Flex Plan Guide
Log in to DAC Faculty Portal Page: https://teton.accessiblelearning.com/Clark/Instructor
The Faculty Portal uses Single Sign On. Your username is the same as your full Clark email address.  Example: Someone with the email address OPenguin@clark.edu. Your password is the same as your Clark Email password.
1. Review ‘Access Policy’ and select the ‘Continue to View Student Accommodations’ button
[image: Screenshot. Access Policy in MyDAC instructor portal.]

2. Select the ‘Flex Plan’ link under the ‘Home’ tab (to the left of the main portion of the screen) to navigate to your class’s Flex Plan page. 
[image: Screenshot. Home tab in instructor portal with an arrow pointing to the Flex Plan link.]

[image: Screenshot. Flex Plan page in instructor portal showing overview of flex plan with one request.]
[image: Screenshot. Step 1 on flex plan page.]
3. Select check box for specific course under ‘Step 1: Select Courses’
4. Then select ‘Specify Flex Plan for Multiple Courses’ button under ‘Step 2: Select Available Options’
[image: Screenshot. Step 1 and 2 of flex plan page with check box checked under step 1 and an arrow pointing to the specify flex plan button under step 2.]
5. Fill in information on the ‘List of Questions’  to complete agreement. Then select ‘Submit Flex Plan’ button.
[image: Screenshot. Flex plan agreement questions 1 and 2.]
[image: Screenshot. Flex plan agreement questions  3 and 4.]
[image: Screenshot. Flex plan agreement questions 5, 6, and 7.]
[image: Screenshot. Flex plan agreement question 8 and submit flex plan button.]
Success! Your flex plan has been completed.
[image: Screenshot. Notification stating that flex plan was submitted successfully.]
Now, you can review your flex plan at any time. The flex plan homepage will show that your agreement has been completed 
[image: Screenshot. Flex Plan homepage showing completed agreement.]
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STEP 1: SELECT COURSES (FOR BULK SPECIFY)
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STEP 2: SELECT AVAILABLE OPTIONS

‘Select from the list of courses above to specify Flex Plan in bulk.

SPECIFY FLEX PLAN FOR MULTIPLE COURSES >
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'STUDENT REQUEST

LIST OF QUESTIONS

Course Information:

o AIM 101..A - AIM TEST COURSE (CRN: 99995)

Maximum number of disability-related missed deadlines
allowed: *

Note: This question only applies to Flexible Attendance and Deadlines
(due to pregnancy or medical procedure), Flexible Attendance and
Deadlines Accommodation, Flexible Deadiines, Flexible Deadlines,
'some 48hr extensions.

sallowed
©® sallowed

Most allowed and only these assignments cannot be extended:
Other (Specify): (Additional Comment Required)

Additional Comment:

Maximum number of disability-related missed absences
allowed: *

Note: This question only applies to Flexible Attendance (Zoom o In-
person Classes), Flexible Attendance and Deadlines (due to pregnancy
or medical procedure), Flexible Attendance and Deadiines
Accommodation.

@ 4allowed

5allowed

Most allowed:

Other: (Specify): (Additional Comment Required)

Additional Comment:
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Preferred mode of communication between student and
instructor about a disability related missed deadline is:

(Note: The student wil inform the instructor that the missed
deadline was disability related; however, the student s not
required 1o disclose to the instructor any details other than it
was disabiliy related.) *

Note: This question only applies to Flexible Attendance and Deadlines
(due to pregnancy or medical procedure), Flexible Attendance and
Deadlines Accommodation, Flexible Deadiines, Flexible Deadlines, allow
'some 48hr extensions.

@ Clark E-mail:
Canvas E-mail:
Other: (Specify): (Additional Comment Required)

Additional Comment:

Instructor-preferred method for turning in out-of-class
assignments due during disabiliy related deadline extension: *

Note: This question only applies to Flexible Attendance and Deadlines
(due to pregnancy or medical procedure), Flexible Attendance and
Deadlines Accommodation, Flexible Deadiines, Flexible Deadlines,
'some 48hr extensions.

[ canvas:
Email:
Other: (Additional Comment Required)

Additional Comment:
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Procedure for making up quizzes, exams or in-class (live) graded
assignments due during disability-related absence: *

Note: This question only applies to Flexible Attendance (Zoom o In-
person Classes), Flexible Attendance and Deadlines (due to pregnancy
or medical procedure), Flexible Attendance and Deadiines
Accommodation.

Email instructor and DA to setup altemnate quiz/exam date.

Checkin mid-term to determine Flexible Deadline needs if
reaching number of flexibilty imits: *

Note: This question only applies to Flexible Attendance and Deadlines
(due to pregnancy or medical procedure), Flexible Attendance
Deadlines Accommodation, Flexible Deadiines, Flexible Deadlines,
'some 48hr extensions.

@ Yes
No

Checkin mid-term to determine Flexible Attendance needs if
reaching number of flexibilty imits: *

Note: This question only applies to Flexible Attendance (Zoom o In-
person Classes), Flexible Attendance and Deadlines (due to pregnancy
or medical procedure), Flexible Attendance and Deadiines
Accommodation.

@ ves

No

Other Agreements:
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FORM SUBMISSION

SUBMITFLEXPLAN > BACKTOLIST >

A

Please sign or type indicating you agree to the plan in this document.
*Typed signatures are okay* *

Disability Access Center Instructor

(OPTIONAL: If DAC staff member was asked to help identify agreement
terms)





image10.png
(R » FLEXPLAN

@ SUCCESS! YOUR ACTION HAS BEEN COMPLETED

The system has successfully saved your action.
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Previous Term ‘Term: Spring 2025 Next Term

'OVERVIEW OF FLEX PLAN ‘SUBMITTED FLEX PLAN

0 0

Number of Plans Not Initiated Number of Plans Initiated

Total Request: 1 Total Completed Request: 1

Show Per Page: | 100

Records Found: 1 (Showing: 1-1)

Students  CRN Subject  Course  Secton  Campus  Syllabus E::L""" Initiated On  Initiated By g:x"'“

03/18/2025 ~ 04/04/2025  Bylnstructor  04/04/2

View  Completed 1
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AACCESS POLICY

Please read the following prior to completing the form.
By clicking on the following button, | acknowledge that | have received and understand the school's FERPA policy as it pertains to student records.

FERPA (Confidentiality Statement)

‘Along with the right to access the records of students comes with the responsibility to maintain the rights of students particularly as outlined in the Family Educational Rights and Privacy Act (FERPA). Student
Records are open to members of the faculty and staff who have a legitimate need to know their contents; however, you do have a responsibility to maintain confidentiality.

Reminders:

1will be mindful that student accommodations will not be shared with peers in the class and will discuss accommodations privately with the student.

Disability or health diagnostic information will not be shared with me from DAC and students with accommodations are not required to share this information with me.

1 will reach out to DAC for questions regarding confidentiality.

Please refrain from using a shared (public) computer when accessing this portal

+ Remember to Sign Out and close the browser completely after you are finished accessing this informtion.

Important Note:
« Please REFRAIN from using SHARED (PUBLIC) COMPUTER.

+ Remember to Sign Out and Close the Browser Completely After You Are Finished Accessing This Information

CONTINUE TO VIEW STUDENT ACCOMMODATIONS >
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> Overview

> Upload Syllabus

> Accessible Format

> Communication Access
> FlexPlan

> Notetaking Services

> Testing Accommodations

> Video Captioning
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IMPORTANT MESSAGE

Welcome 10 Flex Plan. Please initiate a flexibility plan for your student(s) in this online portal. There are a few different types of Flex Plan templates that will populate based on each student's particular

‘approved accommodation. For example, one student may have Flexible Deadlines some 48 hour extensions and another student may have only Flexible Attendance. These are two different Flex Plan
templates.

Instructor Reminders:

«Itis required that you provide more flexibility than your standard class allowance. Facuty should apply reasonable extensions on deadlines after engaging in a thorough process to determine the role
deadlines play in a given course.

- Group and peer work can be more limited if they are essential to your course leaning.

- For 48hour Deadlines: If you want to allow the student more time beyond 48hours you can.

«If a need arises where the instructor needs assistance in determining reasonable accommodations, please contact DAC.

Previous Term ‘Term: Spring 2025

Next Term
'OVERVIEW OF FLEX PLAN ‘SUBMITTED FLEX PLAN
Number of Plans Not Initiated Number of Plans Initiated
Total Request: 1 Total Completed Request: 0
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