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EXAM ACCOMMODATION FORM   
Office of Disability Services

	SECTION 1: Student Information 

	Name:
	ID#     
	Cell Phone:

	SECTION 2: Course and Instructor Information 

	Course:
	Section:

	Instructor:
	Instructor Phone:

	Instructor Email: 
	Office Location: 

	SECTION 3: Exam Information 

	Date & time of  exam in class:
	Time allocated for exam in class:  

	Date & time of exam at Office of Disability Services:

	Exam materials allowed (open book, note cards, formula sheet, calculator, etc.):



	SECTION 4: Exam Delivery and Return Information 

	Exam delivery from the instructor
 
	Exam return to the instructor

	
	Please deliver exams no later than 24 hours prior to the exam seating at ODS. Exams may also be e-mailed to ods@stonehill.edu.
Delivery Date:__________________________________

*The Office of Disability Services does not accept responsibility for exams sent via Interoffice Mail


	
	The instructor will pick up the exam on: 

Pick Up Date: _____________________________

*The Office of Disability Services does not accept responsibility for exams returned via Interoffice Mail

	SECTION 5: Signature Verification

	Student’s  Signature:
	Date:



	Instructor’s  Signature:
	Date:

	SECTION 6: ODS USE ONLY Accommodation Information 

	
	Extended time (time and ½)                              
	
	Calculator

	
	Extended time (double time)                                       
	
	Quiet Setting                                                      

	
	Assistive Technology (e.g. Kurzweil 3000 and Scanner)                                     
	
	Scribe

	
	Use of a Computer
	
	Other:

	

	SECTION 8: Student Signature at the Completion of the Exam at ODS

	Student’s Signature:
	Date:
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INFORMATION FOR STUDENTS

Exam Accommodation Procedures
1. Students are responsible for meeting with their instructors and providing them with an Accommodations Verification Letter. 
2. If students would like to take an exam in the classroom with extended time (time and a half), they must make this request to their instructors at least 7 days prior to the exam date. Exam dates are typically listed on course syllabi, and so students typically have this information in advance. 
3. If the instructor is unable to proctor the exam in the classroom, then the student and the instructor will complete an Exam Accommodation Form together. 

4. Students must return the completed exam accommodation form to the Office of Disability Services in Academic Services (Duffy 104) at least 7 days prior to the exam. ODS cannot guarantee to proctor the exam on the specified exam date unless the student follows this timeline.  
Please be advised:

· Students who are more than 15 minutes late for an exam seating at ODS will not be permitted to take the exam at that time. Students must contact their instructor to arrange for another time to take the exam. 
· ODS cannot accept Exam Accommodation Forms if they are not filled out completely. This includes the instructor’s contact information.

· ODS cannot guarantee use of exam accommodations if the exam accommodation form is not returned 7 days prior to scheduled exam. 
· Students are responsible for communicating with their instructors and for scheduling their exam at the ODS.
· Cell phones, pagers, backpacks, hats, bags, etc. are not permitted in the testing room.

The Office of Disability Services appreciates the cooperation of students throughout the accommodations process. If you have any questions regarding this process, please feel free to contact the office at

(508) 565-1306.
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INFORMATION FOR FACULTY

Exam Accommodations Procedures
Students with documented disabilities who require testing accommodations must identify themselves to the Office of Disability Services (ODS) and present appropriate documentation. 
Exam accommodations are determined on an individual basis, and may include:

· Extended time to complete examinations and quizzes;

· A reduced distraction environment separate from the classroom;

· Equipment, such as: assistive technology, a personal computer, readers and/or scribes.
Exam Administration Procedure

· When exams or quizzes are to be administered by ODS, students will need to bring the Exam Accommodation Form to their instructors, and they should complete this form together. 
· The ODS secures all exams in a locked file cabinet upon receipt. Upon return, exams will be sealed in an envelope and signed by the appropriate ODS representative.

· Exams should be dropped off and picked up by the faculty member in the Office of Academic Services (Duffy 104). 
Please note the following:

· All test materials, including calculators, will be checked by ODS prior to the start of the exam.

· Cell phones, pagers, backpacks, hats, bags, etc. are not permitted in the testing room.

· Students who are more than 15 minutes late of the scheduled start time will not be administered the exam; they must make arrangements with the instructor to take the exam at another time. 

Academic Misconduct

The Office of Disability Service serves as an agent of the faculty for exam administration. ODS upholds the College’s Academic Honesty Policy. 
The Office of Disability Services appreciates the cooperation of faculty members throughout the accommodations process. If you have any questions regarding this process, please feel free to contact the office at (508) 565-1306.

Revised from Suffolk University Exam Accommodations Form, December 2011

http://www.suffolk.edu/files/DisabilityServices/exam_accom_form_updated_6_2011.pdf
