To:      

Deaf and Hard of Hearing Students at CCBC Catonsville

From:    
Florence Cooney, Coordinator of Interpreter Services

Subject: 
General Procedures for Using Interpreter Services

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

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

If you cannot attend class, you must contact either your counselor or me as soon as possible before the class or other campus activity that you requested an interpreter for.  Please call either of us at 410-455-4163, which is the TTY answering machine.  If you are absent three times without notification, you will lose your interpreter until you meet with your counselor. Requests for tutoring are handled through your counselor, and these policies also apply to all tutoring sessions. 

Notify your interpreters when you plan to be late for class. Your interpreter will wait twenty minutes for you outside of the classroom.  If you do not arrive, your interpreter is free to go. 

If class has begun and the interpreter 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 college without notifying me, your services for the next semester will be suspended until you meet with your counselor.

If you are having a problem with your interpreter, please try to work it out with the interpreter first. If that doesn't work out, then come to me and I will work with you to resolve the problem.

Any college related activity request for interpreters must be made at least 48 hours in advance of the assignment in order to provide enough time to schedule an interpreter for you.

I hope you have a good semester. Please stop by to see me in K200 J. If you need to contact me, my phone number is 410-455-4369 (v), 410-455-4553 (tty), or e mail at fcooney@ccbc.cc.md.us. Please sign this form and return it to me within two weeks.                                                

Student Signature______________________________ Date____________

Email________________________________________ 

