Customizing Your Faculty Notification Letters

Rhodes College Student Accessibility Services

EACH SEMESTER students with approved academic accommodations will need to initiate the
process to send faculty notification letters (course accessibility letters) to their faculty, if
accommodations are needed. You decide which classes and which of your approved
accommodations you want to use.

Please follow the steps below and contact SAS@rhodes.edu with questions.

STEP 1: Log in to the Student SAS Portal

Log in to the Student SAS Portal using your Rhodes credentials.

The request process is located in the “Overview” section of your Dashboard (the default
homepage when you log in).

Scroll down to find the "+ Add Requests” button under the current term (e.g.,
Accommodation Requests 2026 — SPRING).

STEP 2: Select Class(es)

Select each class in which you want to use accommodations.

You can select as many of your classes as you like. We recommend requesting
accommodations for all classes in which you may end up using accommodations. While you
have the option to come back and request accommodation letters later in the semester, it is
important to note that accommodations are not applied retroactively. Academic
accommodations will only be made available from the date your faculty are notified AND you
discuss provision details with them.

If you finished registering for classes more than 48 hours ago but don’t see some or all of
them listed here, contact registrar@rhodes.edu or 901-843-3885.

STEP 3: Customize Accommodations

Review each class and select the specific accommodation(s) you want to use in each course.
If you prefer, you may choose all of your approved accommodations for all courses by
checking the box for “Apply the same accommodations to all selected courses.”

STEP 4: Submit your Requests

Scroll to the bottom of the page and click “Submit Your Accommodation Requests”.

Once submitted, your browser will return you to your Dashboard. There will be a notification
at the top of the Overview section confirming that your accommodation requests have been
submitted. The system will send notifications to selected faculty and cc you.
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STEP 5: Meet with Each Instructor to Implement Accommodations

e Last but not least, you must meet with each instructor to discuss your access needs and
accommodation details. We recommend attending instructor office hours or scheduling an
appointment during the first week or two of classes.

e Although you can present accessibility letters to faculty at any point throughout the
semester, we encourage students to schedule faculty meetings during the first two weeks of
classes or as soon as they are approved. Accommodations are not provided retroactively.

To Cancel a Request

e Login to the Student SAS Portal.
e Scroll down on the homepage to find the specific class and select “Cancel Request”.
e Select the reason from drop down menu and then select “Cancel Accommodation Request.”
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