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1. INTRODUCTION

Since its inception in 1975, the Reedley College Disabled Students Programs and Services
(DSP&S) has grown to serve approximately 1,500 students with disabilities yearly.
The mission of the Disabled Students Programs & Services (DSP&S) Department is to ensure
accessibility and promote maximum independence of students with disabilities by providing
specialized services, instruction, and academic accommodations related to educational pursuits.
DSP&S provides instruction and services to students with disabilities that are designed to
increase access to Reedley College instructional programs. Students with verified disabilities
that result in educational limitations may receive services through the DSP&S program to assist
them in their educational endeavors at the college. Services include specialized instruction,
testing accommodations, notetaking, electronic text, other forms of alternate media, ASL
interpreting, adaptive equipment, mobility assistance, specialized educational counseling and
planning, priority registration, and specialized tutoring.
This handbook is designed to provide an overview of services available to students with
disabilities through DSP&S. The handbook is not intended to be all-inclusive, but to give the
student a general understanding of the programs and services available. For information
regarding Admission, Registration and Academic Regulations, please refer to the
Reedley College Catalog or current Schedule of Classes. DSP&S students are held
accountable to follow all policies and procedures set forth in the Reedley College
catalog.
Reference copies of the catalog are available online via the Reedley College website at
www.reedleycollege.edu and in the Library, DSP&S office, Counseling Center, and in the
Admissions and Records Office. Students are encouraged to purchase and use their own copy
of the catalog. Personal copies are available for sale in the Reedley College Bookstore.
Contact DSP&S at (559) 638-0332 to request a copy of this handbook or the Reedley College
Catalog in Braille, large print or audio cassette.

This handbook is published for information purposes and every
effort is made to ensure its accuracy. However, the provisions of
this handbook are not to be regarded as a contract between the
student and the college. Approved accommodations are
determined on a case by case basis. Students with similar
disabilities may not need similar accommodation. New
technologies and standards in the field lead to best practices.
Please consult with a DSP&S counselor if you have any
questions about these services.
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2. ELIGIBILITY REQUIREMENTS


Students receiving services through DSP&S must be enrolled at Reedley College and
complete the DSP&S Intake Process. To receive DSP&S services the student must provide
disability verification documentation.



Students must possess the ability to respond appropriately to questions, following directions
and demonstrate the potential to benefit from special programs and services.



Students must demonstrate appropriate adaptive and/or self-help behavior. College and
DSP&S staff cannot provide personal attendant care or administer medication. Students are
responsible for monitoring their own progress.



Students must demonstrate annual measurable academic progress as set forth by SCCCD
Policy (see current College Catalog). Failure to do so may result in suspension of services.



DSP&S will establish an Academic Accommodation Plan to document the disability-related
educational limitations. In accordance with the individual’s educational limitations, DSP&S
will authorize appropriate accommodations.



Students seeking to appeal the denial of services should seek remedy through the DSP&S
Director. If, after consulting with the DSP&S Director, students are still not satisfied, they
may appeal via the Student Grievance Process. (see current college catalog, Grievance
Policy for Students)



Services may be denied if it is determined that a student does not meet one or more of the
eligibility criteria.



All students are required to follow all Student Conduct Standards set forth in the current
college catalog (Board Policy No. 5410, Education Code 66300) (including but not limited to:
Computer/Network Equipment Use Policy; Academic Dishonesty Policy; Authority and
Disciplinary Actions; Parking Regulations).

2.1. Disability Verification
A "student with a disability" or "disabled student" is a person enrolled at a community college
who has a verified impairment, which limits one or more major life activities and which
imposes an educational limitation. Note: This and the following definitions have been taken
in whole or in part from Title 5 of the California Code of Regulations.
Students wishing to receive services must provide documentation from appropriate agencies
or certified/licensed professionals outside of DSP&S, per Title 5 of the California Code of
Regulations. In order to provide services, we must first receive written verification of
disability.
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Acceptable forms of disability verification may include:


A physical disability verified by an appropriate professional and/or physician (example:
medical doctor, psychologist, psychiatrist, chiropractor, etc.). The verification should
identify and describe the student’s disability and the educational limitations which inhibit
the educational process.



Verification from another DSP&S program that determines eligibility for services per Title
5 Guidelines.



Copies of a complete IEP if services were received in high school. The IEP should
contain learning disability results and/or the most recent psychological reports.



A student with a hearing impairment must have an audiogram indicating hearing loss on
file with DSP&S or other professional certification of degree or level of hearing loss.



A student with a learning disability must provide a copy of the test battery/results that
qualify the student for LD support services. If the LD testing is 3 years old or more, the
student may be required to retest with our certified Learning Disability Specialist before
services can be provided.



A student with a speech/language disability must have that disability verified by a
speech-language pathologist prior to receiving DSP&S services.



DSP&S professional staff, with review by the DSP&S Director, may through personal
observation, verify the existence of an observable disability. Use of this procedure is
limited to conditions that can be seen externally (example: quadriplegia, paraplegia,
ambulation, cerebral palsy).

2.2. Eligible Disabilities
Physical Disability
Physical disability is defined as a limitation in locomotion or motor functions. These
limitations are the result of specific impacts to the body’s muscular-skeletal or nervous
systems, and limit the student’s ability to access the educational process.
Deaf and Hard of Hearing (DHH)
Deaf and Hard of Hearing (DHH) is defined as a total or partial loss of hearing function that
limits the student’s ability to access the educational process.
Blind and Low Vision
Blindness and low vision is defined as a level of vision that limits the student’s ability to
access the educational process.
Learning Disability
Learning disability (LD) is defined as a persistent condition of presumed neurological
dysfunction which may exist with other disabling conditions. The dysfunction is not explained
by lack of educational opportunity, lack of proficiency in the language of instruction, or other
5

non-neurological factors, and this dysfunction limits the student’s ability to access the
educational process.
To be categorized as a student with a learning disability a student must meet the following
criteria through psycho-educational assessment verified by a qualified specialist certified to
assess learning disabilities:
(a) Average to above-average intellectual ability; and
(b) Statistically significant processing deficit(s); and/or
(c) Statistically significant aptitude-achievement discrepancies.
Acquired Brain Injury (ABI)
Acquired Brain Injury (ABI) is defined as a deficit in brain functioning which results in a total
or partial loss of cognitive, communicative, motor, psycho-social and/or sensory-perceptual
abilities, and limits the student’s ability to access the educational process.
Attention-Deficit Hyperactivity Disorder (ADHD)
Attention-Deficit Hyperactivity Disorder (ADHD) is defined as a neurodevelopmental disorder
that is a persistent deficit in attention and/or hyperactive and impulsive behavior that limits
the student’s ability to access the educational process.
Intellectual Disability (ID)
Intellectual disability (ID) is defined as significant limitations both in intellectual functioning
and in adaptive behavior that affect and limit the student’s ability to access the educational
process. An individual may have an intellectual disability when:
(a) the person's functioning level is below average intellectual ability; and
(b) the person has significant limitations in adaptive skill areas as expressed in conceptual,
social, academic and practical skills in independent living and employment; and,
(c) the disability originated before the age of 18.
Autism Spectrum
Autism Spectrum disorders are defined as neurodevelopmental disorders described as
persistent deficits which limit the student’s ability to access the educational process.
Symptoms must have been present in the early developmental period, and cause limitation
in social, academic, occupational, or other important areas of current functioning.
Mental Health Disability
Mental Health disability is defined as a persistent psychological or psychiatric disability, or
emotional or mental illness that limits the student’s ability to access the educational process.
For purposes of this subchapter, conditions that are not described and/or excluded in the
American Psychiatric Association Diagnostic and Statistical Manual (DSM) or the Americans
with Disabilities Act (ADA) are not covered in this category.
Other Health Conditions and Disabilities
This category includes all students with disabilities with other health conditions, and/or
disabilities that affect a major life activity, which are otherwise not defined but which limit the
student’s ability to access the educational process.
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3. APPLICATION FOR SERVICES
3.1. College Application

If you are new to Reedley College and/or DSP&S you must begin by applying for admission
to Reedley College. You may do this on-line at www.reedleycollege.edu or by submitting an
application directly to the Admissions & Records Office. Students new to the college must
also complete the Reedley College New Student Orientation. Students will be sent
information about completing the orientation after their application has processed. If you
need assistance with completing the orientation, please contact the DSP&S office.

3.2. New Students
All new DSP&S students are required to complete an intake appointment. You may
schedule this appointment in person or by calling (559) 638-0332. Walk-in intake
appointments are available on a limited basis only; it is best to schedule an appointment in
advance.

3.3. Assessment
Each student enrolling at Reedley College brings different skills in reading, writing and math
and many Reedley College courses assume a certain level of knowledge. As indicated by
the Reedley College Matriculation process, students are required to be assessed prior to
registration.
Assessment involves counselors reviewing multiple criteria to help correctly advise students
regarding class placement. One of the criteria used is often a placement test. Placement
test scores are used along with other multiple criteria such as high school transcripts, other
college transcripts, other test scores, etc. to assist counselors with correctly advising
students regarding class placement. Appointments for placement testing should be made
online through E-SARS at www.reedleycollege.edu. If you have questions regarding
assessment or accommodations for the placement test, please contact the DSP&S office to
speak with a counselor prior to the date you are scheduled to take the placement test.

3.4. What to bring to your first appointment


Your most current written verification of disability (e.g. medical or assessment report,
IEP/Psychological Report/504 plan from your high school).



Copies of Transcripts (e.g. High School transcripts or transcripts from other colleges)

We recommend that you make copies of all documents you submit to DSP&S in case you
need them for future use. See “Disability Verification” for a complete list of acceptable
documentation for disabling conditions.

Appointments may be limited to only 30 minutes, so please be on time.
If you must cancel, please call as soon as possible.
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3.5. Returning Students
Students who have been away from Reedley College for more than two main terms
(Fall/Spring Semesters) or more must submit an updated online application to Reedley
College and meet with a DSP&S counselor to reactivate and update their DSP&S file. If you
have been away for more than 5 years, your file may have been destroyed and you must
complete the entire intake process, including resubmitting current disability verification.

3.6. Continuing Students
You must meet with your DSP&S counselor at least once each semester to maintain your
eligibility for DSP&S services. Please note that services must be requested every semester.
You may be asked to provide updated verification if you have a disability that changes over
time, or if you qualify for services on the basis of a temporary disability. If you want to
request a service that was not previously authorized you must meet with a DSP&S
counselor to discuss your request. We may be able to authorize the accommodation on the
basis of the current disability verification, or we may need to request additional disability
verification.

4. STUDENT RIGHTS AND RESPONSIBILITIES


Participation in DSP&S by students with disabilities is voluntary. Not all students with
disabilities require accommodations.



Receiving support services does not prevent a student from participating in any other
course, program or activity offered by the college.



All records maintained by DSP&S pertaining to students with disabilities are protected
from disclosure and are subject to all other requirements for handling of student records.



Students assume responsibility for transportation, service animals, medications and the
provision of personal attendant care. See current college catalog for complete Attendant
Service Policy.



Students assume personal responsibility for their education and accommodations.



Students are expected to work collaboratively with SCCCD staff and instructors to
ensure timely provision of services.



Students receiving services through DSP&S will be assigned a counselor. If for any
reason the student has a problem/issue with the counselor, the student may request
another counselor. At any time, the student may also seek assistance from the DSP&S
Director.



Students must meet with a DSP&S counselor to complete an Academic Accommodation
Plan. It is the student’s responsibility to notify their DSP&S counselor immediately
whenever changes occur that affect the student’s needs.



Students will utilize DSP&S services in a responsible manner and adhere to written
service provision procedures adopted by DSP&S.
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Students will comply with the Student Code of Conduct adopted by the college and
published in the college catalog.



Students must demonstrate measurable progress toward the goals established in their
Student Education Plan (Board Policy No. 5410, Education Code 66300), and meet
academic standards established by the college.



Failure to comply with these standards may result in the suspension of DSP&S services.
If you have concerns regarding the continuation of services, please do not hesitate to
make an appointment to speak with your DSP&S counselor.



Students seeking to appeal the denial of services should seek remedy through the
Director of DSP&S. If, after consulting with the DSP&S Director, students are still not
satisfied, they may appeal via the Student Grievance Process. (See current college
catalog, Grievance Policy for Students).

4.1. Student Grievance Process
Students shall be informed that they have a right to file a complaint concerning any
allegations of failure to comply with the laws, regulations and procedures as set forth for
individual with disabilities. Complaints shall be processed through the existing college
grievance procedures listed in the Reedley College Affirmative Action, Sexual Harassment
Policy and Complaint Procedures manual. Information on the above will be given to students
during the Intake process and is also available for review in the current college catalog (see
current college catalog, Grievance Policy for Students).

5. DSP&S RESPONSIBILITIES
Disabled Student Programs & Services staff members help students obtain the academic
accommodations necessary to allow equal access to Reedley College’s programs and
services. It is the responsibility of DSP&S to utilize resources so that all students can receive
equitable services. We establish policies and procedures that adhere to the Reedley College
and DSP&S missions and that provide students access to reasonable accommodations.
DSP&S also has the responsibility of establishing requirements for measurable progress
and abuse of services. If a student does not adhere to established policies, she/he will be
notified of the possibility of suspension of DSP&S services.

5.1. Suspension of Services
There are only two ways that eligible students may be suspended:


Lack of measurable progress, and/or,



Abuse of services
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5.2. Measurable Progress
DSP&S Services are intended to assist students in achieving their academic and/or
vocational goals. Even with accommodations, students may encounter difficulties due to
disability, life circumstances, or other reasons that prevent them from achieving these goals.
Students are encouraged to use authorized accommodations and support services, to
choose appropriate classes and a reasonable course load and to meet regularly with their
DSP&S counselor. A lack of measurable progress may result in a suspension of services.
Lack of progress can be determined in any of the following ways:


Failure to pass (grades of W, NC, D or F) classes while utilizing appropriate
accommodations.



Failure to meet SCCCD’s requirements for being a student in good standing (see
current college catalog).



Insufficient progress, as determined by instructor in consultation with the student.



Failure to make progress for two consecutive semesters toward the goals
established in the student’s Student Educational Plan.

5.3. Abuse of Services
Abuse of services is defined as a failure to comply with the policies and/or procedures
established to obtain or utilize authorized accommodations. Examples of ‘abuse of services’
include excessive, unexcused absences where a service is being provided, verbal abuse of
DSP&S staff, repeated failure to keeps appointments for testing, mobility, counseling or
other services. Abuse of service may result in suspension of that service.


Students will be notified in writing prior to suspension of services. The student will be
asked to meet with their DSP&S counselor to discuss the area of concern. If the
student fails to meet with the counselor, the services will be suspended seven
instructional days from the date the letter was sent.



A letter will be sent to the student notifying them that services have been suspended.



Suspended services may be reinstated only with the authorization of a DSP&S
counselor and only if there are extenuating circumstances which warrant
reinstatement.



Services may continue or be reinstated only if the student agrees to and signs a
“Contract for Continuation of Services” that is developed in collaboration with the
DSP&S Counselor and DSP&S Director.



Students seeking to appeal the suspension of services should seek remedy through
the Student Grievance Rights process; see current college catalog for details.
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6. CONFIDENTIALITY
The Right to Privacy Act ensures that all disability-related contact with the DSP&S office
remains confidential unless students sign a written release. This means that a DSP&S
counselor will not discuss anything pertaining to students with any of their instructors or
anybody else, without the student’s expressed written permission.
For reasons of confidentiality, DSP&S staff members may not discuss a student’s disability
status with either faculty or staff. As a result, students are encouraged to talk with
instructors about their specific accommodation needs. When necessary, DSP&S staff may
intervene on the student’s behalf to facilitate provision of services or to help students
communicate their needs to others.

7. GENERAL INFORMATION
7.1. Department of Rehabilitation
If Department of Rehabilitation (DOR) sponsors a student, it is the student’s responsibility to
be sure his/her DOR counselor has “authorized” payment for whatever is being covered by
DOR (fees/books, etc.) in a “timely” fashion. If a student’s registration is cancelled because
of non-payment or because the college has not received a DOR authorization, it is the
student’s responsibility.

7.2. Financial Aid
DSP&S does not have money available to grant or loan to students. Students may apply for
Financial Aid to assist with purchases of books, supplies and other educational necessities.
There are specific guidelines and deadlines for applying for financial assistance. Please go
to the campus Financial Aid office.
Students may qualify for funds from the Department of Rehabilitation or the Extended
Opportunity Program and Services (EOP&S) for low income and educationally
disadvantaged students. The Scholarship Office grants scholarships for both continuing and
transferring students. They also help students search for scholarships from other sources.

7.3. Personal Emergencies
Some students have medical conditions that may require emergency or first aid response.
This may include students who have seizures, students with cardiac disabilities or certain
students with psychiatric disabilities. You may wish to designate an emergency contact
person in the even you require medical attention or transport to your home or medical
facility. Please contact Health Services, located in the Student Services Building.
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7.4. Service Animals
According to the American with Disabilities Act (ADA), a “service animal” as a dog or
miniature horse that has been individually trained to do work or perform tasks for the benefit
of an individual with a disability. In compliance with the ADA, service animals are welcome in
all buildings on campus and may attend any class, meeting, or other event. Reasonable
behavior is expected from the animals while on campus. If your dog exhibits unacceptable
behavior, you are expected to employ the proper training techniques to correct the situation.

7.5. Telephone Usage
The telephone and Teledigital Devices (TDD) in the DSP&S office are for official use only.
Student usage is limited to emergencies.

8. DSP&S PROGRAMS
8.1. Transition to College
The Transition to College (TTC) Program assists students with disabilities in preparing for
their initial semester in a community college. This program covers issues related to
accommodations and resources available to students with disabilities to enable them to be
successful in a college setting, including disability evaluation and assessment, alternative
media, course selection and scheduling.

8.2. Student Support Services Program
The Student Support Services (SSS) Program is a federally funded TRIO program designed
to provide enrichment services that will alleviate the educational and social barriers which
prevent students with disabilities from succeeding at the university level. Through the
delivery of comprehensive services, SSS will promote student success with increased rates
of retention, graduation, and transfer for participants at Reedley College and the Madera
Center.

8.3. Workability III Program
The Workability III (WAIII) Program is a collaborative program between Reedley College and
the California State Department of Rehabilitation (DOR). Workability III is designed to assist
individuals with disabilities at Reedley College to find and maintain full-time gainful
employment through vocational education, direct training, and consistent counseling.
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8.4. Learning Disability Program
Learning Disability Services provides comprehensive service to students from identification
of a learning disability to developing and establishing strategies that will help students meet
their academic goals. Services may include:


Learning Disability Assessment



Learning Strategies Training



Specialized Tutorial Sessions



Adaptive Computer Technology Training



Adaptive Software

8.5. High Technology Center
The High Technology Center (HTC) is a totally accessible computer lab, designed to provide
students with disabilities physical access with adaptive technology and devices. The HTC
also offers students with disabilities the opportunity to use adaptive computer software,
training programs, and alternate media. There are HTC services at Reedley College,
Madera Center and Oakhurst Center campuses.

8.6. Developmental Services Courses
A variety of Development Services (DEVSER) courses are offered each semester on a
rotational basis. Students may pursue a Developmental Services Life Skills Certificate of
Completion. Please refer to the current college catalog for details regarding the Life Skills
Certificate of Completion and for a complete list of courses. Current course offerings can be
found in the Schedule of Courses or on-line through Web Advisor.

8.7. Adaptive Physical Education
Adaptive Physical Education courses are designed to improve a student’s level of physical
fitness. The courses are individually designed to meet the needs of every student and
establish goals for their success
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9. SERVICES AND ACCOMMODATIONS
The major objective of the Disabled Students Programs & Services office at Reedley
College is to assure educational access for students with disabilities. DSP&S concentrates
its efforts on providing programs and services that are not available elsewhere in the
college. DSP&S makes the following programs and services available to qualified students
at Reedley College:
 Accessible Parking


Adaptive Equipment & Assistive Technology



Alternate Media



Counseling Services



Interpreters



Learning Disability Testing



Mobility Assistance



Notetakers



Priority Registration



Reader and Writing Services



Testing Accommodations

A service will only be provided to a student who has a verified disability and educational
limitations which necessitate the use of that specific service. Authorization for each service
must be provided by a DSP&S counselor (See Notification of Authorized Services). For
services or accommodations not listed here, please make an appointment to discuss your
needs with your DSP&S counselor.
Under provisions of Section 504 of the Rehabilitation Act of 1973 and the 1990 Americans
with Disabilities Act (ADA), Reedley College is required to provide accommodations for
otherwise qualified students with disabilities. Accommodations are the means by which the
college allows the student to compensate for limitations resulting from a disability.
Accommodations are not designed to give students an advantage but rather to allow equal
opportunity in the classroom and in student activities. Accommodations are determined on a
case-by-case basis. Accommodations may differ based on the nature of the disability, the
functional limitation, and the requirements of the class.
It is very important to remember that requesting, obtaining and implementing
accommodations is a collaborative process. Students requesting accommodations should
meet with their DSP&S counselor to discuss their request for the accommodation. After
verifying disability and functional limitations the counselor will approve reasonable and
appropriate accommodations. The student and the counselor will engage in an interactive
dialogue to complete an Academic Accommodation Plan.
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9.1. Accessible Parking
Parking is limited on all SCCCD campuses and is available on a first come, first served
basis. It is important to arrange your schedule to allow adequate time for parking.
Students who choose to use on-campus parking facilities must purchase a college or
SCCCD parking permit. SCCCD parking permits may be used at all SCCCD campuses.
Enforcement for parking permits will begin the first day of class. Daily permits may be
purchased at walk-up and drive-thru dispensers and may be used to park in any stall with
the exception of staff or parking meters; metered parking is also available.
Permits must be visible at all times. Handicapped parking requires a DMV Disabled
Person/Disabled Veteran Placard and/or plate, and a valid parking permit or daily parking
permit is required. Visitors with handicapped placards can park in the meters located
throughout the campus as identified in the use section of their placard.

9.2. Adaptive Equipment & Assistive Technology
Educational access sometimes means that students need equipment such an audio
recorder, Ubi-Duo, or listening devices to benefit from instruction. DSP&S supports the
availability of adaptive computer stations in various locations on campus including the
DSP&S HTC, library, writing center, residence hall and several desktop computer labs. In
addition, DSP&S has a limited supply of adaptive equipment & assistive technology
available for loan during class time. Course recording agreements will be completed with
students who have authorized course recording accommodations.
How to arrange for equipment loans:


Schedule an appointment with a DSP&S counselor to receive authorization for
services.



Take the Notification of Authorized Services and/or Special Needs form to the
DSP&S office and complete an Equipment Loan Contract.



Equipment will be loaned by DSP&S only to students officially enrolled in classes.
Equipment (e.g., audio recorders) shall not be loaned to a student for any purpose or
activity that is not school sponsored.



DSP&S does not supply batteries; the student is responsible for supplying these.



If equipment is not returned at the appropriate time and place, or has been damaged,
the student will forfeit his/her rights to future equipment loans and he/she will be
asked to pay for replacement of the equipment.
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9.3. Alternate Media
Alternate media services will be provided to students whose disability related limitations
prevent them from accessing material in traditional print format. Alternate Media is defined
as instructional materials, textbooks, and classroom materials in formats accessible and
usable by individuals with disabilities. After meeting with the student and reviewing their
verification of disability, the determination of the most suitable format of support will be
made by the DSP&S counselor and, wherever possible, will be provided in the format
preferred by the student. DSP&S will provide the following alternate media services: Braille,
compressed audio (MP3) CD, electronic text (e-text), tactile graphics conversions of course
materials and handouts, and print enlargements.
How to arrange for Alternate Media:


Schedule an appointment with a DSP&S counselor to receive authorization for
services and complete the Request for Alternate Media form.



Student takes the Request for Alternate Media form to the Alternate Media
Specialist.



Students are required to sign the Security of Electronic Text Agreement included on
the Request for Alternate Media form.



Students must be enrolled in the course they are requesting alternate media for.



Students must have obtained the textbook and be able to demonstrate that it is in
their possession.



Students understand that the binding of their textbook may be need to be removed
and that this is in integral step in the alternate media conversion process.



Students must plan ahead; it takes time to convert material to alternate media.



Until the material is available in the alternative format requested by the student, the
college may offer to provide it in another medium which would be equally effective
given the needs of the student requesting the accommodation.

9.4. Counseling
DSP&S counselors offer students with disabilities specialized counseling and guidance to
assist with coordinating accommodations, decision-making, vocational exploration and
educational planning. Counseling is available by appointment.
Counselor Assignment
Students will be assigned a DSP&S counselor & setup with their first appointment as soon
as the entire New Student Intake process (including verification of disability) is completed.
How to schedule a counseling appointment
Call the DSP&S office at (559) 638-0332 8:00am-5:00pm Monday through Friday.
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Walk-in appointments
Walk-in counseling appointments are available on a limited basis. Walk-in appointments are
available on a first come, first served basis, are limited in length and are to be used only for
‘quick-answer’ types of questions. Due to the short time allowed for these appointments
there might not be enough time to address all concerns. In this case, the counselor can
assist in scheduling a follow-up appointment.
Available counseling services
Academic Advising: DSP&S counselors are available to assist students with academic
advising and educational planning.
Disability Management: DSP&S counselors coordinate necessary support services,
recommend accommodations and serve as a resource to help students obtain appropriate
services beyond those provided at Reedley College.
Personal Counseling: Counseling for personal situations, impacting student’s ability to
succeed in college, is available through DSP&S. If in-depth counseling appears to be
indicated, the staff is able to refer the student to Psychological Services on campus or to
outside agencies or counselors.
Career Counseling: Counseling related to career choice and decision-making is available to
students. Students may also be referred to the Reedley College Career Resource Center for
further assistance.

9.5. Interpreters
Interpreters are provided on request for students who are deaf or hard of hearing. Services
are provided when they are considered to be reasonable and appropriate accommodations.
Interpreters are provided for classroom sessions and class-related meetings, events, and/or
field trips. With advance notice, interpreters may also be provided for meetings with
instructors, counselors, and for other campus services.
Scheduling interpreters takes time. Students must plan and request services as early as
possible. Interpreters are assigned to classes based on a variety of factors, including but not
limited to: availability, skill and knowledge level of each interpreter and the communication
needs of each student. The DSP&S counselor will make every effort to honor student
preferences for a particular interpreter; however, DSP&S does not guarantee that a specific
interpreter will be assigned or available.
Every effort is made to provide accommodations for students requesting interpreting
services. The need for interpreting services often exceeds the supply of qualified, certified,
and available interpreters. Students are expected to work closely with college personnel to
develop a reasonable alternative when despite good faith effort, DSP&S is unable to secure
a qualified interpreter. Sometimes creative solutions are necessary so that all who wish to
enroll in classes can benefit from services. In some instances, for example, when more than
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one student is enrolled in the same class but different sections, we may request that
students consider enrolling in the same section.
How to arrange Interpreting Services:


Request interpreting services from your DSP&S counselor.



For all other “one time” campus appointments or events, interpreter requests must be
made by contacting the DSP&S office. These requests must be submitted to the
DSP&S counselor two weeks in advance of the scheduled appointment or event.



DSP&S provides interpreting services for classes and all class-related activities,
meetings, and events. For all campus-wide events, DSP&S will make every effort to
assist with these requests (i.e. provision and scheduling of interpreters) but the
department sponsoring the event is required to pay for the interpreting services.



The first class session of each semester, interpreters will wait one full hour to allow
for students who may be running late due to traffic or parking.



No-shows: If a student does not show up for three consecutive class sessions and
has not submitted prior notification to the DSP&S counselor, the interpreter will
automatically be assigned to another class, pending an available reassignment.
Reevaluation of reassigning the interpreters back to the class is handled on an
individual basis.



Interpreters will wait 20 minutes after the beginning of each class session for the
student to arrive. If the student has not arrived within 20 minutes, the interpreter may
be reassigned to another class.



If a student has a concern about an interpreter, the student is encouraged to work
with the assigned interpreter to resolve the issue. When this is not appropriate or
conducive to communication, the student is encouraged to meet with their DSP&S
counselor who will try and accommodate both the student and interpreter’s concerns.
If the student wants to request a different interpreter, the student needs to submit an
official statement requesting a different interpreter to their DSP&S counselor. Please
allow one week for interpreter/coordinator to respond.

9.6. Learning Disability Assessment Testing
Students who suspect they have a learning disability, but who have not been assessed, can
meet with DSP&S staff to discuss individualized assessment to determine eligibility for
learning disability services is available at Reedley College. Students are not eligible for
DSP&S services until and unless they have been determined eligible for services, per Title V
guidelines.
The Learning Disability Services Process includes:


Testing: The learning disability specialist conducts assessments of students and/or
reviews previous testing to determine eligibility for services utilizing the Learning
Disability Eligibility Model established by the state chancellor’s office.
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Accommodations: Consultation with students and the DSP&S counselor is done to
recommend appropriate accommodations and to establish study strategies. Students
may meet with individually with the LD specialist or in small groups to practice study
strategies.



Instruction: Classes are offered to help students to understand their unique learning
challenges, develop and practice study strategies, and practice using available
technology to help them to cope with their disabilities.

How to arrange for a Learning Disability Assessment Referral


Schedule an appointment through the DSP&S office for a DSP&S Intake by calling
(559) 638-0332.



Students complete the DSP&S Intake process (excluding verification of disability).
o



Students must complete and submit a Reedley College Application for
Admission prior to the intake appointment.

When appropriate, students will be scheduled for a Learning Disability testing
appointment or, if further assessment is required prior to test scheduling; student will
be scheduled for a follow-up appointment with a DSP&S counselor.

9.7. Mobility Assistance
Mobility services will be provided to a student who has a verified disability and who has
disability-related functional limitations that prevent the student from walking distances or
carrying heavy loads while on campus. An accessible cart is available to provide on-campus
transportation. Students who may be eligible for this service are those with temporary and
permanent orthopedic disabilities that affect their mobility.
How to arrange for Mobility Services:


Schedule an appointment with a DSP&S counselor to receive authorization for
services.



Students must be currently enrolled for classes.



Take the Notification of Authorized Services form to the DSP&S office.



Provide a copy of your class schedule and coordinate pickup/drop of times/locations
with DSP&S office staff.



Service will begin on the day following completion of the request coordination.



The student must be at the designated area and be ready at the pre-arranged time.



All books, bags, and packages are the student’s responsibility. Drivers are not
required to carry books and packages to classrooms, cars, etc.
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It is the student’s responsibility to notify the DSP&S office as soon as possible if
she/he will be unable to meet the mobility assistant as scheduled (559) 638-0332.
Three (3) failures to notify may result in suspension of this service.



The student is responsible for informing the DSP&S office whenever changes occur
that affect the student’s need for mobility services.



DSP&S has one vehicle and limited drivers. Every effort is made to pick students up
at the request time, but sometimes delays may be unavoidable. DSP&S will always
try to pick you up at your requested time, but sometimes delays may be unavoidable.

9.8. Notetakers
Notetaking services for qualified students. Special notetaking paper (no carbon required) is
available in the DSP&S Office free to the student who needs this service. Students may find
their own notetakers in class or may ask their instructors to help them find a notetaker in
their classes.
How to arrange for Notetaking Services:


Schedule an appointment with a DSP&S counselor to receive authorization for
services.



Notetaking services will only be provided to a student who has a verified disability
and whose disability-related functional limitations prevent the student from taking
his/her own notes.



Carbonless, NCR notetaking paper is available upon request from the DSP&S office.



Take the Notification of Authorized Services form identifying the notetaker
accommodation to your instructors.



Students needing this service are required to either 1) ask a fellow student in their
classes to assist them with notes, or 2) ask the instructor to help them find a
notetaker in class and arrange to meet immediately after the class.



Students are required to be in class to receive notes from that day unless the
absence was disability related.



Please refer to the volunteer notetaking guidelines and volunteer notetaking
agreement form for additional details regarding notetaker accommodations.



The student is responsible for informing the DSP&S office whenever changes occur
that affect the student’s need for notetaking services.

9.9. Priority Registration
Registration priority group assignments are determined according to district policy. It is
often important for students with disabilities to enroll in specific sections of a course to
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accommodate their disability. They may need to arrange for interpreter services, participate
in DSP&S curriculum, or coordinate other accommodations. In addition, the actual process
of registration can be especially difficult and stressful for many students with disabilities. As
a result, DSP&S offers priority registration to qualified students.


Students who are in good academic standing and have less than 90 degreeapplicable units will automatically receive the Tier 1 priority registration date.



Students who are not in good academic standing or have over 90 degree-applicable
units will not receive the Tier 1 priority registration date.

Priority Registration as an Accommodation:


If Priority Registration is not an authorized accommodation on a student’s Academic
Accommodation Plan, he/she can schedule an appointment with a DSP&S counselor
to discuss priority registration as an accommodation.



If Priority Registration is an authorized accommodation on a student’s Academic
Accommodation Plan and the student receives notification about a registration date
that is not a Tier 1 priority registration date, he/she should contact the DSP&S
counselor.



DSP&S will work with Admissions and Records to have the student’s registration
date updated on the basis of accommodation.

Important Reminders Regarding Registration:


DSP&S counselors are available by appointment to assist with academic advising.



It is always advisable to schedule an appointment to discuss next semester’s
schedule as early in the semester as possible since appointment times are especially
hard to arrange once registration has begun.

9.10. Reader Services
DSP&S provides students with access to Kurzweil and Read & Write Gold computer-based
technology to facilitate reader services accommodations. For information about Kurzweil,
Read & Write Gold, and other technology based reader programs, please see your DSP&S
counselor, the DSP&S Alternate Media Specialist or the DSP&S Learning Disability
Specialist.

9.11. Testing Accommodations
The most appropriate method of administrating a test depends upon the students’ disability
and the design of the test. Students with disabilities that affect manual dexterity, vision,
perception and information processing generally may be allowed extra time to complete
tests.
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How to arrange for Testing Accommodations:


Schedule an appointment with a DSP&S counselor to request authorization for
testing accommodations.



Submit Notification of Authorized Services form to the instructor.



Complete and follow the instructions in the DSP&S Test Accommodation Guidelines
and DSP&S Request for Test Proctoring Process. Remember to plan ahead.



All students are required to follow the Academic Dishonest policy set forth in the
college catalog and are required to sign an Academic Dishonesty contract.



All tests are monitored; no exceptions.

10. Campus Information Systems
10.1. Student Email
Reedley College provides each student with a free email account and will use it as the
primary means of communication. Communication with all students will be via district
email unless the student chooses to receive notices about his/her student account by
U.S. mail. Students may opt to have all communication sent by the "postal service" by
filling out the online form "Change Correspondence Method" found on WebAdvisor or at
the Admission and Records web room.
To access and activate the student email account, go to the Reedley College Website
and click on Student Mail (top left-hand side of homepage) or go to
https://login.microsoftonline.com/:


Email Username: your 7 digit student ID number followed by the
@my.scccd.edu domain name. (i.e. 0999999@my.scccd.edu)



Password: initial default is your first name's initial (uppercase), your last
name's initial (lowercase), and your 6 digit date of birth in the mmddyy
format. (i.e. Sr122397)



Email Address: first initial, last name, and an assigned number followed
by @my.scccd.edu domain name. If you have a two-part last name, both
names are included in full.

10.2. WebAdvisor
WebAdvisor allows access to the student’s personal profile that is part of his/her official
records at the College. Students may use WebAdvisor for many reasons:


Add or drop classes



Search the class schedule
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View class schedule



View grades



View fee payment dates



View financial aid status

To access Webadvisor, click on the link from the Reedley College homepage or go to
https://sdowa3.scccd.net/WebAdvisor/WebAdvisor?TYPE=M&PID=COREWBMAIN&TOKENIDX=9632248137.


Username: your 7 digit student ID number



Password: initial default is your first name's initial (uppercase), your last name's initial
(lowercase), and your 6 digit date of birth in the mmddyy format. (i.e. Sr122397)

10.3. Canvas
Reedley College will be using Canvas starting Spring 2017. Canvas is a Learning
Management System used by many faculty at Reedley College. Canvas allows
instructors to provide students with on-line access to course materials. Students will
need to access Canvas to obtain course materials posted by the instructor.
To access Canvas, follow the link on the Reedley College Homepage or go to
https://idp.scccd.edu/idp/profile/SAML2/Redirect/SSO?execution=e2s1


Username: your 7 digit student ID number



Password: initial default is your first name's initial (uppercase), your last name's
initial (lowercase), and your 6 digit date of birth in the mmddyy format. (i.e.
Sr122397)

10.4. Other Helpful On-line Resources


Federal Student Aid: www.FAFSA.ed.gov



Transfer requirements to California State University or University of California:
www.assist.org
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11. DSP&S Forms
(The forms in this handbook are current as of Fall 2016 and may be updated at any time. Please
see the DSP&S office for the most current version.)

11.1. Application for Services
11.2. Consent for Release of Information
11.3. Policies & Procedures
11.4. Personal Service Attendant Policy
11.5. Medical Verification Form
11.6. Mental Health Verification Form
11.7. Academic Accommodation Plan
11.8. Notification of Authorized Services
11.9. Test Accommodation Policies & Procedures
11.10. Request for Test Proctoring Process
11.11. Course Recording Agreement
11.12. Volunteer Notetaking Process
11.13. Volunteer Notetaking Agreement
11.14. Request for Alternate Media
11.15. Student Education Plan
11.16. Petition for Change of Counselor
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State Center Community College District
Disabled Students Programs & Services (DSP&S)
APPLICATION FOR SERVICES
Campus:

FCC

CCC

RC

Madera Center

Oakhurst Center

Program Description: DSP&S provides access and opportunities to students with documented disabilities, who
intend to pursue coursework at the college. DSP&S offers programs and services for current and prospective
students with educational limitations to support the opportunity to participate fully in all aspects of the college
through appropriate and reasonable academic accommodations.
In order to access DSP&S, individuals must: (1) complete this Application for Services, (2) submit a professional
verification of disabling condition, and (3) complete the college matriculation process and be eligible for
enrollment and registration.
PERSONAL INFORMATION
Name: _______________________________________________

SCCCD ID#: ______________________

Street: _______________________________________________

Email: ___________________________

City: ________

Zip: ________

Date of Birth: _______________

Phone (H): ___________________ Phone (cell):____________________
Age: _____

Sex (Circle One): M F

Ethnicity: ________________
(Voluntary)

DISABILITY INFORMATION
1. Please list your disability(s) or limitation(s):
__________________________________________________________________________________
__________________________________________________________________________________
2. What was your age when the disability occurred? _________________________________________
3. Have you received special disability related services from another college or university?
No
Yes, I received services from:
4. How does this disability affect your school related activities? Please mark all that apply.
Manage disability issues
Complete tests in a traditional manner
Produce written material
Produce oral material

Hear/Process auditory material
See/Process visual material
Speed of processing material
Other: __________________

Traverse campus (timely)
Manual manipulation of
objects/equipment
Other: ________________

EDUCATIONAL HISTORY
1. Please list the high school(s) attended: ___________________________________________________
2. You earned a:

Regular High School Diploma

GED

Certificate

Other:

3. Please mark the high school program(s) you participated in & attach the most current IEP/504 plan.
Special Education Courses
Resources Specialist Program (RSP)
504 Program
4. If you attended another college or university, please state where:
*******************************************OFFICE USE ONLY*******************************************
INTAKE APPT:
MATRICULATION:
DISABILITY CODE:

Date:

Time:

Application
H___

U___

Orientation
L___

V___

Staff:
Assessment
B___

O___

Inactive File (Loc.):

____

SEP (Abbreviated or Comprehensive)
P___

D___

M___

A___

Revised: 6.10.16

SCCCD INFORMATION
1. You are currently enrolled at or planning to attend:
FCC
CCC
RC
Madera Center
Oakhurst Center
2. Are you receiving services or funding from any of the following campus or community
programs/agencies? Mark all that apply. If you answer Yes, please provide verification.
Financial Aide/Scholarship
CalWORKS
Veterans Administration
EOPS
Private Rehabilitation Agency
SSI/SSDI

Mental Health Services
FCOE/Transition
CA Rehabilitation (DOR)-Case Manager:
CVRC-Case Manager:
Foster Youth (CAFYES):
Other:

3. Please check your SCCCD community college educational goal?
Transfer to another college
Obtain an AA/AS Degree
Obtain a Vocational Certificate
Obtain job skills

Personal/Social Development
Work on basic academic skills
Undecided
Other: __________________

SCCCD DSP&S INFORMATION
1. Have you ever seen a SCCCD DSP&S counselor before?
If yes, with who:
and when:

Yes

No
.

2. DSP&S Academic Accommodations: Please check all accommodations/services you are requesting*.
General Accommodations
priority registration
note taker
interpreter
table/chair: _______________
preferential seating: ________
Assistive Technology
video magnifier
tape recorder
spell checker
adaptive computer device
adaptive software: ____________
4-function calculator

Testing Services
proctor outside of classroom
in room w/reduced distraction
extended testing time
1.5x
_________________________
scan and read
speech to text support
writing support
Counseling
personal/disability counseling
specialized academic counseling
specialized vocational counseling

Alternate Format
E-Text
enlarged print-font size: ____
Braille
Mobility Services (Tram)
permanent
temporary: _________
Specialized Instruction
Developmental Services classes
Adaptive P.E. classes

* The availability and implementation of accommodations and services will vary between and is dependent on site.
**The student is responsible to communicate with the Interpreter Coordinator to schedule ASL Interpreter Services for the upcoming
semester.

The information contained in this application is as accurate as possible. This confidential information may
be shared on my behalf with State Center Community College District Disabled Students Programs and
Services personnel who are directly involved with the DSP&S program.
(Student Signature)

(Date)
Revised: 6.10.16

State Center Community College District
Disabled Students Programs & Services (DSP&S)
CONSENT FOR RELEASE OF INFORMATION
Campus:

FCC

CCC

RC

Madera Center

Oakhurst Center

Student Name: _____________________________________________________________________________
Last

First

Date of Birth: ____________

M.I.

SSN: ___________________________________

ID: __________________

Maiden Name or Other Name Used: ____________________________________________________________
Last

First

M.I.

I, the undersigned, consent to, and request, all appropriate persons and/or agencies or institutions to release
information regarding myself to DSP&S for use in educational/vocational planning. All information will be kept
confidential and maintained as part of my records with Disabled Students Programs and Services (DSP&S) at the
college. I authorize the release of information to include one or more of the following records:
Student Initials











____________
____________
____________
____________
____________
____________
____________
____________
____________
____________

Verification of Disability
Communicate with my instructors
Educational History: Transcripts, IEP, 504 Plan, Psycho-Educational Report
Psychological Testing and Evaluation Results
Learning Disability Assessment
Audiology and Speech/Language Pathology Reports
Vocational Rehabilitation Plan
Prescribed Medications and Dosage
Other (specify): ___________________________________________________________
I hereby give my permission to the staff of DSP&S to communicate with my parents, legal
guardian(s) or other, if they request information.
___________________________________________
________________________
Name

Relationship

___________________________________________

________________________

Name

Relationship

I further give permission for the DSP&S certificated professional to discuss my educational situation with other
professionals who have a legitimate educational need to know. This authorization shall remain in effect until
revoked in writing by the student.
______________________________________________________________
________________________
Student Signature

Date

______________________________________________________________

________________________

Parent/Guardian Signature (if under 18 yrs. of age)

Date

*A PHOTOCOPY OF THIS IS AS VALID AS THE ORIGINAL-VALID FOR THE LIFE OF THE CASE.*
The State Center Community College District uses the information requested on this form for the purpose of determining a student’s eligibility to receive authorized special
services provided by the Disabled Students Programs and Services (DSP&S) department. Personal information recorded on this form will be kept confidential in order to
protect against unauthorized disclosure. Portions of this information may be shared with the Chancellor’s Office of the California Community Colleges or other state or
federal agencies; however, disclosure to these parties is made in strict accordance with applicable statutes regarding confidentiality, including the Family Educational Rights
and Privacy Act (PL 93-579), Providing your social security number is voluntary. The information on this form is being collected pursuant to California Education Code
Sections 67310-67312, and 84850; and California Code of Regulations, Title V, Section 56000 et seq.

PLEASE RETURN INFORMATION TO DISABLED STUDENTS PROGRAMS & SERVICES AT:
 Fresno City College
 Clovis Community College  Reedley College
 Madera Center
 Oakhurst Center
1101 E. University Ave.
Fresno, CA 93741
(559) 442-8237 (voice/TTY)
FAX: (559) 449-6038

10309 N. Willow
Fresno, CA 93730
(559) 325-5230
FAX: (559) 499-6062

995 N. Reed Ave
Reedley, CA 93654
(559) 638-0332
FAX: (800) 643-1521

30277 Ave. 12
Madera, CA 93638
(559) 675-4864
FAX: (800) 643-0518

40241 Hwy 41
Oakhurst, CA 93644
(559) 683-3940
FAX: (800) 559-6819
Revised: 6.10.16

State Center Community College District
Disabled Students Programs & Services (DSP&S)
POLICIES AND PROCEDURES
Students interested in receiving academic accommodations and services offered by Disabled Students
Programs & Services (DSP&S) are required to:
1. Complete the college matriculation process and be eligible for enrollment and registration
2. Complete an intake interview and, if appropriate, additional testing to establish program eligibility
The following documentation and activities should be completed/submitted prior to the delivery of services:
1. DSP&S Application for Services
2. Consent for Release of Information
3. Disability verification by an appropriate licensed professional and/or physician
4. A meeting with a DSP&S counselor to verify disability, determine educational limitations, and authorize
academic accommodations
Students who are eligible for and receive accommodations/services through DSP&S should complete an Academic
Accommodation Plan and meet with their counselor each academic year.

Service Provision Requirements and Student Rights and Responsibilities
1. Students should possess the ability to respond appropriately to questions, follow directions, and demonstrate the potential
to benefit from DSP&S progams and services.
2. Students are expected to follow the Standards of Student Conduct and Discipline established by State Center Community
College District (SCCCD) (see current college catalog).
3. Students are responsible for scheduling appointments for services (i.e., test proctoring, counseling, student educational
plans and advising, etc.) and have the right to change DSP&S counselor if applicable (dependent on site).
4. Students receiving DSP&S services (i.e. interpreters, mobility, test proctoring, specialized counseling) should follow
guidelines and procedures stated in this document, the college catalog, and the notification of services form, and notify
the DSP&S office of their absence prior to the time these services have been scheduled to be delivered. Failure to do so
may result in the suspension of these DSP&S services.
5. Students receiving DSP&S services (i.e. interpreters, mobility, test proctoring, specialized counseling) should notify the
DSP&S office of their absence prior to the time these services have been scheduled to be delivered. Failure to do so
three consecutive times may result in the suspension of these services.
6. Students should demonstrate annual measurable progress as set forth by SCCCD policy (see current college catalog).
Failure to do so may result in suspension of services.
7. Suspended services may be appealed through a campus appeals process and reinstatement may occur during the current
semester.
8. Students are the primary person responsible to notify instructors of all absences. In extreme circumstances when an longterm absence which is disability related occurs and notification by the student is not possible, the DSP&S office will assist
the student in notifying instructors.
9. Students should be able to take care of their personal needs and/or provide their own personal attendant and/or
personal aids per SCCCD policy (see current college catalog).
10. Concerns or complaints regarding DSP&S will be processed according to the terms set forth in the Student Grievance
Procedure (see current college catalog).
11. Concerns or complaints regarding authorized accommodations will be processed according to the terms set forth in the
Academic Accommodations Committee.
12. Concerns or complaints regarding Sexual Harassment will be processed according to the terms set forth in District
Administrative Regulation 5109 (see current college catalog, “Sexual Harassment”).
13. Concerns or complaints regarding discrimination of any kind will be processed according to the terms set forth in Federal
Law (see current college catalog, “Statement of Nondiscriminatory Policy and Obligations”).
14. Concerns or complaints regarding student access to and release of records will be processed according to the terms set
forth in the Family Education Rights and Privacy Act (see current college catalog).
The State Center Community College District uses the information requested on this form for determining a student’s eligibility to receive authorized DSP&S services provided
by DSP&S. Personal information recorded on this form will be kept confidential in order to protect against unauthorized disclosure. Portions of this information may be
shared with the Chancellor’s Office of the California Community Colleges or other state and federal agencies; however, disclosure to these parties is made in strict
accordance with applicable statutes regarding confidentiality, including the Family Educational Rights and Privacy Act (20 U.S.C. 1232(g)). Pursuant to Section 7 of the
Federal Privacy Act (Public Law 93-579; U.S.C. 552a, note), providing your social security number is voluntary. The information on this form is being collected pursuant to
California Education Code Sections 67310-67312, and 84850; and California Code of Regulations, Title 5, Section 56000 et. Seq.

I have read and understand the above requirements.
___________________

_____________________________ __________________________________

Date
Student file: White

Student’s Signature
Student Copy: Yellow

DSP&S Counselor/Ed Advisor Signature
Revised: 6.10.16

State Center Community College District
Disabled Students Programs & Services (DSP&S)
PERSONAL ATTENDANT SERVICE POLICY
State Center Community College District makes every reasonable effort to accommodate individuals with
disabilities as addressed by the Americans with Disabilities Act and Section 504 of the Rehabilitation Act. In
keeping with this commitment, Personal Attendants/Auxiliary Aides will be allowed entrance into the classroom.
A qualified student who requires personal attendant services must make arrangements to provide for his/her own
personal attendant service/auxiliary aide. The College does not assume coordination or financial responsibilities
for personal attendant care services/auxiliary aides.
The student will meet with a DSP&S Counselor and discuss how the limitations relate to the need for a Personal
Attendant/Auxiliary Aide as a reasonable accommodation in a college setting.
Please mark one of the following options:
I DO require Attendant Services
I DO NOT require Attendant Services

If I require a Personal Care Attendant, I will meet with a DSP&S Counselor and discuss how the
limitations relate to the need for a Personal Attendant/Auxiliary Aide as a reasonable
accommodation in a college setting.

I understand the Personal Attendant Service Policy.
________________________________
Student Signature

_________________________
Date

The State Center Community College District uses the information requested on this form for the purpose of determining a student’s eligibility to receive authorized special
services provided by the Disabled Students Programs and Services (DSP&S) department. Personal information recorded on this form will be kept confidential in order to
protect against unauthorized disclosure. Portions of this information may be shared with the Chancellor’s Office of the California Community Colleges or other state or
federal agencies; however, disclosure to these parties is made in strict accordance with applicable statutes regarding confidentiality, including the Family Educational
Rights and Privacy Act (PL 93-579), Providing your social security number is voluntary. The information on this form is being collected pursuant to California Education
Code Sections 67310-67312, and 84850; and California Code of Regulations, Title V, Section 56000 et seq.

Revised: 6.10.16

State Center Community College District
Disabled Students Programs & Services (DSP&S)
MEDICAL-DISABILITY VERIFICATION
The student named below may be eligible for special services at this college. In order to provide services we must have a
verification of disability as defined on the reverse side of this sheet. Only certified professionals and/or physicians (e.g.
medical doctor, psychiatrist, psychologist, chiropractor, etc.) are capable of diagnosing a disability.

________________________________________________

______________________

_______________

Last name

SSN

Student ID

First name

M.I.

__________________________________________________________________________________________
Address

City

State

Zip Code

Please describe the following information in full, checking all appropriate boxes:
1.

Description of Disability / Diagnosis:
____________________________________________________________________________________

2.

Functional Limitations (i.e. limited ambulation, visual acuity, degree of hearing loss, etc.)
____________________________________________________________________________________
____________________________________________________________________________________
____________________________________________________________________________________

3.

Prescribed Medication and Dosage:
____________________________________________________________________________________

4.

The above mentioned disability (ies) is/are:  Permanent /Chronic
 Less than 45 days

5.

Do you recommend other special assistance?
____________________________________________________________________________________
____________________________________________________________________________________

6.

This disability is:

 observable

 Temporary
 45 days or longer

 not observable

 Please check this box if this verification is based on a review of records prepared by an appropriate
professional who did perform the diagnosis.

Name (print): _________________________________________

Title/License #

*Signature*: __________________________________________

Date:

Address:
Street

City

Phone: ___________________________________

State

Zip

Fax:

The State Center Community College District uses the information requested on this form for the purpose of determining a student’s eligibility to receive authorized special
services provided by the Disabled Students Programs and Services (DSP&S) department. Personal information recorded on this form will be kept confidential in order to
protect against unauthorized disclosure. Portions of this information may be shared with the Chancellor’s Office of the California Community Colleges or other state or
federal agencies; however, disclosure to these parties is made in strict accordance with applicable statutes regarding confidentiality, including the Family Educational
Rights and Privacy Act (PL 93-579), Providing your social security number is voluntary. The information on this form is being collected pursuant to California Education
Code Sections 67310-67312, and 84850; and California Code of Regulations, Title V, Section 56000 et seq.

PLEASE RETURN INFORMATION TO DISABLED STUDENTS PROGRAMS & SERVICES AT:
 Fresno City College
1101 E. University Ave.
Fresno, CA 93741
(559) 442-8237 (voice/TTY)
FAX: (559) 449-6038

 Clovis Community College  Reedley College
10309 N. Willow
Fresno, CA 93730
(559) 325-5230
FAX: (559) 499-6062

995 N. Reed Ave
Reedley, CA 93654
(559) 638-0332
FAX: (800) 643-1521

 Madera Center
30277 Ave. 12
Madera, CA 93638
(559) 675-4864
FAX: (800) 643-0518

 Oakhurst Center
40241 Hwy 41
Oakhurst, CA 93644
(559) 683-3940
FAX: (800) 559-6819
Revised: 6.10.16

Criteria for Documenting Disabilities per Administrative Code, Title 5
§ 56032. Physical Disability. Physical disability is defined as a limitation in locomotion or motor functions. These limitations are the result of
specific impacts to the body’s muscular-skeletal or nervous systems, and limit the student’s ability to access the educational process. NOTE:
Authority cited: Sections 67312, 70901 and 84850, Education Code. Reference: Sections 67310-67312 and 84850, Education Code.
§ 56034. Deaf and Hard of Hearing (DHH).
Deaf and Hard of Hearing (DHH) is defined as a total or partial loss of hearing function that limits the student’s ability to access the educational
process. NOTE: Authority cited: Sections 67312, 70901 and 84850, Education Code. Reference: Sections 67310-67312 and 84850, Education Code.
§ 56035. Blind and Low Vision.
Blindness and low vision is defined as a level of vision that limits the student’s ability to access the educational process. NOTE: Authority cited:
Sections 67312, 70901 and 84850, Education Code. Reference: Sections 67310-67312 and 84850, Education Code.
§ 56036. Learning Disability.
Learning disability (LD) is defined as a persistent condition of presumed neurological dysfunction which may exist with other disabling conditions.
The dysfunction is not explained by lack of educational opportunity, lack of proficiency in the language of instruction, or other non-neurological
factors, and this dysfunction limits the student’s ability to access the educational process.
To be categorized as a student with a learning disability a student must meet the following criteria through psycho-educational assessment verified
by a qualified specialist certified to assess learning disabilities:
(a) Average to above-average intellectual ability; and
(b) Statistically significant processing deficit(s); and/or
(c) Statistically significant aptitude-achievement discrepancies.
NOTE: Authority cited: Sections 67312, 70901 and 84850, Education Code. Reference: Sections 67310-67312 and 84850, Education Code.
§ 56037. Acquired Brain Injury (ABI).
Acquired Brain Injury (ABI) is defined as a deficit in brain functioning which results in a total or partial loss of cognitive, communicative, motor,
psycho-social and/or sensory-perceptual abilities, and limits the student’s ability to access the educational process. NOTE: Authority cited: Sections
67312, 70901 and 84850, Education Code. Reference: Sections 67310-67312 and 84850, Education Code. Effective October 16, 2015 9
§ 56038. Attention-Deficit Hyperactivity Disorder (ADHD).
Attention-Deficit Hyperactivity Disorder (ADHD) is defined as a neurodevelopmental disorder that is a persistent deficit in attention and/or
hyperactive and impulsive behavior that limits the student’s ability to access the educational process.
NOTE: Authority cited: Sections 67312, 70901 and 84850, Education Code. Reference: Sections 67310-67312 and 84850, Education Code.
§ 56039. Intellectual Disability (ID).
Intellectual disability (ID) is defined as significant limitations both in intellectual functioning and in adaptive behavior that affect and limit the
student’s ability to access the educational process. An individual may have an intellectual disability when:
(a) the person's functioning level is below average intellectual ability; and
(b) the person has significant limitations in adaptive skill areas as expressed in conceptual, social, academic and practical skills in independent living
and employment; and,
(c) the disability originated before the age of 18.
NOTE: Authority cited: Sections 67312, 70901 and 84850, Education Code. Reference: Sections 67310-67312 and 84850, Education Code.
§ 56040. Autism Spectrum.
Autism Spectrum disorders are defined as neurodevelopmental disorders described as persistent deficits which limit the student’s ability to access
the educational process. Symptoms must have been present in the early developmental period, and cause limitation in social, academic,
occupational, or other important areas of current functioning.
NOTE: Authority cited: Sections 67312, 70901 and 84850, Education Code. Reference: Sections 67310-67312 and 84850, Education Code.
§ 56042. Mental Health Disability.
Mental Health disability is defined as a persistent psychological or psychiatric disability, or emotional or mental illness that limits the student’s
ability to access the educational process.
For purposes of this subchapter, conditions that are not described and/or excluded in the American Psychiatric Association Diagnostic and
Statistical Manual (DSM) or the Americans with Disabilities Act (ADA) are not covered in this category.
NOTE: Authority cited: Sections 67312, 70901 and 84850, Education Code. Reference: Sections 67310-67312 and 84850, Education Code; 42 U.S.C.
Sec. 12101; American Psychiatric Association (2013). Diagnostic and Statistical Manual of Mental Disorders (Fifth ed.). Arlington, VA: American
Psychiatric Publishing. Effective October 16, 2015 10
§ 56044. Other Health Conditions and Disabilities.
This category includes all students with disabilities, as defined in Section 56002, with other health conditions, and/or disabilities that affect a major
life activity, which are otherwise not defined in Sections 56032-56042, but which limit the student’s ability to access the educational process.
Revised: 6.10.16

State Center Community College District
Disabled Students Programs & Services (DSP&S)
MENTAL HEALTH-DISABILITY VERIFICATION
The student named below may be eligible for special services at this college. In order to determine eligibility and provide
services we must have verification of disability as defined on the reverse side of this sheet. Please complete & sign form.
Last name

First name

M.I.

SSN

Student ID

Address
City
State
Zip Code
This verification must be prepared by a qualified professional or representative and based on review of official medical records.

Please provide the complete DSM-5 Diagnoses and/or descriptors of criteria met:
Date of diagnosis:
Date last seen:
Describe current medications/side effects and how the medication will affect the student’s educational performance.

What current/specific symptoms might affect the student’s academic performance?

Are there any current/specific symptoms which might affect the student in a non-academic setting?

Do you have any recommendations regarding effective academic accommodations to support this student’s educational
opportunities at the post-secondary level?

***CERTIFYING LICENSED MENTAL HEALTH PROFESSIONAL LICENSE NUMBER***
Name (Typed or Printed)

Signature

Date

Address:
Phone:

License Number:
Fax:

Email:

The State Center Community College District uses the information requested on this form for the purpose of determining a student’s eligibility to receive authorized
special services provided by the Disabled Students Programs and Services (DSP&S) department. Personal information recorded on this form will be kept confidential
in order to protect against unauthorized disclosure. Portions of this information may be shared with the Chancellor’s Office of the California Community Colleges or
other state or federal agencies; however, disclosure to these parties is made in strict accordance with applicable statutes regarding confidentiality, including the
Family Educational Rights and Privacy Act (PL 93-579), Providing your social security number is voluntary. The information on this form is being collected pursuant to
California Education Code Sections 67310-67312, and 84850; and California Code of Regulations, Title V, Section 56000 et seq.

PLEASE RETURN INFORMATION TO DISABLED STUDENTS PROGRAMS & SERVICES AT:
 Clovis Community College  Reedley College
 Madera Center
1101 E. University Ave.
10309 N. Willow
995 N. Reed Ave
30277 Ave. 12
Fresno, CA 93741
Fresno, CA 93730
Reedley, CA 93654
Madera, CA 93638
(559) 442-8237 (voice/TTY)
(559) 325-5230
(559) 638-0332
(559) 675-4864
FAX: (559) 449-6038
FAX: (559) 499-6062
FAX: (800) 643-1521
FAX: (800) 643-0518

 Fresno City College

 Oakhurst Center
40241 Hwy 41
Oakhurst, CA 93644
(559) 683-3940
FAX: (800) 559-6819
Revised 6.10.16

Criteria for Documenting Disabilities per Administrative Code, Title 5
§ 56032. Physical Disability. Physical disability is defined as a limitation in locomotion or motor functions. These limitations are the result of
specific impacts to the body’s muscular-skeletal or nervous systems, and limit the student’s ability to access the educational process. NOTE:
Authority cited: Sections 67312, 70901 and 84850, Education Code. Reference: Sections 67310-67312 and 84850, Education Code.
§ 56034. Deaf and Hard of Hearing (DHH).
Deaf and Hard of Hearing (DHH) is defined as a total or partial loss of hearing function that limits the student’s ability to access the educational
process. NOTE: Authority cited: Sections 67312, 70901 and 84850, Education Code. Reference: Sections 67310-67312 and 84850, Education Code.
§ 56035. Blind and Low Vision.
Blindness and low vision is defined as a level of vision that limits the student’s ability to access the educational process. NOTE: Authority cited:
Sections 67312, 70901 and 84850, Education Code. Reference: Sections 67310-67312 and 84850, Education Code.
§ 56036. Learning Disability.
Learning disability (LD) is defined as a persistent condition of presumed neurological dysfunction which may exist with other disabling conditions.
The dysfunction is not explained by lack of educational opportunity, lack of proficiency in the language of instruction, or other non-neurological
factors, and this dysfunction limits the student’s ability to access the educational process.
To be categorized as a student with a learning disability a student must meet the following criteria through psycho-educational assessment verified
by a qualified specialist certified to assess learning disabilities:
(a) Average to above-average intellectual ability; and
(b) Statistically significant processing deficit(s); and/or
(c) Statistically significant aptitude-achievement discrepancies.
NOTE: Authority cited: Sections 67312, 70901 and 84850, Education Code. Reference: Sections 67310-67312 and 84850, Education Code.
§ 56037. Acquired Brain Injury (ABI).
Acquired Brain Injury (ABI) is defined as a deficit in brain functioning which results in a total or partial loss of cognitive, communicative, motor,
psycho-social and/or sensory-perceptual abilities, and limits the student’s ability to access the educational process. NOTE: Authority cited: Sections
67312, 70901 and 84850, Education Code. Reference: Sections 67310-67312 and 84850, Education Code. Effective October 16, 2015 9
§ 56038. Attention-Deficit Hyperactivity Disorder (ADHD).
Attention-Deficit Hyperactivity Disorder (ADHD) is defined as a neurodevelopmental disorder that is a persistent deficit in attention and/or
hyperactive and impulsive behavior that limits the student’s ability to access the educational process.
NOTE: Authority cited: Sections 67312, 70901 and 84850, Education Code. Reference: Sections 67310-67312 and 84850, Education Code.
§ 56039. Intellectual Disability (ID).
Intellectual disability (ID) is defined as significant limitations both in intellectual functioning and in adaptive behavior that affect and limit the
student’s ability to access the educational process. An individual may have an intellectual disability when:
(a) the person's functioning level is below average intellectual ability; and
(b) the person has significant limitations in adaptive skill areas as expressed in conceptual, social, academic and practical skills in independent living
and employment; and,
(c) the disability originated before the age of 18.
NOTE: Authority cited: Sections 67312, 70901 and 84850, Education Code. Reference: Sections 67310-67312 and 84850, Education Code.
§ 56040. Autism Spectrum.
Autism Spectrum disorders are defined as neurodevelopmental disorders described as persistent deficits which limit the student’s ability to access
the educational process. Symptoms must have been present in the early developmental period, and cause limitation in social, academic,
occupational, or other important areas of current functioning.
NOTE: Authority cited: Sections 67312, 70901 and 84850, Education Code. Reference: Sections 67310-67312 and 84850, Education Code.
§ 56042. Mental Health Disability.
Mental Health disability is defined as a persistent psychological or psychiatric disability, or emotional or mental illness that limits the student’s
ability to access the educational process.
For purposes of this subchapter, conditions that are not described and/or excluded in the American Psychiatric Association Diagnostic and
Statistical Manual (DSM) or the Americans with Disabilities Act (ADA) are not covered in this category.
NOTE: Authority cited: Sections 67312, 70901 and 84850, Education Code. Reference: Sections 67310-67312 and 84850, Education Code; 42 U.S.C.
Sec. 12101; American Psychiatric Association (2013). Diagnostic and Statistical Manual of Mental Disorders (Fifth ed.). Arlington, VA: American
Psychiatric Publishing. Effective October 16, 2015 10
§ 56044. Other Health Conditions and Disabilities.
This category includes all students with disabilities, as defined in Section 56002, with other health conditions, and/or disabilities that affect a major
life activity, which are otherwise not defined in Sections 56032-56042, but which limit the student’s ability to access the educational process.
Revised 6.10.16

State Center Community College District
Disabled Students Programs & Services (DSP&S)
ACADEMIC ACCOMMODATION PLAN
Campus:

FCC

CCC

RC

Madera Center

Oakhurst Center

Name: _______________________________________________________ ID: _______________________________
0

EDUCATIONAL LIMITATIONS
All educational limitations are directly associated to the student’s verified disability. The student’s verified disability results in difficulty for the student to:

Manage disability issues
Complete tests in a traditional manner
Produce written material
Produce oral material

Hear/Process auditory material
See/Process visual material
Speed of processing material
Other: __________________

PROGRESS MEASURED BY:
College Progress Policy (refer to Probation & Dismissal Regulations)

Traverse campus (timely)
Manual manipulation of
objects/equipment
Other: __________________

Educational Assistance Class Measurable Progress

AUTHORIZED ACCOMMODATIONS
All authorized accommodations are based on a verification of disability and interactive dialogue between the student and the DSP&S Certificated Staff.

General Accommodations
priority registration
note taker
interpreter
table/chair: _______________
preferential seating: ________
_________________________
Assistive Technology
video magnifier
audio recorder
spell checker
adaptive computer device
adaptive software: ____________
4-function calculator

Testing Services
proctor outside of classroom
in room w/reduced distraction
extended testing time
1.5x
_________________________
scan and read
speech to text support
writing support
Counseling
personal/disability counseling
specialized academic counseling
specialized vocational counseling

Alternate Format
E-Text
enlarged print-font size: ________
Braille
Mobility Services (Tram)
permanent
temporary: _________
Specialized Instruction
Developmental Services classes
Adaptive P.E. classes

Other Accommodations
_______________________________________________________________________________________________
_______________________________________________________________________________________________
_______________________________________________________________________________________________
_______________________________________________________________________________________________
ADDITIONAL COMMENTS
The information below is not considered to be part of the student’s authorized accommodations, but will assist faculty and staff in meeting the students needs.

_______________________________________________________________________________________________
_______________________________________________________________________________________________
_______________________________________________________________________________________________
_______________________________________________________________________________________________

DSP&S Certificated Staff Signature

Date

Student Signature

Date

The information on this form is being collected pursuant to California Education Code Sections 67310-67312, and California Code of Regulations, Title 5, Section 56000 et.seq.
Note: This Academic Accommodation Plan is for DSP&S use only. Please contact appropriate department for compliance with other college policies (i.e., Financial Aid).
Revised: 6.10.16

Reedley College
Disabled Students Programs & Services (DSP&S)
NOTIFICATION OF AUTHORIZED SERVICES
Campus:

RC

Madera Center

Oakhurst Center

The following student has a verified disability resulting in educational limitations. The student is authorized by
Disabled Students Programs and Services (DSP&S) for the following marked academic accommodations.
Please contact the DSP&S office if there are any questions and/or additional explanations needed.
Student Name: _____________________________________________ Academic Year: _____________________
Student ID #: ______________________________________ DSP&S Counselor: __________________________
AUTHORIZED ACCOMMODATIONS
All authorized accommodations are based on a verification of disability and interactive dialogue between the student and the DSP&S Certificated Staff.

General Accommodations
priority registration
note taker
interpreter
table/chair: _______________
preferential seating: ________
Assistive Technology
video magnifier
audio recorder
spell checker
adaptive computer device
adaptive software: ____________
4-function calculator

Testing Services
proctor outside of classroom
in room w/reduced distraction
extended testing time
1.5x
_________________________
scan and read
speech to text support
writing support
Counseling
personal/disability counseling
specialized academic counseling
specialized vocational counseling

Alternate Format
E-Text
enlarged print-font size: ________
Braille
Mobility Services (Tram)
permanent
temporary: _________
Specialized Instruction
Developmental Services classes
Adaptive P.E. classes

Other Accommodations
_______________________________________________________________________________________________
_______________________________________________________________________________________________
_______________________________________________________________________________________________
_______________________________________________________________________________________________

ADDITIONAL COMMENTS
The information below is not considered to be part of the student’s authorized accommodations, but will assist faculty and staff in meeting the students needs.

_______________________________________________________________________________________________
_______________________________________________________________________________________________
_______________________________________________________________________________________________
_______________________________________________________________________________________________
_______________________________________________________________________________________________
_______________________________________________________________________________________________
_______________________________________________________________________________________________

DSPS Certificated Staff: __________________________________________
DSP&S File: White

DSP&S Office: Yellow

Student: Pink

Date: ________________
Revised: 6.10.16

Reedley College
Disabled Students Programs & Services (DSP&S)
TEST ACCOMMODATIONS POLICIES AND PROCEDURES
Students who are authorized to use testing accommodations and/or test proctoring services must abide by the following
test accommodation policy and procedures.
1. Testing accommodations are only provided with prior approval by a DSP&S counselor as documented by the
Academic Accommodation Plan. All testing accommodations must be modified and verified prior to delivering the
Request for Test Proctoring form to the instructor. Once submitted to the instructor only the identified testing
accommodations will be provided.
2. Students are responsible for scheduling testing appointments by completing the Request for Test Proctoring Form at
the DSP&S office.

In-person by going to the DSP&S Office

Calling (559) 638-0332
3. Testing accommodations need to be scheduled in advance. Walk-in appointments are not available. The following are
exam scheduling guidelines:

Regular tests, exams, and quizzes: at least 3 academic working days advanced notice

Midterms & Final Exams: 2 week advanced notice due to high volume of test accommodations
4. Test Proctoring appointments are available:
Monday:
1:00pm – 4:00pm
Tuesday:
9:00am – 12:00pm
Wednesday:
9:00am – 12:00pm
Thursday:
1:00pm – 4:00pm
Friday:
10:00am – 3:00pm
5 . Notify DSP&S office immediately of any cancellations. Repeat failure to attend scheduled testing appointments may
result in a suspension of test accommodations.
6 . Students must be on time for scheduled test proctoring appointment. If students are more than 15 minutes late to their
testing appointment, DSP&S may not be able to accommodate the student. Repeated tardiness to scheduled
appointments may result in a suspension of test accommodations.
7 . Students are responsible for ensuring they have all the testing materials needed for test(s) including but not limited to:
pen(s), pencil(s), scantron, bluebook, scratch paper, allowable/approved notes, calculator, etc.
8. No food or drink is allowed in test proctoring area unless disability related and on academic accommodation plan.
9. No personal items and/or non-approved/unallowable test materials (i.e., cellphones, tablets, backpacks, books, notes,
purses, calculator, etc.) are allowed in the test proctor area. A secure/safe area to store these items/materials will be
provided for students during the proctoring of tests.
10. Students must complete the exam in one sitting unless otherwise specified on Academic Accommodation Plan and or
identified by the instructor on the Request for Test Proctoring form. Once a student leaves the test proctoring area
without approval the test/exam will be considered completed.
11. All tests are monitored in-person or by a monitoring system.
12. When taking the test/exam please do not touch and/or disturb any other materials and/or individuals in the area.
Students are provided with an appropriate work area for test proctoring and are expected to use the designated area
only.
13. Once student completes the test, all testing materials (i.e., test, scantron, blue book, scratch paper,
approved/allowable notes, Request for Test Proctoring form, etc.) must be submitted to the test proctor and will be
forwarded to the instructor for review.
14. Academic Dishonesty Policy: Cheating, Plagiarism, and Collusion will not be tolerated. Academic dishonesty in any
form is a very serious offense and will incur serious consequences. Penalties for such actions may include but are not
limited to failing grade on test, paper, project and/or the course. (See College Catalog Administrative Policies)
I have read and agree to comply with the Test Accommodation Policy and Procedures. I further understand any violation
of the Academic Dishonesty Policy while utilizing test proctoring services and/or accommodations will result in the
immediate removal and termination of the test.

Student Name (Print)
Revised 09-12-16

Student Signature

Date

Reedley College
Disabled Students Programs & Services (DSP&S)
REQUEST FOR TEST PROCTORING PROCESS
The following outlines the responsibility flow of the test proctoring process:

STUDENT IS RESPONSIBLE FOR:




Requesting test proctoring from DSPS office as soon as there is a notification of a test.
Completing the top portion of Request for Test Proctoring form at the DSP&S office.
Working with DSP&S to schedule an appointment to access test proctoring services.

DSP&S IS RESPONSIBLE FOR:



Coordinating and scheduling testing appointment with student.
Sending email notification of test proctoring appointment to testing center.

RC TESTING CENTER IS RESPONSIBLE FOR:





Notifying instructor of test proctoring appointment.
Requesting exam and proctoring information from instructor.
Maintaining security of the test and testing materials.
Providing exam and proctoring information received from instructor to proctor.

INSTRUCTOR IS RESPONSIBLE FOR:


Responding to Testing Center email (rctesting@reedleycollege.edu) with the information
requested and test materials. Instructors Please Note:
 Test materials need to be received 24 hours prior to the scheduled test date and time.
 Do not send the exam unless you receive the request email notification.
 All students who qualify for testing accommodations have the right to balance their testing
load so that their disability does not interfere with their test performance.

TEST PROCTOR IS RESPONSIBLE FOR:





Proctoring exam with approved accommodations and instructor specified resources/instructions.
Returning the completed exams, notes, etc. to instructor mailbox
Returning fully completed request for test proctoring form to DSPS.
Reporting any testing irregularities to instructors and DSP&S Counselor (i.e., cheating,
unapproved materials/notes, no-show).

0332REMEMBER . . .
SECURITY AND COMPLETE
CONFIDENTIALITY OF YOUR
TEST MATERIAL IS A PRIORITY
AT ALL TIMES!
We appreciate your assistance and look forward to
working with you to provide a testing environment
where students can achieve their full potential.
If you have any questions regarding disability
verification, accommodations or test administration,
please contact the DSP&S office at (559) 638-0332.



DSP&S verifies all disabilities and reviews
documentation to determine appropriate academic
accommodations.



Documented accommodations are required by the
ADA, 504 of the Rehabilitation Act, and Title V.



Any irregularities in the test process or the student’s
activity/behavior while testing will be reported to the
instructor and DSP&S Counselor.



If a test has been cancelled or the student does not
show for the scheduled testing appointment, the test
will be promptly returned to the instructor.
Revised 10/24/16

Reedley College
Disabled Students Programs & Services (DSP&S)
REQUEST FOR TEST PROCTORING
I AM REQUESTING TEST PROCTORING ACCOMMODATIONS THROUGH DSP&S.
Student Name:

Student ID:

Request Date:

Course:

Instructor:

Class Days/Times:

Test Description:

Test Day/Time:

Class Location:

Student Phone #/Contact Info:

TEST PROCTORING APPOINTMENT SCHEDULED FOR:
Date:

Time:

Location:

This student’s DSP&S Counselor is:

The scheduled test proctoring date/time may not coincide with the scheduled day and time of the actual test
due to disability, availability of staff and/or testing facilities.
Student Signature:

Date:

Staff signature (needed for phone/email request only):

*** FOR OFFICE USE ONLY ***
Appointment Scheduled on SARS:
Staff Name

Scanned to Testing Center:
Date/Time

Staff Name

Date/Time

Staff Name

DSP&S Exam Request sent to Instructor:

Accommodations according to the academic accommodation plan:
Extended Time – 1.5x
Room w/ reduced distraction
Extended Time – 2x

Scan and Read

Calculator: 4-Function
Preferential Seating

Other:
Proctoring Information From Instructor:
Test & Proctoring Information Received From Instructor
Class allotted time for exam (hours/minutes):
Resources Allowed (i.e. notecards, open book, etc.):
See email from instructor (attached) for proctoring specifics above.
This request for test proctoring was conducted in accordance with federal & state regulations governing support services to students with disabilities.

** FOR PROCTOR USE ONLY**

Minutes Allowed (including extended time per accommodations):
Actual Start Time:

Actual End Time:

Comments:

Revised 10-24-16

State Center Community College District
Disabled Students Programs & Services (DSP&S)
COURSE RECORDING AGREEMENT
Campus:

FCC

CCC

RC

Madera Center

Oakhurst Center

According to the US Department of Education, Office for Civil Rights, the recording of classroom sessions as an
accommodation for students with disabilities may not be restricted. It is specifically addressed under Section 504
of the 1973 Rehabilitation Act and the Americans with Disabilities Act (ADA). The legal reference, found in the
Code of Federal Regulations 34CFR104.44 (b) for Section 504 reads as follows:
Section 104.44 Academic Adjustments
(b) Other rules. A recipient (college) to which this subpart applies may not impose upon students with disabilities
other rules, such as the prohibition of recorders in classrooms or of guide dogs in campus buildings, that have the
effect of limiting the participation of handicapped students in the recipient’s education program or activity.
While students with disabilities who need it as an accommodation must be allowed to record classes, they may
be required to sign an agreement which indicates that the recordings will not be sold or used for any other
purpose than their own educational needs.
The student named on this form has been determined eligible for course recording accommodations. If you have
any questions, please contact the DSP&S office on your campus.

Student Agreement for Recording Classes
I, ______________________________________, understand that, as a student enrolled in State Center
Community College District, who has a disability affecting my ability to take or read notes, I have the right to
record my class lectures for use in my personal studies only.
I realize that lectures recorded for this reason may not be shared with other people without the written consent
of the lecturer.
I understand that recorded lectures may not be used in any way against the faculty member, or other lecturer, or
students whose classroom comments are recorded as part of the class activity.
I am aware that the information contained in the recorded lecture is protected under federal copyright laws and
may not be published or quoted without the expressed consent of the lecturer and without giving proper identity
and credit to the lecturer.
I agree to abide by these guidelines with regard to all lectures I record while I am enrolled as a student in State
Center Community College District.

Student Signature

Date

DSP&S Certificated Staff Signature

Date

Student File: White

Student Copy: Yellow

A photocopy of this form is as valid as the original

Revised: 6.10.16

State Center Community College District
Disabled Students Programs & Services (DSP&S)
VOLUNTEER NOTETAKING PROCESS
Students with note taking as an authorized accommodation have a verified disability that makes note taking difficult or
impossible.

Students are responsible for:
1. Initiating accommodations by informing instructors you will utilize note taking services in the course and then:

Selecting a note taker with instructors help

Selecting a note taker on their own

OR and working with another student directly
by providing the instructor with the accommodation
form and requesting assistance finding a notetaker.
for note taker accommodations.
2. Reviewing a sample of notes taken and approve the note taker as sufficient. If not sufficient please notify your
DSP&S counselor immediately through email, phone, or in-person (appointment).
3. Requesting/picking-up note taker paper (NCR) from DSP&S and providing the NCR paper to your note taker.
Instructors are responsible for:
4. Ensuring only 1 note taker per course section.

Suggested Announcement:

5. Maintaining student privacy*.
6. Making an announcement that a volunteer notetaker
is needed for the class.

“A student in this class needs assistance
taking effective notes. Is there someone in
class willing to share their class notes? ”

7. Waiting for someone to volunteer. In almost all
cases a student will volunteer to share his/her notes.

8. Give form to the volunteer to complete.
9. Retrieve the completed form from the volunteer.
10. Privately give the completed form to the student
with the disability. The student will then make contact
with the volunteer and submit form to DSP&S.
Note takers are responsible for:
11. Reviewing, completing, submitting and following the
Notetaker Agreement.
12. Writing/typing notes every course meeting.
13. Ensuring notes are clear and legible.

We can help you!
If no volunteer emerges, or if you have
questions about this procedure, please
call your perspective DSP&S office.
(See below)

14. Deliver notes within 48 hours of the class meeting or
within 24 hours when a quiz/test is scheduled for the
next class meeting

*Legally, all information related to the individual
with the disability & the disability must remain
confidential.

We appreciate your assistance and look forward to working with you to provide appropriate accommodations
that will help students achieve their full potential.
If you have any questions regarding note taking or any other accommodations please contact the Disabled Students
Programs and Services (DSP&S) at the location the course is being taught.
 Fresno City College
 Clovis Community College  Reedley College
 Madera Center
 Oakhurst Center
1101 E. University Ave.
Fresno, CA 93741
(559) 442-8237 (voice/TTY)
FAX: (559) 449-6038

10309 N. Willow
Fresno, CA 93730
(559) 325-5230
FAX: (559) 499-6062

995 N. Reed Ave
Reedley, CA 93654
(559) 638-0332
FAX: (800) 643-1521

30277 Ave. 12
Madera, CA 93638
(559) 675-4864
FAX: (800) 643-0518

40241 Hwy 41
Oakhurst, CA 93644
(559) 683-3940
FAX: (800) 559-6819
Revised: 6.10.16

State Center Community College District
Disabled Students Programs & Services (DSP&S)
NOTETAKER AGREEMENT SERVICES
Campus:

FCC

CCC

RC

Madera Center

Oakhurst Center

Notetaking is an academic accommodation provided by the college to assist students with specific disabilities
to process information and content in a specified course.

**If you elect to be a notetaker, please read the following notetaker agreement, responsibilities, and guidelines.**
Complete the agreement form and submit to the DSP&S office.
I,
, agree to work with the Disabled Students Programs and Services office
as a volunteer notetaker. As an approved volunteer notetaker I understand and agree to the following notetaker
responsibilities and conditions for the entire semester. Notetaker responsibilities and conditions include but are not
limited to:















Must be officially enrolled at SCCCD and registered for the same course as the student
Attend all scheduled classes, except in cases of illness and emergencies
Pre-arrange for a substitute notetaker for days when you will be absent
Provide a sample of the notes you have taken to the student for review/approval.
Notes can be produced/delivered by: using notetaker paper (NCR-from student); photocopying notes, or scanning notes into
an electronic format (PDF) so notes are ready to be emailed as an attachment.
Set up notes in a clear and concise manner.
Highlight assignment, tests, and all other important information.
Deliver notes to the student in-person (i.e., NCR paper or photocopies) or electronically (i.e., scan and email with an
attachment) within 48 hours of the class meeting or within 24 hours when a quiz/test is scheduled for the next class meeting
Behave in a courteous and professional manner in accordance with student conduct standards (see Administrative Policies in
college catalog)
Be open to feedback about your notes. Feedback from a variety of sources may be collected, including the student for whom
you provide notes, the instructor and/or the DSP&S office.
Adhere to confidentiality policy as set forth the in Family Education Right to Privacy Act (FERPA). As a DSP&S representative
you are expected to adhere to the confidentiality policy as set forth the in Family Education Right to Privacy Act (FERPA) and
should not discuss nor refer to the name and/or disability information of any DSP&S student. All students who register with
DSP&S do so confidentially. This confidentiality extends to all DSP&S staff and student workers (volunteer/paid).
Notify the student and DSP&S office within 48 hours, if you drop or withdraw from the class so arrangements for another
notetaker can be made
Approved volunteer note takers, who are fully matriculated, in academic “good standing”, meet total unit requirements as
specified by enrollment priority policies and are actively providing note taking services will be provided with priority
registration.

This Agreement is VOID if:



the notetaker misses more than 2 classes without making arrangements with the student for whom notes are being taken or if
notetaking problems can’t be resolved
the student receiving the notes have three (3) consecutive unexcused absences in the specified course(s) (Notetakers will be
notified by DSP&S if absences are excused).

I have read the Notetaker Agreement and agree to follow the responsibilities and guidelines required to ensure the
student receiving this service will benefit fully from the classroom experience.
NOTAKER INFORMATION
Print Name:
Student ID#:

Signature:
Cell Phone #:

e-mail address:

COURSE/STUDENT INFORMATION
Course Title:

Section #:

STUDENT(S) RECEIVING NOTES (if known) Name:

Instructor:
ID #:
Revised: 6.10.16

State Center Community College District
Disabled Students Programs & Services (DSP&S)
REQUEST FOR ALTERNATE MEDIA
Campus:

FCC

CCC

RC

Madera Center

Oakhurst Center

Student Name: _____________________________________________________________________________
Last

First

Semester Media Needed: ______

Telephone: ____________________________

M.I.

ID: ___________________

DIRECTIONS:
1. Student must meet with their counselor to complete form.
2. Student must take completed form and turn in to the Alternate Media Specialist.
VERIFICATION OF DISABILITY & APPROVAL FOR ALTERNATE MEDIA SERVICES:
Authorized Alternate Format(s) include:
MP3
PDF
Kurzweil
Braille
Other: ___________________
DSPS Certificated Staff

Date

To receive textbooks, instructional workbooks/handouts, and other printed material in electronic format or
other alternate media, students must complete this form and abide by the following policies:
 POSSESSION OF INSTRUCTIONAL MATERIAL (POIM): I understand that I must be registered in courses for which I
request alternate media and all instructional material requested to be converted to an alternate format must be required for the
course(s) registered in. Finally, I must demonstrate to DSP&S the possession of the standard instructional material required for the
course prior to receiving the alternate media requested.

 SECURITY OF ELECTRONIC TEXT AGREEMENT: I understand that any electronic text, which may be supplied to me, is
solely for my own educational purposes. I will not copy or distribute any such electronic text in violation of the Copyright Revisions
Act of 1976, as amended (17 U.S.C. Sec. 101 et seq.). I understand that failure to abide by this agreement may constitute a
violation of the colleges Student Code of Conduct and/or of the SCCCD Disabled Students Programs and Services policy and
procedures regarding responsible use of academic accommodations and supportive services. I understand that a violation of that
policy, including improper distribution of electronic text, may result in suspension of academic accommodations, specifically alternate
media. I also understand that the binding of my textbook may be removed and that is an integral step in the alternate media
conversion process.
Signature of Student

Date

STUDENT IS REQUESTING ALTERNATE MEDIA FOR:
Required textbooks in all courses student is registered for. (See Registration Printout/Schedule.)
Required textbooks in the courses specified below:
Course Title
Schedule #

Other required course materials specified below:
Course Title

DSP&S File: White

Schedule #

Description of other standard course material.

Student: Yellow

Alternate Media Specialist: Pink

Revised: 6.10.16

DISABLED STUDENTS PROGRAMS AND SERVICES

Reedley College
STUDENT EDUCATION PLAN
Name:

ID:

Catalog Year:
Major:
Goals:
Transfer (CSU/UC)

Counselor:

Basic Skill

Summer

16

Units

Total Units:
Summer

17

18

Total Units:

AA/AS Degree

Certificate of (C/A)

Job Skills

Personal/Social Development

16

Units

Total Units:
Units

Total Units:
Summer

Fall

Fall

17

Fall

18

Total Units:

Spring

17

Units

Comments:

Total Units:
Units

Total Units:
Units

Date:

Spring 18

Units

Total Units:
Units

Spring

19

Units

Total Units:

Notes:

Student Signature

10-11-12 revision

Counselor Signature

State Center Community College District
Disabled Students Programs & Services (DSP&S)
PETITION FOR CHANGE OF COUNSELOR (Same Site)
Campus:

FCC

CCC

RC

Madera Center

Oakhurst Center

__________________________________
Student’s Name

_____________________
Student ID #

______________
Date

Student Phone Number

Student Email

__________________________________
Present Counselor

__________________________________
New Counselor Requested

My reason(s) for changing: _________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
_____________________________________
Student’s Signature
_____________________________________
Counselor’s Signature

File sent to new counselor

___________
Date

Information inputted into DSP&S screen

___________
Date

Revised: 6.10.16

