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 » List the accommodations you discussed with the Office of  
Disability Services.

 » Provide contact information of the Office of Disability Services  
staff with whom you worked.

 » Attach a copy of your official accommodations letter from the Office of Disability Services.  

 » Confirm that he or she received your email and ask if email is the best mode of 
communication.

 » Ask about your accommodation needs and any concerns the professor may have and when he 
or she will implement the accommodations. 

 » Ask for the location of his or her office and office hours.

Email your professors before the first day of classes.  
Use the Email Introduction Template for Professors  
to introduce yourself and explain your situation:

Follow up with an email thanking each for professor for his or her time and recap the 
accommodations discussed. 

On the first day of classes, introduce yourself to the professors at the end of the 
lectures. It is better to meet the professor at the end of the lecture since many 
professors may not arrive early to class. When you speak to your professors:

On the second day that the course meets, follow up with the 
professor. If your accommodations are in place, let the professor 
know what is working well or if any changes are necessary. 

If your professor does not implement your accommodations, 
use the steps listed in the Steps to Take if a Professor  
Doesn’t Implement Accommodations Handout.
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Steps to Take if a Professor Doesn’t Implement Accommodations 
If your professor has not implemented your accommodations, email 
the Office of Disability Services and follow-up by phone, if a staff 
member does not reply. 

Send another email to your professor gently reminding him or 
her about the importance of your accommodations and that you 
appreciate him or her taking the time to help you get them set up. 
Ask him or her to confirm that he or she has received this email as 
well as your previous ones. 

At the end of the third course meeting, if your professor has not 
implemented your accommodations, remind the professor again how 
important these accommodations are for your academic success in 
the course.

Go to the Office of Disability Services in person to inquire about what 
accommodations you need and provide the documentation (emails) 
that you have been corresponding with the professor. Ask what 
steps the Office of Disability Services is going to take and when your 
accommodations will be available in the course. 

Once you have received the appropriate accommodations, be sure 
to thank both your professor and the Office of Disability Services for 
their support. 

www.Cochlear ImplantUnivers i ty.com

U

N I V E R S I T

Y

C
O

CHLEAR IMPLAN
T

Email Introduction Template for Professors

SEND

TO...

SUBJECT

Dear Dr._____________:
My name is ________________ and I will be taking your ___________ course this 
semester. I wanted to inform you that I use a [cochlear implant/a cochlear implant and 
a hearing aid/cochlear implants.]
Although my cochlear implant(s) give(s) me access to sound, I sometimes have 
difficulty hearing and understanding speech, especially in certain environments, like a 
large classroom. To ensure that I am able to access all of the information in a course, I 
have discussed the following accommodations with the Office of Disability Services:

• [LIST ACCOMMODATIONS]
I ask that you support these accommodations in your class. Attached you will find a 
copy of my official accommodations letter from the Office of Disability Services.If you have any questions or comments, you can reach my at [email address] or [phone 

number]. Alternatively, you can speak with [name and contact information of staff you 
worked with at the Office of Disability Services]. 
I am looking forward to your course,
[Name]

Full name 
Contact information

I would like to introduce myself

jsmith@ciu.edu1
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Notifying Professors about 
Your Accommodations
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