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SAC Mission
The mission of Santa Ana College is to be a leader and partner in meeting the intellectual, cultural, technological and workforce development needs of our diverse community. Santa Ana College provides access and equity in a dynamic learning environment that prepares students for transfer, careers and lifelong intellectual pursuits in a global community.
Student Success and Equity
The Assessment Center is committed to student success and equity efforts at Santa Ana College.  We want our students to feel welcomed and supported through their matriculation process by offering information, referrals, and drop-in counseling services.   
Services
· Placement Assessment
· Career Assessment 
· Make-up Testing
·  Testing Accommodations for students that are registered and have approved accommodations with DSPS
· Drop-in Counseling
· Students 4 Students Peer Mentoring Program
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Make-up Testing Guidelines
The guidelines below are guiding principles so that all the AC staff have common knowledge for the purpose of serving our students and collaborate with instructors.  Our goal is to the have balance between the student’s experience and the security and procedural expectations.  
If you encounter a situation that seems unique to the center let the AC Coordinator know and if the Coordinator is not available and immediate action is necessary communicate with the Instructor directly via email and always cc the AC Coordinator.  Contact the AC Coordinator via phone is you need more immediate support and/or guidance.    
	AC Student Guideline
	AC Staff Guidelines
	Other Acceptable Options

	Picture ID is required from all students for testing
	· Any picture ID is valid (license, school, etc. )
· If the student is a DSPS student that comes in on a regular basis to take exams asking for an ID might not be necessary.  

	· Look up on datatel for students picture
· Ask the student to sign in to their webadvisor to show you they are enrolled in the class they are there to take the exam for.  


	Electronic devices are not allowed inside the testing area
	· This always applies unless the student is approved otherwise by instructor or has an accommodation approved by DSPS
· [bookmark: _GoBack]Remind students not to bring these items into the center whenever possible
	

	Studying is not allowed in the center
	· Offer student options of using the chairs outside the AC or any of the other resources on campus library, learning and math center, computer lab, etc.                
	

	DSPS students using alternative media accommodations
	· See the section that addresses step by step procedures and guidelines for DSPS students 
	· If student insist that they have an accommodation that is not listed in the TIF form you can trouble shoot the situation as follows:
1. Check with one of the DSPS Specialist working with the AC (Grace Ball or Robert Norris). Or AC Coordinator
2. Call the DSPS Main office 714-564-6295 for assistance. 
3. Accommodate the students’ request and let the student know you will be notifying DSPS and the Instructor via email so that they are aware and if needed can follow up with the student.  When you email include the Instructor, Robert, Grace, and Coordinator. 



Test Instructor Form (TIF)
Instructors’ should be given the Test Instructor Form to complete when they drop off or email exams.  
Distance Education (online) instructors should be emailed or given the form labeled DE Test Instructor Form. 
	Instructor Guidelines
	AC Staff Guidelines
	Other Acceptable Options

	Exams should be personally drop off, placed in our mailbox, or emailed 
	· TIF should be filled out at the time the Instructor drops off the form.  
· Be sure to check that the form has all the information you need. 
· Encourage Instructor to include students names they have approved to do the make-up exam, as well as any DSPS students taking all their exams at the AC. 
	· TIF can also be emailed along with the exam to Lupe Fuentes email.  
· All AC staff should know how to check the email.  
· We should always respond to the Instructor to confirm that we have received the exam and/or to follow up with them if any information we need is missing. 
· Being pro-active with the Instructors will help us maintain great collaborative relationships and also reinforce the information we need from instructors. 


	Exam copies
	· If the Instructor does not provide enough copies for exams, you can make copies using the following guidelines:

You can print exams that are 12 pages or less.

For more than 5 students ask instructors to provide copies. 
	· Anything that does not fit the guidelines please continue to use your judgment call as Instructor might have good reasons for not being able adhere to the guidelines.  

	The information on the TIF does not match with the expectations the student discloses to the AC staff.  (i.e. missing accommodations, student is requesting scratch paper, time does not match, etc. ).
	· Keep in mind students are already coming in stressed and anxious.  Anything we can do to prevent or de-escalate any additional stress or tension is critical and should be our first priority. 
· If the Instructor specifically states that something is NOT allowed talk to the student and show them. 
· Once you start assisting a student do your best to be the staff that helps them from start to finish as much as possible.  
	· Email the instructor to notify them of the situation and cc the AC Coordinator. 
· Talk with the instructor about the situation if you know they will be picking up the exam. 
· Robert Norris, Grace Ball, or the AC Coordinator should be your first contact for any DSPS questions.  If they are not available contact DSPS main office for guidance 714-564-6295.

	DSPS exams needing alternative media accommodations (i.e. Kurzweill, enlargements, etc.) should be dropped 24-72 hours before the student’s scheduled appointment. 
	· Flag those exams for the DSPS Specialist to follow-up with Instructor.  See Page 6 for details on the procedures.
	

	
	
	


















Testing Accommodations Procedures and Guidelines for DSPS Students
· Using the exam log (Inters.2016.xlsx) on Lupe Fuentes’ computer (located in the Lupef_stub-Shortcut folder), double check all exams for DSPS students received that day that the accommodations listed on the Test Instruction matches those specified on the student’s accommodation letter found in the DSPS database through http://dsps/dsps
· With exception for students with extended time accommodation only, all DSPS students need to schedule a time to come to take their tests. (The Test Schedule is located in the H:\Department Directories\Testing Center folder\Testing Appointments)
· Students are encouraged to schedule their exams approximately one week in advance
(Course syllabus could be used to preschedule all exams in advance)
· For Kurzweil testing:
· To convert the paper exam to electronic format, scan the exam on the HP LaserJet copier and email it to Lupe Fuentes
· Select E-mail
· Select the address book icon located to the right of “To”
· Choose Lupe F. from the list of names
· Press the green arrow icon to add Lupe F. to the right column
· Select OK
· (Optional) Type the subject (ex: Math 083 Exam 1)
· For 2-sided originals:  
· Select More Options (located towards the bottom of the screen)
· Select Original Sides (located on the right side of the screen)
· Select 2-sided
· Select OK
· While holding down the top of the copier, select Send E-mail (located at the top of the screen)
· Open the attached file in the email Save the emailed quiz/exam to the flash drive (flash drive is located in the top drawer to the left of Lupe Fuentes’ seat).  Name the file according to the following format:
· Class and course number
· Quiz/Exam number
· Instructor’s name
· Exam deadline in parenthesis
· If exam is for a specific student, then add:  student initial (then add the initial)
· Example:  MATH N05 Exam #1, Neal Rogers, Feb 15th, C.T.
· For placement testing, CTEP and Math Level 1 have already been scanned and saved on the flash drive in the “Placement Test” folder
· To open the exam in Kurzweil:
· Open the Kurzweil program on the computer first
· Username: acenter1	Password: password
· Username: acenter2	Password: password
· Open the file containing the test on the “STORE N GO” flash drive from within the Kurzweil program
· For enlargements:
· If CCTV enlargement is specified, then place exam on the CCTV and check to ensure that student is comfortable with the enlargement.  With this type of testing, student will most often circle the correct answer (for multiple choice and true/false exams) directly on the test so a test proctor may need to bubble in the scantron (if one is required) for the student
· If PRINT enlargement (enlarging the actual paper exam) is specified, then the enlargement of the exam should be done in advance on the new HP copier
· Adjust the paper guide on top of the copier to fit paper horizontally
· Place the quiz/exam horizontally between the paper guide
· Select COPY
· Select REDUCE/ENLARGE
· Touch the box under scaling and change the size to 135%
· Press OK then OK again
· Select PAPER SELECTION then scroll down and select Tray 6 (11”x17”)
· Press OK
· For 2-sided originals
· Select SIDES
· Change to 2 -->  2 
· Press OK
· While holding down the top of the copier, select COPY (located at the top of the screen)
· If type of enlargement is not specified, then student should be set up on the CCTV since it accommodates a wider range of students with visual impairments
· For private room:
· If private room is specified, then student has to reserve either Room L-225-2 or the CCTV room to ensure the room will be available on the date of testing
· If private room is not specified, DSPS students can still request the use of either Room L-225-2 or the CCTV room at the time of testing (if available), but they cannot reserve the room in advance
· For brailed testing:
· Send the exam to Angela Tran Nguyen (alternate media specialist for DSPS) for brailing	
· Email electronic version (preferred method) to Tran_Nguyen_Angela@sac.edu or
· Deliver the hard copy of the exam to her office in U-103
Note: Angela needs to have the exam at least 48 hours in advance of when the exam is to be taken by the student in order to have enough time to Braille the exam.  Send Angela a reminder a day before the exam is to be taken so she can make it her priority
· Plug in the BrailleNote to a power outlet
· Plug the USB cable from the printer to the back of the BrailleNote (to print the response)
· Escort student to the BrailleNote to take the test
· After the test is completed, ask the student to print out his/her response
(Tell student to press “Enter” if they hear an error message when trying to print)
· After the student’s response is successfully printed, have the student delete the test from the BrailleNote
· Courtesy reminders
· For Kurzweil testing and enlargements, if the exam is not received 2 business days prior to the date of testing, then send the instructor an email reminder to deliver the exam
· For brailed testing, if the exam is not received 3 business days prior to the date of testing, then send the instructor an email reminder to deliver the exam.  If the subject matter is math, then send the instructor an email reminder 4 business days prior to the date of testing.  If the instructor provides the exam less than 48 hours prior to the date of testing, then the instructor will need to extend the deadline for the exam if the brailing cannot be completed in time
· To check placement test scores
· Double click on Datatel WebUI icon
· Enter Username:
· Enter Password:
· Enter code TSUM in the search box in the upper left corner






















Drop-in Counseling Guidelines




S4S Guidelines
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