BAYLOR UNIVERSITY

Office of Access and Learning Accommodation

ALTERNATE TESTING SITE POLICY AND PROCEDURE
Students who wish to utilize the OALA Testing Center should adhere to the following procedures:

1. Provide letters of accommodation to the professors at the beginning of the semester.

2. Pick up Alternate Testing Site form (ATS).

3. Present ATS form to the professor 1 week prior to the exam.

4. Return completed white ATS form to the OALA Testing Center at least three days prior to the exam date.
5. Arrive at the OALA Testing Center at the time designated on the ATS form, as your exam will begin at that time (A student arriving more than 10 minutes late will not be given the exam without documented professor approval).
6. Leave all bags, cell phones and other personal items in the designated area.

7. Return completed exam to the testing center coordinator.

*Student may contact professor during exam, if available, with specific questions concerning their exam, with OALA staff approval.
*If any changes in exam date or time need to be made after the completed ATS form has been submitted, the Exam Change Form must be completed by your professor and returned to OALA.
*All students are bound by the Baylor Honor Code when utilizing the testing facility.
*All administered exams will be monitored via closed circuit video surveillance.

________________________________________


   ________________

Student Signature                                                                                                                       Date


________________________________________                               ​​​​​​​​​​​​​​________________
Staff Signature                                                                                                                            Date
Contact OALA if you have any questions: 254-710-3605
Website: www.baylor.edu/oala
