
 
 

How to Complete a Flex Plan 
Tutorial for Instructors 

Instructors are asked to complete a Flex Plan in order to communicate to students and 
ODS how the “flexible attendance and deadlines” accommodation will be applied in their 
course.  

Access the Instructor Portal 
1. From your browser, navigate to the ODS website: www.ods.ua.edu. Select “ODS 

Online Portal” from the tab at the top of the page. 
 

 
 
 
 
 
 

http://www.ods.ua.edu/


 
 

2. Select “Enter the ODS Online Portal.” 

 
 
3. Select “Access Instructor Portal.” 

 

 

4. Enter your myBama username and password. Select “Log In.” 



 
 

 
 
 
5. Acknowledge the FERPA privacy statement. 

 

 



 
 

Initiate a Flex Plan 
Before initiating a Flex Plan, review the flex attendance rubric with guidance regarding the 
number of absences that may be reasonable for your course. Any Flex Plan you complete 
will apply to all students in the course with a flexible attendance and deadlines 
accommodation – do not use student names.  

1. Select the “Flex Plan” link from the menu on the left. 

 

2. Course and student information appear in the left column. Please upload your 
syllabus.  
 

https://ods.ua.edu/faculty-staff/guidance-for-faculty/faculty-guidance-flexible-attendance-and-extensions/|


 
 

 

 

3. Begin the Flex Plan. 
• Question 1: Indicate how you prefer students to notify you when they need to 

use the accommodation. Note: ODS Flex Plan Implementation Request is 
preferred. 



 
 

 
• Question 2: Indicate the number of absences that are reasonable based on 

the nature and format of your course. Use the online rubric for guidance. 
Consult with ODS prior to completing the Flex Plan if you disagree with the 
number of absences reflected in the rubric. Also be aware that there may be 
case-by-case situations in which ODS recommends a higher number of 
absences for a particular student. 

 

 

https://ods.ua.edu/faculty-staff/guidance-for-faculty/faculty-guidance-flexible-attendance-and-extensions/|


 
 

• Question 3: Indicate the opportunity available for missed in-class participation 
points. 

 

 
 

• Question 4: Indicate how you’d like to handle missed quizzes and tests. If you 
indicate students should make arrangements to make-up a quiz or test, you may 
advise the student to schedule their make-up at ODS.  
 
Note: The Testing Agreement allows you to indicate parameters for make-up quizzes 
or tests. The ODS Testing Center proctors make-ups on Fridays, during 
departmental make-up days as indicated on the syllabus, or during University study 
week. 
 
 
 
 
 
 
 
 
 



 
 

 

 
 
 



 
 

• Question 5: Specify how students can make-up a missed assignment or request a 
deadline extension when needed. 

Note: Students are entitled to a 48-hour deadline extension if: 

o The assignment (including all instructions and required content) was 
available 7 or fewer calendar days before the due date, and 

o The student requested the extension (preferably in advance but no later than 
24 hours after the due date). 

 

 



 
 

• Question 6: Indicate what opportunities will be provided to make-up group work. 
 

 
• Question 7: Indicate what opportunity will be provided for a missed in-class 

presentation. 

 
 



 
 

 
4. Submit the Flex Plan by selecting “Initiate and Request Review.” 

 

A green check mark indicates the Flex Plan was successfully submitted. The status 
indicates “Waiting for Staff Review.”  

ODS will review the Flex Plan and provide feedback via email if necessary. If no feedback is 
required, the Flex Plan will be released to any student in the course with a flexible 
attendance and deadlines accommodation.  
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