
Suffolk University 
Office of Disability Services 

Exam Accommodation Form 
 

TO BE FILLED OUT BY STUDENT: Students must request exam accommodations 7 days prior to the exam. If this 
deadline is missed, the ODS will NOT guarantee use of exam accommodations.   
 
Student: ___________________________________________________________ Phone #:_______________________ 
 
Instructor Name: ____________________________________________________ Phone#: _______________________ 
 
Instructor’s E-mail: ________________________________________________________________________________ 
 
Instructor’s Office Hours:____________________________________________________________________________ 
 
Course Name: ______________________________________________________ Course #: ______________________ 
 
Date & Time Exam will be given to the class: ___________________________________________________________ 
 
Date & Time Exam will be taken at ODS: ______________________________________________________________ 
 
Accommodation Request (Select all that you are eligible for): 
� Extended time (time and ½)                              � Extended time (double time)                                       � Calculator 
� Quiet Setting                                                      � Document Reader/ Scanner                                        � Scribe  
� Computer/ Word Processor                               � Other:____________________________________  
  
TO BE FILLED OUT BY INSTRUCTOR: Please completes all questions to assist the ODS in properly proctoring 
your test. Test materials should be emailed (disabilityservices@suffolk.edu) or delivered to ODS (73 Tremont St. 7th 
Floor) 48 hours in advance. If you are unable to do this, you are responsible for proctoring the exam.  
 
Delivery of Exam to ODS:                � Email                                                              � Hand delivery 
 
Return of Exam to Instructor:            � Hand delivery to instructor’s office               � Instructor pick-up at ODS 
 
Test materials allowed (open-book, open notes, calculator, dictionary, etc.) _____________________________ 
_________________________________________________________________________________________ 
 
I have met with the student concerning the examination and acknowledge this request.  
 
Signature: ______________________________   Date: _____________________________ 
 
 
TO BE FILLED OUT BY ODS AFTER THE EXAM HAS BEEN TAKEN:  
 
Date exam was taken: ________________  Time Started: _______________  Time Ended: ________________ 
 
 
ODS Signature: _______________________________________________  Date: ___________________________ 
 
TO BE COMPLETED BY THE STUDENT AFTER THE EXAM HAS BEEN COMPLETED:  
I acknowledge that this examination was taken at the Office of Disability Services with the accommodations indicated 
above. The accommodations were appropriate and the testing conditions satisfactory. Any unsatisfactory conditions 
should be indicated in writing at this time.  
 
Student signature: ____________________________________________    Date: ____________________________ 



Exam Accommodation policy/Instructions for Students: 
 

1. If a student wishes to schedule an exam to be taken at the Office of Disability 
Services, the student must approach their professor in advance. We recommend 
speaking with the professor 10 days prior to the scheduled exam. Exam dates 
should be listed on course syllabi so you should have this information in 
advance. 

2. Students must fill out the top portion of the exam accommodation form and have 
their professors fill out the middle portion of the form and sign.  

 
3. Students must return the completed exam accommodation form to the Office of 

Disability Services (73 Tremont Street, 7th floor), 7 days prior to the scheduled 
exam.   

 
Please be advised: 
 

• We cannot accept exam accommodation forms if they are not filled out 
completely.  

 
• The Office of Disability Services cannot guarantee use of exam 

accommodations if the exam accommodation form is not returned 7 days 
prior to scheduled exam. This is a strict deadline. 

 
• It is the student’s responsibility to communicate with their professor and 

to schedule their exam at the Office of Disability Services. 
 

• Additional Exam Accommodation Forms are available at our office. You 
may wish to make a few photocopies for exams throughout the semester.  

 


