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Accommodation Letter Notifications 
Instructors/Course Coordinators will receive email notifications from info.accessibility@ubc.ca for each 

student in their course(s) who have ‘sent’ their Accommodation Letter to their instructor’s portal using 

the online platform ClockWork. 

  

The email notification will contain a link that will connect you with that student’s letter directly from 

within ClockWork. From there you can download a copy of the letter for review/record keeping and 

acknowledge the letter on the platform. 

1. Upon following the link contained within the email, you will be prompted to log in using your 

CWL credentials. Proceed as normal. 

 

 

 

 

 

 

 

 

 

 

2. After logging in, you will be prompted to review the Accommodation Letter (Step 1) and confirm 

receipt (Step 2). The student’s name and student ID will be displayed on the left-hand side. The 

course for which the letter is intended will appear on the right-hand side. 
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3. To view other letters from student(s) in the same or different courses for which you are the 

instructor, click on “Accommodation letters” at the top of the page: 

 


