
  

Adjustment Agreements Step-by-Step Process  

How does this process work?   
  
Generally speaking there are some concrete shi3s and changes MCU can make to a8empt to 
make reasonable accommoda:ons for learning difficul:es. Typically those involve 
accommoda:ons around :me allotment for tes:ng and construc:ng crea:ve op:ons for 
comple:ng assignments while s:ll mee:ng the stated learning objec:ves of a specific class or 
assignment. It is the student’s responsibility to make their accommoda:on needs known and to 
provide the appropriate documenta:on to support the need for the requested accommoda:on(s). 
It is important for students to remember that under the Americans With Disabili:es Act (ADA) 
accommoda:ons are provided to ensure equal access. Reasonable accommoda:ons cannot 
fundamentally alter essen:al course or degree requirements. A student has the right to succeed 
or fail in a course based on his/her academic performance. Accommoda:ons in no way guarantee 
a student success in a course.  
  
Note: Accommoda:ons are not retroac)ve and both our office and faculty must be allowed 
sufficient :me to implement the accommoda:ons. Extenua:ng circumstances are determined by 
our office and can include sudden acute onset of a psychological condi:on, hospitaliza:on, flare 
up of an exis:ng disability, an injury, recent onset of a disability or disability related 
complica:ons, undue delay in documenta:on, or a late add of a course. In such circumstances, 
the Director of Compliance will assist with arrangements to provide accommoda:ons and 
support.  
  

What is the purpose of a reasonable accommodation?  

The purpose of a reasonable accommoda)on is to provide a modifica:on or adjustment that 
enables a qualified student with a disability to par:cipate in courses, programs, ac:vi:es, or 
services.  A reasonable accommoda:on assures that a qualified student with a disability has rights 
and privileges equal to students without disabili:es.  Reasonable accommoda:ons may include 
academic adjustments, auxiliary aids or services.  Accommoda:ons do not guarantee academic 
success; the student is s:ll responsible for learning subject knowledge, demonstra:ng mastery of 
content, and mee:ng the same demands required of all students.  



What does the term “reasonable” mean?  

An accommoda:on is considered reasonable if it does not require substan:al change in the 
curriculum or altera:on of any essen:al elements or func:ons of a course, program, service, or 
ac:vity.  The Director of Compliance may consider reasonable alterna:ves to accommoda:on 
requests, though significance is given to a student’s preference.  

What are the differences among academic adjustments, 
auxiliary aids, and services?  

• An academic adjustment minimizes or eliminates the impact of any disability that would 
unfairly restrict a student’s access to MCU’s courses, programs, ac:vi:es, or facili:es. 
Examples might include: extension of :me for tests, course subs:tu:on of nonessen:al 
requirements, priority registra:on, etc. (this is not an exhaus:ve list).  

• An auxiliary aid might include adap:ve equipment, assis:ve technology, FM systems, 
electronic textbooks or books in alterna:ve formats, computers for tes:ng, etc. (this is 
not an exhaus:ve list).  

• A service may include a reader for tests, notetaker for a course, test proctors, sign 
language interpreters, real-:me cap:oning, etc. (this is not an exhaus:ve list).  

What is the first step?  
Step One: Student fills out the Adjustment Agreement Request Form  
  
The first step is for you to no:fy the Director of Compliance of your need for an accommoda:on 
by filling out the Adjustment Agreement Request Form.  This requires providing us with some sort 
of documenta:on of your disability. That documenta:on can come from a therapist, or a 
psychologist, or a psychiatrist who has conducted some kind of assessment or tes:ng and 
diagnosed you with a learning disability. Any documenta:on of your diagnosis will suffice. 
Typically, documenta:on also includes the types of accommoda:ons that the professional who 
has diagnosed and assessed you determines will aid in your capacity for success in a virtual 
academic environment.   
  

What is the second step?  
Step Two: Student schedules a mee:ng with the Director of Compliance to discuss preferences 
and needs.  
  
Upon submission of the Accommoda:ons Request form, a link to the Compliance Director’s 
calendar will be provided. The purpose of the ini:al mee:ng is to gain a be8er of sense of what 
MCU can do to facilitate a student’s access to MCU programming as well as answer any 
preliminary ques:ons the student might have with regards to these processes and students’ 
rights. The Director of Compliance’s role is to collaborate with the student on an individualized, 
case-by-case basis to ar:culate reasonable accommoda:ons to facilitate the student’s ac:ve 
par:cipa:on in MCU programming.  The mee:ng establishes what the student’s needs are, 
iden:fies the student’s unique challenges and iden:fies accommoda:ons that may be best suited 

https://forms.gle/bN9tipeCyqSurzm5A


for the student.  
 

What is the third step?  
Step Three: Review, sign and return for finaliza:on  
 
Following the mee:ng, the Director of Compliance will send the student a dra3 of the 
accommoda:on agreement.  The student will review and either suggest any changes or sign and 
return it for finaliza:on.  The Director of Compliance will then sign and finalize the document and 
forward it to the student.   
 
The signed and finalized adjustment agreement will be valid for a specified :me-period (typically 
one year) to ensure the adjustment agreements most importantly reflect the student’s needs 
(including capturing any changes to those needs throughout their :me at MCU) and to 
incorporate any updates to MCU’s technology or policies.  
 
To be very clear, a student’s rights to academic accommoda:ons do not expire at MCU and your 
agreement is presump)vely renewed each term.  From the date of finaliza:on on the agreement 
and through their en:re tenure at MCU, the accommoda:ons should be in effect.  
 

What is the fourth / final step?  
Step Four: Dissemina:on to faculty members each term and to Tes:ng Coordinator a3er 
Add/Drop period each term.   
 
The student must then forward the adjustment agreement and email from the Director of 
Compliance to each of the student’s faculty members and iden:fy which course(s) the student is 
enrolled in.  If a student has any proctored exams, they are to forward the adjustment agreement 
to the Tes:ng Coordinator a3er the Add/Drop period and iden:fy which courses have proctored 
exams. These adjustments need to be set up for every term, so it is important to send them as 
soon as your schedule is finalized.  
 
The Director of Compliance will check in on students with Adjustment Agreements throughout 
their tenure at MCU to ensure the adjustment agreement remains up to date.  Students can 
contact the Director of Compliance to make any changes to their Adjustment Agreement 
throughout their tenure at MCU. Because academic adjustments require coordina:on between 
different departments, it is impera:ve that the student allows enough :me to facilitate 
administra:ve processes.  
 

Reminders: 
 
Remember. Academic accommoda:ons are designed to ensure access to course content and 
programming while mi:ga:ng disability-related func:onal limita:ons that may adversely impact a 
student’s ability to fully par:cipate in a course or show mastery of content during rou:ne 
coursework and examina:ons.  

Accommoda:ons do not guarantee academic success; the student is s:ll responsible for:  



• learning subject knowledge  
• demonstra:ng mastery of content  
• sa:sfying the essen:al requirements of courses  
• showing progression toward major  
• mee:ng the same demands required of all students  

Course accommoda:ons that are incorporated into adjustment agreements may include, but are 
not limited to:  

• Flexed a8endance  
• Flexed due dates/deadline extensions on assignments  
• Rescheduling exams or quizzes  
• Extended :me on exams or quizzes  

This is a document which is worked on in collabora:on with the student. The goal of the 
adjustment agreement is that it builds a founda:on for support. In tandem with the 
recommenda:ons of your therapist/psychologist/psychiatrist, it creates the opportunity for your 
instructors to do some crea:ve problem solving around your iden:fied learning difficul:es which 
we hope can enable you to op:mally succeed and progress in the program.   
 
Remember. Academic flexibility is individually determined based on course content and structure. 
In order to receive academic accommoda:ons, students are responsible for submiZng their 
current adjustment agreement to the instructor in each course. This should be an interac:ve 
conversa:on between the student and the instructor about the course requirements and the 
specific accommoda:ons that the student an:cipates u:lizing in that course.  
  
Contact the Director of Compliance as soon as possible if you:  

• Are experiencing an exacerba:on of disability-related symptoms that is causing a 
change with regard to your need for / reliance on considera:on accommoda:ons  
• Have concerns with any of the considera:on accommoda:ons  

The Director of Compliance, Director of Student Services, and Dean are always available to 
consult with faculty and students on the crea:on of an adjustment agreement and brainstorm 
course specific accommoda:ons.   

  
  


