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Welcome to the instructional module titled Instruction and Interaction:  Equity, Accessibility, and Inclusion. This module was designed by members of the Disability Services Working Group to provide vital information regarding equal opportunities for learning for all students.  Enjoy the journey!



This module is designed to 
provide faculty and staff of 
Northern Virginia Community 
College (NOVA) with key 
aspects of disability related law.  
In addition, the module will 
explore the roles and 
responsibilities of the College 
community to ensure a culture 
of inclusion for all individuals, 
especially students.

Introduction
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IntroductionThis module is designed to provide key aspects of disability related law.  In addition, you will explore the roles and responsibilities that ensure a culture of inclusion for all individuals, especially students.



At the conclusion of this module, the participant should 
be able to: 
• Recognize needs of the ever-changing population. 
• Define “disability” as interpreted by the Americans 

with Disabilities Act (ADA).
• Identify disabilities, both apparent and hidden.
• Cite legislation as it affects post-secondary education.
• Define “accessibility” and how it relates to providing 

equity and inclusion.
• Apply Universal Design of Instruction.
• Determine roles and processes of Disability Support 

Services (DSS), counselors, faculty, staff and students.
• Review and provide accommodations as stated in the 

Memorandum of Accommodation (MOA).
• Integrate “people first” language in communications 

and interactions.

Objectives

3

Presenter
Presentation Notes
ObjectivesAt the conclusion of this module, the participant should be able to: Recognize the needs of the diverse, aging, and ever-changing population. Define “disability” & “accessibility”Identify disabilities, both apparent and hidden.Cite legislation as it affects post-secondary education.Apply Universal Design to your instruction.Determine roles and processes for the different members of the College community.Interpret and apply accommodations as stated in the Memorandum of Accommodation (MOA).And Use “people first” language.



NOVA is committed to ensuring all students have an opportunity to pursue a 
college education regardless of the presence or absence of a disability. NOVA 
will make reasonable accommodations in providing course, program and 
building modification, and/or auxiliary aids and services in compliance with: 
• The Americans with Disabilities Act of 1990 (ADA);
• Section 504 of the Rehabilitation Act of 1973; 
• The Americans with Disabilities Act Amendments Act (ADAAA) of 2008. 

No academically qualified student with a disability shall be denied access to 
or participation in the services, programs, and activities of the College.

NOVA’s Statement on Disability
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NOVA’s Statement on DisabilityNOVA is committed to ensuring all students have an opportunity to pursue a college education regardless of the presence or absence of a disability. No academically qualified student with a disability shall be denied access to or participation in the services, programs, and activities of the College.



• According to the 2010 Census, there are 57 million people with a 
disability living in the United States, representing approximately 1 in 5 
individuals. 

• More than ever before, individuals with disabilities are attending 
post-secondary institutions and succeeding in academic programs. 

• Advances in medical and assistive technology and federal legislation 
have increased equal access to higher education for students with 
disabilities. 

• Colleges that accept support from the federal government have a 
legal obligation to provide students with disabilities equal access, 
reasonable accommodations, and appropriate supports.

Statistics and Information
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Statistics and InformationApproximately 1 in 5 individuals in the United States is living with a disability. More individuals with disabilities are attending post-secondary institutions and succeeding in academic programs. Advances in medical and assistive technology and federal legislation have increased equal access to higher education for students with disabilities. Colleges that accept support from the federal government have a legal obligation to provide students with disabilities equal access, reasonable accommodations, and appropriate supports.



True or False?

Colleges that accept support from the federal government have a legal 
obligation to provide students with disabilities equal access, reasonable 
accommodations, and appropriate supports.

Question 1
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Question 1.  True or False? Colleges that accept support from the federal government have a legal obligation to provide students with disabilities equal access, reasonable accommodations, and appropriate supports.



True.

Section 504 of the Rehabilitation Act of 1973 prohibits discrimination 
on the basis of disability in programs or activities that receive Federal 
financial assistance from the U.S. Department of Education.  Colleges 
that accept support from the federal government have a legal 
obligation to provide students with disabilities equal access, reasonable 
accommodations, and appropriate supports.

Answer to Question 1
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Answer to Question 1.  True.  Section 504 of the Rehabilitation Act of 1973 prohibits discrimination on the basis of disability in programs or activities that receive Federal financial assistance from the U.S. Department of Education.  Colleges that accept support from the federal government have a legal obligation to provide students with disabilities equal access, reasonable accommodations, and appropriate supports.



The Americans with Disabilities Act (ADA) defines “disability” as:
• A physical or mental impairment that substantially limits one or more:

• Major life activities including, but are not limited to, caring for oneself, 
performing manual tasks, seeing, hearing, eating, sleeping, walking, 
standing, lifting, bending, speaking, breathing, learning, reading, 
concentrating, thinking, communicating, and working.

• Major bodily functions including, but are not limited to, functions of the 
immune system, normal cell growth, digestive, bowel, bladder, 
neurological, brain, respiratory, circulatory, endocrine, and reproductive 
functions.

• A record or past history of such an impairment.
• Being regarded as having an impairment.

Disability Defined
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Disability Defined“Disability” is defined as a physical or mental impairment that substantially limits major life activities and bodily functions.  Life activities include seeing, hearing, eating, sleeping, walking, speaking, breathing, learning, reading, concentrating, thinking, & communicating while bodily functions include digestive, bowel, bladder, neurological, brain, respiratory, circulatory, and endocrine functions.  



While some are apparent, others are hidden; severity varies among 
individuals.
• ADD/ADHD.
• Autism Spectrum Disorders.
• Blind or Low Vision.
• Chronic Illness.
• Deaf or Hard of Hearing.
• Learning Disabilities.
• Mobility Impairment.
• Physical Disability.
• Psychological/Psychiatric Disability.
• Speech Impairment.
• Traumatic Brain Injury/Closed Head Injury.

Note: These are some examples – not intended to be an exhaustive list.

Types of Disabilities
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Types of DisabilitiesThere are a variety of types of disabilities with severity varying by individual.  Some are apparent while others are hidden.  These include:ADD or ADHD.Autism Spectrum Disorders.Blind or Low Vision.Chronic Illness.Deaf or Hard of Hearing.Learning Disabilities.Mobility Impairment and Physical Disability.Psychological or Psychiatric Disability.Speech Impairment.And Traumatic Brain Injury.



• Abnormal Behavior.
• Anxiety.
• Chronic Stress.
• Disorganization.
• Easily Distracted.
• Forgetfulness.
• Hyperactivity.
• Inattention.

Possible Impacts
• ADD/ADHD.
• Autism Spectrum Disorders.
• Color Blindness. 
• Learning Disabilities.
• Developmental Delays.
• Dyslexia.
• Medical Concerns.
• Reading and Writing Disorders.
• Psychological/Psychiatric 

Disability. 
• Traumatic Brain Injury/Closed 

Head Injury.

Hidden Disabilities

Hidden Disabilities and Possible Impacts
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Hidden Disabilities and Possible ImpactsHidden disabilities may become apparent by their possible impact on the individual’s behavior and interactions.  Some impacts include:Abnormal Behavior.Anxiety.Chronic Stress.Disorganization.Easily Distracted, Inattention, and Forgetfulness.And Hyperactivity.



True or False?

All disabilities are obvious and easily identified or diagnosed.

Question 2
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Question 2. True or False?  All disabilities are obvious and easily identified or diagnosed.



False.

A disability is a physical, mental, or sensory impairment that renders 
major life activities or bodily functions more difficult. While some are 
apparent, others are hidden and severity varies among individuals. 

Answer to Question 2
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Answer to Question 2. False. A disability is a physical, mental, or sensory impairment that renders major life activities or bodily functions more difficult. While some are apparent, others are hidden and severity varies among individuals. 



Select all of the hidden disabilities listed below.

1. Color blindness.
2. Autism Spectrum Disorder.
3. Mobility impairment.
4. Dyslexia.
5. Post-Traumatic Stress Disorder (PTSD).

Question 3
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Question 3. Select all of the hidden disabilities listed below.Color blindness.Autism Spectrum Disorder.Mobility impairment.Dyslexia.Post-Traumatic Stress Disorder (PTSD).



Of the disabilities listed, only number 3, mobility impairment, is not an 
example of a hidden disability.  Hidden disabilities are defined as 
disabilities that are not immediately apparent.  Hidden disabilities 
include conditions or chronic illnesses that significantly impair normal 
activities of daily living.  Impacts include forgetfulness, inattention, 
stress, anxiety, hyperactivity and others.  

Answer to Question 3
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Answer to Question 3. Of the disabilities listed, only number 3, mobility impairment, is not an example of a hidden disability.  Hidden disabilities are defined as disabilities that are not immediately apparent.  Hidden disabilities include conditions or chronic illnesses that significantly impair normal activities of daily living.  Impacts include forgetfulness, inattention, stress, anxiety, hyperactivity and others.  



Americans with Disabilities Act
“…prohibits discrimination and ensures equal opportunity 
for persons with disabilities in employment, State and local 
government services, public accommodations, commercial 
facilities, and transportation.”

Section 504 of the Rehabilitation Act of 1973
“…designed to eliminate discrimination on the basis of handicap in any program or activity 
receiving Federal financial assistance.”

Rehabilitation Act of 1973
“…prohibits discrimination on the basis of disability in programs conducted by federal agencies, 
in programs receiving federal financial assistance, in federal employment, and in the 
employment practices of federal contractors.”

Laws and Requirements
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Laws and RequirementsThe Rehabilitation Act of 1973 was the first major legislative effort to secure an equal playing field for individuals with disabilities. The Act prohibits discrimination on the basis of disability in programs run by federal agencies; programs that receive federal financial assistance; in federal employment; and in the employment practices of federal contractors.Section 504 forbids organizations and employers from excluding or denying equal opportunities to individuals with disabilities. It includes reasonable accommodation for employees with disabilities; program accessibility; effective communication with people who have hearing or vision disabilities; and accessible new construction and alterations.The Americans with Disabilities Act (ADA), signed into law on July 26, 1990, prohibits discrimination and guarantees that people with disabilities have the same opportunities as everyone else -- to enjoy employment opportunities, to purchase goods and services, and to participate in State and local government programs and services. It was modeled after the Civil Rights Act of 1964. In 2008, the Act was amended (ADAA) and made  important changes to the definition of the term "disability," the effect of which makes it easier for an individual to establish that he or she has a disability within the meaning of the ADA.



The mission of the Office for Civil Rights (OCR) is to ensure equal access 
to education and to promote educational excellence throughout the 
nation through vigorous enforcement of civil rights.
The Office for Civil Rights enforces several Federal civil rights laws that 
prohibit discrimination in programs or activities that receive federal 
financial assistance from the Department of Education. Discrimination 
on the basis of race, color, and national origin, sex, disability, and age 
are prohibited.  

U.S. Department of Education (ED) 
Office for Civil Rights (OCR) 
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Office for Civil Rights The Office of Civil Rights (OCR) enforces several Federal civil rights laws that prohibit discrimination in programs or activities that receive Federal funds from the Department of Education (ED). These laws prohibit discrimination on the basis of race, color, national origin, sex, disability, and age. These laws extend to all state education agencies, elementary and secondary school systems, colleges and universities, vocational schools, proprietary schools, state vocational rehabilitation agencies, libraries, and museums that receive funding from the Department of Education. OCR also has responsibilities under Title II of the Americans with Disabilities Act of 1990, prohibiting disability discrimination by public entities, whether or not they receive federal financial assistance.



State and local governments, including institutions of higher education, that receive Federal 
funding, must:
• Not refuse to allow a person with a disability to participate in a service, program, or activity 

simply because the person has a disability.
• Provide programs and services in an integrated setting, unless separate or different measures 

are necessary to ensure equal opportunity.
• Eliminate unnecessary eligibility standards or rules that deny individuals with disabilities an 

equal opportunity to enjoy their services, programs or activities unless "necessary" for the 
provisions of the service, program or activity.

• Make reasonable modifications in policies, practices, and procedures that deny equal access to 
individuals with disabilities, unless a fundamental alteration in the program would result.

• Furnish auxiliary aids and services when necessary to ensure effective communication, unless an 
undue burden or fundamental alteration would result.

• Operate their programs so that, when viewed in their entirety, they are readily accessible to and 
usable by individuals with disabilities.

• Not place special charges on individuals with disabilities to cover the costs of measures 
necessary to ensure nondiscriminatory treatment, such as making modifications required to 
provide program accessibility or providing qualified interpreters.

ADA Key Points
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ADA Key PointsColleges receiving Federal funding have to ensure that individuals with disabilities are not excluded from services, programs, and activities because buildings are inaccessible or simply because the individual has a disability.  They shall operate their programs so they are readily accessible to and usable by individuals with disabilities. They are also required to make reasonable modifications in policies, practices, and procedures that deny equal access to individuals with disabilities (except where doing so would constitute a fundamental alteration of the program in question). Institutions of higher learning must furnish auxiliary aids and services when necessary to ensure effective communication.  In addition, institutions ought to ensure that newly constructed buildings and facilities are free of architectural and communication barriers that restrict access or use by individuals with disabilities.



Which of the following is not a key point of the Americans with Disabilities 
Act? 
A. Colleges & institutions are required to make reasonable modifications in 

policies, practices, and procedures that deny equal access to individuals 
with disabilities (except where doing so would constitute a fundamental 
alteration of the program in question).

B. Colleges & institutions must furnish auxiliary aids and services when 
necessary to ensure effective communication.

C. Colleges & institutions may refuse to allow an individual with a disability 
to participate in a service, program, or activity simply because the 
individual has a disability.

D. Colleges & institutions shall operate their programs so they are readily 
accessible to and usable by individuals with disabilities.

Question 4
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Question 4. Which of the following is not a key point of the Americans with Disabilities Act? Colleges & institutions are required to make reasonable modifications in policies, practices, and procedures that deny equal access to individuals with disabilities (except where doing so would constitute a fundamental alteration of the program in question).Colleges & institutions  must furnish auxiliary aids and services when necessary to ensure effective communication.Colleges & institutions may refuse to allow an individual with a disability to participate in a service, program, or activity simply because the individual has a disability.Colleges & institutions shall operate their programs so they are readily accessible to and usable by individuals with disabilities.



Which of the following is not a key point of the Americans with Disabilities Act? 
Answer C is not a key point of the Americans with Disabilities Act.  Colleges and 
institutions may not refuse to allow an individual with a disability to participate in a 
service, program, or activity simply because the individual has a disability.

Colleges and institutions are required to make reasonable modifications in policies, 
practices, and procedures that deny equal access to individuals with disabilities 
(except where doing so would constitute a fundamental alteration of the program 
in question). They must furnish auxiliary aids and services when necessary to 
ensure effective communication and operate their programs so they are readily 
accessible to and usable by individuals with disabilities.

Answer to Question 4
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Answer to Question 4. Answer C is not a key point of the Americans with Disabilities Act.  Colleges and institutions may not refuse to allow an individual with a disability to participate in a service, program, or activity simply because the individual has a disability.Colleges and institutions are required to make reasonable modifications in policies, practices, and procedures that deny equal access to individuals with disabilities (except where doing so would constitute a fundamental alteration of the program in question). They must furnish auxiliary aids and services when necessary to ensure effective communication and operate their programs so they are readily accessible to and usable by individuals with disabilities.



Accessibility means an individual with a disability is afforded 
the opportunity to acquire the same information, engage in 
the same interactions, and enjoy the same services as an 
individual without a disability in an equally effective and 
equally integrated manner, with substantially equivalent ease 
of use. The individual with a disability must be able to obtain 
the information as fully, equally, and independently as an 
individual without a disability.

Accessibility Defined
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Accessibility DefinedSo what is the definition of accessibility?  Accessibility is when an individual with a disability is afforded the opportunity to acquire the same information, engage in the same interactions, and enjoy the same services as an individual without a disability.  This is done in a manner that is equally effective and equally integrated, with substantially equivalent ease of use.  The individual with a disability must be able to obtain the information as fully, equally, and independently as an individual without a disability.  In simple terms, everyone has equal access.



Individuals with disabilities require equal access to:
• Course Content (lectures, tests, resources)

Including, but not limited to, all learning materials, textbooks, and videos shown in class or 
online.

• Web Content (online course and faculty sites)
Including, but not limited to, audio and video content, graphics, forms, and pictures.

• Services and Programs
Including, but not limited to, tutoring and testing services, forms, and all recorded presentations 
viewed by students and the public.

• Physical Buildings and Structures
Including, but not limited to, classrooms, furniture, printers, kiosks, labs, bathrooms, hallways 
and doorways, elevators, and emergency evacuation areas.

Accessibility: What does it cover?

21

Presenter
Presentation Notes
Accessibility: What does it cover?Accessibility must be universal and, by law, people with disabilities must be afforded equal access to information, interaction, and services for both in class and online instruction. In higher education, information includes course content, such as lectures, tests, and resources that include learning materials, textbooks, handouts, slides, and videos shown. People with disabilities also require equal ability to interact using web content and learning management systems. Examples include audio and video content, and any graphics, forms, tables, graphs, charts, pictures, etcetera.  Online and in-print forms and any recorded presentations included in services and programs that are available to students and the public must also be accessible. Lastly, and probably the most obvious one and what people think of when they hear accessibility, physical buildings and structures must be accessible.  These include classrooms, furniture, printers, labs, bathrooms, hallways and doorways, elevators, and emergency evacuation areas.



• Texts and Print Materials – electronic format.
• Images – alt-text/descriptions.
• Audio & Video Files – scripts and captioning with context cues where 

necessary.
• Word Documents – use styles provided and create electronic version.
• PowerPoint Presentations – use templates provided and create 

electronic version.
• PDFs – tagged and searchable; not scanned copy.

Accessible Materials
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Accessible MaterialsPeople with a disability may not be able to use course materials in their standard format.  In that case, the materials must be made accessible to that individual.  There are many ways to make material accessible and it is best to do this proactively rather than reactively as the needs arise.  To do this, texts and print materials should be available in an electronic format that can be accessed using a text-to-speech or screen reader program. In most cases, images, graphics, tables, etcetera should have alt-text or long descriptions that refer to the important information for that image.  Audio and video files must be accurately captioned and have context clues where necessary.  Automatic captioning options, as on YouTube, are most often inaccurate and will need to be edited or an accurate script must be provided.  Word documents and PowerPoint presentations should be in an electronic format that can be enlarged or read aloud.  To provide accessibility, styles should be used for Word and slide layout templates for PowerPoint, as well as other built-in formatting options and features.  Meaningful text should be used for hyperlinks and PDFs should be tagged and searchable. Remember, a scanned PDF is just a picture and cannot be read. 



• Third Party – publisher, YouTube, library, etc. – resources must be 
accessible.  This may require contacting the owner or creating an accessible 
format for that one student.

• Use Communication Access Realtime Translation (CART) for synchronous 
lectures/webinars.

• Caption asynchronous lectures.  Consider using a script to create recorded 
lectures.

• Required apps, tools, and software must be accessible or a reasonable 
substitution provided.

• If students critique each others’ work, those materials must also be 
accessible (alt-text included, readable, scripted/captioned, etc.).

Accessible Materials –
Other things to consider
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Accessible Materials – Other things to considerThere are other things to consider when ensuring materials are accessible.  Materials from a third party, such as a publisher, YouTube, or library, must also be accessible if you are expecting a student to use them, even if they are optional.  This may require contacting the owner to ask them if the material is in an accurate, accessible format or if they are willing to it to make sure it is accessible.  If not or they are unwilling to do so, you may need to consider creating an accessible format of the material or finding different materials to use.  Remember, if the materials are copyrighted and you need to provide an accessible format, you may modify the materials for that student only and must ensure the modified copy is destroyed at the end of the semester.  For synchronous lectures or webinars, you can use CART- Communication Access Realtime Translation- to make it accessible.  Contact NOVA’s Interpreter Services Office for assistance when providing CART to a student.  You must caption asynchronous lectures.  To save time and aggravation later, it is important to use and follow a script for any material that may be recorded.You must ensure that any apps, tools, and software are accessible or a reasonable substitution provided.If you have students critiquing each other’s work, those student-created materials must also be made accessible.  Alt-text must be included, videos must be captioned, and the materials must be in a readable format for text-to-speech or screen reader programs, etcetera.



Universal instructional design means that 
instruction is designed for all students with a 
broad range in ability, disability, learning 
style, native language, and other 
characteristics.  It is an opportunity to go 
beyond legal compliance.  Adhering to these 
standards will benefit all students and will 
help assure equal access and use of your 
course content.
Universal Instructional Design Principles
Equal Access:  Universal Design of Instruction

Universal Instructional Design
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Universal Instructional DesignUniversal instructional design is when instruction is designed for all students with a broad range in ability, disability, learning style, native language and other characteristics.  It is an opportunity to go beyond legal compliance.  Adhering to universal design standards will benefit all students and will help assure equal access and use of your course content.

https://www.uoguelph.ca/tss/uid/uidprinciples.pdf
http://www.washington.edu/doit/equal-access-universal-design-instruction#f3


Which of the following scenarios demonstrates equal accessibility?
A. All students must use a free, online-only algebra textbook.
B. All students are handed a transcript printout of a history video to 

follow along.
C. All students are required to remain seated on stools for a science 

lab.
D. All students must use a ramp to walk onto the stage at graduation. 
E. All students must purchase an English literature book available only 

in Kindle format.

Question 5
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Question 5. Which of the following scenarios demonstrates equal accessibility?All students must use a free, online-only Algebra textbook.All students are handed a transcript printout of a History video to follow along.All students are required to remain seated on stools for a Science lab.All students must use a ramp to walk onto the stage at graduation. All students must purchase an English literature book available only in Kindle format.



Which of the following scenarios demonstrates equal accessibility?
Answer D demonstrates an accessible scenario. When all students are required to use a ramp to walk onto the 
stage at graduation, all students have equal access to the stage. 

The remaining scenarios are not examples of equal accessibility. 
A. Unless an online text is in a format that can be read with a screen reader and can be enlarged without 

pixelation, the use of a free, online only textbook is not accessible.
B. It is very difficult for a student who is hard of hearing or deaf to watch a video while reading a printed 

transcript. Ideally, all videos used should be captioned.  If a captioned version is not available, an 
interpreter may need to be provided.  If used, printed transcripts must be provided in alternate formats, 
such a braille or an electronic version.  

C. There are many reasons that a student may not be able to sit on a lab stool or remain seated for a long 
period of time.  These reasons include balance, mobility, chronic pain, and others.  While a safe lab 
environment is vital, accommodations may need to be made.

E. According to the National Foundation for the Blind, “Kindle ebooks have significant accessibility barriers 
for blind students, particularly for academic use, and Kindle devices can only read Kindle-formatted 
content.”  For this reason, the use of a book that is available only in a Kindle format will not be accessible 
to all students.

Answer to Question 5
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Answer to Question 5. Answer D demonstrates an accessible scenario.  When all students are required to use a ramp to walk onto the stage at graduation, all students have equal access to the stage. The remaining scenarios are not examples of equal accessibility. Unless an online text is in a format that can be read with a screen reader and can be enlarged without pixelation, the use of a free, online only textbook is not accessible.It is very difficult for a student who is hard of hearing or deaf to watch a video while reading a printed transcript. Ideally, all videos used should be captioned.  If a captioned version is not available, an interpreter may need to be provided.  If used, printed transcripts must be provided in alternate formats, such a braille or an electronic version.  There are many reasons that a student may not be able to sit on a lab stool or remain seated for a long period of time.  These reasons include balance, mobility, chronic pain, and others.  While a safe lab environment is vital, accommodations may need to be made.According to the National Foundation for the Blind (https://nfb.org/kindle-books), “Kindle ebooks have significant accessibility barriers for blind students, particularly for academic use, and Kindle devices can only read Kindle-formatted content.”  For this reason, the use of a book that is available only in a Kindle format will not be accessible to all students.

https://nfb.org/kindle-books


NOVA’s Disability Support Services (DSS) is made up of staff located at the 
College-wide office, in addition to at least one DSS counselor at each of 
NOVA’s six main campuses and one for students taking only NOVA Online 
courses.
DSS serves a number of important roles at NOVA, all of which are designed 
to assist administration, faculty, staff, and students with navigating complex 
legal guidelines while ensuring that students with disabilities gain equal 
access to their education at NOVA. Through training, education, and 
experience, DSS staff helps NOVA to:
• Meet requirements of Federal laws.
• Preserve integrity and standards of programs.
• Find solutions to challenges (proactive and reactive).
• Improve student retention and success.

Disability Support Services (DSS)
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Disability Support Services (DSS)NOVA’s Disability Support Services office, also known as DSS, is one of many student resources available at the College. It includes at least 1 DSS Counselor located on each of the 6 main campuses and 1 through the Extended Learning Institute for students who may be enrolled in online courses. Additionally, there are also DSS staff located off-campus who support student needs.DSS counselors and staff are hired for their specialized knowledge of complex disability-related laws, and their ability to interpret and apply those laws and other guidelines in the post-secondary setting when working with students with disabilities. The DSS office is a valuable resource to the NOVA community for maintaining academic integrity, ensuring access, and promoting student success.

http://www.nvcc.edu/current-students/disability-services/index.html


• For Students.
• Maintain confidentiality.
• Review medical documents.
• Determine appropriate accommodations.
• Support self-advocacy.

• For Faculty.
• Resource when implementing accommodations.
• Note, counselor will not identify the disability, only discuss accommodations.

• For Community.
• Academic and community referrals.

DSS Counselor – Coordinating Services
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DSS Counselor – Coordinating ServicesThe campus DSS counselor is the central point for coordinating services for students with disabilities. In addition to reviewing medical documentation and working with the student to determine individualized accommodations, the DSS counselor is a valuable resource for faculty and staff who may need guidance on implementing accommodations in the classroom. Legal and professional responsibilities dictate the need to maintain confidentiality, so DSS counselors will never discuss a student’s medical history or a diagnosis with anyone without that student’s permission. DSS counselors also have access to community and supplemental resources that may assist students.



Association for Higher Education Access & Disability, Inclusive Teaching Strategies

• An accommodation is a modification in a practice, policy and/or procedure, or 
an auxiliary aid or service that allows a student with a disability to access his/her 
learning resources in the same manner as a student without a disability. 

• Accommodations must be reasonable.
• Accommodations cannot alter the academic integrity of the curriculum 

standards.
• Accommodations cannot place an undue financial burden on the 

college/university.
• Accommodations are individualized to a student’s particular circumstances.
• Accommodations are developed in consultation with the student based on 

confidential information provided to the campus Disability Counselor and in 
accordance with legal guidelines.

Accommodation Defined
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Accommodation DefinedAs defined by the Association for Higher Education Access & Disability (or AHEAD), the governing body that sets the standards for the delivery of accommodations in higher education, an accommodation assists a student with a disability with accessing his or her education in the same manner as a student without a disability. Based on a student’s eligibility, an accommodation may modify a practice, policy and/or procedure to ensure that access. The campus DSS counselor uses their knowledge and professional judgment to determine accommodations necessary to meet a student’s individual needs. The accommodation will be reasonable and will not alter the academic integrity of the curriculum, or place an undue financial burden on the College. If a faculty member has concerns about an accommodation that appears to be unreasonable based on the content and format of their course or might alter the academic integrity of the course, please contact the campus DSS counselor to discuss those concerns.

http://www.ahead.ie/inclusiveteaching


Student: 
• Makes decision to disclose and seek accommodations.
• Completes intake packet.
• Provides disability-related medical documentation.
• Contacts disabilities counselor & makes intake appointment.

DSS Counselor: 
• Reviews documentation to determine eligibility for services.
• Determines reasonable/appropriate accommodations.
• Meets with student.
• Finalizes Memorandum of Accommodation (MOA) letter.

Applying for Accommodations
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Applying for AccommodationsThe decision to seek accommodations at the College ultimately rests with the student who must disclose his or her disability and follow the process to apply for services. Unlike the K through 12 school system, students in higher education are expected to self-advocate by initiating contact with the DSS office. After the student makes an intake appointment by submitting the completed intake packet along with the appropriate documentation, the DSS counselor will review the information and meet with the student to discuss reasonable and appropriate accommodations to assist the student with accessing his or her education. The accommodations are then issued to the student in the form of a Memorandum of Accommodation or MOA.



True or False?

Students must first speak with instructors before applying for 
accommodations.

Question 6
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Question 6. True or False?  Students must first speak with instructors before applying for accommodations.



False.

Students should first complete the Intake Packet, obtain 
documentation of any disabilities and then schedule an intake 
appointment with a disability counselor.  After the documentation is 
reviewed, the counselor will issue a Memorandum of Accommodation 
or MOA.  
Students should then speak with their instructors and present the MOA 
to arrange for allowed accommodations.

Answer to Question 6
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Answer to Question 6. False.  Students should first complete the Intake Packet, obtain documentation of any disabilities and then schedule an intake appointment with a disability counselor.  After the documentation is reviewed, the counselor will issue a Memorandum of Accommodation or MOA. Students should then speak with their instructors and present the MOA to arrange for allowed accommodations.



Student provides MOA to:
• Instructors.
• Testing Centers.
• Tutoring Centers.
• NOVA Online counselor(s) or testing 

liaisons if taking online classes.

Note:
• An MOA can be provided at any time 

during the semester but are NOT 
valid until given to the professor or 
center/lab supervisor.

• A NOVA MOA is valid at all NOVA 
campuses and for NOVA Online 
courses.

Memorandum of Accommodation (MOA)
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Memorandum of Accommodation (MOA)The Memorandum of Accommodation, or MOA, is the official document issued to a student during an intake with a DSS counselor. The individualized accommodations listed on the MOA are developed in consultation with the student, and are based on the DSS counselor’s ability to interpret the student’s documentation and various disability-related laws. During the intake students are informed of their responsibilities in using the MOA appropriately to self-advocate for their needs in each of their classes or at other support offices at the College, such as the Testing or Tutoring Centers. The MOA is valid at all of the College’s campuses and centers, including NOVA Online, for the specific semester in which it is issued, and can be presented at any time during that semester. It is not, however, retroactive. 



• Disability-related documentation is confidential.
• Documentation is not part of the student’s 

academic record.
• Speak privately with the student, not in front of 

other students.
• Student should not be discussed with faculty not 

involved in or related to instructing the course in 
which the student is enrolled.

• Keep the MOA secured in a safe place and shred 
at the end of the semester.

Confidentiality of an MOA
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Confidentiality of an MOABy law, an individual’s disability status is a protected class of information. As such, disability status and any related documentation used to develop an MOA is considered confidential and is not part of that student’s academic record. Upon receiving an MOA from a student, professors are advised to be mindful of the sensitive nature of the document, and to speak privately with the student about the accommodations listed on the MOA. Professors should not discuss the document with other faculty or staff and should keep the document in a secure location. All MOAs can be destroyed at the end of the semester.



• Faculty are required to provide the accommodations as listed on the 
MOA unless the accommodations will fundamentally alter the nature 
of the course. 

• It is important to note that not all approved accommodations may be 
needed in any one context and some necessary accommodations may 
not have been foreseen. 

• The outcome of equal access depends upon the faculty member’s 
receptivity, flexibility, and understanding.

• Faculty members should contact the campus disability counselor with 
any questions or concerns about authorized accommodations, or to 
explore alternative accommodations or a fundamental alteration.

More on Accommodations
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More on AccommodationsThe MOA is to be considered a valid legal document. Faculty must adhere to  the terms of the document (i.e., the accommodations) unless they fundamentally alter the nature of a course. Faculty are not required to and, in fact, should not provide accommodations without a valid MOA. Faculty also should not provide accommodations that are not listed on the document. In the event a situation arises that is not addressed by the MOA, faculty are strongly encouraged to contact the campus DSS counselor designated on the document with any questions or concerns. DSS counselors can help faculty troubleshoot the situation to ensure the student’s needs are met and course integrity is maintained. The accommodations process works best when faculty, student, and the DSS counselor work together. 



Students with disabilities may use special equipment to gain equal access to their 
environment, including items such as service animals and wheelchairs. The latter 
may require an adjustable desk and preferential seating in a classroom.
Other items that may be used to assist students with disabilities are:

• Note takers: human, Livescribe pens, tape or digital recorders, including those used 
on their phone, tablet, or computer.

• Sign Language Interpreters.
• CART (Computer Aided Transcription Service): Faculty will be asked to wear a 

microphone  and a remote person types what is said in class. The student reads this 
transcription on a computer or tablet.

• Assistive Listening Devices: Used to amplify what the student hears when the 
instructor is using a lapel microphone.

• Alternate format materials: text-to-speech software, portable Braille note-taker, 
magnifying software/handheld tools.

Assistive Technology, Auxiliary Aids & Services
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Assistive Technology, Auxiliary Aids & ServicesUnder the ADA, students with disabilities are also able to use assistive technology, auxiliary aids and other services to access their education. As an example, a student who uses a wheelchair may require the use of an adjustable desk and preferential seating in the classroom for easy and safe access to and from the room. Upon request, a DSS counselor can facilitate the process to ensure the furniture is placed in the classroom in the correct location. Each College campus now has accessible furniture available for student use.  A student who is deaf or hard of hearing may require the use of a sign language interpreter or synchronous captioning of a lecture also known as CART.  In this case, the Interpreter Services Office would arrange for these services. Some other items that can assist students with disabilities in the classroom are audio recorders, magnifiers, or text to speech software. Please refer to the Glossary for more information. 



• Extended time for testing.
• Taking an exam in the campus Testing Center.
• Use of formula charts or cue cards.
• Use of a four-function calculator.
• Short breaks during class lectures.
• Use of a digital recorder or smart pen for note 

taking.
• Volunteer student note-taker in the classroom.
• Use of assistive listening device (FM unit).
• Providing alternative format textbooks.
• Use of interpreter services.
• Accessible desk.
• Preferential seating.
• Flexibility on attendance policy.

Some Common Accommodations
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Some Common AccommodationsAt the College, there are a variety of accommodations available to students with disabilities. Again, the accommodations listed on a student’s MOA are individualized to that student and granted to provide access to the course curriculum, materials and/or physical classroom. Please note that students can decide to use some accommodations in some classes and other accommodations in other classes, based on their needs and the content and format of each class. In fact, students may choose not to use their accommodations at all. For more complete explanations about different accommodations, please refer to the Glossary.



• Open-book/untimed exams.
• Extra time on homework or assignments.
• Individual personal tutors/academic coaches.
• Mandated weekly or bi-weekly parent/student/professor meetings.
• Comprehensive diagnostic evaluations paid for by the college to 

determine student eligibility.
• Special classes for students with disabilities.
• Individual personal care services (including aides in a classroom).
• Individual assistance to and from class.

Accommodations NOT offered
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Accommodations NOT offeredThere are a number of accommodations that are not granted at the College because they are not considered to be reasonable in the post-secondary setting. Some examples include open-book or untimed exams or a mandated weekly meeting between the student, their parent, and the professor.  Although some students may have received such accommodations in the K-12 setting, in higher education, students with disabilities are expected to meet all academic requirements of a course.  It is counterproductive to the student’s abilities and potential for success if faculty over-accommodate the student out of pity or fear. Again, faculty are welcomed to contact the assigned DSS counselor to discuss any concerns.



True or False?

Faculty can share information on a student’s MOA with other faculty 
and staff members.

Question 7
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Question 7. True or False?  Faculty can share information on a student’s MOA with other faculty and staff members.



False.

By law, an individual’s disability status is a protected class of 
information. Upon receiving an MOA from a student, professors are 
advised to be mindful of the sensitive nature of the document, and to 
speak privately with the student about the accommodations listed on 
the MOA. Professors should not discuss the document with other 
faculty or staff and should keep the document in a secure location. 

Answer to Question 7
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Answer to Question 7.  False.  By law, an individual’s disability status is a protected class of information. Upon receiving an MOA from a student, professors are advised to be mindful of the sensitive nature of the document, and to speak privately with the student about the accommodations listed on the MOA. Professors should not discuss the document with other faculty or staff and should keep the document in a secure location. 



• Request accommodations prior to the start of each semester.
• Disclose disability in a timely manner.
• Provide appropriate documentation prior to intake meeting.
• Inform DSS counselors of accommodation needs.
• Provide copies of accommodation letter to professors and talk to 

them about accommodation needs/preferences. 
• Inform DSS counselor of barriers/concerns as they arise. 

Student Responsibilities
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Student ResponsibilitiesStudents bear a number of responsibilities related to the accommodations process. The process cannot start unless the student discloses a disability to the DSS office and requests accommodations by completing the DSS intake packet and providing the appropriate paperwork. Students are also responsible for requesting an updated document each semester. Ideally, this should be done prior to the start of the semester, but as previously stated, a student can submit an MOA to their professors at any time during the semester. Most importantly, students are responsible for contacting their assigned DSS counselor as soon as possible if any barriers arise.



• Accept the MOA. Have the student make an appointment with you to speak privately to 
review/discuss the accommodations and how they will be implemented in your course.

• Do not ask the student specifics about his or her disability. Focus on the 
accommodations and how you can support a positive learning experience for the 
student.

• Do not provide any accommodations or over-accommodate unless you have a currently 
approved MOA.

• It is recommended that the campus Testing Center be used for any exam or test 
involving extended time and/or a reduced distraction environment.

• When using the Testing Center, prepare the test as indicated on the MOA (i.e., large 
font, paper copy of exam, extended time set, etc.).

• Classroom management may play a larger than average role with some students with 
disabilities. Please intervene as necessary, or contact the DSS Counselor listed on the 
MOA.

• Document any concerns you have regarding problems or concerns.

Faculty Responsibilities
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Faculty ResponsibilitiesFaculty are also important to the accommodations process. NOVA serves a large population of students with disabilities, so it is very likely that one may enroll in your class. Your openness and receptivity to assisting the student with accessing their education contributes to that student’s success. Thus, if you are presented with an MOA, please accept it, talk privately with the student about their needs in your class, and follow up with the assigned DSS counselor if you have questions. Also, if you are contacted by a DSS counselor about a student with an MOA, please respond in a timely manner so the situation can be resolved. Lastly, please remember that all students are subject to the NOVA Code of Conduct, so please do not hesitate to document any concerns about any student regardless of disability status.



True or False?

If a student asks for an accommodation without first providing a valid 
MOA, the instructor must provide the requested accommodation.

Question 8
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Question 8.  True or False? If a student asks for an accommodation without first providing a valid MOA, the instructor must provide the requested accommodation.



False.

The accommodations process cannot start unless the student discloses 
a disability to the Disability Support Service office, or DSS, and requests 
accommodations by completing the DSS intake packet and providing 
the appropriate paperwork.  Only after the student receives a 
Memorandum of Accommodation or MOA and presents it to the 
instructor should the instructor provide the approved 
accommodations.

Answer to Question 8
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Answer to Question 8.  False. The accommodations process cannot start unless the student discloses a disability to the Disability Support Service office, or DSS, and requests accommodations by completing the DSS intake packet and providing the appropriate paperwork.  Only after the student receives a Memorandum of Accommodation or MOA and presents it to the instructor should the instructor provide the approved accommodations.



“Disability etiquette” is a term used to describe appropriate 
and respectful words and behaviors when interacting with 
individuals with disabilities. 
A disability is a medical diagnosis. It should not define the 
individual or student; it is a single aspect among many - tall, 
shy, brown haired, wears glasses, has ADHD - that can be used 
to describe the individual. It is inappropriate to use just a 
single descriptor to describe an individual, especially choosing 
the disability as the descriptor.

Disability Etiquette – Background Information
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Disability Etiquette – Background Information“Disability etiquette” is a term used to describe appropriate and respectful words and behaviors when interacting with individuals with disabilities. A disability is a medical diagnosis. It should not define the individual or student; it is a single aspect among many that can be used to describe the individual. Someone could be tall, wear glasses, or have ADHD, or all three. It is inappropriate to use just a single descriptor to describe an individual, especially choosing the disability as the descriptor.



To ensure Inclusion, Freedom, and Respect for all, it’s time to embrace 
People First Language.

Words are powerful. Using appropriate 
language enables us to acknowledge 
individuality and validate dignity. People 
first language dictates that we put the 
person first and the disability second. For 
example, someone may be diagnosed 
with epilepsy, but that person should not 
be described as an “epileptic.” Similarly, a 
person who uses a wheelchair is not 
“bound to a wheelchair.”

Disability Etiquette –
People First Language
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Disability Etiquette – People First LanguageIt is important to treat people with disabilities with the same dignity and respect as you would treat any other person.  People first language dictates that we put the person first and the disability second. Although a student may have a diagnosis of autism, that person should not be referred to as autistic.

http://www.disabilityisnatural.com/images/PDF/pfl09.pdf


To ensure Inclusion, Freedom, and Respect for all, it’s time to embrace People First Language.

Examples of People First Language
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Examples of People First LanguageThere are many words and phrases in every day language that we use to describe others.  The chart shown provides a people first perspective on how we can use language differently to describe people with disabilities.  For example, if a student is diagnosed with a brain injury it is not unreasonable to expect that his brain will process information differently, but he should not be described as brain damaged.  We all learn differently regardless of the presence or absence of a diagnosis.  There is no such thing as normal or typical when it comes to describing an individual or their learning style.

http://www.disabilityisnatural.com/images/PDF/pfl09.pdf


• Remember, students with disabilities are individuals first and have the same 
needs as any other student: to learn, succeed, be understood, and respected. 

• Always focus on the individual’s needs and abilities, not the needs and abilities of 
someone you knew with the same diagnosis.

• Learning is a major life activity. Individuals with disabilities live, work, play, and 
study in all parts of society.  You will likely interact with someone who has a 
disability at some point everyday, including in classrooms, labs, libraries, or just 
walking around campus.

• You may feel uncomfortable around an individual with a disability and may not 
know what to say or how to behave. That is only human when we are faced with 
the unfamiliar.  Remember, treat them like you would another individual.

• However, whenever you are unsure of how to interact with a student with a 
disability, remember that it’s okay to ask the student!  Just do so privately and 
respectfully, not in front of their peers.

Disability Etiquette – Final Thoughts
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Disability Etiquette – Final ThoughtsLearning is a major life activity.  Individuals with disabilities live, work, play, and study in all parts of society. You will likely encounter someone who has a disability at some point everyday. While you may feel uncomfortable and may not know what to say or how to act, just ask but do so respectfully. When dealing with students with accommodations, focus on the students’ individual needs and abilities.  These may differ from student to student even though they may similar accommodations.  Just remember to maintain privacy.



Which of the following is an example of people first language?
A. Remember to help the handicapped.
B. She is wheelchair bound.
C. The college provides handicapped parking.
D. He is autistic.
E. Those are normal children.
F. None of the above.
G. All of the above.

Question 9
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Question 9. Which of the following is an example of people first language?Remember to help the handicapped.She is wheelchair bound.The college provides handicapped parking.He is autistic.Those are normal children.None of the above.All of the above.



Use this… Do not use this…

Remember to help people with 
disabilities.

Remember to help the handicapped.

She uses a wheelchair. She is wheelchair bound.

The college provides accessible parking. The college provides handicapped 
parking.

He has autism. He is autistic.

Those are children without disabilities. Those are normal children.

Which of the following is an example of people first language?
The answer is F - None of the above. Remember to put the person first and 
the disability second.

Answer to Question 9
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Answer to Question 9. The answer is F - None of the above. Remember to put the person first and the disability second, such as…Remember to help people with disabilities.She uses a wheelchair.The college provides accessible parking.He has autism.Those are children without disabilities.



You have successfully completed the 
“Instruction & Interaction:
Equity, Accessibility, and Inclusion” 
instructional module.  If you have 
questions, please contact the Office of 
Disability Support Services or the 
disability services counselor on your 
campus.

Thank you.  

Congratulations!
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Congratulations!You have successfully completed this instructional module on equity, accessibility and inclusion.  If you have questions, please contact the Office of Disability Support Services or the disability services counselor on your campus.Thank you.
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