
DTSABLED STUDENT PROGRAMS & SERVTCES (DSPS)
ACCOMMODATED TESTING

STUDENT POLICIES AND PROCEDURES AGREEMENT

I .  BEFORE SCHEDULING AN ACCOMMODATED TEST WITH DSPS, YOU MUST:
. Be currently enrol led in closses of Soddlebock Col lege.
. Be current with DSPS ond opproved for occommodoted test ing services.
.  Hove completed on Accommodoted Testing Orientot ion.

2.  AT THE BEGINNING OF EACH SEMESTER
o Complete on Instructor Noti f icot ion Request Form.
. Sign o Student Pol icies ond Procedures Agreement.
.  Pick-up your Instructor Noti f icot ion Letters 7 doys ofter the request is submitted ond

distr ibute to your insiructor.

ond the student keeps the yel low copy.

3.  SCHEDULE YOUR EXAMS
. With your instructors, (or)
.  Within The DSPS Testing Center

Eior to scheduled test doie.
c  l f  you know o l l  your  exom dotes ond t imes,  you moy schedule ond del iver

o l l  your  exoms of  once.
o Your instructor wi l l  then moke orrongements to del iver the test to the DSPS

Testing Center.
c  Moke sure io  obto in  the ENVELOPE DROP-OFF RECEIPT wi th  inst ructor 's

signoture locoted on the bottom of the test-proctoring envelope.

representot ive * in O.l iu"r o t*t ing envelope to your instrucior 's moilbox
for you.

representot ive * i | |  O"nu.r o t .r t ing envelope to your instructor 's moilbox
for you.

5. DAY OF EXAM
. Al l  exoms ore proctored of the DSPS Testing Center.

.  Check in with lhe Proctor of lecst l0 minutes before scheduled t ime to ol low for o
room olocement.

.  l f  you ore lote, you wi l l  lose thot omount of t ime from your scheduled test t ime.



a

a

a

Moke certoin you hove ol l  the moteriols you wi l l  need, including scontrons, pens ond
penci ls.
No cel l  phones or personol belongings ore ol lowed in the test ing rooms. l tems wil l  be
ploced in  o  locked cobinet .
Pets, chi ldren, fomily, ond/or fr iends ore noi permii ted with you during iest ing.
Hond-corrying o test is not ol lowed unless you get o securi ty envelope from DSPS.
Once you begin the exom, you wi l l  not be ol lowed to leove on exom unless for
medicol reosons, of which t ime you wi l l  remoin under supervision. Exceptions to this
con be mode only i f  we hove wri t ten permission from the instructor or i f  i t  is port of your
occommodot ions.
Comply with ol l  instruct ions ond stondords of behovior os set forth by the col lege code
of conduct, the instructor, ond/or DSPS stoff .  (You wil l  be monitored by o DSPS
Proctor.)

7 .  UPON COMPLETION OF TEST
. Give completed test to DSPS Proctor.
.  The DSPS Proctor wi l l  return your test to the instructor or division off ice.
. Repori ony issues or concerns reloted to this process to Sylvio Mejio. (949) 582-4238
. You moy not under onv circumstonces del iver the completed test to your instructor.

B.  TERMS OF SIUDENT RESPONSIBILITY
. l f  you neglect io moke on oppointment for test ing with DSPS, either in person within the

requi red 7 dovs '  not ice;  or  bv emoi l /phone wi th in  the requi red l0  dovs '  not ice ond/or
foi l  to del iver o test-proctoring envelope to vour insiructor, vou mov be required to
toke the test with the closs.

.  l t  is your responsibi l i ty to be on t ime for your scheduled oppointment. l f  vou ore lote,
vou wi l l  lose thot  omount  o f  i ime f rom your  scheduled iest  t ime.

. l f  you miss your oppointment, your test wi l l  be returned to the instruclor the some doy.
I t  wi l l  be your responsibi l i ty io discuss ony further iesi- toking options wi ih thot instructor.

. Any evidence of cheoting will resulf in the /oss of your eccommodoled fesfing
privileges.

.  Any deviot ion from this procedure moy result  in the loss of your occommodoted
test ing privi leges. l f  you do not show up for o test of your scheduled t ime or foi l  to
concel o test reservotion, you wi l l  receive o "no show." Two "no shows" in o semester
wil l  result  in loss of proctoring services from DSPS for lhe remoinder of the semester. You
moy mointoin the option of negotiot ing test ing occommodotions with your instructor
ond/or  moke on oppointmeni  wi th  the DSPS Coord inotor  regord ing re instotement  o f
your services.

9.  YOU WILL BE NOTIFIED IN WRITING IF YOUR ACCOMMODATED TESTING PRIVILEGES ARE
DISCONTINUED. YOU HAVE THE RIGHT TO APPEAL IHIS.DECISION.

I ocknowledge hoving reod, ond understond the obove informotion. I  ogree to obide by the
rules stoted herein. This ogreemeni shol l  remoin in force unti l  revoked in wri t ing.

Student  Nome (PRINT) Student  LD.  #

Siudent Sicnoture Dote REV. l  2/O9SM


