TEST ACCOMMODATIONS:
Process Overview

NOTIFICATION OF
ACCOMMODATIONS
Each quarter, Instructor receives a
Notification of Accommodations.
This notification informs you that
a student in your class is approved
to use test accommodations.

TEST ADMINISTRATION
AGREEMENT
Instructor determines if they’ll
provide the accommodation or
if DRC proctoring services are
needed.

If taking at DRC, Instructor
completes the Test
Administration Agreement.

SCHEDULED EXAM

EXAM MATERIALS
Instructors provides exam:

If the student decides to use
their accommodations for a
specific exam, they schedule it
using DRC Online Services.

[Upload to DRC Online Services,
Email to drctesting@cpp.edu, or
Deliver to DRC personally]

Instructor receives email
notification.

DRC facilitates return of the exam:
[Email or Instructor Pick-up]

NOTIFICATION OF ACCOMMODATIONS
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The week before classes, DRC will email you a
NOTIFICATION OF ACCOMMODATIONS.
This notification will list all the approved
accommodations the student requested to
use in your class.

NOTIFICATION OF ACCOMMODATIONS
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The Notification of Accommodations email includes the
TEST ADMINISTRATION AGREEMENT.
This agreement must be completed before the
student’s exam can be scheduled.

TEST ADMINISTRATION AGREEMENT
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Review the FACULTY/STAFF INSTRUCTION section.

If you want DRC to administer the exam, complete
the Agreement by providing the information
requested.
If you do not want to use DRC proctoring services,
check, ‘I Will Proctor My Own Exam’.

TEST ADMINISTRATION AGREEMENT
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The agreement requests information regarding
the exam administration
(e.g., materials allowed? standard time?, etc.)
Accurate information will enable DRC to
administer the exam per your specifications.

If you need to make changes, contact DRC.

TEST ADMINISTRATION AGREEMENT
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The Test Administration Agreement must be
completed before the student’s request can be
confirmed.
As needed, DRC will complete the Agreement on
the Instructor’s behalf.
Instructors are asked to provide the correct
information prior to the exam date.

SCHEDULED EXAM [1/1]

If the student opts to use their test
accommodations for an exam, they schedule it
using DRC Online Services.
You will receive an email indicating the exam day
and time. Please contact DRC if you have any
questions or concerns.

This email will also include a link to upload the
exam to DRC Online Services.

EXAM MATERIALS
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Instructors have 3 options to provide the exam materials:
1. Upload to DRC Online Services
2. Email to drctesting@cpp.edu
3. Deliver to DRC (9/103)
Instructors are asked to provide the materials at least one day prior to the exam date. This will
ensure the proper administration of the exam.

DRC offers the following 2 options for completed exam return:
1. Email to Instructor
2. Instructor pick-up

NON-STANDARD EXAMS

For our complete Test Accommodation guidelines, please visit our Policies and Procedures Manual

Pop Quizzes
Pop quizzes can be scheduled with DRC. If the student is informed by the instructor to expect pop quizzes in their class, the student
should send an email to drctesting@cpp.edu. DRC will contact the instructor to find out specifics about the quiz
administration. After consultation with the instructor, the student will be contacted by DRC to provide appropriate test
accommodation modifications.

Blackboard Exams
For non-proctored online exams, students are not required to take their exams in DRC in order to access their extended time. The
instructor, as the exam administrator within Bb, is responsible for adjusting the time for the DRC student. The student may
coordinate directly with the instructor to request access to their approved time extension or may request assistance from DRC.

FINALS EXAMS
So that we are able to meet the increasing demand for our exam proctoring services, students taking their Finals DRC are
required to start at either 7:30am, 11:30am, or 3:30pm.
Students use the following table to determine their appropriate start time:

Please be assured that maintaining the exam integrity is one of our very high priorities. To address this, the student’s DRC Final
overlaps with the class’ whenever possible. Additionally, we utilize video surveillance and live proctors. Students must store their
backpacks, cellphones, and other unauthorized materials in lockers while testing.
For complete information regarding our Academic Integrity Policy, please visit our Policies and Procedures Manual.

If you have any questions, please contact our office.
We’re here to help!
Phone: (909) 869-3333
Email: drctesting@cpp.edu
Website: http://cpp.edu/drc

