ACCESS Department
Room 1108

TESTING PROCEDURES FOR STUDENTS WITH DISABILITIES

Eligibility for the testing accommodation: Students must submit documentation of
disability to the ACCESS Department. Generally, if the documentation provides a
diagnosis of learning disability, a psychological disorder, a vision impairment, or deafness,
the students may be eligible for extra time on exams. This could also be true for students
who have physical disabilities related to use of their arms and hands.

Notification of eligibility to the instructor: Should a student with a disability request this
accommodation, he or she must sign an authorization allowing the ACCESS Department to
notify the instructor that the student has a disability and is eligible for extra time on tests
or exams. The type and nature of the disability is information not released by the ACCESS
Department unless the student requests that this information be provided to the instructor.
ACCESS students are encouraged to talk directly to instructors about their disability and
consequent needs.

The amount of extra time on exams: Generally, students with disabilities are given from 12
to 2 times the scheduled exam time to complete the exam. Often this may depend on the
nature of the disability, but the key factor may be the extent to which timeliness is of
import to the nature of a program (e.g., being able to apply emergency procedures in a
medical situation). There would be some cases where additional time would compromise
the nature of the program.

Testing accommodations in the classroom/faculty office: Testing accommodations may be
provided by the instructor at his/her discretion. However, arrangements for readers,
scribes, interpreters or proctors for a test in the classroom or faculty office should be made
by the student through the ACCESS Department, which employs and schedules all
auxiliary aids staff. ACCESS students are not allowed to make their own arrangements
with auxiliary aids staff.

Testing accommodations at the ACCESS Department:

Please contact the ACCESS Department (7-3072) for additional details regarding testing
procedures.




To be completed by the Student

To Be Completed by the Instructor

ACCESS SERVICES DEPARTMENT
TEST NOTIFICATION AND ADMINISTRATION FORM

Pick up test at:

Return test at:

Today’s Date
Month/Day/Year
Student Name
(Print)
Instructor Ext Class Time a.m/p.m
CLASS TEST DATE* Course

* Please verify that the instructor has sent the test to ACCESS prior to the test date

Student Signature

Scheduled Time other than Class Test Date**

** The Access department requires written or oral permission from an instructor for a test to be taken
on a date other than the class test date.

TO THE INSTRUCTOR
The instructor at his/her discretion may provide testing accommodations. If ACCESS is to administer the
test, please read the following.

You may call the ACCESS Department at 7-3072 and someone will pick up the text directly from you or
from the department secretary.

If there are any special instructions for the test, please complete this section below and sign the form. We
would like to have the tests in the ACCESS Department before the scheduled class test time.

Specific Test Instructions

Instructor Signature Return Test By

ACCESS DEPARTMENT USE ONLY

Date Test Received By

Date Administered Proctor

Time Started Time Finished
Date Test Returned Received by

Print Name

Comments




