TEST PROCTORING FORM
DISABILTY SUPPORT SERVICES

516 Hill University Center

934-4205(phone)
  
934-8170 (fax)

  dss@uab.edu
DUE TO EXTREMELY LIMITED SPACE, WE ENCOURAGE YOU TO ARRANGE FOR TESTS TO BE ADMINISTERED AT YOUR DEPARTMENT IF POSSIBLE.  HOWEVER, DSS IS AVAILABLE TO PROTOR EXAMS AS A COURTESEY TO THOSE WHO ARE UNABLE TO DO SO.
Student’s Name: (Please Print) ________________________________________________________________________

Instructor’s Name: (Please Print) ____________________________________________ Email:_____________________
Course # ______________________  Section # __________________  Semester/Year ___________________________

Where would you like DSS to deliver your completed tests?  ______________________  Phone # ___________________ 

DSS recommends faculty fax, email, or hand deliver exams to DSS to ensure security.

Unless otherwise indicated by faculty, DSS staff personally returns exams to faculty or departmental offices.

How will DSS receive the exam?

____ Instructor delivers


____ Fax


____ Email
____ Representative from instructor’s department delivers


____ Student taking test brings exam

Special Instructions





YES

NO
Open book?


___
            ___

Open notes?


___
            ___

Dictionary?


___
            ___ 

Calculator?


___
            ___

Scratch paper?


___
            ___

Other instructions: __________________________________________________________________________

How much time is the class allotted to take tests? __________________________________________________

IT IS THE STUDENT’S RESPONSIBILITY TO MAKE ARRANGEMENTS WITH INSTRUCTORS TO TAKE TESTS WITH ACCOMMODATIONS.

IT IS THE STUDENT’S RESPONSIBILITY TO SCHEDULE ALL TESTS AT LEAST 2 WORKING DAYS IN ADVANCE WITH DSS.  DSS will only administer tests with at least 2 working days notice.

***FACULTY MEMBERS ARE RESPONSIBLE FOR MAKING SURE ALL TESTS ARE DELIVERED TO DSS AT LEAST 2 WORKING DAYS PRIOR TO THE TEST DATE.***

IT IS THE STUDENT’S RESPONSIBILITY TO PRESENT THIS FORM TO THE INSTRUCTOR.

Students need to remind faculty to deliver exams to DSS.

If an exam is not delivered by the test date, it is the student’s responsibility to contact faculty.

Instructor’s Signature ___________________________________ Date _____________________________

Please return this form directly to DSS (HUC 516).  DO NOT send the form through the student.  We will send you a copy/receipt of the form for your records and will make a receipt available for the student up on request.

DSS-White Copy
INSTRUCTOR- Yellow Copy

Student- Pink Copy
