LEARNING CENTER

Loyola 100  (206) 296-5740
LEARNING CENTER TEST ADMINISTRATION

INFORMATION FOR FACULTY
Disabilities Services staff will send a letter to faculty providing notification of the adjustments required following a disabled student’s requests for testing accommodations. It is the student’s responsibility to initiate arrangements for each test in a timely, reasonable manner.  The student may access the accommodations in any assigned location that meets the needs of both the student and the professor, including Learning Center facilities.

If Learning Center facilities are used for the test location, the student should make an appointment to reserve a testing space.  The student will be then given a Testing Appointment Slip.

The professor must then:

1. indicate by signing the Testing Appointment Slip that the test arrangements, including the day, time and length, are approved.  Students must have this approval for each test,  

2. note in writing and give to the Learning Center staff, any specific exceptions to the standard procedures listed in the Learning Center’s Testing Guidelines that should be allowed.  A copy of the guidelines is printed on the back of this page,

3. send a copy of the exam to the Learning Center, the day before the test if possible, and

4. specify whether the completed exam will be picked up or if Learning Center staff should deliver it.

For students without documented disabilities wanting to take a test in the Learning Center, a Faculty Approval Form that requires your signature is attached to the appointment slip.  It is entirely your choice whether to give approval.  We administer tests under these conditions on a space available basis.    
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