
Disability Access Packet

Contents:
&acƵlty &AE ZesƉŽŶsibilities ͘͘͘͘͘͘͘͘͘͘͘͘͘͘͘͘͘͘͘͘͘͘͘͘͘͘͘͘͘͘͘͘͘͘͘͘͘͘͘͘͘͘͘͘͘͘͘͘͘͘͘͘͘͘͘͘͘͘͘͘͘͘͘͘͘͘͘͘͘͘͘͘͘͘͘͘͘͘͘͘͘͘.͘͘͘͘͘͘͘͘͘͘͘͘͘͘͘Ϯ
Student FAN ResƉonsďilities...................................................................................................ϯ

Fleǆiďility ǁith Attendance and Related Deadlines Kǀerǀieǁ..............͘..................................9

Fleǆiďility ǁith Attendance and Related Deadlines Guidelines and ResƉonsiďilities..............10

Audio Recording >ecture Instructions and Agreement .....................................................͘....11

Accommodated Testing Θ Calculating �ǆtended Time.............................................................7

Student Support Services Mission: 
To provide reasonable programs and services to enrolled students, including supportive counseling, 
career exploration, and disability support that allow students to meet the demands of college life, as 

independently as possible.

Formula Sheet Θ tord �ank Guidelines.................................................................................8

1

Accommodation DescriƉtions.................................................................................................ϰ

Priority Registration Instructions..........................................................................................1ϯ

1

ReƋuesting Alternate Format Teǆtďooks ;CIDIͿ Instructions..................................................12

hƉdated Summer 202ϰ

https://sites.highlands.edu/student-support-services/thrive-ghc/
mailto:disabilityaccess@highlands.edu
https://sites.highlands.edu/student-support-services/student-support-services-home/disability-access/


Students with documented disabilities are entitled to reasonable accommodations 
designed to provide equal access. 

Disability Access determines appropriate accommodations and creates the Faculty 
Accommodation Notice (FAN) that outlines the accommodations. 

FACULTY ACCOMMODATION NOTICE (FAN) BASICS 

• FANs communicate approved accommodations
• Disability Access provides the FAN as a PDF document to the student and course instructors
• Students are responsible for meeting with their course instructors to discuss the

accommodations they plan to use for the course, and how these will be provided.
• Students are responsible for requesting a new FAN each semester by sending their course

schedule to Disability Access.

FACULTY RESPONSIBILITIES WHEN A FAN IS RECEIVED 
• Review the FAN and contact Disability Access if you have questions or concerns about the

accommodations listed
• Communicate with the student about how the accommodations will be provided for your

course
• Implement approved accommodations on FAN
• Keep a copy of the FAN to refer to throughout the semester

Note: Faculty are not required to provide accommodations that fundamentally alter the core 
requirements of the course. 

ADDITIONAL FACULTY RESPONSIBILITIES 
• Ensure students know about Disability Access by including information on your syllabus
• Refer students who self-disclose a disability to our office
• Contact Disability Access with questions, concerns or suggestions

Faculty FAN ResƉonsiďilities 

 Disability Access 
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 Disability Access 

^tƵĚeŶt FAN ResƉonsďilites 

• Schedule your test appointment with Testing Center via the online Accommodated Testing 
page. Tests MUST BE scheduled at least 1 week in advance. 
• Give test days and times to your instructor through email, by phone, or in person as soon as 
possible. Instructor will send test to Testing Center. 
• Arrive on time for your scheduled testing date. 
• If you arrive more than 10 minutes late for testing, you may, depending on availability, be 
required to reschedule your test in order to utilize all of your accommodations. 
• If you are absent for a scheduled test, you must contact the instructor to discuss whether you 
are able to make the test up, and then contact the Testing Center to reschedule. 
• If possible, take tests during regular class test time. If your course schedule does not permit 
this, you will be permitted to take the test at a time convenient for you between 8:00am the day 
before and 5:00pm the day after the test. 
• If possible, take tests between 8:00am – 5:00pm. If your course schedule does not permit, 
special arrangements will need to be made. Some evening hours are available to accommodate 
evening classes. 

FACULTY RESPONSIBILITIES: 

• Discuss with the student the specific test proctoring/accommodation needs and plans – per 
the accommodations listed on the student’s Faculty Accommodation Notice (FAN). 

• Complete a proctoring form for each test. The proctoring form is available online. 

• Provide on proctoring form the exact procedure(s) the Testing Center staff needs follow. 

• Submit the test and proctoring form to the Testing Center by 3:00 pm the day before the 
exam, via email to testing@highlands.edu. 

DISABILITY SERVICES RESPONSIBILITIES: 

• Determine appropriate accommodations and create the Faculty Accommodation Notice (FAN) that 
outlines the accommodations. 

• Provide Testing Center with the approved testing accommodations on student’s FAN. 

TESTING CENTER RESPONSIBILITIES: 

• Provide the student with the specified accommodation(s) on the student’s Faculty Accommodation 
Notice (FAN). 

• Ensure confidentiality. 

• Ensure tests are administered utilizing proctor form guidelines provided by the faculty member for 
each test. 

• Ensure test security. 

• Completed tests are returned via email, OneDrive, and/or Interdepartmental mail. 

If a test is not taken by a student, it will be held in the Testing Center for up to 2 weeks and then 
returned to the instructor through intercampus mail. 

I have read and understand that it is my responsibility to schedule each test in the Testing Center 
and to notify my instructor of scheduled dates. I understand that I cannot test if I have not scheduled 
an appointment at least 1 week in advance (emergencies will be taken into consideration). 

____________________________  ______________________________ 
Student Signature   Testing Center Staff

GHC Testing Center
Carmel Brunson, Testing Coordinator
Email: testing@highlands.edu
Phone: 706-204-2110

 General Testing Procedures & Disability Access Procedures: 
The Testing Center does not accept walk-in testers nor provide unlimited time for testing. 

STUDENT RESPONSIBILITIES: 

• Schedule your test appointment with Testing Center via the online Accommodated Testing 
page. Tests MUST BE scheduled at least 1 week in advance. 
• Give test days and times to your instructor through email, by phone, or in person as soon as 
possible. Instructor will send test to Testing Center. 
• Arrive on time for your scheduled testing date. 
• If you arrive more than 10 minutes late for testing, you may, depending on availability, be 
required to reschedule your test in order to utilize all of your accommodations. 
• If you are absent for a scheduled test, you must contact the instructor to discuss whether you 
are able to make the test up, and then contact the Testing Center to reschedule. 
• If possible, take tests during regular class test time. If your course schedule does not permit 
this, you will be permitted to take the test at a time convenient for you between 8:00am the day 
before and 5:00pm the day after the test. 
• If possible, take tests between 8:00am – 5:00pm. If your course schedule does not permit, 
special arrangements will need to be made. Some evening hours are available to accommodate 
evening classes. 

FACULTY RESPONSIBILITIES: 

• Discuss with the student the specific test proctoring/accommodation needs and plans – per 
the accommodations listed on the student’s Faculty Accommodation Notice (FAN). 

• Complete a proctoring form for each test. The proctoring form is available online. 

• Provide on proctoring form the exact procedure(s) the Testing Center staff needs follow. 

• Submit the test and proctoring form to the Testing Center by 3:00 pm the day before the 
exam, via email to testing@highlands.edu. 

DISABILITY SERVICES RESPONSIBILITIES: 

• Determine appropriate accommodations and create the Faculty Accommodation Notice (FAN) that 
outlines the accommodations. 

• Provide Testing Center with the approved testing accommodations on student’s FAN. 

TESTING CENTER RESPONSIBILITIES: 

• Provide the student with the specified accommodation(s) on the student’s Faculty Accommodation 
Notice (FAN). 

• Ensure confidentiality. 

• Ensure tests are administered utilizing proctor form guidelines provided by the faculty member for 
each test. 

• Ensure test security. 

• Completed tests are returned via email, OneDrive, and/or Interdepartmental mail. 

If a test is not taken by a student, it will be held in the Testing Center for up to 2 weeks and then 
returned to the instructor through intercampus mail. 

I have read and understand that it is my responsibility to schedule each test in the Testing Center 
and to notify my instructor of scheduled dates. I understand that I cannot test if I have not scheduled 
an appointment at least 1 week in advance (emergencies will be taken into consideration). 

____________________________  ______________________________ 
Student Signature   Testing Center Staff

�arŵel
�ŵail: testing@highlands.edu
Whone: ϳϬϲ-ϮϬϰ-ϮϭϭϬ

 'eneral desting Wrocedures Θ Disability Access Wrocedures: 
dhe desting �enter does not accept ǁalŬ-in testers nor provide unliŵited tiŵe Ĩor testing. 

^dhD�Ed Z�^WKE^/�/>/d/�^: 

ͻ ^chedule your test appointŵent ǁith desting �enter via the online Accoŵŵodated desting page. dests Dh^d 
�� scheduled at least ϭ ǁeeŬ in advance. 

ͻ 'ive test days and tiŵes to your instructor through eŵail͕ by phone͕ or in person as soon as possible. 
/nstructor ǁill send test to desting �enter. 

ͻ Arrive on tiŵe Ĩor your scheduled testing date. 

o /Ĩ you arrive ŵore than ϭϬ ŵinutes late Ĩor testing͕ you ŵay͕ depending on availability͕ be reƋuired to 
reschedule your test in order to utiliǌe all oĨ your accoŵŵodations. 

o /Ĩ you are absent Ĩor a scheduled test͕ you ŵust contact the instructor to discuss ǁhether you are able to 
ŵaŬe the test up͕ and then contact the desting �enter to reschedule. 

ͻ /Ĩ possible͕ taŬe tests during regular class test tiŵe. /Ĩ your course schedule does not perŵit this͕ you ǁill be 
perŵitted to taŬe the test at a tiŵe convenient Ĩor you betǁeen ϴ:ϬϬaŵ the day beĨore and ϱ:ϬϬpŵ the day 
aĨter the test. 

ͻ /Ĩ possible͕ taŬe tests betǁeen ϴ:ϬϬaŵ ʹ ϱ:ϬϬpŵ. /Ĩ your course schedule does not perŵit͕ special 
arrangeŵents ǁill need to be ŵade. ^oŵe evening hours are available to accoŵŵodate evening classes. 

&A�h>dz Z�^WKE^/�/>/d/�^: 

ͻ Discuss ǁith the student the speciĨic test proctoring/accoŵŵodation needs and plans ʹ per the 
accoŵŵodations listed on the student͛s &aculty Accoŵŵodation Eotice ;&AEͿ. 

ͻ �oŵplete a proctoring Ĩorŵ Ĩor each test. dhe proctoring Ĩorŵ is available online. 

ͻ Wrovide on proctoring Ĩorŵ the eǆact procedure;sͿ the desting �enter staĨĨ needs Ĩolloǁ. 

ͻ ^ubŵit the test and proctoring Ĩorŵ to the desting �enter by ϯ:ϬϬ pŵ the day beĨore the eǆaŵ͕ via eŵail to 
testing@highlands.edu. 

D/^A�/>/dz ^�Zs/��^ Z�^WKE^/�/>/d/�^: 

ͻ Deterŵine appropriate accoŵŵodations and create the &aculty Accoŵŵodation Eotice ;&AEͿ that outlines 
the accoŵŵodations. 

ͻ Wrovide desting �enter ǁith the approved testing accoŵŵodations on student͛s &AE. 

d�^d/E' ��Ed�Z Z�^WKE^/�/>/d/�^: 

ͻ Wrovide the student ǁith the speciĨied accoŵŵodation;sͿ on the student͛s &aculty Accoŵŵodation Eotice 
;&AEͿ. 

ͻ �nsure conĨidentiality. 

ͻ �nsure tests are adŵinistered utiliǌing proctor Ĩorŵ guidelines provided by the Ĩaculty ŵeŵber Ĩor each test. 

ͻ �nsure test security. 

ͻ �oŵpleted tests are returned via eŵail͕ KneDrive͕ and/or /nterdepartŵental ŵail. 

/Ĩ a test is not taŬen by a student͕ it ǁill be held in the desting �enter Ĩor up to Ϯ ǁeeŬs and then returned to 
the instructor through intercaŵpus ŵail. 

/ have read and understand that it is ŵy responsibility to schedule each test in the desting �enter and to notiĨy 
ŵy instructor oĨ scheduled dates. / understand that / cannot test iĨ / have not scheduled an appointŵent at 
least ϭ ǁeeŬ in advance ;eŵergencies ǁill be taŬen into considerationͿ. 

ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ  ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ 
^tudent ^ignature   desting �enter ^taĨĨ



ͻ Zead your &AE thoroughly to understand your accoŵŵodations and hoǁ to use
theŵ.
ͻ Deet individually ǁith your proĨessors ;during the first week oĨ classes or as early
in the seŵester as possibleͿ to discuss the accoŵŵodations you plan to use Ĩor the
course͕ and hoǁ these ǁill be provided.
ͻ ZeƋuest a neǁ &AE each seŵester by eŵailing your course schedule ;you ŵay
screenshot this Ĩroŵ ^�KZ�Ϳ to disabilityaccess@highlands.edu
ͻ /Ĩ you have Ƌuestions or concerns regarding your accoŵŵodations͕ contact your
Disability ^pecialist.
ͻ ^tudents are encouraged to give Ĩaculty a notice oĨ at least ϰϴ business hours prior
to Ĩirst use oĨ accoŵŵodations that ŵay reƋuire advanced planning.

Eote: &aculty are not reƋuired to provide accoŵŵodations that Ĩundaŵentally alter 
the core reƋuireŵents oĨ the course.

Students with documented disabilities are entitled to reasonable accommodations 
designed to provide equal access. 

Disability Access determines appropriate accommodations and creates the Faculty 
Accommodation Notice (FAN) that outlines the accommodations. 
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Accommodation DescriƉtions
The following is a list of accommodations that students may qualify for based on their disability and individual needs. 
Please note that this list is not inclusive of every accommodation that can be provided, nor is every student eligible for 
all of the accommodations. Entitlements to accommodations are based on documentation and University System of 
Georgia's Board of Regents Standards.

Faculty Accommodation Notification (FAN): A Faculty Accommodation Eotification ;&�EͿ is used by �isability 
�ccess to communicate approved accommodations. The student is responsible for requesting a &�E for each 
semester, sharing it with course instructors ;faceͲtoͲface, virtually, phone call or emailͿand discussing 
accommodations they plan to use for the course. ,owever, if the student provides the names of course faculty 
members, our office will copy those faculty on the &�E email sent to the student. 

�ourse Accoŵŵodations 
Accommodation Description 
Books in Alternate 
Format 

�isability �ccess provides access to books in alternate formats (Ex:electronic teǆtbooŬs, 
 audio books) and screen reading software for students with this accommodation. 
 �isability �ccess works with CIDI (Center for Inclusive Design and Innovation) to
provide these at no additional cost to the student. 
The student may use electronic textbooks & screen reading software (with headphones 
if not in a private room) for access anytime students are expected to use textbooks 
(tests, quizzes, assignments or during lecture). 

Captioning Services 
(on-site or remote) 

& Audio Description 

The purpose of captioning services is to provide access to the material. 
Captioned Lectures: The student receives captioning services for access, on a course-
by-course basis, as determined by Disability �ccess. In courses where the student receives 
captioning, the student is entitled to use an electronic device to receive wirelessly 
transmitted, real time captions, at their seat during live lectures. 
Captioned Videos: All course videos, films, or movies are legally required to have 
subtitles or captions available. 
Audio Description Videos: All course videos, films, or movies will need to have 
an audio description available for content that can’t be heard (only seen on the 
screen), for students with visual impairments to access the information. 

Flexibility with 
Attendance and 
Related Deadlines 

Disability Access 

/f special consideration with attendance or meeting deadlines is needed due to a 
disability, students need to worŬ with the course faculty to determine the maǆimum 
eǆtension that can be given before compromising the integrity of the courseͬprogram. 
�isability �ccess will address studentͬinstructor questions and concerns regarding 
accommodations on a caseͲbyͲcase basis upon request. It is recommended the faculty 
and student complete a written agreement and share it with the Disability Access
office.
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Audio Record 
Lecture Notes 

The student may audio record course lectures for access. This does not include 
class discussions of a personal nature. See audio recording agreement in pacŬet. 

Priority Registration Priority registration allows a student to register for classes early each semester. This 
provides the opportunity to arrange a schedule (to the greatest extent possible) that is 
suitable based on a student’s disability-related needs. 

Sign Language 
Interpreter (on-site 
or remote) 

Sign Language Interpreting services are provided for access. The interpreter may be 
on-site or connecting with the student by video remote services. 
For video remote interpreting services, the student will use an electronic device to 
connect with a virtual interpreter, during live lectures.  

Lecture Notes in 
Advance 

The student receives access to instructor power point/notes ahead of time whenever 
possible. 
This accommodation is not a substitute for attendance. 

Accessible 
Furniture 

If a student or instructor finds that ADA compliant furniture is not in place where it 
is needed, the need should be reported to �isability �ccess staff who will contact 
the appropriate department to ensure the furniture is in place as soon as possible. 

•
•

•

•

•

•
•

Software/Scribe that into a word document. 

Timed In-class 
Assignments 

Extended time is for 50% or 100% - see student’s FAN for this information. This is 
distinct from a homework assignment with a pre-set due date, like a paper or 
discussion post, where the student determines the amount of time spent on it. 

Extended Time for 

�ourse Accoŵŵodations �ontinued 

ΎPlease see neǆt page for Testing �ccommodations.
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Testing Accommodations 

Accommodation Description

Extended Time The student receives extended time on all eǆams and quizzes. Extended time is 
for 50% or 100% - refer to the student’s FAN for this information. 
Course instructors will set extended time on online/D2L eǆams and Ƌuiǌǌes. 
This refers to the amount of time allowed once the test is openͬstarted. This is 
different than an accommodation for an eǆtended deadline. 

Stop-the-Clock 
Breaks 

The student is allowed the regular amount of time for the test. The clock is stopped to 
allow for a break, and will be restarted clock when they begin again. 
Course instructors will set stop-the-clock break(s) on online/D2L eǆams and Ƌuiǌǌes.  
To create a stop-the-clock break for an online/D2L test, where a proctor is not present 
to pause the exam, faculty can add ten additional minutes per 60 minutes of test time 
For students taking other eǆams and quizzes in the campus Testing Center, staff 
will set stop-the-clock break(s), and notify the student. 

Distraction Reduced 
Environment 

Student is allowed a distraction-reduced testing environment in a setting outside the 
usual classroom or testing center that limits auditory and visual interruptions. It allows 
for increased control of lighting, noise, or other environmental distractions that may 
impact student performance in a testing situation. 
A distraction reduced testing environment is available in the campus Testing Center. 
If a student is taking a test off campus, it becomes the student's responsibility to 
secure a distraction-reduced environment. 

Speech-to-Text 
Software/Scribe 

Speech-to-text software enables a student to speak while the computer translates 
that into a word document. 

Text-to-Speech 
Software/Reader 

Text-to-speech software enables a student to listen to the text being read by the 
computer. 

Non-programmable 
Calculator 

Non-programmable/non-scientific calculators are allowed when the use of the 
calculator does not fundamentally alter the course. 

Formula/Word Bank Formula and/or word banks are created by the student and approved by the 
instructor for content and are allowed during testing. ^ee guidelines in this pacŬet.

Word Processing 
Software 

Use of a word processor/computer is used in leiu of handwriting. 

Scantron Alternative The student is allowed an alternative answer sheet for scantrons. 

SpellͬGrammar
�hecŬ

Spellͬgrammar checŬ software is allowed when the use of it does not fundamentally
 alter the course.

The G,� Testing �enter offers limited services to faculty to proctor course eǆams with 
accommodations.
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Disability Access 

Accommodated Testing 
Instructions 

• Students and faculty should discuss testing accommodations early in the semester to determine how
they will be provided. Faculty or programs of study normally proctor their own tests in an agreed
upon location that meets the students' accommodation requirements. For online testing, the
instructor will set extended time for students with this accommodation on their FAN.

• The GHC Testing Center offers limited services to proctor course exams with accommodations and
arrangements must be made in advance. See the Accommodated Testing webpage for scheduling
and proctoring information.

Disability Access provides approved testing accommodations on the student's FAN and makes this 
information available to the Testing Center. 

Set Extended Time in D2L 
To set extended time on tests in D2L, instructors will need to set special access. See the links below on 
how to set Special Access in D2L: 

Zevieǁ zour �lasslist- sieǁ the ͞�dit hser Accoŵŵodations͟ subsection 

�reate and �onĨigure A Yuiǌ  Ĩor the ͞^et up availability dates and conditions͟ subsection  

^et ^pecial Assignŵents Ĩor the ͞Add special access to an assignŵent͟ subsection 

Calculating Extended Time 
Example: If a test is scheduled for 60 minutes, and the student has 50% extended time, then the test should  
be 90 minutes’ total. This is distinct from an assignment that is due in 1 week where the student determines 
the amount of time spent on it. 

Note: Base time refers to the number of minutes the class is allowed for the test/exam/quiz. 
Time is listed in minutes first. 

Base Time 50% Extended Time 100% Extended Time 
30 45 60 
45 67.5 / 1 hr, 7.5 min 90 / 1 hr, 30 min 
60 90 / 1 hr, 30 min 120 / 2 hrs 
75 112.5 / 1 hr, 52.5 min 150 / 2 hrs, 30 min 
90 135 / 2 hr, 15 min 180 / 3 hrs 
120 180 / 3 hrs 240 / 4 hrs 
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 Formula Sheets Θ tord �anks Guidelines 

�oth accoŵŵodations support students ǁith a ǁell-docuŵented ŵedical condition or learning disability 
that results in a signiĨicant ŵeŵory deĨicit. dhese students generally have great diĨĨiculty retrieving 
inĨorŵation Ĩroŵ ŵeŵory even though they have careĨully studied and understood the ŵaterial. dhese 
accoŵŵodations are intended to provide students ǁith such ŵeŵory deĨicits ǁith an eƋual opportunity 
to deŵonstrate their understanding oĨ course ŵaterial during an eǆaŵ.  
dhe instructor is reƋuired to alloǁ a Ĩorŵula sheet or ǁord banŬ Ĩor students ǁith disabilities ǁho have 
been approved Ĩor the accoŵŵodation by Disability Access. hse oĨ a Ĩorŵula sheet or ǁord banŬ should 
not coŵproŵise any essential course obũectives. /Ĩ an instructor has concerns about the appropriateness 
oĨ a Ĩorŵula sheet or ǁord banŬ͕ contact Disability Access staĨĨ to address those concerns.   

Guidelines Ĩor creating a Ĩormula sheet:  
A Ĩorŵula sheet is a testing accoŵŵodation Ĩor ŵath and sciences classes that include ŵatheŵatical 
Ĩorŵulas. A Ĩorŵula sheet should contain pertinent Ĩorŵulas Ĩor the ŵaterials to be tested but is not 
liŵited to those Ĩorŵulas. ^tudents are eǆpected to recogniǌe ǁhat eƋuations are pertinent to the 
current course ŵaterials and understand the proper use oĨ the inĨorŵation. /nstructors involved in this 
accoŵŵodation should Ĩeel coŵĨortable stipulating guidelines and deadlines in regard to creating the 
sheet.  

Guidelines Ĩor creating a ǁord ďank: 
A ǁord banŬ is a testing accoŵŵodation Ĩor short ansǁer͕ Ĩill in the blanŬ͕ or essay tests Ĩor any class 
that includes ǁord ŵeŵoriǌation. A ǁord banŬ should not contain a synopsis oĨ course ŵaterial͕ but 
rather͕ it should include speciĨic ǁords pertinent to the ŵaterials to be tested. A ǁord banŬ should 
include ŵore ǁords than ǁhat is needed on the eǆaŵination. dhese cues or triggers enable the student 
to proŵpt recall oĨ inĨorŵation previously learned͕ thus alloǁing theŵ to ansǁer the Ƌuestion. tithout 
an actual understanding oĨ the ŵaterial through previous study͕ the ǁord banŬ ǁill not be ŵuch use to 
the student.

Note: dhe instructor and student can Ĩorŵ the Ĩorŵula sheet or ǁord banŬ together or the student can 
create it to be approved by the instructor Ĩor content. /t is recoŵŵended that it be subŵitted to the 
instructor at least ϳϮ hours prior to the date oĨ the eǆaŵ. 

Disability Access 

8



Zegardless oĨ disability͕ students are eǆpected to ĨulĨill the essential reƋuireŵents oĨ courses͕ including 
ŵeeting attendance reƋuireŵents and coŵpletion dates Ĩor assignŵents. ,oǁever͕ iĨ a student has a 
disability that ŵay occasionally iŵpact class attendance and/or their ability to coŵplete assignŵents at the 
scheduled tiŵe͕ Ĩleǆibility in attendance and related deadlines is considered an appropriate accoŵŵodation.

,opeĨully͕ a student͛s disability ǁill not interĨere ǁith attendance and/or tiŵely coŵpletion oĨ assignŵents͖ 
hoǁever͕ iĨ the student has a disability ǁith randoŵ or cyclical acute episodes͕ the accoŵŵodation alloǁs 
Ĩor Ĩleǆibility ǁith attendance and related deadlines. dhe nuŵber oĨ days given Ĩor each assignŵent 
eǆtension depends on the interactive or participatory nature oĨ a course͕ or is based on departŵent͕ college͕ 
or accrediting agency rules. ,oǁever͕ this accoŵŵodation does not perŵit unliŵited absences and 
unliŵited deadline eǆtensions. 

/Ĩ special consideration ǁith attendance or ŵeeting deadlines is needed due to a disability͕ students need 
to ǁorŬ ǁith the course faculty to deterŵine the ŵaǆiŵuŵ eǆtension that can be given beĨore 
coŵproŵising the integrity oĨ the course/prograŵ. Disability Access ǁill address student/instructor 
Ƌuestions and concerns regarding accoŵŵodations on a case-by-case basis upon reƋuest.

/t is not reasonable Ĩor the �ollege to Ĩundaŵentally alter͕ ǁaive or loǁer essential course reƋuireŵents͕ 
acadeŵic standards͕ or educational eǆperiences/outcoŵes ǁhen atteŵpting to apply this accoŵŵodation.

• hneǆpected illness or inũury͕ a recent diagnosis͕ onset͕ or change in condition rarely ǁarrants
accoŵŵodations in attendance/assignŵent deadlines. Zather͕ these conditions ŵay ǁarrant a hardship
ǁithdraǁal. ^ee https://sites.highlands.edu/registrar/steps-to-ǁithdraǁ/ Ĩor ŵore inĨorŵation on the
ǁithdraǁal process.

• Additionally͕ the accoŵŵodation is not intended to cover the Ĩolloǁing:
o unliŵited acceptance oĨ late ǁorŬ
o unliŵited absences
o retroactive reƋuests
o personal organiǌation͕ and tiŵe ŵanageŵent diĨĨiculties

• ^oŵe Ĩaculty alloǁ all students in the class ŵore tiŵe than they believe is needed Ĩor students to
coŵplete assignŵents. &or eǆaŵple͕ an instructor gives an assignŵent they believe should only taŬe tǁo
days to coŵplete but alloǁs students three days. Wlease be aǁare that iĨ you provide all students in the
class ǁith ͞eǆtended tiŵe͟ or buĨĨer tiŵe to coŵplete assignŵents͕ legal guidance suggests that it ǁould
be discriŵinatory not to provide the eǆtended tiŵe in addition to the tiŵe given to all students in the
course.

• &aculty should never unilaterally deny a studentΖs eligible accoŵŵodation. /nstructors should be prepared
to provide a rationale iĨ they deterŵine͕ in consultation ǁith Disability Access͕ that eǆtending attendance/
assignŵent deadlines ǁould result in changes to essential coŵponents oĨ the course.

Disability Access 

Fleǆiďility ǁith Attendance and Related Deadlines Overview 

Please ŶŽte tŚe ĨŽllŽǁiŶŐ͗
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Disability Access 

Fleǆiďility ǁith Attendance and Related Deadlines 'ƵiĚeůiŶeƐ ĂŶĚ ZeƐƉoŶƐiďiůiƚieƐ 

The KĨĨice Ĩor Ciǀil Rights ;KCRͿ has Ɖroǀided the Ĩolloǁing guidelines ǁhen determining iĨ attendance is 
an essential course reƋuirement:

• that does the course description and syllabus say regarding attendance͍
• do ǁhat eǆtent is there classrooŵ interaction betǁeen the instructor and students and aŵong the

students theŵselves͍
• Do student contributions in class constitute a signiĨicant coŵponent oĨ the learning process͍
• Does the Ĩundaŵental nature oĨ the course rely upon student participation as an essential ŵethod oĨ

learning͍
• do ǁhat degree does a student͛s Ĩailure to attend class constitute a signiĨicant loss oĨ the educational

eǆperience oĨ other students in the class͍
• that eleŵents oĨ the course are used to calculate the Ĩinal course grade͍

Student ResƉonsiďilities

• /Ĩ you have been approved by Disability Access Ĩor this accoŵŵodation as stated on your &AE͕ ŵeet
ǁith each instructor early in the seŵester to deterŵine hoǁ reasonable eǆtensions ŵay be applied
Ĩor the course.

• �ontact the instructor in ǁriting ;eŵailͿ as soon as possible to reƋuest a disability-related eǆtension.
• <eep a ǁritten record ;copy oĨ eŵail coŵŵunicationsͿ that outlines the speciĨic agreeŵent ǁith the

instructor.
• Adhere to the agreed upon plan. /Ĩ student Ĩails to ŵeet agreed upon deadline eǆtension͕ the

proĨessorΖs grading policy on late ǁorŬ ǁill apply.

Faculty Procedures

• �ǆaŵine essential course reƋuireŵents.
• /t is recoŵŵended the Ĩaculty and student coŵplete a ǁritten agreeŵent and share it ǁith the 

Disability Access oĨĨice.
• �onsult ǁith Disability Access iĨ necessary to deterŵine reasonable course-speciĨic adũustŵents.

Faculty ResƉonsiďilities

• �onsider adũustŵents to attendance and/or assignŵent deadlines or the class policy on accepting late
ǁorŬ that do not result in Ĩundaŵental alterations to the course design or essential coŵponents. ^ee
the above K�Z section Ĩor ŵore inĨorŵation.

• Zespond as soon as possible to students͛ reƋuest Ĩor eǆtensions on speciĨic assignŵents.
• /Ĩ deadline eǆtensions are ǁorŬable͕ ǁorŬ ǁith the student in good Ĩaith to deterŵine a reasonable

aŵount oĨ tiŵe and veriĨy in ǁriting the speciĨic plan or agreed upon alternate deadlines.
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 Disability Access 

• Schedule your test appointment with Testing Center via the online Accommodated Testing 
page. Tests MUST BE scheduled at least 1 week in advance. 
• Give test days and times to your instructor through email, by phone, or in person as soon as 
possible. Instructor will send test to Testing Center. 
• Arrive on time for your scheduled testing date. 
• If you arrive more than 10 minutes late for testing, you may, depending on availability, be 
required to reschedule your test in order to utilize all of your accommodations. 
• If you are absent for a scheduled test, you must contact the instructor to discuss whether you 
are able to make the test up, and then contact the Testing Center to reschedule. 
• If possible, take tests during regular class test time. If your course schedule does not permit 
this, you will be permitted to take the test at a time convenient for you between 8:00am the day 
before and 5:00pm the day after the test. 
• If possible, take tests between 8:00am – 5:00pm. If your course schedule does not permit, 
special arrangements will need to be made. Some evening hours are available to accommodate 
evening classes. 

FACULTY RESPONSIBILITIES: 

• Discuss with the student the specific test proctoring/accommodation needs and plans – per 
the accommodations listed on the student’s Faculty Accommodation Notice (FAN). 

• Complete a proctoring form for each test. The proctoring form is available online. 

• Provide on proctoring form the exact procedure(s) the Testing Center staff needs follow. 

• Submit the test and proctoring form to the Testing Center by 3:00 pm the day before the 
exam, via email to testing@highlands.edu. 

DISABILITY SERVICES RESPONSIBILITIES: 

• Determine appropriate accommodations and create the Faculty Accommodation Notice (FAN) that 
outlines the accommodations. 

• Provide Testing Center with the approved testing accommodations on student’s FAN. 

TESTING CENTER RESPONSIBILITIES: 

• Provide the student with the specified accommodation(s) on the student’s Faculty Accommodation 
Notice (FAN). 

• Ensure confidentiality. 

• Ensure tests are administered utilizing proctor form guidelines provided by the faculty member for 
each test. 

• Ensure test security. 

• Completed tests are returned via email, OneDrive, and/or Interdepartmental mail. 

If a test is not taken by a student, it will be held in the Testing Center for up to 2 weeks and then 
returned to the instructor through intercampus mail. 

I have read and understand that it is my responsibility to schedule each test in the Testing Center 
and to notify my instructor of scheduled dates. I understand that I cannot test if I have not scheduled 
an appointment at least 1 week in advance (emergencies will be taken into consideration). 

____________________________  ______________________________ 
Student Signature   Testing Center Staff

GHC Testing Center
Carmel Brunson, Testing Coordinator
Email: testing@highlands.edu
Phone: 706-204-2110

 General Testing Procedures & Disability Access Procedures: 
The Testing Center does not accept walk-in testers nor provide unlimited time for testing. 

STUDENT RESPONSIBILITIES: 

• Schedule your test appointment with Testing Center via the online Accommodated Testing 
page. Tests MUST BE scheduled at least 1 week in advance. 
• Give test days and times to your instructor through email, by phone, or in person as soon as 
possible. Instructor will send test to Testing Center. 
• Arrive on time for your scheduled testing date. 
• If you arrive more than 10 minutes late for testing, you may, depending on availability, be 
required to reschedule your test in order to utilize all of your accommodations. 
• If you are absent for a scheduled test, you must contact the instructor to discuss whether you 
are able to make the test up, and then contact the Testing Center to reschedule. 
• If possible, take tests during regular class test time. If your course schedule does not permit 
this, you will be permitted to take the test at a time convenient for you between 8:00am the day 
before and 5:00pm the day after the test. 
• If possible, take tests between 8:00am – 5:00pm. If your course schedule does not permit, 
special arrangements will need to be made. Some evening hours are available to accommodate 
evening classes. 

FACULTY RESPONSIBILITIES: 

• Discuss with the student the specific test proctoring/accommodation needs and plans – per 
the accommodations listed on the student’s Faculty Accommodation Notice (FAN). 

• Complete a proctoring form for each test. The proctoring form is available online. 

• Provide on proctoring form the exact procedure(s) the Testing Center staff needs follow. 

• Submit the test and proctoring form to the Testing Center by 3:00 pm the day before the 
exam, via email to testing@highlands.edu. 

DISABILITY SERVICES RESPONSIBILITIES: 

• Determine appropriate accommodations and create the Faculty Accommodation Notice (FAN) that 
outlines the accommodations. 

• Provide Testing Center with the approved testing accommodations on student’s FAN. 

TESTING CENTER RESPONSIBILITIES: 

• Provide the student with the specified accommodation(s) on the student’s Faculty Accommodation 
Notice (FAN). 

• Ensure confidentiality. 

• Ensure tests are administered utilizing proctor form guidelines provided by the faculty member for 
each test. 

• Ensure test security. 

• Completed tests are returned via email, OneDrive, and/or Interdepartmental mail. 

If a test is not taken by a student, it will be held in the Testing Center for up to 2 weeks and then 
returned to the instructor through intercampus mail. 

I have read and understand that it is my responsibility to schedule each test in the Testing Center 
and to notify my instructor of scheduled dates. I understand that I cannot test if I have not scheduled 
an appointment at least 1 week in advance (emergencies will be taken into consideration). 

____________________________  ______________________________ 
Student Signature   Testing Center Staff

  AƵĚiŽ ZecŽƌĚiŶŐ >ectƵƌe Instructions and Agreement

Add�Ed/KE ^dhD�Ed͗ /Ĩ you are eligible Ĩor the accoŵŵodation oĨ recording classrooŵ lectures͕ as stated 
on your &aculty Accoŵŵodations Eotice ;&AEͿ͕ you are entitled to do so in a ŵanner that is not disruptive to 
the class. /n addition͕ you ŵust discuss this accoŵŵodation ǁith your instructor. zour instructor ŵay reƋuire 
you to sign the agreeŵent beloǁ.

Add�Ed/KE /E^dZh�dKZ͗ /Ĩ you have any Ƌuestions or concerns regarding this accoŵŵodation͕ please Ĩeel 
Ĩree to contact Disability Access. dhe student͛s Disability ^pecialist ǁill be glad to assist you. /Ĩ you reƋuire 
your student to sign this Ĩorŵ please Ĩorǁard a copy to Disability Access Ĩor the studentΖs Ĩile. 

Agreement and Conditions oĨ hse Ĩor Audio Recordings oĨ Class >ectures
^tƵĚeŶt Eaŵe͗ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ         ^eŵesteƌͬzeaƌͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ

�ŽƵƌse ditle͗ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ     Instructor:ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ    

/t has been deterŵined that you are a ƋualiĨied student ǁith a disability͕ and based upon that 
deterŵination͕ you ǁill be alloǁed to ŵaŬe audio recordings oĨ lectures as a reasonable accoŵŵodation Ĩor 
the above-naŵed course. Any revieǁ͕ disseŵination͕ or use oĨ these recordings or the contents oĨ these 
recordings by any persons other than yourselĨ are strictly prohibited. Due to acadeŵic integrity issues and 
the possibility that soŵe oĨ the ŵaterials ŵay be under copyright͕ your signature beloǁ acŬnoǁledges your 
understanding that this accoŵŵodation is intended solely Ĩor your personal use and ŵay not be shared ǁith 
anyone else by any ŵeans including copying͕ electronic reproduction͕ electronic transŵission͕ or in person. 
siolation oĨ this agreeŵent ŵay result in disciplinary charges through the procedures established in the ',� 
^tudent ,andbooŬ.

�arŵel
�ŵail: testing@highlands.edu
Whone: ϳϬϲ-ϮϬϰ-ϮϭϭϬ

 'eneral desting Wrocedures Θ Disability Access Wrocedures: 
dhe desting �enter does not accept ǁalŬ-in testers nor provide unliŵited tiŵe Ĩor testing. 

^dhD�Ed Z�^WKE^/�/>/d/�^: 

ͻ ^chedule your test appointŵent ǁith desting �enter via the online Accoŵŵodated desting page. dests Dh^d 
�� scheduled at least ϭ ǁeeŬ in advance. 

ͻ 'ive test days and tiŵes to your instructor through eŵail͕ by phone͕ or in person as soon as possible. 
/nstructor ǁill send test to desting �enter. 

ͻ Arrive on tiŵe Ĩor your scheduled testing date. 

o /Ĩ you arrive ŵore than ϭϬ ŵinutes late Ĩor testing͕ you ŵay͕ depending on availability͕ be reƋuired to 
reschedule your test in order to utiliǌe all oĨ your accoŵŵodations. 

o /Ĩ you are absent Ĩor a scheduled test͕ you ŵust contact the instructor to discuss ǁhether you are able to 
ŵaŬe the test up͕ and then contact the desting �enter to reschedule. 

ͻ /Ĩ possible͕ taŬe tests during regular class test tiŵe. /Ĩ your course schedule does not perŵit this͕ you ǁill be 
perŵitted to taŬe the test at a tiŵe convenient Ĩor you betǁeen ϴ:ϬϬaŵ the day beĨore and ϱ:ϬϬpŵ the day 
aĨter the test. 

ͻ /Ĩ possible͕ taŬe tests betǁeen ϴ:ϬϬaŵ ʹ ϱ:ϬϬpŵ. /Ĩ your course schedule does not perŵit͕ special 
arrangeŵents ǁill need to be ŵade. ^oŵe evening hours are available to accoŵŵodate evening classes. 

&A�h>dz Z�^WKE^/�/>/d/�^: 

ͻ Discuss ǁith the student the speciĨic test proctoring/accoŵŵodation needs and plans ʹ per the 
accoŵŵodations listed on the student͛s &aculty Accoŵŵodation Eotice ;&AEͿ. 

ͻ �oŵplete a proctoring Ĩorŵ Ĩor each test. dhe proctoring Ĩorŵ is available online. 

ͻ Wrovide on proctoring Ĩorŵ the eǆact procedure;sͿ the desting �enter staĨĨ needs Ĩolloǁ. 

ͻ ^ubŵit the test and proctoring Ĩorŵ to the desting �enter by ϯ:ϬϬ pŵ the day beĨore the eǆaŵ͕ via eŵail to 
testing@highlands.edu. 

D/^A�/>/dz ^�Zs/��^ Z�^WKE^/�/>/d/�^: 

ͻ Deterŵine appropriate accoŵŵodations and create the &aculty Accoŵŵodation Eotice ;&AEͿ that outlines 
the accoŵŵodations. 

ͻ Wrovide desting �enter ǁith the approved testing accoŵŵodations on student͛s &AE. 

d�^d/E' ��Ed�Z Z�^WKE^/�/>/d/�^: 

ͻ Wrovide the student ǁith the speciĨied accoŵŵodation;sͿ on the student͛s &aculty Accoŵŵodation Eotice 
;&AEͿ. 

ͻ �nsure conĨidentiality. 

ͻ �nsure tests are adŵinistered utiliǌing proctor Ĩorŵ guidelines provided by the Ĩaculty ŵeŵber Ĩor each test. 

ͻ �nsure test security. 

ͻ �oŵpleted tests are returned via eŵail͕ KneDrive͕ and/or /nterdepartŵental ŵail. 

/Ĩ a test is not taŬen by a student͕ it ǁill be held in the desting �enter Ĩor up to Ϯ ǁeeŬs and then returned to 
the instructor through intercaŵpus ŵail. 

/ have read and understand that it is ŵy responsibility to schedule each test in the desting �enter and to notiĨy 
ŵy instructor oĨ scheduled dates. / understand that / cannot test iĨ / have not scheduled an appointŵent at 
least ϭ ǁeeŬ in advance ;eŵergencies ǁill be taŬen into considerationͿ. 

ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ  ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ 
^tudent ^ignature   desting �enter ^taĨĨ



ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ
^tƵĚeŶt ^iŐŶatƵƌe

       ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ   ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ 
   ^tƵĚeŶt /D                Date

AckŶŽǁleĚŐeĚ by:

ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ
/ŶstƌƵctŽƌ
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Disability Access

 ReƋuesting Alternate Format Teǆtďooks ĨƌŽŵ tŚe �eŶteƌ ĨŽƌ 
/ŶclƵsiǀe DesiŐŶ aŶĚ /ŶŶŽǀatiŽŶ ;�/D/Ϳ Instructions

• Schedule your test appointment with Testing Center via the online Accommodated Testing 
page. Tests MUST BE scheduled at least 1 week in advance. 
• Give test days and times to your instructor through email, by phone, or in person as soon as 
possible. Instructor will send test to Testing Center. 
• Arrive on time for your scheduled testing date. 
• If you arrive more than 10 minutes late for testing, you may, depending on availability, be 
required to reschedule your test in order to utilize all of your accommodations. 
• If you are absent for a scheduled test, you must contact the instructor to discuss whether you 
are able to make the test up, and then contact the Testing Center to reschedule. 
• If possible, take tests during regular class test time. If your course schedule does not permit 
this, you will be permitted to take the test at a time convenient for you between 8:00am the day 
before and 5:00pm the day after the test. 
• If possible, take tests between 8:00am – 5:00pm. If your course schedule does not permit, 
special arrangements will need to be made. Some evening hours are available to accommodate 
evening classes. 

FACULTY RESPONSIBILITIES: 

• Discuss with the student the specific test proctoring/accommodation needs and plans – per 
the accommodations listed on the student’s Faculty Accommodation Notice (FAN). 

• Complete a proctoring form for each test. The proctoring form is available online. 

• Provide on proctoring form the exact procedure(s) the Testing Center staff needs follow. 

• Submit the test and proctoring form to the Testing Center by 3:00 pm the day before the 
exam, via email to testing@highlands.edu. 

DISABILITY SERVICES RESPONSIBILITIES: 

• Determine appropriate accommodations and create the Faculty Accommodation Notice (FAN) that 
outlines the accommodations. 

• Provide Testing Center with the approved testing accommodations on student’s FAN. 

TESTING CENTER RESPONSIBILITIES: 

• Provide the student with the specified accommodation(s) on the student’s Faculty Accommodation 
Notice (FAN). 

• Ensure confidentiality. 

• Ensure tests are administered utilizing proctor form guidelines provided by the faculty member for 
each test. 

• Ensure test security. 

• Completed tests are returned via email, OneDrive, and/or Interdepartmental mail. 

If a test is not taken by a student, it will be held in the Testing Center for up to 2 weeks and then 
returned to the instructor through intercampus mail. 

I have read and understand that it is my responsibility to schedule each test in the Testing Center 
and to notify my instructor of scheduled dates. I understand that I cannot test if I have not scheduled 
an appointment at least 1 week in advance (emergencies will be taken into consideration). 

____________________________  ______________________________ 
Student Signature   Testing Center Staff

GHC Testing Center
Carmel Brunson, Testing Coordinator
Email: testing@highlands.edu
Phone: 706-204-2110

 General Testing Procedures & Disability Access Procedures: 
The Testing Center does not accept walk-in testers nor provide unlimited time for testing. 

STUDENT RESPONSIBILITIES: 

• Schedule your test appointment with Testing Center via the online Accommodated Testing 
page. Tests MUST BE scheduled at least 1 week in advance. 
• Give test days and times to your instructor through email, by phone, or in person as soon as 
possible. Instructor will send test to Testing Center. 
• Arrive on time for your scheduled testing date. 
• If you arrive more than 10 minutes late for testing, you may, depending on availability, be 
required to reschedule your test in order to utilize all of your accommodations. 
• If you are absent for a scheduled test, you must contact the instructor to discuss whether you 
are able to make the test up, and then contact the Testing Center to reschedule. 
• If possible, take tests during regular class test time. If your course schedule does not permit 
this, you will be permitted to take the test at a time convenient for you between 8:00am the day 
before and 5:00pm the day after the test. 
• If possible, take tests between 8:00am – 5:00pm. If your course schedule does not permit, 
special arrangements will need to be made. Some evening hours are available to accommodate 
evening classes. 

FACULTY RESPONSIBILITIES: 

• Discuss with the student the specific test proctoring/accommodation needs and plans – per 
the accommodations listed on the student’s Faculty Accommodation Notice (FAN). 

• Complete a proctoring form for each test. The proctoring form is available online. 

• Provide on proctoring form the exact procedure(s) the Testing Center staff needs follow. 

• Submit the test and proctoring form to the Testing Center by 3:00 pm the day before the 
exam, via email to testing@highlands.edu. 

DISABILITY SERVICES RESPONSIBILITIES: 

• Determine appropriate accommodations and create the Faculty Accommodation Notice (FAN) that 
outlines the accommodations. 

• Provide Testing Center with the approved testing accommodations on student’s FAN. 

TESTING CENTER RESPONSIBILITIES: 

• Provide the student with the specified accommodation(s) on the student’s Faculty Accommodation 
Notice (FAN). 

• Ensure confidentiality. 

• Ensure tests are administered utilizing proctor form guidelines provided by the faculty member for 
each test. 

• Ensure test security. 

• Completed tests are returned via email, OneDrive, and/or Interdepartmental mail. 

If a test is not taken by a student, it will be held in the Testing Center for up to 2 weeks and then 
returned to the instructor through intercampus mail. 

I have read and understand that it is my responsibility to schedule each test in the Testing Center 
and to notify my instructor of scheduled dates. I understand that I cannot test if I have not scheduled 
an appointment at least 1 week in advance (emergencies will be taken into consideration). 

____________________________  ______________________________ 
Student Signature   Testing Center Staff

�arŵel
�ŵail: testing@highlands.edu
Whone: ϳϬϲ-ϮϬϰ-ϮϭϭϬ

 'eneral desting Wrocedures Θ Disability Access Wrocedures: 
dhe desting �enter does not accept ǁalŬ-in testers nor provide unliŵited tiŵe Ĩor testing. 

^dhD�Ed Z�^WKE^/�/>/d/�^: 

ͻ ^chedule your test appointŵent ǁith desting �enter via the online Accoŵŵodated desting page. dests Dh^d 
�� scheduled at least ϭ ǁeeŬ in advance. 

ͻ 'ive test days and tiŵes to your instructor through eŵail͕ by phone͕ or in person as soon as possible. 
/nstructor ǁill send test to desting �enter. 

ͻ Arrive on tiŵe Ĩor your scheduled testing date. 

o /Ĩ you arrive ŵore than ϭϬ ŵinutes late Ĩor testing͕ you ŵay͕ depending on availability͕ be reƋuired to 
reschedule your test in order to utiliǌe all oĨ your accoŵŵodations. 

o /Ĩ you are absent Ĩor a scheduled test͕ you ŵust contact the instructor to discuss ǁhether you are able to 
ŵaŬe the test up͕ and then contact the desting �enter to reschedule. 

ͻ /Ĩ possible͕ taŬe tests during regular class test tiŵe. /Ĩ your course schedule does not perŵit this͕ you ǁill be 
perŵitted to taŬe the test at a tiŵe convenient Ĩor you betǁeen ϴ:ϬϬaŵ the day beĨore and ϱ:ϬϬpŵ the day 
aĨter the test. 

ͻ /Ĩ possible͕ taŬe tests betǁeen ϴ:ϬϬaŵ ʹ ϱ:ϬϬpŵ. /Ĩ your course schedule does not perŵit͕ special 
arrangeŵents ǁill need to be ŵade. ^oŵe evening hours are available to accoŵŵodate evening classes. 

&A�h>dz Z�^WKE^/�/>/d/�^: 

ͻ Discuss ǁith the student the speciĨic test proctoring/accoŵŵodation needs and plans ʹ per the 
accoŵŵodations listed on the student͛s &aculty Accoŵŵodation Eotice ;&AEͿ. 

ͻ �oŵplete a proctoring Ĩorŵ Ĩor each test. dhe proctoring Ĩorŵ is available online. 

ͻ Wrovide on proctoring Ĩorŵ the eǆact procedure;sͿ the desting �enter staĨĨ needs Ĩolloǁ. 

ͻ ^ubŵit the test and proctoring Ĩorŵ to the desting �enter by ϯ:ϬϬ pŵ the day beĨore the eǆaŵ͕ via eŵail to 
testing@highlands.edu. 

D/^A�/>/dz ^�Zs/��^ Z�^WKE^/�/>/d/�^: 

ͻ Deterŵine appropriate accoŵŵodations and create the &aculty Accoŵŵodation Eotice ;&AEͿ that outlines 
the accoŵŵodations. 

ͻ Wrovide desting �enter ǁith the approved testing accoŵŵodations on student͛s &AE. 

d�^d/E' ��Ed�Z Z�^WKE^/�/>/d/�^: 

ͻ Wrovide the student ǁith the speciĨied accoŵŵodation;sͿ on the student͛s &aculty Accoŵŵodation Eotice 
;&AEͿ. 

ͻ �nsure conĨidentiality. 

ͻ �nsure tests are adŵinistered utiliǌing proctor Ĩorŵ guidelines provided by the Ĩaculty ŵeŵber Ĩor each test. 

ͻ �nsure test security. 

ͻ �oŵpleted tests are returned via eŵail͕ KneDrive͕ and/or /nterdepartŵental ŵail. 

/Ĩ a test is not taŬen by a student͕ it ǁill be held in the desting �enter Ĩor up to Ϯ ǁeeŬs and then returned to 
the instructor through intercaŵpus ŵail. 

/ have read and understand that it is ŵy responsibility to schedule each test in the desting �enter and to notiĨy 
ŵy instructor oĨ scheduled dates. / understand that / cannot test iĨ / have not scheduled an appointŵent at 
least ϭ ǁeeŬ in advance ;eŵergencies ǁill be taŬen into considerationͿ. 

ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ  ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ 
^tudent ^ignature   desting �enter ^taĨĨ



,oǁ to Suďmit a ReƋuest:
ϭ. >og into the �/D/ ^tudent �enter >ogin.
Ϯ. ^elect ΗDy ZeƋuestsΗ Ĩroŵ the top navigation tabs.
ϯ. ^elect the Η^ubŵit Eeǁ ZeƋuestΗ button.
ϰ. &ill out the Ĩorŵ. Kbtain teǆtbooŬ inĨorŵation by contacting your instructor or visiting the caŵpus

booŬstore online or in person. zou ǁill need the Ĩolloǁing inĨorŵation on each reƋuired teǆt: Title͕
Author͕ Puďlisher͕ CoƉyright͕ �dition͕ and IS�N.

ϱ. ^elect ΗAdd ZeƋuestΗ ǁhen your order is coŵplete.

P>�AS� NKT�: �/D/ ǁill only ĨulĨill orders Ĩor booŬs that instructors have listed as ͞reƋuired teǆts.͟ zou ŵust 
order �A�, booŬ separately͕ including lab ŵanuals͕ etc. that ŵay be part oĨ a bundle.

AĨter zour ReƋuest is Suďmitted:

1. tithin Ĩour ǁeeks aĨter your �/D/ order is placed through the ^tudent Doǁnload �enter͕ your teǆtbooŬs
should be available. do doǁnload please go to �/D/ ^tudent �enter >ogin. dhere are clear instructions
ǁithin the �/D/ ^tudent �enter regarding hoǁ to doǁnload your booŬs.

2. /t is iŵportant that you DKtN>KAD zKhR T�yT�KK<S and saǀe your ďooks. zour booŬs ǁill be available
Ĩor doǁnload ϭϮϬ days Ĩroŵ the start oĨ the seŵester.

For Assistance:
ͻ A video tutorial is available at ^ubŵitting �ooŬ ZeƋuests.
ͻ dhe �/D/ ǁiŬi page has ŵore inĨorŵation about the ^tudent �enter͕ video tutorials and technical
troubleshooting.
ͻ /Ĩ you need additional assistance or training to use the �/D/ ^tudent �enter or your electronic teǆtbooŬs͕
please contact Disability ^upport ^ervices.
ͻ &Žƌ tecŚŶical assistaŶce͗

o Wlease contact �/D/ custoŵer support by calling ϭ-ϴϲϲ-ϰϭϴ-ϮϳϱϬ or sending an eŵail to:
cidi-support@design.gatech.edu
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Disability Access 

• Schedule your test appointment with Testing Center via the online Accommodated Testing 
page. Tests MUST BE scheduled at least 1 week in advance. 
• Give test days and times to your instructor through email, by phone, or in person as soon as 
possible. Instructor will send test to Testing Center. 
• Arrive on time for your scheduled testing date. 
• If you arrive more than 10 minutes late for testing, you may, depending on availability, be 
required to reschedule your test in order to utilize all of your accommodations. 
• If you are absent for a scheduled test, you must contact the instructor to discuss whether you 
are able to make the test up, and then contact the Testing Center to reschedule. 
• If possible, take tests during regular class test time. If your course schedule does not permit 
this, you will be permitted to take the test at a time convenient for you between 8:00am the day 
before and 5:00pm the day after the test. 
• If possible, take tests between 8:00am – 5:00pm. If your course schedule does not permit, 
special arrangements will need to be made. Some evening hours are available to accommodate 
evening classes. 

FACULTY RESPONSIBILITIES: 

• Discuss with the student the specific test proctoring/accommodation needs and plans – per 
the accommodations listed on the student’s Faculty Accommodation Notice (FAN). 

• Complete a proctoring form for each test. The proctoring form is available online. 

• Provide on proctoring form the exact procedure(s) the Testing Center staff needs follow. 

• Submit the test and proctoring form to the Testing Center by 3:00 pm the day before the 
exam, via email to testing@highlands.edu. 

DISABILITY SERVICES RESPONSIBILITIES: 

• Determine appropriate accommodations and create the Faculty Accommodation Notice (FAN) that 
outlines the accommodations. 

• Provide Testing Center with the approved testing accommodations on student’s FAN. 

TESTING CENTER RESPONSIBILITIES: 

• Provide the student with the specified accommodation(s) on the student’s Faculty Accommodation 
Notice (FAN). 

• Ensure confidentiality. 

• Ensure tests are administered utilizing proctor form guidelines provided by the faculty member for 
each test. 

• Ensure test security. 

• Completed tests are returned via email, OneDrive, and/or Interdepartmental mail. 

If a test is not taken by a student, it will be held in the Testing Center for up to 2 weeks and then 
returned to the instructor through intercampus mail. 

I have read and understand that it is my responsibility to schedule each test in the Testing Center 
and to notify my instructor of scheduled dates. I understand that I cannot test if I have not scheduled 
an appointment at least 1 week in advance (emergencies will be taken into consideration). 

____________________________  ______________________________ 
Student Signature   Testing Center Staff

GHC Testing Center
Carmel Brunson, Testing Coordinator
Email: testing@highlands.edu
Phone: 706-204-2110

 General Testing Procedures & Disability Access Procedures: 
The Testing Center does not accept walk-in testers nor provide unlimited time for testing. 

STUDENT RESPONSIBILITIES: 

• Schedule your test appointment with Testing Center via the online Accommodated Testing 
page. Tests MUST BE scheduled at least 1 week in advance. 
• Give test days and times to your instructor through email, by phone, or in person as soon as 
possible. Instructor will send test to Testing Center. 
• Arrive on time for your scheduled testing date. 
• If you arrive more than 10 minutes late for testing, you may, depending on availability, be 
required to reschedule your test in order to utilize all of your accommodations. 
• If you are absent for a scheduled test, you must contact the instructor to discuss whether you 
are able to make the test up, and then contact the Testing Center to reschedule. 
• If possible, take tests during regular class test time. If your course schedule does not permit 
this, you will be permitted to take the test at a time convenient for you between 8:00am the day 
before and 5:00pm the day after the test. 
• If possible, take tests between 8:00am – 5:00pm. If your course schedule does not permit, 
special arrangements will need to be made. Some evening hours are available to accommodate 
evening classes. 

FACULTY RESPONSIBILITIES: 

• Discuss with the student the specific test proctoring/accommodation needs and plans – per 
the accommodations listed on the student’s Faculty Accommodation Notice (FAN). 

• Complete a proctoring form for each test. The proctoring form is available online. 

• Provide on proctoring form the exact procedure(s) the Testing Center staff needs follow. 

• Submit the test and proctoring form to the Testing Center by 3:00 pm the day before the 
exam, via email to testing@highlands.edu. 

DISABILITY SERVICES RESPONSIBILITIES: 

• Determine appropriate accommodations and create the Faculty Accommodation Notice (FAN) that 
outlines the accommodations. 

• Provide Testing Center with the approved testing accommodations on student’s FAN. 

TESTING CENTER RESPONSIBILITIES: 

• Provide the student with the specified accommodation(s) on the student’s Faculty Accommodation 
Notice (FAN). 

• Ensure confidentiality. 

• Ensure tests are administered utilizing proctor form guidelines provided by the faculty member for 
each test. 

• Ensure test security. 

• Completed tests are returned via email, OneDrive, and/or Interdepartmental mail. 

If a test is not taken by a student, it will be held in the Testing Center for up to 2 weeks and then 
returned to the instructor through intercampus mail. 

I have read and understand that it is my responsibility to schedule each test in the Testing Center 
and to notify my instructor of scheduled dates. I understand that I cannot test if I have not scheduled 
an appointment at least 1 week in advance (emergencies will be taken into consideration). 

____________________________  ______________________________ 
Student Signature   Testing Center Staff

�arŵel
�ŵail: testing@highlands.edu
Whone: ϳϬϲ-ϮϬϰ-ϮϭϭϬ

 'eneral desting Wrocedures Θ Disability Access Wrocedures: 
dhe desting �enter does not accept ǁalŬ-in testers nor provide unliŵited tiŵe Ĩor testing. 

^dhD�Ed Z�^WKE^/�/>/d/�^: 

ͻ ^chedule your test appointŵent ǁith desting �enter via the online Accoŵŵodated desting page. dests Dh^d 
�� scheduled at least ϭ ǁeeŬ in advance. 

ͻ 'ive test days and tiŵes to your instructor through eŵail͕ by phone͕ or in person as soon as possible. 
/nstructor ǁill send test to desting �enter. 

ͻ Arrive on tiŵe Ĩor your scheduled testing date. 

o /Ĩ you arrive ŵore than ϭϬ ŵinutes late Ĩor testing͕ you ŵay͕ depending on availability͕ be reƋuired to 
reschedule your test in order to utiliǌe all oĨ your accoŵŵodations. 

o /Ĩ you are absent Ĩor a scheduled test͕ you ŵust contact the instructor to discuss ǁhether you are able to 
ŵaŬe the test up͕ and then contact the desting �enter to reschedule. 

ͻ /Ĩ possible͕ taŬe tests during regular class test tiŵe. /Ĩ your course schedule does not perŵit this͕ you ǁill be 
perŵitted to taŬe the test at a tiŵe convenient Ĩor you betǁeen ϴ:ϬϬaŵ the day beĨore and ϱ:ϬϬpŵ the day 
aĨter the test. 

ͻ /Ĩ possible͕ taŬe tests betǁeen ϴ:ϬϬaŵ ʹ ϱ:ϬϬpŵ. /Ĩ your course schedule does not perŵit͕ special 
arrangeŵents ǁill need to be ŵade. ^oŵe evening hours are available to accoŵŵodate evening classes. 

&A�h>dz Z�^WKE^/�/>/d/�^: 

ͻ Discuss ǁith the student the speciĨic test proctoring/accoŵŵodation needs and plans ʹ per the 
accoŵŵodations listed on the student͛s &aculty Accoŵŵodation Eotice ;&AEͿ. 

ͻ �oŵplete a proctoring Ĩorŵ Ĩor each test. dhe proctoring Ĩorŵ is available online. 

ͻ Wrovide on proctoring Ĩorŵ the eǆact procedure;sͿ the desting �enter staĨĨ needs Ĩolloǁ. 

ͻ ^ubŵit the test and proctoring Ĩorŵ to the desting �enter by ϯ:ϬϬ pŵ the day beĨore the eǆaŵ͕ via eŵail to 
testing@highlands.edu. 

D/^A�/>/dz ^�Zs/��^ Z�^WKE^/�/>/d/�^: 

ͻ Deterŵine appropriate accoŵŵodations and create the &aculty Accoŵŵodation Eotice ;&AEͿ that outlines 
the accoŵŵodations. 

ͻ Wrovide desting �enter ǁith the approved testing accoŵŵodations on student͛s &AE. 

d�^d/E' ��Ed�Z Z�^WKE^/�/>/d/�^: 

ͻ Wrovide the student ǁith the speciĨied accoŵŵodation;sͿ on the student͛s &aculty Accoŵŵodation Eotice 
;&AEͿ. 

ͻ �nsure conĨidentiality. 

ͻ �nsure tests are adŵinistered utiliǌing proctor Ĩorŵ guidelines provided by the Ĩaculty ŵeŵber Ĩor each test. 

ͻ �nsure test security. 

ͻ �oŵpleted tests are returned via eŵail͕ KneDrive͕ and/or /nterdepartŵental ŵail. 

/Ĩ a test is not taŬen by a student͕ it ǁill be held in the desting �enter Ĩor up to Ϯ ǁeeŬs and then returned to 
the instructor through intercaŵpus ŵail. 

/ have read and understand that it is ŵy responsibility to schedule each test in the desting �enter and to notiĨy 
ŵy instructor oĨ scheduled dates. / understand that / cannot test iĨ / have not scheduled an appointŵent at 
least ϭ ǁeeŬ in advance ;eŵergencies ǁill be taŬen into considerationͿ. 

ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ  ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ 
^tudent ^ignature   desting �enter ^taĨĨ



PƌiŽƌity ZeŐistƌatiŽŶ Instructions 

• ^tudents ǁith a disability͕ ǁhose Ĩile is coŵplete ǁith Disability Access͕ are eligible

to register early Ĩor classes during priority registration͘

• Wriority registration begins one ǁeeŬ beĨore the registration date Ĩound on the
acadeŵic calendar. �isĂďiůity Access ǁiůů ĂůsŽ seŶĚ tŚŽse ĚĂtes tŽ yŽƵƌ stƵĚeŶt
eŵĂiů ĂĚĚƌess͘

• An acadeŵic advisor ŵust register for you during priority ƌeŐistƌĂtiŽŶ͘

Please ďe aǁare oĨ the foůůoǁŝŶŐ͗

• /t is ƌecŽŵŵeŶĚeĚ tŚĂt stƵĚeŶts scŚeĚƵůe ĂŶ ĂĚǀisiŶŐ ĂƉƉŽiŶtŵeŶt iŶ ĂĚǀĂŶce͘

• dhe accoŵŵodation oĨ priority registration does not override any institutional or
departŵental policy such as͕ but not liŵited to͕ the need Ĩor acadeŵic adviseŵent
or the reŵoval oĨ holds.

• IĨ you haǀe any ,K>DS on your account͕ you ǁill NKT ďe aďle to register.
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