Extension of Deadlines for Assignments Accommodation Discussion Guide

At the beginning of the semester, student and instructor should meet privately to discuss how DRC-approved accommodations, as listed in the student's Letter of Accommodation (LOA), will be implemented in your course. This conversation is an important opportunity to establish a shared understanding of how the accommodations will be implemented.

This worksheet is an optional resource to help guide your conversation and document your plan. It is for your personal use and reference only and does not need to be completed or submitted to the Disability Resource Center (DRC). This worksheet is considered a personal record.  

Accommodation Overview
For students with conditions that are episodic in nature or that impact their ability to devote sufficient time to an assignment, strict assignment deadlines can prevent them from demonstrating their full mastery of class content. The purpose of this accommodation is to ensure students with disabilities are not disproportionately penalized for exacerbations in their condition. These conditions may be unpredictable and inevitable despite the student’s ongoing health and time management practices.

Before the Discussion
Student Responsibilities
· Send the Letter of Accommodation (LOA) to the instructor.
· Request a meeting or conversation regarding accommodations.
· Be prepared to discuss how audio recording supports your learning.
· If an instructor does not respond within five business days of the student’s initial outreach to discuss accommodations, please contact the DRC.

Faculty Responsibilities
· Review the Letter of Accommodation.
· Meet with the student in a timely manner.
· Discuss implementation of accommodation in good faith.
· If the student does not respond within five business days of your receipt of the LOA, please contact the DRC.

Discussion Questions 
· Consider each course and assignment individually. Can an extension be provided without disrupting the course’s educational design or altering the fundamental aspects of the assignment?
· Do you have a current course policy in the syllabus regarding deadlines and late work?
· Is the policy applied consistently? If exceptions are made for non-disabled students, such as athletic travel or religious observances, comparable exceptions must be available to students with disabilities.
· Does each week build on earlier material? A sequential course may only be able to allow a shorter extension window.
· Is the completed work used as course content? Are students expected to participate in discussions or activities based on it? 
· Will solutions, exemplars, answer sets or feedback be released? How important is timely release to learning and course sequencing?
· Does the assignment involve teamwork? Would delayed completion materially affect teammates or other students’ educational experience?
· Does the notification for an extension have to happen prior to assignment deadline?
· How can the student best notify the instructor of the need for an extension?

Considerations
· An extension is not a “free pass.” Identify the assignment, revised due date and related expectations. The same extension length may not apply to every assignment.
· Late-work rules may still apply. Ordinary penalties may apply if the student misses the agreed revised deadline or if lateness is unrelated to disability.
· The accommodations are not retroactive. Instructors are not required to adjust work or extensions from before the Letter of Accommodation was received and implementation was discussed.
· Students are not required to prove disability-related symptoms or provide disability-identifying diagnostic information to use an approved accommodation.
· Review the Guidelines for Extension of Deadlines attached to end of worksheet.

If Challenges Arise
If either the student or instructor believes implementation of the accommodation may present challenges, they should contact the student’s Access Consultant or the DRC immediately before denying, modifying or discontinuing the accommodation. 

Agreement Summary
After discussion, we understand: 
· The purpose of the accommodation
· How extensions of deadlines for assignments will occur in the course
· Procedures for addressing concerns that arise during the semester

Student Name:
Faculty Name: 
Course:
Date Discussed: 

Guidelines for Extension of Deadlines for Assignments
 
The Disability Resource Center (DRC) facilitates an interactive process between the student, DRC, and instructor to ensure that reasonable accommodations are available to qualified students AND that the integrity of university courses are upheld. While deadlines for assignments are considered essential elements, the DRC recognizes that the cyclical nature of a disability may occasionally impede the ability to meet deadlines for assignments (papers, projects, and homework). 


Student Responsibilities 

1. Request your Letters of Accommodation (LOAs) using the DRC Portal. Please contact your Access Consultant if you have questions on how to request your LOAs. 

2. Initiate a conversation with your instructor at the beginning of the semester. The purpose of this discussion is to review your accommodations and how they will be implemented in the course. This conversation can look like an in-person meeting, phone call, or email. An example email can be found below. 

3. During the conversation with your instructor discuss how you see this accommodation occurring in the class.  Your instructor will discuss guidelines for addressing assignment flexibility procedures. Note that assignment flexibility is not guaranteed. 

4. Contact your DRC Access Consultant if you have any questions, concerns, or need assistance. 

5. If you are unable to meet the deadline for an assignment due to an episode, please notify your instructor as soon as possible. Timely communication with your instructor is critical. Early communication increases successful options that may be available to you. 

6. Remember that regardless of the validity of your need for more time to complete assignments (papers, projects, homework), it is possible that under certain circumstances extending more time for assignments isn’t feasible. 

7. Contact your DRC Access Consultant and your instructor as soon as you realize that you are having difficulty meeting the deadline for an assignment. 

8. This accommodation does not extend to pre-professional placements, such as clinicals, practicums, student teaching, or internships. If you need accommodations for a pre-professional placement, you MUST contact your DRC Access Consultant to discuss your needs.




Additional Important Resources 

a. Be aware of academic withdraw deadlines and polices: https://www.niu.edu/academicaffairs/withdrawals/index.shtml 

b. Connect with your advisor regarding course schedule changes, withdrawals, and incompletes: https://www.niu.edu/advising/connect/find-your-advisor.shtml 


Sample Email Professor to Discuss Accommodations at the Beginning of the Semester  

Dear Professor Smith, 

You have recently received my Letter of Accommodation regarding your course. I would like to set up a time we can talk about how my accommodations are going to be implemented in your course. Please let me know when we can connect. 

I really appreciate your understanding and support. 

Student First/Last Name 
ZID# 



