
 
 

How do I complete the  
Special Admissions Recommendation Form? 

 
Step 1:  
 
Go to http://m.4cd.edu or log into Insite using your DVC credentials.  
 

 
Step 2:  
 
Once you are logged into Insite, click 
on the “DVC Student Forms” tile. 
 
The electronic “Special Admissions 
Form” will be available in the “DVC 
Student Forms” tile drop down menu. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

http://m.4cd.edu/


 
 
 
Step 3:  
 
Click on “Complete 
this form.”  
 
 
 
 
 
 
 
 
 
 
 
Step 4:  
 
For your Special 
Admissions Form to 
be approved by the 
Admissions and 
Records Office, you 
need your High 
School designee 
AND parent/legal 
guardian to 
electronically sign 
your form. The form 
will be emailed to 
these individuals, 
based on the email 
address you provide here.  
 
 
After this, it may take up to 3 business days for the DVC Admissions and Records Office to approve your form. An 
approval notice will ONLY be sent to your Insite email.  
 

 
 
 
 
 
 
 
 



 
 
 
Step 5:  

The next page will give you the 
Concurrent Enrollment 
Guidelines, student 
responsibilities, and instructions. 
Read this thoroughly as every 
High School Student is 
responsible to abide by the DVC 
policies and procedures. Click on 
“Next” once you have read this 
page.  

 

 

 
 
 
 
 
 
 
 
Step 6:  

On the top right corner of the Special 
Admissions Form, select the term you will 
be taking your selected course.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
Step 7:  
 
Some of the Student Information will auto populate on this form (Name, DVC email, and Student ID number.) You will 
need to indicate your High School, a phone number, and your grade level. 
 
 
Step 8: 

Next you will fill out the “Section Number,” “Course Name,” “Instructor First Name,” and “Instructor Last Name.” 

 
 
To view our Course Catalog and Schedule, visit it here: https://www.dvc.edu/academics/class-schedule-catalog  
 
 
Step 9:  
 
An electronic signature is required on the form. Click on “Click to Sign.”  
Once you sign and review the form, click “Submit Form.” 
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Step 10:  

Once you submit your Special Admissions Recommendation Form, it will be sent to your parent/legal guardian and your 
High School Designee for their signatures.  

Once all signatures have been received, the Office of Admissions and Records will process the form and provide approval 
ONLY to your Insite email. Ensure you check your Insite email regularly. 

Once Admissions and Records approves your form, you will be able to register for your class on your registration date 
and time.  

If you have questions for Admissions and Records, visit their website or call/email them: 

Admissions and Records 
 

Website: https://www.dvc.edu/admissions 
 

Email: admissions@dvc.edu 
 

Phone number: 925-685-1310 
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