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I. CONTACT INFORMATION 

Main �'�6�3�6��Office – Ocean Campus 
Rosenberg Library, Room 323 

50 �)�U�L�G�D���.�D�K�O�R �:�D�\ 
San Francisco, CA 94112 

�(�P�D�L�O�����'�6�3�6�D�F�R�P�#�F�F�V�I���H�G�X 
Voice: (415) 452-5481 

www.ccsf.edu/�G�V�S�V 

DSPS Office – John Adams Center 
Room 106 

1860 Hayes Street 
San Francisco, CA 94117 
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III. DSPS MISSION STATEMENT 



 

   

    
 

 
    

  
    

   
 

    
  
  
   

 
 

 
 

    
 

    
 

  
   

 
   

 
   

  
 

 
 

  

IV. LEGAL FOUNDATIONS FOR ACADEMIC 
ACCOMMODATIONS 

Federal and state laws govern the rights of students with disabilities to higher education. These 
laws and policies include sections 504 and 508 of the Rehabilitation Act (1973 and 1998); the 
Americans with Disabilities Act (1990); and Title 5 of the California Code of Regulations. 
Following is a summary of what current law requires and what it does not require. 

What the Law Requires: Equal, Not Preferential Treatment 
�x Equal access to instruction, services, activities, and facilities of the college. 
�x Students must be evaluated on ability, not disability. 
�x Accommodations must be provided when students have educational limitations that affect 

the ability to acquire information or to demonstrate knowledge of the course material in a 
standard way. 

What the Law Does Not Require 
�x The law does not require changing standards or grading policies because a student has a 

disability. 
�x The law does not require providing accommodations to a student who verbally claims a 

disability but who has not provided documentation to the college, either through DSPS or 
through the ADA coordinator. 

�x The law does not require providing personal devices such as wheelchairs, hearing aids, or 
glasses. 

�x The law does not require providing personal services such as assistance with eating, 
dressing, or mobility. 

�x The law does not require providing accommodations that would fundamentally alter the 
nature of a program, class or course or substantially modify academic or program 
standards. 

www.ccsf.edu/dsps · 415.452.5481 4 
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VI. DISABILITY RELATED ACCOMMODATIONS 

What are accommodations? 
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 them an equal opportunity in the classroom and student activities. 
Although equality of opportunity will not guarantee equality of results, it will give students with 
disabilities the opportunity to live up to their potential for sum
[(Wh)-4.2.8 (l)-1.9 (l )8.2.





   

  
  

  

   
 

    
  

 
   

  

  

 

  

 

  
 

  
 

 

 
  

 

   

  
 

To ensure reasonable, appropriate accommodations it is imperative that students abide by 
deadlines and procedures for requesting testing accommodations. Advance scheduling is 
required for all exams and quizzes. 

Students must schedule accommodations seven days in advance for regular tests. Deadlines for 
final exams including summer session are printed at the beginning of each semester. Students 
may forfeit their right for testing accommodations if they fail to follow deadlines for 
accommodation requests. 

If a deadline is missed, we may recommend the student discuss the option of having the 
accommodation provided by the instructor. Instructors may choose to provide the approved 
accommodation before or after class or during an office hour, but are not required to do so.  

Testing accommodation needs for other campuses will be arranged on a case-by-case basis. 

Procedure for Arranging Testing [/MCID 41t.5ipmm8modations 



 

   

    
  

 

  
   

 
  

audio recorders, scribes, adapted classroom equipment, and other similar services or equipment. 
DSPS assists students with auxiliary aid requirements. 

Tests should be administered in such a manner that results for students with impaired sensory, 



 

   

      
 

 
  

 

    
 

   
  

 
   
  

  
 

 
 

  
     

    
   
   

 
 

 
 

 
 

   
   

  
 

    
  

 
  

   
 

   
  

 
 

     
  

 

VII. FACULTY RIGHTS & RESPONSIBILITIES 

The Disabled Student Programs and Services (DSPS) offers and coordinates support services and 
special classes for a wide range of students with disabilities so that they can fully participate in 
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______________________________________________________________________________ 

______________________________________________________________________________ 

�ƒ Do not offer unlimited time on a test to a DSPS student unless you also allow the entire 
class unlimited time. Talk with a DSPS counselor if you have any concerns. 

�ƒ Do assign all students in your class the appropriate grade that they earned. 

�ƒ Service /Assist Animals can be removed from the classroom if: 
�x the animal is not on a leash or the leash is longer than 8 feet. 
�x the owner is not in control of the animal. 
�x the animal is disrupting the class. 
�x the animal is blocking safe entry or exit or blocking the aisle. 
�x the animal poses a health hazard. 
�x the animal is aggressive towards persons or other animals. 

�ƒ Service/Assist animals are not permitted in the swimming pool, shower areas, on 
furniture or at the level of food. 

DSPS counselors are available for disability related presentations to your students or to consult 
with faculty members about their accommodation questions or concerns. Contact DSPS at (415) 
452-5481 to reach a DSPS counselor. 

Some students with disabilities will identify themselves as such by contacting the DSPS and/or 
their instructors before or early in the semester. Others, especially those with hidden disabilities, 
may not. Instructors may want to make an announcement at the beginning of the semester 
inviting students with disabilities to make an appointment to discuss their disability related 
course needs. Instructors are also encouraged to include the suggested statement in their syllabus 
which can assist students in practicing self-advocacy. 

A suggested class syllabus statement: 

In response to several requests for what to add to a class syllabus with regards to Disability 
Accommodations, DSPS offers the following: 

If you 
- need classroom or testing accommodations because of a disability 
- have emergency medical information to share with me 
- need special arrangements in case the building needs to be evacuated 
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It may also be beneficial for instructors to include a statement in their syllabus regarding their 
attendance policy, adherence to the Code of �6�W�X�G�H�Q�W��Conduct including details about 
what behavior is expected in the classroom. (i.e. cell phones off, paying attention, being quiet 
during the lecture, raising one's hand to ask a question�� etc.) 

In the event of disruptive behavior, faculty members are encouraged to document each 
instance and follow the disciplinary guidelines available at Conlan �+�D�O�O �5�R�R�P�V�� ��06�������� -
Office of Student Affairs, Student Code of Conduct/disciplinary questions should be directed 
to the Office of Student Affairs at (415) 239-37����. �6�W�X�G�H�Q�W�� �$�I�I�D�L�U�V�� �Z�H�E�S�D�J�H �F�D�Q���E�H���I�R�X�Q�G���D�W 
�K�W�W�S�V�������Z�Z�Z���F�F�V�I���H�G�X���D�E�R�X�W���F�F�V�I���D�G�P�L�Q�L�V�W�U�D�W�L�R�Q���V�W�X�G�H�Q�W���D�I�I�D�L�U�V 
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- Deaf and Hard of Hearing (DHH): total or partial loss of hearing function that limits 
the student’s ability to access the educational process. 
Deafness: a total or partial loss of hearing function so severe that it no longer serves as a 
major channel for information. 
Hearing Limitation: a functional loss in hearing which is still capable of serving as a 
major channel for information processing. 

- Intellectual Disability (ID): significant limitations both in intellectual functioning and in 
adaptive behavior that affect and limit the student’s ability to access the educational 
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health conditions or other disabilities covered in this category, may have impacts that 
result in educational limitations which may be nonspecific and vary widely from 
individual to individual. 

- Physical Disability: limitation in locomotion or motor functions. These limitations are 
the result of specific impacts t Physical emporar0i3 Tw 10767 0 5.21specificty 75pecificprimaril0i3 Tw 106 0 TTd031ot.15k>withw 4.6540.747 2.108f 
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X. COUNSELING AND OTHER SERVICES 

DSPS concentrates its efforts on providing services that are not available elsewhere in the 
college. Specific services and accommodations are determined on a case-by-case basis by the 
DSPS counselor, who assesses the student’s educational limitations based on a written 
verification of disability. DSPS makes the following services available to qualified students at 
CCSF: 

�x Counseling: DSPS has specific counseling services for students with disabilities. These 
include: 

Disability Management: DSPS counselors coordinate necessary support services and 
recommend accommodations in the educational setting. Counselors also serve as a 
resource for information referral to community-based agencies. 
Academic Advising: DSPS does not duplicate services provided by other counseling 
units but are available to consult with other counselors, to review recommendations 
with the student’s disability in mind. Students are encouraged to utilize services from 
other student resources such as New and Continuing Student Counseling, Extended 
Opportunity Programs and Services (EOPS), Asian Pacific American Students 
Success (APASS), African American Scholastic Program (AASP)�� and Latino 
Services Network (LSN). Sometimes a student’s disability impacts the student in 
such a way that DSPS will provide educational advising or planning as an 
accommodation for that student. 
Personal Counseling: to address how current problems are impacting education 
plans and to develop strategies to manage the issue. If in depth counseling is 
indicated, we can provide a referral to Student Health or outside agencies.  

Other Services 
�x Priority Registration: priority registration is provided as an accommodation to qualified 

students according to school protocol. Relevant issues include need for specific course 
sections or locations to address scheduling of interpreters, medication regimes, stamina�� 
and transportation needs. 

�x Learning Disability Assessments: Learning Disabilities Assessments are offered free of 
charge to CCSF students provided that they meet certain eligibility criteria. Those 
students interested in inquiring about this service may schedule an appointment to meet 
with a learning disability specialist or DSPS counselor in the Rosenberg Library, Room 
323. 

�x Hearing Screenings: Free hearing screenings are available at all Centers and the Ocean 
Campus by appointment only. Please call (415) 452-5481 for more information. 

�x Academic Assistance: Drop-in strategy instruction in Math and English. Contact DSPS at 
���������� 452-5481 for current day/time and location. 

�x Classroom and Test Accommodations: DSPS assists in arranging academic adjustments 
and/or auxiliary aids such as increased test time, reduced distraction test environment, 

www.ccsf.edu/dsps · 415.452.5481 17 



   

   
 

   
 

note takers, audio recording, readers, alternate print format such as Braille, large print 
and audio, sign language interpreting/captioning, scooter fleet for loan (Ocean Campus), 
alternate furniture issues related to physical access and relocation of assigned classrooms 
when necessary. 

Additionally, DSPS staff is available to faculty and staff for general consultation, presentations 
of DSPS services and disability related trainings. Please contact the �'�6�3�6��Department Chair 
to arrange for department or group presentations. 

www.ccsf.edu/dsps · 415.452.5481 18 
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XII. FREQUENTLY ASKE D QUESTIONS 

How do I refer a student to DSPS? 

Feel free to contact us directly as well as provide �'�6�3�6��contact information to the 
student and encourage them to make an appointment to inquire about available services and 
resources. Keep in mind, a student’s participation in DSPS is voluntary and they have the 
additional option of requesting accommodations directly through the Americans with 
Disabilities Act (ADA) coordinator. 

What if I don’t believe a student really needs an accommodation or is really disabled? 

DSPS specialists base their recommendations on current medical/educational information and 
their professional knowledge of the student’s disability. If a student presents you with a 
Classroom and Test Accommodation Verification form (CATAV), that student’s disability has 
been documented. You may contact DSPS if you have any questions. But, as the student’s 
records are confidential, DSPS staff will not be able to provide you with any information about 
the student’s specific disability. With a signed Release of Information, we can discuss specific 
situations and assist with problem solving. 

You should know, however, that denial of a legitimate request is a violation of the student’s civil 
right. It is your responsibility to work closely with the student and DSPS to provide reasonable 
accommodations required under the law.  

How do I know if an accommodation request is reasonable for my class? 

If the student has requested an accommodation that conflicts with the goals of your class, please 
discuss your concerns with a DSPS Counselor. In this way, a reasonable compromise can be 
achieved which upholds the goal of equal opportunity for students with disabilities while 
maintaining the academic integrity of your class. 

If a student with a disability is already getting good grades in my class, why is it necessary to 
provide accommodations? 

Title 504 of the Rehabilitation Act of 1973 and Title II of the Americans with Disabilities Act of 
1990 establish that students with disabilities must have equal opportunity. A disabled student’s 
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What if a student asks for a test accommodation the day before an exam? 



   

 

    
    

 
   

 

    

 

 
 

 
 

 
 

   
   

 

          
    

 

 

     
 

    
 



   

  

  

     
   

  
  

  
   

 
  

 

What if a student comes with an aide to the classroom? What should I expect? 



 

   

  
 

 
 

  
 

 

 
  

 
 

 
  

 
  

 

 
   

 
 

 
  

    
  

 

 

   
   

   
 

 
 

  
 

 

 
   

 
 

 

  
 

  
 

 
  

    
   

XI II . POINTS TO REMEMBER 

Ask the student: 
While we encourage students to discuss their needs with their instructors, this is not always done. 
If you have questions about whether or not a student needs an accommodation, the first person to 
ask is the student. 

Be aware of your language: 
Using terms such as “students with disabilities” rather than “disabled students” puts the emphasis 
on the person rather than the disability. 

Relax: 
Don’t be afraid to approach a person with a disability. Don’t worry about using words like 
“walk” with a person in a wheelchair. As with anyone else, just treat them as you would like to 
be treated, with respect. 

Speak directly to the student: 
Don’t consider a companion to be a conversation go-between. Even if the student has an 
interpreter present, speak directly to the student, not to the interpreter. 

Give your full attention: 
Be considerate of the extra time it might take for a person with a disability to get things said or 
done. Don’t talk for the person who has difficulty speaking and ask the student if they require 
assistance. Keep your manner encouraging rather than correcting. 

Speak slowly and distinctly: 
When talking to a person who is hearing impaired or has other difficulty understanding, speak 
slowly without exaggerating your lip movement. Stand in front of the person and use gestures to 
aid communication. Many students who are deaf or hard of hearing rely on being able to read 
your lips. When full understanding is doubtful, write notes. 

Appreciate abilities: 
Students with disabilities, like those without disabilities, do some things well and others not as 
well. By focusing on what they can do, instead of what they can’t, you will help build 
confidence. 

Use common sense: 
Although some students with disabilities may require significant adaptation and modification in 
the classroom, more often simple common sense approaches can be applied to ensure that 
students have access to course content. 

Keep in mind that each student is unique: 
Do not assume that all persons with a similar disability have the same needs or that solutions to 
their problems will always be the same. 

Confidentiality: 
Confidentiality is an extremely important issue when interacting with any student. Students with 
disabilities may be very guarded in the information that they may want to share. It is important to 
respect a student’s right to exercise personal discretion in the disclosure of individual disabilities. 

www.ccsf.edu/dsps · 415.452.5481 24 



 

   

    
 

 
  

  
  

 
  

  
 

  
 
  

Students are under the protection of confidentiality laws and need not disclose the specific nature 
of the disability. 

Standards of Performance: 
Expect the student with a disability to meet the same standards of academic performance as all 
students. They are here because of their abilities and/or goals, not their disabilities. 

Students with disabilities are like everybody else. They pass; they fail; they succeed; they have 



   

     

  

 

  
 

 
 

 
  

  
 

 
  

 
  

  
 

 
 

 

XIV. EXAMPLES OF STUDENT NEEDS AND P OSSIBLE 
ACCOMMODATIONS 

Needs Based on a Verified Disability Possible Accommodation 
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