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Testing Center Policies  and Procedures  
 

Exam /Quiz  Accommodation s  Polic ies  
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P u r p o s e S t a t e m e n t  
The pur pose of thi s doc umen t is to def in e  test i ng cent er polic i es  and pr oc edur es  

and to clari f y the def in i ti on of appr oved exam/ q uiz ac c ommod ati on s through the 
Cent er for Acc essi bil i ty and Disabi li t y Resour c es (CADR) . Thi s is to ensur e stud en t s 

ar e awar e of the func ti on s and pr oc ess es
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T e s t i n g  C e n t e r  P o l i c i e s  

F o r m  S u b m i s s i o n  
O u t o f C l a s s T e s t i n g (O C T) F o r m s  

Out of Class Testi n g (OCT) for ms ar e for stud en t s wit h appr ov ed  exam  
ac c ommod at i on s throug h CA DR . As a testin g cent er pol ic y, O C T  f o r m s m u s t b e 
c o m p l e t e d a n d s u b m i t t e d a t l e a s t 1  w e e k  p r i o r  t o t h e r e q u e s t e d d a t e .  Thi s 
dead li n e poli c y  is used in ord er to:  

�x E n s ur e that the testi ng cent er is staf f ed with pr oct or s at the request ed time  
�x A l low s the inst ruct or
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T h e testi ng cent er d o e s n o t  all ow RER forms for the foll owin g sit uati on s:  

�x T r av el plan s (unless par t of an SLU athl et ic team) or flig ht s  
�x Gen er al iz ed missed exam reasons (oversl ept, misc ommuni c at i on, etc.)  

Stud en t s need i ng to make up an exam per these reasons must wor k wit h their 
instr uc t or  for an alt ern at i v e opt i on. Resc h ed ul ed exams ar e onl y pr oc tor ed at the 
Nor th Campus Testi ng Cent er .  

U s i n g t h e T e s t i n g C e n t e r  
A r r i v a l  
Stud en t s ar e expec t ed to ar ri v e on time for their sched ul ed exam. Thi s is espec i al l y 
import an t for stud en ts util iz i ng a pri vat e room, as these rooms, at times, can be 
booked bac k - t o - bac k.  

The testi ng cent er gives a 15 -
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If a stud en t need s to obt ai n these mat er i als, it should be done prior to the sc hed ul ed 
exam start . The test i ng cent er wil l not ad just the exam star t time for stud en t s to 
gat h er mat er i als .  

B r e a k s * 
Stud en t s ar e per mit t ed to use br eak s for long er exam times (>1 hour  and 30 
minut es ), suc h as usin g the bat hr oom or get t i ng a dri n k. Howev er , the exam time 
d o e s n o t s t o p , and time wil l not be add ed on (unless appr ov ed for allowed br eak s 
as accommod ati on thr ough CA DR). Depend i ng on the exam leng t h, some stud en t s 
may be restr ic t ed on how many br eak s can be uti li z ed . This wil l be det er mi n ed by 
the testi ng cent er super v i s or i f nec essar y.  

For short er exam times (<1 hour and 30 minut es), stud en t s shoul d use the 
bat h r oom or any other nec essi t y pr ior to star t in g the exam. Studen t s wil l not be 
all owed to take a break dur i ng their exam unl ess it is an emerg enc y .  

When takin g a br eak, stud ent s ar e not to acc ess thei r bel ong i ng s unl ess for med ic al 
need s. Stud en t s will not speak to any other stud ent s in the off ic e, hal l way, or 
bat h r oom.  

If util iz i ng the bat hr oom, stud ent s must go str ai gh t to the bat hr oom, not go to any 
other classr oom, and ret urn pr ompt l y.  
 
 

* D u e t o a n  i n c r e a s e  o f c h e a t i n g i n c i d e n t s i n  t h e  t e s t i n g c e n t e r  d u r i n g t h e  2 0 2 1 - 2 0 2 2  s c h o o l y e a r ,  b r e a k s w i l l 
n o w  b e s t r i c t l y m o n i t o r e d .  *  
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A c a d e m i c  I n t e g r i t y  P o l i c y  
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E l e c t r o n i c  D e v i c e s  P o l i c y  
S t u d e n t s a r e n o t a l l o w e d t o u s e a n y e l e c t
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E x a m / Q u i z  A c c o m m o d a t i o n s  P o l i c y  
A l l o w  B r e a k s D u r i n g E x a m s / Q u i z z e s  
This acc ommod ati on per mi t s stud en t s to take stop - th e - c l oc k break s dur i ng their 
exam. The br eak pr ocess is as foll ows :  

1.  T h e stud en t leaves thei r exam and mat er i als at thei r desk /r oom in the 
test i ng cent er and asks a testi n g cent er staff member to take a break .  

a.  T h e stud en t is not allowed to acc ess thei r bel on gi ng s stor ed in the 
offi c e or loc ker s unl ess requir ed to do so for med ic al rea son s (i.e. 
ac c ess med ic ati on, blood - sug ar moni tori ng).  

2.  T h e testi ng cent er staf f member rec ord s the time of the br eak request and 
per mi t s the stud ent to take thei r br eak .  

a.  B r e a k s m u s t b e t a k e n  i n  a r e a s o n a b l e t i m e f r a m e . Any exc essi v e 
leng th of a break may resul t in  restr ic ti on of  usi ng ad di t ion al br eak s 
or possi bl e suspen si on of use  of thi s acc ommod ati on.  

3.  
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A l l o w  U s e o f a M e m o r y A i d  
This acc ommod ati on is car ef ul l y eval uat ed and revi ewed by CA DR staf f pri or to 
appr ovi ng thi s acc ommod ati on.  

For the impl emen t ation of the acc ommod at i on, the stud en t will need to speak with 
thei r inst ruct or on what may be reason able wit hi n the spec if ic cou r se. In addi ti on, 
stud ent s should pr ovid e a creat ed memor y aid to thei r inst r uc t or for approv al pr i or 
to the exam (to be submi tt ed 2 - 3 days bef or e the exam for appr ov al).  

U s e o f a R e a d e r  o r  U s e o f a S c r i b e d u r i n g E x a m s / Q u i z z e s  
Stud en t s who have an appr ov ed read er and / or scr i be as an acc ommod at i on shoul d 
request  the acc ommod at ion on their OCT for m if they int end to use this 
ac c ommod at i on . Submi ssi on of the OCT for m by the 1 week notic e pol ic y is 
espec i al l y essen ti al for these ac c omm od at ion s . This ensur e s that the testi ng cent er 
has staf f  avai l ab l e.  

Read er s and scr i bes in the test i ng cent er are test i ng cent er staff . Read er s and /or 
sc ri bes ar e permi tt ed to:  

�x R ead the exam/ q ui z inst ruct i ons, quest i ons, and answer choic es ver bat im as 
pr i nt ed on the exam/q ui z and repeat as nec essar y.  

�x S cr i be the answers given to the scr i be by the stud ent .  
�x R er ead any answer s sel ec t ed or writ t en by the stud en t .  

Read er s and Scr i bes ar e not permi tt ed to:  

�x R eph r as e any word s or sent enc es .  
�x Gi v e hint s or sugg e stion s to answeri ng quest i ons or answer choic es.  
�x In t er pr et what need s to be scr i bed .  
�x Gi v e any answers to the stud en t .  

T i m e E x t e n s i o n s f o r  E x a m s / Q u i z z e s  
Stud en t s with appr oved time ext en si on s on exams/ q ui zz es (time and a half, doubl e, 
etc .) should corr ec tl y mar k the acc ommod at i on on the OCT form. The time 
ext en si on is calc ul at ed based on the stand ar d exam time given in class.  

Time ext ensi on s, like in - c l ass exams, ar e not stopped for br eak s or filli ng in 
answer in g sheet s/s c an t r on s . The time is cont in uous .  

Stud en t s ar e respons ibl e for moni t or i ng thei r time. Test in g center staff wil l stop 
exams onc e the time has expi r ed .  
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