Office for Students with Disabilities (OSD) 109 Frist Hall Phone: (423) 425-4300
(423) 425-4006 (V/TTY) 
Fax: (423) 425- 2288 (Confidential) 
Email: OSDtesting@utc.edu (Confidential)
Test Pick-up and Return Procedures
Initial notification of eligibility to test in OSD is made by letter delivered by the student. Proctor forms should be completely filled out and submitted to OSD (3) three days before the test. This form is to be submitted by the student. NOTE: Proctor forms for final examinations require (2) two week notice.
The instructor will receive either a phone call or email at least one day before the test is to be administered. One of the following methods will be used to procure the exam:
Email as an attachment to the following address: OSDTesting@utc.edu
· Click on attachment in your email program
· Then continue to open until you reach the exam and then the exam can be opened as an attachment
· Upon receipt we will print and then place in a locked drawer; the email will be deleted after the exam is completed
· The computer that receives the exams is not used by students but only by OSD staff
Fax to 425-2288 
· Please call before faxing to expedite the retrieval

· The fax machine is in a secure area and will not be made available to students
· The exam will be placed in a locked drawer
· You will receive a phone call or email verifying our receipt of the exam
Deliver to OSD office
· The OSD offices are located on the first floor of Frist Hall on Oak Street
· The exam will be placed in a locked drawer
Pick up by an OSD staff member
· Please indicate on the form the building and room where the exam is located
· OSD will need the exam in a timeiy manner
After the student completes the test, the test will be placed in a sealed and signed envelope. The test will be returned to the instructor or secretary in the department as soon as possible. The person receiving the test must sign our return log in order for the Offices for Students with Disabilities to have verification of receipt of the test.
OSD Testing Procedures
· Each student will only take into the testing rooms the materials the professor has approved to use during the exam. *No cellphones are allowed into the testing room.
· Students can schedule the exam outside of the class time, if the student has back-to-back classes that prohibit the usage of extended time. Evlning exams will be rescheduled due to OSD closing at 5 p.m.

· Students will noi be allowed to start an exam if s/he is more than 15 minutes late, unless prior arrangements have been made.

· Students are not allowed to leave the testing room to smoke, go to lunch, to make phone calls, etc.
· Students are not allowed to use personal computers for an exam. OSD will furnish a computer.

· If a student is caught cheating, the exam will be collected immediately, the instructor notified, and the student required to meet with the OSD Director to discuss consequences related to services.
