Exam Accommodation Checklist

At the beginning of the semester, student and instructor should meet privately to discuss how DRC-approved accommodations, as listed in the student's Letter of Accommodation (LOA), will be implemented in your course. This conversation is an important opportunity to establish a shared understanding of how the accommodations will be implemented.

This worksheet is an optional resource to help guide your conversation and document your plan. It is for your personal use and reference only and does not need to be completed or submitted to the Disability Resource Center (DRC). This worksheet is considered a personal record.  

Accommodation Overview
Exam accommodations are approved accommodations designed to provide equal access to quizzes, tests, midterms, and final exams for students whose disabilities impact their ability to demonstrate their knowledge under standard testing conditions. The purpose of this discussion is to determine how approved exam accommodations will be implemented in the specific course, including any course-specific testing procedures and expectations.

Before the Discussion
Student Responsibilities
· Send the Letter of Accommodation (LOA) to the instructor.
· Request a meeting or conversation regarding accommodations.
· Be prepared to discuss how audio recording supports your learning.
· If an instructor does not respond within five business days of the student’s initial outreach to discuss accommodations, please contact the DRC.

Faculty Responsibilities
· Review the Letter of Accommodation.
· Meet with the student in a timely manner.
· Discuss implementation of accommodation in good faith.
· If the student does not respond within five business days of your receipt of the LOA, please contact the DRC.

Discussion Questions and Considerations
· Implementation Planning
· Will the student be using their approved exam accommodations for assessments in this course?
· Does the student plan to use their accommodations for all timed assessments or only specific ones?
· Timed assessments include quizzes, tests, midterms, exams and final exams.
· Does the course include unannounced or "pop" quizzes? If so, discuss how the student's approved accommodations will be implemented for these assessments.
· DRC Testing Procedures
· Students are responsible for scheduling exams with the DRC at least 5 business days before the scheduled exam date using the DRC Online Portal at https://drc.niu.edu.
· Exam requests submitted fewer than five business days in advance may not be accommodated at the DRC.
· Instructors are responsible for reviewing and approving exam requests through the DRC Online Portal and submitting the exam before the scheduled testing time.
· The DRC will only provide students with the materials and resources authorized by the instructor for the exam.
· Unless otherwise authorized, all electronic devices are collected before testing begins.
· Students may request changes to their exam date or time; however, the instructor must approve any changes in writing before the DRC can adjust the testing appointment.
· Additional information about DRC testing procedures and scheduling is available in the Exam Accommodation Guidelines, attached at the end of this worksheet
· Important Reminder
· Instructors are not required to administer exam accommodations within the classroom. Students who wish to use their approved testing accommodations should schedule their exams with the DRC in accordance with DRC testing procedures.

If Challenges Arise
If either the student or instructor believes implementation of the accommodation may present challenges, they should contact the student’s Access Consultant or the DRC immediately before denying, modifying or discontinuing the accommodation. 

Agreement Summary
After discussion, we understand: 
· The purpose of the accommodation
· How exam accommodations will occur in the course
· Procedures for addressing concerns that arise during the semester 


Student Name:
Faculty Name: 
Course:
Date Discussed: 


Exam Accommodation Guidelines

The Disability Resource Center (DRC) provides exam accommodation services to eligible students. In conjunction with current instructor(s), eligible students may arrange to take exams at the DRC rather than in class. Please note that exam accommodations also apply to course quizzes.

It is the student’s responsibility to initiate this service and comply with the following procedures:

Online Exam Procedures
1) If enrolled in a strictly online course, students should plan to take exams with their accommodations on the course platform.
2) [bookmark: _Hlk135914092]Please note, an online test-booking via the DRC Student Portal is not needed for online exams that will be taken outside of the Disability Resource Center.
3) The student should contact their instructor prior to any online exams or quizzes to remind the professor of their testing accommodations.

In-person Exam Procedures
1) [bookmark: _Hlk135914132]It is the student’s responsibility to connect with the instructor of the course to discuss exam accommodations as stated in the Letter of Accommodations (LOA). It may be helpful to present the instructor with a copy of this form to understand the exam accommodation policies.
2) Students can access the DRC Online Portal at https://drc.niu.edu/ .
3) Click on “Schedule a test or exam”.
4) After reviewing the information, students would need to click on “Schedule a test, mid-term or quiz” or “Schedule a final exam” located in the black bar. Then click “Next”.
5) Students will need to select the course for which they would like to schedule a test/quiz/exam and then click “Next.”
6) Students will be asked to input the date, time and duration of the in-class test. This is the regular date, time and duration of the test as specified by the instructor for the entire class. Then click “Next.”
7) Students will need to confirm their instructor’s contact information. Students should provide the name and email address of the instructor who will be approving the test booking with the DRC.
8) Student will need to select the accommodations from the list of approved accommodations that they would like to utilize for the exam/test/quiz. Then click “Next.”
9) Students will see available options based on DRC’s availability to select a date and time that the test can tentatively be scheduled at the DRC. If the listed dates and times do not fit the students’ needs, please select any one of the available options and then contact the DRC at drc_exam@niu.edu. Students can later provide an approval email from their professors to have the exam moved to a better suited time and/or date. Select and click “Next.”
10) This step will summarize the student’s tentative test booking; students will need to acknowledge that the information they have provided is accurate to the best of their knowledge by checking the box that states this. Then click “Finish.”
11) Students will see a message that says, “Thank you for your submission” and will receive a confirmation email that the test booking request has been submitted to the DRC.
12) At this point the instructor will be notified that approval is needed for the student’s exam. The instructor will need to confirm the date, time, duration and exam details. 
1) Please keep in mind, test booking will be labeled as “tentative” until we receive confirmation and exam details from the instructor. 
13) It is expected that students will confirm their intent to schedule their tests at the DRC with their instructors prior to submitting a request on the DRC Online Portal. This will ensure a seamless and efficient test scheduling process.
14) We require all requests to be submitted to the portal at least five business days prior to the exam, test or quiz. Students will be unable to submit requests within a shorter window. In case of extenuating circumstances, please contact the DRC at drc_exam@niu.edu. 
a. Please keep in mind, holidays and weekends do not count as business days and any requests submitted past 4:30 p.m. on regular working days are considered submitted on the following business day as our hours are Monday through Friday from 8 a.m. to 4:30 p.m.
15) Exams are administered based solely on the information provided by the instructor on the portal. Students should discuss their needs instructor before tests are confirmed and details are sent to the DRC. Students will be allowed to use only the materials the instructor approves.
16) Electronic devices are not permitted into the testing rooms unless approved by the instructor. Any cellphones, smart watches, ear pods or devices with Bluetooth or communication capabilities will need to be turned in and placed in a separate area at the DRC.
17) If students are approved to use a calculator or will need to use headphones for accessibility needs or audio sections on exams, they should bring their own supplies. The DRC has a very limited supply of these items, and their use is subject to availability.
18) The DRC does not provide students with time warnings so students should expect to monitor and use their allotted time with the clocks provided in each testing room or by utilizing a simple watch that they can bring into the testing room.

Changes to Your DRC Exam Appointment
[bookmark: _Hlk135914161]If an instructor changes an exam date/time or a student requires an alternate testing time outside of the designated class period, the student is responsible for obtaining instructor permission by emailing the necessary details to the instructor and DRC at drc_exam@niu.edu. 
· Student Name
· Class Name
· Instructor Name
· Proposed Exam Date and Time 

Three business days’ notice is required to make changes to a scheduled test.

Taking Your Exam at the DRC
The DRC testing hours are Monday through Friday 8 a.m. until 4:30 p.m. For the week of final exams, the DRC testing hours are Monday through Thursday from 8 a.m. to 7 p.m. and Friday from 8 a.m. to 4:30 p.m.
[bookmark: _bookmark3]Due to the nature of students’ accommodations and the DRC exam hours, students may need to acquire instructor approval to schedule alternative dates or times if accommodated testing falls outside of the DRC standard testing hours.
