TO:              Students using C print Captioning System

FROM:         Florence Cooney, Coordinator of Interpreter Services

SUBJECT:   General Procedures for students receiving support services at CCBC-Catonsville.

Welcome to The Catonsville Campus of The Community College of Baltimore County!  I would like to inform you of policies that we have established for students using C Print.

Register for all courses at least two weeks before the first day of class so there will be enough time to schedule a captionist for you.  As soon as you register, bring me a copy of your schedule.

If you cannot attend class, call your counselor or me 48 hours or as soon as possible before the class begins.  If you are absent three times without notification, you will loose your captionist until you meet with your counselor.  I can be reached at 410-455-4369(v); 410-455-4553 (tty), or e-mail at fcooney@ccbc.cc.md.us.

Notify your captionist when you plan to be late for class.

If class has begun and your captionist is not there, wait twenty minutes before contacting me.

You must inform me of any changes in your schedule or classroom.  This is EXTREMELY important.  If you drop or stop attending class or withdraw from the college without notifying me, your services for the next semester will be suspended until you meet with your counselor.

C Print Captioning is a support service accommodation providing you with equal access in the setting where it is being utilized.  If your are approached by another student in your class and asked to share your notes, refer them to the Counseling Center, where they will be asked to provide documentation to support their request for services.

Please remember that C Print is not a substitute for attending class.  Your captionist will not begin captioning until you arrive in the classroom.  If you do not arrive within twenty minutes of the beginning of class, your captionist will leave.

Your captionist will have your notes edited and ready for you within 24 hours of your class.  You can arrange with your captionist if you wish to receive the notes through e-mail, or to pick up a hard copy of the notes in the Learning Assistance Center in K Building.  If your class is on a Friday, your notes will be ready on Monday.

I hope you have a good semester.  Please feel free to contact me at any time, or to stop by my office which in  K200 J. Please sign this form and return it to me within two weeks.

Student Signature__________________________      Date___________________

E-mail_______________________

