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Functional Needs Interview  --  Interviewer Protocol
Learner: __________________________________________ Date: _______________________
Instructor: ________________________________________

1. Which of the following ar eas do we need to work on to help you meet your 
goals? Please tell me all that apply to you.

   Reading (pages 2,3)
   Seeing things around the room (pages 2,3) 
   Writing/Spelling (page 4)
   Doing math (page 5)
   Paying attention (page 6)
   Staying on track (page 6)
   Getting used to changes in the classroom (page 6)
   Remembering (page 6)
   Getting frustrated (page 7)
   Hearing the teacher (page 8)
   Talking with the teacher and others (page 9)
   Getting my ideas across to the teachers and others (page 9)
   Getting into or around in the classroom (page 10)
   Sitting still or in one place for very long (page 11)

2. Ar e there any other areas in which you think you need help?
             
             
LetÕs put all of these areas in order of importance, most important being Þrst:
             
3. Did you have pr oblems in these areas when you were in school?
             
4. Do you have any records from school or another agency (like an IEP or test 

information) or any other information fr om a teacher or a counselor?
             
             
5.  Ar e you taking any medications that might af fect your school work, maybe 

medications that make you dr owsy, thirsty or nauseated?
             
             



Accommodating Adults with Disabilities in Adult Education Interviewer Protocol   2 Interviewer Protocol   3Accommodating Adults with Disabilities in Adult Education 

READING 

A.  Is reading hard because it is difÞcult to see things on the page? (if no, skip 
the 

 rest of this section, and go to section ÒBÓ on page 3).     

Has a doctor told you that you have an eye problem that is causing problems 
with your vision?
             
Can you name or describe the problem?       
             
Is your vision changing now?         
Is your vision expected to stay the same?      
Which of the following ar e true? Tell me all that apply to you.

   Having the lighting just right is important for me.
   Regular size print is hard for me to read.
   Using very dark print is important for me.
   I read slowly.
   I have trouble making sense of what I read.
   I have trouble following the print all the way acr oss page.
   I skip lines when IÕm reading.
   Other (specify)           
Do you have a problem reading your mail? If yes, how do you solve this 
problem?            
             
Do you have a problem reading labels, prices or expiration dates in the 
grocery store? If yes, howdo you solve this problem?    
             
Do you have any ideas of what might help you do better in these ar eas?  
Maybe something that has worked for you in the past?  If so, what it is it?
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Were there things that you tried that havenÕt worked or didnÕt work well?  
If yes, what were these things?        
             
Is there anything else about your reading that you would like us to know?
             
             
B. Do you feel that your eyes are OK but you have trouble reading for some 

other reason? If yes, what is the reason?      
             
Which of the following  is tr ue? Tell me all that apply to you.
   I have trouble concentrating when I r ead.
   I have trouble remembering what I have read.
   I have trouble Þguring out wor ds.
   I can read the words, but I donÕt understand them.
   I read too slowly.
   Other (please add)          
Do you have a problem reading your mail? If yes, how do you solve this 
problem?            
             
Do you have a problem reading the menu at a restaurant? If yes, how do you 
solve this problem?           
             
Do you have any ideas of what might help you do better in these ar eas?  
Maybe something that has worked for you in the past?  If so, what it is it?
             
Were there things that you tried that havenÕt worked or didnÕt work well?  If 
yes, what were these things?        
             
Is there any other information about your r eading that you would like us to 
know?            
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WRITING 

Which of the following ar e true? Tell me all that apply to you.
  Regular size pencils are hard for me to hold.
  Staying on the lines of paper is hard for me.
  Writing on paper that doesnÕt have lines is very 

hard.
  I have trouble holding the paper down or keeping 

it still.
  I write very slowly .
  Sometimes I forget what IÕm supposed to be 

writing down.
  I forget which way some of the letters and 

numbers are supposed to go.
  I canÕt remember how to spell wor ds.
  I have a hard time putting my thoughts down on 

paper so that it makes sense to someone else.

Do you have a problem signing your name? If yes, what do you do?   
             
Do you have a problem Þlling out forms?  Such as,  when applying for a job, 
paying taxes, etc.  If yes, how do you solve this problem?     
             
Do you have a problem when leaving a note for someone? If yes, how do you 
solve this problem?          
             
Do you have any ideas of what might help you do better in these ar eas?  
Maybe something that has worked for you in the past?  If so, what it is it?
             
Were there things that you tried that havenÕt worked or didnÕt work well?  If 
yes, what were these things?        
             
Is there anything else about your writing that you would like us to know? 
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MATH

Which of the following statements is tr ue? Tell me all that apply to you.

  I write or copy numbers down wr ong (out of order 
or backwards).

  Word problems donÕt make sense to me.
  I get confused by symbols like Ò+Ó and Ò-Ó.
  I feel like I know what  to do to solve a problem, 

but I donÕt know how to go about it.
  I have a problem keeping numbers in the right 

columns when adding.

Do you have a problem counting money or knowing whether you got the 
correct change?  If yes, how do you solve this problem?     
             
             
Do you have any ideas of what might help you do better in these ar eas?  
Maybe something that has worked for you in the past?  If so, what it is it?
             
             
Were there things that you tried that havenÕt worked or didnÕt work well?  If 
yes, what were these things?        
             
             
Is there any other information about your math that you would like us to 
know?            
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REMEMBERING, PAYING ATTENTION, GETTING STARTED, 
STAYING ON TRACK, STAYING ORGANIZED, 

GETTING USED TO CHANGES IN THE CLASSROOM
Which of the following ar e true? Check all that apply.
  I have a hard time remembering dir ections that the teacher has just given 

me.
  I have a hard time remembering what I have just read.
  I have a hard time remembering how to use what I just learned when I 

am supposed to apply it (like working on a math pr oblem or writing a 
paragraph).

  I have a hard time keeping my place when I r ead or write.
  I always seem to have trouble Þguring out wher e to put things on the desk/

table so that I can do the work I am supposed to do.
  It is hard for me to follow along fr om one task to the next, like Þnishing one 

math problem and moving on to the next.
  It takes me longer than everybody else to switch from one subject to another, 

like fr om reading to math or writing to social studies.
  I have a hard time concentrating when new people come into the r oom.
  I have a hard time concentrating when we change the dayÕs schedule and 

things are different from how I expected them to be.
  I start to daydr eam even when I am trying very har d to pay attention.
Do you have a problem keeping things straight when somebody gives you 
dir ections to get somewhere? If yes, how do you solve this problem?   
             
Do you have a problem making sure that you donÕt lose your keys? If yes, how do 
you solve this problem?          
             
Do you have a problem keeping track of your bills and important papers at home?  
If yes, how do you solve this pr oblem?       
             
Do you have any ideas of what might help you do better in these ar eas?  Maybe 
something that has worked for you in the past?  If so, what it is it?
             
Were there things that you tried that havenÕt worked or didnÕt work well?  If yes, 
what wer e these things?          
Is there anything else about how you organize that you would like us to know? 
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FRUSTRATION

Which of the following statements ar e true? Tell me all that apply to you.

  I get angry with my teachers when they canÕt help 
me Þgure something out.

  I get angry with my teachers when they expect me 
to know mor e than I do.

  I get angry with other learners when they make 
too much noise or get in my way when I am trying 
to pay attention.

  I get frustrated when I canÕt learn something and I 
take it out on the teacher or other learners.

  I get angry with myself and give up.

What do you do when you feel yourself beginning to get angry?   
             
Do you have any ideas of what might help you do better in these ar eas?  
Maybe something that has worked for you in the past?  If so, what it is it?
             
             
Were there things that you tried that havenÕt worked or didnÕt work well?  If 
yes, what were these things?        
             
             
Is there anything else that you would like us to know?     
             
             



Accommodating Adults with Disabilities in Adult Education Interviewer Protocol   8 Interviewer Protocol   9Accommodating Adults with Disabilities in Adult Education 

HEARING

Has a doctor told you that you have a pr oblem that keeps you from hearing as 
well as you should?          
             
Has your hearing stayed the same for some time and is it expected to stay the 
same?            
             
Which of the following statements ar e true? Tell me all that apply to you.

  I canÕt hear the teacher all the time. 
  I can hear the teacher only if he or she sits or stands right in 

front of me or to one side.
  I canÕt hear the teacher when there is noise in the room.
  I can read lips.
  I use sign language.  If ÔYes,Õ what kind? (e.g. ASL, SEE)

           
  I use a TDD, telecommunications device or special telephone 

for the deaf.
Do you have a problem getting information fr om someone in the bank or at 
the social security ofÞce or at your childÕs school, etc?  If so, what do you do to 
get the information you need?        
             
             
Do you have a problem following what is  going on at meetings or at the 
movies? If yes, how do you solve this problem?     
             
Do you have any ideas of what might help you do better in these ar eas?  
Maybe something that has worked for you in the past?  If so, what it is it?
             
Were there things that you tried that havenÕt worked or didnÕt work well?  If 
yes, what were these things?        
             
Is there anything else about your hearing that you would like us to know?
             



Accommodating Adults with Disabilities in Adult Education Interviewer Protocol   8 Interviewer Protocol   9Accommodating Adults with Disabilities in Adult Education 

TALKING TO THE TEACHER AND OTHERS OR
GETTING MY IDEAS ACROSS TO THE TEACHER AND OTHERS 

Which of the following ar e true? Tell me all that apply to you.

  Other people often have a problem understanding what I  say.
  I donÕt speak English very well and others canÕt understand me.
  I have a hard time Þguring out what I want to say to the teacher .  It 

doesnÕt come out right.
  I have a hard time asking for what I need.
  Since I canÕt hear, communication back and forth with people who 

speak is hard for me. 

Do you have a problem giving someone dir ections when they ask you for 
them? 
If so, what do you do when this happens?      
             
Is it hard for people to understand you on the phone?  If yes, how do you do 
so?              
             
Do you have any ideas of what might help you do better in these ar eas?  
Maybe something that has worked for you in the past?  If so, what it is it?
             
             
Were there things that you tried that havenÕt worked or didnÕt work well?  If 
yes, what were these things?        
             
Is there anything else about your speech you would like us to know?  
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GETTING INTO THE CLASSROOM OR 
MOVING AROUND IN THE CLASSROOM

Do you have any of the following pr oblems when getting into the classroom?  
Tell me if any of these apply to you.

  I canÕt get myself to the classroom in my wheelchair .
   I canÕt get my wheelchair through the door of the classroom.
  I canÕt move my wheelchair around the room once inside.
  I canÕt walk all the way to the room.
  I canÕt see things in the way when I am walking.

What have you done in the past when having a pr oblem getting into or 
moving ar ound in a classroom or other room in a building?    
             
             
Is there anything else about getting around that you would like us to know?
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SITTING FOR LONG PERIODS

I have trouble sitting for long periods because...Tell me all that apply to you.

  I get very tir ed.
  It hurts me or is uncomfortable for me.
  I get ÒantsyÓ-- I need to move around.
  I need to change position to keep a sore from starting or getting worse.
  I need to take a break to smoke a cigarette or to clear my head.

I can stay still for    minutes/hours when I am doing school work.  
After that I need to get up because:        
             
Is there anything that you do or know about that might help you in this work 
area?  
If so, what it is it?           
             
             
Were there things that you tried that havenÕt worked or didnÕt work well?  If 
yes, what were these things?        
             
             
Is there anything else about sitting in one place that you would like us to 
know?             
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Functional Needs Interview  --  Learner Protocol

1. Which of the following areas do we need to work on to help you 
meet your goals? Please tell me all that apply to you.

Reading 
Seeing things around the room 
Writing/Spelling 
Doing math
Paying attention
Staying on track 
Getting used to changes in the classroom 
Remembering 
Getting frustrated 
Hearing the teacher
Talking with the teacher and others
Getting my ideas across to the teachers and others 
Getting into or around in the classroom 
Sitting still or in one place for very long 

2. Are there any other areas in which you think you need help?
Let’s put all of these areas in order of importance, most important 
being first:

3. Did you have problems in these areas when you were in school?

4. Do you have any records from school or another agency (like an 
IEP or test information) or any other information from a teacher 
or a counselor?

5.  Are you taking any medications that might affect your school 
work, maybe medications that make you drowsy, thirsty or 
nauseated?
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READING 

A. Is reading hard because it is difficult to see things on the page? (if 
no, skip the rest of this section, and go to section “B” on page 3).

Has a doctor told you that you have an eye problem that is causing 
problems with your vision?

Can you name or describe the problem?

Is your vision changing now?

Is your vision expected to stay the same?

Which of the following are true? Tell me all that apply to you.

• Having the lighting just right is important for me.
• Regular size print is hard for me to read.
• Using very dark print is important for me.
• I read slowly.
• I have trouble making sense of what I read.
• I have trouble following the print all the way across page.
• I skip lines when I’m reading.
• Other

Do you have a problem reading your mail? If yes, how do you solve 
this problem?

Do you have a problem reading labels, prices or expiration dates in 
the grocery store? If yes, howdo you solve this problem?

Do you have any ideas of what might help you do better in these 
areas?  Maybe  something that has worked for you in the past?  If so, 
what it is it?
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Were there things that you tried that haven’t worked or didn’t work well?  If 
yes, what were these things?

Is there anything else about your reading that you would like us to 
know?

B. Do you feel that your eyes are OK but you have trouble reading 
for some other reason? If yes, what is the reason?

Which of the following  is true? Tell me all that apply to you.
• I have trouble concentrating when I read.
• I have trouble remembering what I have read.
• I have trouble figuring out words.
• I can read the words, but I don’t understand them.
• I read too slowly.
• Other

Do you have a problem reading your mail? If yes, how do you solve 
this problem?

Do you have a problem reading the menu at a restaurant? If yes, 
how do you solve this problem? 

Do you have any ideas of what might help you do better in these 
areas?  Maybe something that has worked for you in the past?  If so, 
what it is it?

Were there things that you tried that haven’t worked or didn’t work 
well?  If yes, what were these things?

Is there any other information about your reading that you would 
like us to know?



Accommodating Adults with Disabilities in Adult Education Learner Protocol   4 Interviewer Protocol   5Accommodating Adults with Disabilities in Adult Education 

WRITING 

Which of the following are true? Tell me all that apply to you.
• Regular size pencils are hard for me to hold.
• Staying on the lines of paper is hard for me.
• Writing on paper that doesn’t have lines is 

very hard.
• I have trouble holding the paper down or 

keeping it still.
• I write very slowly.
• Sometimes I forget what I’m supposed to be 

writing down.
• I forget which way some of the letters and 

numbers are supposed to go.
• I can’t remember how to spell words.
• I have a hard time putting my thoughts 

down on paper so that it makes sense to 
someone else.

Do you have a problem signing your name? If yes, what do you do? 

Do you have a problem filling out forms?  Such as,  when applying 
for a job, paying taxes, etc.  If yes, how do you solve this problem? 

Do you have a problem when leaving a note for someone? If yes, 
how do you solve this problem?

Do you have any ideas of what might help you do better in these 
areas?  Maybe something that has worked for you in the past?  If so, 
what it is it?

Were there things that you tried that haven’t worked or didn’t work 
well?  If yes, what were these things?

Is there anything else about your writing that you would like us to 
know?
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MATH

Which of the following statements is true? Tell me all that apply to 
you.

• I write or copy numbers down wrong (out 
of order or backwards).

• Word problems don’t make sense to me.
• I get confused by symbols like “+” and “-”.
• I feel like I know what to do to solve a 

problem, but I don’t know how to go about 
it.

• I have a problem keeping numbers in the 
right columns when adding.

Do you have a problem counting money or knowing whether you 
got the correct change?  If yes, how do you solve this problem?

Do you have any ideas of what might help you do better in these 
areas?  Maybe something that has worked for you in the past?  If so, 
what it is it

Were there things that you tried that haven’t worked or didn’t work 
well?  If yes, what were these things?

Is there any other information about your math that you would like 
us to know?
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REMEMBERING, PAYING ATTENTION, GETTING STARTED, 
STAYING ON TRACK, STAYING ORGANIZED, 

GETTING USED TO CHANGES IN THE CLASSROOM
Which of the following are true? Check all that apply.
• I have a hard time remembering directions that the teacher has just given 

me.
• I have a hard time remembering what I have just read.
• I have a hard time remembering how to use what I just learned when I 

am supposed to apply it (like working on a math problem or writing a 
paragraph).

• I have a hard time keeping my place when I read or write.
• I always seem to have trouble figuring out where to put things on the desk/

table so that I can do the work I am supposed to do.
• It is hard for me to follow along from one task to the next, like finishing one 

math problem and moving on to the next.
• It takes me longer than everybody else to switch from one subject to another, 

like from reading to math or writing to social studies.
• I have a hard time concentrating when new people come into the room.
• I have a hard time concentrating when we change the day’s schedule and 

things are different from how I expected them to be.
• I start to daydream even when I am trying very hard to pay attention.

Do you have a problem keeping things straight when somebody gives you 
directions to get somewhere? If yes, how do you solve this problem?

Do you have a problem making sure that you don’t lose your keys? If yes, 
how do you solve this problem?

Do you have a problem keeping track of your bills and important papers at 
home? If yes, how do you solve this problem?

Do you have any ideas of what might help you do better in these areas?  
Maybe something that has worked for you in the past?  If so, what it is it?

Were there things that you tried that haven’t worked or didn’t work well? If 
yes, what were these things?

Is there anything else about how you organize that you would like us to 
know? 
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FRUSTRATION

Which of the following statements are true? Tell me all that apply to 
you.

• I get angry with my teachers when they 
can’t help me figure something out.

• I get angry with my teachers when they 
expect me to know more than I do.

• I get angry with other learners when they 
make too much noise or get in my way 
when I am trying to pay attention.

• I get frustrated when I can’t learn something 
and I take it out on the teacher or other 
learners.

• I get angry with myself and give up.

What do you do when you feel yourself beginning to get angry? 

Do you have any ideas of what might help you do better in these 
areas?  Maybe something that has worked for you in the past?  If so, 
what it is it?

Were there things that you tried that haven’t worked or didn’t work 
well?  If yes, what were these things?

Is there anything else that you would like us to know? 
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HEARING

Has a doctor told you that you have a problem that keeps you from 
hearing as well as you should?

Has your hearing stayed the same for some time and is it expected 
to stay the same?

Which of the following statements are true? Tell me all that apply to 
you.

• I can’t hear the teacher all the time. 
• I can hear the teacher only if he or she sits or stands right 

in front of me or to one side.
• I can’t hear the teacher when there is noise in the room.
• I can read lips.
• I use sign language.  If ‘Yes,’ what kind? (e.g. ASL, SEE)
• I use a TDD, telecommunications device or special 

telephone for the deaf.

Do you have a problem getting information from someone in the 
bank or at the social security office or at your child’s school, etc?  If 
so, what do you do to get the information you need?

Do you have a problem following what is  going on at meetings or 
at the movies? If yes, how do you solve this problem?

Do you have any ideas of what might help you do better in these 
areas?  Maybe something that has worked for you in the past?  If so, 
what it is it?

Were there things that you tried that haven’t worked or didn’t work 
well?  If yes, what were these things?

Is there anything else about your hearing that you would like us to 
know?
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TALKING TO THE TEACHER AND OTHERS OR
GETTING MY IDEAS ACROSS TO THE TEACHER AND 

OTHERS 

Which of the following are true? Tell me all that apply to you.

• Other people often have a problem understanding what I  say.
• I don’t speak English very well and others can’t understand 

me.
• I have a hard time figuring out what I want to say to the 

teacher.  It doesn’t come out right.
• I have a hard time asking for what I need.
• Since I can’t hear, communication back and forth with people 

who speak is hard for me. 

Do you have a problem giving someone directions when they ask 
you for them? 
If so, what do you do when this happens?

Is it hard for people to understand you on the phone?  If yes, how 
do you do so? 

Do you have any ideas of what might help you do better in these 
areas?  Maybe something that has worked for you in the past?  If so, 
what it is it?

Were there things that you tried that haven’t worked or didn’t work 
well?  If yes, 
what were these things?

Is there anything else about your speech you would like us to know?
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GETTING INTO THE CLASSROOM OR 
MOVING AROUND IN THE CLASSROOM

Do you have any of the following problems when getting into the 
classroom?  Tell me if any of these apply to you.

• I can’t get myself to the classroom in my wheelchair.
• I can’t get my wheelchair through the door of the classroom.
• I can’t move my wheelchair around the room once inside.
• I can’t walk all the way to the room.
• I can’t see things in the way when I am walking.

What have you done in the past when having a problem getting into 
or moving around in a classroom or other room in a building? 

Is there anything else about getting around that you would like us to 
know? 
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SITTING FOR LONG PERIODS

I have trouble sitting for long periods because...Tell me all that apply 
to you.

• I get very tired.
• It hurts me or is uncomfortable for me.
• I get “antsy”-- I need to move around.
• I need to change position to keep a sore from starting or 

getting worse.
• I need to take a break to smoke a cigarette or to clear my head.

I can stay still for    minutes/hours when I am doing school 
work.  After that I need to get up because:

Is there anything that you do or know about that might help you in 
this work area?  If so, what it is it?

Were there things that you tried that haven’t worked or didn’t work 
well?  If yes, what were these things?

Is there anything else about sitting in one place that you would like 
us to know? 
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A disability is a physical or mental impairment that 
limits one or mor e things you want and need to do.  
It can make it difÞcult to

   ¥ walk, see, hear, or breathe;

   ¥ take care of oneself; 

   ¥ learn; or

   ¥ work.

What is a disability?

Adults with disabilities include but are not limited 
to persons with conditions, diseases, and infections, 
such as

 ¥ physical, sight, speech, 

and hearing impairments; 

¥ epilepsy, muscular 

dystrophy, multiple 

sclerosis; 

¥ cancer, heart disease, 

diabetes

¥ infection with the Human 

ImmunodeÞciency Virus 

(HIV);

Persons with a history of such a condition or 
persons whom other people think of as having 
such a condition are also considered as people with 
disabilities.
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What are the legal rights of adults 
with disabilities?

Program accessibility: the program must 
¥ provide a way for you to 

enroll as a student if you 
are qualiÞed to receive their 
services, and 

¥ have a way for people with 
physical disabilities to 
get into the buildings and 
classrooms. 

Non-discrimination/equal opportunity means that 
you must have an equal chance to participate and be 
successful.  It means that no one can

¥ refuse to enroll you in the 
program because of your 
disability , or

¥ provide you with dif ferent or 
separate opportunities than 
everyone else. 

 It does not mean that anyone will 
¥ give you easier work, or

¥ change the rules to make it 

easier for you than others.
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An accommodation is any change needed to help 
you learn the skill or do the work necessary for you 
to learn.  It may mean:

¥ using dif ferent kinds of 
learning materials;

 
¥ using special equipment, 

such as a computer or a 
calculator;

 
¥ having a special tutor or 

other qualiÞed person to 
help you; or

¥ using auxiliary aids and 
services.

An accommodation

does not include making changes in rules to make it 
easier for you than for others; and

should not create an Òundue hardshipÓ for the 
center.  You may not get the most expensive or ÒbestÓ 
accommodation, just one that will help you do what 
needs to be done. 
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What are responsibilities of adults 
with disabilities?

Be your own self advocate.  Self-advocacy 
means that you can explain your disability , 
suggest some accommodations, and Þnd ways 
to help yourself.

Tell about your disability if you want 
accommodations.

Be prepared to provide records about your 
disability .

Tell what accommodations have worked for 
you.

Know that you have legal rights.

Ask for accommodations based on your 
need and the law.
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An accommodation is a change that  
 
¥ is required by law; 

¥ helps people with disabilities have a 
fair chance for success;

 
¥ gives an equal chance to work in, 

learn in, and enter a building;
 
¥  is chosen for the individual personÕs 

need; and 
 
¥ is needed when you do similar tasks 

in other places.

An accommodation may include
 

¥ using special equipment;
  
¥ doing work a dif ferent way;
 
¥ doing work in a dif ferent place; or
 
¥ changing how others think about 

disabilities.

What is an accommodation?
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What are legal issues for adults 
with disabilities?

 There are three major pieces of legislation that affect 
adults with disabilities in adult education centers. 

Section 504 of the Rehabilitation Act of 1973 (504) 
was the Þrst civil rights legislation speciÞcally 
written to pr otect the rights of individuals with 
disabilities. Section 504 guarantees that a person 
with a disability will not be discriminated against 
because of that disability in any pr ogram receiving 
federal funds. 

 The Americans with Disabilities Act (ADA) 
expands the scope of 504 and covers more programs 
and services, especially by including the private 
sector.  The ADA  concerns the availability of 
accommodations or auxiliary aids, as well as 
physical access to services.

The Individuals with Disabilities Education Act 
(IDEA) applies to students ages 3 to 21 or the age 
they leave the public school.  It applies only to 
those who are educationally disabled and need 
special education services.  Other services include 
rehabilitation counseling, social work services, and 
transition planning. 
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Learner Questionnaire

1. Which of the following areas do we need to work on to help you achieve 
your goals? Please check all that apply.

   Reading (Do you read very slowly or have difficulty seeing the 
words?

  
   Seeing things around the room , like the blackboard or posters.
  
   Writing/Spelling  (Do you have problems like mixing up letters or 

writing very slowly?)

   Doing math (Do you get numbers out of order or get confused by 
word problems?)

   Paying attention  (Is it hard for you to listen to the teacher for more 
than a few minutes?)

   Staying on track  (Do you get bored or distracted easily?)

  Getting used to changes in the classroom  (Do changes in the 
classroom make you uncomfortable?)

  Remembering  (Is it hard to remember new things?)

  Getting frustrated (Do you get angry or upset when trying to learn?)

   Hearing the teacher  (Do you get confused by noise around you, or is 
it hard for you to hear unless you sit near the person who is talking?)
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   Talking with the teacher and others (Do you have trouble talking to 
people or having people understand you?)

    Getting my ideas across  to the teachers and others 

    Getting into or around in the classroom  (Do you have trouble 
walking? Do you have trouble seeing things on the floor or in your 
path?)

    Sitting still  or in one place for very long

2. Are there any other areas in which you think you need help?
             
             
3. Did you have problems in these areas when you were in school?
             
             
4.   Do you have any records from school or another agency (like an IEP or 

test information) or any other information from a teacher or a counselor?
             
             
             
             
5.  Are you taking any medications that might affect your school work, 

maybe medications that make you drowsy, thirsty or nauseated?
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Learner                                                                                                                                  Date  

Accommodation Selection Record
This form is completed by the learner and instructor.  The information serves as a written record for the 
learnerÕs future reference.  Such documentation may be important for other occasions on which the learner 
may need assistance in obtaining accommodations (e.g., testing, educational, or employment settings). 

Learner Goal Statements

            
            
Personal Strengths

            
            
Resources Available and Needed

            
            
Accommodation Options

            
            
Characteristics for Selecting Accommodations

            
            
Accommodation(s) Selected
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Accommodation Usage
(Notes about learning the accommodation)

            
            
            
            

Accommodation Monitoring
Date                                                 Observations                                                        
            
            
            
            
            

Accommodation Outcomes
  Did the accommodation improve access or performance?

  Will the accommodation be useful in other community and employment 
settings?  How?           

Program Notes
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CUE CARD #1

Introduction to Self-Advocacy

DeÞnitions

1. Self-Advocacy-  a way of acting that helps you tell 
others about what you need in a way that gets the job 
done right. 

2. Social Skills-  the skills we use to interact with 
people in a positive way.  This includes how we stand 
or sit, make eye contact, look, and sound.

3. Strategy- a way to approach a task.  A strategy has 
steps that organize the approach to the task.  Strategies 
are often cued by words called ac ronyms.  An acronym 
is a word formed from the initial letters of a series of 
words.

4. Role-play - to act a part.  In role-play, a situation is 
imagined.  The situation usually represents ones that 
the student may encounter.  The student may be asked 
to take the role of  him or herself or another person 
such as a teacher or employer. 
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CUE CARD #2

Supplemental Social Skills Strategy

FACT

1.         Face the person.

2.         Activate eye contact.

3.         Check expression.

4.         Talk clearly.

Remember the acronym with the sentence:  

ÒI can help by sharing a FACT.Ó
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CUE CARD #3

Steps of the SELF-ADVOCACY Strategy

TARGET

1. TARGET the topic .  State brießy the main idea or 
problem you want to discuss.

2. ADDRESS the need.  For example, you may need 
more time to complete a task at work.

3. RELATE the reasons for the need .  For example, a 
learning disability was identiÞ ed in high school.

4. GIVE a plan or ask for help making a plan .  For 
example, identify tasks that require more time.

5. EXPLAIN why the plan will work .  For example, 
one reason you might think it will work is that it 
worked at a previous job or in another school.

6. TIE DOWN future plans .  Begin working with 
the accommodation.
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CUE CARD #4

Sample Topics for the Self-Advocacy Strategy

Step 1:  Target the topic.

1.   Job

2.   School

3.   Services

4.   Housing

5.   Shopping

6. Transportation

7. Recreation
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CUE CARD #5

Sample Accommodations for Step Two

 

Step 2:  Address the need for 
accommodations such as:

1. Provide more time .

2. Provide schedule changes.

3. Provide special equipment.

4. Provide a helper.  

5. Change the setting .

 6. Change the task.
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CUE CARD #6

Planning Form for the Self-Advocacy Strategy:  TARGET

1. Target the topic.

I would like to talk to you about:        
            

2. Address the need.

I would like to ask for:          
            

3. Relate the reasons for the request

Let me tell you why I am asking for this.       
            

4. Give a plan.

I think this plan will work: or  Can you help me with this:     
            
            

5. Explain why the plan will work.

Let me tell you how this worked in the past:       
            

6. Tie down future plans.

Could I start work on          ?

Can we meet again on         ?
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CUE CARD #7

Planning Form for the Self-Advocacy Strategy:  TARGET

Example:

1. Target the topic.

I would like to talk to you about:         
             

2. Address the need.

I would like to ask for:           
             

3. Relate the reasons for the request

Let me tell you why I am asking for this.        
             

4. Give a plan.

I think this plan will work: or  Can you help me with this:      
             
             

5. Explain why the plan will work.

Let me tell you how this worked in the past:        
             

6. Tie down future plans.

Could I start work on          ?

Can we meet again on         ?

a problem I'm having in class.

you to speak more loudly in class.

I have trouble hearing in my
left ear, so I need people to speak loudly.

Can you help me 
by speaking louder, and maybe I can sit near to the front, 
too

I think this will work, 
because I did it in other classes and it helped a lot.

this right away

next Monday, just to see how it's going



Overheads   Accommodating Adults with Disabilities in Adult Education 

CUE CARD #8

Planning Form for the Self-Advocacy Strategy:  TARGET

Example:

1. Target the topic.

I would like to talk to you about:         
            

2. Address the need.

I would like to ask for:           
             

3. Relate the reasons for the request

Let me tell you why I am asking for this.        
             

4. Give a plan.

I think this plan will work: or  Can you help me with this:      
             
             

5. Explain why the plan will work.

Let me tell you how this worked in the past:        
             
             

6. Tie down future plans.

Could I start work on          ?

Can we meet again on         ?

(you) fixing the A.C. this week

a problem I'm having with the air 

you to fix the air conditioner.

I'm asking for you to fix it 
because I have asthma and allergies, and I need the filtration. 

Can you come fix
 it sometime this week?

I think that this will work, 
because that will give you time to find a repairman, and I 

Can you call me when it's fixed

conditioner. 

can just spend a few days at my brother's until it is fixed.
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Rights and Responsibilities for Persons 
with Disabilities

We are committed to meeting the requirements of the Americans with Disabilities Act and 

Section 504 of the Rehabilitation Act.  As part of our commitment, we want to ensure your 

rights and responsibilities are understood and avoid any discrimination in services to you.  

LEARNER RIGHTS

•     Some free adult education services

•     Staff meets needs of students with a disability 

•     No discrimination

•     Use of barrier-free facilities

•     Evaluation for appropriate placement

•     Accommodations, modifications, or auxiliary aids 
during learning and tests

LEARNER RESPONSIBILITIES

•     Self-identify as having a disability if you seek 
accommodations

•     Request services (your choice)

•     Document your disability through testing and 
assessment reports by professionals such as a physician, 
educational counselor, psychologist, special education 
teacher, or rehabilitation counselor
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ACCOMMODATIONS

Some of these accommodations may be appropriate for you:

• Class and test settings free from interruptions and distractions

• Extra time for testing and learning

• Aids for students with impaired sensory, manual, or speaking skills, to be 

used in the school environment 

Examples:

Hearing Disability      ~written instructions/information

                  ~oral or sign language interpreters

                  ~Assistive Listening Devices (ALD)

Visual Disability         ~readers

                  ~taped text

                  ~ large print text

                  ~Braille text

                  ~taped, typed, or dictated test answers

Manual/Physical 
Disability                  ~note-takers
                  ~adapted classroom equipment
                  ~  architectural accessibility

Learning Disability    ~note-takers
                  ~repeated instructions/directions
                  ~quiet room without auditory or visual distractions
                  ~taped or typed answers
                  ~ individual testing

                 ~extended time

Overheads



Numbers to call:Accommodations
Accommodations are changes made to 

give you equal opportunity.  If you know 
your rights and responsibilities, you can 
help yourself learn better by Þnding ac-

commodations that work for you. 

more time

individual tests

private work area

calculators

readers

note takers

oral or sign language interpreters

tapes, large print or Braille

taped, typed or dictated answers

special class or test settings

adaptive environment

written instructions

repeated instructions

building access

assistive devices

This project, ÒResearch and Demonstration of a Model for 
Successfully Accommodating Adults with Disabilities in Adult 
Education ProgramsÓ is a collaborative effort among faculty and 
staff at the University of Kansas and Kansas State University.  It 
was 100% funded by the National Institute on Disability and Re-
habilitation Research for 3 years (9-1-95 to 8-31-98) at $175,000 
each year.  Inquiries should be directed to:  Project Coordinator, 
University of Kansas, Center for Reseach on Learning, Pearson 
Hall, 1122 West Campus Rd. Room 521, Lawrence, KS 66045. 
Phone -(785) 864-4780.

Americans with Disabilities Act Hotline 

1-800-949-4232: Educates and trains the public 
on ADA compliance.

HEATH Resource Center 1-800-544-3284: 
Information exchange about educational support 
services, policies, procedures, adaptations, and 
opportunities at postsecondary settings. 
GED Hotline 1-800-626-9433: Answers ques-
tions about obtaining a GED and provides infor-
mation about local preperation and test centers
Job Accommodation Network 1-800-526-7234:
Provides individualized worksite accommoda- 
tion solutions, technical assistance regarding the 
ADA and other disability related legislation, and 
educates callers about self-employment options
National Literacy Hotline 1-800-228-8813: 
Refers potential learners and volunteers to 
literacy programs in their areas
ADA/IT 1-800-949-4232: Assists people with 
disabilities and family members as they seek to 
understand disability laws
ABLEDATA 1-800-227-0216: Provides infor-
mation on assistive technology and rehabili-
tation equipment available to consumers, 
organizations, professionals, and caregivers.

Examples of accommodations:

How can 
you learn 
better?

Rights and responsibilities of 
an adult learner with 

a disability

The Adult Education Center 
can help!



You can learn better
 if you know 
your rights

You have the right to get into 
the building and classrooms.

You have the right to get into 
a program.

You have the right to get help 
in class and during tests.

You can learn better  
if you know 

your responsibilities 

You need to tell your teacher 
about the disability if you need 
help.

You need to bring r eports and 
information  about the disability 
to your teacher. 

You need to tell your teacher 
about what has helped you learn 
better before. 

You can learn better if 
you help yourself

Help yourself by knowing that 
you have legal rights to an 
education.

Help yourself by telling your 
teacher about your education.

Help yourself by asking your 
teacher what your state does 
to help someone with a 
disability get an education.


