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TTESTING AACCOMMMODATIONN GUIDELINES FORR INSTRUCCTORS
 

Instruuctors can: 
1)	 aanticipate thatt a student wi th a disability who will be uusing accomm odations in a course will appproach them as soon as 

ppossible to dis cuss his/her AAccommodatioons Authoriza tion. The instrructor signs thhe form to ackknowledge awwareness of 
tthe student’s aaccommodatioons for the coourse. We encoourage studennts to get theiir authorizatioons early; if a sstudent 
bbecomes eligibble for accommmodations forr the first timee during a partticular semestter or decidess after the semmester is 
uunderway to innitiate use of ttheir accommmodations, the student may be approachi ng the instrucctor mid‐term. The student 
mmay obtain a ccopy of the Auuthorization too give to the innstructor. 

2)	 eexpect to receeive a standarddized email froom the Testin g Center* nottifying the insttructor each t time a studentt with 
aauthorized acccommodations has scheduleed a test. The instructor willl respond to tthe email as sooon as possib le to provide 
tthe test and deetails request ed in this emaail, which relatte to the partiicular exam beeing schedule d. The inform ation needed 
rregarding the ttest will includde: the amounnt of time the class gets for the exam andd a list of any items all stud ents in the 
cclass are allowwed to use for the exam. If aany of these deetails change between the time the Test ing Center is pprovided the 
information annd the time off test administtration, the in structor has t he responsibi lity to notify tthe Testing Ceenter before 
tthe test is admministered. 

3)	 ddeliver the tesst to the Testinng Center in oone of 2 ways. The first, andd preferred, opption is to subbmit the test eelectronically 
vvia email to a ssecure email aaddress, tcacccommodation s@mpc.edu, used solely foor the purposee of accommo dations 
mmanagement. The second ooption is to pe rsonally deliveer the hard coopy of the testt and a writtenn note indicat ing the test 
ddetails describbed above to the Testing Ce nter during reegularly sched duled hours (seee next page) . To assist wit h efficient tesst 
pprocessing, pleease provide tthe tests as sooon as the testt is ready. If thhe Testing Cennter is closed, the test can bbe delivered too 
tthe Access Ressource Centerr during regulaar office hourss (see next pagge). 

4)	 eexpect tests too be returned to the instrucctor’s box in thhe Administra tion Building by the hours llisted below: 
MMonday, Tues day, Wednesdday by 4:30 p. m. 
TThursday, Frid ay by 1:00 p.mm. 
SSometimes tesst delivery is ddelayed due too long test len gths or volumme, but tests a re always deliivered by the end of the 
ttest day. An instructor is alwways welcomee to personallyy pick up an exxam after commpletion. 

5)	 ffind a Proctor Form with all of the detailss regarding thee test adminisstration attachhed to each reeturned exam.. 

6)	 eexpect studen ts to abide byy MPC Academmic Standards as described iin the college catalog. Studeents put theirr belongings inn 
aa storage area . The Testing Center is equiipped with surrveillance cammeras. If cheatting is suspectted or observeed, the test 
wwill be taken f rom the studeent and returnned to the insttructor with a report of whaat happened. The course innstructor will 
ddetermine wh at the conseq uence will be . If a cell phonne is in sight, itt will be takenn from the stuudent; this occcurrence will 
bbe noted on thhe Proctor Forrm. 

7)	 ssend all email correspondennce regarding tests and accoommodationss to tcaccommmodations@mmpc.edu. This aaddress is 
liisted in the MMPC Google co ntact list. Pleaase do not direect questions,, tests, test insstructions or cconcerns to anny individual 
sstaff member’ s direct email . 

8)	 ccontact the Acccommodationn Specialist wiith any questioons or concer ns. Faculty meembers are al so welcome t o contact the 
AARC Coordinattor personally to address cooncerns. 

Innstructors–pleease see the TTESTING ACCOOMMODATIONN GUIDELINESS FOR STUDENNTS for detailss regarding a sstudent’s 
rresponsibilitiess for using thee Testing Centeer. 

** For classes offffered at the MMarina Educatioon Center, testting accommoddations may bee arranged by sstaff in the Stuudent Services 
Office (room MA102) in cooordination withh the ARC Acco mmodation Sppecialist. For onnline/hybrid coourses, testing 
accommodations will be proovided at the mmain campus. 

6/28/17 
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TESTING CENTER 
HOURS of OPERATION 

DAYS OPEN HOURS 

Monday & Tuesday 

Wednesday 

Thursday & Friday 

8:00 a.m. – 12:00 p.m. 
1:00 p.m. – 4:00 p.m. 

1:00 p.m. – 4:00 p.m. 

8:00 a.m. – 12:00 p.m. 

ACCESS RESOURCE CENTER 
HOURS of OPERATION 

DAYS OPEN HOURS 

Monday 
Tuesday 

Wednesday 
Thursday 

Friday 

8:00 a.m. – 4:00 p.m. 

8:00 a.m. – 12:00 p.m. 

CONTACT INFORMATION
 

Staff Email Phone 

Cielo Cervantes 
Accommodation Specialist 

Mimsie Redmayne 
Administrative Assistant 

Vince Lewis 
Counselor 

Jacque Evans 
Coordinator / Counselor 

tcaccommodations@mpc.edu 

mredmayne@mpc.edu 

vlewis@mpc.edu 

jevans@mpc.edu 

831‐646‐4265 

831‐646‐4070 

831‐646‐4113 

831‐645‐1381 
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