 Procedures for Student Requests for Interpreting Services
These procedures govern student accommodation requests to the Office for Access and Disability Services (ADS) for sign language interpreting services for participation in University programs and activities[footnoteRef:1]. ADS coordinates sign language interpreting services and, when appropriate, other communication access services for eligible students who have first provided appropriate disability documentation and been approved for reasonable accommodations under Villanova University policy. ADS will evaluate each request on an individual basis, considering its scope and context, including the University’s relationship to the activity and the student’s communication needs. Students are not charged for approved interpreting services. [1:  These procedures do not apply to accommodation requests made by employees, visitors, or members of the public; those requests should be directed to the appropriate University office or event organizer.] 

Academic Programs and Activities
ADS coordinates interpreting services for academic activities necessary to provide the student with an equal opportunity to participate in the University’s academic programs and activities. Examples may include:
	- Scheduled classroom lectures, seminars, and laboratory sections
	- Faculty office hours when required or necessary to meet an academic requirement
	- Required academic advising appointments
	- Mandatory field trips or other required academic activities
	- Group-work sessions organized or required by the professor
	- Required review sessions or other academic activities designated by the professor
	- Examinations, presentations, and other required academic evaluations
Students should work with ADS when planning and scheduling classes. Any subsequent changes made to their academic schedule should be submitted to ADS as early as possible, preferably before the beginning of each semester if known, to allow ADS adequate time to make any necessary adjustments for services. 
Non-Academic and Campus Programs and Activities
ADS may coordinate interpreting services for students participating in University co-curricular activities, community or public programming, and campus life events, including elective activities. Examples may include:
	- Registered student organization meetings and events
	- Club meetings and social programming
	- University-wide guest lectures, panels, and public programs
	- College and career fairs
	- Club sports and intramural activities
	- Athletic and campus events
	- Major University-sponsored community service opportunities
	- Other discretionary campus activities
Requesting Services
Students should contact ADS at ods@villanova.edu, or through its published interpreter accommodation request form, and provide the date, time, activity, location or online link, organizer or instructor, and any other pertinent details for the program or activity for which interpreting services are being requested. ADS will consult with the student and request additional event details or advance materials when necessary or helpful. 
Students with an approved accommodation for sign language interpreting services must update the request for services each semester.
Students are strongly encouraged to submit interpreting services requests as early as possible. Advance notice allows ADS to identify appropriate interpreting resources, coordinate logistics, and provide the most effective and consistent accommodation. The amount of time reasonably needed for ADS to arrange for services may vary depending on the complexity of the request. In addition, timely communication is essential when class or activity schedules change because interpreter services must be coordinated in advance.
While not automatic grounds for denial of a request, the notice timelines provided below are planning recommendations intended to provide ADS with reasonable time to confirm the availability of and coordinate services.
	Activity
	Recommended Planning Time
	

	Regular Class Schedule
	Students should work with ADS during course registration and submit their confirmed class schedule to ADS upon enrollment. Report any course schedule changes to ADS promptly.
	

	Academic Activity Outside Regular Class Time
	Requests should be submitted at the start of the semester whenever the activity is known in advance. Additional or newly scheduled academic requirements should be communicated to ADS at least 10 business days in advance whenever possible.
	

	Non-Academic / Campus Activities
	Requests should be submitted at least 10 business days prior to the event or meeting, or as soon as the student learns of the activity.
	

	Changes or Cancellations
	ADS should be notified as soon as the student learns of the change or that the event or class will no longer require interpreting services.
	



Requests Made with Short Notice
Lead-time expectations are intended to support successful accommodation planning and do not necessarily mean that a late request can or cannot be accommodated. ADS accepts and reviews requests for reasonable accommodation made at any time. A late request is not automatically denied solely because an on-site interpreter is unavailable, and ADS will promptly consider available staff or contracted interpreters, other qualified resources, and Video Remote Interpreting (VRI) when it can be effective. ADS will inform the student what accommodations can be arranged and, if the specific service requested cannot be arranged in time, will continue to work with the student and the instructor or organizer on a reasonably effective way for the student to participate.
Choosing and Evaluating the Communication Service
ADS will consult with the student regarding the communication method that is most likely to provide effective communication, and will consider the student's expressed preference; communication needs; the nature, length, complexity, and context of the communication; and any other relevant factors in determining reasonable options. When ADS determines that an alternative auxiliary aid or service may provide effective communication as a reasonable accommodation, ADS will discuss the proposed arrangement with the student and explain the basis for the determination.
Student Cancelations, No-shows, and Late Arrivals
Students are expected to notify ADS as soon as they know when an interpreter will no longer be needed for a particular class, program, or other activity session. If possible, the student should notify ADS at least 24 hours in advance. If illness, an emergency, a changed academic requirement, or another unexpected circumstance prevents the student from providing that notice, the student should contact ADS as soon as reasonably possible. ADS may also request information reasonably necessary to determine whether circumstances affected the student's ability to provide timely notice.
Students should also contact ADS as soon as possible if they anticipate being late to a particular class, program, or other activity session. Unless a student has provided such prior notice, an interpreter will ordinarily wait up to 20 minutes for an activity expected to last shorter than two hours, or up to 40 minutes for an activity expected to last two hours or longer. ADS may then release the interpreter and record the appointment as a no-show by the student. If the student arrives after the interpreter has been released, the student should notify ADS promptly so that ADS can assess whether there are any available means to provide services for the remaining portion of the activity.

Repeated Missed Appointments
In most cases, ADS will use a progressive accountability process to address repeated late student cancellations and no-shows. 
· When a student no-shows or cancels services late without circumstances that reasonably prevented timely notice, ADS will address the first occurrence with a written reminder to the student identifying the date and circumstances and a review of expectations for future requests. 
· If this occurs a second time in a semester, ADS will require the student to meet with the ADS director or an ADS staff member to review interpreting request and cancellation procedures, discuss potential barriers that may be contributing to missed appointments, identify strategies for managing schedules or communicating changes, and review appropriate use of interpreting resources. 
· After three or more occurrences within a semester, ADS may limit the student’s access to interpreter requests for discretionary, non-academic activities, including optional evening and social events, for the remainder of the semester or another appropriate period as determined by ADS. This limitation will not apply to interpreting services required as an academic accommodation, including classroom instruction, required academic activities, examinations, presentations, or other activities necessary for course completion or degree progress. Before applying such a limitation, ADS will review the circumstances surrounding the student’s multiple late cancellations/no-shows, including whether there were documented emergencies or other factors outside the student’s reasonable control. 
Review of Service Concerns
A student should contact ADS promptly if an interpreter does not arrive for a scheduled activity, VRI fails, an assigned service is ineffective, or an activity changes unexpectedly. ADS will work with the student and relevant University personnel on an effective response and an accessible opportunity to receive missed information or participate when possible.
A student who disagrees with a service decision or the handling of a request is encouraged to discuss their concerns with ADS. If a resolution cannot be reached through conversation, the student may ask the ADS director for reconsideration. Students also may use Villanova’s Section 504 Disability Grievance Procedure. ADS will continue to address access needs while the concern is under review.
