Office of Disability Services
Appointments 303-914-6733 303-914-6737 (T.T.Y.)

Test / Quiz Administration
The Office of Disability Services is committed to full compliance with both the ADA AA and Section 504 of the 1973 Rehabilitation Act as it refers to “Testing Accommodations”.  ODS has adopted a policy that assures that reasonable accommodation is provided for students with disabilities so that they can participate fully in its educational programs, services, and activities.  Testing accommodations includes access to a private room, use of technology to complete tests, use of notes and instructions and extended time.  In addition, RRCC uses the same support documentation for accommodations that the Educational Testing Service uses.  All tests are proctored in the Assessment Center and on very rare occasions in the Office of Disability Services.  
	The student is responsible to arrange, with their professor and the Office of Disability, the time they will take the test.  Your professor will then need to provide the office with the test prior to this time.  

Please include this form with the test or quiz in order to ensure that the test administrator knows what will be required.
Student Name: _________________________________Class: _____________________

Professor Name: _______________________________ Ext.: _____________________
							         
Testing Instructions:  
Please check off what will be allowed.
______ Calculator ______ Talking Calculator______ 3x5 Cards for Formula Sheet 
 ______ Dictionary _____DRAGON/Kurzweil ___ Open Book______ Open Notes
______ Instructional Notes   Other: ____________________
Amount of time student will have to take the exam: __________________________
ODS TIME CALCULATION __________________________________________
Will breaks be allowed? ______Yes _____No   Exam must be completed by: ________
Please return test to: 
_________ Faculty Mailbox          _________Keep it, I will pick it up from you.
_________ Academic Testing        _________ Other: ____________________________

Instructor’s Signature: _________________________________ Date: _____________

				For Office of Disability Services Use Only	

Date Test Received: ___________________ Date Test Completed: _________________

Test Start Time: ______Test End Time:  _______Test Administrator: _______Test Center_____

Returned to Professor By: ________________________________ Date:  ____________

Received by:___________________________________________ Date: _____________
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TESTS IN AN ALTERNATE LOCATION OR FORMAT
1. Students are required to provide the instructor with a copy of the Test Quiz Administration form preferably 1 week prior to the test and NO LATER than the class day prior to the test date. (ex. test is on Wednesday you should have the form on Monday).
2. If the Student fails to provide the form in the time above you have the right to deny them their request. The student will need to speak to Audra Nicks.
3. The instructor must complete the form and return it and a copy of the test and any other additional instructions or supplies to Audra Nicks in the Office of Disability Services.
4. Tests are administered in the Testing Center unless otherwise authorized by Jacquelyn Stanton.
5. The student will need to schedule a time to take the test with Audra Nicks if they are taking the test in our office.

If the student has not brought their Accommodation Certificate to you to sign, the student has no accommodations. You have no obligation to accommodate them.
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