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Testing Accommodations Form

Students:  Discuss the testing arrangements with your faculty member at least 10 days before an exam. If your faculty member is unable to provide the accommodations in a departmental location, please call or email Julie Lucking to schedule a testing time at the MAX Center (Kagin Commons, 651-696-6121, lucking@macalester.edu ) at least one to two weeks before your exam. Julie will complete Part 1, of the test form and email it to your professor.
Faculty: Please confirm with Julie Lucking that a specific date and time can be scheduled, and confirm with your student the time/date works in their schedule, then complete Part 1 (if needed), and Part 2, and email it back at least one week (if possible) prior to the scheduled exam. Exams may be emailed, delivered, or spo’d separately or along with this form.
Testing days and hours: M-Th 8:00a.m. – 4:00p.m. and F 8:00a.m. - 3:00p.m.
Some testing rooms are monitored by camera                                                              Revised 7-2017
	PART 1. Student Information 


	Today’s Date:

	Test Date/Time:


	Student Name:

	Course Title:


	PART 2. Professor Information and Instructions for Exam


	Professor Name:


	Phone:

	email

	Office Location:


	Please check any of the following items which the student may use or need:   
( Open Textbook   ( Open Notebook   ( Computer     ( Dictionary    ( Laptop
( Student Notes     ( Reference Sheet    ( Calculator     ( Notecard     ( Smart Phone
( Other (note below) 
                                                                         

	How much time is allowed for the class to complete the exam? This time will be adjusted to the tester’s individual accommodations.

	Are you available to answer questions during the testing period? 

( Yes    ( No

If so, at what number can you be reached? 
	Other/Special Instructions:


	Check one (before exam):

( Will email the test

( Will walk the test over

( Will SPO the test via campus mail
( Other
	Check one or more (for after exam):

( Will pick up the test

( SPO the test via campus mail
( Scan and Email

( Other (delivery is usually not possible)

	PART 3. MAX Center

	Proctor Name

Julie Lucking

	Date

	Time Test Started

	Time Test Completed

	Cut Off Time
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