TEST PROCTOR FORM

DISABILITY SUPPORT SERVICES

Disability Support Services (DSS) may assist faculty with the proctoring of quizzes, tests and exams to students who may need accommodations difficult to provide in the classroom.  

· Students are responsible for scheduling exams with DSS and obtaining faculty signature on this form.

· Faculty are responsible for signing this form and delivering the exam to DSS.
· 48 hours notice from student is required to proctor exams.  
· DSS may refuse to proctor an exam without this completed form.  DSS is responsible for returning tests and exams to faculty.
· Students who cancel, no-show or arrive late will need to contact faculty to reschedule the exam.
· Please contact DSS staff with any questions at 665-6250.
STUDENT PART I (To be completed by student)
Name






Request Date 
Course Name and Number




Professor 
Exam Date __________   Exam Time ___________    Time different from class: Yes

 No 
Accommodations Approved:

____ Extended time  ______ (# of Minutes Total)         _____ Use of computer or adaptive technology

____Distraction-reduced environment                        _____Other

FACULTY PART II (To be completed by faculty)

The exam will be delivered by: 

____ Faculty/OSP/student worker   

____ Student to pick up own test (in sealed envelope)
____Email attachment to Disability Support Services Office DSSTest@montevallo.edu 
(Please do NOT use Handmail unless test/exam is sent more than 3 days early.)

NO RESOURCES WILL BE ALLOWED ON EXAM UNLESS INDICATED ON THIS LINE: 

If questions arise during the exam, the best way to contact me or my office is: 

Return exam to: 
Building: 


          
 Office #: 

Faculty Signature:





Date: 
FOR OFFICE USE ONLY:

Exam started: ________________
Exam Ended: _______________ Proctored by:__________________

Exam returned to: _____________
Date returned: _______________Time: ________________________
