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BERKELEY COLLEGE Office of Accessibility Services Application for Accessibility Services and Accommodations

In accordance with the Americans with Disabilities Act (ADA), the ADA Amendments Act of 2008, and applicable state laws, colleges are required to provide reasonable accommodations which are modifications or adjustments that allow qualified students with disabilities to fully participate in college programs and activities.

At Berkeley, the accommodation process begins when a student submits a request to the personal counselor. Accommodations are determined on an individual basis, taking into account the student's documented disability and the College's ability to provide support without causing undue burden or fundamentally altering academic programs, facilities, policies, or services.

A disability, as defined by federal law, is a physical or mental impairment that substantially limits one or more major life activities. Documentation is required to establish eligibility and determine appropriate accommodations.

You should complete this form if you are:
· A prospective student requesting accommodations for the admissions process or a campus visit (e.g., extended time on an admissions exam)
· An admitted student planning to attend Berkeley College who needs accessibility support
· A current student who has not yet applied for accessibility services or accommodations

You should not complete this form if you have:
· Temporary illnesses, personal or academic challenges, or other non-disability issues. Please contact your advisor or a personal counselor.
· Pregnancy-related conditions. Please contact Katherine Wu at KNW@BerkeleyCollege.edu.

Completed applications should be sent to:

Jose Serifi
Program Coordinator, Accessibility Services
Berkeley College
44 Rifle Camp Road
Woodland Park, NJ 070424
Phone and Fax: 973-581-7113
AccessibilityServices@BerkeleyCollege.edu
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I. Student Information

Student Name:         

Date of Birth:       

Student ID#: 

Best Phone Number to Reach You: 

Best Email to Reach You:	

Have you received services in the past for a documented disability from a state vocational rehabilitation service or a community-based agency? 
Name of Agency:
Contact Person:
Dates of Service:

II. Disability Information

1. What diagnosed condition(s) are you requesting accommodations for?
(Please list all relevant physical, mental health, learning, or other disabilities.)


2. What brings you to request accommodations at this time? (For example, a new diagnosis, increased challenges, or a change in your learning environment.)


3. What challenges do you experience that affect your learning, participation, or daily functioning in college? (Be as specific as you feel comfortable. This helps us understand your needs.)

4. What strategies, tools, or environments help you learn and succeed more easily? (This could include past accommodations, study methods, or classroom setups.)

5. Have you used any accommodations or support services in the past that were helpful? (If yes, please describe what they were and how they supported your learning or participation.)


III.	Disability Information & Accommodation Request 

Please list the specific accommodations you are requesting.
Accessibility Services will review your request based on your documented condition(s), the information you provide in this form, and the requirements of your academic program. While we consider all requests carefully, not all accommodations may be approved exactly as requested.
Campus Accommodations:
· Elevator and lift access - specify location(s): 	
· Locker on campus - specify location:
· Orientation and Mobility Training
· Accommodations for campus visit
· Other
Classroom Accommodations:
☐ Note-taking services: Otter.ai or other notetaking technology that records and creates transcripts of lectures
☐ Permission to use laptop for note-taking in class 
☐ Permission to audio record lectures
☐ Accessible classroom and furniture - specify your need: 
☐ Other: 
Communication/Technology Accommodations:
☐ Assistive listening devices 
☐ Captioned videos, podcasts, or other media	
☐ Assistive Technology (please specify): 		
☐ Other:

Assignments and Exam Accommodations:
☐ Extra time to submit assignments
☐ Early access to discussion board topic
☐ Course modules are opened early
☐ Course modules are left open after the end of the week
☐ Extended time for in-class exams and quizzes
☐ Distraction reduced environment for quizzes and exams
☐ Other exam accommodations: 

Other Accommodations (Please specify):

Other Academic Services:
☐ Tutoring multiple times per week 
☐ Counseling with licensed professional counselor or social worker
☐ Academic coach to assist with organizational, time management, and study skills
☐ Monthly Zoom and in-person activities or meetings with other students with accommodations
☐ Training to use Assistive Technology (please specify what you are seeking help with): 

IV. Documentation 
Please have your healthcare provider complete the Healthcare Provider Form. You may also attach medical, neurological, or psychological documentation supporting the claim of disability from a licensed professional (e.g., reports, clinical notes, evaluations, etc.). Documentation must be no older than four years. The medical and psychological documentation must include the following:

1. Diagnosis of the condition/disability
2. Severity of the diagnosis
3. Functional limitations of the condition/disability
4. Treatments provided for the condition/disability
5. Recommendations for successful learning
6. Must-have accommodations


V. Student Rights and Responsibilities

All students with disabilities have certain rights and responsibilities with regard to ensuring that they receive equal access to academics, services, facilities, and programs at a college and/or university located in the United States. Berkeley College would like to provide you with some basic information regarding your rights and responsibilities as a student with a disability.[footnoteRef:1]   [1:  The United States Department of Education’s Office of Civil Rights has developed a pamphlet outlining the rights and responsibilities of students with disabilities. You can obtain this document at the following link: Students with Disabilities Preparing for Postsecondary Education: Know Your Rights and Responsibilities. https://www2.ed.gov/about/offices/list/ocr/transition.html
] 


RIGHTS

1. It is your right to deliver your accommodation letter(s) to any and all professors and/or instructors.  Keep in mind that you may not need all accommodations for all classes in which you are enrolled, but any professor and/or instructor from whom you will request an accommodation must have a copy of your accommodation letter in order to grant your accommodation request.
1. It is your right not to distribute your accommodation letter for any class during a given semester.  Please keep in mind that this action does not affect your right to receive accommodations for any subsequent semester at Berkeley College.
1. It is your right to request modifications to your accommodation requests. All requests for accommodation modifications will be reviewed by the accessibility support service staff member assigned to your specific campus.
1. It is your right to have your specific disability diagnosis kept confidential.  Disability-related documentation/information provided to Accessibility Services is considered an Education Record and protected under the Family Educational Rights and Privacy Act (FERPA). FERPA permits Accessibility Services to share information about the impact of a disability and accommodation eligibility with other Berkeley College school officials who have a legitimate educational interest in that information. Generally speaking, faculty and college staff outside the Office of Accessibility Services do not need to view diagnostic information related to your disability; rather, they may need to know your accommodation eligibility and your accommodations.  Sharing this “need to know” accommodation information with school officials with a legitimate educational interest does not require your consent under FERPA. Written consent IS required, however, for the release of disability related records/information to non-school officials. 
1. According to the Americans with Disabilities Act (ADA), it is your right to have your approved accommodations provided to you free of charge.

RESPONSIBILITIES

1. It is your responsibility as a student with a disability to request reasonable accommodations at Berkeley College as soon as possible, and to provide the College with sufficient time to evaluate the requisite documentation and arrange for the chosen accommodation(s).   Requests need to be submitted each semester.  Requests made after the first week of the new semester will likely result in delayed accommodations, (e.g., accommodations that take effect after the start of the enrolled semester).  
1. Upon agreement of accommodations with the Accessibility Services representative, the Accessibility Services representative will email your instructors with your accommodations. 
1. It is the responsibility of the student to contact your to instructors begin a dialogue regarding how to best implement the chosen accommodation(s). 
1. It is your responsibility as a student with a disability to know and comprehend the fact that accommodations become effective on the date the letter is delivered to your professor and/or instructor.  Accommodations are not retroactive. 
1. It is your responsibility as a student with a disability to read thoroughly each class syllabus that you receive and talk with professors and/or instructors about the ways in which the course structure and essential requirements for the course may impact the use of your accommodations. 
1. It is your responsibility as a student with a disability to report problems to Accessibility Services representative specifically about professors and/or instructors who are not providing accommodations that you were approved to receive.  Please note that this must be done during the semester the problem is occurring and not after grades have been given and/or submitted for the course in question. 
1. It is your responsibility as a student with a disability to request new accommodation letters for each semester that you would like to receive accommodations or if there is a medical and /or psychological update to your recommended accommodations. 
1. If you are a student with a disability who receives note taking assistance as an accommodation, it is your responsibility to attend class and be attentive.  You do not have the right to request a copy of notes from a class for which you were absent. 
1. If you are a student with a disability who requires an alternative testing location, or extra time on exams, it is your responsibility to arrange for this accommodation with your professors and/or instructors and Accessibility Services Representative. Proctoring is not guaranteed if 3-day notification is not given for changes in exam/quiz schedules. Absent this 3-day notification, it becomes the professor’s responsibility to make alternative arrangements with the student.  



Student’s Name (Please Print) 

______________________________________        Date ___________________

Student’s Signature

______________________________________        Date ___________________

Parent/Guardian Signature (if student is under 18)
  
______________________________________       Date ___________________


VI. Confidentiality & Release of Information

Confidentiality:
Berkeley College acknowledges that student disability records contain confidential information. A student's disability records are maintained in a confidential file with Accessibility Services (A.S.). Documentation concerning disabilities is separate from the student's general academic record. Eligibility and receipt of accommodations will not appear on a student’s academic transcript.

Disability-related information provided to AS is considered an Education Record; therefore it falls under the protection of the Family Educational Rights and Privacy Act (FERPA). FERPA permits A.S. to share information about the impact of a disability and accommodation eligibility with other Berkeley College school officials who have a legitimate educational interest. A “school official” includes, but is not limited to, ADA Coordinators, faculty and instructional staff, residence life staff, academic deans and advisors, career services, public safety and counseling. “Legitimate educational interest” means the school official needs to review an Education Record or information derived therefrom in order to fulfill his or her professional responsibilities. Generally speaking, faculty and college staff outside A.S. do not have the right or need to view diagnostic information related to your disability; rather, they might need to know your accommodation eligibility and your accommodations.  Sharing this “need to know” information with school officials does not require student consent under FERPA. 

______Please initial here to evidence your understanding of FERPA in the disabilities context.

However, student disability related medical records may be protected by separate state and/or federal laws. To the extent that a state or federal law requires your consent before A.S. shares disability related information with school officials with a legitimate interest in the information, your signature below authorizes that sharing.  This authorization will be deemed effective for the entire period you are enrolled at Berkeley College. This authorization can be revoked if and when you submit a written request to do so directly to the Director of A.S. This authorization begins at the time this form is submitted and applies during times away from Berkeley College including, but not limited to, breaks between semesters, medical leave, studying abroad, etc.

Name of Student (Please print)_________________________________________________

Signature of Student__________________________________________________________

Student ID# ________________________	                 Date __________________________

Disclosures to Third Parties
Written consent IS required for the release of disability related records to non-school officials. Berkeley College staff will provide disability documentation to a specified individual or entity after a student has provided written authorization or consent. Students are responsible for specifying what information they wish to share and with whom via a FERPA Authorization to Release Student Records form found here: https://transforms.berkeleycollege.edu/iFiller/iFiller.jsp?fref=6ea5fc31-b08f-4290-b67b-a9cba033d8a6. For more information on the privacy and release of student Education Records, please refer to the College FERPA Policy found here: https://berkeleycollege.edu/files_bc/FERPA_Notice_Berkeley_1099.pdf  




