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Opening Leter 
 

Dear Student,  

Welcome to the Office of Disability Support Services (DSS) at Jacksonville University. The DSS works with JU 
faculty and staff to ensure that reasonable accommoda�ons are made to allow students an equal opportunity 
to learn in the classroom and to have access to all areas of the JU campus. We do this by ensuring that we 
provide appropriate support to our students with disabili�es and/or any medical condi�on that may affect their 
academic progress by collabora�ng with faculty and staff in removing barriers while pursuing excellence in 
educa�on and service. 

These services are provided in accordance with Title III of the Americans with Disabili�es Act of 1990, and the 
Rehabilita�on Act of 1973 (Sec�on 504). Receiving this packet signifies that you have completed the 
registra�on process and have agreed to abide by the school’s Academic Integrity guidelines, Code of Conduct, 
and your academic program’s handbook.  Please understand that although we try to cover all the informa�on 
that may be per�nent to you during our mee�ngs (Ini�al meet-up and registra�on), we know that we are 
providing you with a lot of informa�on at once, which can be overwhelming and some�mes we cannot cover 
everything. Furthermore, we are aware that you may also be receiving important informa�on from your faculty 
members and other departments on campus, so we want to be mindful of that.  

The informa�on you will find in this packet is meant to be a quick guide to our services, but it does not include 
everything related to our services and/or informa�on you may need. Therefore, we encourage students to 
review their Accommodate Student portal for the most up-to-date informa�on on anything related to their 
accommoda�ons and services, the school’s website for informa�on regarding ac�vi�es or addi�onal services, 
and Blackboard for informa�on about your current courses. Our website also has informa�on regarding non-
academic accommoda�ons (Housing, Parking Services, and/or Dietary Restric�ons), and a more detailed guide 
to our processes and guidelines.  

Please review the informa�on below to understand your rights and responsibili�es, as students registered to 
receive services through our office are s�ll responsible for maintaining the same academic levels as other 
students, maintaining appropriate behavior, and providing �mely no�fica�ons of or for any special needs.  

If you have any ques�ons or concerns, please do not hesitate to reach out to us. We are looking forward to 
assis�ng you in every way we can.  

 

Sincerely,  

DSS Team 

Jacksonville University 

904-256-7533 

 
 



 

Important Informa�on to Remember 

 
• It’s impera�ve for you to check and review your email daily. Especially if you have made a request 

through our system “Accommodate”.  

• It is your responsibility to submit a Semester/Renewal Request for each semester that you are using 

your accommoda�ons. Accommoda�ons are not retroac�ve, so it is in your best interest to submit 

your request at the start of the semester. You can do this via your “Accommodate” portal.  

• Please note that once a semester request is submited, a copy of your leter will be sent to your 

faculty to review via Accommodate. 

• Also, if you add a new class a�er submi�ng a semester request, you will need to submit a new 

request for leters to be sent to your new faculty. 

• You are s�ll responsible for connec�ng with each one of your faculty members to discuss your 

accommoda�on(s), and/or how you would like to use them. If you are unsure of how to approach this 

or are in need of assistance with this step, please contact us.  

• Students are encouraged to request or renew their accommoda�on services at the beginning of each 

term, as some accommoda�ons may take a longer �me to be set up.  
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Rights and Responsibili�es 
Your Rights 

• To receive equal access to all educa�onal opportuni�es available and/or provided by the school to the 
general student body (e.g., courses, programs, ac�vi�es, services, jobs, or facili�es).   

• Reasonable accommoda�ons based on the suppor�ve documenta�on provided, poten�al barriers, 
academic program requirements, and DSS counselor recommenda�ons.  

• Privacy and confiden�ality regarding your disability, medical, or learning condi�on.  
 

Your Responsibili�es 

• To self-iden�fy as a person with an academic and/or medical need and seek support services in a 
�mely manner.  

• Provide the necessary documenta�on to ini�ate the process with our office.  
• To uphold the policies and procedures with all your dealings with the Disability Support Services Office 

and Jacksonville University. 
• To ac�vate your accommoda�ons every term, to ensure they are available for your use in a �mely 

manner.   
• To meet all academic and conduct standards as noted in our student handbook.  

 

Jacksonville University’s Rights and Responsibili�es  
JU Rights 

• Uphold the university's academic standards.  
• Iden�fy and establish appropriate and reasonable accommoda�ons based on current disability 

documenta�on completed by a qualified professional and in consulta�on with the student.  
• To deny a request for accommoda�ons, auxiliary aids/services, and/or academic adjustments if:  

• The student fails to provide appropriate suppor�ng documenta�on.  
• The documenta�on does not support or warrant the service(s) requested.  
• It substan�ally alters an essen�al element of a course, program, or ac�vity of the university, or  
• It poses a threat to the health and safety of others.  

• Send verifica�on of a documented disability that states the recommended accommoda�ons, without 
disclosing a student's specific disability, unless requested and approved by the student beforehand.  

• Establish learning outcomes that are fundamental to courses and academic programs and evaluate 
students on this basis.  
 

JU Responsibili�es 

• Recommend reasonable accommoda�ons for students with appropriately documented disabili�es 
and/or medical condi�ons in a �mely manner upon request.  

• Maintain appropriate confiden�ality of records and communica�on concerning students.  
• Provide informa�on on university policies and procedures to students and ensure its availability in 

accessible formats upon request.  
 
 



 

• Make appropriate referrals to on-campus services. 
• Maintain the same standards for students with disabili�es as for students without disabili�es.  
• Arrange for and provide reasonable accommoda�ons upon request. 

 

Confiden�ality 
All student documenta�on and/or files are considered confiden�al and securely stored. Students’ names and 
informa�on are kept confiden�al and are not released to anyone without the student’s prior writen 
permission. Any informa�on provided to the Disability Support Services Office during or for the registra�on 
process is not shared with any other party, as Faculty members will only receive a leter iden�fying the 
different accommoda�ons and/or services approved. This also means that unless requested by the student or 
by a “needs to know” staff member, we do not inform any faculty, academic program, or staff of a student’s 
accommoda�on or status with our office without proper authoriza�on.  

Please be advised that any documenta�on regarding services you received from High School and/or any 
previous ins�tu�on must be sent directly to the DSS office for processing. If the documenta�on is sent to any 
other department, i.e., Admissions, that documenta�on will not find its way to us, as confiden�ality laws 
prevent it from being shared without previous authoriza�on (in wri�ng).  

 

FERPA 

According to University Policy and in accordance with The Family Educa�onal Rights and Privacy Act (FERPA) 
(20 U.S.C. § 1232g; 34 CFR Part 99), our office will not release any informa�on regarding a student’s file, 
academic record(s), academic standing, or course informa�on, unless the FERPA waiver has been signed by the 
student. The DSS office will not disclose any informa�on as noted before to a student’s parents, family, or 
guardian without said waiver.  

The student or educa�on records are those records, files, documents, and other materials which: 

a) Contain informa�on directly related to a student. 

b) Records that are maintained by an educa�onal agency or ins�tu�on or by a person ac�ng for such 
agency or ins�tu�on. 
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Important Policy Informa�on  
Audio Notetaking Policies 

We assist students in learning and/or enhancing their note-taking skills by providing them with the ability to 
audio record their lecture, either with the use of a sponsored program or with their own device. This tool 
allows students to record their lectures to review and/or take addi�onal notes at their own pace. Once the 
accommoda�on is approved, students agree to the following: 

• The recordings are for personal study use only, and no other purpose. 

• You may not share the audio recordings with others or profit financially from the content I record. 

• The informa�on contained in the audio-recorded lectures is protected under federal and interna�onal 
copyright legisla�on and may not be published or posted without first obtaining the expressed writen 
consent of the lecturer. 

 

Flexible Atendance Policy 

Considering that some students’ medical condi�ons may prevent them from atending and/or par�cipa�ng in 
class, this accommoda�on allows them to miss and/or be tardy without having to provide a writen excuse to 
the faculty member, but they will have to understand and abide by the following: 

• The student is responsible for communica�ng with the professor regarding the absence in a �mely 
manner. 

• If requested, the student will provide the DSS office with a doctor’s note explaining the absence. 

• When the student returns to class, the student will complete missed work or exams within a mutually 
agreed upon period of �me. 

• If absenteeism is excessive and the student is at risk of not mee�ng course requirements, the instructor 
and/or student should contact the DSS to discuss further op�ons. 

 

Tes�ng Accommoda�ons and Tes�ng Center Policies 

Students who have been approved to receive or use tes�ng accommoda�ons understand and agree that 
tes�ng accommoda�ons must be discussed with each faculty member at the beginning of the term, or when 
the leter is provided (whichever happens first). This conversa�on should note the preferred loca�on for tes�ng 
(tes�ng center or alterna�ve loca�on designated by the faculty member), and if there are any scheduling 
conflicts, please ensure that the provided tes�ng �mes would not interfere with your other classes.  

Also, keep in mind that the tes�ng center is a designed and dedicated space for students with tes�ng 
accommoda�ons that provide the following: 

• A reduced distrac�on space/environment 

• A space for students to take their exams in a more comfortable environment than the one they would 
have in a regular classroom,  



 

• A space with a limited number of seats available per day (at max 10-12 students at a �me, when the 
capacity is 20).  

• Be mindful and respec�ul of your peers when you get in and get yourself ready and situated to take 
your exam.  

• Be ready to set your phone on “do not disturb”, remove your smartwatch and place them on your 
backpack or give it to the tes�ng assistant.  

• Have what you need at hand. Going through your backpack and pencil case while inside the room 
makes a ton of unnecessary noise.  

• If you know you are prone to get distracted, I suggest you don’t pick a seat by the door or one that 
faces the door.  

• If you would prefer or benefit from wearing noise-canceling headphones. Bring some.  

• The space tends to be on the colder side, so dress appropriately.  

 

Alternate Text policies 

Students who are approved to receive alternate texts agree that the file provided for your use by the DSS office 
is the specific subject of the request. You agree not to otherwise reproduce, use, sell, transmit, publish, 
broadcast, or otherwise disseminate or distribute the file (or any version modified for accessibility purposes) to 
anyone. Addi�onal informa�on regarding this agreement can be found under the registra�on process 
agreements file.   

 

Medical and Compassionate Withdrawal Policy 

The University recognizes that severe, unforeseen personal, medical, or extenua�ng circumstances may arise 
that prohibit a student from con�nuing and comple�ng their coursework within a given semester.  This may be 
a result of personal illness or injury; the illness, injury, or death of an immediate family member; required 
military reloca�on or job transfer out of the area; or other extenua�ng circumstances that may warrant a 
medical or compassionate (hereina�er referred to as “medical”) withdrawal. 

Students may be eligible to apply for a par�al or full medical withdrawal. To be eligible for a par�al or full 
medical withdrawal, the student must submit sufficient documenta�on to support the withdrawal request. The 
following informa�on pertains to the documenta�on required and the process to follow when submi�ng the 
request. 

For more informa�on, please visit the following link  
 

 

 
 
 

https://www.ju.edu/disabilityservices/mwpolicy.php


 

ADA Grievance Procedure  
Jacksonville University (JU) encourages the resolu�on of formal complaints in an atmosphere of mutual 
respect.  Any form of retalia�on for bringing forward a formal complaint will not be tolerated. The formal 
complaint process applies to all students and should be followed in all cases when informal resolu�on is not 
sufficient to resolve the issue. 

Though anonymous formal complaints are permited, doing so may limit the University’s ability to inves�gate 
and respond. Informa�on concerning the nature, scope, evalua�on, and resolu�on of formal complaints shall 
be confiden�al to the greatest extent possible and will be shared only with those people who need to know. 

A formal complaint is a request for the resolu�on of a problem, conflict, concern, or issue that nega�vely 
impacts a student(s).  Student formal complaints may include (but are not limited to) issues regarding policies, 
procedures, services, and offices.   

Students with disabili�es and/or registered with the Disability Support Services office who believe they have 
been denied “reasonable accommoda�ons”, have been denied access, excluded from par�cipa�ng or denied 
benefits that limit your student experience, and/or otherwise have experience or being subject to 
discrimina�on based on their status or disability should follow the following steps:  

1. The student should reach out to our office and request a mee�ng with our Disability Support 
Services Director, Olga Lucia Florez. She may be contacted directly at 904-256-7787 or via email at 
oflorez@ju.edu  

2. The Disability Support Services Director will inves�gate the complaint, and follow the informa�on-
gathering procedure, which may include personal interviews with all the affected par�es to atempt 
to reach a resolu�on with the people involved.  

3. If the student is not sa�sfied with the resolu�on and/or outcome of the process, they may file a 
formal complaint/grievance through this form htps://www.ju.edu/campuslife/forms/student-
complaint-form.php within fi�een (15) days a�er the conclusion to resolve the mater informally.  
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Contact Information  
 
Disability Support Services Office – dss@ju.edu or 256-7533 
Located on the 3rd floor of the Davis Student Commons, Suite 318.  
Visit us at https://www.ju.edu/disabilityservices/index.php  
 

 
Professional Staff 
 

                                                
                                  
 

Olga Lucia Florez 
Director 
Disability Support Services  
oflorez@ju.edu  

Anna Tilbury 
Access Coordinator 
Disability Support Services  
atilbur@ju.edu  
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