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Welcome to Cañada College 
The Cañada College Student Handbook is a reference guide for all students. We encourage you to read it. 
This handbook will help you become familiar with the variety of programs, services and extracurricular 
activities offered at Cañada College. Keep your handbook in an accessible location for easy reference and 
calendar use.  

Cañada College is a part of the San Mateo County Community College District, located at 4200 
Farm Hill Blvd, Redwood City, CA 94061; 650-306-3100. Our Web address is www.canadacollege.edu 

 
San Mateo County Community College District Mission Statement 
In an atmosphere of collegiality and shared responsibility, and with the objective of sustaining open access 
for students and being responsive to community needs, the San Mateo County Community College District 
will fulfill the following mission with excellence:  

 Provide a breadth of educational opportunities and experiences which encourage students to 
develop their general understanding of human effort and achievement; and  

 Provide lower division programs to enable students to transfer to baccalaureate institutions; and  

 Provide occupational education and training programs directed toward career development, in 
cooperation with business, industry, labor, and public service agencies; and  

 Provide developmental and remedial education in language and computational skills required for 
the successful completion of educational goals; and  

 Provide a range of student services to assist students in attaining their educational and career 
goals; and  

 Provide self-supporting community education classes, contract education and training, and related 
services tailored to the human and economic development of the community; and  

 Celebrate the community's rich cultural diversity, reflect this diversity in student enrollment, promote 
it in its staff, and maintain a campus climate that supports student success.  

To fulfill this educational mission, the District is committed to effective institutional research that supports the 
evaluation and improvement of programs, services, and student outcomes. Shared governance is practiced 
through processes that are inclusive with regard to information sharing and decision making, and that are 
respectful of all participants. The District plans, organizes, and develops its resources to achieve maximum 
effectiveness, efficiency, equity, and accountability. 

 
Cañada College Mission, Vision, and Values 
Mission Statement 
It is the mission of Cañada College to ensure that students from diverse backgrounds have the opportunity 
to achieve their educational goals by providing quality instruction in general, transfer, career, and basic skills 
education, and activities that foster studentsô personal development and academic success. Ca¶ada College 
places a high priority on supportive faculty/staff/student teaching and learning relationships, responsive 
support services, and a co-curricular environment that contributes to personal growth and success for 
students. The College is committed to the students and the community to fulfill this mission.  
 
Vision  
Cañada College ensures student success through personalized, flexible, and innovative instruction. The 
College infuses essential skills and competencies throughout the curriculum and assesses student learning 
and institutional effectiveness to make continuous improvement. Cañada responds to the changing needs of 
the people it serves by being involved in and responsive to the community, developing new programs and 
partnerships and incorporating new technologies and methodologies into its programs and services. 
 
Values 

 As a student-centered community college, Cañada is committed to the following core values: 

 Creating an inclusive environment for teaching and learning by honoring, respecting, and 
embracing diversity within our College and surrounding community;  

 Providing a personal, caring atmosphere  

 Promoting student access, success, self-efficacy, and passion for learning  

 Encouraging a passion for life-long learning  

 Demanding and insuring excellence in teaching and supporting our students  

 Incorporating ethical approaches into all aspects of the educational process;  

 Striving to be an innovative college by responding to the changing needs of students, community, 
and industry  

 Practicing the inclusion of shared governance processes in all appropriate aspects of College life  
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Where to Go for Campus Services 
All numbers are in the (650) area code. All numbers are 306 prefix unless noted. Locations are listed by 

building number followed by the room number. Example 9-120 is; Building 9 Room 120. 
 
SERVICE PHONE SERVICE  PHONE 
Accident Reports 

 Public Safety Office,9 -151 

 
3420 

Menlo Park Center (Job Train Building) 
1200 OôBrien, Menlo Park 

 
325-6936 

Activities on Campus 

 Office of Student Activities, 9-154 

 
3364 

Medical Assistance 

 Health Center, Building 22 

 
3309 

Adding/Dropping a Class 

 Admissions and Records, 9-120 

 
3226 

Parking Permits 

 Cashiers Office, 9-119 

 
3270 

Applying for Admission 

 Admissions and Records, 9-120 

 
3226 

websmart 

Parking Tickets 

 Public Safety Office,  
9 -151 

 
3420 

Assessment  (Placement Test) 

 Counseling Center, 9-120 

 
3452 

Psychological Counseling 

 Psychological Services 
Program, 9-130 

 
3152 

Athletics Information 

 Physical Education/Athletics Dept. 1-
204 

 
3341 

Posting  Approval 

 Office of Student Activities, 
         9-154 

 
3364 

Book Buy/Return & Rentals 

 Cañada Bookstore, Building 2 

 
3313 

Registration 

 Admissions and Records, 
        9-120 

 
3226 

websmart 

Career Services 

 Counseling Center. 9-120 

 
3452 

Scantrons 

 Cañada Bookstore,  
        Building 2 

 
3313 

Catalog 

 Cañada Bookstore, Building 2 

 
3313 

Schedule of Classes 

 Admissions and Records,  
        9-120 

 
3226 

websmart 

Club Information 

 Office of Student Activities, 9-154 

 
3364 

Student Accounts 

 Cashiers Office, 9-119 

 Students can also pay online 

 
3270 

websmart 

Counseling: Educational & Career 

 Counseling Center, 9-120 

 
3452 

Student Activities Information 

 Office of Student Activities, 
9-154 

 
3364 

Disability Access Information 

 Disabled Student Programs and 
Services, Building 9-133 

 
3259 
3161 

(TDD/TTY) 

Student Body Card Photo I.D. 

 Office of Student Activities, 
        9-108 

 
3364 

Emergencies 

 Public Safety Office, 9-151 

 
3420/911 

Student Body Card Purchase 

 Cashiers Office, 9-119 

 
3270 

ESL (English as a Second Language) 

 International Student Programs (on 
campus), 9-120 

 Community Based English Tutoring 
(CBET) (off-campus), 3-147 

 
3494 

 
3388 

Student Government 

 Associated Students of 
Cañada College,  

        9-154 

 
3453 

Financial Aid /Scholarship Assistance 

 Financial Aid, 9-109 

 
3307 

Transcripts 

 Admissions and Records, 
         9-120 

 
3226 

Graduation Check 

 Admissions and Records, 9-120 

 
3226 

Transfer Services 

 Counseling Center, 9-142 

 
3493 

Job Announcements 

 Counseling Center, 9-120 

 
3452 

Transportation 

 SAMTRANS/ Rediwheels 
1-800-660-4287 

   650-508-6448 (TDD) 

 
 

Library  Building 9, 3
rd

 floor 

 Circulation 

 Reference 

 
3267 
3485 

Tuition Payment/Refunds (Registration 
Fees) 

 Cashiers Office, 9-119 

 
 
   3270 
websmart 

Loans 

 Financial Aid, 9-109 

 Public Safety 

 
3307 

Learning Center 

 Tutorial Center 

 Math Lab 

 Computer Lab             

 DSPS Alt Media Lab 

 
3348/3459 
3437/3433 

3348 
3170 

Lost & Found 

 Cañada Bookstore, Building 2 

 
3313 

Veteran Affairs 

 Admissions and Records,  
        9-120 

 
3226 
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CAMPUS SERVICES & PROGRAMS 
 

Admissions and Records 
The Admissions and Records Office provides admission and registration information, transcripts, class adds 
and drops, and other services.  
 
Location:   Building 9, Room 120 
Phone:   650-306-3226 
Hours:  Mondays and Thursday, 8:00 A.M. to 4:30 P.M.. 
  Tuesdays and Wednesdays, 8:00 A.M. to 7:00 P.M.. 
  Fridays, 8:00 A.M. to 12:00 P.M.. 

See website for holiday hours 

 
Bookstore 
The Cañada College Bookstore is operated as a service to students and provides the required tools of 
education as economically and efficiently as possible. Merchandise and service provided by the Bookstore 
include new and used textbooks, reference books, art supplies, general supplies, computer software and 
hardware, backpacks, apparel, and snacks. A buy-back service for textbooks is provided during finals week. 
Students can also shop online by visiting http://bookstore.canadacollege.edu/Home.aspx 
 
Location:  Building 2 
Phone:   650-306-3313 
Hours:  Monday-Thursday 8:00 A.M. to 7:15 P.M.. 
  Fridays 8:00 A.M. to 3:00 P.M..  
 

Cal Workôs 
Are you a parent who is receiving cash aid from the Countyôs CalWorksô program? If so, Ca¶ada College 

can provide you with additional support services to help you balance school, home, and work 

responsibilities. Support services may include child care assistance, assistance with securing books for your 

classes, academic and personal support, and help in meeting work requirements under your welfare-to-work 

plan. To set up an appointment with the CalWorksô Counselor, call 306-3479, or stop by the front desk in the 

Counseling Center. 

Location:  Building 9, Room 133  

Phone:   (650) 306-3300 

Hours:  Mondays and Thursday, 8:00 A.M. to 4:30 P.M.. 
  Tuesdays and Wednesdays, 8:00 A.M. to 7:00 P.M.. 
  Fridays, 8:00 A.M. to 12:00 P.M.. 

 
Counseling Department 
The Counseling Department assists students to successfully prepare and achieve their personal and 
educational goals.  A counselor will be happy to assist you with academic, career, personal and/or social 
questions and concerns.  Appointments may be made via the student WebSmart log in page or by going to 
the Welcome Desk in Bldg. 9.  Drop in counseling is available during limited periods at the beginning and 
end of each semester.  Electronic counseling is also available by submitting your questions on the Canada 
College Counseling Department web page in the college website.  New for 2010-11, check out our Twitter 
page for important semester reminders; visit us at ñcancollegecounsò. 
 
Location: Building 9, room 120 
Phone:  650-306-3452 
Hours:  Mondays and Thursdays 8:00 A.M. to 4:30 P.M.. 

Tuesdays and Wednesdays 8:00 A.M. TO 7:00 P.M.. 
Fridays 8:00 A.M. to 12:00 P.M.. 
(Hours are subject to change) 

Disabled Student Programs and Services (DSPS) 

The Disabled Student Program and Services Office, offers academic and personal support for students with 
verified disabilities. These may include physical, psychological, and learning disabilities. The Program 
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encourages the active participation of disabled students by serving as an information; counseling and 
academic resource center.  
 

Assistive technology and alternate media for disabled students with documented needs are 
provided through the DSPS Alternate Media Center which is located within the Learning Center 
on the second floor of Building 9. 
 
 
Location: Student Center: Building 9, room 133 
Phone:   650-306-3259 (TDD/TTY 650-306-3161) 
Hours:  Mondays and Thursday, 8:00 A.M. to 4:30 P.M.. 
  Tuesdays and Wednesdays, 8:00 A.M. to 7:00 P.M.. 
  Fridays, 8:00 A.M. to 12:00 P.M.. 
 
 

Extended Opportunity Programs and Services (EOPS)/ 
Cooperative Agencies Resources for Education (CARE) 
EOPS is a program for economically and educationally disadvantaged students designed to help students 
work towards certificate or an AA/AS degree, train for a career, or transfer to a four year university. The 
CARE (Cooperative Agencies Resources for Education) Program offers support services to assist single 
heads of households who are T.A.N.F./CalWORKs recipients. C.A.R.E support services include childcare, 
transportation allowances, books, tutoring, counseling, and other related services.  
 
EOPS provides eligible students with a variety of services, including: 

 Academic advising 

 Admission/priority registration 

 Assistance in transferring to four year colleges and universities 

 Counseling 

 Financial assistance in the form of book grants and bus passes 

 Information and referral 

 Orientation to college 

 Transfer support 
 
Location:   Building 9, Room 133 
Phone:   650-306-3300 
Hours:  Mondays and Thursday, 8:00 A.M. to 4:30 P.M.. 
  Tuesdays and Wednesdays, 8:00 A.M. to 7:00 P.M.. 
  Fridays, 8:00 A.M. to 12:00 P.M.. 
 
 

Financial Aid 
The Financial Aid Office provides counseling and assistance in completing the financial aid application, 
evaluation and determination of need. Eligible students may receive assistance from programs such as 
grants, loans, scholarships, and employment. The most current information about financial assistance for 
Cañada students is available in the Financial Aid Office or at 
http://canadacollege.edu/admissions/financial.html  
 Low income students who need assistance in paying student enrollment fees should inquire at the 
Financial Aid Office to determine eligibility for the Board of Governors Waiver (BOGW). Students are 
encouraged to visit, call or email the financial Aid Office for complete details regarding all financial 
assistance programs.  
 
Location:   Building 9, Room 109 
Phone:   650-306-3307 
Hours:  Mondays and Thursday, 8:00 A.M. to 4:30 P.M.. 
  Tuesdays and Wednesdays, 8:00 A.M. to 7:00 P.M.. 
  Fridays, 8:00 A.M. to 12:00 P.M.. 
 

Health Center 
The Health Center provides convenient on-campus medical services to Cañada College students, faculty, 
and staff. Available services include: information and consultation for health problems, evaluating symptoms, 
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over-the-counter medications, personal health counseling, first aid, pregnancy testing, HIV testing and 
counseling, vision and blood pressure screening, referrals for medical and dental care, and health and 
wellness programs. Arrangement for emergency care and information about student health insurance plans 
is also available. All health services are free and confidential. Services are available for day and evening 
students, by appointment or on a drop-in basis.  
 
Location:  Student Center: Building 22 
Phone:   650-306-3309 
Hours:   Monday- Wednesday 8:30 A.M. to 2:30 P.M.. 
  Thursdays, 9:30 A.M. to 3:30 P.M.. 
  Fridays, 9:00 A.M. to 12:00 P.M..  
  Evening Hours: Tuesdays and Wednesdays 4:30 P.M.. to 7:00 P.M.. 

 
International Student Services 
The International Student Services Office provides service and assistance to international students who are 
interested to study at Cañada College under student visa (F1) and study visiting the  interested in obtaining 
an AA/AS degree. The following services are available: international student admissions, academic 
counseling, F1 visa related immigration guidance, housing referrals, and on-campus employment. Direct 
questions regarding application requirements and deadlines to the International Student Program Services 
Coordinator: 
 
Location:   Building 9, Room 120 
Phone:   650-306-3494 

 
Learning Center 
The Learning Center is designed to provide a positive learning environment that integrates technological 
resources and learning assistance services to support student learning across the curriculum. The Center 
provides assistance through the Tutorial Center, the Math Lab and the MESA (Math, Engineering and 
Science Achievement) Program as well as free peer tutoring. Additionally, the Learning Center has open 
computer labs with access to the internet.  
 
LCTR courses are primarily self-paced, open-entry courses utilizing computer-assisted and individualized 
instruction. 
 
The Tutorial Center provides individual and small group tutorial assistance for Cañada courses. All students 
seeking tutoring must enroll in LCTR 698 (no fee, no credit) and must remain enrolled in the course for 
which assistance is being received.  
 
The Math Lab, for students who are currently enrolled in Cañada math courses, provides drop-in as well as 
individual appointment tutoring assistance.  
 
Study Strategy workshops are offered each week.  Schedules are available on the Learning Center website 
http://canadacollege.edu/student/lrngctr/index.html . 
   
Location:   Building 9 (2

nd
 floor) 

Phone:   650-306-3348 
Hour:  Monday ïThursday 8:00 A.M. to 8:00 P.M.. 
  Friday 8:00 A.M. to 3:00 P.M.. 
 

Library 
The Library is the information center of the campus, a great environment for studying or relaxing, and a 
friendly place to get help with your research projects. It includes a collection of books, magazines, journals, 
newspapers, movies, and databases. Many textbooks are available for a short time (usually 2 hours or 
overnight.) Groups of students can reserve one of the libraryôs five study rooms. The Libraries of Cañada, 
CSM, and Skyline are members of the Peninsula Library System, a consortium of San Mateo Countyôs 
public libraries. The combined collections of these libraries total more than a million volumes and are 
accessible by means of a common online catalog (http://www.catalog.plsinfo.org/search/X ). Students can 
borrow College library materials with their Peninsula Library System card, issued by any public or 
community college library in San Mateo County. Student without a PLS card may obtain a library card from 
the Cañada Circulation Desk. Visit our website at www.canadacollege.edu/library . 

http://canadacollege.edu/student/lrngctr/index.html
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Location:  Building 9 (3

rd
 Floor) 

Phone:  650-306-3267 
Hours:  Monday ï Thursday 8:00 A.M. to 8:00 P.M..  
  Friday 8:00 A.M. to 3:00 P.M.. 
 

MESA 
The Math, Engineering, and Science Achievement/Community College Program (MESA/CCCP) at Cañada 

College provides economically disadvantaged and underrepresented students, especially Latino and African 

American students, with maximum opportunity to pursue successful careers in mathematics, engineering, 

science, and computer science. The program, housed in the Learning Center, includes a MESA Orientation 

course, Academic Excellence Workshops, specialized academic counseling, tutoring and stipends for 

eligible students.  

Location:  Building 9 (2
nd

 Floor, Learning Center) 
Phone:  650-306-3316 
 

Middle College High School Program 
 
The Cañada Middle College High School Program is joint partnership between the Sequoia Union High 
School District and Cañada College. Middle College High School is designed to reach high potential, 
underachieving high school students who want a head start on college. Students complete requirements for 
their high school diploma and earn college units towards an AA degree at the same time. All classes are 
taught on the Cañada College Campus. Approximately 60 juniors and seniors from the Sequoia Union High 
School District attendance area are accepted into the program each Fall. Three high school courses are 
required per semester. Juniors take United States History and English III. Seniors take English IV and one 
semester each of Economics and American Government. All students take Life Communications, which is a 
study skills/college success and personal development course. The remaining courses are offered through 
Cañada College and are taught by Cañada College professors. These courses are selected to fulfill the 
credits and requirements for high school graduation. Students must satisfy the graduation requirements of 
the Sequoia Union High School District and will earn a diploma from their home high school. Students must 
be enrolled in at least three Cañada College courses, totaling a minimum of seven units. These courses give 
high school credit and college units simultaneously. If the course is designated transferable, the units may 
apply towards a four-year college or university degree. The Middle College program pays for tuition and 
textbooks which could save families thousands of dollars. Students receive guidance in every aspect of high 
school and college life; they find they are better prepared for the college atmosphere and life after high 
school. Through this unique program, students have the opportunity to explore new challenges that they 
cannot attain in a traditional high school.  
 
For more information, contact the Middle College High School Office at 306-3120; stop by the Middle 
College High School Office located at Cañada College in Building 13, Room 106, or visit the website at: 
www.canadacollege.edu/middlecollege 

 
Outreach Program 
The Outreach Office provides information about Cañada College to prospective students, local public and 
private high schools and the community. Services include campus visits and tours, presentations, 
application and financial aid workshops, and scheduling placement testing at the high schools.  
 
Location:  Building 9 (1

st
 Floor, Counseling Center) 

Phone:  650-306-3427 
 

Psychological Services 
The Psychological Services Program is a student support service that offers free personal counseling to 

students enrolled at Cañada College. The Program offers on-site individual, couples, and/or group 

counseling to students. The Program also provides crisis intervention and triaging referrals to community 

services when needed. The maximum number of sessions is eight which can be extended on a student-

need and/or counselor availability basis. Students interested in making an appointment can contact the 

Psychological Services Office. 

Location: Student Center: Building 9, Room 130 

http://www.canadacollege.edu/middlecollege
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Phone:  650-306-3259 
Hours:  Call for an appointment 
 

Scholarships 
Cañada College provides a general scholarship program to recognize and honor outstanding achievement 
and to provide students financial assistance when furthering their academic pursuits. Several scholarships 
are available to new, continuing or transferring Cañada students. Generally, scholarships are based on 
academic standing, financial need, and potential progress in major field of study, and college and community 
activities. The amounts and qualifications vary with each scholarship. Scholarships are considered academic 
gifts and need not be repaid; however, they are considered resources for students receiving financial aid 
and are computed as such.  
 Scholarships are administered by the Financial Aid Office. We encourage you to routinely check 
scholarship information by visiting the Financial Aid Office or by accessing 
http://canadacollege.edu/admissions/scholarship-info.html. 
 
Location:  Building 9 (1

st
 Floor, Financial Aid) 

Phone:  650-306-3307 

 
Study Abroad Program 
Cañada College students can earn college credit while studying abroad. Any student who has completed at 
least 12 units of college credit is eligible to participate. All courses are transferable to four-year institutions. 
Transportation, housing and meals are offered at reasonable cost. For more information and brochures 
regarding the Districtôs Study Abroad Program, students should contact the programôs 24-hour hotline at 
650-574-6595. 
 

Transfer Services and Career Services 
Students who need assistance focusing their career goals, making future plans, or developing job search 
techniques should take advantage of the Transfer and Career Center. The Center provides comprehensive 
transfer and career services, resources, and activities to help students assess their interests, attitudes, 
skills, and values to develop a career and university transfer plan. The Center also sponsors a variety of  
academic planning and career oriented workshops. For available courses, consult the Career and Personal 
Development section of the Schedule of Classes.  
 
Location:   Building 9, Room 142 
Phone:   Transfer Center 650-306-3493 
  Career Center 650-306-3178 
  

Technical Preparation (Tech Prep)/School-to-Career 
Tech Prep articulation agreements have been approved by local high schools, San Mateo County Regional 
Occupational Programs (ROP), Job Train, and Cañada College in the following occupational areas: 
Accounting, Computer Business Office Technology, Early Childhood Education, Fashion Design, 
Architectural Drawing, Multimedia, and Medical Assisting.. Other approved articulation agreements exist at 
CSM & Skyline College. 
 
The articulation agreements will be honored at any of the three colleges in the San Mateo County 
Community College District. Students may be granted from one to six college units after enrolling in and 
successfully completing one course with a GPA of 2.0 or better at one of the three community colleges 
within the SMCCCD. For more information, call 306-3201, or visit our website at 
www.smccd.edu/techprep. 
 

TRIO Support Services 
The TRIO Student Support Services Program assists students who are low-income, whose parents have not 
completed a Bachelor's degree or students with disabilities in earning their AA/AS degree and transfer to 
four-year colleges/universities.  

The TRIO Student Support Services (SSS) Program offers personalized support that facilitates 
student success. The federally-funded program provides students with academic and career counseling, 
mentors, and graduate tutors. Program participants receive additional services and support such as 
workshops and speakers, cultural and social activities, and field trips to four-year colleges and universities.  
For additional information please visit the TRIO SSS office. 
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Location: Library Resource Center: Building 9 (2
nd

 Floor, Learning Center) 
Phone:  (650) 306-3369 

 
University Center 
The University Center at Cañada College was established in 2001 as a new model to provide four-year 
college degree programs, workplace certifications and graduate-level programs that are accessible and 
convenient for area residents. Through partnerships with San Francisco Bay Area universities, more 
students can receive an affordable college education and remain close to their community, eliminating the 
barriers that discourage many from pursuing an education. 
These programs are designed to address the needs of those who juggle full-time jobs with the 
responsibilities of a family and who need or want to return to school either to advance their career or to 
redirect their career choices. The University Center's academic programs improve access to four-year and 
graduate programs for all Peninsula and South Bay residents who have an interest and simply can't add a 
commute to their already over-burdened schedules. 
As the first community college in the State of California with a University Center, we hope you will take 
advantage of this unique and exciting educational opportunity! 

 San Francisco State University  
o Child and Adolescent Development (Bachelor of Arts)  
o Nursing (Bachelor in Science)  
o Spanish/English Interpretation Certificate Program (Legal & Medical)  
o Center for Teacher Efficacy 

 

 California State University East Bay  
o Health Science with an Option in Administration (Bachelor in Science) 

 Notre Dame de Namur University  
o Human Services Professional Studies Program 

Contact Dr. Barbara Caulley, Chair Professional Studies Program (650) 508-
3684 bcaulley@hotmail.com  

 
Web Address: http://canadacollege.edu/university/index.html  
 
 
 
 

mailto:bcaulley@hotmail.com
http://canadacollege.edu/university/index.html
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DIVISIONS 
 
Academic Divisions 
 

Business, Workforce and Athletics 
Location: 13-105 
Phone: 650-306-3201 
Email: canbusiness@smccd.edu 
Web Address: www.canadacollege.edu/business 
 

Humanities and Social Sciences 
Location: 3-205 
Phone: 650-306-3336 
Email: canhumanities@smccd.edu 
Web Address: www.canadacollege.edu/humanities 

 
Science and Technology 
Location: 18-109 
Phone: 650-306-3291 
Email: canscitech@smccd.edu 
Web Address: www.canadacollege.edu/science 
  
 

Student Services Division 
 
Counseling and Enrollment Services 
Location: Building 9, Room 120 
Phone: 650-306-3245 
Email: yingh@smccd.edu 
Web Address: http://canadacollege.edu/student/counselingcenter.html 
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COUNSELING SERVICES 
 

 
The mission of the Cañada College Counseling Department is to educate and support students in achieving 
their educational, career, and personal goals and become proactive participants in our diverse society. 
 
The counseling Department provides a wide range of services including: 

 
Academic and Personal Counseling 
We help students make decisions and set educational and career goals, provide academic program 
planning to complete certificate, associate degree, and/or university transfer programs; evaluate current 
academic readiness and plan coursework to build skills, assist students to use campus services and 
resources; evaluate transcripts from other colleges and universities for credit applied to certificates and 
degrees at Cañada College; teach students important skills, strategies, and techniques to enhance 
classroom and academic success; work with students to resolve personal concerns that may interfere with 
their ability to succeed. 
Appointments can be made via Counseling Appointment desk or via your WebSmart appointment 
page.  Further Counseling Services and general information can also be found at this link for On ï 
Line Counseling: http://canadacollege.edu/student/counselingcenter.html as well as our Twitter 
page:   cancollegecouns. 

 
 
 

 
Career Advising 
Counselors help students to explore their career options using different assessment tests.  The Career 
Center has a resource library of career exploration and job hunting books detailing preparatory education, 
training and labor market trends for career areas. Students also have access to EUREKA, an internet based 
California career information site in the Transfer Center and Career Center, and Counselors will guide them 
to use this program.  The Career Center also provides access to career related websites, and use of the 
computerized MonsterTRAK services, a college targeted internet job site. 

 
Placement Testing 
Placement testing is a state mandated assessment to place students in appropriate levels of math and 
English classes.  All tests are computerized, do not have a time limit, allows using a calculator for the math 
test, and gives you the test results immediately after the test.  The Placement test schedule and sample 
questions are available in the class schedule and on-line, 
(http://canadacollege.edu/admissions/testing.html).  Students, who are not able to take the test on any of the 
scheduled dates, may make an appointment for an individual test.  The contact number to make the 
appointment is (650) 306-3178.  The Testing Office also offers the ñTest for Ability to Benefitò, that is an 
assessment to determine studentsô financial eligibility.  
Students must have a Cañada College ID Number to take the test. 

 
Orientation 
The orientation will provide you with information about the available support services, programs, and 
academic options such as Associate Degree, Certificate, and/or Transfer Programs. 

 
Transfer Center Service 
Counselors provide information and guide students with their selection of majors, universities and course 
selections leading them to a higher level of education.  To prepare students for transferring to a four-year 
institution, the transfer Center coordinates the visits of individual colleges and Universities throughout the 
semester, and coordinates Transfer Day, a college fair that hosts the representatives from Universities in the 
United States including universities in California. In addition, in conjunction with the Learning Center the 
Transfer Center offers workshops on California State University (CSU), University of California (UC), and 
Independent and Private schools. Further, throughout the semester, there are also field trips to local 
universities that familiarize students with those institutions. This allows students to gather information and 

Specialized counselors are available for  programs such as: CalWORKs, DSPS, ESL, EOPS, MESA, 
Veterans, International Students, and more 

http://canadacollege.edu/student/counselingcenter.html
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have a better understanding of the transfer procedures and make an informative decision. 

 
Transfer Agreements 
The Transfer Center has signed agreements with several universities to Guarantee Admissions for those 
students who meet the agreement requirements. Students must see a transfer counselor to complete a 
Transfer Agreement application for one of the following schools: 
UC, Davis 
UC, Irvine 
UC, Merced 
UC, Riverside 
UC, Santa Barbara 
UC, Santa Cruz 
  
San Jose State University 
CSU, Monterey Bay 
  
Golden Gate University 
New College of California 
Notre Dame de Namur University 
Santa Clara University 

 
Instructional Offerings 
The Counseling Department also offers courses that will assist students with planning and successfully 
achieving their educational and career goals. The courses are:  
Career 137 Life and Career Planning 
Career 300 Introduction to Scholarship 
Career 401 College Success 
Career 407 Exploring Careers, Majors, & Transfer 
Career 430 Career Assessment 

 
Articulation 
The Counseling Department will ensure the courses offered at Cañada are articulated with CSU, UC and 
private schools which allow students to complete their lower division courses and transfer to four-year 
institutions.  The information is available at the Counseling Center and is accessible on-line at 
www.assist.org. 

 
The Counseling hours are: 
9 A.M. to 4:30 P.M.. Mondays and Thursdays 
9 A.M. to 7:00 P.M.. Tuesdays and Wednesdays  
9 A.M. to noon Fridays 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Transfer Agreement Criteria 

 Applies to Fall semester only 

 Students must meet the GPA requirements for the specific schools 

 Completed minimum of 30 semester units at the time of signing the agreement  

 Complete minimum of 60 semester units before transferring 

 Meet all the pre-requisite requirements by the end of Spring term 

 Complete and sign an agreement with selected school(s) 

 Have the agreement signed by the Transfer Center Director 

 Complete the admission application in November 

Main Phone Number: (650) 306-3452 
Fax number: (650) 306-3457 
Location: Building 9 - Room 120 
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COUNSELING SERVICES 
 

Registration Procedures 
 

Step 1: Complete an Application 
 
On-line application can be accessed at: 
http://www.cccapply.org/Applications/California_Community_College/apply/Canada_College.html  

 
Once the application is received, a welcome letter will be mailed or e-mailed to students.  This letter includes 
the studentôs school ID number and a Registration Ticket that guides students through the required steps 
prior to registration. 

 

Step 2: Orientation 
 
The orientation will provide students with information about the available support services, programs, and 
academic options such as Associate Degree, Certificate, and/or transfer programs. 
 Orientation is available on-line at: http://canadacollege.edu/admissions/orientation.html.  
 

Step 3: Placement Test 
 
The placement test is a tool to assess studentsô skills and place them in appropriate level of English, English 
as a Second language and/or Math classes. The following are the facts about the placement tests: 

 All tests are computerized, which gives students the flexibility of taking the tests at their own pace. 

 There is no time limit on the tests.  

 Allows students to use a calculator for the math test. 

 Students must have a Cañada College ID Number to take the test; it is important to complete the 
application prior to taking the test. 

 The test results are available immediately after the test. 
 The placement test schedule is available on-line at http://canadacollege.edu/admissions/testing.html.  If 
students are not able to take the test at any of scheduled dates, they may call the Testing Office at (650) 
306-3178 or email at haickr@smccd.edu to make an appointment. 
 

Step 4: Counseling 
 
During the counseling appointment, students may discuss their test results and choose classes. Counselors 
will also help guide students to explore and achieve their educational and career goals, discuss the degree 
and transfer requirements, complete an educational plan, and assist students to overcome any barriers that 
they may encounter and provide referrals as needed. 
 

Step 5: Registration 
 
A counselor will sign the Registration Ticket upon completion of each step. Students must submit the 
completed Registration Ticket to the Admission Office to receive a Personal Identification Number (PIN). 
Students may use the Student ID number and PIN to sign into WEBSMART and register for classes on-line: 
https://websmart.smccd.edu/ 

http://www.cccapply.org/Applications/California_Community_College/apply/Canada_College.html
http://canadacollege.edu/admissions/orientation.html
http://canadacollege.edu/admissions/testing.html
mailto:haickr@smccd.edu
https://websmart.smccd.edu/
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CAMPUS LIFE 
 

 

Office of Student Activities 
 
 
Location: Student Center, 9-154 
Phone:  650-306-3364 
Office Hours: Monday ï Thursday, 9:00A.M. ï 7:00P.M.. & Fridays, 9:00A.M. ï 4:30P.M. 
 
The Office of Student Activities is a department within the division of Student Services that provides support 
and guidance to various recognized student clubs; plans campus events from welcome back week to 
commencement; hosts workshops; oversees the student club registration process; and advises the 
Associated Students. The department functions as an information and resource center for leadership 
development, community service, educational, social, and cultural activities. The Office of Student Activities 
is also responsible for maintaining the Student Employment and distributing Study Body Photo I.D. cards.   

 
Mission 
The Office of Student Activities creates a learning environment outside of the classroom. By 
providing services, activities, and information that promote leader development; encourages 
student participation in campus life (i.e. clubs, student government, volunteer activities, events, 
etc); and supports student success in leadership roles and processes.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
These services enhance the educational experiences of students and promote professional, social, and 
intellectual development. The Office of Student Activities staff is committed to actively promoting student 
involvement and development. Call or visit the office for more information about our programs and services.  
 

Student Body Card 
The $8.00 student body fee and other fundraising activities support the ASCC and help fund scholarships, 
educational, social, and cultural programming, library book purchases, and many other campus programs 
and services. Students who pay the student body fee are entitled to a student body card. The card is 
available throughout the fall and spring semesters.  
 
 

Programs and Services 

 
 Campus Club Organizations, Formation, Support, and 

Advising 

 Campus Social, Cultural, and Educational Programming 

 Community Service Volunteer Opportunities 

 Conflict Management Peer Education Program 

 Employment Listings 

 Housing Listings  

 Leadership Development (workshops, presentations, 
classes, etc) 

 Literature Distribution Guidelines 

 On Campus and Off Campus Event Criteria 

 Student Body Card I.D. Photo Card 

 Student Handbook Publication 

 Student Organization Handbook Publication 

 Support for the Associated Students of Cañada College 

 Vendor Tabling 
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How to Get Your Student Body Card 
V Pay your registration fees and your student body fee at the Cashiers Office;  
V Bring a copy of your registration receipt (showing a 0.00 balance) and your photo I.D. to the Office 

of Student Activities (9-108); 
V Have your photo taken; your new card will be processed while you wait; 
V You must pay all your fees each semester to have your student body card validated every quarter. 

 

 

Associated Students of Cañada College Student Senate 
 
Location:  Student Center, 9-154 
Phone:  650-306-3453 
 
As a student of Cañada College with a Student Body Card, you are also a member of the Associated 
Students of Cañada College (ASCC). The Associated Students of Canada College (ASCC) Student Senate 
is the official representative student government organization at Cañada College. The Student Senate of 
Canada College is charged with the responsibility of assessing and meeting student needs and providing 
student input into the decision making process of the College.  

The Student Senate is responsible for adopting and overseeing the annual ASCC budget; 
conducting annual elections; appointing representatives to College and District wide committees; providing 
leadership for advocacy efforts on campus and at the State level; granting clubs and organizations charters;  
providing funding to clubs and departments for campus programs and events; and managing ASCC 
Scholarships.  

As representatives of the students, all members of the Senate put their leadership skills to work. 
Students with a minimum GPA of 2.0, are in good academic standing, are enrolled in at least 6.0 units each 
semester, and have a Student Body Card are eligible to join the Senate.  

The weekly meetings of the Senate are open to all students, faculty, staff, and the public. Contact 
the ASCC Office for information regarding meeting times and location. Attend a meeting, see student 
leadership in action and find out how to earn leadership units; increase university transfer, career and 
internship options; develop new skills; learn to work in groups; and to advocate for student rights.  

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
ASCC Scholarships 
 
The Student Senate offers The ASCC Student Leadership Scholarship for student active in campus 
activities and clubs. The Student Leadership Scholarship is available through the Cañada College 
Scholarship Program, supervised by the Financial Aid Office. The Scholarship provides one scholarship in 
the amount of $1000.00 to one transferring student and one student continuing their education at Cañada 
College. Students that have been actively involved on campus (e.g., participating in clubs, planning or 

ASCC Vision 
To be recognized as one of the most respected and 
elite student governments in the California 
Community College System.  
 
ASCC Mission 
The Student Senate of Cañada College is a 
dedicated and diverse group of representatives from 
the student body. The Senate exists to be the voice 
and link between administration and students. We 
serve and provide students with information, 
activities, funding, and new ideas in order to improve 
the college experience. Our goal is to accomplish 
this through leadership and collaboration.  
 

Core Values 
 Determination 

 Respect 

 Excellence 

 Integrity 

 Diversity 

 Unity 

 Advocacy 
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assisting with events, volunteering for college based community service activities, completing the 
Leadership Development course), show academic achievement, and have a current student body card, 
qualify for the scholarship.  
   
 

Clubs and Organizations 
Joining a club is a great way to enrich your academic experience at Cañada College. There are clubs of all 
types on campus and they change periodically with the changing interests of the student body. These 
organizations focus on student interests in careers, education, multicultural diversity, religion, recreations, 
sports, politics, the environment, and service. If there is not a club that meets your needs, you can start a 
new one. For a complete listing of clubs visit the Office of Student Activities.  
 

Starting a New Club 
To activate or reactivate a club, complete a Club Registration Form, available on the Office of Student 
Activities website. For additional information regarding starting a club, contact or visit the Office of Student 
Activities located in the Student Center (9-154) 650-306-3364.  
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Students Rights & Responsibilities 
 

The principle of personal honor is the basis for student conduct. The honor system tests on the sincere 

belief that Cañada College students are mature and self-respecting, and can be relied upon to act as 

responsible and ethical members of society. Each individual has the obligation to observe the College rules 

and regulations. 

Social or other functions using the name of the College are thereby identified as College functions and 

become subject to the same standards of conduct and of supervision, whether conducted on or off the 

campus. social or other functions for which no College staff member is listed as a sponsor are not 

considered College functions. Further, no off-campus organizations may use the name of Cañada College or 

imply College sponsorship in any publicity or other information. guidelines addressing student cheating and 

plagiarism are found in the catalog under College Policies. 

 

PRIVACY RIGHTS OF STUDENTS 

The Family Educational Rights and Privacy Act (FERPA) affords students certain rights with respect to their 

educational records. These rights include the following: 

1. The right to inspect and review the Studentôs education records within 45 days of the day the College 

receives a request for access. Students should submit to the Dean of Counseling and Enrollment Services, 

a written request that identifies the record(s) they wish to inspect. The Dean will make arrangements for 

access and notify the student of the time and place where the record(s) may be inspected. 

2. The right to request the amendment of the studentôs education records that the student believes are 

inaccurate or misleading. Students may ask the College to amend a record that they believe is inaccurate or 

misleading. They should write the Dean of Counseling and Enrollment Services for the record they want 

changed, and specify why it is inaccurate or misleading. If the College decides not to amend the record as 

requested by the student, the College will notify the student of the decision and advise the student of his or 

her right to a hearing regarding the request for amendment. Additional information regarding the hearing 

procedures will be provided to the student when notified of the right of a hearing. 

3. The right to consent to disclosures of personally identifiable information contained in the studentôs 

education records, except to the extent that FERPA authorizes disclosure without consent. One exception, 

which permits disclosure without consent, is disclosure to school officials with legitimate educational 

interests. A school official is a person employed by the College in an administrative, supervisory, academic 

or research, or support staff position (including law enforcement unit personnel and health staff); a person or 

company with whom the College has contracted (such as an attorney, auditor, or collection agent); a person 

serving on the Board of Trustees; or a student serving on an official committee, such as a disciplinary or 

grievance committee, or assisting another school official in performing his or her tasks. A school official has 

a legitimate educational interest if the official needs to review an education record in order to fulfill his or her 

professional responsibility. 

4. The right to file a complaint with the U.S. Department of Education concerning alleged failures by the 

College to comply with the requirements of FERPA. 

The Act provides that the College may release certain types of ñDirectory Informationò unless the student 

submits a request in writing to the Admissions and Records Office that certain or all such information not be 

released without his/her consent. Currently enrolled students may request that ñDirectory Informationò be 

withheld by notifying the Admissions and Records Office in writing each term or semester. Such requests 

must be submitted within two weeks after the first day of instruction. 

 ñDirectory Informationò at the College includes: (1) studentôs name and city of residence, (2) participation in 

recognized activities and sports, (3) dates of enrollment, (4) degrees and awards received, (5) the most 

recent previous educational agency or institution attended, and (6) height and weight of members of athletic 

teams. 
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Students Rights & Responsibilities 
 

A copy of the Family Educational Rights and Privacy Act (Sec. 438, P.L. 93-380) is available in the 

Admissions and Records Office, Building 9 during normal business hours or on the web. 

Student Right-to-Know and Public Safety Act 

In order to make Cañada College a safe and pleasant environment for students and employees, the College 

has established procedures in compliance with the Student Right-to-Know (SRTK) and Public Safety Act 

(Federal Public Law 101-542). Persons seeking information concerning Cañada College law enforcement 

procedures, crime prevention efforts, and crime statistics should contact the College Security Office, 

Building 9, Room 151, (650) 306-3420. 

The Act also requires institutions to make available the completion or graduation rate of certificate or 

degree-seeking full-time students. A paper copy of this information may be obtained at the Admissions and 

Records Office, Building 9 (650) 306-3226. 

More information about SRTK may be found on the California Community Colleges Chancellorôs Office 

website at http://srtk.cccco.edu/index.asp. 

 

CONDUCT 

All members of the San Mateo County Community College District community share the responsibility for 

preserving the freedom to learn. The College's policies and procedures are designed to safeguard this 

freedom. Students attending any college in the San Mateo county Community College District will have full 

access to the rules and regulations under which these colleges operate and will be assured an impartial 

hearing in instances when a regulation allegedly is violated. 

Students enrolled in Cañada College are expected to conduct themselves as responsible citizens and in a 

manner compatible with the District and College function as an educational institution. Students are also 

subject to civil authority and to the specific regulations established by each college in the District. Violators 

shall be subject to disciplinary action, including possible cancellation of registration, and may be denied 

future admission to the Colleges of the San Mateo County Community College District. Each student has the 

obligation to know and uphold College Rules and Regulations. 

Students are also subject to civil authority and to the specific regulations established by each College in the 

District. Violators shall be subject to disciplinary action, including possible cancellation of registration, and 

may be denied future admission to the Colleges of the San Mateo County Community College District. 

A system of derived authority provides the basis for the regulation of the conduct of students of the San 

Mateo County Community College District. Authority for the public educational system in California rests with 

the state. The state legislature has full authority; subject only to the limits placed upon it by the Constitution 

of the United States and the State of California, and fulfills its duty as follows: 

By creating laws to regulate public education - these are to be found principally in the Education Code.  

 

By delegating authority to local agencies such as the Board of Trustees of the San Mateo County 

Community College District, which, in turn, may delegate its administrative authority 

The following actions are prohibited and may lead to appropriate disciplinary action: 

1. Continued disruptive behavior, continued willful disobedience, habitual profanity or vulgarity, the 

open and persistent defiance of the authority of, or persistent abuse of, college personnel 

 

2. Assault, battery, or any threat of force or violence upon a student or college personnel 

 

3. Physical abuse or verbal abuse or any conduct which threatens the health or safety of any person 

(including any action on campus or at any event sponsored or supervised by the College) 
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Students Rights & Responsibilities 
 

4. Theft or damage to property (including College property or the property of any person while he/she 

in on the College campus) 

 

5. Interference with the normal operations of the College (i.e., obstruction or disruption of teaching, 

administration, disciplinary procedures, pedestrian or vehicular traffic, or other College activities, 

including its public service functions or other authorized activities on college premises). 

 

6. Use of personal portable sound amplification equipment (e.g., radios and tape players) in a manner 

which disturbs the privacy of other individuals and/or the instructional program of the College. 

Determination of an acceptable level of amplification will be made by the Vice President, Student 

Services, or his/her designee(s). 

 

7. Unauthorized entry into, or use of, College facilities 

 

8. Forgery, falsification, alteration or misuse of College documents, records, or identification. 

 

9. Dishonesty such as cheating, plagiarism, or knowingly furnishing false information to the College 

and its officials 

 

10. Disorderly conduct or lewd, indecent, or obscene conduct or expression on any College owned or 

controlled property or at any College sponsored or supervised function. 

 

11. Extortion or breach of the peace on College property or at any College sponsored or supervised 

function. 

12. The use, possession, sale or distribution of narcotics or other dangerous or illegal drugs (as defined 

in California statutes) on College property or at any function sponsored or supervised by the 

College. 

13. Possession or use of alcoholic beverages on College property, or at any function sponsored or 

supervised by the College. 

 

14. Illegal possession or use of firearms, explosives, dangerous chemicals, or other weapons on 

College property or at College sponsored events. 

 

15. Smoking in classrooms or other unauthorized campus areas as designated by the President or 

his/her designee. 

 

16. Failure to satisfy College financial obligations 

 

17. Failure to comply with directions of College officials, faculty, staff, or Public Safety officers acting in 

performance of their duties 

 

18. Failure to identify oneself when on College property or at a College sponsored or supervised event, 

upon the request of a College official acting in the performance of his/her duties 

 

19. Gambling 

 

20. Sexual harassment or sexual and racial discrimination 

 

21. Violation of other applicable federal and state statutes and District and College rules and 

regulations 
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Students Rights & Responsibilities 
 

Any student may be subject to disciplinary action, including suspension and/or expulsion, if his/her actions 

on campus or in class are disruptive or are in violation of College rules and regulations. In cases involving 

disciplinary action, the student will have access to established appeals procedures. 

Guidelines for campus assembly procedures: 

1. Any public meeting, demonstration, or rally on campus will be governed by the regulations of the 

Cañada College as to time, place, and manner.  

 

2. Students have the full right to express their views on any matter, subject to college regulations in 

regard to time, place, and manner.  

 

3. Disruptive behavior is defined as any action which interferes with the functions or activities of the 

College to the point where such functions or activities can no longer effectively continue. Examples 

of such functions or activities are classroom activities, athletic events, administrative activities, 

approved assemblies, meetings and programs, and construction work. Examples of disruptive 

activities are blocking access to college facilities, disrupting classroom activities to the point where 

the instructor, in his/her opinion, is no longer able to continue the class, heckling an assembly 

speaker so that the speaker cannot continue talking, and unauthorized use of sound equipment. 

 

4. In the event of disruptive behavior, the President of the College or his/her representative will make 

every effort to restore order within the context of the Cañada College community itself. Should 

disruptive activity continue, the administration may suspend those individuals continuing to engage 

in disruptive behavior. The administration of the College may take whatever steps are necessary to 

restore order, including requests for aid from appropriate law enforcement agencies. 

 

5. Violent behavior will be defined as any action that results in physical harm to persons or property or 

an overt and public threat of harm.  

 

6. In case of violence, the President or his/ her delegated representative, may request immediate and 

appropriate action by law enforcement authorities. 

 

7. In the case of extreme violation of the rule(s), a student may face expulsion by action of the Board 

of Trustees on recommendation of the College President and the Chancellor-Superintendent. 

Procedures in this instance are provided for in the District Rules and Regulations, as adopted by 

the Board of Trustees. 

 

DISCIPLINARY ACTIONS 

Any student may be subject to disciplinary action, including suspension and/or expulsion, if his/her actions 

on campus are disruptive or are in violation of College rules and regulations. In cases involving disciplinary 

action, the student will have access to established appeals procedures. 

 

A. General Disciplinary Actions 

a. Decisions regarding the following types of disciplinary action are the responsibility of the 

Vice President, Student Services. Unless the immediate application of disciplinary action 

is essential, such action will not be taken until the student has had an opportunity to utilize 

the established appeal procedures found in Rules and Regulations, Section 7.73. 
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i. WARNING ï A faculty or staff member may give notice to a student that 

continuation or repetition of specified conduct may be cause for further 

disciplinary action. 

 

ii. TEMPORARY EXCLUSION ï a faculty or staff member may remove a student 

who is in violation of the guidelines for student conduct for the duration of the 

class period or activity during which the violation took place and, if necessary, for 

the day following. The faculty or staff member shall immediately report such 

removal to the college chief executive officer or his/her designee for appropriate 

action. 

 

iii. CENSURE ï The Vice President, Student Services may verbally reprimand a 

student or may place on record a written statement which details how a studentôs 

conduct violates a District or College regulation. The student receiving such a 

verbal or written statement shall be notified that such continued conduct or 

further violation of District/College rules may result in further disciplinary action. 

 

iv. CANCELLATION OF REGISTRATION ï The Vice President, Student Services 

may cancel a studentôs registration in the event of falsification of educational 

and/or financial records and related documents or for failure to meet financial 

obligations to the District. 

 

v. DISCIPLINARY PROBATION ï The Vice President, Student Services or his/her 

designee may place a student on disciplinary probation for a period not to exceed 

one semester. Repetition of the same action or other violations of District/College 

rules and regulations during the probationary period may be cause for 

suspension or expulsion. Disciplinary probation may include one or both of the 

following:  

 

1. Removal from any or all College organizations or offices; and/or  

2. Of privileges of participating in any or all College or student sponsored 

activities. 

 

vi. RESTITUTION ï The Vice President, Student Services may require a student to 

reimburse the District for damage or misappropriation of property. Restitution 

may take the form of appropriate service to repair or other wise compensate for 

damages. 

 

1. Disciplinary action shall not of itself jeopardize a studentôs grades nor 

will the record of such action be maintained in the studentôs academic 

files. 

 

2. A student subject to disciplinary action has a right to appeal the decision 

in accordance with Rules and Regulations, Section 7.73. 

B. Suspension and Expulsion 

a. Suspension is the termination of student status for a definite period of time. A suspended 

student may not be present on campus and is denied College privileges including class 

attendance and all other student body or College granted privileges. 
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i. Summary suspension is limited to that period of time necessary to in sure that 

the school is protected from the immediate possibility of violence, disorder, or 

threat to the safety of persons or property. Summary suspension is not 

necessarily considered a disciplinary action against the student. 

 

ii. Disciplinary suspension is a temporary termination of student status and includes 

exclusion from classes, privileges, or activities for a specified period of time as 

stipulated in the written notice of suspension. 

 

b. The chief executive officer of the college or his/her designee may suspend a student, as 

deemed appropriate, for any of the following time periods: 

 

i. From one or more classes for a period of up to ten days. 

 

ii. From one or more classes for the remainder of the semester or session. 

 

iii. From all classes and activities of the college for one or more semesters or 

sessions. 

c. In cases involving disciplinary suspension: 

 

i. The student shall have the opportunity to examine any materials upon which the 

charges are based. 

 

ii. The student shall be informed of the nature of the violations and/or actions which 

constitute the basis for the suspension. 

 

iii. The student shall be allowed to present evidence refuting the charges to the 

college chief executive officer or his/her designee. 

 

iv. A letter explaining the terms and conditions of the suspension shall be sent to the 

studentôs address of record. The studentôs professors/instructors and counselor 

shall be informed, in writing, of the suspension. 

d. At the end of the term of suspension, the student must obtain an authorization form from 

the Vice President, Student Services before returning to classes.  

e. A student under suspension at any District College may not enroll in any other District 

College during the period of suspension. 

 

f. The chief executive officer of the College shall report all suspensions of students to the 

Chancellor-Superintendent. 

 

g. If the suspended student is a minor, the parent or guardian shall be notified in writing by 

the chief executive officer of the College or his/her designee. 
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h. Expulsion of a student is the indefinite termination of student status and all attending rights 

and privileges. Expulsion of a student is accomplished by action of the Board of Trustees 

on recommendation of the college President and the Chancellor-Superintendent. An 

expelled student shall not be allowed to register in any subsequent semester without the 

approval of the College President. 

 

i. The College President shall forward to the Chancellor-Superintendent a letter of 

recommendation for expulsion which includes a brief statement of charges and a 

confidential statement of background and evidence relating to the charge(s). 

 

ii. The Chancellor-Superintendent shall review the recommendation for expulsion 

with the Office of County Counsel. 

 

iii. The Chancellor-Superintendent, as Secretary for the Board, shall forward a letter 

to the student by certified mail advising him/her of the charges and of the 

intention of the Board to hold a closed session to consider his/her expulsion. 

Unless the student requests a public hearing in writing at least 48 hours prior to 

the scheduled hearing, the hearing shall be conducted in a closed session. 

 

iv. The student is entitled to be present during presentation of the case and may be 

accompanied by a representative. If the student chooses to be represented by an 

attorney, the student must so notify the Chancellor- Superintendent no later than 

five working days prior to the hearing. The student has the right to examine any 

materials upon which charges against him/her are based, and shall be given the 

opportunity to present his/her evidence refuting the charges to the Board. The 

student or his/her representative may cross-examine any witness. The district 

bears the burden of proof. 

 

v. The report of final action taken by the Board in public session shall be made a 

part of the public record and forwarded to the student. Other documents and 

materials shall be regarded as confidential and will be made public only if the 

student requests a public hearing. 

 

ACADEMIC INTEGRITY POLICY 

As members of the college community, students at Cañada are expected to demonstrate integrity in all 

academic endeavors. Students are evaluated on their own merits, so they should protect academic integrity 

at Cañada College and be proud of their achievements. 

General principles of academic integrity include the concept of respect for the intellectual property of others, 

the expectation that individual work will be submitted unless otherwise allowed by an instructor, and the 

obligations both to protect oneôs own academic work from misuse by others and to avoid using anotherôs 

work as oneôs own. Faculty, with the full support of the College, have the right to take standards of academic 

integrity into account when assigning grades. All students are expected to understand and abide by these 

principles. 

Any act which gains or is intended to gain an unfair academic advantage or which compromises the integrity 

of the academic standards of the college may be considered an act of academic dishonesty. 
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Forms of Academic Dishonesty: 

Violations or attempted violations of academic integrity include, but are not limited to: cheating, fabrication, 

plagiarism, multiple submissions, or facilitating academic dishonesty. Please note that culpability is not 

diminished when academic dishonesty occurs in drafts which are not the final version. Also, if the student 

receives any type of assistance or disability accommodations in the preparation or submission of materials, 

the student is expected to proofread the results and is responsible for all particulars of the submission. 

Cheatingðfailure to observe the expressed procedures of an academic exercise, including but not limited 

to: 

 Communicating with fellow students during an exam, copying material from another studentôs exam, 

allowing another student to copy from an exam, allowing another person to take a quiz, exam, or 

similar evaluation in lieu of the enrolled student 

 

 Using unauthorized materials, information, or study aids (e.g., textbook, notes, data, images, formula 

list, dictionary, calculator, etc.) in any academic exercise or exam 

 

 Unauthorized collaboration in providing or requesting assistance, such as sharing information on an 

academic exercise or exam 

 

 Unauthorized use of another personôs data in completing a computer exercise 

 

 Using computer and word processing systems to gain access to, alter and/or use unauthorized 

information 

 

 Altering a graded exam or assignment and requesting that it be re-graded -- submission of altered 

work after grading shall be considered academically dishonest, including but not limited to changing 

answers after an exam or assignment has been returned or submitting anotherôs exam as oneôs 

own to gain credit 

 

 attempting to hinder the work of another student 

Fabricationðfalsification or invention of any information in an academic exercise, including but not limited 

to: 

 Altering data to support research 

 

 Presenting results from research that was not performed--submitting material for lab assignments, 

class projects or other assignments which is wholly or partially falsified, invented or otherwise does 

not represent work accomplished or undertaken by the student 

 

 Crediting source material that was not used for research 

 

 Falsification, alteration or misrepresentation of official or unofficial records or documents including but 

not limited to academic transcripts, academic documentation, letters of recommendation, and 

admissions applications or related documents 

Plagiarismðthe presentation of anotherôs words, images or ideas as if they were the studentôs own, 

including but not limited to:  
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 The submission of material, whether in part or whole, authored by another person or source (e.g., the 

internet, book, journal, etc.), whether that material is paraphrased, translated or copied in verbatim 

or near-verbatim form without properly acknowledging the source (i.e. all sources of information 

must be cited in work submitted for a grade) 

 

 The submission of material edited, in part or whole, by another person that results in the loss of the 

studentôs original voice or ideas (i.e. while an editor or tutor may advise a student, the final work 

submitted must be the work of the student, not that of the editor or tutor)  

 

 Translating all or any part of material from another language and presenting it as if it were studentôs 

own original work 

 

 Unauthorized transfer and use of another personôs computer file as the studentôs own 

 

 Unauthorized use of another personôs data in completing a computer exercise 

Multiple Submissionsðresubmission of a work that has already received credit with identical or similar 

content in another course without consent of the present instructor or submission of work with identical or 

similar content in concurrent courses without consent of all instructors. 

Facilitating Academic Dishonestyðassisting another to commit an act of academic dishonesty, including 

but not limited to: 

 Taking a quiz, exam, or similar evaluation in place of another person 

 

 Allowing one student to copy from another 

 

 Attending a course posing as another student who is officially registered for that course 

 

 Providing material or other information (e.g., a solution to homework, a project or other assignments, a 

copy of an exam, exam key or any test information) to another student with knowledge that such 

assistance could be used in any of the violations stated above.  

 

 Distribution or use of notes or recordings based on college classes without the express permission 

of the instructor for purposes other than individual or group study. This includes, but is not limited 

to, providing materials for distribution by services publishing class notes. This restriction on 

unauthorized use applies to all information distributed or in any way displayed for use in 

relationship to the class, whether obtained in class, via email, on the Internet or via any other 

media. 

*Some parts of this document were borrowed from the academic integrity policies of UCLA, De Anza 

College and USC. Modifications were made in order to address the specific needs of the Cañada College 

community. 

Consequences of Academic Dishonesty: 

Disciplinary sanctions may be applied in cases of academic dishonesty. Depending on the seriousness of 

the infraction, a student may: 

 Receive a failing grade on the test, paper, or examination.  

 

 Have his/her course grade lowered or fail the course.  
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 Under the District standards of Disciplinary Sanctions, the student may be subject to:  

 

 A Warning: An instructor may give written or verbal notice to a student that continuation 

 Or repetition of specified conduct may be cause for further disciplinary action. 

 Temporary Exclusion From An Activity Or Class: An instructor may remove a student who is in 

violation of the guidelines for student conduct for the duration of the class period or activity during 

which the violation took place and, if necessary, for the day following. The instructor shall 

immediately report such removal to the college chief executive officer or his/her designee for 

appropriate action.  

 

 Censure: The Vice President, Student Services may verbally reprimand a student or may place on 

record a written statement which details how a studentôs conduct violates District or College 

regulations. The student receiving such a verbal or written statement shall be notified that such 

continued conduct or further violation of District/College rules may result in further disciplinary 

action.  

 

 Disciplinary Probation: The Vice President, Student Services or his/her designee may place a student 

on disciplinary probation for a period not to exceed one semester. Repetition of the same action or 

other violations of District/College rules and regulations during the probationary period may be 

cause for suspension or expulsion. Disciplinary probation may include one or both of the following: 

a. Removal from any or all College organization or offices; or b. Denial of privileges of participation 

in any or all College or student sponsored events.  

 

 Disciplinary Suspension: The termination of student status for a definite period of time. A suspended 

student may not be present of campus and is denied College privileges including class attendance 

and all other student body or College granted privileges. Refer to Suspension Policy for details. 

 

 Expulsion: A permanent termination of student status and all attending rights and privileges. Expulsion 

of a student is accomplished by action of the Board of Trustees on recommendation of the college 

chief executive officer and the Chancellor. An expelled student shall not be allowed to register in 

any subsequent semester without the approval of the chief executive office of the College. Refer to 

Expulsion Policy or details. 

 

 If a sanction entails any action greater than a written or verbal notice, the instructor must submit a 

Notice of Student Violation of the Cañada College Academic Integrity Policy to the Vice President, 

Student Services for review and appropriate follow up. This form will identify the infraction and the 

sanction, and should be signed by both the student and instructor. 

 

 If a student receives any of these sanctions, he/she must first address his/her concerns with the 

instructor. If the student believes that the instructorsô decision is unfair, the student may appeal the 

decision to the Vice President of Student Services in accordance with the Student Discipline Policy 

and Appeals Process. 

 

 The Vice President of Student Services maintains a record of students who have engaged in 

academic dishonesty. This information is used to identify and discipline students who have been 

reported for academic dishonesty more than once, and may be shared with other faculty in whose 

classes the student is enrolled. 
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 Any record of academic dishonesty will be maintained in the Vice President of Student Serviceôs 

records for a period of two years at which time, barring further infractions, it will be permanently 

removed. 

 

STUDENT GRIEVANCES AND APPEALS 

Initial College Review 

Students are encouraged to pursue their academic studies and become involved in other college sponsored 

activities that promote their intellectual growth and personal development. The college is committed to the 

concept that, in the pursuit of these ends, students should be free of unfair and improper actions on the part 

of any member of the academic community. If, at any time, a student feels that he or she has been subject 

to unjust actions or denied his or her rights, redress can be sought through the filing of a grievance, or an 

appeal of the decision/action taken in response to a grievance, within the framework of policy and procedure 

set forth below. 

College Channels 

The chart on the following page summarizes the appropriate college channels to be utilized by any student 

wishing to seek redress. For further information concerning any aspect of student grievances or rights of 

appeal, students should contact the Office of the Vice President, Student Services. As an inherent right, 

basic to the concept of due process, students may elect to appeal any decisions or actions taken to the 

President of the College, to the Chancellor-Superintendent of the District, and ultimately to the Board of 

Trustees. All grievances, or appeals of the decision/action taken in response to a grievance, will be dealt 

with in a timely manner. 

College and District Appeal Procedures 

At any time during the process outlined below, informal resolution of a grievance may be sought by mutual 

agreement. 

I. Step 1 - College Procedure 

Before initiating formal grievance procedures, the student should attempt to resolve the dispute informally 

with the staff member concerned. If the dispute is not resolved, the student may initiate a formal grievance in 

accordance with the procedures set forth below. 

A. First Level 

The initial grievance must be filed with the administrator, or appropriate committee, responsible for the area 

in which the dispute arose. In presenting a grievance, the student shall submit a written statement to include, 

where appropriate, the following information: 

1. A statement describing the nature of the problem and the action which the student desires taken. 

 

2. A statement of the steps initiated by the student to resolve the problem by informal means. 

 

3. A description of the general and specific grounds on which the grievance is based. 

 

4. A listing, if relevant, of the names of all persons involved in the matter at issue and the times, 

places, and events in which each person so named was involved. 

The designated administrator or committee chairperson shall provide the student with a hearing, if 

requested, and shall review the grievance. A written notice of the decision shall be provided to the student, 

within ten days of the review of the studentôs grievance. In the event that the grievance is not resolved to the 

studentôs satisfaction, he or she may appeal the decision or action and will be advised in writing of the 

process to do so. 
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B. Second Level 

 

1. In the event that the grievance has not been resolved at the first level, the student may appeal in 

writing to the administrator, or appropriate committee, responsible for the area in which the first 

decision or action was taken. This appeal must be made within five days after receipt of the written 

decision made or action taken in response to the initial grievance. 

 

2. In the event the President is not involved at the second level, the student may request a review of 

the appeal within five days after receipt of the decision made or action taken in response to the 

appeal. The President shall provide the student with a hearing, if requested, and shall review the 

appeal. A written notice of the Presidentôs decision shall be provided to the student within ten days 

of the review of the studentôs written request for the review. In the event that the Presidentôs 

response is not satisfactory to the student, he or she may appeal the decision or action. This 

student will be advised in writing of his/her further rights of appeal. 

II. Step 2 - District Procedure 

 

A. If the dispute has not been resolved at the College level, the student may appeal, in writing, to the 

Chancellor-Superintendent within five days after receipt of the decision of the President. 

 

B. The Chancellor-Superintendent, or his/ her designee, shall provide the student with a hearing, if 

requested, and shall review the appeal. A written notice of the decision of the Chancellor-

Superintendent shall be provided to the student within ten days of the review of the studentôs 

written appeal. In the event that the appeal is not granted, the student shall be advised in writing of 

his/her further rights of appeal. 

III. Step 3 - Board of Trustees Procedure 

 

A. If the dispute has not been resolved during the course of earlier procedures, the student may 

appeal, in writing, to the Board of Trustees, or its designee, within five days after receipt of the 

decision of the Chancellor-Superintendent. 

 

B. The Board of Trustees, or its designee, shall provide the student with a hearing, if requested, and 

shall review the appeal. Participants in previous reviews or hearings may be directed to appear 

before the Board. A written notice of the decision of the Board shall be mailed to the student and to 

appropriate staff members, within twenty days following the review. The decision of the Board of 

Trustees is final. 

IV. Timelines 

 

A. Failure by the appropriate staff member to transmit notice of the decision or action to the student 

within the specified time period shall permit the student to request a review at the next level as set 

forth in the procedures. 

 

B. Failure of the student to file a written appeal within the specified time period shall be deemed 

acceptance of the decision. 
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C. The timelines indicated for each step refer to working days. The designated time periods should be 

regarded as maximum limits and every effort should be made to expedite the process. Time limits 

may be extended by mutual agreement if circumstances indicate the desirability of such an 

extension. 

 

Additional Redress 

In addition to and concurrently with the filing of a written grievance, a student has the right to file a complaint 

or charges with other appropriate governmental agencies such as the Equal Employment Opportunity 

Commission, the Office for Civil Rights, the Department of Fair Employment and Housing, the Chancellorôs 

Office of the California Community Colleges, or state or federal court. 

 

ATTENDANCE REGULATIONS 

Regular attendance in class and laboratory sessions is an obligation assumed by each student at the time of 

his/her registration. When a student fails to attend class, he/she misses the content of the session, and 

course continuity is lessened. When failure to attend class places a studentôs success in jeopardy, the 

instructor may drop the student from the class. 

Total hours of absence which exceed twice the number of hours a class meets in a week define ñexcessive 

absenceò as used by many instructors in dropping students for nonattendance. Instructors may, however, 

utilize stricter attendance requirements. 

Absence due to participation in college-sponsored activities may be considered excused when the student 

informs and receives permission from the instructor in advance of the absence and makes up all work 

missed. 

A student dropped from any class for nonattendance may appeal in writing to the Division Dean within five 

College calendar days of such a drop if the student thinks the absences should be excused, and 

reinstatement in class can be justified. Students may, with the permission of the instructor, remain in class 

while their appeal is being reviewed. A recommendation regarding the appeal will be forwarded to the 

instructor whose decision is final. 

 

EMERGENCY LEAVE OF ABSENCE 

A student who finds it necessary to withdraw from all enrolled courses at any time after registration must 

obtain a petition for semester leave of absence. This petition may be obtained from the Health Center if the 

emergency is of a medical nature. A petition for non-medical emergency leave of absence may be obtained 

from the Admissions and Records Office. It is the studentôs responsibility to complete the petition process. 

The leave of absence shall only be used when verified circumstances beyond the studentôs control force a 

complete withdrawal from all courses. 

A student absent 5 days or more with a medical problem should notify his/her instructor(s). 

 

POLICY OF NON-DISCRIMINATION 

Cañada College is committed to equal opportunity regardless of age, gender, marital status, disability, race, 

color, sexual orientation, religion, national origin, or other similar factors, for admission to the College, 

enrollment in classes, student services, financial aid, and employment in accordance with the provisions of 

Title VI of the Civil Rights Act of 1964, Title IX of the Education Amendments of 1972 (45CRF 86), Section 

504 of the Rehabilitation Act of 1973 (P.L. 93-112), and the Americans with Disabilities Act of 1990. 
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It is important that students, staff, and all others associated with the College understand the importance of 

reporting concerns about possible violations of this policy. The Collegeôs commitment to equal opportunity 

demands full investigation of possible violations and an opportunity for a fair and impartial hearing on any 

matter relating to these laws and policies. 

Any person seeking information concerning these laws and policies or claiming grievance because of 

alleged violations of Title VI of the Civil Rights Act of 1964, Section 504 of the Rehabilitation Act of 1973, 

and the Americans with Disabilities Act of 1990 should contact the Vice President of Student Services. 

All grievances will be reviewed in terms of Title VI and Title IX law, and persons involved will be advised of 

the provisions of the law and their legal rights. If normal channels are not available or fail to meet legal 

requirements, the necessary action will be initiated. 

Inquiries regarding Federal laws and regulations concerning nondiscrimination in education or the Districtôs 

compliance with those provisions may also be directed to: 

  Office for Civil Rights 

  U.S. Department of Education 

  50 United Nations Plaza, Room 239 

  San Francisco, CA 94102 

 

POLICY ON AMERICANS WITH DISABILITIES ACT 

The purpose of the Americans with Disabilities Act (ADA), PL 101-336, is to extend to people with disabilities 

civil rights similar to those now available on the basis of race, color, national origin, sex and religion through 

the Civil Rights Act of 1964. It prohibits discrimination on the basis of disability in private sector employment, 

services rendered by state and local governments, places of public accommodation, transportation, and 

telecommunications relay services. The ADA says that no covered entity shall discriminate against a 

qualified individual with a disability because of the disability of such individual in regard to job application 

procedures; the hiring, advancement, or discharge of employees; employee compensation; job training; and 

other terms, conditions, and privileges of employment. 

Major employment provisions of the ADA require equal opportunity in selection, testing, and hiring of 

qualified applicants with disabilities (applicants with disabilities may request that special accommodations be 

made in order to complete these processes); equal treatment in promotion and benefits; reasonable 

accommodation for applicants and workers with disabilities when such accommodations would not impose 

ñundue hardshipò; and prohibits discrimination against workers with disabilities. (This provision is similar to 

the Civil Rights Act of 1964 and Title V of the Rehabilitation Act of 1973). 

Employers may require that an individual not pose a direct threat to the health and safety of others; may not 

make pre-employment inquiries about an applicantôs disability or conduct pre-employment medical exams; 

and may conduct a test for illegal drug use and prohibit all workplace use of illegal drugs and alcohol. 

If you need further information or if there are any problems or complaints on campus regarding compliance, 

please contact the Vice President of Student Services. 

 

POLICY ON SEXUAL HARASSMENT 

Pursuant to California Code of Regulations Title 5, Section 59300 et seq., it is the policy of San Mateo 

County Community College District and Cañada College to prohibit, in any and all forms, the sexual 

harassment of its students and staff. Sexual harassment of students by other students or staff, and/or the 

harassment of staff by students, is considered intolerable behavior that will be investigated and acted upon 

immediately. 




