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Disabled Student Services
P.O. Box 6830, Fullerton, CA  92834/    T  657-278-3112    /    F  657-278-2408

To:  Students with Disabilities Taking Tests/Exams at Disabled Student Services (DSS)

Re:  Testing Accommodation Policy

An important accommodation for many students is additional time and a alternate location for tests/exams.  The procedure for students prescribed this accommodation is as follows:

· Delivery to the Professor of an Accommodation Memo delineating prescribed accommodations for the class.

· Completion of the Testing Information form.  

· Returning the Testing Information form well in advance of the scheduled testing day (at least one week prior to the exam date indicated).
· For final examinations, the Testing Information form is due 2-3 weeks prior to final exams
The test form must be filled out completely with day/date/time of the exam and signed by the professor.  It is the responsibility of the student (not the professor) to return the completed form to DSS.  After the form is submitted to the testing coordinator for scheduling, no changes will be made unless notification by the professor is received prior to the scheduled exam.  

You must arrive at the DSS office before your scheduled start time.  You must start your exam at the specified time on your Testing Information form.  If you arrive late, the time will be subtracted from your total allowed time. This means that your ending time will remain the same.  If you know you will be late please call the office and let us know.  Your professor will receive an Irregularity Report stating that you were late.  

No cell phones, food or drinks may be taken into the testing rooms with the exception of bottled water.  All personal belongings and books will be stored in a separate room.  The office staff will not be responsible for laptops, or other personal items stored in the department while you are taking your test.  Aside from test materials and writing implements, you will be allowed to take into the testing room only prescribed accommodation items (section II) and those initialed as allowable by your professor in (section III) of the testing form.  

Because of our obligation to maintain academic integrity during the exam process your test-taking activities will be monitored. Testing rooms are equipped with video cameras for proctoring purposes and computer usage may be recorded.  Any incidents of academic dishonesty will be reported in an Irregularity Report to your professor and the Judicial Affairs Officer in the Dean of Students Office.  Refusal to stop the test when informed by a proctor that time is up is considered an act of academic dishonesty and will be reported as an irregularity in the manner stated above.
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