
December 16, 2019 
 
To All Campus Departments: 
 
As most of you know, our university is home to the largest number of deaf and hard 
of hearing (DHH) students in the California State University and one of the largest 
in the nation.  We take great pride in supporting our students by providing 
accommodation services through the National Center on Deafness (NCOD) for all 
academic and instructionally related activities.  Further, departments routinely 
arrange accommodation services for other hosted campus events.  However, our 
practices for providing accommodation services for campus events sometimes 
results in the scheduling of service providers for events where there are no DHH 
students in attendance.  Obviously, this is not an efficient way to use our 
resources.  For the last several months, we have piloted a new practice of requiring 
students to actually request accommodation services before the event or activity 
they plan to attend.  Students appear to have adjusted to this practice, and we are 
now proceeding with campus-wide implementation, effective immediately.  So how 
will this be done? 

 
• Your event should be publicized and circulated at least ten (10) 

business days before the date of the event, and students should be 
directed to request services at least five (5) business days before the 
event.  All event publicity should inform students of their responsibility to 
request the accommodation services they need.  It is suggested the following 
statement be used on all flyers, posters, websites, etc. announcing events: 

 
“Requests for accommodation services (e.g., sign language interpreters or 
transcribers) must be made at least five (5) business days in 
advance.  Please contact _____________ (department point of contact 
and email) by __________ (the fifth business day before the event).” 
 

You will need to record the student’s name and accommodation services (i.e. 
interpreter or transcriber) requested.  Most requests will be for interpreter 
services.   

 
• Once a student has made a request for accommodation services, 

please submit the request to the NCOD online.  You can do so at the 
NCOD Communications Access Support (CAS) system.    

 
  

https://www.csun.edu/ncod/communication-access-services


Here are a few other procedures and practices to keep in mind:   
 

• Requests with less than five (5) business days notice will typically be 
declined.  That said, there will be instances when the announcement of an 
event does not permit five (5) business days notice. The NCOD will attempt 
to meet such requests on a case-by-case basis.  

 
• You will need to provide a chargeback number when arranging services 

through the NCOD CAS online request system. 

 

• NCOD will notify your department three (3) business days in advance if the 
accommodation service is not available as requested.  Under such 
circumstances you may choose to engage an outside agency to secure 
interpreting/transcribing services.  NCOD can assist with outside agency 
referrals. 
 

• Service requests must be cancelled at least 24 business hours prior to the 
event to avoid being charged for services. 
 

• Large scale campus events such as commencement and convocation 
ceremonies, major press conferences/announcements, etc. will automatically 
be covered by communications access services no student RSVP is necessary. 

 
Thank you very much for your cooperation in this adjustment.  In addition to the 
better use of campus resources we believe this practice also promotes student 
success and independence as our students prepare to function in the real world 
where they will be expected to request accommodations when needed.  Please 
contact ncod@csun.edu with any questions or concerns. 
 
Best, 
 
Cathy McLeod 
NCOD Director 
 
William Watkins 
Vice President for Student Affairs & Dean of Students 

mailto:ncod@csun.edu

