TESTING ACCOMMODATIONS POLICY
STUDENT RESPONSIBILITY
I. Students must provide the professor with a letter from the Office for Students with Disabilities outlining appropriate and approved accommodations, which would include taking exams with extended time and/or in an alternative testing environment. Students must be registered with the office and all required documentation must be complete.
II. Students must complete the top section of the "PROCTOR REQUEST FORM" before presenting the form to the professor/instructor.
III. DO NOT LEAVE THE FORM WITH THE PROFESSOR AND EXPECT THE PROFESSOR TO RETURN THE FORM TO THE OFFICE. The student is responsible for returning
the completed "PROCTOR REQUEST FORM" to the office ensuring that the professor/instructor has completed the section completely.
IV. The "PROCTOR REQUEST FORM" must be turned into the Office for Students with Disabilities (OSD) at least three (3) business days before the exam is to be taken. For Final Exams, form must be turned in two (2) weeks before the first day of the final exam period.
V. Students must arrive on time to take the exam. If students are more than 15 minutes late, the exam will need to be rescheduled through the professor and OSD.
VI. In the event of an emergency unrelated to the student's disability (for example; illness, death in the family, car trouble, oversleeping, etc.), the student must contact the professor to
reschedule the exam. The professor and student must inform OSD of the rescheduled date and time.
VII. Students must adhere to the university's honor statement. Students suspected of academic dishonesty will be referred for disciplinary action.
PROFESSOR/INSTRUCTOR RESPONSIBILITY
I. Verify that the student is registered with the Office for Students with Disabilities by referring to the letter sent by the Office for Students with Disabilities outlining appropriate and approved accommodations. No accommodations are to be allowed until a letter is received. Only the accommodations listed on the letter will be granted.
II. Thoroughly and legibly complete the Professor/Instructor part of the "PROCTOR REQUEST FORM" and return the form to the student.
III. Complete the Professor/Instructor section of the "PROCTOR REQUEST FORM" in its entirety.
IV. If the courier method of delivery has been chosen, the professor must have the exam ready to be picked up by the Office for Students with Disabilities courier the day prior to the exam date.  If the professor/instructor chooses to utilize other delivery methods, they must adhere to the following: the professor/instructor may deliver the exam(s) to 109 Frist Hall (M-F 8am-5pm), fax the exam(s) to (423) 425-4300 , or e-mail the exam(s) to: OSDtesting@utc.edu 
OFFICE FOR STUDENTS WITH DISABILITIES RESPONSIBILITY
I. Maintain accurate documentation for each student, approve appropriate accommodations, and provide notification to individuals as directed by the student.
II. Provide courier service to pick up and deliver exams, if requested by instructor.
III. Maintain integrity of the exam by securing the exams in a locked safe or file cabinet in the office and returning exams in secure (sealed) envelopes to the professor/academic department.
IV. Monitor all exams taken in the Office for Students with Disabilities. Report any suspected academic dishonesty to the appropriate faculty member/department.
