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Disability Services
Name of Office: Student Disability 
Services

Location: 5500 N. St Louis 
Avenue, Chicago, IL 60625

⚫ We are located in D104

Website: neiu.edu/sds

Contact us: 773-442-4595 
(phone) and/or at sds@neiu.edu 

http://neiu.edu/sds
mailto:sds@neiu.edu


Application Process for Students with Disabilities 
 

Step 1: Be admitted to the university. You must be 
admitted to the university to apply for 
accommodations. 

Step 2: Obtain your application forms for 
accommodations by following the instructions: 

⚫ Go to our website: neiu.edu/sds

⚫ Select the tab "How to Get Services" (on the 
left side of our website)

⚫ In this tab, read over Step 1 and Step 2. 

⚫ Under Step 2, you can find the documents 
for application for accommodations. Please 
read over the description of the documents. 

⚫ Download the application forms

http://www.youtube.com/watch?v=bWJtdlnBTk0


Application Forms to be filled out by the student

Form #2: Authorization 
for Release of 
Information 

Form #1: Student Request 
for Accommodations

https://www.neiu.edu/sites/neiu.edu/files/documents/2020/08/27/Student%20Request%20for%20Accommodations_0.pdf


Application Forms: Supporting documentation

Form #3: Provider 
Report

1. This form should not be filled out by students. This should be filled 
out by a qualified healthcare professional, such as a psychotherapist, 
psychiatrist, etc.

2. Supporting documentation should not be older than 3 years old. 
However, students may still qualify for temporary accommodations. 

Examples of Supporting Documentation include: 

● Provider Report (you can download a Provider Report from our 
website) which would be completed by a healthcare provider or, 

● IEP/504 paperwork with a psychological evaluation embedded within 
the report or, 

● Psychological evaluation from a licensed clinician detailing how your 
disability affects your academic performance, and daily life or, 

● A letter of approval for accommodations from the College Board 

https://www.neiu.edu/sites/neiu.edu/files/documents/2020/08/27/Provider%20Report_0.pdf


Application Process for Students with Disabilities 
(continued)

Step 3: Submit a completed 
application by emailing us at 
sds@neiu.edu

⚫ You will receive an email notifying 
you that we have received your 
application.

Step 4: We will review your completed 
application. It may take us up to 10 
business days to review your application. 

⚫ After 3-10 business days, you will get 
an email inviting you for an 
intake/orientation with our department! 

mailto:sds@neiu.edu


Common Accommodations at Student Disability Services
⚫ Note Taking services
⚫ Document Conversion for Accessible 

Documents
⚫ Test taking accommodations  
⚫ Use of a Digital Recorder for class 

lectures.
⚫ Use of a Smart Phone with recording 

app.
⚫ Use of electronic recording device for 

note taking.
⚫ Enlarged copies of class materials.

⚫ Elevator access.
⚫ Additional time for class arrival due 

to disability.
⚫ Reader/Scribe.
⚫ Priority in class seating.
⚫ Use of a Computer/Laptop for exams 

and lectures.
⚫ Testing in the SDS Office.
⚫ Use of “Dictation Software.”



What are some of the reasons why an 
accommodation I requested gets “denied”? 

1. Provide modifications that would result in an administrative burden.

2. Changes the curriculum or fundamental nature of the course or program

3. Undue hardship: if the accommodation costs too much or if the organization 
does not have the resources to respond to the request.

4. Pose a direct threat to self or to other individuals. 



Examples of unreasonable 
accommodations

⚫ Requesting for a personal aide 
⚫ Requesting a new wheelchair
⚫ Requesting a new elevator to be 

built
⚫ Requesting new glasses
⚫ Rehabilitation services
⚫ Mental health services
⚫ Independent living services
⚫ Tutors



When should students request 
services? 

● The sooner the better.
● Students can request accommodations at any time, but it is highly recommended to request 

them as soon as possible.
● Accommodations are not retroactive. This means the students accommodations do not 

become active until the day students complete their intake/orientation. 
● It is the student’s responsibility to use and request their accommodations. However, 

accommodations are not retroactive. This means if a student chooses not to use their extra 
time on exams/quizzes, and they fail their exam, we cannot request professors to allow the 
student to retake their exam with their accommodation. 


