 
accommodations are determined based on current documentation and are made on a case- 
by-case basis. It is generally considered non-discriminatory to adhere to academic standards 
that are essential to a course of study. Requests for accommodations must be made in a 
timely manner. All requests should be made no later than three (3) weeks prior to beginning 
services. Each student will be assigned to a disability specialist who will assist with the 
arrangements for the accommodations.  The disability specialists adhere to the Association 
of Higher Education and Disability Code of Ethics. 

 

ACCOMMODATION LETTERS 
 

A Disability Accommodation Letter (Appendix 1) will be completed and delivered by the 
student to each professor. The letter will list the appropriate accommodations based on 
his/her documentation. The student should discuss with the professor his/her disability (ies) 
and the impact of the disability (ies) on the learning process. The student should also discuss 
with the professor how the recommended accommodations will be helpful. 

 

If a faculty member has questions about the appropriateness of a reasonable 
accommodation, he/she should consult with the disability specialist assigned to the student. 
If the issue is not resolved, the faculty member should contact the Associate Dean of the el 
Center for Disability Resources to initiate a review. The faculty member should continue to 
provide the accommodation until the review is completed. 

 

Once all accommodations are agreed upon, the professor should sign and date the Disability 
Accommodation Letter.  The professor should be aware that these accommodation forms 
are not contracts.  Modifications may be made throughout the semester as the need arises. 
It is the student’s responsibility to return this letter to their disability specialist. 

 

Arranging suitable course accommodations involves a shared responsibility among the 
student, the disability specialist, and the professor. A student with a disability is responsible 
for scheduling a meeting with the professor to discuss his/her needs as early as possible in 
the semester; however, some students may be hesitant to request special accommodations. 
It is suggested that professors put a statement on the course syllabus similar to the 
following: 

 

A student needing accommodations to participate fully in all class activities and to fulfill 
requirements of the class should notify me of the need as soon as possible. Persons must 
be certified as having a disability by the Noel Center in order to receive accommodations. 
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NOTE: For satellite centers, testing forms are not utilized. The professor, student and Noel 
Center disability specialist will decide on appropriate testing procedures, depending on 
individual needs. 

 

INTERPRETING SERVICES FOR STUDENTS WHO ARE DEAF/HARD OF HEARING 
 

Policy 
 

It is the responsibility of the student requesting interpreting services to provide the Noel 
Center Assistant Dean with his/her class schedule immediately after registration.  In the 
event of late registration, every effort will be made to secure accommodations as soon as 
possible. Any changes to a schedule prior to or after the start of a semester should be 
reported immediately to the Noel Center Assistant Dean. A student requesting interpreting 
services for an off campus class or trip earning academic credit should file an Interpreter 
Request Form with the Assistant Dean of the Noel Center at the time of registration. Every 
effort will be made to provide interpreters according to the schedule turned in to the 
Assistant Dean; however, students may be asked to make reasonable adjustments in their 
schedules according to the availability of interpreters. Upon request, the Noel Center will 
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Procedure 
 

• For classroom interpreters, the student will follow the procedure for priority registration 
and turn in his/her schedule to the Assistant Dean immediately following registration. 

• Any changes in the class schedule should be reported to the Assistant Dean immediately. 
• For meetings and/or university-sponsored functions the student must fill out an 

Interpreter Request Form and return it to the Assistant Dean two (2) business days prior 
to the date of the event. The form should be filled out completely. 

• For theater productions, the student must fill out an Interpreter Request Form and 
return it to the Assistant Dean ten (10) business days prior to the date of the production. 
The form should be filled out completely. 

• If the student plans to attend an activity on a regular basis throughout the semester, only 
one Interpreter Request Form needs to be completed. The student should indicate at the 
top of the form that this request is for the entire semester. 

• In the event of an emergency, interpreter requests can be made directly to the Assistant 
Dean or her designee and an interpreter will be provided as quickly as possible. 

 
How to Use an Interpreter 

 

• The interpreter will wait at an interpreting assignment for 15 minutes per hour. If the 
student has not arrived within this time, the interpreter will leave. 

• If the student knows he/she will not be attending class, he/she is asked to notify the 
Assistant Dean as soon as possible. 

• If the student has a question, he/she should not ask the interpreter. All questions 
and/or comments should be directed to the professor. 

• The student should be aware that the interpreter is responsible for voicing everything 
that is signed in class. If the student needs to talk to the interpreter, the student should 
do so before or after class. 

• If the student does not understand specific signs the interpreter uses, he/she should 
question the interpreter immediately. Signs may vary from one region of the country to 
another. The student and the interpreter should decide together which signs are to be 
used. 

• The student should not ask the interpreter's personal opinion regarding classroom 
matters. The interpreter is in the classroom only to facilitate communication among the 
student, the professor and other members of the class. 

• During class discussions students sometimes speak quickly. They also tend to speak at the 
same time. If the discussion is moving so quickly that the student has difficulty following, 
he/she should inform the professor. 

 

NOTE: For satellite centers, interpreter request forms are not utilized. If the student needs 
an  interpreter  for  University  sponsored  activities  or  events  outside  the  classroom the 
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NOTE: For students attending classes on a satellite campus, arrangements for procuring 
notes will be made on an individual basis. 

 
 

READER SERVICES 
 

Policy 
 

Readers may be provided for students who have a documented need for such an 
accommodation. Readers may be provided to read textbooks, class handouts and library 
resource materials that do not lend themselves to scanning. 

 

Procedure 
 

• The student will fill out a Reader Request Form (Appendix 5) indicating the number of 
reader hours needed. 

• The Reader Request Form may be accessed online or obtained from the Noel Center. 
 

ALTERNATE FORMAT 
 

Policy 
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certain alternative formats. When applicable, alternatives will be discussed with the 
individual student. 

 

The Noel Center for Disability Resources will make every effort to provide materials in a 
timely manner and in the specific format requested. Consideration will be given to the most 
expedient manner and format available in the fulfillment of student requests. 

 

Procedure 

Textbooks 

• The student will bring in books and show proof of purchase. 

• The student will provide syllabi containing reading assignments. 
• If a syllabus does not include reading assignments, the student should contact his/her 

professor for the reading schedule and submit this information to the Noel Center. 

• The student will notify the Noel Center of any changes in his/her class schedule, syllabi or 
reading assignments. 

• The student will sign an Alternate Format Use Agreement Form. (Appendix 6) 

• The student will check out all material with the Noel center secretary and return 
materials at the end of the semester. 

• Any concerns regarding specific alternate format materials may be discussed with the 
Associate Dean of the Noel Center. 

• If the student feels there is a problem or is not satisfied with the alternate formats 
provided, he/she will be asked to fill out an Informal Grievance Form. (Appendix 8) If the 



67  

 

responsible for returning the equipment in good condition. Equipment may be checked out 
by the day, week or semester. If the equipment is lost or damaged, it is the responsibility of 
the student to pay for repairs or replacement costs. A student who does not return 
equipment and/or pay replacement fees will be blocked from registration and/or have a hold 
placed on his/her transcript. 

 

Procedure 
 

• Equipment and/or materials will be checked out through the center secretary. 
• The student will sign a statement indicating he/she accepts financial responsibility for 

lost or damaged equipment/materials. 

• The student will return the equipment/materials by the scheduled due date. 
 

CAREER DEVELOPMENT CENTER 
 

The Noel Center Career Development Center serves as a partner to the University Career 
Services Center and provides comprehensive services in career planning and development. 
The primary goal of the center is to address unique disability related career development 
issues. In addition to one-on-one meetings, workshops are held regarding issues such as the 
Americans with Disabilities Act, self-advocacy, reasonable accommodations, interview 
techniques and other issues unique to persons with disabilities. 

 
PEER MENTOR PROGRAM 
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to being hired. The student with a disability will also have the opportunity to evaluate these 
workers. 

 

It is important for the Noel Center to receive an honest and complete evaluation on its staff 
and student workers. The feedback from these evaluations will assist Noel Center personnel 
to better understand how they can provide accommodations and services to students. 

 

Procedure 
 

• Each semester prior to final exam week, the student will be notified via email that 
evaluations are available online. 

• The student will be able to complete and submit all evaluations online. 
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SECTION IV: APPENDICES 
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Appendix 2 
VOLUNTARY DISCLOSURE FORM 

 
 

Full name of student requesting services: 
 

 

First Middle  Last 

Date of birth (month/date/year)     /    /   

Mailing Address: 
 

 

Street Address 
 

 

City State Zip 
 

 

Home Phone Email 
 

 

Cell Phone 
 

Projected date of entry to Gardner-Webb University:     
 

Nature of your disability:     
 

 

 

Academic accommodations being requested at Gardner-Webb University: 
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Housing accommodations being requested at Gardner-Webb University (single room requests 
should include details regarding the necessity of this accommodation. This form does not take 
the place of the housing application.): 

 

 

University housing fee exceptions: 
Based on my disability, I am requesting exception to the University Housing fee structure. 

Yes 

No 
 

Rehabilitation Agency: 
Are you registered with a rehabilitation agency? 

Yes 

No 
 

Name of agency    
 

Name of Counselor    
 

 

The Family Educational Rights and Privacy Act (FERPA) provides for the confidentiality of 
student records. FERPA provides that this documentation is to be kept confidential unless the 
student consents to the release or a specific exception is applicable. One of these exceptions is 





74  

Appendix 3 
GARDNER-WEBB UNIVERSITY 

Noel Center for Disability Resources 
Confidentiality Disclosure for University Departments 

VOICE 704-406-4270/VP 866-298-0119 
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Appendix 4 
GARDNER-WEBB UNIVERSITY 

Noel Center for Disability Resources 
VOICE 704-406-4270/VP 866-298-0119 

 
Authorization to Release Confidential Records 
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Appendix 6 
GARDNER-WEBB UNIVERSITY 

Noel Center for Disability Resources 
VOICE 704-406-4270/VP 866-298-0119 
Alternate Format Use Agreement Form 

• I understand that I must have ownership (purchased, rented, borrowed) of all textbooks and 
materials requested in alternate format. 

• Books and/or proof of purchase, rental, or loan agreement must be presented prior to 

alternate text being provided. 

• I understand that I must be currently registered at Gardner-Webb University and 

enrolled in the particular class or classes for which I am requesting alternate format 

materials.  If I withdraw from a class, I will notify the Noel Center of my withdrawal. 

• I agree not to copy, permanently save, edit, tamper, upload, share or disseminate 

alternate format materials in any form to any person, in agreement with the Copyright 

Revision Act of 1976 as amended (17 USC 101 et seq.). 

• Due to copyright laws, if at any time ownership of texts and materials is surrendered, 

the alternate text materials must be deleted or returned to the Noel Center. 

• I understand that I assume all risk for damage to or loss of tangible materials while 

they are signed out to me. 

• I agree that I am financially responsible for all alternate format materials checked out 

and will return them to the Noel Center Secretary at the end of the semester. Failure 

to return or reimburse for materials will result in a student being blocked from 

registration and/or a hold on the transcript. 

• I understand that any violation of this agreement may be considered a violation of the 

Gardner-Webb University Student Code of Conduct and may result in penalties 

including a hold on student grades. Violations may also constitute a violation of federal 

and/or state laws and may result in civil or criminal prosecution, payment of fines or 

other moneys to the copyright holder. 

• I understand that if I am not satisfied with the alternate formats provided I should 

discuss the situation with the Associate Dean of the Noel Center. If I am not satisfied 

with decisions regarding the alternate formats, I may file a formal grievance by 

following the procedures outlined in the Gardner-Webb University Undergraduate 

catalog. 

• Before receipt of alternate texts or materials, this agreement shall be signed by the student and 

a Noel Center staff member and kept on file. 
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I have read and understand the policies and procedures as outlined above and stated in the Noel Center 
Student Handbook and agree to comply with them. 

 

Student Date 
 

Noel Center Staff 
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Appendix 7 
GARDNER-WEBB UNIVERSITY
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Appendix 8 
GARDNER-
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Appendix 9 
GARDNER-WEBB UNIVERSITY 

Noel Center for Disability Resources 
VOICE 704-406-4270/VP 866-298-0119 

 
Notetaker Application Form 

 
 
Date:    

 

Notetaker’s Name:  Student S.S. Number:    
 

E-mail Address:  _ Student ID Number:    
 

Home Address:  City:  State:  Zip:    
 

Home Phone#:  Campus Phone #:  _ Cell Phone #:   
 

Campus Box #:  CRN #:   
 

Course/Section:  Day/Time:    
 

Professor’s Name:  Location:    
 

 

 

For Office Use Only 

 

Date Received    

Fall   Spring   Summer I   Summer II   20  

Disability            

Campus    
DEGREE COMPLETION PROGRAM    Undergraduate 

Divinity    Graduate    



 

Returned by  Date    
Verification of test return  Date   

 

Appendix 10 
GARDNER-WEBB UNIVERSITY 

Noel Center for Disability Resources 
VOICE 704-406-4270/VP 866-298-0119 

REQUEST FOR SPECIAL TEST ADMINISTRATION 
This form should be completed and returned to the Noel Center 

(2) Two business days prior to the test 
1. TO BE COMPLETED BY THE STUDENT 

2. TO BE COMPLETED BY PROFESSOR AND STUDENT 

  
3. TO BE COMPLETED BY THE NOEL CENTER 

  
4. AUTHORIZATION 
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Forms: 

Appendix 11 
GARDNER-WEBB UNIVERSITY 

Noel Center for Disability Resources 
VOICE 704-406-4270/VP 866-298-0119 

Testing Procedures 

• Forms need to be turned in 2 business days prior to the scheduled test time 
Example: If the test is scheduled for a Thursday, the form must be at the Noel 
Center by 4:30 on Tuesday afternoon. 

 

Example: If the test is for a Monday, the form must be turned into the Noel 
Center by 4:30 on Thursday afternoon. 

 

• Forms must be filled out completely before they can be processed. 
 

Part I- is to be filled out by the student 
 

Part II- is to be filled out by the student and professor 
***It is up to the student and the professor to fill in the day and time the test 
will be taken at the Noel Center. 

 
Part III- is to be filled out by the Noel Center 

 

Day of Test 

• The student should arrive at the Noel Center 5 minutes before the test is scheduled to 
begin. 

• The student must begin the exam no later than 15 minutes after the scheduled exam 
time.  He/she may have to reschedule if not starting within 15 minutes. 

• Paper will be provided by the testing proctor. The proctor will provide additional paper 
upon request. 

• All personal belongings must be left with the testing proctor. This includes but is not 
limited to: backpacks, coats, hats, and etc. 

• No unauthorized electronic devices are allowed in the testing room. This includes but is 
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Each interpreting situation (e.g., elementary, secondary, and post-secondary education, legal, 
medical, mental health) has a standard of confidentiality. Under the reasonable interpreter 
standard, professional interpreters are expected to know the general requirements and 
applicability of various levels of confidentiality. Exceptions include, for example, federal and 
state laws requiring mandatory reporting of abuse or threats of suicide, or responding to 
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5.3 Approach colleagues privately to discuss and resolve breaches of ethical or professional 
conduct through standard conflict resolution methods; file a formal grievance only after such 
attempts have been unsuccessful or the breaches are harmful or habitual. 

 

5.4 Assist and encourage colleagues by sharing information and serving as mentors when 
appropriate. 

 

5.5 Obtain the consent of colleagues before bringing an intern to an assignment. 
 

6.0 BUSINESS PRACTICES 
 

Tenet: Interpreters maintain ethical business practices. 
 

Guiding Principle: Interpreters are expected to conduct their business in a professional 
manner whether in private practice or in the employ of an agency or other entity. 
Professional interpreters are entitled to a living wage based on their qualifications and 
expertise. Interpreters are also entitled to working conditions conducive to effective service 
delivery. 

 

Illustrative Behavior - Interpreters: 
 
6.1 Accurately represent qualifications, such as certification, educational background, and 
experience, and provide documentation when requested. 

 

6.2 Honor professional commitments and terminate assignments only when fair and justifiable 
grounds exist. 

 
6.3 
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7.0 PROFESSIONAL DEVELOPMENT 
 

Tenet: Interpreters engage in professional development. 
 

Guiding Principle: Interpreters are expected to foster and maintain interpreting competence 
and the stature of the profession through ongoing development of knowledge and skills. 

 

Illustrative Behavior - Interpreters: 
 

7.1 Increase knowledge and strengthen skills through activities such as: 
" pursuing higher education; 
" attending workshops and conferences; 
" seeking mentoring and supervision opportunities; 
" participating in community events; and 
" engaging in independent studies. 

 

7.2 Keep abreast of laws, policies, rules, and regulations that affect the profession. 
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Appendix 18 
AHEAD Code of Ethics 

 

We agree that these principles are the Code of Ethics for postsecondary disability service 
providers. As professionals, we are responsible for upholding, supporting, and advancing these 
ideas whenever possible. Members of AHEAD agree to monitor themselves and their peers in 
accordance with the spirit and provisions of this code, as delineated by the following principles: 

 
1. Postsecondary disability service providers are committed to facilitating the highest 

levels of educational excellence and potential quality of life for postsecondary students 
with disabilities. 

 

2. Postsecondary disability service providers strive to achieve and maintain the highest 
levels of competence and integrity in all areas of assistance to adult students with 
disabilities. This support is guided by the consistent use of objective, professional 
judgment in all areas, especially when addressing the confidential nature of the 
student's disability. 

 

3. Postsecondary disability service providers continually participate in professional 
activities and educational opportunities designed to strengthen the personal, 
educational, and vocational quality of life for students with disabilities. This includes 
the on-going development of strategies, skills, research, and knowledge pertinent to 
the highest quality of disability service delivery whenever and wherever it occurs. 
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