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RELAXED ATTENDANCE AND MAKEUP GUIDELINES

Regardless of disability, students are expected to fulfll the essental requirements of courses,



REASONABLE EXTENDED DEADLINES

Regardless of disability, students are expected to fulfll the essental requirements of courses,
including meetng completon dates for assignments. However, if a student has a disability that
may occasionally impact their ability to complete assignments at the scheduled tme, fexibility
in assignment deadlines is considered an appropriate accommodaton.

Hopefully, a student’s disability will not interfere with tmely completon of assignments;
however, if the student has a disability with random or cyclical acute episodes, the
accommodaton allows for fexibility in assignment deadlines and make-up work. The number of
days given for each assignment extension depends on the interactve or partcipatory nature of
acourse, or is based on department, college, or accreditng agency rules.

If special consideraton in meetng deadlines is needed, students need to work with the
instructor to determine the maximum extension that can be given before compromising the
integrity of the course/program. SDS will address student/instructor questons and concerns
regarding accommodatons on a case-by-case basis upon request.

Please note the following:

The accommodaton is not intended to cover the following:

o Unlimited acceptance of late work

o Retroactve requests

o Personal organizaton or tme management difcultes
Some instructors allow all students in the class more tme than they believe is needed
for students to complete assignments. For example, an instructor gives an assignment
they believe should only take two days to complete but allows students three days.
Please be aware that if you provide all students in the class with “extended tme” or
bufer tme to complete assignments, legal guidance suggests that it would be
discriminatory not to provide the extended tme in additon to that tme given to all
students in the course.
Instructors should never unilaterally deny a student’s eligible accommodaton.
Instructors should be prepared to provide a ratonale if they determine, in consultaton
with SDS, that extending assignment deadlines would result in changes to essental
components of the course.

Instructor Responsibilites
1. Consider adjustments to assignment deadlines or the class policy on acceptng late work
that do not result in fundamental alteratons to the course design or essental
components. The Department of Educaton’s OFce for Civil Rights has provided the
following questons to assess the degree to which strict adherence to assignment due
dates is an essental part of a class:
o What does the course descripton and syllabus say regarding late work?






USAGE OF FORMULA SHEETS

This accommodaton supports students with math learning disabilites, or with disabilites that
impact memory. Students enttled to this accommodaton must discuss it with their instructors.
A formula sheet is a testng accommodaton for math and science classes. A student may be
approved to use a formula sheet in any class in which the essental functon of the course
includes mathematcal formulas. This includes developmental and college level courses, as well
as non-mathematecs classes such as chemistry or physics.

Using a formula sheet is not the same as using notes on exams. Use of a formula sheet should
not compromise any essental course objectves. If an instructor has concerns about the



USAGE OF WORD BANKS

Some students have documentaton of a medical conditon or learning disability that results in a
signifcant memory defcit. These students generally have great difculty retrieving informaton
from memory even though they have carefully studied and understood the material. A Word
Bank is intended to provide students with such memory defcits with an equal opportunity to
demonstrate their understanding of course material during an exam. A Word Bank will not be
suggested for a student unless Student Disability Services has disability-related documentaton
that strongly supports the need. If an instructor has concerns about the appropriateness of a
Word Bank, the Student Disability Services oFce staf can









referred to their instructors for further instructions.

My class is held after SDS Testing Hours. What are my options to ensure the
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Professor’s options for test delivery:

Instructor hand delivers the Test and Test Cover Sheet to the designated SDS Office

Instructor emails the Test and Test Cover Sheet to SDS Testng
sdstesting@kennesaw.edu

When will | receive the test back?

Instructor pick-up-required if immediate return is necessary (must pick-up at
student’s appointment locaton during ofce hours-see Testng locatons listed
above)

Email as an atachment (within 1 business day)

Campus mail-placed in campus mail within 1 business day (tmely delivery through
campus mail cannot be guaranteed)

Does SDS provide Scantron answer sheets and Blue Books?

No. Instructor will
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SDS Offic&kennesaw SDS OfficéVarietta
Kennesaw Hall, Room 1205 Student Center, Suite 160
SDSTesting@kennesaw.edu TeSt COVGr Sheet SDSTesting@kennesaw.edu

470.578.3197 470.578.7361

Complet and submit this form with each exam
***Exams are due by 4PM one business day prior to the exam date***

Student Name:

Course:

Faculty Nime:

Faculty Cell Phone and Email:

Exam Date and Time:
(Please note that by filling this out and retungiit to SD§ou are approving the date and time the student scheduled
the appointment)

Length of Exam:
(Note that SDS wilidjust the testing the to reflect accommodations specified on the Faculty Notification Letter

Materials allowed in exam area (mark all that apply)

Scratch paper Textbook
Calculator (specify below) []Computer
Notes None

Special &sting hstructions:

Return Method of @mpleted Exam:
E-mail as attachment
Swmit through D2L or another online platform

Pick up (will need to pick up at from the SDS Office of student appointatenk email confirmation)
Campus mail to Mail Drop: Department:

OFFICE USE ONLY:

ExamReceived: ___/ / ExamAdministered: / / Time: : to

Proctored by: ExarRoom: Seat #: Scanned: / /
Examreturned to: on / / Time:




SDS Offic&kennesaw SDS OfficéVarietta

Kennesaw Hall, Room 1205 Test COVGr Sheet Student Center, Suite 160

SDSTesting@kennesaw.edu
470.578.3197 470.578.7361

Completeand submit this form with each exam
***Exams are due by 4PM one business day prior to the exam date***

StudentName: |Use the Student's Full Name |

Course:

SDSTesting@kennesaw.edu

Use your cell number so we

FacultyName: can contact you if you're out

FacultyCell Phoneand Email: needs assistance

of your office and a student

Exam @te and Time:

(Pleasenote that by filling this out and returnigit to SDSou are approving the datand time the student scheduled

the appointment) ti

Only list the time your class gets for the exam. We will
do the math for their accommodated time.

e to reflect accommodationspecified on the Faculty ®lification Letter

Materials allowed in exam aea (mark allthat apply)

Scratch paper Textbook
Calculator (specify below) Computer
Notes None

Special €sting hstructions:

Return Method of @mpleted Exam:
E-mail asattachment Be sure to complete this so we know how to
Submit through D2L or another online platform get the test back to you!

Pick up (will need to pick up at from the SDS Office of student appointaienk email confirmation)
Campus mail to Mail Drop: Department:

OFFICE USE ONLY:

ExamReceived: ___/ / ExamAdministered: / / Time: : to

Proctored by: ExarRoom: Seat #: Scanned: / /
Examreturned to: on / / Time:



sburman
Text Box
Use the Student's Full Name

sburman
Text Box
Use your cell number so we can contact you if you're out of your office and a student needs assistance

sburman
Text Box
Only list the time your class gets for the exam. We will do the math for their accommodated time.

sburman
Text Box
Be as specific as possible here. List the exact calculator they are allowed to use, any exceptions, and what types of notes they can use. There is no such thing as too thorough here. Being specific means if students have questions, we can answer them without having to call you.

sburman
Text Box
Be sure to complete this so we know how to get the test back to you!


	Student Name: 
	Course: 
	Faculty Name: 
	Faculty Cell Phone and Email: 
	Exam Date and Time: 
	Length of Exam: 
	Mail Drop #: 
	Department: 
	Check Box2: Off
	Check Box3: Off
	Check Box4: Off
	Check Box5: Off
	Check Box6: Off
	Check Box7: Off
	Test Instructions: 
	Check Box9: Off
	Check Box10: Off
	Check Box11: Off
	Check Box12: Off


