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[bookmark: _Toc236941689]Location and Hours

Address: Suite L.66, New Building, 524 West 59th Street, New York, NY 10019
Phone: (212) 237-8031
Email: accessibilityservices@jjay.cuny.edu
Office Hours: 9:00 AM – 5:00 PM, Monday to Friday
Virtual Walk-In Hours (Wednesdays): 1:30 PM – 2:30 PM

[bookmark: _Toc236941690]Staff Directory

Elena Beharry, PsyD — Director, Office of Accessibility Services
· Email: ebeharry@jjay.cuny.edu
Charles Ablakulov — Associate Director
· Email: cablakulov@jjay.cuny.edu
Gizele Terry, MS.Ed — Assistant Director
· Email: gterry@jjay.cuny.edu
Esmerlin Andujar — Student Disability Services Specialist
· Email: eandujar@jjay.cuny.edu
Jonathan Zou — Assistive Technology Coordinator
· Email: jonathan.zou@jjay.cuny.edu
· Phone: (646) 557-4401
Cinthia Salgado — Exam Coordinator
· Email: csalgado@jjay.cuny.edu
Brittany Kuglemas — Administrative Coordinator
· Email: bkuglemas@jjay.cuny.edu

Office of Accessibility Services – Meet Our Team Directory
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[bookmark: _Toc236941692]Main Contact
Phone: (212) 237-8031
Email: accessibilityservices@jjay.cuny.edu

[bookmark: _Toc236941693]Contacts for Specific Issues

For Accommodation Appeals or Concerns

Elena Beharry, PsyD, Director, Office of Accessibility Services
Email: ebeharry@jjay.cuny.edu

For Title IX Issues (Pregnancy/Related Conditions)

Jessica Greenfield, Title IX Coordinator
Email: jgreenfield@jjay.cuny.edu

For Compliance Questions/Complaints

Alisa Cupid, Chief Diversity Officer
Email: CDO@jjay.cuny.edu

For Teaching and Learning Support

Gina Rae Foster, Director, Teaching and Learning Center
Email: gifoster@jjay.cuny.edu
Email: TLC@jjay.cuny.edu

For CUNY Accommodate Technical Support

Central Office of Disability Programs
Email: Disability@cuny.edu

For Mental Health Issues/Concerns

Wellness Center
Email: jjcwellness@jjay.cuny.edu 
[bookmark: _Toc236941694][bookmark: Academic_Support_Resources]Academic Support Resources

Math & Science Resource Center (MSRC): Serves undergraduate students in Math, Science, and Computer Science courses; provides academic support and tutoring.

Address: Suite 01.94, New Building, 524 West 59th Street, New York, NY 10019
Phone: (646) 557-4635
Email: msrc@jjay.cuny.edu  


Alan Siegel Writing Center: Free service for all matriculated students; assistance with writing and skill development; workshop opportunities.

Address: Suite 01.68, New Building, 524 West 59th Street, New York, NY 10019
Phone: (212) 237-8569
Email: N/A
Virtual Desk: Monday – Thursday, 11am to 7pm
		Meeting ID: 897 2372 5773
		Passcode: 408212
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[bookmark: _Toc236941696]Mission Statement

The mission of the Oﬃce of Accessibility Services at John Jay College is to ensure that students with disabilities have equal access to all college programs, services and activities. It is our objective to provide students with disabilities an impactful learning experience. The Oﬃce of Accessibility Services challenges every individual to be independent, responsible problem-solvers and self-advocates in charge of their own lives.

Source: Accessibility Services

[bookmark: _Toc236941697]Our Commitment

We work closely with the entire John Jay community to ensure students have access to:
· Academic adjustments 
· Auxiliary aids and services
· Programs and support services
· Resources both on campus and through outside agencies

Guided by AHEAD principles, OAS values a positive, student-centered approach to academic accommodations characterized by:
· Self-advocacy
· Student learning and independence
· Equal access for all students
· Conﬁdentiality and privacy
· Universal design principles
· Removal of barriers to ensure opportunities for academic success
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Faculty and staﬀ at John Jay College must adhere to federal and state laws protecting students with disabilities. Understanding these legal mandates is essential for compliance and ensuring equitable treatment of all students.

[bookmark: _Toc236941699]Section 504 of the Rehabilitation Act of 1973

Under Section 504, entities receiving federal funding (including John Jay College) are required to:
· Make all services accessible to individuals with disabilities
· Provide reasonable accommodations to students with documented disabilities
· Ensure students with disabilities can participate in and beneﬁt from all educational programs and activities

Students who have self-identiﬁed as having a disability, provided documentation, and requested reasonable accommodations are legally entitled to receive approved modiﬁcations.

Source: U.S. Department of Labor, Section 504, Rehabilitation Act of 1973

[bookmark: _Toc236941700]Americans with Disabilities Act (1990)

The ADA requires that:

· No qualiﬁed individual with a disability shall be excluded from participation in or be denied beneﬁts of services, programs, or activities based on their disability
· Public entities, including educational programs, must make reasonable modiﬁcations to policies, practices, or procedures when necessary to avoid discrimination
· Accessible facilities, auxiliary aids and services must be provided

ADA Definition of Disability
A person with a disability has:
1. A physical or mental impairment that substantially limits one or more major life activities, OR
2. A record of such an impairment, OR
3. Is regarded as having such an impairment

Source: U.S. Department of Justice, Civil Rights Division, Americans with Disabilities Act
[bookmark: _Toc236941701]Americans with Disabilities Act Amendments Act (2008)

The ADAAA broadened the deﬁnition of "disability" to include:

· Conditions aﬀecting major life activities, including learning, concentrating, and thinking
· Speciﬁc physical symptoms and manifestations
· Less stringent documentation requirements
· Emphasis on individual circumstances rather than strict diagnostic categories

These changes were designed to reduce discrimination and make the accommodation process less burdensome for individuals seeking services.

Source: U.S. Equal Employment Opportunity Commission, ADA Amendments Act

[bookmark: _Toc236941702]CUNY Policy on Reasonable Accommodations

CUNY Policy 7.10 outlines the institutional framework for providing reasonable accommodations. Key provisions include:
· All accommodation requests must be vetted through OAS
· Accommodation may require modifications to academic requirements, testing practices, educational aids, or other aspects of a student's participation in academic programs and activities
· Students seeking accommodation services should be referred to OAS, which is responsible for evaluating requests for reasonable accommodations and academic adjustments.
· Once OAS has approved accommodations, faculty and staﬀ must cooperate in ensuring delivery

Source: City University of New York, Policy 7.10, Effecting Reasonable Accommodations and Academic Adjustments Procedures Relating to Accommodations and Accessibility for Students
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[bookmark: _Toc236941704]HIPAA and Protected Health Information

The Oﬃce of Accessibility Services is a HIPAA-compliant oﬃce and does not disclose Protected Health Information (PHI) with instructors or anyone else without written student permission.

Source: U.S. Department of Health and Human Services, Health Information Privacy

[bookmark: _Toc236941705]Conﬁdentiality Requirements

Conﬁdentiality is extremely important in all matters pertaining to students with disabilities. Faculty and staﬀ must:
· Maintain strict conﬁdentiality of all disability-related information
· Refrain from requesting documentation or medical information regarding a student's disability.
· Not discuss a student's disability status or accommodation with other students or faculty.
· Not disclose accommodation information publicly or in class.
· Use disability-related information only as necessary to implement approved accommodations and academic adjustments.
· Discuss accommodations in a private setting and a confidential manner.

[bookmark: _Toc236941706]Key Principles

Instructors are entitled to know: Whether a student has registered with OAS and the accommodations or academic adjustments approved for implementation in the instructor's course.

Instructors are NOT entitled to know: The speciﬁc nature of the student's diagnosis, medical condition, or supporting documentation, unless the student voluntarily chooses to disclose that information.

Students may disclose: Their disability status to faculty if they choose to do so.

Faculty cannot ask about: The diagnosis or medical details underlying an accommodation request.


[bookmark: _Toc236941707]FERPA (Family Educational Rights and Privacy Act)

Federal regulations protect the conﬁdentiality of student records. Key points:

· Adult students (18+): Parents or guardians cannot receive information without the student’s written authorization
· In general, a student's education records may not be disclosed to parents, guardians, or other third parties without the student's prior written consent, unless a FERPA exception applies


To authorize someone to discuss student information:

1. Complete the FERPA Authorization Form
2. Submit to: Jayexpress@jjay.cuny.edu 
3. Forward approved authorization to: accessibilityservices@jjay.cuny.edu 
a. Processing time for online FERPA authorization forms ranges from three to five business days.
b. Same-day processing is available if completed in-person at Jay Express.

Source: U.S. Department of Education, 34 CFR Part 99, Family Educational Rights and Privacy
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[bookmark: _Toc236941709]Student Rights

Students with identiﬁed disabilities have the right to:

· Full and equal participation in and access to courses, programs, services, and activities of John Jay College
· Reasonable accommodations, academic adjustments, and/or auxiliary aids and services
· Privacy and conﬁdentiality of information regarding their disability
· Reasonably available information in accessible formats

[bookmark: _Toc236941710]Student Responsibilities

· Meet institutional qualiﬁcations and maintain essential institutional standards
· Self-identify as an individual with a disability when seeking accommodations
· Provide appropriate documentation from a licensed professional source
· Follow published university procedures for obtaining accommodations
· Submit a Semester Request each semester to activate accommodations
· Request exam accommodations at least 7 calendar days before scheduled exams

[bookmark: _Toc236941711]Faculty Rights

Faculty members have the right to:

· Be notiﬁed by students who require reasonable accommodations
· Provide reasonable accommodations without altering the fundamental nature of the course
· Discuss how accommodations can be satisﬁed with OAS
· Use the Faculty Liaison as a resource
· Use the Assistive Technology Coordinator as a resource if you have questions regarding student Assistive Tech
· Fail a student with a disability who is unable to pass course requirements despite granted accommodations
· Refer students seeking accommodations to OAS when no official accommodation letter has been issued.

[bookmark: _Toc236941712]Faculty Responsibilities

Faculty members have the responsibility to:

· Implement approved accommodations communicated through OAS.
· Permit use of assistive technology in classroom and for testing when approved.
· Maintain the student's right to conﬁdentiality regarding their disability.
· Report concerns or problems associated with accommodations to OAS.
· Include an ADA accessibility statement on the ﬁrst page of all course syllabi.
· Submit course materials (textbook information) to the bookstore at least 2 weeks prior to schedule publication.
· Upload course materials to Brightspace for accessibility review using Ally.
· Ensure exams are submitted to OAS at least 48 hours before scheduled exam time.
· For online exams: Set extended time multiplier (1.5x or 2x) in Brightspace.


[bookmark: _Toc236941713]University Rights and Responsibilities

The University has the right to identify essential course standards and may deny accommodations that impose an undue hardship or fundamentally alter course objectives. The University has the responsibility to provide accessible information, evaluate students on their abilities, and maintain conﬁdentiality of disability-related records.
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[bookmark: _Toc236941715]Four-Step Student Process

Step 1: Obtain Documentation
Students must provide supporting documentation. Acceptable documentation includes: medical forms from healthcare providers, Individualized Education Plans (IEPs), 504 Plan documents, letters from therapists or healthcare providers, assessments signed by school psychologists, and educational system documentation.

If students don't have existing documentation, they can have a medical provider complete the Medical Provider Form available from OAS.

Step 2: Submit Application
Students must complete and submit the application online, upload their John Jay ID and documentation, and submit through the Public Accommodation link on the OAS website. All documentation must be in .pdf or .doc format.

Step 3: Intake Interview
OAS reviews the application and documentation. The student is notiﬁed once eligible for intake and meets with an OAS disability specialist who determines appropriate accommodations.

Step 4: Semester Request and Accommodation Letter
· Student signs the Intake Follow-up Letter in CUNY Accommodate
· Student submits Semester Request through CUNY Accommodate
· Oﬃcial Letter of Accommodation is generated for the current term

Important Note: Students must submit a new Semester Request for each semester they wish to use their approved accommodations, even if they already registered. 

Source: Office of Accessibility Services, Student Resources, How to Register

[bookmark: _Toc236941716]Accommodation Letter Distribution
· Accommodation letters are sent electronically from OAS using CUNY Accommodate
· Accommodation cards are obsolete
· Faculty will receive email notiﬁcation to log into CUNY Accommodate Faculty must electronically sign to acknowledge receipt
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[bookmark: _Toc236941718]What is CUNY Accommodate?

CUNY Accommodate is a comprehensive platform designed to streamline the management of student accommodations. The system integrates students, their accommodations, course schedules, faculty, and the CUNY Oﬃce of Disability Services into one cohesive platform.

Launch Date: January 2, 2025 (replaced Symplicity Accommodate)

[bookmark: _Toc236941719]Accessing CUNY Accommodate

Faculty Login: CUNY Accommodate
Select: Faculty | Login with CUNYFirst credentials | Username and Password: Same as CUNYFirst login

[bookmark: _Toc236941720]Faculty Dashboard Overview

· Unsigned Accommodation Letters: Accommodation letters requiring your electronic signature, organized by course
· Once signed, letters move to the "Accommodation Letters" tab

[bookmark: _Toc236941721]Key Tabs and Features

1. Accommodation Letters Tab

· View all accommodation letters received through CUNY Accommodate
· Click "Oﬃcial Accommodation Letter" to view full letter details
· Search and ﬁlter letters by course or student

2. Courses Tab

· Enrolled Students: List all students; ﬁlter to view only students with approved accommodations
· Alternative Test Room Bookings: View exam requests submitted by students with accommodations

3. Setting Up Exams

· Steps to Add New Exam:

· Go to your course and click the Exam tab Click “Add New Exam” and ﬁll out the exam form.

Exam Title: (e.g., Exam 1, Midterm, Final, Quiz 1)
Standard Test Length: Time allotted for class (e.g., 75 minutes) Location of Exam: Select "John Jay College of Criminal Justice" Exam Delivery Method: Choose how you'll deliver exam to OAS (upload, email, in-person)
Exam Return Method: Choose return preference
Items Allowed/Required: List permitted items (calculator, scrap paper, blue book, scantron, etc.)
Exam Open Date & Exam Close Date: Set to the date your class takes the exam

4. Submit the form — exam automatically associates with student requests on that date

[bookmark: _Toc236941722]Reviewing and Signing Accommodation Letters

1. Log in to CUNY Accommodate
2. View unsigned letters on the homepage (organized by course)
3. Click the Review button next to student's name
4. Review accommodation details and click to sign the electronic acknowledgement
5. Use Previous and Next buttons to review additional letters without returning to homepage

[bookmark: _Toc236941723]CUNY Support and Troubleshooting

For technical issues: Email Disability@cuny.edu (include course name, student name, specific issue).

Resources:
· CUNY Central Computing & Information Services Accommodate Training Resources
· CUNY Login Required
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[bookmark: _Toc236941725]Syllabus Accessibility Statement (Required)
All faculty must include an ADA accessibility statement on the first page of the syllabus. 

Suggested language:

“I am committed to creating a course that is inclusive in its design. Students who need accommodation due to a disability are encouraged to contact the Office of Accessibility Services (OAS) within the first week of class or as soon as possible thereafter. Requests for Accommodations can only be approved by OAS. Students with disabilities are entitled to confidentiality regarding their disability-related status or details. Students are not required to disclose their specific disability to their instructors or anyone else. All OAS approved accommodations will be honored and implemented in my course.”

Include OAD Contact Information

Address: Suite L.66, New Building, 524 West 59th Street, New York, NY 10019
Phone: (212) 237-8031
Email: accessibilityservices@jjay.cuny.edu
Office Hours: 9:00 AM – 5:00 PM, Monday to Friday
Virtual Walk-In Hours (Wednesdays): 1:30 PM – 2:30 PM

Office of Accessibility Services Website

[bookmark: _Toc236941726]Textbook and Couse Materials Submission

Compliance Deadline: Textbook and course materials information must be submitted to Akademos/Vitalsource at least 2 weeks prior to when the schedule of classes becomes available. This ensures course materials are accessible to students with disabilities by the ﬁrst day of class.

[bookmark: _Toc236941727]Course Material Accessibility Using Ally
Ally is a built-in accessibility tool within Brightspace that scans course materials for accessibility issues, generates alternative formats (HTML, ePub, PDF, Daisy), and enables students to choose how to engage with digital content. All faculty are recommended to upload course materials to Brightspace regardless of course modality.

Resources:
· Ally for LMS Help for Instructors
· Brightspace Accessibility Checker
· JJAY LMS Accessibility Webinar Recording
· Brightspace Instructor Support: LMS.faculty@jjay.cuny.edu
· Brightspace Student Support: LMS.student@jjay.cuny.edu 

[bookmark: _Toc236941728]Creating Accessible Microsoft Office Documents and PDFs

1. Author in Word First, Then Convert to PDF — use Adobe Acrobat Pro; avoid "printing to PDF"
2. Use Structured Formatting — use built-in heading styles (Heading 1, 2, 3, etc.)
3. Add Alt Text to Images — include descriptive alt text for all images
4. Accessible Tables — use table header rows; avoid nested tables or merged cells
5. Use Descriptive Links — avoid "click here"; use descriptive text that explains where the link leads
6. Avoid Color Alone to Convey Information — ensure suﬃcient contrast (4.5:1 for normal text)
7. Use Microsoft Word's Accessibility Checker — Review → Check Accessibility
8. For Scanned Documents — use OCR to convert images to searchable text
9. PowerPoint Accessibility — use built-in slide layouts; include slide titles; add alt text to images

Resources:
· CUNY Accessible PDF and Microsoft Oﬃce Guidance
· CUNY Central Computing & Information Services Digital Accessibility Training SharePoint Recordings
· CUNY Login Required
· CUNY Designing for All: Digital Accessibility in Practice self-paced Brightspace course
· CUNY Login Required
· Faculty and Staff can also request access from their campus LMS Administrator 
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[bookmark: _Toc236941730]Class Lecture Notes Provided

Accommodation: Instructors must provide the slides and lecture notes on an agreed amount of time ahead of each class.

[bookmark: _Toc236941731]Alternative Format Course Materials

Accommodation: All classroom materials which all students are required to access must be available in an accessible format. Course materials may include, but are not limited to, documents, books, videos, and recordings.

[bookmark: _Toc236941732]Additional Time - Individual Work

Accommodation: The student is aware that they may request a specific amount of additional time on individual course assignments, as needed, due to disability related reasons. Students and professors who require support with these requests should reach out to their Disability Services Office.

[bookmark: _Toc236941733]Additional Time Exam 1 and 0.5

Accommodation: The student receives time and a half on all quizzes, tests, and examinations that are clock-timed. (e.g., exam is 2 hours, the student has three hours.)

[bookmark: _Toc236941734]Flexible Attendance

Accommodation: The student may miss class due to a documented disability. The student has been advised to communicate with their instructor if they will occasionally miss class for this reason.

[bookmark: _Toc236941735]Audio Recording of Class Lectures

Important Note: As of April 2026, John Jay College prohibits the recording of class meetings and lectures except when the recording is an approved disability accommodation. Faculty should only allow recording when the student presents an official OAS accommodation letter listing audio recordings as an accommodation AND has completed the college’s Recording Acknowledgement Form.

When recording is approved as an accommodation, the student:

· May record only for personal use in study and preparation related to class
· May not share recordings with other students
· Recordings are protected under federal copyright law and cannot be published or quoted without express lecturer’s consent
· Must destroy recordings when no longer needed
· Must record only the instructor's voice, not other students (especially during discussions)
· Must follow all rules outlined in the Recording Device Agreement Form

Faculty Announcement (for recorded classes)

Suggested Language

"This lecture will be recorded and its use is governed by the John Jay College Student Code of Conduct. Neither the recording nor the transcription shall be released or shared with any other student. In the event that students might share information of a personal or sensitive nature during the class discussion and/or a student prefers to not be recorded, please notify the instructor and the recording will be stopped when you speak. Students who do not wish for their voice to be recorded may also use an alternative means of participating and ask questions. Students who wish to remain anonymous in a recorded lecture will not be penalized for this choice."

Note: Recording Device Agreement Form available upon request.

[bookmark: _Toc236941736]Note-Taking Support Services

Support through: copy of professor's notes, recordings of lectures, use of assistive technology, use of laptop or mobile device, or permission to use recorder.
Important Note: Note-taking support supplements students' personal notes and is NOT a substitution for classroom attendance, participation, or personal notes.

[bookmark: _Toc236941737]Assistive Technology

Assistive Technology includes software, apps, and devices that help students with disabilities succeed academically. Common AT includes text-to-speech software, speech-to-text software, note-taking apps, study skill apps, reading tools (Otter AI, etc.), and digital accessibility tools.

Otter AI is an AI-powered tool available to students that transcribes class lectures and generates smart notes with speaker tags and keywords. Faculty should allow student use of Otter AI; the student provides their own device/equipment. 

Questions about AT: Contact Jonathan Zou, Assistive Technology Coordinator at Jonathan.zou@jjay.cuny.edu or (646) 557-4401.
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Important Testing Principle: All testing accommodations for in-person exams must take place in the OAS Testing Center unless OAS approves a different arrangement in advance. Faculty should NOT provide testing accommodations on their own.

[bookmark: _Toc236941739]Extended Time

Usually approved in increments of 1.5x or 2x the allotted time (e.g., a 75-minute exam becomes 112 or 150 minutes). For online exams in Brightspace: Access course "Classlist" → click arrow beside student's name → "Edit Accommodations"
→ set multiplier.

[bookmark: _Toc236941740]Computers for Exams

Computer use for exam responses avoids physical fatigue, provides legible responses, and supports students with motor control issues. OAS provides a computer without internet access; students may use pre-approved personal computers.

[bookmark: _Toc236941741]Testing Less Distractive Environment

The student will take exams in a less distracting environment, typically organized in conjunction with your campus Disability Services Office.

[bookmark: _Toc236941742]Readers for Exams

Text-to-speech software or an OAS-employed reader reads exam questions aloud. OAS staﬀ arranges reader accommodations.

[bookmark: _Toc236941743]Use of Calculator, Spell Check, and Grammar Check

Calculator must be pre-approved by the instructor. Spell/grammar check is appropriate when the student has a documented disability aﬀecting spelling/ grammar.

[bookmark: _Toc236941744]Exam Submission and Management

Submission Timeline: Exams must be submitted to OAS at least 48 hours before the beginning of the exam via: CUNY Accommodate (preferred), email to accessibilityservices@jjay.cuny.edu, or drop oﬀ in person at Suite L.66.

Student Request Timeline: Students must request exam accommodations at least 7 calendar days before the scheduled exam. Three allowed late submissions per semester; after the 3rd, students must meet with the Director.

Exam Return: OAS typically returns exams by the next business day. Students cannot be penalized for delays in exam return.

[bookmark: _Toc236941745]Grading

Grade accommodated exams using the same standards as regular exams.


[bookmark: _Toc236941746][bookmark: Special_Considerations]Special Considerations

[bookmark: _Toc236941747]Pregnancy and Related Conditions

John Jay College does not discriminate against students on the basis of pregnancy, childbirth, related medical conditions, or parental status. If a student discloses pregnancy, faculty must provide the Title IX Coordinator's contact information (Jessica Greenﬁeld, jgreenﬁeld@jjay.cuny.edu) and inform the student that they are eligible for accommodations.

Example Accommodations: Asynchronous Exam Administration, ﬂexible attendance, extended time for assignments.

Title IX Resources: jgreenfield@jjay.cuny.edu 
Office of Compliance: Alisa Cupid, Chief Diversity Officer: CDO@jjay.cuny.edu 
OAS: accessibilityservices@jjay.cuny.edu 

Source: U.S. Department of Justice, Civil Rights Division, Title IX Of The Educational Amendments of 1972

[bookmark: _Toc236941748]To File a Grievance and Reporting Discrimination, Harassment, and Retaliation Reporting Form

If a student wants to file a grievance they should contact Alisa Cupid the Chief Diversity Officer at CDO@jjay.cuny.edu. 

Students who wish to report discrimination, harassment, or retaliation can complete the Discrimination, Harassment, and Retaliation Reporting Form.

[bookmark: _Toc236941749]Online Learning and Students with Disabilities

Faculty must ensure all online learning platforms are accessible and encourage students with accessibility concerns to contact OAS early. Board of Trustees policy requires all fully online courses to use the University-supported LMS (Brightspace) or an alternative LMS meeting CUNY cybersecurity and data privacy requirements.
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[bookmark: _Toc236941751]Syllabus and Course Design

· Syllabus has up-to-date ADA accessibility statement on ﬁrst page
· ADA statement includes OAS contact information
· Course materials uploaded to Brightspace
· Course materials reviewed with Ally for accessibility issues
· Textbook information submitted to bookstore (2+ weeks before scheduled publication)
· Course materials in accessible formats (Word docs tagged, PDFs tagged and searchable)
· Images have alt text; tables have headers
· Links are descriptive (not "click here")
· Color not used alone to convey information

[bookmark: _Toc236941752]CUNY Accommodate

· Log into CUNY Accommodate (https://cuny-accommodate.symplicity.com/)
· Familiarize yourself with the Faculty Dashboard
· Know how to view accommodation letters
· Know how to access course enrollment and student accommodations

[bookmark: _Toc236941753]Accommodation Letter Management

· Review accommodation letters when they arrive
· Electronically sign to acknowledge receipt
· Keep copies for your records
· Meet with student in conﬁdential setting to discuss accommodations if needed

[bookmark: _Toc236941754]Course Accommodations

· Provide approved classroom accommodations consistently
· Maintain student conﬁdentiality about disability
· Refer students to OAS if they disclose disability directly
· Do NOT provide accommodations without oﬃcial accommodation letter
· Do NOT attempt to negotiate alternative accommodations (contact OAS instead)

[bookmark: _Toc236941755][bookmark: Testing_Checklist]Testing Checklist

[bookmark: _Toc236941756]Before Exam:

· Submit exam to OAS at least 48 hours before exam date (preferred: CUNY Accommodate)
· Include clear exam instructions and note any special testing procedures
· List items students are allowed to have (calculator, scrap paper, blue book, etc.)
· For online exams: Set extended time multiplier (1.5x or 2x) in Brightspace

[bookmark: _Toc236941757]After Exam:

· Retrieve exams from OAS (coordinate timing)
· Do NOT penalize students for exam return delays
· Grade accommodated exams using same standards as regular exams



[bookmark: _Toc236941758][bookmark: FAQs]Frequently Asked Questions
[bookmark: _Toc236941759]General Questions

Q: How should I approach a student who I suspect may have a disability about accessing services through the Office of Accessibility Services?

A: If a staff member believes a student may benefit from additional support, the conversation should focus on informing the student about available campus resources and encouraging them to explore those services if they choose. The decision to register with the Office of Accessibility Services is always up to the student. Staff should not make assumptions about whether a student has a disability or whether they qualify for accommodations. Staff should also avoid asking a student if they have a disability or suggesting that they need accommodations.

Suggested Response: At John Jay College, we encourage faculty and staff to inform students about the support resources available through the Wellness Center, including the Office of Accessibility Services, Counseling Services, and Health Services.

A staff member might say: "I want to make sure you're aware of some of the support resources available to you at the College. If you think you could benefit from any of these services through the Wellness Center, I encourage you to connect with the appropriate office to learn more about the resources available."

This approach respects the student's privacy, supports their right to make their own decisions, and ensures they are aware of the services and resources available to them.

Q: Can I fail a student with a disability?

A: Yes. Students with disabilities are held to the same academic standards as all students. Accommodations provide equitable access to learning and assessment opportunities, but they do not guarantee a passing grade or academic success.

[bookmark: _Toc236941760]Recording Questions

Q: A student asked to record my lectures. Should I allow this?

A: John Jay College prohibits recording of class meetings and lectures except when recording is an approved disability accommodation. You should only allow recording when: the student presents an oﬃcial OAS accommodation letter listing audio recording as an approved accommodation. *Please note that the student must sign a Recording Device Agreement Form

 
Q: When must a student notify me of accommodation needs?

A: Students are encouraged to notify instructors as soon as they receive their accommodation letter. Faculty should state their preferred timeline in the syllabus.

*Students can apply for accommodations at any time during the semester.

Q: Can I ask a student about their disability or see their medical documentation?

A: No. Documentation is conﬁdential. The accommodation letter speciﬁes what is approved.

Q: Do I have to follow OAS-approved accommodations?

A: Yes. Approved accommodations must be implemented. Failing to do so violates federal law (ADA and Section 504). Contact Elena Beharry, PsyD at ebeharry@jjay.cuny.edu before raising concerns with the student.

[bookmark: _Toc236941761]Speciﬁc Accommodation Questions

Q: What if a student tells me they have a disability but doesn't have an accommodation letter?

A: Direct the student to the Office of Accessibility Services to discuss their needs. You are not required to provide any accommodations without an oﬃcial letter.

Q: By providing accommodations, am I giving students with disabilities an unfair advantage?

A: No. Accommodations ensure equal educational opportunity and level the playing ﬁeld so students can demonstrate their knowledge and abilities.

[bookmark: _Toc236941762]Technology and Accessibility Questions

Q: What is Ally?

A: Ally is a built-in accessibility tool in Brightspace that scans course materials for accessibility issues and generates alternative formats. Review Ally reports and remediate materials before the course starts.

Q: Do I need to make my PDFs accessible?

A: Yes. PDFs should be tagged and contain searchable text. Author in Word ﬁrst, use heading styles, add alt text to images, and convert using Adobe Acrobat Pro. See resources provided on page 19.


[bookmark: _Toc236941763]Conﬁdentiality and Privacy Questions

Q: Can I disclose someone's disability to others?

A: No. You must maintain strict conﬁdentiality at all times.

Q: If a student's parent calls me, can I discuss their child's accommodations? 

A: No. FERPA/HIPPA protects student conﬁdentiality. Please direct all inquires regarding accommodations to the Office of Accessibility Services.




[bookmark: _Toc236941764][bookmark: Resources_and_Support]Resources and Support
[bookmark: _Toc236941765]John Jay College General Resources

	Resource
	Contact

	Office of Accessibility Services
	accessibilityservices@jjay.cuny.edu
(212) 237 – 8031
Suite L.66, New Building

	Math & Science Resource Center (MSRC)
	msrc@jjay.cuny.edu  
(646) 557-4635
Suite 01.94, New Building

	Alan Siegel Writing Center
	(212) 237-8569
Suite 01.68, New Building

	Teaching and Learning Center (TLC)
	gifoster@jjay.cuny.edu
tlc@jjay.cuny.edu

	Office of Compliance & Diversity
	Alisa Cupid
CDO@jjay.cuny.edu
(212) 393-6310




[bookmark: _Toc236941766]CUNY-Wide Resources

· CUNY Accommodate
· CUNY Accessibility
· Accessible PDF/Microsoft Office Guidance
· Brightspace Accessibility FAQ
· John Jay LMS User Guides & Tutorials
· John Jay LMS Workshops and Webinars
· CUNY Central Computing & Information Services Digital Accessibility Training SharePoint Recordings
· Faculty Guide for Teaching Students with Disabilities


[bookmark: _Toc236941767][bookmark: Faculty_Tips_for_working_with_students]
Tips for Faculty Working with Students with Disabilities


1. Adopt an Open and Respectful Mindset: An effective starting point is to approach each student as an individual rather than as a diagnosis. Avoid assumptions about what a person can do, whether help is needed, or what kind of help would be useful; instead, faculty should ask respectful questions, listen carefully, and allow the student to describe needs in their own terms.14 Faculty should also remember that disabilities may be visible, non-visible, temporary, chronic, episodic, physical, sensory, psychological, cognitive, or neurological. A student's need for flexibility, alternate formats, assistive technology, or a different way of participating may not be obvious from appearance alone.

2. Lead with Access in Course Design: Accessible teaching starts before the first class meeting. Universal design should shape learning spaces, physical spaces, digital spaces, and events so that more people can participate without needing separate intervention. These practices help many students, not only those with formal accommodations.

3. Use Language Thoughtfully: The best practice is to follow the individual's preference when known. Respectful language, patience, and the avoidance of stereotypes or pity-based responses help create a more inclusive learning environment.

4. Exams with Images or Visual Materials: If an exam includes images, charts, diagrams, maps, graphs, or other visual materials, please ensure that a description of the visual is also provided when needed for accessibility. If the visual is essential to answering the question, the description should be concise, accurate, and detailed enough for a student to use their mastery of the course content to develop an answer.



[bookmark: _Toc236941768][bookmark: Staff_Tips_for_working_with_students]Tips for Staff Working with Students with Disabilities


1. Start with Respect, Patience, and Listening: Greet students in a routine, respectful way without drawing unnecessary attention to disability. Avoid assuming a student needs help, cannot complete a task independently, or should communicate in a particular way. Ask before assisting, and let the student explain what is useful.

2. Make Everyday Communication Accessible: Staff communications should be accessible in format, tone, and delivery. Students may need information repeated verbally, in writing, through email, or in a simplified sequence of next steps depending on the situation.

3. Improve Access in Offices, Meetings, and Events: Planning for in-person and digital events should include barrier-free routes, wide aisles, accessible seating, microphones, captioning, interpreting, and clear accommodation request processes. Those principles also apply to front-desk service areas, advising spaces, workshops, orientations, and department events.

4. Support Digital Access and Document Access: Digital content should be designed for the widest possible range of users. At John Jay, this aligns with guidance on accessible PDFs, Word documents, Brightspace materials, alt text, descriptive links, and searchable text.

5. Know When to Refer and When to Coordinate: Staff do not need to solve every access issue alone. A strong practice includes knowing which concerns should be referred to OAS, Title IX, technology support, testing support, or another relevant office.

6. ADA Elevators & Lift Location: We have two elevators located at the L2 level on the landing overlooking the 11th Ave entrance and on the 1st floor behind the John Jay statue. In addition to providing access to the library, we have a speaking elevator in the HH library and an elevator in the Westport building with a stairlift on the 2nd floor. Lastly, we also have a stairlift to the left of the HH PS desk going from the 1st to 2nd floor.
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