The Section 504 Self-Evaluation
1. Who is the institutional officer responsible for the Transition Plan and its implementation?

Name _______________________________________________

Title  ________________________________________________

Address  _____________________________________________

Telephone Number  ____________________________________

Who is the institutional officer with primary responsibility for the Self-Evaluation?

Name _______________________________________________

Title  ________________________________________________

Address  _____________________________________________

Telephone Number  ____________________________________

Describe the steps that will be taken to ensure a full integration and complete consistency between the Transition Plan and the Self-Evaluation.

2. List those facilities that the institution rents or leases (or uses through any other arrangement) for programs, activities or services offered by the college or university?

For each of those facilities listed, describe steps that will be taken to ensure that such facilities are accessible, or that the use of such facilities will not result in the inaccessibility of any programs or activities of the institution.

3. List any buildings or facilities that have been constructed since September 2, 1969 with federal construction funds.  In each case, indicate whether or not such buildings or facilities have been constructed in accordance with ANSI standards.

For those buildings listed that were not constructed in accordance with ANSI standards, indicate immediate steps that will be taken to ensure that necessary modifications are made.

4. Discuss any steps that may be taken to inform students and employees of general accessibility standards, so that they may report problem areas to the responsible campus official. Discuss also steps that will be taken to adopt and implement procedures for informing interested persons, including those with sight and hearing impairments, of the existence and location of accessible services, activities, and facilities.

5. All steps to be taken as a result of program accessibility requirements contained in this chapter (and specific steps enumerated in the institution’s Transition Plan) should be incorporated into an organized process for ensuring adequate planning, data collection, scheduling to complete the required action, records maintenance, and monitoring activities. Unless a process more suited to an institution’s administrative procedures is devised, all steps or actions required should be the subject of individual Summary Report Forms as described in Chapter Five, “Implementing the Plan” (see page 79). Using the process described in Chapter Five will also permit an institution to measure the projected and actual impact of actions taken under section 504.

Discuss the procedure to be followed and the schedule for developing individual Summary Report Forms for all steps to be taken as a result of this chapter and the institution’s Transition Plan.

(Note:  In the questions or statements that follow, if the institution has had sufficient experience in recruitment and admissions work with handicapped applicants or students to make statistical studies meaningful, it is recommended that such studies be conducted to measure discrimination in admissions based on handicap. This recommendation applies to any questions or statements below to which statistical studies might apply.)

6. Does the institution have any limitation on the number or proportion of 1ualified handicapped persons who may be admitted?

Yes ​​​_______     No _______

If “no” describe the general admissions process and how it relates to handicapped applicants.

If “yes” describe the steps that will be taken to remove this limitation.

7. Based on a department-by-department analysis that includes all schools and colleges of the institution, list and briefly describe all tests and other criteria used in institutional admissions decisions. (List all tests and all criteria such as interviews, good health, high school performance, portfolio for an art student, musical ability for music students, and so forth.) For all tests listed, note the skill, level of achievement or other factor that the test purports to measure.

8. For each test listed in (7), describe steps that will be taken to ensure that it measures solely what it purports to measure and that impaired sensory, manual or speaking skills (unless those skills are the ones it purports to measure) are not being measured as well.

9. List from (7) those tests or criteria that have a disproportionate, adverse effect on handicapped applicants, or have the potential to have such an effect on handicapped applicants.

10. For each test or criterion listed in (9), state whether or not the Director of OCR has identified any alternate tests or criteria that would accomplish the same measurement with a less disproportionate, adverse effect on handicapped persons. Where alternate tests or criteria have been identified by the Director of OCR, describe the steps that will be taken to employ these alternate tests or criteria in place of those currently used.

11. For each test or criterion listed in (9) for which the Director of OCR has not identified any alternates, either: (A) Provide background information that indicates the validity of the test or criterion as a predictor of success (Note: First-year grades may be used to monitor validity in this case); or (B) Indicate steps that will be taken to modify the test or criterion or discontinue its use with respect to classes of handicapped persons affected adversely.

12. For all tests and other criteria used in admissions, discuss the process through which the institution will conduct periodic validity studies against the criterion of overall success in the education program or activity (beyond the initial validation based on first-year grades or some equivalent factor) in order to monitor the General validity of test scores. Indicate the nature and frequency of such studies.

13. Does the institution make available to applicants admissions tests that are designed for persons with impaired sensory, manual or speaking skills?

Yes _______     No _______

If “yes,” describe what tests are available and the procedure for notifying applicants, including those with sight and hearing impairments, that such alternate tests are available.

If “no,” describe steps that will be taken to make certain that such tests are made available by the institution (or will be made available as required) and that applicants, including those with sight and hearing impairments, are notified regarding the availability of alternate tests.

Describe steps to be taken that will ensure that such alternate tests are offered as often and in as timely a manner as other admissions tests.

14. Are admissions tests administered in locations and facilities that, on the whole, are accessible to handicapped persons?

Yes ​​​​_______     No _______

If “yes,” describe those facilities used for testing and comment on their accessibility.

If “no,” describe steps that will be taken to ensure that admissions tests are administered in locations and facilities that, as a whole, are accessible to handicapped persons.

15. Is the institution’s admissions office (or other campus facility normally used in the admissions process) accessible to all applicants?

Yes _______     No _______

If “no,” discuss steps that will be taken to make the admissions office (or similar facility) accessible, and make certain that these steps are included in the institutions’ Transition Plan.

16. Does the institution make any preadmission inquiries (on forms, during interviews, and so forth) regarding whether an applicant for admission is a handicapped person?

Yes _______     No _______

If “no,” discuss safeguards that exist to ensure that no such preadmission inquiries are made (unless an institution is taking voluntary or remedial action, see below).

If “yes,” discuss steps that will be taken to make certain that this policy or procedure is discontinued or modified to conform to section 504 requirements (unless an institution is taking voluntary or remedial action, see below)

17. Is the institution:

taking remedial action at the request of the


Yes ​​​​___     No ___

Director of OCR?

taking voluntary action to overcome the effects

Yes ___     No ___

of conditions that resulted in limited participation 

in programs or activities by handicapped persons?

If answers to either of the above questions are “yes,” then it is permissible for an institution to invite applicants for admission to indicate whether and to what extent they are handicapped. If answers to either of the above questions are “yes,” will the institution be asking applicants for admission to provide voluntary information related to their possible handicaps?




Yes _______     No _______

If “yes,” describe steps that will be taken to ensure that applicants are notified that information is being requested on a voluntary basis, that it will not result in any adverse treatment, that the information will be kept confidential, and that it will be used solely in connection with remedial or voluntary action efforts. Discuss also steps that will be taken to ensure the confidentiality of such information.

18. Following admission, inquiries may be made on a voluntary and confidential basis regarding handicaps that may require accommodation or the availability of auxiliary aids, whether or not an institution is taking voluntary or remedial action. Discuss whether and when, such inquiries will be made, how confidentiality of information will be ensured, and how specific information gathered will enter some procedure through which accommodations will be made and auxiliary aids will be available, as necessary.

19. For each school or department of the institution, discuss briefly the process of selection regarding admissions. Outline the steps in the process, who is involved, and other pertinent factors. Discuss whether or not the process of selecting students from the applicant pool has any potential for discrimination against qualified handicapped persons.

20. Describe the steps that will be taken to communicate to all academic administrators and department chairpersons information and requirements related to admissions contained in (6) through (19) above.

21. Describe the steps that will be taken to make certain that all admissions and recruitment personnel of the institution are knowledgeable with regard to section 504 requirements, the information contained in (6) through (19) above, and the prohibition against counseling students toward more restrictive courses of study or careers.

22. Describe the steps that will be taken to make certain that all applicants, including those with sight or hearing impairments, are notified of the institution’s policies and practices regarding nondiscrimination in admissions and recruitment (and regarding specific accommodations that will be made). Include steps that will be taken to ensure that all catalogs, handbooks, forms, and communications used in admissions and recruitment accurately reflect the policies and practices of nondiscrimination based on handicap, include the institution’s statement of nondiscrimination, and are available to and usable by all prospective students, including those with sight and hearing impairments.

23. Describe steps that will be taken to ensure that orientation programs do not discriminate on the basis of handicap, and that no separate orientation program replaces the regular orientation program for handicapped students.

24. Discuss briefly the recruitment policies and practices of the institution, including specific steps in the recruitment processes.

25. Discuss steps that will be taken to ensure an absence of discrimination in all recruitment policies and practices, including the selection of schools and sites for visitation, the accessibility of sites used for recruitment purposes, and the education with regard to section 504 obligations of all persons who perform recruitment work in an official capacity on behalf of the institution. Discuss also what additional steps might be taken to inform others involved in the recruitment process (e.g., former students, friends of the institution) of the institution’s commitment to nondiscrimination based on handicap in admissions.

26. All steps to be taken as a result of admissions and recruitment requirements contained in this section should be the subject of individual Summary Report Forms, as discussed in Chapter Five (see page 79). This is recommended unless a procedure more suited to an institution’s administrative processes is devised for ensuring adequate planning, data collection, scheduling to complete the required action, records maintenance, and monitoring activities.

Discuss the procedure to be followed and the schedule for developing Summary Report Forms for all steps to be taken or actions required as a result of this section on admissions and recruitment.

27. Discuss the procedures and schedule for a department-by-department review of all academic programs and activities of the institution to determine or identify factors including the following:

A.  whether or not there are any degree requirements or course requirements

     (including prerequisites) that discriminate on the basis of handicap or have 

      the effect of so discrimination;

B. the extent to which alternate testing processes are necessary to eliminate discrimination in testing and evaluation of student ability and achievement;

C. those off-campus activities or excursions related to a course or a degree requirement that would require accommodation for students with mobility impairments;

D. those off-campus programs (e.g., student teaching, internships) that are related to a course or degree requirement and must include opportunities that are, as a whole, equal to those of nonhandicapped students;

E. policies or practices related to library or reading room use, special reading collections of a department, and reserved reading materials;

F. practices related to professors’ office hours, and any arrangements that may be required to offer students with mobility impairments equal access during office hours;

G. policies and practices related to student participation in research;

H. inaccessible facilities that must be used by students;

I. any special equipment or devices that may require adaptation for use by students with certain handicaps;

J. any special teaching techniques that may require adaptation due to emphasis on visual or oral presentation, or involve mobility on the part of students; and

K. all policies, procedures and practices of the department, as reflected in written documents related to degree requirements, course requirements, the process of assigning students to courses, course descriptions, curriculum guides that outline the content and instructional methodologies of courses, and other similar materials.

As a part of this department-by-department analysis, all degree or course requirements that discriminate on the basis of handicap, or have the effect of discriminating on the basis of handicap, must be the subject of one of three actions: (A) it must be demonstrated that the requirement is essential to the course of study being pursued; (B) it must be demonstrated that the requirement is directly related to a licensing requirement; or (C) steps must be outlined that will result in the modification of the requirement for individual handicapped persons.

This department-by-department analysis should identify specific areas where discrimination exists, or the potential for discrimination exists. Such areas should be highlighted for individual actions that will ensure nondiscrimination and equal opportunities for handicapped persons to participate in all education programs and activities.

28. In addition to the department-by-department analysis in (27), which may be conducted by department chairpersons alone, describe steps that will be taken to make certain that all academic administrators and faculty members are informed periodically of requirements contained in section 504, including the following:

A.  that no student may be excluded from any course or any course of study solely on the basis of handicap;

B. that modifications in degree or course requirements may be necessary to meet the requirements of some handicapped students (include examples);

C. that prohibitive rules, such as those banning tape recorders from the classroom, must be waived for some handicapped students;

D. that auxiliary aids must be permitted in the classroom when they are required to ensure the full participation of handicapped students;

E. that alternate testing and evaluation methods for measuring student achievement will be necessary for students with impaired sensory, manual, or speaking skills (except where those are the skills being measured);

F. that classes may have to be rescheduled to permit access for students with mobility impairments;

G. that special equipment or devices used in the classroom (and in some cases teaching techniques that rely upon the sight, hearing, or mobility of students) may require adaptation in individual cases; and

H. that it is discriminatory to counsel handicapped students toward more restrictive careers than nonhandicapped students, unless such counsel is based on strict licensing or certification requirements in a profession.

29. Describe the steps that will be taken to make certain that students (including those with sight or hearing impairments) are informed periodically of requirements contained in section 504 and of modifications or adjustments that will be made for individual handicapped students, including:
A. that no one may be excluded from any course, or course of study, on account of handicap;

B. that classes will be rescheduled for students with mobility impairments if they are scheduled for inaccessible classrooms;

C. that academic degree or course requirements may be modified in certain instances to ensure full participation by handicapped students;

D. that alternate methods of testing and evaluation are available in all courses offered by the institution for students with requirements for such methods;

E. that auxiliary aids are made available by the institution for students with impaired sensory, manual, or speaking skills; and

F. that certain campus rules and regulations may be waived if they limit the participation of handicapped students.

30. Describe the general process that will be employed for rescheduling classes to make certain that all courses are available on request to students with mobility impairments.

31. Describe steps that will be taken to ensure that no automatic or arbitrary scheduling or rescheduling process makes changes or special arrangements for any handicapped student who may not desire or require such treatment.

32. Does the institution have any specific prohibitions against tape recorders in classrooms, dog guides in campus buildings, or other similar aids that may be required for full participation by handicapped persons?

Yes _______     No _______

If “yes,” list each such prohibition or regulation and describe, for each, steps that will be taken to modify or waive the regulation, as required.

33. Supplementing information gathered and actions required as a result of the department-by-department analysis in (27), describe any modifications in library policies, practices, services, or facilities that will be required to ensure equal opportunity for handicapped persons. Consider all user services and how they will be delivered (or made accessible) to handicapped persons, especially persons with visual impairments (and their readers).

Discuss also the accessibility of stores owned or operated by the institution, from which students are normally expected to purchase books or materials for course assignments.

34. Describe the process of registering for courses and modifications in this process that may be necessary to ensure full participation for handicapped persons.  Include information related to registration facilities, forms, and scheduling, and the provision of auxiliary aids during registration?

35. Describe the steps that will be taken to ensure that alternate testing and evaluation methods for measuring student achievement are available in every department of the institution, as required, for students with impaired sensory, manual, and speaking skills.  How will the tests be administered? Discuss the procedure that will be followed for making tests available to individual students and for training faculty members in their use, as necessary.

36. Describe the steps that will be taken to ensure the availability of auxiliary aids for use, as required, by students with impaired sensory, manual, or speaking skills. Discuss what services are available from the State Vocational Rehabilitation agency or other sources, and how additional aids will be made available if they are necessary. Discuss also the process whereby a student requiring an auxiliary aid would arrange for its provision.

37. All steps to be taken as a result of requirements related to academic adjustments should be the subject of individual Summary Report Forms, as discussed in Chapter Five (see page 79). This procedure is recommended unless a process more suited to an institution’s administrative processes is devised for ensuring adequate planning, data collection, scheduling to complete the required action, records maintenance, and monitoring activities.

Discuss the procedure to be followed and the schedule for developing individual Summary Report Forms for all steps to be taken and actions required as a result of this section on “Academic Programs and Adjustments.”

38. To make certain that discrimination (or the potential for discrimination) on the basis of handicap does not exist, describe steps that will be taken to review all materials, documents, or agreements related to student programs, activities, and services, including those related to academic programs, research, occupational training, housing, health, insurance, counseling, financial aid, physical education, athletics, recreation, transportation, other extracurricular activities, and any other postsecondary education program or activity.

39. List all policies, materials, documents and agreements, based on the review in (38), that discriminate on the basis of handicap, or could have the effect of so discriminating. For each, describe steps that will be taken to modify such policies, materials, documents, and agreements.

40. Are the food service facilities of the institution accessible to handicapped persons, and are the policies and contracts related to food service free of any discrimination based on handicap?

Yes _______     No _______

If “no,” discuss steps that will be taken to ensure full participation and equal opportunity for handicapped persons in the institution’s food service programs. Make certain that any specific modifications required are incorporated in the Transition Plan.

41. For all social or recreational programs or services for students, analyze the policies and practices related to such services, communications methods for informing students of activities, and the facilities in which they take place (e.g., lecture halls, theaters, athletic facilities, student unions). (Note: This analysis should not include the activities of campus social or recreational organizations, which are covered in the section on “Nonacademic Services” to follow.) Based on this analysis, discuss steps that will be taken to ensure nondiscrimination in all social or recreational programs or activities provided to students.

42. List all programs, activities and services that are not operated wholly by the institution and, for each, identify the providers of such “outside” programs, activities, or services. Among the areas to be reviewed for identification of “outside” providers are housing, health, insurance, counseling, financial aid, physical education, athletics, recreation, transportation, programs of training or work experience, employment opportunities, and research.

43. For each of those “outside” programs or activities listed in (42), either: (A) discuss how equal opportunities, as a whole, exist for handicapped persons in the specific program or activity; or (B) discuss steps that will be taken to ensure that equal opportunities, as a whole, will exist in the specific program or activity.

44. Have grievance procedures been established that will allow students to file complaints with the institution on matters related to section 504? (Note: Such procedures should apply to all student programs, activities and services covered in this chapter. However, it should be pointed out that grievance procedures need not apply to complaints from applicants for admission.)

Yes _______     No _______

If “yes,” describe steps that will be taken to ensure that all students (including those with sight or hearing impairments) will be informed periodically of such procedures.

If “no,” describe steps that will be taken to establish such procedures, and to communicate them periodically to all students (including those with sight or hearing impairments).

45. All steps to be taken as a result of requirements related to the treatment of students should be the subject of individual Summary Report Forms, as discussed in Chapter Five (see page 79). This is recommended unless a procedure more suited to an institution’s administrative processes is devised for ensuring adequate planning, data collection, scheduling to complete the required action, records maintenance, and monitoring activities.

Discuss the procedure to be followed and the schedule for developing Summary Report Forms for all steps to be taken or actions required as a result of this section on the “Treatment of Students.”

46. List all policies and practices of the institution related to student transportation, including the use of automobiles by students, student parking, or those dealing with the use of campus vehicles.

47. For each policy and practice listed in (46), discuss either: (A) how the policy or practice does not discriminate against handicapped persons; or (B) steps that will be taken to modify the policy or practice to ensure nondiscrimination in the future. In cases where an institution provides parking space for its students, discuss the accessibility of such parking space for students with mobility impairments.

48. List all programs, activities, or services of the institution for which transportation for students is provided, including specific courses of study and social, recreational or other activities.

49. For each of those programs, activities, or services listed in (48), discuss either: (A) how equal opportunities exist for handicapped persons; or (B) the steps that will be taken to ensure equal opportunities in the future.

Discuss also steps that will be taken to ensure that all students (including those with sight or hearing impairments) are informed of the transportation services that the institution provides for its students.

50. Make certain that transportation programs, activities or services not wholly operated by the institution were treated in questions (42) and (43) in the section on “Treatment of Students” (see page 47).

51. All steps to be taken as a result of requirements related to student transportation should be the subject of individual Summary Report Forms, as discussed in Chapter Five *see page 79). This is recommended unless a procedure more suited to an institution’s administrative processes is devised for ensuring adequate planning, data collection, scheduling to complete the required action, records maintenance, and monitoring activities.

Discuss the procedure to be followed and the schedule for developing Summary Report Forms for all steps to be taken or actions required as a result of this section on “Transportation.”

52. Describe all health services or programs offered to students by the institution.

53. For each service or program contained in (52), discuss either: (A) how the service or program does not discriminate against handicapped persons; or (B) steps that will be taken to modify the service or program to ensure nondiscrimination in the future.

Describe also steps that may be necessary to ensure that all students (including those with sight or hearing impairments receive adequate notice of changes in service, or information regarding waivers or consent.

54. discuss the general physical accessibility of facilities utilized for student health services, and make certain that specific steps necessary to achieve accessibility are included in the Transition Plan.

55. List and briefly describe all health or insurance policies or plans offered to students by the institution.

56. For each policy or plan listed in (55) discuss either: (A) how the policy or plan does not discriminate against handicapped persons; or (B) steps that will be taken to modify or discontinue the policies or plans to ensure nondiscrimination in the future.

57. Discuss steps that will be taken to make certain that all students (including those with sight or hearing impairments) are informed regularly of the institution’s health services for students.

58. Make certain that health and insurance programs and services not operated wholly by the institution were treated in questions (42) and (43) in the section on Treatment of Students (see page 47).

59. All steps to be taken as a result of requirements related to health and insurance should be the subject of individual Summary Report Forms, as discussed in Chapter Five *see page 79). This is recommended unless a procedure more suited to an institution’s administrative processes is devised for ensuring adequate planning, data collection, scheduling to complete the required action, records maintenance, and monitoring activities.

Discuss the procedure to be followed and the schedule for developing Summary Report Forms for all steps to be taken and actions required as a result of this section on “Health and Insurance.”

60. Does the institution provide housing to its students?

Yes _______     No _______

If “yes,” describe the different forms of housing that are available from the institution.

61. Are each of the forms of campus housing listed in (60) accessible to handicapped students and provided to them at the same costs as to others?

Yes _______     No _______

If “yes,” discuss whether or not the accessible rooms, when viewed together, are considered to be a selection that is comparable, in variety and convenience, to the selection of rooms offered to nonhandicapped students. Discuss also any actions that may be required to ensure such a comparable selection.

If “no,” describe steps that will be taken to make different forms of housing accessible, and to ensure a selection of housing for handicapped students that is, in variety, convenience and cost, comparable to that of nonhandicapped students.

62. List and briefly discuss any institutional policies or practices related to campus housing.

63. For each policy or practice listed in (62) discuss either: (A) how the policy or practice does not discriminate on the basis of handicap; or (B) steps that will be taken to modify the policies or practices to ensure nondiscrimination in the future.

64. Discuss, in general, the accessibility of all facilities used in the program of providing housing to students (e.g., housing office) and make certain that specific steps to achieve accessibility are included in the Transition Plan.

65. List and discuss any rules or regulations regarding campus housing that may discriminate against handicapped persons (e.g., prohibitions against dog guides, special equipment, and so forth) and steps that will be taken to waive such rules in specific instances.

66. Describe the process whereby housing is assigned to, or chosen by, students, and any modifications in this process that may be necessary to ensure that handicapped students have housing opportunities equal to those of nonhandicapped students.

67. Discuss steps that will be taken to ensure that handicapped students who do not require any modifications or accommodations with regard to housing, or that require only minor modifications, will be fully integrated throughout the institution’s housing. Discuss also steps that will be taken to ensure that there is as little concentration of handicapped students in campus housing as possible, regardless of the handicap.

68. List and discuss any state or local laws or regulations that may conflict with section 504 requirements in the area of housing. Discuss what steps will be taken to resolve such conflicts.

69. Describe steps that will be taken to ensure that all students (including those with sight or hearing impairments) are informed regularly of the housing opportunities made available by the institution.

70. Make certain that providers of off-campus housing that are assisted by the institution were covered in questions (42) and (43) in the section on “Treatment of Students” (see page 47).

71. All steps to be taken as a result of requirements related to housing should be the subject of individual Summary Report Forms, as discussed in Chapter Five (see page 79). This is recommended unless a procedure more suited to an institution’s administrative processes is devised for ensuring adequate planning, data collection, scheduling to complete the required action, records maintenance, and monitoring activities.

Discuss the procedure to be followed and the schedule for developing Summary Report Forms for all steps to be taken and actions required as a result of this section on “Housing.”

72. List and discuss briefly the various forms of financial assistance that the institution provides (or assists others to provide) to students at both the undergraduate and graduate levels.

73. For each form of financial aid listed in (72), discuss either: (A) how no discrimination based on handicap exists in the form of aid; or (B) steps that will be taken to ensure that no discrimination will exist in the future.

74. Does the institution administer or assist in the administration of scholarships, fellowships or other forms of financial assistance established under wills, trusts, bequests, or similar legal instruments that require awards to be made on the basis of factors that discriminate or have the effect of discriminating on the basis of handicap?

Yes _______     No _______

If “yes,” describe steps that will be taken to ensure that the “overall effect” of the award of such financial assistance is not discriminatory on the basis of handicap.

75. Discuss steps that will be taken to ensure that all policies, practices, application materials, forms, and other documents or information related to financial aid are free from discrimination based on handicap and include the institution’s statement of commitment to section 504. Describe also assistance that may be provided to handicapped students applying for financial aid, as may be required in individual instances.

76. Discuss all facilities (e.g., financial aid office) that are used in the process of providing financial aid to students, and any modifications in such facilities that may be required to ensure that handicapped students are not limited in their financial assistance opportunities. Make certain that specific modifications required to achieve accessibility are incorporated in the Transition Plan.

77. Discuss the methods by which financial assistance and employment assistance programs are communicated to students (and applicants), and steps that will be taken to ensure that all students (including those with sight or hearing impairments)have equal opportunities in the competition for financial and employment assistance. Consider communications related to application deadlines.

78. Describe the ways, if any, that the institution assists students in obtaining employment while in school, during summer vacations, and after graduation. Discuss steps that will be taken to ensure an absence of discrimination based on handicap in all such assistance, including additional methods that may be required to inform handicapped persons of such opportunities.

79. Describe the facilities that are used in the process through which the institution assists in making employment opportunities available to its students. Discuss any steps that may be required to ensure that all students have equal access to such employment opportunities without regard to handicap. Make certain that specific modifications required to achieve accessibility are incorporated in the Transition Plan.

80. Discuss the steps that must be taken to ensure that all principles of nondiscrimination in employment (as covered in Chapter Four of this Guide) are applied to student employees as well.

81. Make certain that “outside” organizations or persons providing financial aid or employment opportunities to students with the assistance of the institution were analyzed in questions (42) and (43) on page 47 of the section on “Treatment of Students.”

82. All steps to be taken as a  result of requirements related to financial and employment assistance should be the subject of individual Summary Report Forms, as discussed in Chapter Five (see page 79). This is recommended unless a procedure more suited to an institutions administrative processes is devised for ensuring adequate planning, data collection, scheduling to complete the required action, records maintenance, and monitoring activities.

Discuss the procedure to be followed and the schedule for developing Summary Report Forms for all steps to be taken and actions required as a result of this section on “Financial and Employment Assistance.”

83. List and describe briefly any physical education, intercollegiate athletics, club athletics, or intramural athletics programs that are offered by the institution to its students.

84. Based on an analysis of the policies, procedures, and practices related to each, for each program listed in (83), discuss either: (A) how the programs is free from discrimination based on handicap, with or without the option of separate or different programs; or (B) steps that will be taken to ensure equal opportunity in the future.

85. Discuss any health examinations that are required of all students prior to participation in physical education or athletics. Describe steps that will be taken to make certain that such examinations measure health conditions related to the participation, and do not exclude handicapped persons based on unrelated criteria.

86. Discuss steps that will be taken to communicate to students (including those with sight or hearing impairments) the availability of separate or different physical education or athletics programs for handicapped persons, if they wish to participate in such.

87. Describe safeguards that will ensure that a qualified handicapped athlete will not be discriminated against in his or her participation in physical education or athletics programs that are not separate or different.

88. Does the institution require as a prerequisite to attaining a degree that students complete some requirement regarding physical education or athletics?

Yes _______     No _______

If “yes,” either: (A) demonstrate that the requirement is essential to the course of study in questions; or (B) describe the steps that will be taken to make certain that the requirement is modified for individual handicapped students who are unable to complete the requirement.

89. Discuss the accessibility of athletics facilities for persons with mobility impairments, and steps that may be necessary to achieve accessibility and full participation for such individuals.

90. List and briefly describe an y programs of personal counseling, academic counseling, vocational counseling, guidance counseling, or placement services that the institution provides to its students.

91. For each program or service listed in (90), and based on a review of the policies and practices that govern each program or service, discuss either: (A) how the program or service is free from discrimination based on handicap; or (B) steps that will be taken to ensure nondiscrimination in the future.

92. Describe briefly the facilities that are used in providing the programs or services listed in (90) above, and discuss steps that may be necessary to ensure full participation in such programs and services by handicapped persons. Make certain that specific modifications required to achieve accessibility are incorporated in the Transition Plan.

93. Discuss steps that will be taken to inform counseling, guidance, and placement personnel (and all other persons in a position to counsel students) of the institution’s commitment to section 504, of the specific prohibitions against discrimination contained in section 504, and of the prohibition against counseling handicapped students toward restrictive careers. List those classes of persons (in addition to professionals in counseling, guidance, or placement) who will receive such information, including faculty members, residence halls supervisors, and so forth.

94. Discuss steps that will be taken to ensure that all students (including those with sight or hearing disabilities) are informed periodically of the institution’s counseling, guidance, and placement programs.

95. List those organizations, such as fraternities, sororities, and clubs, that receive significant assistance from the institution.

96. For each organization listed in (95), discuss either: (A) how the organization does not discriminate in its membership practices against handicapped students; (B) steps that will be taken to ensure nondiscrimination in the future; or (C) steps that will be taken to withdraw the institution’s assistance of the organization.

97. Discuss the procedure that will be used periodically to inform organizations that receive assistance from the institution of prohibitions against discrimination based on handicap in membership practices.

98. All steps to e taken as a result of requirements related to nonacademic services should be the subject of individual Summary Report Forms, as discussed in Chapter Five (see page 79). This is recommended unless a procedure more suited to an institution’s administrative processes is devised for ensuring adequate planning, data collection, scheduling to complete the required action, records maintenance, and monitoring activities.

Discuss the procedure to be followed and the schedule for developing Summary Report Forms for all steps to be taken and actions required as a result of this section on “Non-academic Services.”

99. Is the institution covered by section 503 of the Rehabilitation Act of 1973, as amended? (Does it have one or more federal contract or subcontract of $2,500 or more?)

Yes _______     No _______

If “yes,” describe steps that will be taken to ensure coordination and consistency in section 503 and section 504 efforts.

NOTE: In the questions or statements that follow, If the institution employs, or has employed in the past, a sufficient number of handicapped persons to make statistical studies meaningful, it is recommended that such studies be conducted to measure discrimination in employment based on handicap. This recommendation applies to any questions or statements below to which statistical studies might apply.)

100. Discuss the general process whereby the institution recruits, advertises, and processes forms and applications for employment.

101. List those aspects of the process described in (100) that discriminate (or have the potential to discriminate) based on handicap, including the selection and accessibility of recruitment sites and advertising or other communications to applicants that may not reach all handicapped persons. Discuss, for each, steps that will be taken to ensure equal employment opportunity for handicapped persons.

102. List all tests or selection criteria used for employment decisions. For each, note the skill, achievement level, or other factor that the test or criterion purports to measure.

103. For each test or criterion listed in (102), describe steps that will be taken to ensure that it measures solely what it purports to measure and that impaired sensory, manual, or speaking skills (unless those skills are the ones it purports to measure) are not being measured as well.

104. Does the institution make available to employees and applicants for employment tests that are designed for persons with impaired sensory, manual, or speaking skills.





Yes _______     No _______

If “yes,” describe the tests that are available, the procedure for notifying applicants that such tests are available, and the process through which they are provided whenever needed.

If “no,” describe steps that will be taken to make certain that such tests are made available by the institution (or will be made available as required) and that applicants are notified regarding the availability of alternate testing.

Describe steps that may be necessary to ensure that employees involved in the selection process are trained properly in the administration of tests designed for persons with impaired sensory, manual, and speaking skills.

105. List from (102) those tests or criteria that screen out (or tend to screen out) handicapped applicants or employees.

106. For each test or criteria listed in (105), state whether the Director of OCR has identified any alternate tests or criteria that do  not screen out as many handicapped persons. Where alternate tests or criteria have been identified by the Director of OCR, describe the steps that will be taken to employ these alternates in place of those tests or criteria currently used.

107. For each test or criteria listed in (105) for which the Director of OCR has not identified any alternates, either: (A) provide background related to its validation as job-related; or (B) indicate steps that will be taken to modify the test or criterion or discontinue its use for classes of handicapped persons who are screened out.

108. Discuss steps that will be taken to ensure that no preemployment physical examinations are conducted for applicants who have not received conditional offers of employment.

109. Will the institution be conducting for all applicants preemployment physical examinations after conditional offers of employment are extended to applicants?





Yes _______     No _______

If “yes,” discuss steps that will be taken to ensure that all applicants will receive such examinations prior to entrance in employment, the results of such exams will not be used to discriminate on the basis of handicap, and the results of such exams will be collected and maintained on separate forms that will be accorded confidentiality as medical records (with the three exceptions noted on page 71).

110. Is the institution:


taking remedial action at the request of the


Yes ___     No ___


Director of OCR?


taking voluntary action to overcome effects of

Yes ___     No ___


conditions that resulted in limited participation


in programs?


taking affirmative action under section 503?

Yes ___     No ___

If answers to all of the three questions above are “no,” describe steps that will be taken to ensure that no applicants for employment are asked questions (during interviews, on application forms and so forth) regarding the nature or severity of their handicaps.

If the answer to any of the three above questions is “yes,” describe steps that will be taken to ensure that applicants are informed that information is being requested on a voluntary basis, that failure to provide such information will not result in adverse treatment, that the information will be kept confidential, and that the information will be used solely in connection with remedial, voluntary, or affirmative action efforts.

111. Discuss, in general, the accessibility of the institution’s facilities that are used by employees and applicants (including the personnel office). Describe, in general terms (with specific steps included in the Transition Plan), modifications that are likely to be required in order to ensure equal employment opportunity through reasonable accommodation.

112. Describe briefly the institution’s method of job classification and description. Discuss any factors in this method, or any policies or procedures related to the method, that discriminate on the basis of handicap, have a discriminatory effect, or otherwise classify, segregate, or limit persons based n handicap. For each, discuss steps that will be taken to modify the method (or related policies or procedures) to ensure an absence of discrimination in the future. Consider organizational structure changes, career lines of progression, and seniority rights.

113. Will the institution be analyzing all job descriptions at once to determine essential and nonessential functions for each, or will essential and nonessential functions be determined prior to posting or advertising a position?



_______ (A) All positions to be analyzed at once.



_______ (B) Positions to be analyzed as posted or advertised.

If “A,” describe the general procedure to be followed during the analysis.

If “B,” describe steps to be taken to ensure that essential and nonessential functions will be well-defined before jobs are posted or advertised.

114. Describe briefly the institution’s system of wage and salary administration. Discuss any factors in this system, or any policies or procedures related to this system, that discriminate (or have the effect of discriminating) on the basis of handicap. For each, describe steps that will be taken to ensure an absence of discrimination in the future. Consider actions related to rates of pay or compensation, or changes in rates of pay or compensation.

115. Based on a review of all pertinent policies, procedures, and practices related to employment, discuss any discrimination (or potential for discrimination) that may exist in personnel actions such as hiring, upgrading, promotion, the award of tenure, demotion, transfer, lay-off, termination, the right of return from lay-off, and rehiring. Describe, for each, steps that will be taken to ensure an absence of discrimination in the future.

116. List any contractual relationships that the institution has with regard to its employees, including those with employment or referral agencies, labor unions, providers or administrators of fringe benefits, or training and apprenticeship programs.

117. Based on a review of the specific terms of collective bargaining agreements listed in (116), and/or the institution’s experience in dealing with the unions involved, list the terms or practices that result in discrimination on the basis of handicap (or could result in discrimination based on handicap). For each, discuss steps that will be taken to renegotiate contractual terms or eliminate discriminatory practices to ensure nondiscrimination in the future.

118. Based on a review of the specific terms of fringe benefit plans listed in (116), including medical, hospital, accident and life insurance and retirement policies or plans, whether they are administered by the institution or by an outside carrier, list terms that discriminate on the basis of handicap. For each, discuss steps that will be taken to modify terms to ensure nondiscrimination in the future.

119. List the terms of any other contractual relationships listed in (116) (in addition to those in collective bargaining and fringe benefit contracts) that are discriminatory (or have the potential to be discriminatory). Discuss, for each, steps that will be taken to modify such terms to ensure an absence of discrimination in the future.

120. Discuss briefly the social, recreational and other similar opportunities that the institution makes available to its employees. Discuss any steps that may be required to ensure that such opportunities are not limited for handicapped employees. (Include transportation services, if they are provided to employees.)

121. List all programs of leave granted by the institution, including leaves of absence, vacation, sick leave, sabbatical leave, and any others. Based on a review of policies and procedures governing the leave programs, discuss, for each, modifications that may be required to ensure nondiscrimination.

122. Describe all programs of apprenticeship, internship, and staff or professional development that the institution offers to its employees. Based on a review of policies and procedures governing such programs, and procedures used for selecting and providing support to employees for such programs, describe steps that will be necessary to ensure future nondiscrimination for handicapped employees.

123. Based on a review of all policies, procedures, and practices of staff and faculty committees, councils, or senates, discuss any factors in the voting or selection processes, and the activities of such groups (including the accessibility of their meeting sites), that discriminate on the basis of handicap. Describe steps that will be taken to ensure equal opportunities for handicapped staff and faculty members.

124. List any parking or housing facilities that the institution makes available to its employees (or applicants for employment). For each facility, indicate whether or not accessibility has been achieved for handicapped persons and, if not, what steps will be taken to ensure an equal opportunity for handicapped persons to use such facilities. Include in this analysis any policies or procedures related to such facilities that discriminate (or have the potential to discriminate) against handicapped persons.

125. Institutions must develop some standards for determining whether an accommodation to the known physical or mental limitations of an otherwise qualified handicapped applicant or employee is “reasonable” or imposes an “undue hardship.” Using the criteria set forth in paragraph 84.12© -- see page 69 – describe the general standards that will be used for making these determinations. Also, based on these standards, give some examples of accommodations that would be reasonable and accommodations that would impose an undue hardship.

126. Describe the general process whereby accommodations will be made for applicants who require them. Will there be a person to contact for all employees interviewing someone (or in the process of hiring someone) who may require an accommodation? Discuss this and similar organizational factors related to the process whereby accommodations will be made.

127. Describe the steps that will be taken to ensure adequate documentation of any decisions regarding refusal to hire or promote due to undue hardship. Discuss also organizational factors, such as those in (126) above, regarding authority to make decisions based on undue hardship. For example, will decisions regarding undue hardship be made centrally? If so, is there a person to contact?

128. Have grievance procedures been established that will allow employees to file complaints with the institution on matters related to section 504? (It should be noted that grievance procedures need not apply to the complaints of applicants for employment.)





Yes _______     No _______

If “yes,” describe procedures that will ensure that all employees (including those with sight or hearing impairments) will be informed periodically of such procedures.

If “no,” describe steps that will be taken to establish such procedures, and to communicate them periodically to all employees (including those with sight or hearing impairments).

129. List steps that will be taken to notify all employees (including those with sight or hearing impairments) on a periodic basis of the institution’s obligations under section 504, and of specific prohibitions or requirements, such as:
A. There may be no discrimination on the basis of handicap in any employment decision or action, policy, procedure or practice;

B. Prior to posting or advertising any job, essential and nonessential functions of the job should be defined.

C. Alternate tests are available for applicants or employees with impaired sensory, manual, and speaking skills, and should be used whenever employee testing is affected by such impaired skills: (Include information regarding the procedure for obtaining the alternate tests, and training for use of the tests.

D. There may be no preemployment medical examinations required. (Include also a statement regarding whether “all” or “no” applicants must receive a preemployment physical examination between the period when a conditional offer is extended and the entrance on duty. This statement will depend on the institution’s policy.)

E. There must be no discrimination based on handicap in recruitment, advertising, or processing forms for employment. (Include steps, if any, that the institution will be taking to ensure nondiscrimination such as assisting applicants in submitting forms, advertising for blind persons through national organizations for the blind, and so forth.

F. Tests and criteria that screen out handicapped persons must not be used. (Include information regarding who should be informed of such tests, so that alternates may be explored.)

G. Either: (i) Preemployment questions regarding the nature or severity of handicaps may not be asked – if not taking voluntary, remedial, or affirmative action; or (ii) Preemployment questions regarding the nature or severity of handicaps may (or must) be asked because the institution is taking voluntary, remedial or affirmative action.

H. Preemployment questions regarding one’s ability to perform essential functions of a job effectively and safely may be asked.

I. Reasonable accommodations will have to be made to the known physical and mental limitations of otherwise qualified handicapped persons. (Include information regarding the procedure for making decisions regarding accommodations.)

J. There may be no discrimination based on handicap regardless of the provisions in contractual agreements with unions, employment or referral agencies, providers of fringe benefits, providers of training or apprenticeship programs, and similar organizations.

K. Recreational and social opportunities for employees must be provided equally to handicapped employees. (Include information regarding possible transportation requirements.)

L. Handicapped persons must have an equal opportunity to use parking and housing facilities provided to employees.

M. There may be no discrimination based on handicap in any leave programs, including sick leave, vacation, leaves of absence, and so forth.

N. There may be no discrimination based on handicap in opportunities for apprenticeships, internships, and staff or professional development, including travel to meetings and conferences.

O. Handicapped applicants and employees must not be counseled toward more restrictive careers than nonhandicapped persons.

130.  All steps to be taken as a result of requirements related to employment should be the subject of individual Summary Report Forms, as discussed in Chapter Five (see page 79). This is recommended unless a procedure more suited to an institution’s administrative processes is devised for ensuring adequate planning, data collection, scheduling to complete the required action, records maintenance, and monitoring activities.

Discuss the procedure to be followed and the schedule for developing Summary Report Forms for all steps to be taken as a result of this chapter on “Employment.”

1
Reproduced with permission from Guide to the Section 504 Self-Evaluation for Colleges and Universities.  1978  G. Richard Biehl Editor.  Produced by the National Association of College and University Business Officer under contract with the Federal Department of Health, Education And Welfare (Contract Number 300-77-0325.)


