
 

 

Testing Requests Guidelines and Procedures 

The following guidelines and/or procedures will be the necessary steps to follow in order to request testing 
accommodations for your students who have accommodations. 

  

1. Requests should be made 5 business days prior to the day of the test/exam.  
2. You should discuss/agree to the dates of the exams with your student prior to sending the request.  
3. Email the requests and/or any questions/concerns to our email dsstesting@ju.edu  
4. Provide any instructions within the email with the request or in writing with the test/exams. 
5. Provide your contact information in case the students have any questions or concerns during the 

test/exam.  
6. Fill out the attached form with the testing information and instructions – Testing requests form  
7. Provide the delivery method of the exam- computer or paper-based- 

a. If computer-based, please provide the (date) when you will be providing the password to the testing 
coordinator. For example, the password will be provided on the day of the test or prior (establish 
date).  

b. If paper-based, please send the exam to dsstesting@ju.edu so we can print it.  
8. The testing coordinator/proctor will scan the tests by the end of each day unless otherwise arranged- 

for the professor to pick them up from the testing location and/or DSS office. 
9. If any of these guidelines and procedures were to be edited/changed, an email will be sent out to 

communicate the changes.  

NOTE: 

1. There will be NO last-minute changes accepted. If you must change the time/date of the exam/test, we 
will need a minimum of 3 business days to try to arrange coverage.  

2. We would like to be given the courtesy of being informed of any cancellations, at least the day prior to 
the date of the original request.  

3. Professors are still responsible for providing accommodations to the students if testing with us is not a 
possibility.  

 

If you have any questions about accommodations in general or accommodations for a particular student, please 
email the Director directly at oflorez@ju.edu. 
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