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Exam Accommodations, Policies, and Procedures  
  

Exam accommodations are adjustments to the standard exam procedure, environment, and/or format. 

Students approved for exam accommodations are to complete exams with accommodations that 

minimize the impact of their disabilities without lowering course standards or altering expectations. 

Students who request exam accommodations typically have disabilities that interfere with processing 

information, recalling information, writing legibly, reading printed text, or focusing and concentrating.  

The Disability Services Center requests as many accommodated exams as possible be provided within an 

academic department. This allows students with disabilities have the most similar experience to their 

peers as possible, provides greater exam security, gives students access to their professors if questions 

arise, reduces the need to deliver and pick up exam materials, and ensures exams are graded in a timely 

fashion (i.e., with all the other exams). Some students with disabilities, however, are approved to 

complete exams in the DSC Testing Center. This accommodation is known as “Distraction-Reduced 

Environment” and should be coordinated between the professor, student, and Coordinator of the 

Disability Services Center for the hours listed in the next paragraph. More information about specific 

exam accommodations is discussed on the last page of this document. 

If reasonable exam procedures are not feasible in either the classroom or another room or office within 

the department, then students can arrange to take tests in the DSC Testing Center between the hours of 

10:00 a.m. to 3:00 p.m., Monday and Wednesday, and 12:00 p.m. to 5:00 p.m., Tuesday and Thursday. 

There is no exam proctoring available on Fridays. Exams scheduled outside these hours must be 

approved, on a case-by-case basis, by the Coordinator of the Disability Services Center. 

What should students and professors know about arranging exam proctoring with the DSC 

Testing Center?  

The Coordinator of the Disability Services Center works with students and professors to ensure exam 

proctoring requests are completed as soon as possible to ensure equal access to exam completion.  As 

with all accommodations, student are responsible for meeting with the Coordinator of Disability 

Services Center and professors at the beginning of each semester to discuss their exam accommodation 

needs.  At the time of the Intake Interview, each student is required to read and sign the Disability 

Services Center Student Responsibilities Checklist, which includes the process for scheduling exam 

proctor appointments. There are no phone calls or emails provided to confirm exam dates. Students are 

responsible for ensuring exams are scheduled accurately.   

What is the Exam Proctoring Process and Student Responsibilities? 
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1. Students are responsible for scheduling their accommodated exams. To do this, students 

arrange times to meet with their professor to discuss exam proctoring needs and to determine 

where exam will be taken. Exams may be completed. All decisions made by students with 

regards to exam proctor location need to be confirmed by the course professor. 

 

 With peers, in the classroom. 

 

 With accommodations in a space arranged by the professor and the student. 

 

o In these circumstances, students do not need to complete and submit the online 

“Student Exam Proctor Request Form”. 

 

 In the Disability Service Testing Center.  

 

o Students who need to complete exams in the DSC Testing Center should 

complete the “Student Exam Proctor Request Form.”  

 

2. Students who need to complete tests in the DSC Testing Center should first inquire of their 

professor and work together to identify the ideal time frame for completing exams.  

   

 Desired option: Arrange for exam completion to occur the same day as the rest of the 

class. 

 

 Secondary option: Arrange for exam proctoring to take place before or after the 

regularly scheduled class time.  

 

Professors may need to make special arrangements for “pop” quizzes and impromptu class 

assignments with the Coordinator of the Disability Services Center. 

 

Professors are responsible for approving exam proctor appointments and providing the exam to 

the Disability Services Center. Professors may complete the “Faculty Exam Proctor Request 

Form” in order to schedule a proctor for an exam.  

 

Professors should provide exams to the DSC Testing Center at least 2 business days prior to 

scheduled exam proctoring appointments, and 3-5 business days prior to scheduled final exam 

proctoring appointments. Professors may email, send through campus mail, or hand-deliver 

exams. 

 

3. The Coordinator of the Disability Services Center is responsible for scheduling exams onto the 

DSC Testing Center calendar. Exams are proctored on the following dates during the following 

time blocks between weeks 1 and 15 of each semester, and during the following time blocks 

during Final Exams: 

https://docs.google.com/a/owu.edu/forms/d/e/1FAIpQLScPca81dlc2oVMt3Tt8jNsd_ZZuly7uGx72g4Ck9NumEt3zgg/viewform?c=0&w=1
https://docs.google.com/a/owu.edu/forms/d/e/1FAIpQLSejGSuUNidea5RkxDgP7cgBGA5A83qsMKRynrDiMT4XOBTamw/viewform
https://docs.google.com/a/owu.edu/forms/d/e/1FAIpQLSejGSuUNidea5RkxDgP7cgBGA5A83qsMKRynrDiMT4XOBTamw/viewform
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Weeks #1-15 

Monday and Wednesday  10:00 AM – 3:00 PM 

Tuesday and Thursday  12:00 PM – 5:00 PM 

 

Final Exams 

Monday through Friday   10:00 AM – 5:00 PM 

 

Students are not guaranteed accommodations if they make exam proctor requests the business 

day before or the business day of the desired exam proctor time. Professors and the 

Coordinator of Disability Services Center will determine if accommodation needs can be met 

considering time constraints and other limiting factors. Late accommodation requests may be 

denied, for example, if space, computers, or proctors are unavailable, or if there is not enough 

time to arrange to adapt an exam to an alternate test format. 

4. The DSC Testing Center Exam Proctor records the starting and stopping times, accommodations 

used, number of breaks taken, professor name, student name, course name and number, on the 

“Exam Cover Page”.  

 

5. The Exam Cover Page is emailed to the professor of record within one (1) business day of exam 

completion. The completed exam is placed in a sealed envelope and hand-delivered to the 

professor or the professor mailbox, or scanned/emailed to professor within one (1) business day 

of exam completion. Professors may also pick up completed exams, have them delivered by way 

of inner-office mail, or request email delivery. 

 

What are students asked to do at the time of their scheduled exam proctoring? 

 

 Consider arriving fifteen (15) minutes prior to the scheduled exam proctor appointment 

with professor-approved exam completion materials (i.e. pencil(s), pen(s), blue book, 

reference sheet(s), scientific or graphing calculator).  

 

 Remain in the DSC Testing Center for the duration of the exam, once the exam begins. 

Students are allowed 1 restroom break per exam proctor appointment. Students may not 

leave the DSC Testing Center and come back to complete an exam. 

 

 Cell phones, smart phones, smart watches, computers, tablets, backpacks, purses, and other 

unauthorized materials (e.g., textbooks, notes, and electronic devices) must be placed on 

the black filing cabinet before entering beginning an exam.  Any auxiliary materials used 

during exams must be approved by the professor of record.  

 

 Speak to the Coordinator of Disability Services immediately if 
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o There are questions about exam instructions. The DSC Testing Center will attempt 

to contact professors for clarification;  

 

o Ambient noise or other distractions exceed acceptable levels.  

 

 Abide by Ohio Wesleyan University Academic Honesty Policy.  If there is evidence of 

academic dishonesty (i.e., cheating, plagiarizing, or supporting other students’ dishonesty), 

the Coordinator of the Disability Services Center will inform professors and Student Conduct 

regarding these potential concerns during or after students have completed their exams.   

 

 Note that the DSC Testing Center Exam Proctor will make random integrity checks during 

exam proctor appointments. Random integrity checks feature the DSC Testing Center Exam 

Proctor walking around and near each student, and looking over each student’s shoulder to 

ensure exam integrity. 

 

 Understand the policies for lateness, illness, or missing or canceling exams.  

 

 Stop immediately at the designated time and return exams to the DSC Testing Center Exam 

Proctor. No additional time for exam completion is permitted unless approved by professor 

to the DSC Testing Center. 

 

What about Extenuating Circumstances? 

 

 Lateness: Students who arrive 20 minutes beyond the scheduled exam time may be asked to 

reschedule exams with their professors and the DSC Testing Center. There is no guarantee 

instructors will allow a make-up exam. The DSC Testing Center will email the student, copying 

the professor of record, to notify the student of their lateness, requesting the student arrive or 

have the appointment cancelled. If the student does not arrive within 30 minutes of the 

scheduled appointment, it will be cancelled and the student is responsible for collaborating with 

their course professor in order to re-schedule either with the professor or within the DSC 

Testing Center. 

 

 Illness: Students should contact their professors and the DSC Testing Center as soon as possible 

if they are ill and unable to complete an exam. There is no guarantee professors will allow a 

make-up exam.  

 

 Missing Exams: The DSC Testing Center will inform professors if students do not arrive up for 

their scheduled exam proctoring appointments in the DSC Testing Center.  

 

 Canceling Exams: Students should contact the DSC Testing Center as soon as possible if they 

have decided not to complete exams that were scheduled in the DSC Testing Center. 
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What should students and professors know about specific kinds of exam accommodations?  

Students typically need one or more of the following types of testing accommodations:  extended time, 

distraction-reduced space, computers/assistive technology; alternative exam or exam answer formats.  

Extended time and distraction-reduced space are the most common requests for exam 

accommodations.  

 

Extended testing time. Unless the exam or other class activity is assessing for speed or efficiency, 

students approved for this accommodation may require additional time for completing exams, 

quizzes, in-class writing assignments, lab exams, or other in-class activities.  This accommodation 

ensures that students are graded on their knowledge or mastery of the subject matter, not on the 

speed of their performance.  Extended time does not mean unlimited time; students who require 

extended time are typically approved for time and one half (50% extra time) or double time (100% 

extra time).  For example, a student with time and one half would have 75 minutes to complete an 

exam designed for a 50-minute class.  

Distraction-reduced space. Students approved for this accommodation should take exams in 

environments (e.g., seminar rooms, unused classrooms, professors’ offices, or the DSC Testing 

Center) with minimal auditory, visual, and other sensory distractions. (i.e. talking, sniffling, food 

wrappers, typing, halogen lighting, music, etc.).  

Note: Students should not expect a “distraction-free” exam environment. Private settings for exams 

require the approval of the Coordinator of the Disability Services Center in advance, and may require 

discussion between professor, student, and the Coordinator of the Disability Services Center. 

Assistive technology and computer use. The DSC Testing Center has a small number of laptop 

computers (without Internet access) with text-to-speech and/or speech-to-text software, and word-

processing (MS Word) accommodations.  

Exams formatted for audio output or speech input. The Coordinator of the Disability Services Center 

and the DSC Testing Center are responsible for approving and converting exams into these formats 

based on individual student access needs. 

Alternate format exam answer document. Some students require the use of a computer or tablet to 

record exam answers rather than physically writing answers or completing a Scantron sheet. The DSC 

Testing Center is equipped to scribe when this accommodation has been approved by the 

Coordinator of the Disability Services Center. 

Questions? Comments? Concerns? 

Please direct any inquiries regarding this policy and procedure to the Coordinator of the Disability 

Services Center (University Hall 114, (740) 368-3857), or the Director of the Sagan Academic 

Resource Center (R.W. Corns 316, (740) 368-3925). 


