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Instructions:
1. Replace STUDENT NAME with your first and last name in black. You may also include the name you go by in parentheses. Example: Richard “Richie” Parker 
2. Replace NAME with the name you would like your professor to use to address you.
3. Choose the appropriate pronoun where you see he is/she is/they are or him/her/them.
4. Follow the instructions in red contained within parentheses and remove them from the letter when you are finished making changes.
5. Remove these instructions from the letter.
6. Send personalized letter to your DRS coordinator in a word document that is attached.  DO NOT create a link, a pdf, or a shared document. Your coordinator will sign the document and return it to you so that you can share it with your faculty.

Dear Professor,

I am emailing to introduce you to STUDENT NAME. He is/She is/They are copied on this message. If NAME decides to request specific academic accommodations, you will receive a faculty notification email, which will contain information pertaining to those accommodations, as well as information on assisting our office with arranging any needed testing accommodations.  

This is NOT an accommodation notice. Rather, the intent of this email is to foster understanding and facilitate communication. Below you will find information that might apply to NAME and tools that may be useful in the classroom for him/her/them, as well as others in the class.

NAME has a condition which can interfere with social functioning, making certain aspects of higher education more challenging for him/her/them than for others. Below are some specific examples of things that NAME may struggle with: (please remove anything that doesn’t apply and feel free to add other descriptors)

· Fear of initiating conversations with others
· Difficulty with eye contact during conversations or presentations
· Sensitivity to sensory stimuli such as loud noises, bright lights, darkness, or certain smells.
· Challenges with time management and prioritizing tasks.
· Issues with written communication, including expressing thoughts clearly and concisely.
· Variability in academic performance due to fluctuating symptoms or energy levels.
· Discomfort with presenting in front of the class
· Discomfort with being the focus of attention 
· Fear of asking or answering questions, especially in class
· Fear of sitting in certain places in the classroom
· Fear or discomfort with doing group work
· Suddenly experiencing intense, negative emotions and physical sensations
· Having trouble with “small talk” or feeling uncomfortable in unstructured conversations
· Fear of high-stress assignments such as quizzes and tests
· Feeling inadequate and/or taking feedback harshly
· Feeling sluggish or tired at times
· Taking longer to formulate verbal responses when asked a question (be patient for the response)
· Feeling restless or “on edge” at times
· Difficulty concentrating and remembering, appearing to “zone out” at times
· Difficulty with making decisions

Below are some tips that might be helpful to NAME: (Please make this area specific to you by removing anything that will not be helpful)

· Build rapport with him/her/them. They may feel intimated to approach you first, so feel free to initiate conversations via email, after class, or in office hours. Clearly communicate the best way for students to reach you and encourage them to share any concerns.
· Check in with him/her/them and encourage regular communication. Find out if communicating is more comfortable for him/her/them over email or in person.
· Go over common questions that previous students have had when discussing assignments or quizzes.
· Allow and encourage him/her/them to ask questions in a way that is comfortable to garner a clearer understanding of course content and readings. 
· Allow him/her/them the option to do group assignments on his/her/their own.
· Allow him/her/them to use non-disruptive fidget items in class.
· Make him/her/them aware of group work activities prior to the date of the activity and facilitate understanding of expectations for the activity.
· Clearly define course requirements, the dates of exams and when assignments are due. Provide advance notice of any changes.
· Provide direct feedback to him/her/them when you observe areas of academic difficulty. Ensure that your tone is supportive and that it’s clear that feedback is meant to help, not criticize. Example: provide strengths alongside weaknesses.
· Encourage use of resources designed to help him/her/them with study skills, particularly organizational skills, and counseling.
· If the need should arise, work with him/her/them to develop a plan for potential behavioral issues.
· For group work, automatically assign groups for the entire class.
· Allow him/her/them to choose presentation dates and times first. For example, he/she/they might feel most comfortable presenting first, or he/she/they might feel most comfortable going last.
· Do not draw unnecessary attention to him/her/them in class. Respect his/her/their choice of whether they feel comfortable to share.
· Help to gently involve him/her/them in class discussions by using language such as, “I wonder if you have any thoughts on this topic that you’d like to share,” giving him/her/them the option of whether to share or not.
· Provide instructions and due dates both verbally and in writing.
· Remind students when a test or big assignment is coming up. Provide recommendations for when to start on larger assignments.
· If you will be discussing topics regarding insert trigger(s) in class, let the class know this beforehand and allow him/her/them to leave the classroom for this portion of the class without drawing attention to him/her/them. If he/she/they do need to leave class for this portion, send someone to go get him/her/them once you have moved on to a new topic.
· Avoid loud, sudden noises if possible. Avoid turning off the lights without warning. Allow him/her/them to leave the classroom if needed.
· Use positive reinforcement to encourage participation and effort.
· Encourage the formation of study groups or pair the student with a peer mentor.
· Allow students to take short breaks during class to manage stress.
· Offer alternative ways to participate in class, such as online forums or written responses.
If you have any questions or concerns, please contact the Disability Resources for Students at 901-678-2880.
You are strongly encouraged to try these suggestions to improve NAME's learning outcomes, though you are not mandated to follow all the tips listed. I greatly appreciate your efforts to understand and assist NAME in being successful in your class.
Kind Regards,



DRS Coordinator Name and Title
Disability Resources for Students
110 Wilder Tower
901-678-2880 (Voice)
Drs coordinator Email
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