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How to Complete Attendance Accommodation
Agreement Form in the ARC Portal

Introduction

Students who have an Attendance Acommodation must first discuss the accommodation guidelines with their
Professor. Once you have discussed guidelines, you may enter the agreementin your ARC Portal to activate this
accommodation.

The studentand instructor should discuss the below questions before student signs agreementin the ARC Portal:
Student Responsibilities:

In order to utilize your Attendance Accommodation you willneed to complete the following steps:

1. Attend the first week of classes and review your syllabus to determine if you will need to
utilize the Attendance Accommodation.

2. Email your professor(s) to schedule a meeting to discuss the Attendance Accommodation
and agreed upon expectations for each specific class

3. Discuss the below questions with Professor(s) and make note of agreed upon terms in order
to enter them in the agreement.

4. Complete and sign the Attendance Accommodation Agreement in your ARC Portal.

Please note: This accommodation is NOT retroactive, meaning it does not cover any prior absences
or work that has already been assigned and is past due before the Attendance Accommodation
Agreement has been discussed with your Professors, filled out and signed in the ARC Portal.




Discussion Questions
These questions MUST be discussed with your Professorfor each course you will use this
accommodation
1. Maximum number of disability related absences allowed for this student in
this course: (please be as specific as possible and avoid vague language.

2. How and when will the student notify the instructor when a disability-
related absence occurs: (depending on the nature of the disability is it
reasonable to notify the instructor immediately before or after the missed
class? How should the student notify you?)

3. Procedure for turning in homework/assignments/projects due the day of
the disability-related absence. (If allowed, include the maximum number of
days that assignments may be late and how they should be submitted to
you. In most cases the extension may be equal to 24 hours. These dates
need to be approved of by the professor before the actual due date.

4. Procedure for making up a missed quiz, examination or in-class graded
assighment (on a day when it is necessary to have a disability related

absence.)

STEP BY STEP INSTRUCTIONS

1 - Log Into your ARC Portal at this link: ARC Portal and clicking on Student or Sign In. Login with your
WPUNJ Student Name and Password. Note: your user id is the beginning of your WPUNJ email address

before the @ symbol
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https://denali.accessiblelearning.com/s-WPUNJ/
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3 - Select Course in which you have discussed the agreement questions with your professor, and choose "Create
Agreement"
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4 - Select Instructor Name under the selected course
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5 - Enter Agreement Answers AFTER discussing with Professor.
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The details of this accommodation begin on the date that the student enters the agreement answers after discussing with
Professor and signs the agreement.

Any questions or concerns?

The student is responsible for missed course content due to disability-related absences and must meet the same course

Use the following contact requirements as outlined in the course syllabus.

information:

i » Unless otherwise specified in this agreement, all assignments and exams must be completed by the last day of class for the term.
Primary Advisor

Name: Joy Durham
Phone: Not Specified
Send Email

If absences exceed the agreed upon limit, penalties will occur as outlined in the course syllabus.

The student and instructor should discuss the following questions and student should document in the space below:

1. I have discussed the below questions with my Professor before signing this agreement *

> February 21 O ¥Es
President's Day, University
Closed, No Classes O nNo
> March 13 Additional Note or Comment

Spring Break Begins, University
Open, No Classes!!




6 - Electronically sign by clicking the box next to "I have spoken to my Instructors
regarding all agreements requested in my courses. If you have more than one
agreement, this electronic signature applies to all agreements in that course.

Term(s) and Condition(s) ‘

Please indicate that you have read and agreed to the following statement(s):

1 have spoken to my Instructors regarding all agreements requested in my courses.

Submit Agreement with Instructor

Questions? Contact Us!

Please contact our office if you have any questions regarding your agreements with your instructors.

Accessibility Resource Center

William Paterson University

University Commons (Speert Hall, Room 134)
300 Pompton Road

Wayne, NJ 07470

Tel: 973.720.2853

Fax: 973.720.3293

E-mail: are@wpuni.gdy

. Reminder! This accommodation is NOT retroactive
KCW\ZM . .
= and is only valid once you speak to your Professor,
determine guidelines by answering questions above,
and electronically sign this agreement. Professors will
receive a copy of this agreement via email.
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