 



  
  



























There are no forms to be filled out by student and instructor as in past years.  Tracking sheet will be attached when test reaches office.  Communication between instructor and office will be done via email.


























11.09
DISABILITY SERVICES EXAM ACCOMMODATION PROCEDURE FLOWCHART





Step 1: Written notification of need for examination accommodations is hand 


delivered by student to instructor.





Instructor and student arrange exam accommodations on their own.





Step 3: Instructor and student determine appropriate accommodations are not available within the academic department and Examination Accommodation Services at Disability Services must be requested.





Step 2: Student and instructor meet to determine effective means to accommodate exam needs. Disability Services administers exams when instructors cannot provide students with appropriate accommodations.





Student takes exam.





Step 4: One week prior to each exam date, student schedules their exam with the Exam Accommodations Coordinator. Student also reminds instructor that the exam will be taken at Disability Services and the exam will need to arrive at the office one day before the exam. (Requests for Test Proctoring with 7 days notice will enhance our ability to meet your needs).





Step 5: Instructor or designee delivers exam to the Disability Services Office either by


hand, email or fax.


(tests cannot be sent via campus mail)


























Step 6: Student takes exam with a proctor.





Step 7: Exam is picked up at Disability Services by instructor or designee or is returned to instructor’s department office


 by Friday afternoon.








 Disability Services


Exam Accommodations Coordinator:


Kris Watson


169A Whitmore (office)


231 Whitmore (mailing)


545-0892


examsaccess@admin.umass.edu


fax: 577-0122











