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          Disabled Student Services

                 P.O. Box 6830, Fullerton, CA  92834/    T 657-278-3112    /    F 657-278-2408


General Guidelines and Responsibilities of Students (DSS)
1. All students are expected to be familiar with and abide by all departmental, school, college and university policies pertaining to student conduct and academic practices and procedures. Students can find this information in the university catalog, class schedules, departmental brochures and handbooks, and on the university web page. Please visit our website at: www.fullerton.edu/dss

2. Department of Rehabilitation (DOR): If 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. In other words, if a student's registration for classes is canceled because of non-payment or because the university has not received a DOR authorization, it is the student's responsibility.

4. Personal Information: It is the student's responsibility to be sure DSS has his/her current home and mailing addresses, phone numbers, and email address if different than the one assigned by the university. In addition the student must keep current the telephone number and name of someone who can be contacted in case of an emergency. If DSS does not have this information, we will be unable to provide the student with important information.

3. Support Services: If a student needs any of the following services, he/she should notify DSS as soon as possible to permit coordination. This may include the use of an interpreter, note taker, alternate format for class materials such as textbooks, handouts, etc, scribes, adapted computer and/or specialized technology, or test proctoring/special testing.

4. Accommodation Letters: During the Fall and Spring semesters, students are required to meet with their DSS counselor during the first 2 weeks of the semester. After the appointment with the DSS counselor, accommodation letter(s) will be created and given to the student to deliver/inform the professor that they are registered with DSS. During Summer/Intersession, students can ask the front office staff for their accommodation letters and are not required to meet with a DSS counselor. For online web based courses, accommodation letters will be emailed to professors.

For courses taken at the Irvine Campus, students will need to meet with their DSS counselor on the Fullerton Campus. Accommodation letters will be given to students to give to their professors at the Irvine Campus.     
For online distance learning courses, accommodation letters will be emailed to the online professors. Students may make phone or in person appointments to meet with their DSS counselor.                                                                                                                                                        

5. Special Testing Services: It is the student’s responsibility to turn in a completed testing information forms if they wish to schedule examinations to be taken with their specific accommodations. Students must turn in a testing information form at least 7 days in advance to schedule an exam.                                                                                           

For final examinations, completed testing forms must be turned in by the specified deadline before final exam week. This allows the testing coordinator to make special arrangements of coordinating your exam and also to allow for the processing of alternative print format, scheduling a scribe, or making sure there is adequate space available for you. If you have any questions regarding testing services, please contact the testing coordinator at dsservices@fullerton.edu.  

WEB COURSES: For students taking online web based courses, DSS will email an accommodation letter to the online professor. Depending on the nature of the course, the professor may be responsible for making sure the student is provided with accommodations for exams and course assignments. If the course is partially online and has some in-person meetings/exams, students can schedule those exams via email through the DSS testing coordinator. 

IRVINE CAMPUS: For students taking examinations at the Irvine Campus, testing accommodations are provided at the Irvine Campus. Rob Flores coordinates the testing services at the Irvine Campus. He can be contacted at 949-936-1657 or at rflores@fullerton.edu. 

6. Adding/Dropping Courses: It is the student’s responsibility to add/drop courses on Titan Online through their Student Portal. Instructions to access the student portal can be found at: http://www.fullerton.edu/admissions/CurrentStudent/Registration.asp under Term Specific Registration Information. Please be aware of the drop/withdrawal deadlines.                                                                                                                     Visit http://www.fullerton.edu/admissions/CurrentStudent/Fall2010/DropCourse.asp for specific dates. 
7. Equipment/Software/ILC Library Key Card Loan: DSS has a limited amount of equipment/software that students can check out on an semester basis. Availability is first come – first served basis. Please see DSS front office staff for more information. 
8. Deaf or hard of hearing (D/HH) students are expected to register for classes on their own and also need to give their class schedule to the Deaf /Hard of Hearing Specialist if they wish to be provided interpreting or captioning services for their classes. 

Students who use sign language interpreters or real-time captioning should notify the D/HH Specialist of all class scheduling before the beginning of each semester. If changes are made to your class schedule, the specialist must be notified promptly. Requests can be e-mailed to the D/HH Specialist at dleischner@fullerton.edu.

Three (3) unexcused absences in any class may result in the loss of interpreter/real time-captioning services until the student meets with the Deaf Hard of Hearing Specialist. There are also other accommodations available for Deaf/Hard of Hearing students upon request. 

9. Academic Integrity - Academic dishonesty includes but is not limited to cheating on examinations or assignments, unauthorized collaboration, plagiarism, falsification/fabrication of university documents, any act designed to give unfair academic advantage to the student (such as, but not limited to, submission of essentially the same written assignment for two courses without the prior permission of the instructor), assisting or allowing any of these acts, or the attempt to commit such acts (UPS 300.021)
10. Faculty Responsibilities - Cooperate with DSS in providing prescribed accommodations and/or support services for the student in a fair and timely manner. 
- Be responsible for providing timely access to course materials for students with disabilities, particularly those with print disabilities who need printed information in alternative formats. 
- Since the U.S. Department of Education Office of Civil Rights has articulated "timely" to mean at the same time as all other students receive the information, faculty must allow sufficient time (one to two weeks) for print materials to be translated into alternative formats (i.e., Braille, audio tape, large print, E-text). 
- Review the Accommodation Letter upon presentation by a registered student with a disability.
- Review, complete and sign the Test Information form so that the student can return the form to DSS in a timely manner.                                                                                                                                                                                                               

- Provide a copy of examination materials one week in advance in situations in which alternative formatted materials are requested as a reasonable accommodation. This requirement will allow sufficient time to convert the exam materials into the necessary non-print format (i.e., Braille, audio tape, large print, or E-text).

- Consult with DSS if there is any question regarding how to implement the prescribed accommodations.

- Provide a classroom atmosphere that is harassment-free in nature and nondiscriminatory for students with disabilities.

Please read the DSS Student Handbook at: http://www.fullerton.edu/dss/dss_student_Handbook.htm. 

For more information regarding support services, campus resources, DSS forms, scholarships and additional resources, please visit the CSUF Disabled Students webpage at: http://www.fullerton.edu/dss/
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