Standard Operating Procedure (SOP)

Guidelines for Special Accommodations
This SOP provides guidelines for special accommodations, detailing the processes for identifying accommodation
needs, ensuring compliance with legal requirements, facilitating effective communication, implementing personalized

support strategies, and monitoring accommodation effectiveness. The aim is to create an inclusive environment that
respects individual differences and promotes equal access and opportunities for all participants.

1. Purpose

To outline procedures to ensure effective, compliant, and individualized accommodations for individuals requiring
special support, thereby fostering inclusion and accessibility.

2. Scope

This SOP applies to all staff, faculty, students, and program participants who request or may require special
accommodations within the organization.

3. Definitions

Term Definition

Adjustments or modifications provided to enable individuals with diverse needs to access

Accommodation - e

programs, facilities, or activities equally.
Participant Any individual engaged in organizational activities, including students, staff, and visitors.
ﬁgi‘;ons'ble Person or department assigned to coordinate and implement accommodations.

4. Policy Guidelines

1. Identification of Needs
o Encourage disclosure of accommodation needs through clear communication and accessible reporting
methods.
o Collect relevant information confidentially and respectfully.
2. Compliance with Legal Requirements
o Refer to applicable local, state, and federal regulations (e.g., ADA, Section 504) regarding
accommodations.
o Maintain documentation to demonstrate compliance.
3. Effective Communication
o Foster open dialogue between the requester, responsible parties, and support services.
o Notify all necessary stakeholders regarding accommodation provisions.
4. Personalized Support Strategies
o Develop and implement individualized accommodation plans in collaboration with the participant.
o Ensure timely provision of resources, aids, or adaptations as required.
5. Monitoring and Evaluation
o Regularly assess the effectiveness of accommodations and make adjustments as needed.
o Provide avenues for feedback and continuous improvement.

5. Roles and Responsibilities
o Accommodations Coordinator: Oversee the process, serve as point of contact, and maintain records.

¢ Participants: Communicate needs and provide supporting documentation if necessary.
¢ Supervisors/instructors: Collaborate with coordinators and participants to implement the plan.

6. Documentation

¢ Maintain confidentiality of all personal and medical information.
¢ Document all requests, actions taken, and outcomes in a secure manner.



7. Review

This SOP should be reviewed annually, or as regulations and organizational needs evolve.

8. References

e Americans with Disabilities Act (ADA)
¢ Section 504 of the Rehabilitation Act
¢ Organization's Equal Access Policies
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