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ltis the policy of Tri-County Technical College to recruit, hire, train, and promote employees to

provide educational opportunities to students without regard to race, color, religion, sex,
disability, veteran’s status, age, or national origin, in compliance with the provisions of the Civil
Rights Act of 1964, Title VII of the Equal Employment Opportunity Act of 1972, Title IX of the
Educational Amendments of 1972, the Rehabilitation Act of 1973, Executive Orders 11246 and
11375, Revised Order 4 of the Department of Labor, the South Carolina Human Affairs Law of
1972, and the Format Memorandum issued by HEW in August of 1975, and the Americans with
Disabilities Act of 1990.

Accessibility Statement

At Tri-County Technical College, we strive to ensure the accessibility of all our programs,
facilities, and web sites for those with special needs. We are making efforts to make sure that
our website is accessible in accordance with South Carolina's official standards and Section 508
of the U.S. Rehabilitation Act. If you or someone you know is not able to access any content on
this website due to a disability, please let us know.

For additional information, please contact our Manager of the Accessibility Resource Center
(ARC), Julie Butler.

Inquiries regarding compliance and accessibility may be directed to:

Julie Butler, M.Ed.

Manager of the Accessibility Resource Center
Student Success Center, Suite 120

Phone: 864-646-1564

E-mail: jbutler9@tctc.edu

[Published for the 2025-2026 academic year]
Last modified September 16, 2025

Information contained in the “Accessible Web Design” section has been reproduced with permission from DO-IT, University of Washington, Box
354842, Seattle, WA 98195, Founder and Director: Sheryl Burgstahler, Ph.D.

Additional material and assistance provided by York Technical College, Spartanburg Community College, and Florence-Darlington Technical
College, and Lee College.


http://accessibility.sc.gov/OnlineATResources/Pages/PoliciesandStandards.aspx
http://www.tctc.edu/Student_Life_and_Services/Disabilities_Services/Contact_Disability_Services.xml
mailto:jbutler9@tctc.edu
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WELCOME

We are excited that you have chosen Tri-County Technical College and we look forward to
working with you. Please take some time and get familiar with the types of services we provide
to our students. This handbook should help you also understand our current policies and
procedures when it comes to accommodations.

WHY WE ACCOMODATE

Section 504 of the Rehabilitation Act of 1973 was the first Federal civil rights legislation
designed to protect the right of individuals with disabilities. It prohibits discrimination on the
basis of disability by any program or institution receiving federal funds. Colleges and
universities must guarantee that educational programs and services are accessible to students
with disabilities who are otherwise qualified. Physical and programmatic access must be
provided. This includes removal of architectural barriers, the provision of auxiliary services and
reasonable accommodations in the instructional process.

The Americans with Disabilities Act of 1990 reinforces the reasonable accommodations cited in
Section 504. The 1990 Act mandates greater access to employment, transportation, and public
accommodations. Both legislative Acts require institutions to provide reasonable
accommodations to allow otherwise qualified students with documented disabilities full
participation in the same programs and activities available to non-disabled students.

WHO IS ELIGIBLE?

Students (and in certain circumstances, their companions) are eligible to receive support from
The Accessibility Resource Center in the form of reasonable accommodations to ensure access
to all of the Tri-County’s programs and services. A “person with a disability” is anyone with a
physical or mental impairment that substantially limits one or more major life activities, such as
caring for one’s self, performing manual tasks, walking, seeing, hearing, speaking, breathing,
learning, and working. In addition to those persons who have visible disabilities — persons who
are blind, deaf or use a wheelchair — the definition includes people with a whole range of
invisible disabilities. These include psychological issues, learning disabilities, or chronic health
impairments. A person is considered to be a person with a disability if he or she has a disability,
has a record of a disability, or is regarded as having a disability.

WHAT ACCOMODATIONS LOOK LIKE

Accommodations in college are different from high school. Your IEP and 504 plan do not
transfer to college. When you enroll in college, you are considered a responsible adult by
faculty and staff. You are expected to assume responsibility and become a self-advocate. As a



college student, you need to be able to communicate your strengths, weaknesses, needs and
preferences. You also need to be able to seek out help and support. If you had an IEP or 504
plan in high school or have a medical diagnosis, it is your responsibility to visit the Accessibility
Resource Center and start the process for obtaining accommodation. All accommodations
allow equal participation by a person with disabilities without compromising the academic
integrity of the program or causing an undue financial or administrative burden on the
institution.

HOW TO OBTAIN SERVICES

The following are the steps to take for obtaining accommodation for Tri-County Technical
College.

1. Referral- A referral must be made by yourself, faculty, staff, parents, physician or
agency. This referral must be made to the Accessibility Resource Center located on the
Pendleton campus in the Student Success Center, Suite 120. Students can go to
www.tctc.edu/arc to apply for accommodations.

2. Appointment- You will receive an email from ARC after your application is reviewed
asking to schedule an intake meeting. Scheduling is done in the Accommodate portal.

3. Initial Meeting- During the initial meeting with an ARC staff member, you will need to
provide documentation of your disability. This documentation may come from a
medical doctor or licensed professional, previous education facilities or other approved
source. See page 16 for more information.

e The documentation is then reviewed by ARC staff.

e A determination will be made regarding reasonable accommodations.

e Counsel and information will be provided about your accommodations.

e Faculty Notification Forms will be provided to your Accommodate portal
explaining your accommodations.

e Student will complete new semester request in order to have FNFs sent to
their faculty by ARC staff.


http://www.tctc.edu/

| HAVE ACCOMMODATIONS, NOW WHAT?

Now that you have your accommodation and Faculty Notification Form, it is your
responsibility to meet privately with your instructors (during their office hours) and
review your FNF.

Introduce yourself and state what class/section you are in.

Discuss your accommodations with him/her and make a plan for
implementing these accommodations.

Agree on how testing accommodations will be implemented prior to a test
date.

If your class schedule prevents you from receiving extra testing time during
the normally scheduled class, discuss this as well.

Be specific with your instructors and let them know how you plan to use your
accommodations and if you need any assistance.

Thank the instructor for his/her time.

*Please note* Faculty Notification Forms are needed for each new semester.

To obtain these forms:

1.
2.
3.

Log into your Accommodate portal.

Complete a new semester request.

ARC will generate a new FNF placing one in your Accommodate portal and
sending others to the faculty you requested receive them.

If changes need to be made, complete a “Supplemental Request” through
the Accommodate portal.






Accommodations



ACADEMIC ACCOMODATIONS

Accommodations allow you to compete on an equal basis with other students. They ensure
that you are not penalized by your disability, but they allow your ability to shine through.

Tri-County Technical College is committed to providing reasonable accommodations based on
the type of disability, its impact on major life activities, and documentation provided. A request
for services can be made at any point in the semester, but students cannot request
accommodations for tests or other assignments that have already been completed.
Accommodations are not retroactive.

Common Academic Accommodations
In-class accommodations and auxiliary aids may include, but are not limited to:

e Opportunity to record lectures

e Laptop computers (supplied by the student)

e Extended time for taking tests, quizzes and exams
e Reduced distraction for testing

e Assistive technology such as Kurzweil 3000

e Sign language interpreters

e Accessible materials

e Preferential seating in the classroom

e Copy of class notes

e Other services as needed

Extended Time for Taking Tests, Quizzes and Exams:

Students who are approved for this accommodation will be allowed additional time for
completing in-class tests, quizzes and exams. All arrangements for extended testing time should
be made by the student and the instructor. Extended testing time can be monitored by the
Assessment Center staff located in Ruby Hicks on the Pendleton Campus or by contacting a
Student Development representative at the Anderson, Easley, Oconee, and ITC Campuses.

Notes:
The student should meet with instructors and let them know of this accommodation.
Instructors can provide notes physically or electronically prior to or just after class.

Reduced Distraction for Testing:

The Assessment Center can provide an environment with reduced auditory and visual stimuli
and minimal interruptions. Instructors may also provide this type of environment in other ways
such as using an empty classroom or office that can be monitored.




Auxiliary Aids:
Accessible Materials/Textbooks:

Students who would like to receive a PDF version of a textbook, must submit a copy of the
receipt to verify the purchase location, date and price paid to The Accessibility Resource Center
along with the textbook name, publisher edition and ISBN. You will want to start this process
early as it may take several days/weeks once the request has been submitted to the publisher.

Braille:
Materials that need to be embossed for braille readers should be submitted to the Disability
Service Office. This may take some time, so be sure to submit materials as soon as possible.

Assistive Technology:

Tri-County provides Kurzweil 3000 to assist students who need screen readers. TCTC also
provides access to Microsoft OneNote which is a recording/transcribing/dictating program. If
you would like a training session on using either of these programs, schedule an appointment
with The Accessibility Resource Center (864-646-1563). Other forms of assistive technology
include large BigKeys LX keyboards, BIG Track Trackball, pocket amplifiers and Sony Noise
Reduction headphones.

Kurzweil:
This is a text to speech software program that benefits students with learning
disabilities, dyslexia, visual impairments or those who simply learn best by hearing
information.

Kurzweil Firefly:
This an extension of Kurzweil that is internet based. It allows you to use the program
anywhere that has internet access. You can upload pdf documents, including pdf
textbooks. If you are interested getting an account for this program, contact The
Accessibility Resource Center at 864-646-1563.

Microsoft OneNote:
This is a program that allows students to record classes which will provide an audio file
of the class, transcript with just text, transcript with speakers, transcript with
timestamps, transcript with speakers and timestamp. You are also able to dictate into a
blank document which can then be edited. This is available to all students in the TCTC
Microsoft Suite.

Assistive Technology Locations:




Computers with assistive Technology are located in various locations at all of the Tri-County

Campuses.

Pendleton Campus:

Fulp Hall Computer Lab

Learning Commons

The Accessibility Resource Center Office
Assessment Center (for testing purposes only)

Anderson Campus:

Computer Lab

Assessment Office (for testing purposes only)Easley Campus:
Computer Lab

Assessment Office (for testing purposes only)

Sign Language Interpreters/CART Services:

Interpreters or CART (Communication Access Realtime Translation) services can be provided for
qualified students with hearing impairments for scheduled classes, labs and appointments. To
receive these services:

1. The student must submit a written request, along with course schedule to the
Accessibility Resource Center at least 30 days prior to the beginning of each semester.

2. Students may request interpreting services without the 30 day notice; however, services
may not be immediately available. Tri-County strives to provide the requested service,
or a reasonable alternative, such as CART, within 30 days of receiving a request.

3. If services are needed for a meeting or other outside class activities, a timely notice of at
least 3 days must be given so that arrangements can be made with various service

providers.

4. If you need to cancel the arrangements, then the Accessibility Resource Center must be
notified at least 24 hours in advance.
5. “No-Shows”

If a student is not present at the beginning of class, the interpreter will wait
for % of the class time (15minutes for a 50minute class/ 20minutes for a 75
minute class). If the student still has not arrived, the interpreter will leave
and the student will be considered a “no-show”.

If prior notice is not given or the student does not show up for the
class/college sponsored event, it will be considered a “No-Show”.

If 3 “No-Shows” occur within the semester, a meeting will be required with
The Accessibility Resource Center and a written contract will be
implemented.

10



MEDICAL / OTHER ACOMMODATIONS

Personal Devices and Attendant Care:

The College does not provide prescriptive devices, devices of a personal nature, or personal

attendants.

Attendance Accommodations:

The Office of Civil Rights has developed guidelines in determining whether or not attendance is
an essential requirement for the course: The Accessibility Resource Center uses this
guestioning along with the following to determine if attendance is an essential element of the

class.

What does interaction look like between instructor/student and
student/student?

Does the course rely on student participation as the main method of
learning?

Are cooperative learning groups an important aspect of the class?

If you fail to attend class, what impact will that have on your peer’s
educational experience?

What do the course description and syllabus say?

What components are used to make up the final grade?

What are the classrooms practices and policies regarding attendance?

It is vital that you make your request prior to the semester starting.

As with all accommodations, official documentation is needed to explain why
an attendance accommodation is needed.

Request for this accommodation should be made at least 2 weeks prior to
the semester beginning.

This accommodation is unique to each student’s instructors and courses each
semester.

Once your request has been made and interactive process will occur to
determine whether attendance is an essential requirement of the course.
Some classes such as labs and clinicals are not able to provide extra
absences.

11



Facilities and Parking:

Tri-County Technical College follows all applicable state laws relating to parking for people with
disabilities. For additional information, please contact Campus Police at 864-646-1800 or visit
www.scdmvonline.com. If a student has a temporary medical need for parking (6 weeks or less), they
need to request this through the Accessibility Resource Center using the Accommodate portal.

Emergency Services:

In case of an emergency, contact Campus Police at 864-646-1800 or extension 1800 from any
on campus telephone.

Medical Concerns:

Many of our students have medical conditions which qualify as a disability and as such require
accommodations. These accommodations will be listed in the student’s faculty notification
form so that the student’s instructors have a record of the student’s classroom needs and
possible barriers that may be encountered. Accommodations that are non-academic in nature
will be listed in a non-academic section of the faculty notification form.

Due to the nature of medical concerns, students may want to provide instructors with a
Personal Emergency Plan. These forms are available in the Accessibility Resource Center (also,
see Appendix F) and are provided so that our students have an opportunity to discuss plans and
preparations with their family members and treating medical providers and then provide that
information to faculty and staff of the students’ choosing.

Students are not required to provide this information to anyone on campus and the form does
not require a student to disclose the nature of a disability as this information is confidential
(unless the student chooses to disclose). The Personal Emergency Plan is optional and is
designed to be a tool for students to communicate their needs and concerns relating to a
medical condition.

If a student chooses to use a Personal Emergency Plan, the student should consider giving a
copy to their current instructors and Campus Police as well as any other person of the students’
choosing.

Students should also be aware that the Faculty and Staff at Tri-County are not trained and
cannot administer medication or provide medical treatment. If a student has a medical
situation on campus (example: seizure, fainting, etc.), Emergency Medical Services (EMS) may
be called. The decision whether to call EMS must be made by the person(s) who witnesses the
incident and/or Campus Police. Students who are capable, have the option to refuse transport.

12
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Notes:
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DOCUMENTATION

Colleges and universities must make educational programs and services accessible to students
with disabilities. Proper documentation is one of the first steps to receiving accommodations.
This documentation must answer the question of WHY accommodations are needed.

The IEP and 504 plans you’ve had in the past tend to focus on what services were provided.
Even though these are helpful in understanding the student’s history, they rarely answer the
guestion of WHY a service was provided. Documentation will vary from student to student
based on the disability and accommodations being requested. At Tri-County Technical College
we follow the guidance provided by the Association on Higher Education and Disability
(AHEAD). You can visit their web site at: https//www.ahead.org

Documentation should be:

e Current documentation (no more than 3 years old)
A psychological evaluation from the second grade may provide good history
about that student, but it does not provide an accurate picture of how the
student is currently preforming or learning.

e An ongoing history of disability (this can be a student’s current IEP and 504
plans)

o A clearly defined diagnosis which rules out alternative explanations

e Levels of functioning

e Explanation of how the disability specifically impacts academic abilities, the
college process and classroom settings

Documentation should always be:

e Current- no more than 3 years old

e Official- On letterhead, dated and signed by a professional provider with
knowledge of the disability

e Include a list of recommend accommodations and statements of why each is
recommended.

15
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STUDENTS
RIGHTS AND RESPONSIBILITIES

Students:

College students with learning disabilities have the right to appropriate accommodations under
Section 504 of the Rehabilitation Act of 1973 and the Americans with Disabilities Act of 1990.

Students with disabilities have the right to:

o Participate in higher education to the same extent as students without disabilities if they
are qualified for admission

e Reasonable accommodations to ensure access

e Participate in student activities

e Academic adjustments (reasonable accommodations that do not alter an essential
element of a course)

e File a formal or informal complaint if discrimination is occurring

e Confidentiality of all disability-related information

e Equal treatment — cannot be harassed, retaliated against, or treated unfairly for
asserting their rights

Students with disabilities are responsible for:

e Identifying himself/herself to the Accessibility Resource Center and providing current
documentation of a disability.

e Setting up an appointment with the Accessibility Resource Center to discuss the impact
of their disability and the reasonable accommodations they require

e Requesting accommodations in advance as they are not retroactive

e Notifying instructors of their accommodations via the delivery of a Faculty Notification
Form listing approved accommodations and discussing the accommodations with the
instructor to determine how they will be applied within each class.

e Request alternate format of textbooks at least 30 days prior to the beginning of the
semester

e Notify instructor you want to use testing accommodations 48 hours prior to test

o If you need a private room for testing, contact the Accessibility Resource Center to
reserve a private room. You must include date, time of test, course name and
instructor’s name. (*If you cannot take a test on the scheduled date and time, you must
get the permission of your instructor to reschedule)

e Meet Academic and Conduct standards including essential program requirements

e Inform the Accessibility Resource Center immediately if there are problems accessing
accommodations.

17



STUDENT PRIVACY

Tri-County follows The Family Educational Rights and Privacy Act (FERPA). This is a federal law
designed to: Protect the privacy of student education records and establish the right of
students to inspect and review their education records. For more information on this see
policies and procedures 3-2-1041.1

Can my parents or others obtain information from the Accessibility Resource Center?

The Accessibility Resource Center office staff cannot share information about the student
without the student’s written permission.

Once | have given a copy of my documentation to the Accessibility Resource Center, can | get
a copy of it later?

No- TCTC is not allowed to redisclose information. When submitting documentation, be sure to
keep the original copy for your records.

SELF-ADVOCACY

Self-Advocacy is a powerful tool which can be used to educate others and promote
equity for people with learning disabilities. The more a student can learn about his/her
own educational strengths and weakness, rights and responsibilities and learning
disabilities in general, the better advocate he/she will be.

1. Determine your Learning Style
There are many different kinds of inventories or tests out there that can help
you determine your learning style. These inventories ask a variety of
guestions such as, “Do you learn best by studying by yourself, with others, or
with an instructor?” Even if you are unsure of some of the answers to some
of the questions, it is valuable to start thinking about the questions and
analyzing your answers. Once you have determined your preferred style, it is
easier to choose environments that will enhance your strengths in learning.

The following are a couple examples of inventories/test you can take to determine your
learning style.

e www.educationplanner.org/students/self-assessments/learning-styles

e www.secure.studentachievement.colostate.edu/learningstyles/quiz.aspx

18
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2. Be Proactive

*Being a proactive college student means that you anticipate future challenges, advocate for yourself
and seek advice and help when needed. Proactive college students plan ahead, setting aside enough
time for their studies while also recognizing the importance of balance, including time for socialization
and relaxation. Taking a proactive approach can help increase your chances of academic success and
help you take charge of your education.

Proactive people are constantly moving forward, looking to the future, and making things
happen. They’re actively engaged, not passively observing. Being proactive is a way of
thinking and acting.

(*Excerpts taken from Synonym an online website for college students)

ADA Grievance Process

1. If there is a disagreement on provision of accommodations or aids, the instructor or
student should notify the Accessibility Resource Center within one week of receiving the
Faculty Accommodation Form.

2. The Accessibility Resource Center and the instructor will attempt to resolve the
difficulty. Departments and/or division heads should also participate as necessary.

3. If the mediation process fails to reach agreement on provision of accommodation or
aids, the Accessibility Resource Center will submit a report detailing the justifications of
both student and faculty to the Dean of Students Development and Vice President for
Academic Affairs for resolution.

4. The student will be given written notification of the final determination if the request
for accommodations or aids is denied. A copy will be sent to the faculty advisor and
counselor.

5. Once the accommodations or aids are approved, The Student Code & Grievance
Procedure for South Carolina Technical Colleges should be followed for complaints
alleging discrimination by faculty, staff or other students on the basis of disability.

19



INSTUTIONAL
RIGHTS AND RESPONSIBILITIES

Faculty members have the right to:

e Maintain the rigor and the fundamental nature of their course content

e Require students to demonstrate their knowledge of crucial course content

e Negotiate an accommodation with the student and the Accessibility Resource Center if
the accommodation seems unreasonable

e Request an official Accommodation Letter from the Accessibility Resource Center before
providing requested accommodations. However, faculty should encourage the student
to continue communicating about learning challenges while they are in the process of
registering with the Accessibility Resource Center.

e Beinformed of necessary accommodations

e Consult ARC Manager if unsure how to implement accommodations and ask for and
receive training, support and assistance from ARC to implement accommodations

Faculty members are responsible for:

e Implementing best practices in teaching to reach a diversity of learners

e Including a syllabus statement on how students can access accommodations.

e Meeting as quickly as possible with students who provide a letter from the Accessibility
Resource Center in order to discuss and make arrangements for the approved
accommodations. This is best done in the instructor’s office to promote an atmosphere
of open communication and confidentiality between student and faculty.

e Providing the accommodations listed in the official Faculty Notification Form

e Contacting the Accessibility Resource Center if there are any questions or concerns
about an approved accommodation or how to best work with a student

e Having an awareness of campus resources available for students and faculty

e Maintaining confidentiality of student’s who disclose their disability or need for
accommodation

e Submit tests and quizzes to the Assessment Center and/or Department of Disabilities
Services when appropriate

e If assistive technology is a required accommodation, submit test/quizzes to the
Accessibility Resource Center at least 48 hours in advance.

e Treating students fairly and respectfully

e Creating an inclusive classroom, providing materials in accessible formats (captioned
videos, readable PDFs, accessible LMS content)

20



While students are expected to comprehend course material, accommodations give students
the opportunity to achieve that goal and demonstrate that comprehension in testing situations.
If a faculty member has questions about the appropriateness of a required accommodation, he
or she should consult the Manager of the ARC.

INSTITUTIONAL
RIGHTS AND RESPONSIBILITIES

The Accessibility Resource Center is responsible for:

e Determine eligibility for accommodations based on federal law and institutional policy

e Meeting with students during scheduled appointments

e Reviewing the Accessibility Resource Center Handbook

e Explaining the student’s responsibilities

e Conducting intake interview

e Establishing reasonable accommodations based on individual needs, requests and
supportive documentation

o Educating students, parents, faculty and staff about accessibility services at the college
level

e Providing assistive technology resources and training

e Answering all questions

e Providing Faculty Notification Forms to students when requested

e Ensuring students provide current and appropriate documentation of disability

e Maintain confidentiality

e Assisting faculty, staff and students when making arrangements for reasonable
accommodations

e Issue Faculty Notification Forms to faculty upon student request

The Accessibility Resource Center has the right to:

e Require students provide current, appropriate documentation of a disability from a
qualified professional

e Deny accommodations if documentation is insufficient until proper information is
provided.

e Set reasonable timelines for students to request accommodations

e Require students to follow TCTC’'s accommodation request process

e Work with instructors to determine how accommodations can be implemented without
fundamentally altering a course

21



e Ensure accommodations provide equal access
e Confidentiality — share information on a need-to-know basis.
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DUAL ENROLLMENT

Students with a disability that may affect his/her education and who are currently enrolled in a
high school, should contact the Accessibility Resource Center to provide documentation and
request accommodations. Students who receive credit from their high school for these courses
may be eligible under the Individuals with Disabilities Education Act (IDEA) for
accommodations. The student’s high school will be responsible for any services or
accommodations required under IDEA. It is the student’s responsibility to notify the college of
his/her disability well in advance of accommodations being provided. Students who have a
disability and choose to attend Tri-County Technical College courses for credit fall under
ADA/504 guidelines, not IDEA.
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FREQUENTLY ASKED QUESTIONS

1. May a college deny services if a student refused to document
his/her disability?
Yes A college has no obligation to provide services to a student who
refused to provide documentation of his/her disability.

2. Can a college be held liable under the ADA if it is unaware of a
student’s disability?

No The college’s obligation is to provide a reasonable
accommodation to only known disabilities.

3. Does an institution have any obligations to lower its admissions
standards for individuals with disabilities?

No  An applicant’s disability should play no part in an admission
decision and the institution has no obligation to lower its
admissions standards to admit and applicant with a disability.

4. What is the scope of the college’s obligation to provide auxiliary

aids or services to students with disabilities in the classroom?
An educational institution has a duty to provide reasonable
accommodations in the classroom for students with known
disabilities when services have been requested in a timely
manner.

5. Does a college have any obligations to provide personal services or
devices?

No  An educational institution is not required to provide a student
with a disability with personal or individually prescribed devices.

6. Must an institution lower its academic standards to accommodate a
student with disabilities?

27



No However, a college may be required to take some modifications
to its academic requirements to ensure that such requirements do
not discriminate or have the effect of discriminating on the basis
of a student’s disability.

7. Does an institution’s obligation extend to providing
accommodations during a test to a student with a disability?
Yes Reasonable accommodations must be provided if appropriate
notice is given.

8. Must an institution’s library materials be accessible to a student
with disabilities?
Yes The institution has an obligation to ensure that students have
effective access to library materials.

28
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TRI-COUNTY TECHNICAL COLLEGE’S POLICY & PROCEDURE

It is the policy of Tri-County Technical College to comply with the requirements
of the Americans with Disabilities Act. All employees of Tri-County Technical
College are expected to be familiar with the provisions of this law as it applies to
their responsibilities.

PROCEDURE NUMBER: 1-6-3010.1
Last updated and approved by Executive Staff —3/7/2022

Background: Section 504 of the Rehabilitation Act of 1973 prohibits discrimination on the basis
of disability by any employer, program or institution receiving federal funds. It also requires an
institution to make reasonable accommodations to allow otherwise qualified students,
applicants or employees with documented disabilities full participation in the same programs,
activities, and employment available to non-disabled persons. Title Il of the Americans with
Disabilities Act extends the prohibition of Section 504 discrimination to include all services,
programs and activities of state and local governments and their agencies regardless of receipt
of federal financial assistance.

I. Definitions under the Rehabilitation Act of 1973 and Americans with
Disabilities Act

A. Disability - An individual with a disability is one who:

1. Has a physical or mental impairment that substantially limits one or more of
the major life activities of such an individual;

2. Has a record of such an impairment; or,
3. Is regarded as having such an impairment.
B. Physical or mental impairment -

1. Any physiological disorder or condition, cosmetic disfigurement, or anatomical
loss affecting one or more of the following body systems: neurological; musculo-
skeletal; special sense organs; respiratory, including speech organs;
cardiovascular; reproductive; digestive; genitourinary; hemic and lymphatic;
skin; and endocrine
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2. Any mental or psychological disorder, such as mental retardation, organic
brain syndrome, emotional or mental iliness, and specific learning disabilities

C. Major Life Activity - Major life activities may include such things as performing
manual tasks, walking, seeing, hearing, speaking, breathing, learning, and working.

D. Reasonable accommodation - Reasonable accommodations are adjustments in
access or delivery of programs, activities or employment that allow equal participation
by a person with a disability without compromising the academic integrity of the
program or causing an undue financial or administrative burden on the institution.

E. Otherwise qualified - A "qualified" individual with a disability is one who meets the
essential eligibility requirements for the program or activity.

F. Documentation - A record of results of medical, psychological or emotional diagnostic
tests or other professional evaluations may be requested by the institution to verify the
need for accommodations or auxiliary aids.

Il. Purpose

Tri-County Technical College recognizes its responsibility to ensure the rights of employees and
students with disabilities and assist in their full participation in the College community. To meet
its obligations Tri-County Technical College will complete the following:

A. Conduct a self-evaluation to identify services, facilities, programs or activities which
require modification to be in compliance with the Americans with Disabilities Act.

1. Reasonable modifications in policies and procedures that might deny equal
access to individuals with disabilities will be made unless the accommodation
would result in a fundamental alteration in the program or an undue financial or
administrative burden to the college.

2. The Uniform Federal Accessibility Standard (UFAS) or the Americans with
Disabilities Act Accessibility Guidelines will be used for new construction or
renovation of existing facilities.

3. Appropriate auxiliary aids will be provided upon request. The College will not
charge an individual with a disability for the use of an auxiliary aid.

B. Provide easily accessible information to all applicants, students, faculty, and staff
on the availability of accommodations and auxiliary aids or services as well as the
process for obtaining them.

1. Publish statements of non-discrimination in publications, brochures, and ads.
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2. Publish location of the Accessibility Resource Center in the College catalog.
3. Make the following information available electronically to students:

a) information on location of the counselor for students with disabilities;
b) process for requesting reasonable accommodations or aids;

c) rights and responsibilities of students requesting accommodations or
aids;

d) rights and responsibilities of the College

e) guidelines for documentation; and

f) mediation process for resolution of disagreements regarding
reasonable accommodations

C. Designate and identify at least one employee as the counselor for students with
disabilities to coordinate and carry out compliance responsibilities.

1. Any person or agency may refer a student to the counselor for students with
disabilities. It is ultimately the student's responsibility, however, to make an
appointment with ARC staff to request services or accommodations.

2. Initial meeting:

a) Student should inform ARC staff of the need for accommodations or
aids. Adequate notification must be given to allow for the necessary
arrangements to be made.

b) Student should bring documentation of disability from appropriate
professional sources supporting the request for accommodations or aids.

3. ARC staff will review documentation and consult with provider of
documentation, if needed.

4. Accommodations are coordinated by ARC staff for students with disabilities.

5. Student has responsibility for completing a new semester request in the
Accommodate poral each semester immediately after registering. The faculty
notification form is then released by ARC staff to the instructors the student has
requested. Student should immediately inform ARC staff of any class schedule
changes.

6. Instructor will review the accommodations indicated on the form. If additional
clarification or assistance in providing accommodation is needed, instructor
should contact the manager of the ARC. Instructor is encouraged to consult with
student.
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7. Testing:

a) Student must inform instructor at least 48 hours prior to test of the
need to use testing accommodations

b) If special assistance is needed in taking the placement test or any other
standardized test, prior arrangements should be made with the testing
center coordinator.

c) Instructors should inform the testing center if special assistance is
needed for testing a student.

d) IF a private room is required — students must inform ARC and the
professor a minimum of 48 prior to taking the test.

8. Continuing Education students should request accommodations or aids at the
time of registration. If accommodations are requested, the person receiving the
registration form must immediately notify the program manager of the request.
Adequate notification must be given to allow for the necessary arrangements to
be made.

D. Establish a mediation process providing for prompt and equitable resolution of
disagreements regarding reasonable accommodations for students.

1. If there is disagreement on provision of accommodations or aids, instructor or
student should notify the ARC manager within one week of receiving notification
form.

2. ARC manager and instructor will attempt to resolve the difficulty. Department
and/or division heads should also participate as necessary.

3. If the mediation process fails to reach agreement on provision of
accommodations or aids, the ARC manager will submit a report detailing the
justifications of both student and faculty to the Dean of Student Engagement
and Vice President for Academic Affairs for resolution.

4. Student will be given written notification of the final determination if the
request for accommodations or aids is denied. A copy will be sent to the faculty
advisor and success coach.

5. Once accommodations or aids are approved, The Student Code & Grievance
Procedure for South Carolina Technical Colleges should be followed for
complaints alleging discrimination by faculty, staff or other students on the basis
of disability.

E. Respond to and address employee concerns. An employee with a disability should
contact the Director of Personnel to request an accommodation. Upon request for an
accommodation, these steps will be followed:
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1. A meeting will be scheduled between the employee and the Director of
Personnel.

2. The employee should bring documentation of the disability from appropriate
professional sources, supporting the request for accommodation, to the first
meeting.

3. The employee and the Director of Personnel will discuss potential
accommodations.

4. The Director of Personnel will review the documentation and consult with the
provider of the documentation, if needed.

5. Accommodations discussed will be further researched by the Director of
Personnel to determine availability and appropriateness. The supervisor(s) will
be consulted in this evaluation process.

6. The Director of Personnel will schedule a meeting with the employee to
discuss what accommodation(s) will be made. Should there be a disagreement
that cannot be resolved between the Director of Personnel and the employee
regarding reasonable accommodation, the employee should appeal through the
grievance procedure in state policy 8-6-100.

F. If an employee who has been granted an accommodation feels that other
accommodation(s) are needed, the same procedure will be followed for each
requested accommodation.
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SOURCES OF ADDITIONAL INFORMATION

Helpful Resources

Job Accommodation Network
Phone: 1-800-526-7234

www.askjan.org

South Carolina Commission for the Blind
Phone: 1-888-335-5951
www.sccb.sc.gov

South Carolina Protection and Advocacy System for the Handicapped
Phone: 1-866-275-7273
www.pandasc.org

South Carolina State Library for the Blind
1-803-734-8666
www.statelibrary.sc.gov/south-carolinians/Talking-Book-Services/

Online Resources
American Council of the Blind:
www.ach.org

Americans with Disabilities Act Information:
www.ada.gov

Recording for the Blind and Dyslexic:
https://www.learningally.org/

Office of Special Education and Rehabilitation Services:
www.ed.gov/about/ed-offices/osers

AHEAD Association for Higher Education Access and Disability
http://www.ahead.org/

CAST — Universal Design
www.cast.org
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Postsecondary Resources

Association on Higher Education and Disability (AHEAD)
16801 Kenton Dr. Ste 220
Huntersville, NC 28078
Phone: 704-947-7779 Fax: 704-948-7779
ahead.org

Learning Disabilities Association of America
4068 Mount Royal Blvd Ste 224B
Allison Park, PA 15101
Phone (412) 341-1515 Fax (412) 344-0224
Ldaamerica.org

Council for Exceptional Children (CEC)
3100 Clarendon Blvd Ste 600
Arlington, VA 22201-5332
Tel: 888-232-7733
Exceptionalchildren.org

Library of Congress/Service for the Blind and Physically
Handicapped
101 Independence Ave SE
Washington, DC 20540
Tel: (888) 657-7323 TDD: (202) 707-0744
Email: nls@loc.gov or http://www.loc.gov/nls/

Council for Learning Disabilities (CLD)
11184 Antioch Road Box 405
Overland Park, KS 66210
Tel: (913) 491-1011 Fax: (913) 491-1012
Cldinternational.org

International Dyslexia Society
1829 Reisterstown Rd. Ste 350
Pikesville, MD 21208
Tel: (410) 296-0232 Fax: (410) 321-5069
Dyslexiaida.org

Department of Justice (DOJ)
950 Pennsylvania Avenue, NW
Washington, DC 20530-0001
Tel: (202) 514-2000
Email: AskDOJ@usdoj.gov or Justice.gov

Recording for the Blind
200 East Wells Street
Baltimore, MD 21230

Tel: (410) 659-9314
www.nfb.org

Equal Employment Opportunity Commission
131 M Street, NE
Washington, DC 20507
Tel: (800) 669-4000
TTY: (202) 663-4494
info@eeoc.gov or Eeoc.gov

President’s Committee on Employment of People with
Disabilities
200 Constitution Ave NW
Washington, DC 20210
Tel: (866) 487-2365
Dol.gov/agencies/odep

HEATH Resources and Services Administration
5600 Fishers Ln
Rockville, MD 20857
Tel: (877) 464-4772
Email: AskHEATH@gwu.edu or hrsa.gov
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Appendix A- Definitions

Academic Standards:
The usual indicators of academic ability, such as grade-point average, high school rank, and
standardized test scores.

Accommodation Letters:

Qualified students with disabilities that require accommodations will receive semester
accommodation letters through the Accessibility Resource Center office. These letters state
what accommodation(s) the student will receive as determined by Accessibility Resource
Center. Students must request these letters to be released electronically to faculty each
semester.

Americans with Disabilities Act (ADA): ADA (Pub. L. No. 101-336) is a law that protects persons
with disabilities.

Alternative Format (AF): AF changes the format of the material to one that allows the student
to have access to the material, such as enlarged print, brailed text, etc.

American Sign Language (ASL): A natural visual-gestural language with syntax, structure, and
grammar rules different than English grammar rules.

Auxiliary Aids: Services, equipment, and procedures that allow students with disabilities access
to learning and activities in and out of the classroom. They include, but are not limited to: sign
language interpreters, real-time captioning services, adaptive technology, alternative media,
examination accommodations, etc.

Closed Captioning: Closed captioning is word-for-word text of a movie or video dialogue that
requires the use of a decoder to be viewed on the screen. Televisions 13" or larger,
manufactured after July 1993, are required by law to have a built-in caption decoder.

Attendance Accommodations: This is an accommodation that may be given to students who
have a disability that may cause them to occasionally miss class. All the essential components of
the class must be met regardless of the accommodation. This accommodation is only applicable
if class is missed due to a disability-related problem. If students miss class, they are responsible
for contacting their faculty member and making up any missed work as soon as possible. Class
attendance is extremely important and while a student may have consideration for absences,
too many missed classes will make it difficult to complete course requirements.

Distraction-Reduced Environment: This is an environment in which distractions are minimized
while the student is taking his or her examination (i.e., not with the rest of the class.)
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Documentation: Documentation includes information obtained from a qualified
professional that contains specific information related to the disability. (See specific disability
for documentation guidelines.)

Extended Time:

Quizzes, Tests, Examinations: Extended time on quizzes, tests, and examinations, in
most cases, will be equal to time-and-a-half of the usual time allotted for the assignment or
examination. Students are required to work out arrangements for extended time on quizzes,
tests, and examinations with their instructors at least 48 hours in advance. If the instructor
cannot provide the accommodation, please contact Accessibility Resources.

Out-of-class Assignments: Extended time on out-of-class assignments will be assessed
on a case-by-case basis and for each particular assignment. Students are required to see an
Accessibility Resource Center staff member when there is a need for this accommodation for a
specific assignment before the due date of the assignment.

Hard of Hearing: A student is considered hard of hearing if his/her hearing loss makes it
difficult, but not impossible, for him/her to understand speech and language with or without

the use of hearing aids.

No Scantron: This accommodation allows the student to write his/her answers directly on the
exam.

Qualified: An individual with a disability who meets the academic and technical standards
required for admission or participation in the education program or activity.

Personal Services: The University is not responsible for providing personal services, such as
readers, for personal use or study, or other devices or services of a personal nature.

Private Room: Use of a private room provides a testing environment in which the student is the
only person in the room.

Reader: A reader is a person who is available to read exams for students.

Scribe: A person who is available to write for students on exams is a scribe.

Section 504: Section 504 is part of the Rehabilitation Act of 1973 (Pub. L. No. 93-112, as
amended). It protects the rights of people with disabilities in many environments, including

college settings.

Technical Standards: Technical standards include all non-academic admissions criteria that are
essential for a student to complete a program.
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Universal Design: An approach to designing course instruction, materials, and content to
benefit people of all learning styles without adaptation or retrofitting. Universal design provides
equal access to learning, not simply equal access to information. Universal design allows the
student to control the method of accessing information while the teacher monitors the learning
process and initiates any beneficial methods.
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Appendix B- Campus Resources

Career Services:

The Tri-County Technical College Career and Employability Services Office offers a wide range
of services to assist you in meeting your employment needs. Our Career and Employability
Services Office provides current and prospective students with assistance in career planning.
We offer a wide variety of services and resources, including:

e personalized career counseling

e goal setting

e career resources

e current career listings and information on local/regional employers
e workshops and seminars

e mock interviews

Career Services Phone: (864) 646-1577
Wellness Programs:

Our Wellness Program provides current and prospective students with resources and services
to help ensure personal and educational success, including:

o personal and educational goal setting
o strategies for success in college

o referrals to community agencies

e emergency funds

e counseling resources

Please contact Student Support to learn more about our services and resources. Our office is
located in the Student Success Center, Office Suite 120.

Wellness Programs: (864) 646-1569

Tutoring Center:

TCTC offer free tutoring for a variety of classes along with workshops on content and college
skills. They provide students with learning strategies along with tips and tools to help you reach
your learning potential.

Tutoring Center Phone: (864) 646-1367

Student Success Coach:
Student Success Coaches are there to help you succeed at Tri-County Technical College. They
provide individualized orientation session based your programing needs.
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Student Success Coach meetings are designed to help you by...

¢ sharing detailed information about your program;

e assisting you with campus resources and the myTC portal; and

o selecting appropriate classes based on your program of interest and your
Accuplacer placement scores or previous college coursework.

Success Coach Phone: (864) 646-1651

Coordinator of Community Standards:

If you have questions regarding your rights and responsibilities when it comes to the
administrative process, Student Code or Title IX, the Coordinator of Community Standards is
available to help you. Please call and schedule an appointment.

Community Standards Phone: (864) 646- 1871
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Appendix C- Campus Directory

7AYo 1o 0 TR [ o - PP UPTPP (864) 646-1550
Academic SUPPOrt/ TULOIING SEIVICES.......ccvvuevireeeerireeteerire et ee v e (864) 646-1367
Bridge and Educational Partnerships.......cccceevevevevenenenceeiceeeeeeveneens (864) 646-1597
2T 0T0] 4 o] o TS TP PTSRPO (864) 646-1823
AT SEIVICES.c.uiutiutiirrirtire ittt et e e stesteste s sts et e e e s bbb aes e et e ss e s anseeereaneas (864) 646-1577
TESEING CONTEN ..ttt sttt s st s e e e e e aenaesen (864) 646-1300
CaMPUS POJICE. vttt ettt st sttt e e e e e bbbt aene e (864) 646-1800
Accessibility RESOUICE CENTEN....ccciciii et eeees (864) 646-1563
Financial Aid INfOrmation.........cueivivininincrcece e (864) 646- 8282
LEArNING COMMONS.....cuiieieiieiieittirtest et et e eeeeeesresaeste st stesaeseeseeseeses e e sensensan (864) 646- 1750
Information TeChNOIOZY (IT).ccvceiueirriiece sttt st (864) 646-1779
SEUAENT RECOTAS ittt st e ettt sr s ene e (864) 646- 8282
Student SUCCESS COACHES. ..o (864) 646- 1651
TULOIING CONTEN ..ttt sttt e ee e s eaesbe e st e (864) 646- 1367
VA/GI Bill COUNSEION ..ottt sttt st et st s ev e s s s b een (864) 646-1353
WEIINESS SEIVICES ..vvvieirieieceeteie ettt st sttt s e e e s aes et aes et se s e s (864) 646-1569
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Appendix D- Building Accessibility Chart

Building Name Accessible Entrance Located Elevators
Anderson Hall Between Anderson and Miller Hall No
Cleveland Hall Main entrance by Cleveland Hall sign No
Fulp Hall 3" floor entrance - off plaza Yes

15t floor entrance- by parking lot E & C
Halbert Hall Main entrance No
Industrial Business Development | Main Entrance No
Center
Miller Hall Between Anderson and Miller Hall No
Back entrance off of the plaza
Oconee Hall Front entrance Yes
Auditorium/Lobby entrance
Pickens Hall Front entrance No
Student Center Front entrance No
Back entrance by cafe
Ruby Hicks Hall Main entrance Yes
Wilson Hall Between Wilson and Cleveland Hall No
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Appendix E- Major Differences Between High School and College

Applicable Laws

HIGH SCHOOL

COLLEGE

I.D.E.A. (Individuals with Disabilities Education Act)

A.D.A. (Americans with Disabilities Act of 1990)

Section 504, Rehabilitation Act of 1973

Section 504, Rehabilitation Act of 1973

I.D.E.A. is about SUCCESS, meeting students where
they are

A.D.A. is about ACCESS to courses and content, but
requirements are the same for everyone

Required Documentation

HIGH SCHOOL

COLLEGE

I.E.P. (Individualized Education Plan or 504
Plan)

Documentation needs to be within 3 years and
explain the student's present levels.
Additional documentation may be required.

School provides evaluation at no cost to student

If evaluation is needed, it is at the student's expense

Documentation focuses on determining whether
student is eligible for services based on specific
disability categories in I.D.E.A.

Documentation must provide information on
specific functional limitations, and demonstrate
the need for specific accommodations

Self-Advocacy

HIGH SCHOOL

COLLEGE

Student is identified by the school and is
supported by parents and teachers

Student must self-identify and register
with the Accessibility Resource Center

School is responsible for informing all
all teachers of accommodations.

Primary responsibility for self-advocacy and
arranging accommodations belongs to the student

Teachers approach you if they believe you need
assistance

Professors are usually open and helpful, but most
expect you to initiate contact if you need
assistance

Parental Role

HIGH SCHOOL

COLLEGE

Parent has access to student records and can
participate in the accommodation process

Parent does not have access to student records
without student’s written consent

Parent advocates for student

Student advocates for self
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Instruction

HIGH SCHOOL

COLLEGE

Teachers may modify curriculum and/or alter pace
of assignments

Professors are not required to modify curriculum
design or alter assignment deadlines

You are expected to read short assignments that
are then discussed, and often re-taught, in class

You are assigned substantial amounts of reading
and writing which may not be directly addressed in
class

You seldom need to read anything more than
once, and sometimes listening in class is enough

You need to review class notes and text material
regularly

Grades and Tests

HIGH SCHOOL

COLLEGE

I.E.P. or 504 plan may include modifications to test
format and/or grading

Grading and test format changes (i.e. multiple
choice vs. essay) are generally not available.
Accommodations to HOW tests are given
(extended time, test proctors) are available when
supported by disability documentation.

Testing is frequent and covers small amounts of
material

Testing is usually infrequent and may be
cumulative, covering large amounts of material

Makeup tests are often available

Makeup tests are seldom an option; if they are,
you need to request them

Teachers often take time to remind you of
assignments and due dates

Professors expect you to read, save, and consult
the course syllabus (outline); the syllabus spells
out exactly what is expected of you, when it is
due, and how you will be graded

Study Responsibilities

HIGH SCHOOL

COLLEGE

Tutoring and study support may be a service
provided as part of an I.E.P. or 504 plan

Tutoring DOES NOT fall under Disability Services.
Students with disabilities must seek out tutoring
resources as they are available to all students.

Your time and assignments are structured by
others

You manage your own time and complete
assignments independently

You may study outside of class as little as 0 to 2
hours a week, and this may be mostly last-minute
test preparation

You need to study/work on assignments for at
least 2 to 3 hours outside of class for each hour
in class
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I
PERSONAL EMERGENCY PLAN

Students who may have difficulty in the event of an emergency are encouraged to complete this
planning form and keep it with them at all times in order to consider the optimal method of assistance
in the event of an emergency.

Name: Student T#:
Address:

Phone: Email:

Cell Phone:

1. Emergency Information: Describe the most appropriate way to assist you in an emergency.
(medical, equipment, communication, life/carry)

2. Warnings: List those actions individuals trying to assist you should not attempt.

3. Plan for when you are alone.

4. Are you carrying an Emergency Supply Kit? O Yes O No
If yes, list items, the location of the kit, and any instructions for paramedics.

5. Emergency Contacts:

a. Name: Relation:
Phone: Cell: Email:

b. Name: Relation:
Phone: Cell: Email:

6. Medications:

50



