EFresno City College
Early College

High School Counselor and Principal/Designee Instructions

1. Counselor (2" signer)

a. You will see an email from Adobe Sign saying, “Signature Requested on ‘High School
Enrichment Non-CCAP Registration” for an email from “hse.enrollfresnocitycollege.edu via

Adobe Acrobat Sign”.
i. Inthe body of the email click “Review and Sign”.

Signature requested on “"SPRING High School Enrichment (Non-CCAP) Registration”

hse.enrallfresnocitycollege.edu hse.enrollfresnocitycollege.edu via Adobe Acrobat Sign

To: G

© « &« ~ @

Mon 3/3/2025 11:07 AM

‘jCAI ON]: This message originated from outsidle of State Center CCD. Do not click on any links or open any attachments unless you recognize the sender and are expecting the message. ‘

Adobe Acrobat Sign Adobe
hse.enroll@fresnocitycollege.edu

hse enroll@fresnocitycollege edu requests your signature
on
SPRING High School Enrichment (Non-CCAP)
Registration

>z

After you sign SPRING High School Enrichment (Non-CCAP) Registration, the
agreement will be sent to signer two and hse.enroll@fresnocitycollege.edu
hse.enroll@fresnocitycollege.edu. Then, all parties will receive a final PDF copy.

Don't forward this email: If you don't want to sign, you can delegate to
someone else.

2. Click“send code”. Go to your inbox to find the code and enter it in the field

. The document will open.

This document requires 3 one time z
verification code -

After clicking the "Send Code" button you will receive an email sent to signer One

e i 2 vifcation code that you must enter to

view the document

916285

e e

Ifthis is not your email,please contact hse.enroll@fresnocitycollege edy
hseenrollfresnodtycollegeedu.
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This document requires a one time
verification code

y
email addres Rt —

Verfication Code

QB2

3. After you “verify” you will have access to the document. Review the document. Determine if you feel
the student’s requested courses are appropriate based on their grade level and academic history.
a. Ifno, click “options” in the top left corner of the document and click “decline to sign”.

b. Ifyes, clickto sign. Type your name and your phone number.

yby code sent 1o the followiny




High School Enrichment Non-CCAP Registration Form
=“ THEN SCITWDWT SIS IV Mar | ReEgisu auwin ronm
[HH 1]

FRESNO * REEDLEY * MADERA * QAKHURST * CLOVIS.

Step 1: STUDENT INFORMATION

Mame: Sam the Ram Birth Date: 7/3/09 College ID #: 1023456

Address: 555 State Way City: Fresno State: CA Zip: 93299

Phone: 555 555 5565 Email: katherinew@cos.edu HS Grad Year: 2026

High School: Fresno High Grude Level when class starts; 11-Junior school Year 20 24

This approval form for the following: Term: fallrebsmrm  College CAMPUS: Fresnc City College

Step 2: HIGH SCHOOL APPROVAL (11-unit limit)

[ | Course # | Course Tatte_ = [ [ Couwse® | Course Title [ eies |
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Accommodations for students with ies are by different for £ han for high school classes

M you are a student with a documented disability (ie, IEP, 504 plan, etc ) andfor you would like to know asbout
sccommodations available for the college course for which you are enrolling, please contact Disabled Student Programs
and Services (DSP&S) at 325-5050 (Clovis Community College), 442-8237 (Fresno Cry College), 494-3032 (Reediey
College], or 675-4864 (Madera Community College]

High School Principal or designee/Counselor - by signing below you acknowledge the following:

* 1 have the record of the student and certify that the student demonstrates
adequate preparation in the course(s) listed and can benefit from Code
48800 (a))

*  SUMMER ONLY: | certify that | am limiting the number of no more than the total

number of pupds who completed the grade immediately prior to the tame of the recommendation for summer
session. (Education Code 48800 (]}

* Homeschool students only: Must provide verification of approval from local high school district or California
Department of Education.

ign Schesn PremcipayDesignes Signatire: Print Name:
m High s(hn.icm.u.hsap.-n..u*uurk here to sign Print Mame: %

Date: * Contact Phone: ™

Cotlege Counselor Signature: Print Name:
Adobe Acrobat Sign

Options ~ High School Enrichment Non-CCAP Registration Form
Read agreement High School Principal or designee/Counselor - by signing below you ack ledge the foll g
Delegate signing to another ® | have reviewed the academic record of the above-named student and certify that the student demonstrates
Decline to 5§ adequate preparation in the course(s) listed and can benefit from advanced scholastic education. (Education Code
o 48800 (a))

Clear document data ® SUMMER ONLY: | certify that | am limiting the number of recommendations to no more than five percent of the total
View history number of pupils who completed the grade i diately prior to the time of the recommendation for summer

session. (Education Code 48800 (d))
® Homeschool students only: Must provide verification of approval from local high school district or California
Department of Education.

Download PDF

Legal Notices

m High School Principal/Designee Signature: *dlick here to sign Print Name:
High School Counselor Signature: Print Name:
Date: Contact Phone:
College Counselor Signature: Print Name:
College Vice President Signature (if needed): Print Name:

4. The HSE packet now gets automatically sent to the 3" signer (Principal or Designee). Note, if the
student entered the counselor email and name as the 3" signer(HS Principal/Designee) the counselor
will get another email (same as before) prompting him/her to review and sign.

a. Ifyou are authorized to sign this document as the principal/designee, do so now. You will follow
the same steps as above.
b. If your principal does not want to sign he/she can reassign the document at this time.
i. Click “delegate”, located in the body of the email near the bottom.



Signature recuested on "SPRING High School Enrichment (Non-CCAP) Registration”

H € Reply € Replyall > Forward | [

Tom Mon 3/3/2025 11:13 AM

‘[CAUT\ON] This message originated from outside of State Center CCD. Do not click on any links or open any attachments unless you recognize the sender and are expecting the message.

A
Adobe Acrobat Sign Adobe.

hse.enroll@fresnocitycollege.edu
hse.enroll@fresnocitycollege.edu requests your signature
on
SPRING High School Enrichment (Non-CCAP)
Registration

After you sign SPRING High School Enrichment (Non-CCAP) Registration, the
agreement will be sent to hse.enroll@fresnocitycollege.edu
hse.enroll@fresnocitycollege.edu. Then, all parties will receive a final PDF copy.

Don't forward this email: If you don't want to sign, you cap delegate tg
someone else.

g rovesity
. Adobe Acrobat Sign

ii. Todelegate, type that person’s email address in the pop-up window and type a
message to them regarding what this is or what you need them to do.
iii. That person follows steps 1-3 to sign.
5. Asigned copy now goes to the HSE office. Once the FCC counselor signs the packet, all parties who
signed will get a copy of the final document which will include the FCC counselor approval/denial
notes for the student.

Adobe Acrobat Sign

° You're all set

You finished signing “High School Enrichment Non-CCAP Registration Form”.
Next, hse.enroll@fresnocitycollege.edu will sign.

We will send the final agreement to all parties. You can also download a copy of
what you just signed.

Manage your Acrobat Sign agreements






