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Mission Statement 

It is the mission of the CCSNH Accessibility Services/Disability Services to provide equal educational 

access, opportunities and experiences to all qualified students with documented disabilities who register 

with the college’s Accessibility office. Manchester Community College supports and upholds this 

mission. Reasonable accommodations are provided to students to allow them to achieve at a level 

limited only by their abilities and not by their disabilities. Assistance is provided in a collaborative way to 

help students develop strong and effective independent learning and self-advocacy skills as they assume 

responsibility for reaching their academic goals.  

 

Accessibility Services- statement from 2016-2017 course catalog 

Under the Americans with Disabilities Act (ADA) of 1990 and Section 504 of the Rehabilitation Act of 

1973, individuals with disabilities are protected from discrimination and entitled to academic 

adjustments with appropriate documentation. Students are entitled to equal access to programs and 

services for which they are otherwise qualified.  

 

Accessibility Services are available to MCC students with documented disabilities through the 

Accessibility Coordinator. MCC has a responsibility to maintain confidentiality of the documentation and 

may not release any part of the documentation without the student’s informed consent or under 

compulsion of legal process. As each student’s needs are unique, the provisions of services are designed 

individually each semester. Changes to academic adjustments are determined by the nature of the 

disability, requirements of the curriculum or program of study, 

expectations in the classroom and the timeliness of the request. 
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Non-Discrimination Policy 

MCC does not discriminate in the administration of its admissions and educational programs, activities, 

or employment practices on the basis of race, color, religion, national origin, age, sex, disability, genetic 

information, veteran status, sexual orientation, or marital status. This statement is a reflection of the 

mission of the Community College System of NH and Manchester Community College and refers to, but 

is not limited to, the provisions of the following laws: 

• Title VI and VII of the Civil Rights Act of 1964, as amended 

• The Age Discrimination Act of 1967 (ADEA) 

• Title IX of the Education Amendment of 1972 

• Section 504 of the Rehabilitation Act of 1973 

• The Americans with Disabilities Act of 1990 (ADA) 

• Section 402 of the Vietnam Era Veteran’s Readjustment Assistance Act of 1974 

• NH Law Against Discrimination (RSA 354-A) 

 

Inquiries regarding discrimination may be directed to the Vice President of Students and Community 

Development (603) 206-8005, Manchester Community College, at (603) 206-8000, Director of Human 

Resources for the Community College System of NH, 26 College Drive, Concord, NH 03301, 603-230-

3503. 

 Inquiries may also be directed to the US Department of Education, Office of Civil Rights, 8th Floor, 5 

Post Office Square, Boston, MA, 02109-4557, 617-223-9662, FAX: 617-223-9695, or e-mail: 

OCR_Boston@ed.gov; the NH Commission for Human Rights, 2 Chenell Drive, Concord, NH 03301, 603-

271-2767, FAX: 603-271-6339; and/or the Equal Employment Opportunity Commission, JFK Federal 

Building, 475 Government Center, Boston, MA, 02203, 617-565-3200 or 1-800-669-4000, FAX: 617-565-

3196, TTY: 617-565-3204 or 1-800-669-6820. 

 

Statement of Availability in Alternative Formats  

This publication is available in alternate formats upon request. Please contact the Accessibility 

Coordinator, Melissa Olson at molson@ccsnh.edu or 206-8142. 

 

 

mailto:OCR_Boston@ed.gov
mailto:molson@ccsnh.edu
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Welcome and Introduction  

Welcome to the Office of Accessibility at Manchester Community College (MCC). This manual 

begins with an introduction and an overview of the basic principles underlying Special Populations 

services at Manchester Community College. The remainder of the document is comprised of 

Frequently Asked Questions (FAQs) about specific topics of interest and policies. Current 

information is also available on the MCC website, www.mccnh.edu.  

*Please also consult the current MCC Catalog, Student Handbook, and other MCC and CCSNH policy 

documents including “Enhancing your Success: Handbook for Students with Disabilities at 

Manchester Community College”, and” MCC’s Accessibility Services Frequently Asked Questions”. 

 

In compliance with Section 504 of the Rehabilitation Act of 1973 and the Americans with Disabilities 

Act of 1990 and ADA Amendments of 2008, Manchester Community College is committed to 

providing educational opportunities for all students and assisting them in making their college 

experiences successful. MCC recognizes a student with disabilities as: anyone who has a physical or 

mental impairment that substantially limits one or more major life activities. The Accessibility 

Coordinator coordinates the provision of reasonable accommodations for students with disabilities. 

All reasonable accommodations are individualized, flexible and confidential based on the nature of 

the disability and the academic environment.  

Individuals who request accommodations must disclose a disability, request accommodations, and 

provide current, appropriate documentation of their disabilities from a qualified 

professional/examiner (physician or other licensed professional such as a psychiatrist, psychologist 

or school psychologist) to the Accessibility Coordinator, who will review the request and 

documentation.  

Recommendations from professionals with a history of working with the individual provide valuable 

information for review and the planning process. It is most helpful when recommended 

accommodations and strategies are logically related to functional limitations; if connections are not 

obvious, a clear explanation of their relationship can be useful in decision making. While the post-

secondary institution has no obligation to provide or adopt recommendations made by outside 

entities, those that are congruent with the programs, services and benefits offered by the college or 
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program may be appropriate. When recommendations go beyond equitable and inclusive services 

and benefits, they may still be useful in suggesting alternative accommodations and/or services. 

MCC recognizes that in some cases an updated letter from a qualified professional may address why 

prior documentation that has been submitted continues to be relevant. 

MCC has a responsibility to maintain confidentiality of the evaluation and may not release any part 

of the documentation with the student’s formal consent or under compulsion of legal process. 
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Section 1: Getting Started-- Frequently Asked Questions when thinking about 

creating an accommodation plan…. 

 

Why would a student with disabilities entering MCC want to use Accessibility Services?  

College courses can be challenging. Experience has shown that students who choose to use 

available resources tend to have a more successful college career and experience less stress than 

those who do not.  

It is recommended that students complete these 3 steps before selecting and registering for classes 

with a department head or advisor.  

1. Fill out an Application Packet for Accommodations. 

2. Send or bring in documentation of disabilities* along with the completed application packet. 

3. Schedule an individual meeting with the Accessibility Coordinator to develop a reasonable 

accommodation plan (RAP).  

*Note: Most recent testing report and/or medical records, IEP, 504. Summary of Performance 

document are also useful but may not be sufficient by themselves. 

 

 

What laws protect the rights of students with disabilities at the college level?  

Section 504 of the Rehabilitation Act of 1973 is considered landmark civil rights legislation, which 

established protection of the rights of people with disabilities. Section 504 states:  

“No otherwise qualified individual with a disability in the United States…shall, solely by reason of her 

or his disability, be excluded from the participation in, denied the benefits of, or be subjected to 

discrimination under any program or activity receiving Federal financial assistance….”  

Regarding postsecondary education, Subpart E of Section 504 states: “Colleges and universities 

must be free from discrimination in their recruitment, admissions, and treatment of students.” 

Section 504 was reaffirmed by the Americans with Disabilities Act (ADA) of 1990, which was 

designed to provide equal opportunities for people with disabilities. See also Students with 



8 
 

Disabilities Preparing for Postsecondary Education: Know Your Rights and Responsibilities (Revised 

September 2011 by the Office of Civil Rights). 

 

 

How do the ADA and Section 504 of the Rehabilitation Act define disability? 

Both the ADA and the Rehabilitation Act define a disability as a physical or mental impairment that 

substantially limits one or more of the major life activities; b) a record of such impairment; or c) 

being regarded as having such an impairment. A physical or mental impairment is defined as “any 

physiological disorder or condition, cosmetic disfiguration, or anatomical loss affecting one or more 

body system.” An impairment is considered a disability only if it is severe enough to result in a 

“substantial limitation in one or more major life activities” for the individual in question. Such 

activities include the ability to perform functions such as walking, , taking care of oneself , 

performing manual tasks, seeing, hearing, eating, sleeping, walking, standing, lifting, bending, 

speaking, breathing, learning, reading, concentrating, thinking, communicating, working and the 

operation of a major bodily function. 

 

 

What is accessibility?  

The word “access” has two formal applications: physical access and program access. Physical access 

has to do with things like designated parking, curb cuts, ramps, door widths, location and type of 

elevator control buttons, service-counter heights, signage, etc. The ADA contains detailed, 

enforceable guidelines to assure access to new buildings and to existing facilities as they are 

remodeled. Program access refers to an allowance that special services and accommodations can 

be made by state and local governments where existing facilities are inaccessible so that people 

with disabilities can participate in and benefit from government-provided programs, services, and 

activities. When existing facilities are inaccessible and program-access services would be ineffective, 

physical facilities must be modified in accordance with ADA Access guidelines.  

Generically, the word “accessibility” refers to equality of opportunity. The ADA requires special 

services to that end, and academic adjustments in policies and practices to assure 
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nondiscrimination. Nondiscrimination against people with disabilities can be stated more positively 

as the right of access. 

 

 

Are policies and procedures for meeting special access needs of students with disabilities the 

same in college as they are in high school?  

No. The laws that apply to K-12 institutions are distinct from those that are applicable to 

postsecondary institutions; the laws have different approaches to meeting the needs of students 

with disabilities. Primary and secondary schools are required to identify students with disabilities. 

Public school systems are required to provide a free and appropriate education for these students 

under “individual education plans.”  

Many families of students with disabilities incorrectly believe that records of disability automatically 

transfer from high school to college along with academic records and that the college continues 

services and accommodations much as was done in high school. On the contrary, in postsecondary 

education, the responsibility to identify a disability lies with the student, if he or she desires to 

request services and accommodations on the basis of the disability. In fact, prior to the admission 

decision and notification, postsecondary admissions offices are prohibited from asking applicants if 

they have disabilities.  

 

 

Does MCC have special admission standards for people with disabilities?  

No. Disability is not a factor of the admission decision; admission standards are equal opportunity 

and the same for all.  
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 If I send the admissions office information about my disability, will I be automatically registered 

with the Accessibility office?  

No. Such confidential information is not shared between offices. A student must meet with the 

Accessibility Coordinator in the Academic Success Center to register for accommodations. 

Documentation of disability is not sent automatically by high schools; the student must provide 

documentation to the Accessibility Coordinator. 

 

 

If I document my disability and participate in Disabilities Services, will that show up on my 

transcript or my permanent record?  

No. All information is considered confidential. Records given to and produced by the Office of 

Accessibility are completely separate from all other MCC records. 

 

 

What academic adjustments (accommodations) must be provided by a postsecondary school?  

According to the U.S. Department of Education and the Office of Civil Rights, a student’s disability 

and individual needs form the basis for the determination of academic adjustments and termed 

“accommodations”. Their publication “Students with Disabilities Preparing for Postsecondary 

Education” (September, 2011) explains:  

“Academic adjustments include adjustments to academic requirements and auxiliary aids and 

services, for example, arranging for priority registration; reducing course load; substituting one 

course for another; providing notes/note takers, recording devices, sign language interpreters, 

extended time for testing and, if telephones are provided in dorm rooms, a TTY in (your) dorm 

room; and equipping school computers and screen reading, voice recognition or other adaptive 

software or hardware.  

In providing an academic adjustment, a postsecondary school is not required to lower or effect 

substantial adjustments to essential requirements. For example, although your school may be 

required to provide extended testing time, it is not required to change the substantive content of 
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the test. In addition, your postsecondary school does not have to make adjustments that would 

fundamentally alter the nature of a service, program or have to provide personal attendants, 

individually prescribed devices, readers for personal use or study, or other devices or services of a 

personal nature, such as typing.” 

 

 

What documentation is necessary for requesting Accessibility Services?  

In compliance with the Americans with Disabilities Act, the ADA Amendments Act of 2008 and 

Section 504 of the Rehabilitation Act, students with disabilities at the postsecondary level who 

request accommodations are required to submit documentation of disabilities to support their 

requests. Documentation varies with the disability and must include a diagnosis, professional’s 

credentials, the effect of the disability on a major life activity, and the effect on academic 

performance. Specifically, this documentation should: be current within the past three years (for 

ADD/ ADHD), up to five years for educational evaluations, within 6 months for some medical and 

psychiatric disabilities; be completed by a qualified examiner/health care professional; address the 

current level of functioning and major life activities affected; list the types of accommodations used 

and the results; address the appropriateness of the accommodations being requested. The major 

life activities are: caring for oneself, performing manual tasks, seeing, hearing, eating sleeping, 

walking, standing, lifting, bending, speaking, breathing, learning, reading, concentrating, thinking, 

communication, working and the operation of a major bodily function.  

An IEP or 504 Plan are helpful in planning but may not be sufficient documentation; evaluations 

completed by the school district (often referred to as 3-year evaluations) are helpful along with an 

IEP or 504. 

 MCC does not provide diagnostic testing services.  

If a student does not have documentation that meets the above requirements, it is recommended 

that they speak with the Accessibility Coordinator and bring any past documentation they may 

have to engage in a conversation about next steps. 
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 What are options for obtaining updated educational documentation?  

The Accessibility Coordinator carefully evaluates information submitted by each student in order to 

determine which accommodations may be appropriate. If updated documentation is necessary, 

there are several options listed below for obtaining educational evaluations. Students are 

responsible for any cost of evaluations.  

Regarding educational evaluations, the following may be applicable: ability (IQ); achievement in 

mathematics, reading, written expression, spelling and so forth; speech and language and other 

applicable areas.  

One option is that a student may choose to contact each evaluator who completed previous 

diagnostic testing and request a documentation update. A student may request a letter from the 

evaluator which: summarizes the original documentation results; adds any further information 

necessary to ascertain current eligibility and support the requested accommodations; and confirms 

that the documentation is considered current, appropriate and consistent with the previous reports 

based upon the evaluator’s knowledge of you. It is possible that the evaluator may need to 

complete an interview or conduct some additional testing if necessary to make the required 

statements.  

A second option is to obtain updated testing from a qualified evaluator in the areas needed, such as 

ability, achievement or other appropriate testing and submit reports to the Accessibility 

Coordinator. Each student is encouraged to check with their insurance company for eligibility for 

possible evaluation support; if a student is eligible, he/she would be referred to the list of approved 

providers.  

A third option, if a student is not eligible for insurance coverage, is to select a private provider and 

plan to self-pay. A list of possible evaluators is available from the Office of Accessibility upon 

request. Some evaluators may offer reduced rates and payment plans.  

A fourth option is to contact Vocational Rehabilitation for assistance. NH Vocational Rehabilitation 

(NHVR) strives to improve employment possibilities for people with disabilities. If a student’s 

experience in choosing, getting or keeping a job has been challenging while managing disabilities, 

NHVR may be an option. NHVR will need to know that an individual wants to work and has a 

physical, learning or psychological disability that is supported by a diagnosis form a doctor, 

psychologist or licensed professional.  
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Each individual must complete steps for eligibility: eligibility is based upon need for assistance to 

find employment, advance in a field of work or satisfactorily perform current job duties. It is 

important to specify that as a student is pursuing a program of studies toward a career. There is a 

need for updated documentation to support career goals. If a student finds that he/she will 

definitely need accommodations in order to pursue postsecondary education towards a career goal 

and knows that he/she needs assistance with obtaining the supporting documentation, then the 

student is encouraged to inquire about any available NHVR support for a neuropsychological exam 

and/or vocational evaluation. NHVR clients may also be eligible for job development and placement 

services, although not typically at the same time as evaluation services and educational support. 

Students, who plan to pursue the NHVR option, should contact MCC Office of Accessibility for 

further guidance.  

As stated above, if a student does not have documentation that meets the requirements listed 

above, it is recommended that they speak with the Accessibility Coordinator and bring any past 

documentation they may have to engage in a conversation about next steps. 

 

 

Are students with disabilities required to take placement tests, such as the Accuplacer?  

Placement testing requirements apply to all students, with or without disability, before registration 

for most MCC courses is permitted. MCC utilizes a placement tool called the Accuplacer. The 

Accuplacer is not timed and includes English and Math sections. English sections are: reading 

comprehension, sentence skills and WritePlacer (an essay). The math section goes as far into 

college math as the students’ skills allow. Some students start and end with arithmetic, while others 

go up to college level math sections.  

Accommodations can be made for the Accuplacer and can include (but are not limited to) the use of 

a four-function calculator, large text paper exam and the Accuplacer on CD (where audio of the 

Accuplacer questions is played through a CD and the student follows along via paper copy).  

Students requesting accommodations for placement testing must contact the Accessibility 

Coordinator and provide appropriate documentation to support the requests for accommodation 

prior to taking their placement testing to insure that the requested accommodations can be 

provided. If a student has not done so he/she may elect to proceed with testing without 
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accommodations and request retaking the tests with accommodations at another time once 

documentation is received and reviewed for approved accommodations. 

 

What are examples of auxiliary aids/services available to students with disabilities? 

 Quiet testing room 

 Audiobooks through Learning Ally  

 PDF books (for enlargement or screen-readers) through Access Text and publishers 

 Interpreting services- using the NDHHS or the Language Bank referral services  

 Communication laptop (for when an interpreter is not available) 

 Accessibility features (enlargement, text to speech, speech to text, etc.) on Microsoft 
Windows on school lab and classroom computers.  

 Accuplacer placement test on CD, large print and Braille.  

 Wheelchair- to borrow if needed 

 Adjustable height/wheelchair accessible tables for the classroom.  

 FM system for students with hearing needs 

 Lecture notes provided by instructor or elected class note-taker 

 Smart boards for use around campus 

  

 *This is not a complete list….other aids and services may be ordered or made available upon 
request and with appropriate documentation and authorization of the Accessibility Coordinator. 

 

 

 

 

 

 

 

 

 

 



15 
 

Section 2: Overview of Rights and Responsibilities of Students with Disabilities  
         and the Accessibility Coordinator 
 

Students with disabilities at MCC have the right to:  

 Access courses, programs, services, activities, and facilities offered through the Institute;  

 Work, learn, and receive/use reasonable accommodations, academic adjustments, and/ or 

auxiliary aids and services;  

 Maintain confidentiality of all information about their disability, except as disclosures are 

required or permitted by law.  

 

Students with disabilities at MCC have the responsibility to:  

 Meet and maintain qualifications with reference to the essential elements of courses and 

health, character and technical standards for courses, programs, services, and activities;  

 Self-identify as individual with disabilities and seek information, guidance, and assistance 

when necessary; 

 Document from appropriate licensed professional(s) the disability and follow procedures for 

obtaining reasonable accommodations.  

 

The Accessibility Coordinator has the right to:  

 Identify and establish appropriate accommodations for courses, programs, services, 

activities, and facilities in consultation with faculty and professional staff;  

 Request and receive current documentation that supports the need for accommodations, 

academic adjustments, and/or auxiliary aids and services;  

 Deny a request for accommodations, academic adjustments, and/or auxiliary aids and 

services if the documentation demonstrates that the request is not warranted, or if the 

individual fails to provide appropriate documentation.  
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The Accessibility Coordinator has the responsibility to:  

 Provide or arrange reasonable accommodations, academic adjustments, and/or auxiliary 

aids and services for students;  

 Maintain appropriate confidentiality of records and communication, except where 

permitted or required by law;  

 Make referrals to counseling, student health, career services, and other departments and/or 

agencies.  
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Section 3: Information and frequently asked questions about MCC  
          policies that relate to students with disabilities 

 

What is MCC’s policy on service animals on campus?  

The following considerations are in keeping with the Americans with Disabilities Act of 1990 (ADA) 

and the regulations regarding service animals.  Service animal means any dog that is individually 

trained to do work or perform tasks for the benefit of an individual with a disability, including a 

physical, sensory, psychiatric, intellectual, or other mental disability. Other species of animals, 

whether wild or domestic, trained or untrained, are not service animals for the purposes of this 

definition. The work or tasks performed by a service animal must be directly related to the 

individual’s disability. Examples of work or tasks include, but are not limited to, assisting individuals 

who are blind or have low vision with navigation and other tasks, alerting individuals who are deaf 

or hard of hearing to the presence of people or sounds, providing non-violent protection or rescue 

work, pulling a wheelchair, assisting an individual during a seizure, alerting individuals to the 

presence of allergens, retrieving items such as medicine or the telephone, providing physical 

support and assistance with balance and stability to individuals with mobility disabilities, and 

helping persons with psychiatric and neurological disabilities by preventing or interrupting 

impulsive or destructive behaviors. The crime deterrent effects of an animal’s presence and the 

provision of emotional support, well-being, comfort, or companionship do not constitute work or 

tasks for the purposes of this definition. (28 Code of Federal Regulations [CFR] Part 36, Subpart A – 

General, 36.104 Definitions)  

 

Some Examples of Types of Service Animals  

Guide dog: A dog that is trained to serve as a travel tool for individuals who are blind or 

have low vision.  

Hearing dog: A dog that has been trained to alert deaf persons or those with significant 

hearing loss, to sounds such as knocks on doors, fire alarms, phone ringing, etc.  

Service dog (assistance dog): A dog that has been trained to assist a person with a mobility 

or health impairment. Types of duties the dog may perform include carrying, fetching, 
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opening doors, ringing doorbells, activating elevator buttons, steadying a person while 

walking, assisting a person to get up after a fall, etc.  

Sig (signal) dog: A dog trained to assist a person with autism. The dog makes a person 

aware of movements, which may appear distracting to others and are common to those 

with autism. A person with autism may also have deficits in sensory input and may need 

service animals to provide similar assistance as is provided to a person who is blind or deaf.  

Seizure response dog: A dog trained to assist persons with seizure disorders. The method by  

which the dog serves varies depending on the individual's needs. Some dogs are able to  

predict seizures and provide advanced warning.  

 

Other types of service animals: The above is not an exhaustive listing. The College will allow 

service animals as permitted by applicable law.  

 

Requirements of Service Animals and Their Handlers  

The following generally apply to all approved service animals:  

• The service animal must have all veterinarian recommended vaccinations to maintain the 

animal’s health and prevent contagious diseases. Documentation of vaccinations must be 

provided in advance.  

• The service animal must be licensed and have tags in accordance with applicable state and local 

laws.   Documentation of animal licensing must be provided in advance to MCC.  MCC also 

reserves the right to request proof of licensing anytime during the animal’s residency.  

 

• The service animal must be on a leash, harness or tether at all times. Exceptions may occur 

when the animal is performing a specific duty that requires it to be unleashed or where the 

nature of the documented disability of the handler precludes adherence to this requirement.  

• The handler must be in full control of the animal at all times.  

• The care and supervision of a service animal is solely the responsibility of its handler. The 

handler must (1) always carry equipment sufficient to clean up the service animal’s feces 
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whenever the animal and handler are on MCC campus; and (2) be responsible for the proper 

disposal of the animal’s feces and for any damage caused by the waste or its removal.  

• The service animal must be well-behaved. The handler must ensure that the animal refrains 

from behavior that threatens the health and safety of others.  

• The service animal whose behavior poses a direct threat to the health or safety of others or is 

disruptive to the MCC community may be excluded, regardless of training or certification.  

 

Areas of Safety Certain locations are considered to be unsafe for service animals, such as medical 

facilities, laboratories, mechanical rooms, etc. If a location is determined to be unsafe, reasonable 

accommodations will be provided to ensure the handler equal access to the activity.  

Conflicting Disabilities Allergic reactions to service animals are common. Persons who have asthma, 

allergies, or other medical conditions affected by the presence of a service animal are asked to 

contact the Office of Accessibility Services. The person impacted by the presence of the service 

animal must provide verifiable medical documentation to support his/her claim. The needs of both 

persons will be considered in resolving the issue.  

Temporary Residents All temporary campus visitors/residents (those attending camps, 

conferences, workshops, etc.) must adhere to the guidelines outlined in this policy.  

 

 

 

Does MCC provide transportation for students with disabilities?  

Any MCC student who lives in Manchester, is able to take the City Bus free of charge by requesting 

a pass at the information desk.  

Otherwise, students are responsible for their own transportation to and from campus and between 

classes and buildings once on campus.    
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Who is permitted to attend classes with students with disabilities?  

Each student is expected to attend class on his/her own; there is a one-to-one correspondence 

between student, name on the roster, student registered and seat in the classroom. Exceptions that 

would be specifically authorized by a reasonable accommodation plan: American Sign Language 

interpreters and personal care attendants (supplied by student). Service animals may also be listed 

in a RAP. Aides for academic support happen outside the classroom. If instructors have any 

questions about any other persons who are not registered for classes, contact the Accessibility 

Coordinator immediately. 

 

 

Does MCC provide personal care attendants or class aides?  

Students are responsible for arranging attendant care for activities such as eating, medical 

treatment, toileting, showering, etc. MCC is not legally required to provide these services, and the 

college staff is not trained to provide these services. Students who have a personal care attendant 

need to be registered with an accommodation plan and have the attendant approved by the 

Accessibility Coordinator before the attendant is allowed to accompany the student to class.  

The student is to be responsible for doing the work on his/her own, only using physical assistance, 

when needed, in the classroom. This is different from the K-12 setting where aides were able to 

help students with their educational or emotional needs in the classroom.  

 

Does MCC provide note-takers for students? 

Yes and No. There are not hired class note-takers that accompany students to class; instead, when 

a student has an accommodation that allows him/her to access class lecture notes there are a few 

ways in which MCC faculty may provide the accommodation. Many instructors produce 

PowerPoints of their class lectures which they post online or can make available to students who 

need them, this is one way of meeting the accommodation. Other times, instructors may decide to 

provide typed or hand-written notes if they do not use programs such a PowerPoint. An instructor 

may also decide to elect a class note-taker that will take notes and provide copies to the instructor 

at the end of the class. The instructor will then confidentially disseminate the notes to students who 
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have that accommodation.   The Accessibility Coordinator has carbon copy paper if instructors or 

note-takers care to use it.  

Any questions or concerns regarding note-taking can be address with the Accessibility Coordinator. 

Other accommodations that assist in note-taking are “audio recording the lecture” and “use of 

laptop or tablet to type”.  

 

  

Policy regarding Audio recording class lectures  

Audio recording class lecture is allowed with the permission of the instructor OR as allowed by a 

Reasonable Accommodation Plan. Students should speak with the instructor when they intend to 

record a lecture.  

 Audio recordings allowed by the professor are considered the intellectual property of the instructor 

and the Community College System of NH (CCSNH). Students are, therefore, prohibited from 

selling, transcribing, or distributing in any manner class recordings received by the student to any 

other students.  

Failure to comply could result in consequences such as disciplinary action or legal action. 

Audio recordings are intended to supplement, not replace class notes taken by the student. 

Students are still expected to attend class and take their own class notes (unless a disability 

prohibits them from doing so).  

Audio recording is not to be used a substitution for class attendance. Failure to attend class in 

accordance to MCC’s attendance policies may result in failure or administrative withdrawal from 

the class.  

All class audio recordings should be erased from the student’s computer/recording device when 

they are no longer needed for their learning purposes.   
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What is the policy of the Community College System of New Hampshire (CCSNH) regarding the 

use of Facilitated Communication?  

It is the policy of the CCSNH colleges, through their respective Disabilities Coordinators (at MCC, the 

Accessibility Coordinator), to provide all accommodations deemed reasonable and appropriate in 

compliance with federal and state requirements. Facilitated Communication is a technique by which 

a “facilitator” provides physical and other supports in an attempt to assist a person with a 

significant communication disability to point to pictures, objects, printed letters and words, or to a 

keyboard. Both the American Psychological Association and the American Speech-Language-Hearing 

Association have developed position papers in which they state they can find no conclusive 

scientific evidence that facilitated messages reliably express the feelings, ideas, and intentions of 

the disabled individual.  

The American Psychological Association states: “Facilitated Communication is a controversial and 

unproved communicative procedure with no scientifically demonstrated support for its efficacy.”  

The American Speech-Language-hearing Association states: “When information available to 

facilitators is controlled and objective evaluation methods are used, peer-reviewed studies and 

clinical assessments find no evidence that facilitated messages can be reliably attributed to people 

with disabilities.”  

The System colleges must be assured that the academic standards and competencies for a course 

are being met by the student when a course is taken for credit. Since it cannot be definitely 

demonstrated that by using Facilitated Communication the student, as opposed to the facilitator, 

has mastery of the subject matter, Facilitated Communication is not reasonable or appropriate 

accommodation that the college is required to provide. While determination on the 

appropriateness of reasonable accommodations is made on a case by case basis by the Accessibility 

Coordinator in consultation with the instructor, the Colleges do not accept a scientifically 

discredited technique, such as Facilitated Communication, as meeting the academic standards or 

demonstrating student competency. In distinguishing between augmented communication and 

facilitated communication, in particular, the College must be satisfied that all work is being done by 

the student and not by an intermediary agent.  
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Do students with disabilities have the right to expect professors to allow special consideration 

when setting class attendance policies?  

No. Teachers set class attendance policies individually, according to academic necessity, and 

corresponding with MCC’s attendance policy (outlined in the academic catalog). Lecture materials, 

collaborative learning activities, utilization of laboratory and other equipment, etc. comprise unique 

and essential elements of the teaching, learning and performance process. Teachers have the right 

to determine the degree to which class attendance affects learning outcomes and the extent to 

which individual student attendance meets standards for satisfactory completion of the course.  

A student who cannot attend class because of disability, illness, or extenuating circumstances, may 

not be qualified to participate in the class. However, there may be occasions (when requested), in 

which an accommodation or exception can be made to student absences. This would require 

consultation with the instructor and the Accessibility Coordinator, to deem whether or not the 

student could still fulfill course learning and performance requirements. 

 

 

What does it mean to audit a course?  

Auditing gives students an opportunity to interact with other students but does not include 

evaluation or grading. Typically, students come to class on class days, listen to lectures, watch 

videos, and participate in discussions as they happen in class. However, they do NOT participate in 

learning assessment activities such as exams, quizzes, homework, oral presentations, and so forth. 

Students in an audit situation may have access to a Blackboard site, as long as the access doesn't 

extend to evaluative activities such as journals, threaded discussions that are graded, online quizzes 

and so forth. Refer to the current MCC Academic Catalog for the current policy.  When enrolled as 

an audit, the student will not be given a final grade nor will credit towards graduation be given for 

the course (the academic transcript will reflect an AU for the course).  

Not all courses can be taken for audit, and entry into a course as an auditing student is by 

permission of the instructor. A student must complete a registration as an audit during the first 

week of classes. Once admitted as an audit the student may not change to credit status after the 

designated add period; likewise, a student registered for credit may not change to audit status after 

the designated add period.  
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Exceptions to the above may be made by the Vice President of Academic Affairs. Students must pay 

the full tuition for the course. Financial Aid does not cover costs for an audited course.  

Students needing accommodations while auditing a class must follow the same process for 

applying for accommodations as required by all other students requesting accommodations.  

 

 

Are temporary disabilities covered under ADA and Section 504?  Can a temporary 

accommodation plan be made? 

No. Temporary disabilities are not covered. Personal care cannot be provided for temporary 

disabilities such as broken bones. However, the Accessibility Coordinator grants permission for 

temporary reasonable accommodations on an individual basis depending upon the nature of the 

disabilities. To check on specific information and/or make your request, students must contact 

Disabilities Services and go through the application process. 

 

Do the employment provisions of the ADA cover student workers?  

Yes. The employment provisions of the ADA apply to all employees at MCC: full-time, part-time, and 

student workers. For information about disability and employment, please consult with MCC 

Human Resources.  
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Other frequently asked questions about accommodations…… 

What assistive technology options are available at MCC?  

The Accessibility Coordinator offers assistance in the area of assistive technology to help students 

attain their educational and career goals. Students can have access to available audio and electronic 

texts from publishers, and computer-based technologies through the Accessibility Coordinator, who 

will inform students of current options and resources.  

 

What specific activities may be included in academic coaching at MCC?  

Academic coaching begins each semester with a brief assessment of the students’ strengths and 

areas for growth in study strategies appropriate for their learning styles. Then sessions focus on 

skill-building in such areas as:  

• balancing life, work and social obligations  

• organizing time and materials  

• adapting reading and note taking skills for college texts  

• ways to tackle assignments and semester-long projects  

• test taking strategies  

• learning how to talk to professors (role playing)  

• problem solving  

• self-advocacy (speaking up for one’s own needs) 

 

How does a reduced course load affect health insurance coverage?  

The Accessibility Coordinator can assist in preparing letters for health insurance companies to verify 

that a reduced course load is equivalent to a full-time course load for students. Federal Financial Aid 

Guidelines stipulate six credit hours as the minimum number of hours for a reduced course load. 

Students must request these letters from the Accessibility Coordinator as students are strongly 

urged to take an active role in academic support activities. Naturally, it is up to the insurance 

company to make a determination based upon this information.  
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What if a student wants to enroll in only one course?  

Some students may wish to register for individual courses to try out college before officially 

applying for admission to a degree or certificate program or before choosing a major. These non-

matriculated students may do so without applying to degree or certificate programs. Some 

restrictions apply: course prerequisites must be met and space needs to be available after 

matriculated students have registered. Students are expected to have completed high school 

requirements or their GED or HiSet certificate. Courses successfully completed would still “count” 

toward a program. (Refer to MCC Academic Catalog). Accuplacer placement testing is 

recommended for all students who are likely to use the Academic Success Center (so that we have a 

baseline of their skills and can better serve their needs) 

 

 

What if a member of the faculty and the Accessibility Coordinator disagree on what services and 

accommodations are appropriate in meeting a student’s stated access needs?  

The college, as a whole, is legally obligated to make necessary and appropriate adjustments and to 

provide free and effective accommodations for students with disabilities. Though most always 

routine, this process can require discussion. While the diverse effects of disability are unique to the 

individual and need to be evaluated by the trained eye, academic necessities do vary from discipline 

to discipline and need to be established by academic authorities. Therefore, the Accessibility 

Coordinator does not have unqualified responsibility to determine, and a member of the faculty 

does not have unlimited authority to deny, accommodation requests without rigorous 

consideration of all pertinent facts.  

A faculty member should discuss the matter with the Accessibility Coordinator, if that faculty 

member believes that a recommended academic adjustment or an adjustment recommended as a 

result of a student grievance would fundamentally and irreparably debase the academic integrity of 

a course or academic program. Either party to such a discussion may in turn consult authorities such 

as Department Heads and Vice Presidents. If disagreement persists, the faculty member may 

contact the Title IX/Equity Committee Coordinator who will investigate, mediate, and attempt to 

resolve the disagreement. A refusal to honor recommended services and accommodations may 

form the basis of a student complaint. 



27 
 

Section 4:  Complaint and appeal processes 

How may a student with disabilities initiate a complaint regarding rights under the ADA/504?  

There are procedures for student complaints concerning actions or decisions which they perceive 

violate their rights under the ADA. Students must first seek to resolve their complaints by talking 

directly with the person involved. If the complaint remains unresolved, the student should discuss 

the problem with the Accessibility Coordinator. The Accessibility Coordinator will arrange a meeting 

with the student and the other parties involved with the problem. If these good-faith efforts do not 

lead to a satisfactory resolution, or if the Accessibility Coordinator is part of the complaint, the 

student will be encouraged to contact the Vice President of Student Services. The Vice President of 

Student Services has the authority to investigate, mediate, and suggest a resolution. Refer to the 

MCC Student Handbook regarding Title IX/Equity grievance procedures. 

 

Appeal Process for a Student Denied Accessibility Services from the Accessibility Coordinator 

Students denied Accessibility Services may submit a written appeal of the decision to the 

Manchester Community College, Vice President of Student Services, within ten (10) working days of 

the receipt of the decision from the Accessibility Coordinator.  If a student does not agree with the 

decision of the Vice President of Student Services, the students may submit the written appeal to 

the President of Manchester Community College.  The original documentation and the 

recommendation of the Accessibility Coordinator will be reviewed by the President (designee) of 

Manchester Community College who will communicate his or her decision in writing within fifteen 

(15) working days of the receipt of the written appeal.  The student may appeal this decision to the 

Commissioner of the Community College System of New Hampshire. 

Further inquiries may also be directed to: 

US Department of Education, Office of Civil Rights 
J.W. McCormack Post Office and Courthouse 

Room 701 
01-0061 

Boston, MA 02109-4557 
617-223-9662  TDD 617-223-9695 


