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Introduction
Program Information
It is important for all Illinois Community College Board (ICCB) funded Adult Education and
Family Literacy programs to have a plan in place to address serving the needs of students with
learning disabilities. All ICCB Adult Education and Family Literacy programs will be held to the
policy statements in these guidelines.
Purpose
Recognizing the continuing challenges of adult education programs in effectively addressing the
needs of adult students with learning disabilities (LD)/special learning needs (SLN), ICCB has
designated learning disabilities as a priority area for adult education leadership efforts in
Illinois.
The updating of these guidelines was prompted by a variety of issues in the field of adult
education related to students with significant learning challenges and research indicating a
large incidence of students with learning disabilities.
Rationale
There are 3 primary reasons for the focus on LD: prevalence, legislation and laws, and quality
services. ICCB is recommending adult education programs develop a written plan to address
serving this population because:
 A large percentage of adult education students have learning disabilities
 Programs are legally required to provide equal access to services for students with
disabilities
 ICCB is committed to providing for the needs of its learners to help them achieve their
goals
In 1991, the U.S. Department of Labor estimated that as many as 50-80% of persons in adult
education, social service programs, or employment placement programs may have some form
of a learning disability which has prevented them from achieving academic and employment
success.
In response to these indicated needs, in 1998, Illinois Adult Education instituted a state training
for instructors in adult education programs. This training is the basis for the guidelines
established for the state for serving adult education students with learning disabilities. In 1999,
Illinois developed a cadre of special learning needs trainers utilizing the Illinois Adult Education
Service Center Network. The Institute to Credential Special Learning Needs Resource Specialists
is an ongoing professional development activity in Illinois. ICCB would like to acknowledge
Nancie Payne and Neil Sturomski for their expertise in assisting Illinois Adult Education and
Family Literacy programs to provide for adult students with special learning needs. In 2003, the
Division of Adult Education and Literacy (DAEL) held regional meetings and once again focused
on the need to serve students with learning disabilities in adult education programs. Illinois
participated in this forum and these guidelines are a direct result of that focus. These initiatives
5

have furthered efforts in local programming to include screening, assessment and analyzing
results. In addition, programs develop, with students, learning plans focusing on student
strengths and adaptations and modifications for deficit areas. Programs utilize multiple,
effective instructional practices, and review results and make adaptations to plans and
instructional approaches. To further promote the success of students with learning disabilities
in adult education programs in Illinois and to bridge the gap for programs with students with
out of date diagnostic testing, a statewide training on the Woodcock-Johnson III, Tests of
Achievement was conducted in 2006, allowing for updating of records for the purpose of
requesting accommodations on the GED Test. (Woodcock-Johnson IV due for release in 2014)
Special Needs Areas (Appendix A, LD Glossary of Terms)
Learning Differences, Learning Styles, and Learning Difficulties
Just as all adults are unique individuals with their own sets of strengths and weaknesses, there
is no stereotypical adult with learning disabilities. The strengths and weaknesses individuals
possess form the unique ways they approach, perform, and carry out tasks. However, for
adults with learning disabilities, their distinct and sometimes extreme strengths and
weaknesses present unique challenges for them and those supporting their efforts.
Lists of behaviors and characteristics of adults with learning disabilities can provide us with
information. These lists often specify behaviors exhibited by some students some of the time.
It is rare to find all of the listed behaviors in any one student. Some adults with learning
disabilities may have a group or cluster of exhibited behaviors in certain areas. Some adults will
have problems in one area and not another.
Adults who are not learning disabled will also have some behaviors or characteristics found on
such lists. However, for an adult with learning disabilities, these characteristics or behaviors are
long-standing; they often inhibit everyday or employment activities; they may be inconsistent
from day to day; and they require greater creativity and effort to overcome or circumvent.
Programs should utilize a Learning Disabilities Checklist as one means of gathering information
on behaviors/characteristics displayed by students. (Appendix B, A Learning Disabilities
Checklist)
Identifying strengths and weaknesses in adults with learning disabilities and sharing these
learning issues with them can help adults understand their abilities and needs and provide
educators with additional information when planning instruction and adapting learning
materials. By understanding learning strengths and needs, and by recognizing the behaviors
and characteristics individuals͛ exhibit, instructors can support and assist adults with learning
disabilities in maximizing their potential. A learning styles checklist of some type should be used
χΪ ̯ν̽͋ιχ̯ΊΣ ̯ νχϢ͇͋Σχ͛ν ζ̯ιχΊ̽ϢΜ̯ι Μ̯͋ιΣΊΣͽ νχϴΜ͋΅ (!ζζ͋Σ͇Ίϳ C, Learning Style Checklist)
There are times we all have difficulty learning or doing something in life, such as learning to
parallel park, learning a new language, or learning to play a sport such as tennis. These
difficulties, most often, can be overcome or avoided altogether. It is part of human nature to
avoid things that are difficult for us. But when these learning difficulties impact our daily
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functioning, our ability to achieve goals and be successful in life, they are significant learning
difficulties or, if very severe, could be learning disabilities.
When a learning difficulty substantially affects one's ability to perform essential life activities,
like acquiring basic academic skills, it is probable that a learning disability exists.
Learning Disability
"A learning disability is a general term that refers to a heterogeneous group of disorders
manifested by significant difficulties in the acquisition and use of listening, speaking, reading,
writing, reasoning, or mathematical abilities. These disorders are intrinsic to the individual,
presumed to be due to central nervous system dysfunction, and may occur across the lifespan.
Problems in self-regulatory behaviors, social perception, and social interaction may exist with
learning disabilities, but do not by themselves constitute a learning disability. Although
learning disabilities may occur concomitantly with other handicapping conditions (for example,
sensory impairment, mental retardation, and serious emotional disturbance) or with extrinsic
influences (such as cultural differences, insufficient or inappropriate instruction), they are not
the result of those conditions or influences"
From National Joint Commission on Learning Disabilities, 1994
A learning disability may be severe or mild in terms of its affect on learning, and those students
may be at any functioning level within a program. Learning disabilities are purported to be a
significant factor affecting the adult education student population and could involve between
50-80% of students. Remember, however, only qualified psychologists and clinicians can
diagnose learning disabilities. For liability purposes it is important to understand that adult
education practitioners, unless they are a licensed diagnostician, cannot tell a student they a
have a learning disability without documentation from a qualified professional.
A learning disability that substantially limits a major life activity is a disability protected by
federal and state laws. Accordingly, the legal rights of qualified adults with learning disabilities
become an important consideration for them and for the programs and practitioners serving
them. However, in order for an adult with learning disabilities to assert their rights, they must
provide documentation of their learning disabilitie(s). This documentation should include a
͇Ί̯ͽΣΪνΊν ̼ϴ ̯ θϢ̯ΜΊ͕Ί͇͋ ζιΪ͕͋ννΊΪΣ̯Μ ̯ ͇͋ν̽ιΊζχΊΪΣ Ϊ͕ χ·͋ ͇Ίν̯̼ΊΜΊχΊ͋ν͛ Ίζ̯̽χ ΪΣ χ·͋ ΊΣ͇ΊϭΊ͇Ϣ̯Μ͛ν
functioning, and recommendations for specific accommodations.
Characteristics of Adults with Learning Disabilities
Most individuals with learning disabilities display a number of characteristics at one time or
another and in varying degrees. These commonly displayed characteristics are within three
broad categories: 1) Auditory/Visual Processing, 2) Academic-Related Skills and 3)
Behavior/Psychological Manifestations. (Appendix D, Characteristics of Adults with Learning
Disabilities)
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Types of Learning Disabilities
Specific learning disabilities in the areas of reading, written language, math, oral expression,
memory or specific sequential processing should be noted on information from a qualified
professional. The degree to which the student is affected, as well as the manner in which the
specific learning disability manifests itself in the individual and what accommodations are
necessary should also be included in a report from a qualified professional.

Impact of Learning Disabilities in Adults
The impact of learning disabilities may compound with age. While individuals with learning
disabilities demonstrate some intellectual strength, their areas of disability may prevent them
from excelling as adults in certain life situations at the same level as their peers. Areas where
learning disabilities may affect adults include:










Self Esteem-Being criticized, put down, teased, or rejected because of failures in
academic, vocational, or social endeavors often leaves adults with learning disabilities
with low self-esteem. Adults with low self-esteem tend not to take risks or strive to
reach their potential. Also, adults with low self-esteem are less likely to advocate for
themselves.
Education-Learning disabilities that may manifest themselves in difficulties in spoken or
written language, arithmetic, reasoning, and organizational skills will affect adults in
adult education, literacy, and vocational training settings. These students may perform
at levels other than those expected of them. Adult educators are not always prepared
to address the unique needs of learners with learning disabilities.
Vocation-Errors are commonly found in filling out employment applications because of
poor reading or spelling skills. Job-related problems frequently arise due to learning
disabilities that cause difficulties in organization, planning, scheduling, monitoring,
language comprehension and expression, social skills, and inattention.
Social Interactions-Adults with learning disabilities may demonstrate poor judgment of
Ϊχ·͋ιν͛ ΪΪ͇ν ̯Σ͇ ̯χχΊχϢ͇͋ν ̯Σ͇ ̯ζζ̯͋ι χΪ ̼͋ Μ͋νν ν͋ΣνΊχΊϭ͋ χΪ Ϊχ·͋ιν͛ χ·ΪϢͽ·χν ̯Σ͇
feelings. In social settings these adults may do or say inappropriate things and have
problems comprehending humor, for example. They may have problems discriminating
response requirements in social situations. These traits may result in a difficulty finding
and keeping a job or developing long-term relationships.
Independent Living-Responsibilities such as writing checks, filling out tax forms, or
taking phone messages may present problems for adults with learning disabilities.
Adults with learning disabilities may find themselves without the support systems
(parents, schools, social services, etc.) that they relied on as children and have to
incorporate their own accommodations when necessary.
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Laws and Legal Implications
Much of the progress made in assuring civil rights protection for adults with learning disabilities
has been achieved by guarantees provided for in federal law. The legal rights concerning
learning disabilities are found in the Individuals with Disabilities Education Act (IDEA) of 1997
(PL105-17, formerly PL94-142), the Americans with Disabilities Act of 1990 (ADA) with the
subsequent amendments of 2008 (ADAAA) (PL101-336), and Section 504 of the Rehabilitation
Act of 1973 (PL93-112). (Appendix E, A Guide to Disability Rights Laws)
Individuals with Disabilities Education Act (IDEA) of 1997 (PL105-17)
IDEA is an education law that applies to young people with disabilities from birth to 21 year of age
(defined as up to the 22nd birthday that require special education and related services). The
sections pertaining to school age students also apply to young adults under the age of 22 who have
not obtained a regular high school diploma. All education programs that receive federal funds,
which include all public schools, must adhere to the provisions of this law.
Rehabilitation Act of 1973 (PL93-112), Section 504
Section 504 of the Rehabilitation Act of 1973 is civil rights legislation that states, ͞ͲΪ ΊΣ͇ΊϭΊ͇Ϣ̯Μν
with a disability in the United States shall, solely by reason of his or her disability, be excluded from
participation in, be denied the benefits of, or be subjected to discrimination under any program or
activity receiving federal financial assistance or any program or activity conducted by an executive
̯ͽ͋Σ̽ϴ΅͟ ! ͞ζιΪͽι̯ Ϊι ̯̽χΊϭΊχϴ͟ Ίν ͇͕͋ΊΣ͇͋ ̯ν ΊΣ̽ΜϢ͇ΊΣͽ ̯ΜΜ Ϊ͕ χ·͋ Ϊζ͋ι̯χΊΪΣν Ϊ͕ ̯ ΜΪ̯̽Μ ͇͋Ϣ̯̽χΊΪΣ̯Μ
agency, system of vocational education, or other school system. Section 504 of the Rehabilitation
Act of 1973 (PL93-112) applies to entities that receive federal funds.
Americans with Disabilities Amendments Act of 2008 (ADAAA) (PL101-336)
This federal civil rights Μ͋ͽΊνΜ̯χΊΪΣ ι͋θϢΊι͋ν χ·̯χ ͞ͲΪ θϢ̯ΜΊ͕Ί͇͋ ΊΣ͇ΊϭΊ͇Ϣ̯Μ with a disability shall, by
reason of such disability, be excluded from participation in or be denied the benefits of the
services, programs, or activities of a public entity or be subjected to discrimination by any such
͋ΣχΊχϴ΅͟
The Americans with Disabilities Act (ADA) Ίν ͇ΊϭΊ͇͇͋ ΊΣχΪ ͕Ίϭ͋ ν͋̽χΊΪΣν (ΙΣΪϮΣ ̯ν ͞χΊχΜ͋ν͟)΄






Title I prohibits employment discrimination.
Title II deals with discrimination in public settings.
Title III protects the rights of persons with disabilities in privately operated settings.
Title IV required telephone companies to install telecommunications relay services for
persons with speech and hearing impairments.
Title V includes a number of miscellaneous provisions.

Title II mandates that a public entity, including its educational programs, shall make reasonable
modifications to policies, practices, or procedures when modifications are necessary to avoid
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discrimination on the basis of a disability. Title II also requires the provision of accessible facilities
and auxiliary aids and services by public programs. Title III generally applies to private schools or
other places of education, but does not apply to religious controlled educational entities.
All providers of Adult Education and Family Literacy are legally responsible for five specific
administrative requirements in the Americans with Disabilities Act.
1)
2)
3)
4)
5)

Each program must have a designated ADA coordinator.
Each program must provide public notice.
Each program must have an established grievance policy.
Each program must conduct a self-evaluation.
Each program must develop a transition plan regarding accessibility.

It is imperative that all providers of Adult Education and Family Literacy in Illinois not only be aware
of program responsibilities and individual rights under IDEA, Section 504 of the Rehabilitation Act
of 1973 and the Americans with Disabilities Act, but also be in compliance with those laws.

Rights and Responsibilities of Learners with Disabilities
Students with disabilities:
 Have the right to participate in educational programs without discrimination;
 Have the right to reasonable accommodations in courses and examinations;
 Have the responsibility to identify themselves as having a disability and request specific
accommodations in a timely fashion; and
 Have the responsibility to provide documentation concerning their disabilities and the need
for accommodations.
Rights and Responsibilities of Adult Education and Family Literacy Programs
Adult Education and Family Literacy programs that enroll adults with documented disabilities are
responsible for ensuring that the courses and examinations are accessible. They are also
responsible for providing reasonable accommodations in the delivery of course materials and in
examinations.
Adult Education and Family Literacy programs have the right to identify and establish the abilities,
skills, and competencies fundamental to academic programs and courses, and to evaluate each
Μ̯͋ιΣ͋ι͛ν ζ͋ι͕Ϊι̯Σ̽͋ ΪΣ χ·Ίν ̼̯νΊν΅
Legal Implications of Serving Adults with Learning Disabilities
Adult Education and Family Literacy programs may not discriminate against individuals with
disabilities when admitting them to a program or providing them with services. When providing
services, Adult Education and Family Literacy programs must offer accommodations that will assist
adults with learning disabilities to have an equal opportunity to participate in the program.
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Adults with learning disabilities also have a right to choose whether to disclose their disability
status. If adults expect disability-related accommodations, they have the responsibility to make
their disabilities known, to provide appropriate documentation, and to request specific
accommodations.
Adult Education and Family LΊχ͋ι̯̽ϴ ζιΪͽι̯ν Ϣνχ ζιΪϭΊ͇͋ ͞ι̯͋νΪΣ̯̼Μ͋ ̯̽̽ΪΪ͇̯χΊΪΣν͟ χΪ
qualified persons with disabilities. Reasonable accommodations (sometimes called auxiliary aids
and services) are accommodations that make the program accessible to individuals with a
disability. Such accommodations must be afforded to a qualified individual with a disability unless
the service provider can demonstrate that the accommodation would impose ͞undue hardship͟ on
the program, or constitute a substantial alteration in the nature of the program.
Examples of accommodations that educational programs may provide for adults with learning
disabilities, depending on the particular disability and need for accommodation, include, but are
not limited to: (Appendix F, Reasonable Accommodations)








Extended time for completing tasks;
Books on tape or CD;
Reduced visual or auditory distractions, such as a private room for tests;
Auxiliary aids and assistive technology, such as calculators, highlighters, and computers;
Large print materials;
Alternative format for instructions, such as audiotape/CD instructions in addition to printed
instructions for taking a test; and
Note takers.

With specific regard to IL HSE exams, whether or not the student is testing on computer or paper
will determine the possible accommodations that may be available on the test. It is important to
note that HSE exams all have their own request process and documentation guidelines to follow.
Some accommodations that may be more commonly approved by IL HSE exams, subject to
verification of documented disabilities (Appendix G, Testing Accommodation Request Forms),
include the following accommodations:










Audiocassette/CD test format
Use of a scribe
Extended time for completing the test
Use of a calculator
Supervised frequent breaks with or without extended time
A private room
A large-print test edition
Zoomtext/screen magnification
Screen reading programs (i.e. JAWS)
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Americans with Disabilities Amendments Act of 2008
(effective on January 1, 2009)
Purpose:
To provide a clear and comprehensive national mandate for the elimination of
discrimination and clear, strong, consistent, enforceable standards addressing
discrimination by reinstating a broad scope of protection to be available under the ADA.
΄·ϴνΊ̯̽Μ Ϊι ͋Σχ̯Μ ͇Ίν̯̼ΊΜΊχΊ͋ν ΊΣ ΣΪ Ϯ̯ϴ ͇ΊΊΣΊν· ̯ ζ͋ινΪΣ͛ν ιight to fully participate in all
aspects of society, yet many people with physical or mental disabilities have been precluded
from doing so because of discrimination; others who have a record of a disability or are
regarded as having a disability also have been subjected to discrimination.
Disability Defined and Rules of Construction:
As used in this Act:
1) Disability-Α·͋ χ͋ι ·͇Ίν̯̼ΊΜΊχϴ͛ ̯͋Σν ϮΊχ· ι͋νζ͋̽χ χΪ ̯Σ ΊΣ͇ΊϭΊ͇Ϣ̯Μ
a) A physical or mental impairment that substantially limits one or more major life
activities of such an individual
b) A record of such an impairment; or
c) Being regarded as having such an impairment
2) Major Life Activitiesa) In General-Major life activities include, but are not limited to, caring for oneself,
performing manual tasks, seeing, hearing, eating, sleeping, walking, standing,
lifting, bending, speaking, breathing, learning, reading, concentrating, thinking,
communicating, and working.
b) Major Bodily Functions-A major life activity also includes the operation of a
major bodily function, including but not limited to, functions of the immune
system, normal cell growth, digestive, bowel, bladder, neurological, brain,
respiratory, circulatory, endocrine, and reproductive functions.
3) Regarded as Having Such An Impairmenta) An individual meets th͋ ι͋θϢΊι͋͋Σχ Ϊ͕ ·̼͋ΊΣͽ ι͋ͽ̯ι͇͇͋ ̯ν ·̯ϭΊΣͽ νϢ̽· ̯Σ
Ίζ̯Ίι͋Σχ͛ Ί͕ χ·͋ ΊΣ͇ΊϭΊ͇Ϣ̯Μ ͋νχ̯̼ΜΊν·͋ν χ·̯χ ·͋ Ϊι ν·͋ ·̯ν ̼͋͋Σ νϢ̼Ζ͋̽χ͇͋ χΪ ̯Σ
action prohibited under this Act because of an actual or perceived physical or
mental impairment whether or not the impairment limits or is perceived to limit
a major life activity.
b) This shall not apply to impairments that are transitory and minor. A transitory
impairment is impairment with an actual or expected duration of 6 months or
less.
4) Rules of Construction Regarding the Definition of Disability-Α·͋ ͇͕͋ΊΣΊχΊΪΣ Ϊ͕ ·͇Ίν̯̼ΊΜΊχϴ͛
shall be construed in accordance with the following:
a) The definition of disability in this Act shall be construed in favor of broad
coverage of individuals under this Act, to the maximum extent permitted by the
terms of this Act.
b) Α·͋ χ͋ι ·νϢ̼νχ̯ΣχΊ̯ΜΜϴ ΜΊΊχν͛ ν·̯ΜΜ ̼͋ ΊΣχ͋ιζι͋χ͇͋ ̽ΪΣνΊνχ͋ΣχΜϴ ϮΊχ· χ·͋ ͕ΊΣ͇ΊΣͽν
and purposes of the ADA Amendments Act of 2008.
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c) An impairment that substantially limits one major life activity need not limit
other major life activities in order to be considered a disability.
d) An impairment that is episodic or in remission is a disability if it would
substantially limit a major life activity when active.
e) i)The determination of whether an impairment substantially limits a major life
activity shall be made without regard to the ameliorative effects of mitigating
measures such asI. Medication, medical supplies, equipment, or appliances, low-vision
devices (which do not include ordinary eyeglasses or contact lenses),
prosthetics including limbs and devices, hearing aids and cochlear
implants or other implantable hearing devices, mobility devices, or
oxygen therapy equipment and supplies;
II. Use of assistive technology
III. Reasonable accommodations or auxiliary aids or services; or
IV. Learned behaviors or adaptive neurological modifications
ii)
The ameliorative effects of the mitigating measures of ordinary
eyeglasses or contact lenses shall be considered in determining whether
impairment limits a major life activity.
iii)
As used in this subparagraphI)
χ·͋ χ͋ι ·Ϊι͇ΊΣ̯ιϴ ͋ϴ͋ͽΜ̯νν͋ν Ϊι ̽ΪΣχ̯̽χ Μ͋Σν͋ν͛ ̯͋Σν Μ͋Σν͋ν
that are intended to fully correct visual acuity or eliminate
refractive error, and
II)
χ·͋ χ͋ι ·ΜΪϮ-ϭΊνΊΪΣ ͇͋ϭΊ̽͋ν͛ ̯͋Σν ͇͋ϭΊ̽͋ν χ·̯χ ̯ͽΣΊ͕ϴ
enhance, or otherwise augment a visual image.
5. The Americans with Disabilities Act of 1990 is further amended by adding after
section 3 the following:
1) Auxiliary Aids and Services includesa.) qualified interpreters or other effective methods of making aurally
delivered materials available to individuals with hearing
impairments;
b.) qualified readers, taped texts or other effective methods of
making visually delivered materials available to individuals with
visual impairments;
c.) acquisition or modifications of equipment or devices, and
d.) other similar services and actions.
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Part One: Right to Participate Without Discrimination

A. Program Services Mandated by Federal Law
B. Intake/Enrollment
C. Screening
D. Confidentiality/Privacy Issues
E.

Evaluation of Student Learning Capacity
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Right to Participate Without Discrimination
A. Program Services Mandated by Federal Law
Persons responsible for operating Adult Education and Family Literacy programs should
adhere to the following policies to ensure compliance with the Americans with
Disabilities Act and Section 504 of the Rehabilitation Act of 1973:
1. Ensure that all program services are accessible and barrier free in accordance
with the Americans with Disabilities Act. (Appendix H, Accessibility Checklist)
2. Access to program enrollment and orientation will be in accordance with the
Americans with Disabilities Act. (Appendix H)
3. Build the program service process with the following in mind:
a. ͇͋͜ΣχΊ͕ϴ ̯ ζ͋ινΪΣ χΪ ̼͋ χ·͋ ͕̯̽ΊΜΊχϴ͛ν !D! ̽ΪΪι͇ΊΣ̯χΪι Ϊι ϮΪιΙ ϮΊχ· χ·͋
̯͇ΊΣΊνχι̯χΊϭ͋ ͋ΣχΊχϴ͛ν !D! ̽ΪΪι͇ΊΣ̯χΪι΅
b. Provide public notice. (Appendix I, Sample Statements)
c. Adopt an ADA grievance policy for the program or be familiar with the
institutional policy. Procedures in this policy should include how,
where, and with whom a grievance can be filed, a reasonable time
period for filing, reviewing and ruling a grievance, an appeals process,
and how each step in the grievance process will be documented.
(Appendix J, Sample Grievance Procedure Form)
If the adult education and family literacy program is part of a larger
̯ͽ͋Σ̽ϴ ΙΣΪϮ χ·͋ ̽ΪζΪΣ͋Σχν Ϊ͕ χ·͋ ̯ͽ͋Σ̽ϴ͛ν ͽιΊ͋ϭ̯Σ̽͋ ζΪΜΊ̽ϴ
especially if that agency requires all divisions under its purview to
follow them.
d. Conduct a periodic review of the facility and keep appropriate
documentation on file.
e. Develop a transition plan regarding accessibility.

B. Intake/Enrollment
1. All intake/enrollment information should state the steps for
enrollment and that accommodations can be provided (Section 504 of
the Rehabilitation Act of 1973, CFR 104.8). Include the name of the
ADA Coordinator trained in the LD process. (Appendix I)
2. All staff/personnel who are involved in the intake process must
receive training and information in the appropriate in-house referral
process (Appendix K, Accommodations Process) when a new student
discloses eligibility under either ADA or Section 504 using either a
release form or meets any one of the criteria stated below for
administering an informal assessment screening:
a. Ask the questions listed below. *Note: These criteria must
be documented separately from the standard intake form. If
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b.

c.
d.
e.
f.

the student meets any of the criteria below, this document
must be considered confidential and filed in accordance with
confidentiality policies.
1. Have you ever had any special help/classes in
school/training? What? Where? Why?
2. Do you think that you have trouble learning?
3. Have you ever had any accommodations in
school/training situations (e.g., extra time, oral test,
calculator, etc.)?
Disclosure of learning disabilities by the student or
organization with a release form. (Appendix L, Release of
Confidential Information Forms)
State-mandated assessment results show 3.9 or below in
any one area (reading, math, writing, or spelling).
Student states that he or she thinks they may have a
learning disability.
Teacher observes significant difficulty in learning or failure
to make progress.
Α·͋ νχϢ͇͋Σχ͛ν ͕̯ΊΜϴ ̼͋͋ι Ϊι ͋ζΜΪϴ͋ι νχ̯χ͋ν χ·̯χ ·͋ Ϊι
she thinks the student may have a learning disability.

3. Each program will designate at least one instructor or staff person
who is responsible for administering the appropriate screening tool(s)
during the process of enrollment when the new student discloses
eligibility under the ADA or Section 504 or meets any one of the
criteria listed above. The designated screener must have completed
the entire training(s) mandated for use of the screening tool; e.g.,
Payne Learning Needs Inventory and Washington State LD Screening
Tool.
4. All learning disabilities screenings are confidential and will be
conducted in a private and secluded environment.
5. The Payne Learning Needs Inventory will be used in Adult Education
and Family Literacy programs to determine more specific student
strengths and weaknesses. Only individuals who have received
specific training may administer the Payne Learning Needs Inventory.
6. In accordance with the IDEA, which applies to all students under 22,
͞Αι̯ΣνΊχΊΪΣ ͋ιϭΊ̽͋ν͟ ̯͋Σν ̯ ̽ΪΪι͇ΊΣ̯χ͇͋ ν͋χ Ϊ͕ ̯̽χΊϭΊχΊ͋ν ͕Ϊι ̯
student, designed within an outcome-oriented process, that
promotes movement from school to post-school activities, including
post secondary education, vocational training, integrated
employment, continuing and adult education, adult services,
independent living, or community participation. In accordance with
this law, each Adult Education and Family Literacy designated
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learning disabilities screener (person) will make every effort to work
ϮΊχ· χ·͋ ΜΪ̯̽Μ ζϢ̼ΜΊ̽ ν̽·ΪΪΜ͛ν χι̯ΣνΊχΊΪΣ χ̯͋ χΪ ͋ΣνϢι͋ ̯ζζιΪζιΊ̯χ͋
coordinating services and enrollment procedures with adult
education centers. It is recommended that in situations where no
local transition team has been established, the person responsible for
initiating coordination/collaboration with agencies and services
establish a transition team on the local level.
C. Screening
1. Screening Versus Diagnostic Testing
It is important to note that screening is different from diagnostic testing.
Screening results, by themselves, cannot determine the presence of learning
disabilities. The results from screening are used by program staff and the learner
to decide whether the learner should be referred for further testing with a
diagnostic battery that could determine the presence of a learning disability.
Screening for learning disabilities (1) is administered by trained adult education
staff, and (2) answers the θϢ͋νχΊΪΣ ͞·ΪϢΜ͇ χ·Ίν ζ͋ινΪΣ ̼͋ ι͕͋͋ιι͇͋ ͕Ϊι ͕Ϣιχ·͋ι
χ͋νχΊΣͽ χΪ ͇͋χ͋ιΊΣ͋ Ί͕ ·͋/ν·͋ ·̯ν ̯ Μ̯͋ιΣΊΣͽ ͇Ίν̯̼ΊΜΊχϴͺ͟
A qualified professional, such as a psychologist, clinician, or educational
diagnostician, who is licensed to administer psycho-educational batteries, on the
other hand, must conduct diagnostic testing. One of the questions that
͇Ί̯ͽΣΪνχΊ̽ χ͋νχΊΣͽ ̯ΣνϮ͋ιν Ίν ͞DΪ͋ν χ·Ίν ζ͋ινΪΣ ·̯ϭ͋ ̯ Μ̯͋ιΣΊΣͽ ͇Ίν̯̼ΊΜΊχϴͺ͟ ΣΜϴ
diagnostic testing, and not LD screening, can answer this question. The
professional who administers the diagnostic testing prepares a written report,
which indicates the nature of the learning disability and makes
recommendations for further actions, including appropriate interventions for the
learner to meet with success.
2. Determining When to Screen
Screening can be administered at any time during the instructional cycle if the
ζι̯̽χΊχΊΪΣ͋ι Ϊι χ·͋ Μ̯͋ιΣ͋ι Ί͇͋ΣχΊ͕Ί͋ν χ·͋ Σ͇͋͋΅ Α·͋ ζι̯̽χΊχΊΪΣ͋ι͛ν ͇Ίι͋̽χ
observation of the learner during instruction is probably the best source of
infor̯χΊΪΣ ̯̼ΪϢχ χ·͋ Μ̯͋ιΣ͋ι͛ν ΜΊΙ͋ΜΊ·ΪΪ͇ Ϊ͕ ·̯ϭΊΣͽ ̯ Μ̯͋ιΣΊΣͽ ͇Ίν̯̼ΊΜΊχϴ΅ ͜Σ
addition to observation, results of the Payne Learning Needs Inventory may be
used as an indicator for screening. The Payne Learning Needs Inventory is to be
conducted only by individuals trained as Special Learning Needs Resource
Specialists.
Adult Education and Family Literacy programs should have clear policies about
screening for learning disabilities. For example, one option would be to conduct
screening during the intake process for every adult who enters the program. The
̯͇ϭ̯Σχ̯ͽ͋ Ϊ͕ χ·Ίν ζΪΜΊ̽ϴ Ίν χ·̯χ χ·͋ι͋ Ίν ΣΪ Σ͇͋͋ χΪ Ϊ̼χ̯ΊΣ χ·͋ Μ̯͋ιΣ͋ιν͛ ΊΣ͕Ϊι͇͋
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consent. It is only when a procedure such as a screening is used selectively for
some, but not all learners, that informed consent must be obtained.
The disadvantage of conducting screening uniformly for all learners is that the
procedure adds time to the intake process, although not everyone who enters an
adult education program needs to be screened. Programs may find it more
helpful to have the teacher work with learners first ̼ϴ Ϊ̼ν͋ιϭΊΣͽ ̯͋̽· Μ̯͋ιΣ͋ι͛ν
progress and then refer for screening only those persons who are not making the
expected progress.
Because of the limitations of available staff time and resources, every adult
͇͋Ϣ̯̽χΊΪΣ ζιΪͽι̯ Σ͇͋͋ν χΪ ̯ΣνϮ͋ι χ·͋ θϢ͋νχΊΪΣ ͞·ΪϢΜ͇ χΊ͋ ͕͕͋Ϊιχ ̯Σ͇
ΪΣ͋ϴ ͽΪ ΊΣχΪ ͕Ϣιχ·͋ι ΊΣνχιϢ̽χΊΪΣ Ϊι ̯͇͇ΊχΊΪΣ̯Μ ̯νν͋νν͋Σχͺ͟
D. Confidentiality/Privacy Issues
1. According to the Family Educational Rights and Privacy Act of 1974 (FERPA),
enacted as Section 438 of the General Education Provisions Act, student
ΊΣ͕Ϊι̯χΊΪΣ χ·̯χ Ίν ̽ΪΣνΊ͇͋ι͇͋ ͞ζιΊϭ̯χ͋͟ ̯ϴ ΣΪχ ̼͋ ν·̯ι͇͋ ϮΊχ· ̯ΣϴΪΣ͋ Ϯ·Ϊ
is not designated on a release of confidential information form that has been
signed by the student. Examples of confidential information disclosures
include disabilities, recovering substance abuse condition, AIDS/HIV, or other
medical information. If the student discloses any condition or disability that
falls under the Privacy Act, the disclosed information cannot be shared with
anyone without a signed (by the student) release of confidential information
form. (Appendix L) Each institution must establish what information is
considered confidential and what information can be released based on the
Freedom of Information Act and the FERPA.
2. Directory Information is regarded as information contained in the education
record of a student, which would not generally be considered harmful, or an
invasion of privacy if disclosed. It includes, but is not limited to, the νχϢ͇͋Σχ͛ν
name, address, telephone listing, date and place of birth, dates of
attendance, and the most recent previous educational agency or institution
attended. Generally, directory information can be released without consent.
Local programs must adheι͋ χΪ χ·͋Ίι ̯͕͕ΊΜΊ̯χ͇͋ ΊΣνχΊχϢχΊΪΣ͛ν ζΪΜΊ̽ϴ ͕Ϊι
directory information, which must be in accordance with DOE 34 CFR, Part 99
(Family Education Rights and Privacy Act). Furthermore, students must sign a
form that verifies their knowledge that the institution can release directory
information.
3. Every Illinois Adult Education and Family Literacy provider receiving state or
federal adult education funds will have proper release forms for release
and/or transfer of confidential information.
4. No confidential information or any other assessment information regarding a
student can be shared externally (outside the center) for referrals without a
signed release of information form specifying the agency, representative, or
diagnostician to whom the information is to be released.
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5. Standards for release forms:
 Release forms must be on agency letterhead.
 Information to be released must be specified.
 Individuals/organizations to which information is to be released
must be specified.
 A validation statement must be included on the release form. For
͋ϳ̯ζΜ͋ ͞Α·Ίν ι͋Μ̯͋ν͋ Ϊ͕ ̽ΪΣ͕Ί͇͋ΣχΊ̯Μ ΊΣ͕Ϊι̯χΊΪΣ Ίν ΪΣΜϴ ϭ̯ΜΊ͇ ͕ιΪ
the date of signature to______(specify ending date) or until
cancelled by the undersigned in writing. I understand the
information will be kept confidential and will not be shared with
any other agency without my consent. This release form has been
ι̯͇͋/ι͋ϭΊ͋Ϯ͇͋ ϮΊχ· ͋ ̯Σ͇ ͜ ϢΣ͇͋ινχ̯Σ͇ Ίχν ̽ΪΣχ͋Σχ΅͟
6. Student information will be transferred to the referral point either through
private or public postal services; or hand-carried by the student, his/her
guardian, or a designated representative. No student information will be
transferred unless appropriate release forms have been completed and are
on file. Faxing and other electronic transfer methods are not permissible for
transfer of confidential information.
7. No confidential student information (in the form of diagnosis or specific
̯̽̽ΪΪ͇̯χΊΪΣν) ̯̽Σ ̼͋ ν·̯ι͇͋ ϮΊχ· χ·͋ ΊΣχ͋ιΣ̯Μ ζιΪͽι̯͛ν χ̯͋̽·ΊΣͽ
support, or administrative staff without a release of confidential information
form signed by the student or his/her parent or guardian. The form must
identify individuals with whom particular information can be shared. It may
be appropriate to share interventions and successful teaching strategies
internally, as long as confidentiality is not breached.
8. Any documentation containing disclosures of disabilities or otherwise
confidential information will be separated from routine student information
and kept in a locked and secure filing cabinet.
9. Filing cabinets containing confidential information will be labeled
͞CΪΣ͕Ί͇͋ΣχΊ̯Μ͟ ϮΊΜΜ ι̯͋ΊΣ ΜΪ̽Ι͇͋ ϮΊΜΜ ̼͋ ΊΣ̯̽̽͋ννΊ̼Μ͋ χΪ νχϢ͇͋Σχν Ϊι νϢζζΪιχ
staff, and will have a log filed foremost in each locked drawer upon which
entries will be made when confidential files are accessed by any instructional
or administrative staff.
10. A student record log should be used to document all confidential file access
entries. (Appendix M) At a minimum, log sheets will require date of file
͋Σχιϴ Σ̯͋ Ϊ͕ νχϢ͇͋Σχ͛ν ͕ΊΜ͋ ̯̽̽͋νν͇͋ Σ̯͋ Ϊ͕ νχ̯͕͕ ̼͋͋ι accessing file,
and actions taken.
11. Confidential information files will be maintained at the local program level
for a period of not less than five years. Local policies may extend this period.
12. During program monitoring, the following procedures will be followed:
 Eϭ̯ΜϢ̯χΪιν ϮΊΜΜ ̽·͋̽Ι χ·͋ ζ·ϴνΊ̯̽Μ ν͋̽ϢιΊχϴ Ϊ͕ ͞CΪΣ͕Ί͇͋ΣχΊ̯Μ͟
filing cabinet(s).
 Evaluators will randomly select files contained in the
͞CΪΣ͕Ί͇͋ΣχΊ̯Μ͟ ͕ΊΜΊΣͽ ̯̼̽ΊΣ͋χ χΪ ΪΣΊχΪι χ·͋ ζιΪͽι̯͛ν ̯̼ΊΜΊχϴ
to appropriately address and maintain confidential/privacy
information.
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 Evaluators will not read for detail nor otherwise extract any
student information from confidential file folders.
13. Any information of a confidential nature that a student discloses, whether
upon initial intake, during academic assessments, through informal
assessments, inventories, checklists, or writing exercises should be separated
from routine paperwork and filed in the confidential file.
14. Applications and enrollment forms must be free of confidential questions.
E. Evaluation of Student Learning Capacity
1. No student will be denied access to Adult Education and Family Literacy
programs unless an appropriate evaluation has been conducted in
compliance with the Americans with Disabilities Act/Section 504 of the
Rehabilitation Act of 1973 ̯Σ͇ Ίχ Ίν ͇͋χ͋ιΊΣ͇͋ χ·̯χ χ·͋ Μ̯͋ιΣ͋ι͛ν ͽΪ̯Μν
cannot be achieved under the existing adult education program and support
services.
2. If a program does not comply with the ADA/Section 504 in its evaluation of
student learning capacity, and the student is not provided with the
appropriate services and/or accommodations, the program is liable for any
resulting litigation procedures that may occur as a result of inappropriate
evaluation.
3. If the student is evaluated or provides documentation that indicates mental
retardation/deficiencies, developmental disabilities, or other limited
intellectual capacity, the program must evaluate, implement, and document
one of the following procedures:
a) If the student described above is referred to the
program by another agency or organization, that
agency/organization must include a set of prescribed
attainable goals with the student referral. The adult
education program will be responsible for reviewing
those goals and must then decide if the goals can be
achieved utilizing the services of the adult education
program. If the goals are not in accordance with
program service policies, the agency/organization will
be required to seek other, more appropriate referrals.
b) If the student described above is not referred to the
program by another agency or organization (i.e., the
student comes to the program of their own accord),
χ·͋ νχϢ͇͋Σχ ̯Σ͇/Ϊι χ·͋ νχϢ͇͋Σχ͛ν ζ̯ι͋Σχ Ϊι ͽϢ̯ι͇Ί̯Σ Ίν
responsible for assisting the student in developing the
attainable goals. The program will be responsible for
reviewing those goals and must decide if existing
services will assist the learner in achieving those goals.
If the goals are not in accordance with program service
policies, the student will be required to seek other,
more appropriate services.
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Part Two: Rights to Reasonable Accommodations

A. Accommodations

B. Program Documentation of Procedures
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Rights to Reasonable Accommodations

A. ACCOMMODATIONS
Adult Education and Family Literacy programs must understand the difference
between accommodations and interventions as part of establishing a foundation for
compliance within the ADA/Section 504. An intervention is a strategy or technique
χ·̯χ ̯̽Σ ͋Σ·̯Σ̽͋ ̯ νχϢ͇͋Σχ͛ν Μ̯͋ιΣΊΣͽ ζιΪ̽͋νν νϢ̽· ̯ν ̽ΪΜΪι-coding, card markers,
colored overlays, etc. An accommodation changes or augments the environment to
enable individuals to compete or perform at an equal level. It provides ways in
which an individual can be assisted to maximize his/her potential. An
accommodation DOES NOT perform the task. Examples of accommodations include
audiotape, enlarged print, extra time, scribe, etc. According to the ADA and Section
504, education agencies receiving public funds must provide students with
disabilities logical and reasonable accommodations. (Appendix F)
Accommodations Process (Appendix K)
1. Accommodations are to be provided to students when:
A. They have disclosed that they have a disability that has been
documented by a qualified professional and are eligible for
accommodations under the provisions of the ADA or Section 504;
or
B. When screening has been administered it is determined that
accommodations are warranted.
2. The process of choosing accommodations will be conducted by an
accommodation team, which must include the student, the νχϢ͇͋Σχ͛ν
immediate instructor(s), and the person who administered the informal
assessment. Any professional that has formally evaluated the student may
be included in the accommodation process. If there is a confidential issue,
staff members must be gr̯Σχ͇͋ ζ͋ιΊννΊΪΣ ̼ϴ χ·͋ νχϢ͇͋Σχ͛ν νΊͽΣ̯χϢι͋ ΪΣ ̯
signed release form before they can assist with the accommodation process.
(Appendix L)
3. Documentation of a learning disability from a qualified professional must be
submitted before accommodations can be applied for an IL HSE exam.
4. All accommodations implemented must be documented, including the
subsequent success or failure of the accommodations. The accommodations
must be applied in the instructional setting as well as in any testing situation.
5. If a student declares eligibility under either the ADA or Section 504, it is the
ζιΪͽι̯͛ν ι͋νζΪΣνΊ̼ΊΜΊχϴ χΪ ̽Ϊϭ͋ι ̽Ϊνχν ̯ννΪ̽Ί̯χ͇͋ ϮΊχ· ι͋θϢ͋νχ͇͋
accommodations, as long as the accommodations are reasonable and do not
cause an, ͞undue hardship͟ to the program. ͕͜ ͞ϢΣ͇Ϣ͋ ·̯ι͇ν·Ίζ͟ Ίν ̽Μ̯Ί͇͋
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by the program, the specific accommodation and cost to the program should
̼͋ ͇Ϊ̽Ϣ͋Σχ͇͋ ̯ν Ϯ͋ΜΜ ̯ν ζιΪΪ͕ Ϊ͕ ͞ϢΣ͇Ϣ͋ ·̯ι͇ν·Ίζ͟ χΪ χ·͋ ζιΪͽι̯ Ί΅͋΅
copy of RFP budget/reward letter, etc.
6. ͜χ Ίν χ·͋ ζιΪͽι̯͛ν ι͋νζΪΣνΊ̼ΊΜΊχϴ χo determine if a requested accommodation
Ίν ̯ ͞ι̯͋νΪΣ̯̼Μ͋ ̯̽̽ΪΪ͇̯χΊΪΣ΅͟ ·̯͋νΪΣ̯̼Μ͋ ̯̽̽ΪΪ͇̯χΊΪΣν ̯ι͋
determined by examining:
a.) The barriers resulting from the interaction between the
documented disability and the program environment;
b.) The possible accommodations that might remove the barriers but
do not negate safety standards;
c.) Whether or not the student has access to the program, service,
activity, or facility without accommodations; and
d.) Whether or not essential elements of the program, service,
activity, or facility are compromised by the accommodations.
7. If the request is denied, the student has the right to file a complaint following
the guidelines set forth in the grievance policy. If the student is
simultaneously involved in two programs, the federal ζιΪͽι̯͛ν ͽιΊ͋ϭ̯Σ̽͋
policy takes precedence.
8. If a state-mandated assessment is administered as part of any enrollment
process, an alternative test that allows for the requested accommodations
and assesses for the same or similar data, must be administered. The
selected alternative assessment would be used with students who declare
eligibility under either the ADA or Section 504.
9. All forms, letters, brochures, publicity, etc. produced for the program must
include a statement that the program is accessible and accommodations are
available upon request in compliance with the ADA. (Appendix I)
10. IL HSE exams may provide some interventions or modifications without any
formal request for testing accommodations. Depending upon the exam,
some of the following interventions may be available without a formal
request (See Part Five of guide and Appendix G for further guidance).
a. Use of large-print version of the test
b. Use of a straight-edge (no markings) or guide to facilitate
the reading of the text
c. Use of colored overlays for reading
d. Request to sit near a window, away from fluorescent lights,
etc. when possible
e. Use of scratch-paper
f. Taking individual tests on different days (at the discretion of
the center and available personnel)
g. Use of clear, transparent overlays with highlighters
h. Earplugs
i. Magnifying device
j. Priority seating.
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B. PROGRAM DOCUMENTATION OF PROCEDURES
1. Each program will be responsible for documenting the implementation of
special needs accessibility/accommodations procedures by completing a
checklist that ensures compliance with the ADA and Section 504. (Appendix
N, Learning Disabilities Compliance Checklist)
2. Each program will be responsible for completing and submitting an annual
report form documenting compliance with these LD guidelines. (Appendix O,
Annual Report Form)
3. The documentation process will be included in the Illinois Adult Education
Program Review process.
4. E̯̽· ζιΪͽι̯ ϮΊΜΜ ̼͋ ι͋νζΪΣνΊ̼Μ͋ ͕Ϊι ζιΪ̽͋ννΊΣͽ ̯ νχϢ͇͋Σχ͛ν ι͋θϢ͋νχ ͕Ϊι
accommodations within a reasonable amount of time according to the
reasonableness of the accommodation(s), but not to exceed 30 days.
Furthermore, each program will be responsible for documenting the time
ι͋θϢΊι͇͋ χΪ ζιΪ̽͋νν ̯͋̽· νχϢ͇͋Σχ͛ν ι͋θϢ͋νχ ͕Ϊι ̯̽̽ΪΪ͇̯χΊΪΣ(ν)΅
5. No program will have the right to deny services to any student without
provision of sufficient, dated documentation that demonstrates that every
ι̯͋νΪΣ̯̼Μ͋ ͕͕͋Ϊιχ Ϯ̯ν ̯͇͋ χΪ ̯̽̽ΪΪ͇̯χ͋ χ·͋ νχϢ͇͋Σχ͛ν ͇Ίν̯̼ΊΜΊχϴ΅
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Part Three: Instructional Programming

A. Instructional Procedures/Methodologies Design

B. Materials and Resources

C. Instructional Model
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INSTRUCTIONAL PROGRAMMING

A. Instructional Procedures/Methodologies Design should:









Be designed to meet the needs of the individual student (i.e., studentcentered); utilize the ten-minute interview to establish rapport with all
students and to begin this student-centered process; (Appendix P, TenMinute Interview))
Be based on th͋ νχϢ͇͋Σχ͛s strengths; (Appendices C and Q,
Recommendations for Various Learning Styles)
Include and be appropriate for the suggested or identified individual
accommodation(s);
Be flexible;
Include real-life experiences in the classroom;
Be discussed with the student prior to implementation;
Be reviewed with the student at appropriate intervals of instruction
(between 10-20 instructional hours) to discuss impact on learning and
progress.

B. Materials and Resources
1. Appropriate materials and resources for students with special learning needs
will be provided in the classroom. Program personnel may be able to obtain
materials and resources on a lending basis from the Illinois Adult Education
Service Center Network lending libraries if they are not available onsite.
Types of materials include:
 Professional development
 Student materials
 Legal issues
 Resources for materials and assistive technology
2. Each program will establish set-aside funding to purchase appropriate materials
and resources for students with special learning needs.
3. Additional Resources (Appendix R, Referral Directory and other Sources of
Disability Rights Information)
C. Instructional Model (see next page)
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Part Four: Professional Development

1. The Illinois Adult Education Service Center Network (IAESCN) will
provide training in the use of screening tools for students with
special learning needs, Payne Learning Needs Inventory,
instructional strategies, accommodations, referrals, and provide
resources for administrators, instructors, and staff working with
students who have special learning needs and/or learning
disabilities.
*Due to liability issues and length of training, volunteers will not be
trained in the use of screening tools. However, volunteers may
benefit from working with a trained individual.
2. The IAESCN will provide consultation by request for:
A. Appropriate interpretation/application of screening tools
B. Appropriate accommodations, resources, and referrals
3. Conduct all workshops in facilities that meet ADA/Section 504
requirements.
4. Provide one-on-one, on-site follow-up training for participants in
the LD-related workshops when the participant requests assistance
in implementation of training or when the program director
requests assistance based on observation of no training
implementation.
5. The IAESCN will provide training to administrators of Illinois Adult
Education and Family Literacy programs in the development of a
program plan for compliance to the ADA and Sec. 504, as well as
provide ongoing assistance in this area.
6. The IAESCN will provide ADA coordinator training for designated
individuals of adult education programs to be ADA compliant.
7. The IAESCN and ICCB will develop an ADA coordinator manual to be
kept on site at each Adult Education and Family Literacy program
office to serve as a reference for ADA compliance issues.
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Part Five: Applying for Testing Accommodations on an IL HSE test
A. Overview of HSE exams
B. GED Testing Service®
C. HiSET
D. Test Assessing Secondary Completion (TASC)
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A. Overview of HSE exams
Students being serviced in adult education and family literacy programs with
accommodations in compliance with the ADA and Section 504 of the Rehabilitation Act of 1973
may be eligible for similar accommodations on an IL HSE exam. Prior to applying for
accommodations, programs/students should select from the IL HSE exams that may be
available in their state or region, and after preparing accordingly, submit the relevant request
form and documentation for review (Appendix G Testing Accommodation Request Forms).
Currently, the GED®, the High School Equivalency Test (HiSET) and Test Assessing Secondary
Completion (TASC) represent the HSE exams available nationally, but as of this writing, the
GED® is the only HSE exam offered in the state of Illinois. If further choices become available in
Illinois, it will be important to recognize and follow the specific steps a test-taker must follow
when applying for testing accommodations. The following section outlines the processes and
testing accommodation provisions associated with the GED, ® HiSET and TASC exams.
B. GED Testing Service®
As of January 2, 2014, the GED® is exclusively a computer based test save for limited
exceptions in correctional settings and if test-taker are approved for a paper based test as an
accommodation due to an ADA condition. Although the GED Testing Service® does not list the
accommodations available or more common approvals on their request forms (as of January
2014), a GED® Programs and Services FAQs provides some information on the accommodations
offered by the testing vendor:

“What accommodations will be available for test-takers in 2014?
Most of the accommodations available for the 2002 Series GED® Test will still be available with
the 2014 GED® test, including: 25%, 50%, and 100% extended time, stop-the-clock breaks,
private room, calculator, scribe, reader, etc. In addition, development is underway for screen
reading software to be available for blind test-takers, and zoom/magnification will be available
for low-vision test-takers. These enhancements are expected to be available by mid-2014.
All test-takers will have the ability to alter the color/contrast settings and increase the font size
of their exam. These options will be available to all test-takers without the need for
accommodations. The audiocassett͋ χ͋νχ ϮΊΜΜ ΣΪχ ̼͋ ̯ϭ̯ΊΜ̯̼Μ͋ ΊΣ 2014΅͟
(http://www.gedtestingservice.com/educators/2014-faqs)
It is advised that test-takers and programs monitor the GED Testing Service® website for
further updates involving assistive technology or test features.
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Steps for Applying for Accommodations
1. Test-takers create an account at www.GED.com
A. Test-takers aΣνϮ͋ι ͞Χ͋ν͟ χΪ χ·͋ ι͋ͽΊνχι̯χΊΪΣ θϢ͋νχΊΪΣ asking whether or not you
intend to apply for testing accommodations due to a documented disability.
B. By choosing to apply for testing accommodations, test-takers will be unable to
schedule their exam online. The test scheduling is on-hold until a decision for the
accommodations request is processed or until/unless the test-taker chooses to forgo
the request.
2. After creating the registration account, test-takers will be directed to select the appropriate
accommodations request form from the GED Testing Service® website. The following five
disability category forms are available for submission, with an appeal form also available if an
initial request was not approved (See Appendix G for printout of forms).
Intellectual Disabilities (ID) (PDF)
Learning and Other Cognitive Disabilities (LCD) (PDF)
Attention Deficit Hyperactivity Disorder (ADHD) (PDF)
Psychological and Psychiatric Disorders (EPP) (PDF)
Physical Disorders and Chronic Health Conditions(PCH) (PDF)
Request for Testing Accommodations Appeal (PDF)
Request for Testing Accommodations Appeal

A. Before determining the accommodations to request, test-takers should review the,
͞CΪ͕Ϊιχ !Ί͇ ͫΊνχ͟ ̼ϴ ΄̯͋ινΪΣ ΠΕE ΊΣ Ϊι͇͋ι χΪ ͇͋χ͋ιΊΣ͋ Ϯ·̯χ Ϊ͇Ί͕Ί̯̽χΊΪΣ ̯Σ͇ ̯͇ΖϢνχ͋Σχν
are permitted without a formal request.
http://www.pearsonvue.com/accommodations/pdfs/pvue_comfort_aids.pdf
3. After selecting the appropriate request form, the corresponding Documentation Guidelines
should be reviewed by the evaluator/test-taker for the selected disability category. Based upon
the type of disability/disorder, the currency of the documentation required by GED Testing
Service® may vary. For instance, in the case of a Psychological/Psychiatric disability request, the
testing service has a currency guideline of 12 months or less for the supporting documentation.
Evaluators: ID (PDF)
Evaluators: LCD (PDF)
Evaluators: ADHD (PDF)
Evaluators: EPP (PDF)
Evaluators: PCH (PDF)
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4. Once the request form is complete, and the supporting documentation is secured, all of the
information is faxed to GED Testing Service® at 202-464-4894 for review. It is advised that testtakers and/or their advocates call to verify that their request was received after submission.
5. GED Testing Service® will communicate the accommodations request decision to the email
account created on the registration account (GED.com) within 30 days of submission and testtakers will receive a notification alert at their MYGED account of this activity.
6. Once learning of the accommodations request decision, test-takers may submit more
information, appeal and/or schedule their GED® exam with accommodations.
 If approved for testing accommodations, test-takers will receive a number to call
΄̯͋ινΪΣ ΠΕE͛ν !̽̽ΪΪ͇̯χΊΪΣν ̽·͇͋ϢΜΊΣͽ ̯Σ͇ Eϳ̽͋ζχΊΪΣν χ̯͋ ΊΣ Ϊι͇͋ι to arrange
payment and the exam date/location. An accommodated exam cannot be scheduled
online as is the case for customary exams.
Questions on the application process or about the testing accommodations available with GED®
should be directed to: accommodations@gedtestingservice.com
C. HiSET®
The HiSET® exam was developed by the non-profits, Educational Testing Service (ETS)
and Iowa Testing Programs (ITP), and now operates as an alternative national HSE exam to the
GED®. At the time of this writing, the HiSET® is not an available HSE test in Illinois. If this test
becomes available, HiSET® has developed both a paper and computer based exam for states to
adopt or administer. For an up-to-date record of where the HiSET® exam is being offered, the
Illinois Department of Education or the HiSET® website should be monitored.
http://hiset.ets.org/

Accommodations on the HiSET® Exam
The following accommodations are cited as more frequently approved by the test vendor:
Extended Testing Time
 25 percent (time and one-quarter)
 50 percent (time and one-half)
 100 percent (double time)
Extra Breaks – There are no breaks during the exam (extra breaks could be used for
medication, snacks, bathroom usage, etc.).
Accommodations for Computer-Based Tests (CBT)
 Screen Magnification
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Selectable Background and foreground colors

Alternate Test Formats
 Braille
 Large-print test book (larger than 14-point)
 Large-print answer sheet (larger than 14 point)
 Recorded audio
Assistance
 Reader
 Scribe
Assistance for Spoken Directions
 Oral Interpreter
 Sign language interpreter
 Printed copy of spoken directions
Assistance for Note Taking
 Braille slate and stylus

Steps for Applying:
1A. ·͋ϭΊ͋Ϯ χ·͋ ΜΊνχ Ϊ͕ ͞Fι͋θϢ͋ΣχΜϴ !ζζιΪϭ͇͋ !̽̽ΪΪ͇̯χΊΪΣν͟ as found in the HiSET® Test
Taker Bulletin in order to determine the accommodations that the test-taker may need.
HiSET® Test-taker Bulletin (PDF)
B. It is also recommended that test-takers review the modifications and personal items that are
permissible without a formal request for accommodations. Some of these
modifications/personal items are either provided by the testing center or the test-taker.
http://hiset.ets.org/take/disabilities/

2. Review the HiSET® website and Registration Bulletin in order to determine what formats of
the test, if any, are available in your area or state. The accommodations requested could vary
based upon whether the paper or computer based test is selected by the test-taker. Once
selecting the accommodations and format for testing, test-takers should complete the HiSET®
Testing Accommodations Request Form. HiSET® has one accommodation request form
regardless of the nature of the disability (See Appendix G).
HiSET Testing Accommodations Request Form (PDF)
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3. Disability documentation should next be collected and/or prepared. Test-takers and
professionals should ι͋ϭΊ͋Ϯ EΑ͛ν disabilities section of their website as well as the pertinent
disability documentation guidelines for assistance/guidance (http://www.ets.org/disabilities)
The following Disability Documentation Policy Statements are available for review with
ETS/HiSET®

ADHD
Autism Spectrum Disorder
Blindness/Low Vision
Deaf/Hard of Hearing
Intellectual Disabilities
Learning Disabilities
Physical Disabilities and Chronic Health Conditions
Psychiatric Disabilities
4. Once the request form and documentation has been compiled, all of the information is sent
to HiSET/ETS via fax or mail. To confirm that the information sent by was fax was received, call
ETS/HiSET® after three business days. For information sent by mail, call after ten business days
to confirm receipt of materials.
5. Test-takers will learn of their accommodations request decision via email within 6 weeks of
the submitted request. If approved for accommodations, test-takers will have to schedule
through the HiSET® Disability Services office to ensure that the appropriate accommodations
are arranged before the test is administered. If the accommodations request is not approved,
test-takers will learn what information is needed for further review and/or the next steps.
Additional questions with accommodations/testing may be directed to HiSET by email or phone:
ETS/HiSET® Disability Services
Mail: ETS Disability Services
P.O. Box 6054
Princeton, New Jersey 08541-6054

Phone: 1-855-802-2748
Fax: 1-609-240-0524
Email: HiSETSSD@ets.org
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D. TEST ASSESSING SECONDARY COMPLETION ™ (TASC)
The Test Assessing Secondary Completion (TASC) exam was developed by CTB/McGrawHill, and now operates as an alternative national HSE exam to the GED®. At the time of this
writing, the TASC is not an available HSE test in Illinois. If the test becomes available, TASC has
developed both a paper and computer based exam for states to adopt or administer. For an up
to-date record of where the TASC exam is being offered, the Illinois Department of Education or
the TASC website should be monitored (http://www.tasctest.com/).
Accommodations on the TASC Exam
The following accommodations are listed by TASC as being available for request. A
Special Testing Accommodations Descriptions document may be reviewed for further clarity on
the possible accommodations available.
TASC Special Testing Accommodations Descriptions
Extended Test Time:
 25% Extended Time
 50% Extended Time
 100% Extended Time
Calculator (memory function or talking)
Breaks (supervised or multiple sessions)
Physical Support
 Preferred seating location
 Adaptive equipment
 Adaptive Furniture
Audio/Alternate Presentation
 Audio CD
 CBT Screen Reader
 Scribe

Steps for Applying for Accommodations:
1A. Test-takers/programs should review the Examinee Guidelines and print a copy of the TASC
Special Accommodations Request Form as found at www.TASCtest.com as well as in Appendix
G. There is one disability request form for completion regardless of the disability type.
TASC Special Testing Accommodations Request Form
Examinee Guidelines for Requesting TASC Special Testing Accommodations
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B. Test-takers should similarly review the list of Allowable Resources that may be provided to
testers without any formal accommodation request. These resources include items such as:
scratch paper, special lighting, seating arrangements, etc. Some items are to be provided by the
test-taker, while others are available at the testing center. If the allowable resource warrants
approval from the Test Center Coordinator, the TASC Prior Notification Form must be submitted
to the testing center prior to testing.

TASC Allowable Resources
TASC Prior Notification Form

2. The test-taker should provide the request form and Examinee Guidelines to their
evaluator/advocate in order to obtain the appropriate documentation. The TASC Special Testing
Accommodations Approval Criteria should likewise be reviewed when determining the
documentation to submit.
Evaluator Guidelines for Requesting TASC Special Testing Accommodations
TASC Special Testing Accommodations Approval Criteria
3. Once completed, the request form and supporting documentation may then be either faxed
or mailed to the TASC administrator. Test Center Coordinators may often assist test-takers with
mailing or faxing their requests.
4A. Test-takers and the Test Center Coordinators will learn of the accommodations request
decision within 30 days of the submitted request.
B. If the request is not approved, test-takers will be informed in a decision letter if additional
information is required for review or how a decision may be appealed.
Additional questions with accommodations/testing may be directed to TASC by email or phone:

CTB McGraw Hill LLC
Attn: TASC Accommodations Administrator

Email: TASC_helpdesk@ctb.com
Toll-free Phone: 888-282-0589

c/o Customer Service Department
6901 N. Michigan Road
Indianapolis, IN 46268

Toll-Free FAX: 877-800-9389
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APPENDIX A

APPENDIX B

APPENDIX C

APPENDIX D

APPENDIX F

REASONABLE CORE ACCOMMODATIONS
Examples for Students with Special Learning Needs



































Orientation to services
Admission and registration assistance
Early or priority registration
Signage clear, readable and noticeable
Lighting (natural, flexible, strobe/florescent)
Release of syllabi, study guides, etc.
Note takers
Readers
Scribes
Large print versions of materials and text
Alternative electronic formats of materials
Materials/books on audiocassette
Audio taping permission for classes, seminars, lectures, etc.
Tape players/recorders (4-track for books on tape)
Computer screen and text reading software
Speech recognition software
Closed-caption TV and videos
Computer and electronic technology
Foot/knee pedal function key controls
Various sizes keyboards.
Mouse styles (finger pad, top or side click, foot click, pencil point).
Computer bells/whistles.
Scanners
Larger VCR screens and computer monitors.
Ear muffs or headsets.
FM-looped systems.
FM mike/tape recorder system.
Printed script of audiovisuals
Printed outlines of lectures.
Computer screen filters.
Icons and pictures (visible, clear and consistent)
Alternate testing formats and methods.
Extended testing time.
Private rooms for testing.

APPENDIX H

Accessibility Checklist
Adult Education Programs
Access encompasses four environments: Physical, Programmatic/Policy, Information, and Attitudinal.
Assess the items below to help determine the accessibility of your program.
Physical Environment

Completed

1. Provides a wheelchair-accessible
location (elevators, wide
hallways, lowered fountains and
phones, ramps, accessible
restrooms, and counters).
2. Locates all equipment and the
most frequently used materials
on the lower shelves in wheelchair-accessible areas.
3. Provides accessible parking.
4. Schedules programs in
accessible locations.
Programmatic/Policy Environment
5. Allows alternative admissions
tests and/or test administration
procedures.
6. Keeps disability-related
information about a student
confidential.
7. Provides disability
accommodations at events
(e.g., interpreters).
8. Includes a statement regarding
availability of accommodations
on all written program
information.
Progress of these items should be
described in the space provided
at the end of this form.
9. Adapts policies to allow for
students’ disability-related needs:
 Allows students to borrow
reserved material for
taping or enlarging if not
provided by the office.

In Progress

Date
Completed

Completed


Allows students with printrelated disabilities to use
materials for extended
periods of time or use
computers for longer
periods of time.



Allows students with
disabilities to participate
in all programs and
activities.

10. Consults with Disability
Services regarding disability
issues.
Information Environment
11. State in all materials that they
are available in alternative
formats upon request.
12. Produces materials in alternative
media (Braille, large print,
audiotapes) upon request.
13. Provides adaptive technology.
14. Includes information about
Disability Services in
promotional materials.
15. Provides assistance to students
who need:
 readers
 tutors
 scribes
 assistance procuring
materials
 other
Attitudinal Environment
16. Monitors the attitudes of staff
towards individuals with
disabilities.

In Progress

Date
Completed

Completed

In Progress

Date
Completed

17. Encourages positive attitudes
of nondisabled students
toward individuals with
disabilities.
18. Uses appropriate language to
Refer to people with disabilities.

Name of evaluator

Date of signature

Items in Progress
Describe progress below; may use back of form/additional pages if necessary.

APPENDIX I

SAMPLE STATEMENTS
Equal Opportunity Statements
Long Version (for use in program bulletins, handbooks, and application forms):
The (insert your program’s name) is committed to the policy that all persons shall have equal access to its
programs, facilities, services without regard to race, color, creed, religion, national origin, sex, age, marital
status, disability, or sexual orientation.
*In adhering to this policy, this program abides by the Federal Civil Rights Act, 42 U.S.C. 2000e; by the
requirements of Title IX of the Education Amendments of 1972; by Sections 503 and 504 of the Rehabilitation
Act of 1973; by the Americans with Disabilities Act of 1990; and by other applicable statutes and regulations
relating to equality and opportunity.
*This section of the statement may be deleted on certain publications to conserve space.

Short Version (for use on posters and cases of severe space limitation):
The (insert your program’s name) is an equal opportunity educator and employer.

Disability Access Statements:

For use on registration brochures, invitations, or fliers:
To request disability accommodations, please contact (name, department, address, phone number).

For use on program bulletins and brochures:
It is the policy of insert your program’s name to provide, on a flexible and individualized basis, reasonable
accommodations to students who have disabilities that may affect their ability to participate in class activities or
to meet class requirements. Students with disabilities are encouraged to contact (name, address, phone number)
to discuss their needs for accommodations.

APPENDIX J

Sample Grievance Procedure Form
(Program Name) has adopted an internal grievance procedure providing prompt and
equitable resolution of complaints for members of the public, visitors, clients, and
employees not covered under existing agency’s grievance procedure alleging any action
prohibited by the U.S. Department of Justice regulations, implementing Title II of the
Americans with disabilities act. Title II state, in part, that “…not otherwise qualified
disabled individual shall, solely by reason of such disability, be excluded from the
participation in, be denied the benefits for, or be subjected to discrimination…” in
programs or activities sponsored by a public entity.
Complaints shall be addressed to: (Name, address, and phone number of ADA
coordinator), who has been designated to coordinate ADA compliance efforts.
1.

A complaint shall be filed in writing or verbally contain the name and address of
the person filing it, and briefly describe the alleged violation of the regulations.

2.

A complaint shall be filed within five (5) working days after the complainant
becomes aware of the alleged violation. Processing of allegations of
discrimination, which occurred before this grievance procedure was in place, will
be considered on a case-by case basis.

3.

An investigation, as may be appropriate, shall follow a filing of complaint. The
investigation shall be conducted by (Name of ADA Coordinator) or in (his/her)
absence, any other person designated by the program or agency director. This
process contemplates informal by thorough investigations, affording all interested
persons and their representative, if any, an opportunity to submit information
relevant to a complaint.

4.

A written determination as to the validity of the complaint and a description of the
resolution, if any, shall be issued by (Name of ADA Coordinator) or the person
designated by the program or agency director, and a copy forwarded to the
complainant no later than ten (10) working days after its filing.

5.

The ADA Coordinator shall maintain the files and records of (Name of Program)
relating to the complaints filed.

6

The complainant can request a reconsideration of the case in instances where he or
she is dissatisfied with the resolution. The request for reconsideration must be
made within five (5) working days to (Name, address, and phone number of
program or agency director).

7.

The right of a person to a prompt and equitable resolution of the complaint filed
hereunder shall not be impaired by the person’s pursuit of other remedies such as

the filing of an ADA complaint with the responsible federal department or agency.
Us of this grievance procedure is not a prerequisite to the pursuit of other remedies.
8.

This entire process shall be constituted to protect the substantive rights of
interested persons to meet appropriate due process standards and to assure that the
(Name of program) complies with the ADA and implementing regulations.

This will certify that (Name of ADA Coordinator) will serve (Name of
Program) as the Coordinator/Counselor for:
A.

Title VI (prohibits discrimination on the basis of race)

B.

Title IX (prohibits discrimination on the basis of sex)

C.

Section 504 of the Rehabilitation Act of 1973 (prohibits discrimination on the basis
of disability)

D.

Other

Date

Distribution:

Signature of Program or Agency Director

APPENDIX K

ACCOMMODATIONS PROCESS
Student with a Learning Disability
enrolls in Adult Education or Literacy
Program.

Provides learning
Disability
Documentation

No Learning
Disability
Documentation and
no progress

Accommodation(s)
Identified

Administer Informal
Assessment Process

Team makes
appropriate
referral(s)

Accommodation(s)
Provided

Progress

No Progress
Primary referral needs
accomplished (vision,
hearing, attention,
physical, etc.

Team chooses
appropriate
accommodation(s)
Student request for
IL HSE exam
accommodations
Accommodation(s)
Provided

LD Diagnosis
Obtained

Tests on IL HSE
exam with
accommodation(s)
No
Progress

Progress

APPENDIX L

APPENDIX M

STUDENT RECORD LOG

DATE

INSTRUCTOR’S NAME

STUDENT’S NAME

REASON RECORDS
WERE ACCESSED

WITNESS

APPENDIX N

Program:
Location:
Learning Disabilities Policy & Procedure Manual
Compliance Checklist
Page #

Compliance

Yes
ADA and Section 504
Each program must have accessible services for all people with
disabilities, including enrollment, instruction, and testing.
Each program must have a designated ADA Coordinator
Name: _____________________________________________________

Documentation
Enclosure Is
Required

No

Yes

11
11
&
15



Title/Positon: _______________________________________________
Each program must provide public notice of accessibility on all
Program forms, brochures, etc.
Each program must have an accessibility grievance policy.
Each program must have a self-evaluation of accessibility completed
and documented
Each program must have an accessibility transition plan
documented
Accommodations
Accommodated instruction must be provided for students with
documented disabilities
The accommodation process must be documented for each student
with documented disabilities.
Accommodations should be provided to students when:
a. They have disclosed that they have a disability that has been
documented by a qualified professional and are eligible for
accommodations under the provisions of the ADA/Section
504.
b. Informal assessment has been administered and it is
determined that accommodations are warranted.

11
&
25
11
11





11

24
25

24

Documentation
Enclosed
No

Program:
Location:
Page #

Compliance

Yes
It is the program’s responsibility to determine if a requested
accommodation is reasonable; however, if the request is denied, the
student has the right to file a complaint following the guidelines set
forth in that program’s grievance policy. If the student is simultaneously
involved in two programs, the federal program’s grievance policy takes
precedence.
If a state-mandated assessment is administered as part of a
program’s enrollment process, then that program must administer
an alternative test which allows for the requested accommodations
and assesses for the same or similar data.
Each program must have at least one copy of the GED Practice Test
on audiocassette.
All forms, letters, brochures, publicity, etc. produced for the program must
include a statement that the program is ADA accessible, EEOC compliant, and
disability accommodations are available upon request.
Enrollment
All enrollment information should state the steps for enrollment and
that accommodations can be provided (Section 504 of the
Rehabilitation Act of 1973, 34 CFR 104.8). Include the name of the
ADA Specialist/Person trained in the LD process.
All learning disabilities screenings are confidential and will be
conducted in a private and secluded environment.
Staff responsible for learning disabilities screening must have
completed training re: screening for learning disabilities for the
screening tool(s) they are using.
Transition services must be provided and include information about
both individual rights and program responsibilities regarding the ADA
and Section 504.

Documentation
Enclosure Is
Required

No

Yes

25

25

25

15
&
25

Documentation
Enclosed



15


16-17
16-19

17


No

Program:
Location:
Page #

Compliance

Yes
Documentation
Each program will be responsible for documenting the
implementation of special needs accessibility/accommodations
procedures by completing LD Compliance checklist in Appendix N
that ensures DA/Section 504 compliance.
Each program will be responsible for processing a student’s request
for accommodations within a reasonable amount of time according to
the reasonableness of the accommodation(s), but should not exceed
90 days. Furthermore, each program will be responsible for
documenting the time required to process each student’s request for
accommodation(s).
No program will have the right to deny services to any student
without provision of sufficient, dated documentation that
demonstrates that every effort was made to accommodate the
student’s disability.
Instructional Procedures/Methodologies
Each program must provide instructional procedures and
methodologies for students with learning disabilities that meet the
stated requirements in the policy manual
Determining Appropriate Educational Placement
Each student must be appropriately evaluated by the local adult
education or literacy program (LEA) in accordance with
IDEA/ADA/Section 504 before a decision is made which concludes
that the adult education or literacy program is an inappropriate service.
Material and Resources
Each program will establish set-aside funding to purchase
appropriate materials and resources for students with special
learning needs.

Documentation
Enclosure Is
Required

No

Documentation
Enclosed
Yes

26


26


26

26

28

28


No

Program:
Location:
Page #

Compliance

Yes
Confidentiality/Privacy Issues
Each program must be in compliance with the Family Education and
Rights to Privacy Act (FERPA, Public Law 101-336)
Each program must have Release of Confidential Information forms
on program letterhead.
No confidential information or any other assessment information
regarding a student can be shared externally (outside the center or
council) for referrals or recommended testing without a signed
release of information form specifying the agency representative or
diagnostician to whom the information is to be released.
Faxing and other electronic transfer methods (e.g., E-mail, Internet,
telephone) are not permissible for transfer of confidential
information.
No confidential information regarding a student can be shared with
the internal program’s teaching, support, or administrative staff
without a release of information form signed by the student or
his/her parent or guardian.
Each program must have all confidential information in locked files
with monitored access only.
Confidential information files will be maintained at the local program
level for a period of not less than five years. Local policies may
extend this period.
Applications and enrollment forms must be free of confidential
questions.
Any information of a confidential nature that a student
discloses, whether upon initial intake, during academic
assessments, through informal assessments, inventories,
checklists, or writing exercises should be separated from
routine paperwork and filed in the confidential file.

Documentation
Enclosure Is
Required

No

Documentation
Enclosed
Yes

No

19
19



19-20

20

20

20-21
20-21

21

21

4

Program:
Location:

I,

, verify that the information documented in this completed

Learning Disabilities Policy & Procedure Manual Compliance Checklist is accurate.

Signed

Date

APPENDIX O

Annual Report Form
Submit this completed form annually to:
(Please submit by June 30 each year)

Illinois Community College Board
401 E. Capitol
Springfield, IL 62701

Name
Program
Name
Year
Below, enter the appropriate total number for each student served in this year.
Number of students referred for learning disabilities diagnosis.
______ Number of students with diagnosed learning disabilities served.
______ Number of students approved for GED testing accommodations.
______ Number of students received instructional accommodations.

____________________________________
Signature of Person Completing this Form

____________________
Date Completed

APPENDIX P

10-Minute Interview Potential Questions
Social/Emotional Questions
1. What is something you enjoy doing?
Rationale: building rapport – gives teacher an insight into an area of interest so
instruction could possibly build on this topic – gives insight into modality preferences
because people usually do not do difficult activities as hobbies - also it is beneficial to
start the interview with positive thoughts

2. Do you prefer working alone or in a group?
Rationale: provides insight into the type of activities that might aid instruction in the
classroom

3. What did you like/dislike about school? Why?
Rationale: provides insight into the areas a student might enjoy or be fearful of in
your classroom – also can build instruction on what they did like or gives an opportunity
to reassure student that the same negative experiences won’t be present in this
classroom so student can enjoy the new educational setting
Note: asking “why” is very important so you can understand completely why something
was bad – it may not be the content but negative experience with a teacher or peers – be
sure student understands that the “why” is so you can do a better job of providing a
positive experience for the future

Learning Modalities
1. When you were in school, what classes did you feel were easiest (least
difficult) for you? Why? …most difficult? Why?
Rationale: provides insight into the content areas student might enjoy so you can start
with those if possible – can provide insight into content areas that need additional
support – also can provide information on learning styles - please note above rationale
for asking “why”

2. Would you rather write a paper or give a speech?
Rationale: provides insight into how the student will want to output information to you in
the classroom – also rapport building allowing the student to see that this experience will
be different than others since they are given choices

3. Do you like to listen to music or do you prefer quiet when you are learning?
Rationale: this will allow you to provide an environment most conducive to effectively help
the student learn

Visual Motor
1. Do you prefer to print, to write in cursive, or type? Do you like to read in print or
cursive?
Rationale: provides insight into how the student will want to output information to you in
the classroom – could also tell you about visual-motor or tactile-motor – if writing is a
laborious task for this student, then often times other visual motor activities will also be
difficult

2. Do you prefer copying information from the board or from a book?
Rationale: will allow you to judge if copying is difficult for the student – this would
definitely be helpful in designing activities for instruction – also if the student has

difficulty moving from a one type of print to another could be an indication of tracking or
visual motor difficulties

Memory
1. What do you remember from math class that you use today?
Rationale: shows possible interest level or possible memory difficulties

2. What do you remember from yesterday’s class? (If you had them in your class
already)
Rationale: tests ability to remember recent information – if you have not had them in
class prior to this interview, ask what they did the day before to see if they can recall –
memory plays a major part in learning – if the student has a weak memory, use lots of
review and recall strategies to help in the learning process

Language
1. How would you prefer to get information? (someone tell you, write it, or show
you)
Rationale: provides valuable insight into how to best instruct this student through their
most effective learning channel

2. How would you prefer to let people know what you think or feel?
Rationale: rapport building – let student know you care how he/she thinks and feels –
also gives you insight into the types of ways this student wants to communicate with you
– make sure you provide opportunities for the student in these areas

3. In school, how do you like to show the teacher what you know?
Observe: Rate of speech
Quantity of speech
Comfort/answering questions
Body language
Rationale: provides insight into the way the student would like to output information to
you – also observing speech and comfort level will provide valuable information about the
communication abilities of the student and comfort level – begin building a comfortable
setting for learning

Spatial Relationships/Directionality
1. How do you like to get directions to a new place?
Rationale: understand the way a student likes to receive information – also poor
directionality can be linked to difficulties in reading

2. Do you confuse left and right?
Rationale: if your student confuses left and right, be sure not to give classroom
instructions that assume the student knows the difference, i.e. start at the right top of the
page… - also this could have implications in reading difficulties

Time Orientation
1. Do you usually arrive at a scheduled place at the appointed time?
Rationale: may need to assist this student in getting to class or in getting to class on time

2. Do you often feel you are running out of time?
Rationale: may need to assist this student in time management or in organizational/study
skills

Attention
1. What would be your ideal classroom setup?
Rationale: this will allow you to provide an environment most conducive to effectively help
the student learn

2. What would best help you to concentrate?
Rationale: this will allow you to provide an environment most conducive to effectively help
the student learn

3. What bothers you when you are trying to concentrate?
Rationale: this will allow you to provide an environment most conducive to effectively help
the student learn – also encourages the student to think about and hopefully understand
potential roadblocks to his/her success in an effort to overcome those roadblocks

4. Tell me about the last project (home or school) that you worked on?
Rationale: could provide information about: what student likes to do; if he/she has
completed last project; how they like to go about performing activities

Health
1. Are you on any medications that might interfere with your learning or that I
need to be aware of to better meet your learning needs?
Rationale: allows you to understand your student in an effort to meet his/her needs –
many medications can interfere with attention, memory, or overall ability to learn – this
could also provide a window on the overall health of your student

2. Do you have any physical conditions that might make learning difficult?
Rationale: provides you the information needed to make any necessary accommodations
needed to fully serve this student

APPENDIX Q

APPENDIX R

Disabilities Resources for
Adult Learning Professionals
The National Clearinghouse on Postsecondary Education for Individuals with
Disabilities (HEATH)
The George Washington University
HEATH Resource Center
2134 G Street, NW
Washington, DC 20052
(800)544-3284
(202)973-0904 v/tty
(202)973-0908 fax
http://www.heath.gwu.edu
HEATH is a center for information exchange about educational support services,
policies, procedures, adaptations, and opportunities at American campuses, vocationaltechnical schools, and other postsecondary training entities for individuals with
disabilities. HEATH publishes resource papers, fact sheets, directories, and fosters a
network of professionals in the arena of disability issues.
The Job Accommodations Network (JAN)
PO Box 6080
Morgantown, WV 26506-6080
(800)526-7234 v
(877)781-9403 tty
https://askjan.org
JAN represents the most comprehensive resource for job accommodations available.
JAN provides information on job accommodations and information on the Americans
with Disability Act. JAN’s work helps employers, people with disabilities, rehabilitation
professionals, and people affected by disability.

The National Rehabilitation Information Center (NARIC)
4200 Forbes Boulevard, Suite 202
Lanham, MD 20706
(800) 346-2742
(301) 459-5984 tty
http://www.naric.com
NARIC is an information center funded by the National Institute on Disability and
Rehabilitation Research to serve members, health professionals, educators,
rehabilitation counselors, students, librarians, administrators, researchers, and other
professionals. NARIC offers information products online. NARIC also has a literature
collection and they make their products available in a variety of ways.

American Association of People with Disabilities (AAPD)
Main Office
2013 H Street, NW, 5th Floor
Washington, DC 20006
(800)840-8844 v/tty
(202)457-0046 v/tty
http://www.aapd.com
AAPD is the largest national nonprofit cross-disability member organization in the
United States, dedicated to ensuring economic self-sufficiency and political
empowerment for the more than 56 million Americans with disabilities. AAPD works in
coalition with other disability organizations for the full implementation and enforcement
of disability nondiscrimination laws, particularly the Americans with Disabilities Act of
1990 and the Rehabilitation Act of 1973.

Attention Deficit Disorders Organizations

Children and Adults with Attention Deficit/Hyperactivity Disorder (CHADD)
8181 Professional Place, Suite 150
Landover, MD 20785
National Resource center of AD/HD
(800)233-4050
(301)306-7070 v
(301)306-7090 fax
http://www.chadd.org
CHADD, founded in 1987, is a national non-profit, tax-exempt 501(c)(3) organization
providing education, advocacy and support for individuals with AD/HD. In addition to an
informative web site, CHADD also publishes a variety of printed materials to keep
members and professionals current on research advances, medications and treatments
affecting individuals with AD/HD.

Attention Deficit Disorder Association (ADDA)
PO Box 7557
Wilmington, DE
(800) 939-1019
http://www.add.org
The Attention Deficit Disorder Association provides information, resources, and
networking opportunities to help adults with Attention Deficit Hyperactivity Disorder lead
better lives.

Visual Impairment Organizations

American Council of the Blind (ACB)
2 Penn Plaza, Suite 1102
New York, NY 10121
(212)502-7600 v
(888)545-8331 fax
http://www.afb.org
AFB has been eliminating barriers that prevent the ten million Americans who are blind
or visually impaired from reaching their potential. AFB is dedicated to addressing the
most critical issues facing this growing population: independent living, literacy,
employment, and technology. AFB is a one-stop information and referral resource for
people who are blind or visually impaired, the organizations and individuals that serve
them, and the general public. AFB is the leading publisher of professional materials on
blindness and low vision through its publishing arm, AFB Press.

Learning Ally (formally Recordings for the Blind and Dyslexic)
20 Roszel Road
Princeton, NJ 08540
(866)732-3585 v
(800)221-4792 member services
(609)987-8116 fax
learningally.org
Learning Ally is an organization that serves all people with “print disabilities” by
providing recorded textbooks and other school related materials to individuals who
cannot read standard print because of a disability.

Speech/Hearing Impairment Organizations

American Speech-Language-Hearing Association (ASHA)
2200 Research Blvd.
Rockville, MD 20850-3289
(800) 498-2071 Professionals/Students
(800) 638-8255 Consumer Line
(301) 296-8580 fax
http://www.asha.org
ASHA is the professional, scientific, and credentialing association for over 110,000
audiologists, speech-language pathologists, and speech, language, and hearing
scientists. ASHA’s mission is to ensure that all people with speech, language, and
hearing disorders have access to quality service to help them communicate more
effectively.
American Association of the Deaf-Blind (AADB)
PO Box 8064
Silver Spring, Maryland 20907-8064
(301) 563-9064 video phone
http://www.aadb.org
AADB endeavors to enable deaf-blind persons to achieve their maximum potential
through increased independence, productivity and integration into the community.
AADB has deaf-blind members from all walks of life with diverse educational,
vocational, social, and ethnic/racial backgrounds. Membership also includes
organizations and many people who are not deaf-blind themselves but who support
AADB’s mission and activities. Members receive quarterly publications of the “DeafBlind American” magazine, which is available in large print, Braille and disk formats.
AADB hosts biannual national conferences. AADB is a non-profit §501(c)(3)
organization under the Internal Revenue Service code.
National Association of the Deaf (NAD)
8630 Fenton St, Suite 820
Silver Spring, MD 20910
(301) 587-1789 TTY
(301) 587-1791 fax
http://www.nad.org
NAD, established in 1880, is the oldest and largest constituency organization
safeguarding the accessibility and civil rights of 28 million deaf and hard of hearing
Americans in education, employment, health care, and telecommunications. A private
non-profit organization, NAD is a dynamic federation of 51 state association affiliates
including the District of Columbia, organizational affiliates, and direct members.

Registry of Interpreters for the Deaf (RID)
333 Commerce Street
Alexandria, VA 22314
(703) 838-0030 v
(703) 838-0459 TTY
(703) 838-0454 fax
http://www.rid.org
It is the goal of RID to promote the professions of interpreting and transliterating
American Sign Language and English. RID provides international, national, regional,
state, and local forums and an organizational structure for the continued growth and
development of the professions. Information on speakers, workshops, and classes are
offered for the following: the American with Disabilities Act, the interpreting profession,
Interpreter Preparation Programs, National Testing and Certification, Certification
Maintenance Program for professional development, national Ethical Practices System,
Testimony/Technical Assistance, Interpreter Referral Services, career opportunities,
mentoring, internships, and scholarships to cover testing fees.

Developmental Disabilities Organizations

Mental Health America (MHA)
2000 N. Beauregard Street, 6th Floor
Alexandria, Virginia 22311
(800) 969-NMHA (6642)
(703) 684-7722 v (Main Switchboard)
(703) 684-5968 fax
http://www.mentalhealthamerica.net
Mental Health America (MHA), formerly the National Mental Health Association, is
dedicated to promoting mental health, preventing mental and substance use conditions
and achieving victory over mental illnesses and addictions through advocacy,
education, research and service.
Spina Bifida Association of America (SBAA)
1600 Wilson Blvd., Suite 800
Arlington, VA 22209
(202) 944-3285 v
(202) 944-3295 fax
http://www.sbaa.org
SBAA exists to promote the prevention of spina bifida, and enhance the lives of all
affected. The association was founded in 1973 to address the specific needs of the
spina bifida community, and serves as the national representative of almost 60
chapters. SBAA’s efforts benefit thousands of infants, children, adults, parents and
professionals each year. The SBAA is a §501 (c)(3) nonprofit organization. SBAA
provides services such as toll free (800) information and Referral Service, bi-monthly
newsletters, insights, legislative updates, publications, scholarship fund, etc.
American Association on Intellectual and Developmental Disabilities (AAIDD)
501 3rd Street, NW Suite 200
Washington, D.C. 20001
(202) 387-1968 v
(202) 387-2193 fax
http://www.aaidd.org
AAIDD promotes progressive policies, sound research, effective practices, and
universal human rights for people with intellectual and developmental disabilities.

Tourette Syndrome Association, Incorporated (TSA)
42-40 Bell Boulevard
Bayside, NY 11361-2820
(718) 224-2999 v
(718) 279-9596 fax
http://www.tsa-usa.org
The Tourette Syndrome Association, Inc. (TSA) was founded in 1972 in Bayside, New
York. TSA is the only national voluntary non-profit membership organization in this
field. Its mission is to identify the cause of, find the cure for, and control the effects of
this disorder. Today, TSA has grown into a major national health-related organization
with approximately 50 U.S. chapters and 300 support groups, and international contacts
around the world. TSA develops and disseminates educational material to individuals,
professionals, and to agencies in the fields of health care, education and government;
coordinates support services to help people and their families cope with the problems
that occur with TS; funds research that will ultimately find the cause of and cure for TS
and, at the same time, lead to improved medications and treatments.

United Cerebral Palsy Association, Incorporated (UCP)
1825 K Street, NW, Suite 600
Washington, DC 20006
(800) 872-5827
(202) 776-0406 v
http://www.ucp.org
For 50 years UCP has been committed to change and progress for persons with
disabilities. The national organization and its nationwide network of more than 100
affiliates in 37 states, and the District of Columbia, strive to ensure the inclusion of
persons with disabilities in every facet of society – from the Web to the workplace, from
the classroom to the community. As one of the largest health charities in America,
UCP’s mission is to advance the independence, productivity and full citizenship of
people with cerebral palsy and other disabilities, through our commitment to the
principles of independence, inclusion and self-determination.

Psychiatric Disabilities Organization

Autism Society of America (ASA)
4340 East-West Hwy, Suite 350
Bethesda, Maryland 20814
(800) 3autism (28-8476)
(301) 657-0881 v
http://www.autism-society.org
The Autism Society of America was founded in 1965 by a small group of parents
working on a volunteer basis out of their homes. Over the last 35 years, the Society has
developed into the leading source of information and referral on autism. Today, over
20,000 members are connected through a working network of over 200 chapters in
nearly every state. Membership in ASA continues to grow as more and more parents
and professionals unite to form a collective voice representing the autism community.
Members receive “The Advocate”, a quarterly magazine. The mission of the Autism
Society of America is to promote lifelong access and opportunity for all individuals within
the autism spectrum and their families, to be fully participating, included members of
their community.

Epilepsy Foundation of America (EFA)
4351 Garden City Drive
Landover, MD 20785-7223
(800) 332-1000
(800) 213-5821 Membership and catalog sales
(800) 332-4050 National Epilepsy Library
(301) 577-2684 fax
www.epilepsyfoundation.com
EFA is a national charitable organization, founded in 1968. The only such organization
wholly dedicated to the welfare of people with epilepsy, our mission is simple: to work
for children and adults affected by seizures through research, education, advocacy and
service. More than 60 affiliated Epilepsy Foundations serve people with seizures, and
their families, in hundreds of communities nationwide. A volunteer board of directors
governs our work; a distinguished board of physicians and scientists oversees the
scientific and medical programs. EFA has a national Epilepsy Library available to allied
health professionals and the general public. EFA is a member of the National Health
Council and the International Bureau for Epilepsy.

Learning Disabilities Organizations
Learning Disabilities Association of America (LDA)
Learning Disabilities Association of America
4156 Library Road
Pittsburgh, PA 15234-1349
(412) 341-1515 v
(412) 344-0224 v
http://ldaamerica.org
LDA is a non-profit volunteer organization advocating for individuals with learning
disabilities. It is national organization devoted to defining and finding solutions for the
board spectrum of learning disabilities. LDA has a local chapter in all fifty states,
Washington DC, and Puerto Rico.

National Center for Learning Disabilities (NCLD)
381 Park Avenue South Suite 1401
New York, NY 10016
(888) 575-7373
(212) 545-7510 v
(212) 545-9665 fax
http://www.ld.org
The mission of the National Center for Learning Disabilities (NCLD) is to increase
opportunities for all individuals with learning disabilities to achieve their potential.
NCLD accomplishes its mission by increasing public awareness and understanding of
learning disabilities, conducting educational programs and services that promote
research-based knowledge, and providing national leadership in shaping public policy.
NCLD provides solutions that help people with LD participate fully in society.

International Dyslexia Association (IDA)
Chester Building, Suite 382
8600 LaSalle Road
Baltimore, Maryland 21286-2044 USA
(410) 296-0232 v
(410) 321-5069 fax
http://www.interdys.org
IDA is a non-profit organization dedicated to helping individuals with dyslexia, their
families and the communities that support them. IDA is the oldest learning disabilities
organization in the nation – founded in 1949 in memory of Dr. Samuel T. Orton, a
distinguished neurologist. Throughout our rich history, our goal has been to provide the
most comprehensive forum for parents, educators, and researchers to share their
experiences, methods, and knowledge.

Chronic Illness Organizations

National Alliance for the Mentally Ill (NAMI)
3803 N. Fairfax Dr., Suite 100
Arlington, VA 22203
(703) 524-7600 v
(703) 524-9094 fax
http://www.nami.org
NAMI is a nonprofit, grassroots, self-help, support and advocacy organization of
consumers, families, and friends of people with severe mental illnesses, such as
schizophrenia, schizoaffective disorder, bipolar disorder, major depressive disorder, etc.
Founded in 1979, NAMI today works to achieve equitable services and treatment for
more than 15 million Americans living with sever mental illnesses and their families.

Brain Injury Association of America (BIAA)
1608 Spring Hill Road, suite 110
Vienna, VA 22182
(800)444-6443
(703) 761-0750 v
(703) 761-0755 fax
http://www.biausa.org
BIAA was founded in 1980 by a group of individuals who wanted to improve the quality
of life for their family members who had sustained brain injuries. Despite phenomenal
growth over the past two decades, the Association remains committed to its grassroots.
The Brain Injury Association of America encompasses a national network of more than
41-chartered state affiliates across the country, as well as hundreds of local chapters
and support groups. BIAA is proud to be a national nonprofit organization working on
behalf of individuals with brain injury and their families. The association recognizes the
tireless accomplishments of its constituents across the country-from individuals with
brain injury, medical professionals and family members to educators, attorneys and
corporate partners. Much of the Association’s success is due to the support of these
courageous peoples.

