
Okanagan College 
 

  

Accessibility Services 
Student Handbook  

 



  





  Okanagan College | Accessibility Services 

REVISED MAY 2023          4 

 

Index 
 

 

Responsibilities Checklist 11 

Important Terms  18 

Types of Accommodations 22 

How to Register with Accessibility Services 25 

Logging into your Accommodate Poral  30 

What Medical Documents You Need 32 

Your Accommodation Letter 33 

Funding and Grants 41 

Writing Accommodated Quizzes/Tests/Exams 46 

Frequently Asked Questions 53 





  Okanagan College | Accessibility Services 

REVISED MAY 2023          6 

 

 

A Note to Parents, 
Caregivers, and Advocates 
 

Supporting Students  
Navigating a new institution and new systems can be challenging, and you are 
certainly welcome to be involved in helping your student get started. Students can 
attend their meetings with a support person, parent, or advocate if they choose. 
Further communication with either of these parties will require a “third party consent 
form” to be completed by the student.   

 

Student “Point -Person” 
When your student registers with Accessibility Services, they 
are assigned an “Accessibility Services Coordinator.” Their job 
is to help students with disabilities navigate all aspect of 
student life, including co -developing an Accommodations Plan 
that is personalized to the student’s specific needs. The 
Accessibility Services Coordinator will be a “point person” available  at any time for 
questions or help. This means that you, as a parent/guardian/advocate have the 
opportunity to step -back knowing that your student will be well supported during their 



https://daisclasses.com/wp-content/uploads/2022/01/OpenLetterParents.pdf
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Transitioning from 
Highschool to College  
 

Tips for Students coming from High School  
Supports and accommodations for students with disabilities looks much different in 
college than in high school.   The following are important differences you should be 
aware of: 

• Unlike high school, you need to seek out your supports on campus. Find the 
information you need on the OC website or visit your local Student Services office.    

• Your supports and accommodations do not transfer 
over from high school. There is a new proces s for 
accessing supports and accommodations, and it 
starts with registering with Accessibility Services.  
Visit our website to “Get Started.”  

• During your first initial consultation meeting , you 
and your Accessibility Services Coordinator will 
come up with  
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Responsibility  
Checklist 
Below is a useful checklist to help you remember all your responsibilities with 
Accessibility Services and getting access to your accommodations. Feel free 
to print it and use it to keep track of your progress.  

 
My Responsibility Checklist 

 
     For getting started and setting up accommodations:  
 

□ I have obtained the correct medical documents from the approved medical 
professionals. The documents are scanned and ready for upload.  
 

□ I have completed and submitted my self -assessment form on the Accessibility Services 
Website.   
 

□ My Accessibility Services Coordinator has reached out to me, and I have scheduled an 
initial consultation meeting.  
 

□ I have attended an initial consultation meeting where we created an Accommodation 
Plan and my Accommodation Letter.  
 

□ I have logged into my Accommodate Portal and requested my Accommodation Letters.  
 
For during the semester:  

 
□ I have checked with my professors that my Accommodation Letter was receive d and 

that everything is clear regarding my accommodations.  
 

□ I have submitted my exam request forms at the Student Services office at least 7 
business days prior to the exam. I have turned on my email notifications and checked 
my junk mail for Exam Notifications.  (Those notifications have exam details: time, date, 
room, etc.)  
 

□ I have requested changes to my accommodations on my Accommodate Portal.  
 

For New Semester: 
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Confidentiality  
 

 

Confidentiality and Notification of
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Accessibility Services 
Overview 

 

Accessibility Services is here to help you navigate college 

as a student living with a disability.  

 

 

 

 

 

 

 

Many students have a disability,  

some choose to seek out supports and  
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Important Terms 
Learning these terms will help you understand our registration process.  

 
Accessibility Services 

Coordinator  
An OC staff member who 
helps you navigate life as 

a student living with a 
disability.  

Accommodations  
Classroom and exam 
adaptations to help 
remove barriers to 

learning. Examples: ASL 
interpreter, notetaker, 

audio version of 
textbooks.  

 
OC Disability Verification 

form (OCDV) 
This is a form that your 

doctor fills out regarding 
your disability.  You 

downlo ad it from our 
website.  

 

Disability  
A condition that limits a 

person’s senses or 
activities.  It may be 

physical or mental, visible, 
or invisible.  

  
Accommodation Plan  
You and your Accessibility 

Services Coordinator 
develop a plan to add 

classroom/exam 
accomodations to help you 

learn. 

 
Accommodation 

Letter  
An official letter outlining 

your approved 
accommodations.  It is 

sent to your instructors.  

 
Accommodate Portal  

An online platform to access our 
services. Request, Review, and Renew 

your accommodations on the 
Accommodate Po rtal. Log-in via 

myOkanagan.bc.ca   

 
 
 
 

Accommodated Exams 
Your Accommodation Plan might include 
Exam Accommodations. This sometimes 

includes: screen reading technology, 
distraction reduced space, etc.  

 
 

Self-Assessment Form 
Complete and submit this form to start 

the process of registering with 
Accessibility Services. Click on the “Get 

Started” button on our Accessibility 
Services homepage.  

 
 
 

Initial Consultation Meeting  
The first meeting with your Accessibility 

Services Coordinator where you co -
develop your Accommodation Plan.  
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Your Accessibility Services 
Coordinators  
 

 

ach Okanagan College campus has an Accessibility Services Coordinator, so 
depending on where you are attending, you will connect with your local 
Coordinator. They are your “point person” for navigating student life as a 
student living with a disability. Yo u can expect friendly, helpful, and supportive 

service at all our campuses. You and your Coordinator will sit down at your initial 
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A Guide -Map Through 
Accessibility Services 
 

 

  
You Are 

Accepted to OC

Submit a Self-
Assessment 
form online
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Accommodations  
What Are Accommodations?  
An accommodation involves the removal of barriers (physical or 
instructional) to provide an equitable learning experience.  
Accommodations may include, but are not limited to the following:  

 

• An adaptation to the physical 
and/or instructional environment  

• Alternate formats and methods 
of communications  

• The use of adaptive technology 
and/or adaptations to the  
examination or classroom 
environment  

 

How Are Accommodations Determined?  
Students provide documentation completed by a qualified medical professional that 
confirms functional limitations and barriers related to a diagnosed disability requiring 
academic accommodations. The Accessibility Services Coordinator reviews this 
documentation and meets with the student. This provides students with the ability to 
share their lived experiences in terms of navigating disability, including successes and 
skillsets they have developed over time. The Accessibility Services Coordinato r then 
considers this information, as well as best practices and the expected learning 
outcomes/core competencies of the academic program, to develop an 
accommodation plan. Over time, these accommodation plans can be modified in 
response to changes in the disability -related circumstances of the student, and/or the 
academic demands of the program.  

 

Accommodation Decisions  
While Accessibility Services strives to meet the needs of each individual student, there 
may be times when accommodations are denied. Some of these reasons may include 
insufficient documentation, student non- participation in the process, refusal of 
proposed accommodations, or unreasonable requests.  
 
Accommodation Plans are created using a cooperative process between the student 
and Accessibi
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Register With Us 
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https://okanagan365-my.sharepoint.com/personal/satherton_okanagan_bc_ca/Documents/Desktop/Projects/Draft%20Documents/Student%20Handbook/okanagan.bc.ca/accessibility-services
https://okanagan365-my.sharepoint.com/personal/satherton_okanagan_bc_ca/Documents/Desktop/Projects/Draft%20Documents/Student%20Handbook/okanagan.bc.ca/accessibility-services
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Step 2 – Submit Self-Assessment Online 

 

Complete our initial assessment form by clicking on 
the “Get Started” button on our homepage: 
www.okanagan.bc.ca/accessibility. At the end of the 
form you can upload your medical documentation and 
submit both at once.   

 

 

 

 

 

 

 
 

 

 

    Important Point  

If you are unsure of what documentation you need or require accommodations or 
assistance in completing the Initial Assessment form, please contact our front desk 

http://www.okanagan.bc.ca/accessibility-services#documentation
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Step 3 – Attend Initial Consultation Meeting  

 

Once you have submitted your Self -Assessment form online, we will 
reach out to schedule a one- hour meeting with you and an 
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Step 4 – Request Accommodation Letters  
Each semester you must request your Accommodation Letters to be 
sent to your instructors. Do this by following these five steps. Log 
into your Accommodate portal by using your myOkanagan email and 
password.   

 

1. Select Accommodation  

2. Select  o
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https://okanagan365-my.sharepoint.com/personal/satherton_okanagan_bc_ca/Documents/Desktop/Projects/Draft%20Documents/Student%20Handbook/okanagan.bc.ca
http://www.okanagan.bc.ca/accessibility-services
http://www.myokanagan.bc.ca/
mailto:accessibility@okanagan.bc.ca
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Medical Documentation Table 

**Note: while an IEP may be submitted as supporting documentation, it does not meet the criteria of 
the Required Documentation on its own.  

Disability  Qualified Professionals Required Documentation (Accessibility 
Services requires one of the following)  

ADHD/ADD  • Specialized Health Professional  
• (i.e. registered psychologist, 

neuropsychologist, psychiatrist)  
• Treating family physician 

• OC Disability Verification Form  
• Psychoeducational Assessment 

Autism Spectrum 
Disorder  

• Specialized Health Professional  
• (i.e. registered psychologist, 

neuropsychologist, psychiatrist, 
psychologist) 

• OC Disability Verification Form  
• Psychoeducational Assessment 

Anxiety Disorders  • Specialized Health Professional  
• (i.e. registered psychologist, 

psychiatrist)  
• Treating family physician 

• OC Disability Verification Form  
• Other formal medical assessment 

or report  

Chronic Medical 
Disabilities or 
Conditions  

• Specialized Health Professional 
• Medical Specialist  
• Treating family physician 

• OC Disability Verification Form  

Deaf/Hard of Hearing  • Audiologist  • 
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Tips for Approaching  
Your Instructor  
 

 When deciding how to discuss your accommodations with your 
professors/instructors, consider what they really 
need to know and what information is relevant to 
them.  

 If you’re not sure how to request or discuss 
accommodations, connect with your Accessibility 
Services Coordinator. 

 You do not need to provide details about 
disability, diagnosis, or personal struggles. Instead, 
discuss your specific learning and accommodations 
needs and any limitations you might experience in 
meeting course requirements.  

 

Some examples might be:  

• “I have an academic accommodation that requires me to sit in the 
front row of the classroom for disability- related reasons.”  

• “I have an academic accommodation for the times I will need to miss 
class due to disability-related reasons.”  

• “Because it takes me longer to process written information, I may 
require clarity around instructions and may potentially need 
extensions for term work.”  

 

 

 

Important Point  

Communication is always most effective when you are calm, respectful,  
and collaborative.   
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Working with your 
Accessibility Services 
Coordinator  
 

Get to know Your Coordinator  
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Other  
Services 
 

In 
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Financial Support,  
Loans, & Grants 
 

 

 

 

 

 

 

 

You Have Funding Options  
Students living with a disability have many funding options that help with things such 
as: tuition, housing, hiring of care- aids and interpreters, supplies, transportation, and 
child-care.   

 

Apply for Student Aid  
Applying for funding starts with S tudent Aid BC.  Full -time students should apply for a 
loan and Part-Time students should apply for other funding. Once you are approved 
you will b5( a)3(id)]TJ
0 Tc 0 0T
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Accommodated  
Exams 
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Accommodate  
Tests/Quizzes/Exams 

 

our Accommodation Plan might include accommodations during quizzes, tests, 
and exams. If you have a “distraction reduced” environment as one of your 
accommodations, you may write separate from the rest of the class to give you 

the space needed. An invigila tor will oversee the exam and you will have access to 
your exam accommodations.   

Examples of exam accommodations might include:  

• Extra time to complete the exam.  

• A reader technology to read the exam questions to you.  

• Distraction -reduced space 

 
 
 
 
 

Importa nt Point  

You are not required to take every exam with Accessibility Services.  You may write 
with the rest of the class if you choose.  
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Guide-Map for 
Accommodated Exams 
  

LOG INTO 
ACCOMMODATE
Access Accommodate to 

submit an 
Accommodated Exam 

Request. 

SUBMIT 
REQUESTS

Submit an accommodated 
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How to Write your Tests with 

mailto:kloexams@okanagan.bc.ca
mailto:asvernon@okanagan.bc.ca
mailto:aspenexams@okanagan.bc.ca
mailto:assalexams@okanagan.bc.ca
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Resources 
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Student Supports  
on Campus 
 

Student Services 
Students can access a wide range of support through Student Services.  Check the OC 
website or drop into your local Student Services office.  

 

Counselling  
OC has counsellors on hand to help in moments of n eed. To book a counselling 
appointment,  visit this page: www.okanagan.bc.ca/counselling -services 

 

Mental Health Support  
Students can also access mental health support 24/7 through the Province of 
BC’s Here2Talk page: www.here2talk.ca/main  

 

Student Support Coordinator  
For students who are facing multiple barriers and not sure where to start, contact 
Kaylen Lesko by email: Klesko@okanagan.bc.ca 

 

Indigenous Services 
Indigenous Student Services Coordinators can provide culturally relevant support 
including funding applications, entrance advising, and more. Learn more and book an 
appointment with an Indigenous Student Services Coordinator at 
www.okanagan.bc.ca/indigenous -services. 

 

  

https://www.okanagan.bc.ca/current-students
http://www.okanagan.bc.ca/counselling-services
mailto:Klesko@okanagan.bc.ca
http://www.okanagan.bc.ca/indigenous-services
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Links 
Below are useful links to help you find information and get registered with 
Accessibility Services.   

 Okanagan College Homepage  
https://www.okanagan.bc. ca/ 

 Accessibility Services at Okanagan College 
https://www.okanagan.bc.ca/accessibility -services 

+ Our Self -Assessment Form 

+ OC Disability Verification Form  

 Student Aid BC  
https://studentaidbc.ca/  

 Information on Disabilities  
+ Dyslexia 
https ://www.affordablecollegesonline.org/college -resource-center/dyslexia -
dysgraphia/  
+ Learning Disabilities  
https://www.transi tionresourceguide.ca/learn- about -accessibility/specific-
disability -information/learning -disabilities 
+ Transition from Highschool to College  
https://www.transitionresourceguide.ca/plan -your-journey/transition -stories 
+ ADHD  
https://www.transitionresourceguide.ca/learn- about -accessibility/specific-
disability -information/attention -deficit -hyperactivity- disorder  
+ Great Video on ADHD  
https://www.youtube.com/watch?v=dySVk6slquY  
+ Adult ADHD  
https://www.aafp.org/dam/AAFP/docu ments/patient_care/adhd_toolkit/adhd1
9-patient -handout.pdf  
+ Back to School Tips 
https://www.additudemag.com/adult -education -tips-for-students-with-adhd/  
+ Tips for College Students with ADHD  
https://www.verywellmind.com/college -students-with-adhd-20820 
+ Archive of webinars for ADHD  
https://chadd.org/webinars/  

https://www.okanagan.bc.ca/
https://www.okanagan.bc.ca/accessibility-services
https://studentaidbc.ca/
https://www.transitionresourceguide.ca/learn-about-accessibility/specific-disability-information/learning-disabilities
https://www.transitionresourceguide.ca/learn-about-accessibility/specific-disability-information/learning-disabilities
https://www.transitionresourceguide.ca/plan-your-journey/transition-stories
https://www.transitionresourceguide.ca/learn-about-accessibility/specific-disability-information/attention-deficit-hyperactivity-disorder
https://www.transitionresourceguide.ca/learn-about-accessibility/specific-disability-information/attention-deficit-hyperactivity-disorder
https://www.youtube.com/watch?v=dySVk6slquY
https://www.aafp.org/dam/AAFP/documents/patient_care/adhd_toolkit/adhd19-patient-handout.pdf
https://www.aafp.org/dam/AAFP/documents/patient_care/adhd_toolkit/adhd19-patient-handout.pdf
https://www.additudemag.com/adult-education-tips-for-students-with-adhd/
https://www.verywellmind.com/college-students-with-adhd-20820
https://chadd.org/webinars/


https://okanagan365-my.sharepoint.com/personal/satherton_okanagan_bc_ca/Documents/Desktop/Projects/Draft%20Documents/Student%20Handbook/AS%20Student%20Handbook%20version%2022.docx#_Toc136426897
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