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Working & Meeting  
with your Professors 

 In the beginning you may not feel 
comfortable discussing your accommodation 
needs with the professor, this will improve 
over time as you gain more experience.  The 
Disabilities Office is available to be suppor-
tive and help you to advocate for yourself.  
Disability support services are available to 
assist students with their accommodation 
needs. 

Helpful Hints in Talking  
to Faculty about your  

Accommodations 
·  Bring your accommodation letter. 
·  Introduce yourself before or after class, 

or make an appointment to go to the pro-
fessor's office to review your accommo-
dation letter. 

·  Be on time for your appointment.  Re-
view your accommodation letter empha-
sizing your needs.  It is up to you to dis-
close your disability to your professor or 
any other pertinent information you care 
to share with them.  You are not required 
to identify your disability; although this 
information is often helpful to the profes-
sor.  You may want to explain how your 
disability may affect your coursework in 
general. 

·  Communicate to the professor that you 
are interested in meeting all the require-
ments and standards of the course just 
like everyone else, but that you need 
your disability accommodations in order 
to do that. 
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Finding Assistance for  Disabi l i t ies at ... 
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Troy Campus 
John Paine Building 

(518) 244-6874 
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Albany Campus 
Kahl Campus Center 

(518) 292-8624 



 

 During your initial appointment your re-
quests will be discussed and the documentation 
reviewed to develop your accommodation letters.  
The documentation will have to support your re-
quest for services, if it does not then your li-
censed professional may have to reevaluate your 
needs and request, in order for the accommoda-
tion requests to be granted.  If all the proper 
documentation is available then your accommo-
dations requested will be placed on the proper 
accommodation letters to your professors.  Let-
ters are to be picked up by you and hand deliv-
ered to each professor at the beginning of each 
semester.  This letter identifies that you are a stu-
dent with a documented disability and the accom-
modations determined to be necessary verifies to 
faculty that you have a disability and opens the 
door for further discussion. 
 It is up to the students to disclose their 
disability to the professor if they choose.  It is rec-
ommended that students review the form with the 
faculty before the faculty member and student 
sign the forms.  One form is to be given to the 
professor for their record and the second form is 
to be returned to the Disabilities Office for your 
confidential file.  Some students choose not to 
use their letters of accommodations, but the Dis-
abilities Office encourages students to do so.  If a 
letter is not given to your professor than they will 
not know how to proceed in meeting your accom-
modation needs, nor will they know whether you 
have a documented disability on file with the Dis-
abilities Office.  The professor may refer you to 
bring a letter from the Disabilities Office in order 
to provide you with accommodations. 
 
Step 2: Meet with Faculty to Discuss 

your Accommodations 
  
 Approach your professor either before or 
after class or during their offices hours to discuss 
your accommodation letters or within the first 
week of class.  Scheduling an appointment time 
or a mutually convenient time eliminates the feel-
ing of being rushed; this gives you the opportunity  

The Accommodation Process 
There are three main steps for the student 
to follow in the accommodation process.  
Step 1: Meet with the Disabilities Office 
with your current documentation from a li-
censed professional. 
Step 2: Meet with Faculty to discuss your   
accommodation. 
Step 3: Implement and review accommoda-
tions. 
 
It is important throughout the process for 
the student, Disabilities Office and faculty, 
and staff to work together as a team. 
 

Step 1: Meet with the  
Disabilities Office with your 

Current Documentation  
  
 Before receiving any disability ser-
vices, you should make an appointment and 
visit the Disabilities Coordinator.  You will 
need to bring your current documentation 
from a license professional for services.  
You do not have to identify your disability to 
the college community during the admission 
process, however if you require accommo-
dations then you need to disclose to the 
Disabilities Office in order to receive ser-
vices. 
 Any documentation needed by the 
Disabilities Office is confidential.  They can 
only share this information with written per-
mission from you.  If you would like the Dis-
abilities Office to discuss your needs with 
the faculty or staff, you need to sign a con-
sent form giving permission for information 
to be shared.  Faculty can call to clarify your 
accommodations that are specified on the 
accommodation letters in order to meet 
your needs and follow procedures.    

to review the letter with your accommoda-
tions or to discuss any issues you wish to 
disclose to the professor.   
 Faculty is committed to confidenti-
ality regarding information you designate 
by written consent for the Disabilities Of-
fice to reveal or discuss with them.  You 
may want to provide more information 
about you disability to your professor, of 
course you are not obligated to provide 
any information to faculty unless you would 
like to. 
 You are encouraged to meet with 
faculty throughout the semester to discuss 
your testing accommodations and make 
logistical arrangements.  Students are en-
couraged to have an ongoing dialogue and 
to develop a rapport with their professors 
throughout the semester; this allows open 
communications and discussion of both 
the student and faculty member.      
 Each semester new accommoda-
tion letters are needed as your professors 
and classes change. 

 
Step 3: Implementation & Re-

view of Accommodations 
  
 For testing accommodations it is 
important to check in again with your pro-
fessor a few days before your exam date 
as a reminder and to be sure both parties 
have the same understanding of what is to 
occur. 
 Throughout the semester meeting 
with your professor is necessary to discuss 
your accommodation needs.  Sometimes a 
room thought to be distraction free has un-
anticipated distractions and another room 
needs to be discussed.  Unanticipated 
problems may occur and need to be dis-
cussed in order to resolve the problems 
quickly. 


