TESTING ACCOMMODATIONS POLICY

STUDENT RESPONSIBILITY

I. Students must provide the professor with a letter from the Office of Disability Services outlining appropriate and approved accommodations, which would include taking exams with extended time and / or in an alternative environment.

II. Students must complete the top section of the “TEST REQUEST FORM” before presenting the form to the professor/instructor.

III. The student is responsible for returning the “TEST REQUEST FORM”  to the Office ensuring that the professor/instructor has completed the second section completely. Students must be registered with the office. All required documentation must be complete.

IV. DO NOT LEAVE THE FORM WITH THE PROFESSOR AND EXPECT THE PROFESSOR TO RETURN THE FORM TO THE OFFICE.

V. The “TEST REQUEST FORM”  must be turned into the Office of Disability Services (ODS) at least five (5) business days before the exam is to be taken. For Final Exams, forms should be turned in two (2) weeks before the start of the final exam period.
VI. Students must arrive on time to take the exam.  Students who are more than 15 minutes late for a test will have that time deducted from their allotted testing time.

VII. In the event of an emergency unrelated to the student’s disability (for example; illness, death in the family, car trouble, oversleeping, etc.), the student must contact the professor to reschedule the exam. The professor must inform the Office of any time and date changes.

VIII. Students must adhere to the university’s honor statement. Students suspected of academic dishonesty will be referred for disciplinary action.

IX. Each student is allowed additional time based on their documentation.  Below is the chart so that you can see how much time you will have. ALL TESTS MUST BE COMPLETED BY 5:00 PM.

Time schedule

	
	Time of class
	Time and a half
	Double time

	MWF
	50 minutes
	1 hour 15 minutes
	1 hour 40 minutes

	TR
	75 minutes
	1 hour 50 minutes
	2 hours 30 minutes

	Acc 201
	2 hours
	3 hours
	4 hours

	Acc 202
	1 hour 30 minutes
	2 hours 15 minutes
	3 hours

	Chem. 130 (Adcock)
	2 hours
	3 hours
	4 hours



Formula: class time plus ½ of the class time.  Ex. 50 minute class plus 25 minutes = 1 hour and 15 minutes

PROFESSOR/INSTUCTOR RESPONSIBILITY

I. Verify that the student is registered with the Office of Disability Services by referring to the letter sent by the Office of Disability Services outlining appropriate and approved accommodations. No accommodations are to be allowed until a letter is received. Only the accommodations listed on the letter will be granted.

II. Thoroughly and legibly complete the Professor/Instructor part of the “TEST REQUEST FORM”  and return the form to the student.

III. Have the exam ready to be picked up by the Disability Services courier at least 24 hours before the exam is to be taken. Disability Services will provide a security (sealed) envelope in which to place exam(s). NOTE: The professor/instructor may choose to drop off the exam at 110-D Hoskins Library ( M-F 8am-5pm) Fax to (865) 974-8543( only during office hours and after contacting the office), or e-mailing the exam to the Office at this email address: ods@tennesse.edu.

OFFICE OF DISABILITY SERVICES RESPONSIBILITY

I. Maintain accurate documentation for each student, approve appropriate accommodations, provide notification of approved and appropriate accommodations to appropriate individuals as directed by the student.

II. Provide courier service to pick up and deliver exams.

III. Maintain integrity of the exam by providing security (sealed) envelopes for the professor/academic department to use when picking up and returning exams, and securing the exams in a locked safe or file cabinet in the Office.

IV. Monitor all exams taken in the Office of Disability Services. Report any suspected academic dishonesty to the appropriate faculty member/department.

 SAFETY PRECAUTIONS

I. All tests are placed in a locked safe. Only ODS staff has the combination and at no time are student assistants allowed into the safe.
II. All tests are in a sealed envelope, with a signature and stamp on the back. These envelopes are considered tamper proof and cannot be resealed after opening.
III. A staff member walks up and down the hall monitors students while in the testing facility.
IV. A trail of signatures shows who picked up and returned a test, and who the test was returned to. 

PICK-UP AND DROP-OFF PROCEDURES

Delivery of Test to ODS:

I. Tests can be picked-up by our couriers. We ask that you leave the test in an area that has a person on staff from 8-5 (i.e. with a secretary).  Please try to have the test ready for pick-up with a secretary 24 hours before the exam is to be taken.

II. Tests can be delivered by you or your staff to our office. 

III. Tests can be sent by email them to a secure email address odstesting@utk.edu, 

IV. Tests can be  fax ed to 974-8543 (we ask that you call our office before you fax the test. 974-6087 or 974-9169)

Return of Test to the Professor:

I. The exam will be delivered back to the pick up site within 1 business day by courier.

II. Tests can also be picked-up by you or your staff.

All tests should be received by ODS 24 hours before the exam is to be taken

Please note:  Our office delivers and picks up average of 40 exams a day. We try to only send out our couriers once in the morning and once in the afternoon for pick up and delivery. Because we are handling 40 plus exams a day we cannot deliver or pickup to offices at specific office hours. 

