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Testing Center Policies and Procedures
Exam/Quiz Accommodations Policies
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Testing Center Policies

Form Submission
Out of Class Testing (OCT) Forms

Out of Class Testing (OCT) forms are for students with approved exam
accommodations through CADR. As atesting center policy, OCT forms must be
completed and submitted at least 1 week prior to the requested date.
This deadline policy is used in order to:
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e Astudent medical emergency orillness at the time of the exam
o Afamilyemergency (death orillness)
e Weather conditions
e Travel issues (for commuter students)
The testing center does not allow RER forms for the following situations:

e Travel plans (unless part of an SLU athletic team) or flights
e Generalized missed exam reasons (overslept, miscommunication, etc.)

Students needing to make up an exam per these reasons mustwork with their
instructor for an alternative option. Rescheduled exams are only proctored at
the North Campus Testing Center.

Using the Testing Center

Arrival

Students are expected to arrive on time for their scheduled exam. This is
especially important for students utilizing a private room, as these rooms, at
times, can be booked back-to-back.

Students who arrive past their scheduled exam start time may not be able to
take their exam or may see an impact on the duration of their exam. This will be
evaluated on a case-by-case basis by the testing center supervisor. Unless
unforeseen circumstances occur, students are required to start at their
scheduled exam time.

Interactions with Testing Center Staff

All students utilizing the testing center shall follow the instructions and

communication provided by the testing center staff. Testing center staff are
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Materials

Testing Center Staff will have the exam and exam materials that are provided by
the instructor for the course.

Students are responsible for providing their own materials, such as pencils,
pens, erasers, blue examination books, calculators, extra calculator batteries,
rulers, and laptop chargers (among other items). The testing center does not
have extra materials for students, except for pencils and a few basic
calculators.

If a student needs to obtain these materials, it should be done prior to the
scheduled exam start. The testing center will not adjust the exam start time for
students to gather materials.

Breaks*

Students are permitted to use breaks for longer exam times (>1 hour and 30
minutes), such as using the bathroom or getting a drink. However, the exam
time does not stop, and time will not be added on (unless approved for
allowed breaks as accommodation through CADR). Depending on the exam
length, some students may be restricted on how many breaks
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Communication with the Testing Centers

Confirmation of a Scheduled Exam

Once acompleted form (OCT or RER) is entered into the testing center
schedule, a confirmation email will be sent to the student and the instructor.
We recommend that each individual verify that all of the information in the
confirmation email is correct for each exam that is scheduled. If a student or
instructor finds a mistake in the confirmation email, they must notify the
testing center immediately. If no errors are reported, the testing center staff
will assume that the information is correct.

Communication with Instructors
Testing Center staff will communicate with professors/instructors to:

e Request exams, clarify allowed materials (allowed calculators,
formula sheets, scantrons), and communicate any student questions
during the time of the exam

e Coordinate exam time/date adjustments between instructors and
students

¢ Notify professors of academic integrity issues or cheating

Inclement Weather

CADR staff will carefully monitor any reports of potential hazardous/dangerous
weather (ice/snowstorms, tornado watch/warnings, etc.) and affected travel
conditions (road/driving conditions, access/walking to the testing center, etc.).
This isto ensure the safety of the testing center staff and students.

If the staff determines that the weather will impact the safety of students, or if
the university cancel classes because of the weather, the staff have aright to
close the testing centers. If this is the case, the following procedure will be
followed:

Staff will contact the instructors and the students for each course scheduled in
the testing center to
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Electronic Devices Policy

Students are not allowed to use any electronic devices in the testing
center area or on exams, unless authorized by an instructor or as an
approved accommodation by CADR.

Students will be asked to place their electronic devices (cellphones, smart
watches, headphones [including Bluetooth headphones]) into the collection
bin, in their backpack, or testing center locker.

If a student is caught with an electronic device during an exam, has been asked
to place them away, and it is not allowed to be used during an exam, it will
always be assumed that they are cheating.

Students who continue to violate this policy may have their testing
accommodations reviewed by a CADR staff member or have accesstothe
testing center restricted.

The testing centers are not responsible for any lost or damaged electronic
devices. Any lost or left devices will be turned into the CADR staff.

The testing center does not provide any charging cables, boxes, or batteries.
Students are required to provide their own electronic charging or battery
needs.
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Exam/Quiz Accommodations Policy

Allow Breaks During Exams/Quizzes

This accommodation permits students to take stop-the-clock breaks during
their exam. The break process is as follows:

1. The student leaves their exam and materials at their desk/room
in the testing center and asks atesting center staff memberto
take a break.

a. The studentis not allowed to access their belongings stored
in the office or lockers unless required to do so for medical
reasons (i.e. access medication, blood-sugar monitoring).

2. The testing center staff member records the time of the break
request and permits the student to take their break.

a. Breaks must be taken in a reasonable timeframe. Any
excessive length of a break may resultin restriction of using
additional breaks or possible suspension of use of this
accommodation.

3. Whenthe studentreturnsto the testing center office and isready
to return to their exam, the testing center staff member will
determine how muchtimewas used forabreakandadd a
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excessive manner, it may be necessary to find alternative
accommodation options to support a student’s need.

Allow Use of a Memory Aid

Thisaccommodation is carefully evaluated and reviewed by CADR staff prior to
approving this accommodation.

For the implementation of the accommodation, the student will need to speak
with their instructor on what may be reasonable within the specific course. In
addition, students should provide a created memory aid to their instructor for
approval prior to the exam (to be submitted 2-3 days before the exam for
approval).

Use of a Reader or Use of a Scribe during Exams/Quizzes

Students who have an approved reader and/or scribe as an accommodation
should request the accommodation on their OCT form if they intend to use this
accommodation. Submission of the OCT form by the 1 week notice policy is
especially essential for these accommodations. This ensures #mgt the testing
center has staff available.

Readers and scribes in the testing center are testing center staff. Readers and/or
scribes are permitted to:

¢ Read the exam/quizinstructions, questions, and answer choices
verbatim as printed on the exam/quiz and repeat as necessary.

e Scribe the answers given to the scribe by the student.
e Reread any answers selected or written by the

student. Readers and Scribes are not permitted to:

e Rephrase anywords or sentences.
¢ Give hints or suggestions to answering questions or answer cho
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Time extensions, like in-class exams, are not stopped for breaks or filling in
answering sheets/scantrons. The timeis continuous.

Students are responsible for monitoring their time. Testing center staff will stop
exams once the time has expired.

Updated July 2024
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