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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 Res onsi ilities 

 Disability Access 

2



 Disability Access 

t e t FAN Res ons ilites 

• 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

ar el
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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 Descri tions
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 otification  is used by isability 
ccess to communicate approved accommodations. The student is responsible for requesting a  for each 

semester, sharing it with course instructors face to face, virtually, phone call or email and 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  email sent to the student. 

ourse Acco odations 
Accommodation Description 
Books in Alternate 
Format 

isability ccess provides access to books in alternate formats (Ex:electronic te tboo s, 
 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 wor  with the course faculty to determine the ma imum 
e tension that can be given before compromising the integrity of the course program. 

isability ccess will address student instructor questions and concerns regarding 
accommodations on a case by case 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 pac et. 

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 Acco odations ontinued 

Please see ne t page for Testing ccommodations.
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Testing Accommodations 

Accommodation Description

Extended Time The student receives extended time on all e ams 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 e ams and ui es. 
This refers to the amount of time allowed once the test is open started. This is 
different than an accommodation for an e tended 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 e ams and ui es.  
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 e ams 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 pac et.

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. 

Spell Grammar
hec

Spell grammar chec  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 e ams with 
accommodations.

6



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: 

evie  our lasslist- ie  the dit ser Acco odations  subsection 

reate and on igure A ui   or the et up availability dates and conditions  subsection  

et pecial Assign ents or the Add special access to an assign ent  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  ord anks Guidelines 

oth acco odations support students ith a ell-docu ented edical condition or learning disability 
that results in a signi icant e ory de icit. hese students generally have great di iculty retrieving 
in or ation ro  e ory even though they have care ully studied and understood the aterial. hese 
acco odations are intended to provide students ith such e ory de icits ith an e ual opportunity 
to de onstrate their understanding o  course aterial during an e a .  

he instructor is re uired to allo  a or ula sheet or ord ban  or students ith disabilities ho have 
been approved or the acco odation by Disability Access. se o  a or ula sheet or ord ban  should 
not co pro ise any essential course ob ectives.  an instructor has concerns about the appropriateness 
o  a or ula sheet or ord ban  contact Disability Access sta  to address those concerns.   

Guidelines or creating a ormula sheet:  
A or ula sheet is a testing acco odation or ath and sciences classes that include athe atical 
or ulas. A or ula sheet should contain pertinent or ulas or the aterials to be tested but is not 

li ited to those or ulas. tudents are e pected to recogni e hat e uations are pertinent to the 
current course aterials and understand the proper use o  the in or ation. nstructors involved in this 
acco odation should eel co ortable stipulating guidelines and deadlines in regard to creating the 
sheet.  

Guidelines or creating a ord ank: 
A ord ban  is a testing acco odation or short ans er  ill in the blan  or essay tests or any class 
that includes ord e ori ation. A ord ban  should not contain a synopsis o  course aterial  but 
rather  it should include speci ic ords pertinent to the aterials to be tested. A ord ban  should 
include ore ords than hat is needed on the e a ination. hese cues or triggers enable the student 
to pro pt recall o  in or ation previously learned  thus allo ing the  to ans er the uestion. ithout 
an actual understanding o  the aterial through previous study  the ord ban  ill not be uch use to 
the student.

Note: he instructor and student can or  the or ula sheet or ord ban  together or the student can 
create it to be approved by the instructor or content. t is reco ended that it be sub itted to the 
instructor at least  hours prior to the date o  the e a . 

Disability Access 
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egardless o  disability  students are e pected to ul ill the essential re uire ents o  courses  including 
eeting attendance re uire ents and co pletion dates or assign ents. o ever  i  a student has a 

disability that ay occasionally i pact class attendance and/or their ability to co plete assign ents at the 
scheduled ti e  le ibility in attendance and related deadlines is considered an appropriate acco odation.

ope ully  a student s disability ill not inter ere ith attendance and/or ti ely co pletion o  assign ents  
ho ever  i  the student has a disability ith rando  or cyclical acute episodes  the acco odation allo s 
or le ibility ith attendance and related deadlines. he nu ber o  days given or each assign ent 

e tension depends on the interactive or participatory nature o  a course  or is based on depart ent  college  
or accrediting agency rules. o ever  this acco odation does not per it unli ited absences and 
unli ited deadline e tensions. 

 special consideration ith attendance or eeting deadlines is needed due to a disability  students need 
to or  ith the course faculty to deter ine the a i u  e tension that can be given be ore 
co pro ising the integrity o  the course/progra . Disability Access ill address student/instructor 

uestions and concerns regarding acco odations on a case-by-case basis upon re uest.

t is not reasonable or the ollege to unda entally alter  aive or lo er essential course re uire ents  
acade ic standards  or educational e periences/outco es hen atte pting to apply this acco odation.

• ne pected illness or in ury  a recent diagnosis  onset  or change in condition rarely arrants
acco odations in attendance/assign ent deadlines. ather  these conditions ay arrant a hardship

ithdra al. ee https://sites.highlands.edu/registrar/steps-to- ithdra / or ore in or ation on the
ithdra al process.

• Additionally  the acco odation is not intended to cover the ollo ing:
o unli ited acceptance o  late or
o unli ited absences
o retroactive re uests
o personal organi ation  and ti e anage ent di iculties

• o e aculty allo  all students in the class ore ti e than they believe is needed or students to
co plete assign ents. or e a ple  an instructor gives an assign ent they believe should only ta e t o
days to co plete but allo s students three days. lease be a are that i  you provide all students in the
class ith e tended ti e  or bu er ti e to co plete assign ents  legal guidance suggests that it ould
be discri inatory not to provide the e tended ti e in addition to the ti e given to all students in the
course.

• aculty should never unilaterally deny a student s eligible acco odation. nstructors should be prepared
to provide a rationale i  they deter ine  in consultation ith Disability Access  that e tending attendance/
assign ent deadlines ould result in changes to essential co ponents o  the course.

Disability Access 

Fle i ility ith Attendance and Related Deadlines Overview 

Please te t e ll i
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Disability Access 

Fle i ility ith Attendance and Related Deadlines i e i e   e o i i i ie  

The ice or Ci il Rights CR  has ro ided the ollo ing guidelines hen determining i  attendance is 
an essential course re uirement:

• hat does the course description and syllabus say regarding attendance
• o hat e tent is there classroo  interaction bet een the instructor and students and a ong the

students the selves
• Do student contributions in class constitute a signi icant co ponent o  the learning process
• Does the unda ental nature o  the course rely upon student participation as an essential ethod o

learning
• o hat degree does a student s ailure to attend class constitute a signi icant loss o  the educational

e perience o  other students in the class
• hat ele ents o  the course are used to calculate the inal course grade

Student Res onsi ilities

•  you have been approved by Disability Access or this acco odation as stated on your A  eet
ith each instructor early in the se ester to deter ine ho  reasonable e tensions ay be applied

or the course.
• ontact the instructor in riting e ail  as soon as possible to re uest a disability-related e tension.
• eep a ritten record copy o  e ail co unications  that outlines the speci ic agree ent ith the

instructor.
• Adhere to the agreed upon plan.  student ails to eet agreed upon deadline e tension  the

pro essor s grading policy on late or  ill apply.

Faculty Procedures

• a ine essential course re uire ents.
• t is reco ended the aculty and student co plete a ritten agree ent and share it ith the 

Disability Access o ice.
• onsult ith Disability Access i  necessary to deter ine reasonable course-speci ic ad ust ents.

Faculty Res onsi ilities

• onsider ad ust ents to attendance and/or assign ent deadlines or the class policy on accepting late
or  that do not result in unda ental alterations to the course design or essential co ponents. ee

the above  section or ore in or ation.
• espond as soon as possible to students  re uest or e tensions on speci ic assign ents.
•  deadline e tensions are or able  or  ith the student in good aith to deter ine a reasonable

a ount o  ti e and veri y in riting the speci ic 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

  A i  ec i  ect e Instructions and Agreement

A  D   you are eligible or the acco odation o  recording classroo  lectures  as stated 
on your aculty Acco odations otice A  you are entitled to do so in a anner that is not disruptive to 
the class. n addition  you ust discuss this acco odation ith your instructor. our instructor ay re uire 
you to sign the agree ent belo .

A    you have any uestions or concerns regarding this acco odation  please eel 
ree to contact Disability Access. he student s Disability pecialist ill be glad to assist you.  you re uire 

your student to sign this or  please or ard a copy to Disability Access or the student s ile. 

Agreement and Conditions o  se or Audio Recordings o  Class ectures
t e t a e          e este ea

se itle      Instructor:     

t has been deter ined that you are a uali ied student ith a disability  and based upon that 
deter ination  you ill be allo ed to a e audio recordings o  lectures as a reasonable acco odation or 
the above-na ed course. Any revie  disse ination  or use o  these recordings or the contents o  these 
recordings by any persons other than yoursel  are strictly prohibited. Due to acade ic integrity issues and 
the possibility that so e o  the aterials ay be under copyright  your signature belo  ac no ledges your 
understanding that this acco odation is intended solely or your personal use and ay not be shared ith 
anyone else by any eans including copying  electronic reproduction  electronic trans ission  or in person. 

iolation o  this agree ent ay result in disciplinary charges through the procedures established in the  
tudent andboo .

ar el
ail: testing@highlands.edu

hone: - -

 eneral esting rocedures  Disability Access rocedures: 
he esting enter does not accept al -in testers nor provide unli ited ti e or testing. 

D  : 

 chedule your test appoint ent ith esting enter via the online Acco odated esting page. ests  
 scheduled at least  ee  in advance. 

 ive test days and ti es to your instructor through e ail  by phone  or in person as soon as possible. 
nstructor ill send test to esting enter. 

 Arrive on ti e or your scheduled testing date. 

o  you arrive ore than  inutes late or testing  you ay  depending on availability  be re uired to 
reschedule your test in order to utili e all o  your acco odations. 

o  you are absent or a scheduled test  you ust contact the instructor to discuss hether you are able to 
a e the test up  and then contact the esting enter to reschedule. 

  possible  ta e tests during regular class test ti e.  your course schedule does not per it this  you ill be 
per itted to ta e the test at a ti e convenient or you bet een : a  the day be ore and : p  the day 
a ter the test. 

  possible  ta e tests bet een : a   : p .  your course schedule does not per it  special 
arrange ents ill need to be ade. o e evening hours are available to acco odate evening classes. 

A  : 

 Discuss ith the student the speci ic test proctoring/acco odation needs and plans  per the 
acco odations listed on the student s aculty Acco odation otice A . 

 o plete a proctoring or  or each test. he proctoring or  is available online. 

 rovide on proctoring or  the e act procedure s  the esting enter sta  needs ollo . 

 ub it the test and proctoring or  to the esting enter by :  p  the day be ore the e a  via e ail to 
testing@highlands.edu. 

D A   : 

 Deter ine appropriate acco odations and create the aculty Acco odation otice A  that outlines 
the acco odations. 

 rovide esting enter ith the approved testing acco odations on student s A . 

  : 

 rovide the student ith the speci ied acco odation s  on the student s aculty Acco odation otice 
A . 

 nsure con identiality. 

 nsure tests are ad inistered utili ing proctor or  guidelines provided by the aculty e ber or each test. 

 nsure test security. 

 o pleted tests are returned via e ail  neDrive  and/or nterdepart ental ail. 

 a test is not ta en by a student  it ill be held in the esting enter or up to  ee s and then returned to 
the instructor through interca pus ail. 

 have read and understand that it is y responsibility to schedule each test in the esting enter and to noti y 
y instructor o  scheduled dates.  understand that  cannot test i   have not scheduled an appoint ent at 

least  ee  in advance e ergencies ill be ta en into consideration . 

   
tudent ignature   esting enter ta

t e t i at e
           

   t e t D                Date

Ack le e  by:

st ct

11



Disability Access

 Re uesting Alternate Format Te t ooks  t e e te   
cl si e Desi  a  ati  D  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

ar el
ail: testing@highlands.edu

hone: - -

 eneral esting rocedures  Disability Access rocedures: 
he esting enter does not accept al -in testers nor provide unli ited ti e or testing. 

D  : 

 chedule your test appoint ent ith esting enter via the online Acco odated esting page. ests  
 scheduled at least  ee  in advance. 

 ive test days and ti es to your instructor through e ail  by phone  or in person as soon as possible. 
nstructor ill send test to esting enter. 

 Arrive on ti e or your scheduled testing date. 

o  you arrive ore than  inutes late or testing  you ay  depending on availability  be re uired to 
reschedule your test in order to utili e all o  your acco odations. 

o  you are absent or a scheduled test  you ust contact the instructor to discuss hether you are able to 
a e the test up  and then contact the esting enter to reschedule. 

  possible  ta e tests during regular class test ti e.  your course schedule does not per it this  you ill be 
per itted to ta e the test at a ti e convenient or you bet een : a  the day be ore and : p  the day 
a ter the test. 

  possible  ta e tests bet een : a   : p .  your course schedule does not per it  special 
arrange ents ill need to be ade. o e evening hours are available to acco odate evening classes. 

A  : 

 Discuss ith the student the speci ic test proctoring/acco odation needs and plans  per the 
acco odations listed on the student s aculty Acco odation otice A . 

 o plete a proctoring or  or each test. he proctoring or  is available online. 

 rovide on proctoring or  the e act procedure s  the esting enter sta  needs ollo . 

 ub it the test and proctoring or  to the esting enter by :  p  the day be ore the e a  via e ail to 
testing@highlands.edu. 

D A   : 

 Deter ine appropriate acco odations and create the aculty Acco odation otice A  that outlines 
the acco odations. 

 rovide esting enter ith the approved testing acco odations on student s A . 

  : 

 rovide the student ith the speci ied acco odation s  on the student s aculty Acco odation otice 
A . 

 nsure con identiality. 

 nsure tests are ad inistered utili ing proctor or  guidelines provided by the aculty e ber or each test. 

 nsure test security. 

 o pleted tests are returned via e ail  neDrive  and/or nterdepart ental ail. 

 a test is not ta en by a student  it ill be held in the esting enter or up to  ee s and then returned to 
the instructor through interca pus ail. 

 have read and understand that it is y responsibility to schedule each test in the esting enter and to noti y 
y instructor o  scheduled dates.  understand that  cannot test i   have not scheduled an appoint ent at 

least  ee  in advance e ergencies ill be ta en into consideration . 

   
tudent ignature   esting enter ta

o  to Su mit a Re uest:
. og into the D  tudent enter ogin.
. elect y e uests  ro  the top navigation tabs.
. elect the ub it e  e uest  button.
. ill out the or . btain te tboo  in or ation by contacting your instructor or visiting the ca pus

boo store online or in person. ou ill need the ollo ing in or ation on each re uired te t: Title
Author  Pu lisher  Co yright  dition  and IS N.

. elect Add e uest  hen your order is co plete.

P AS  N T : D  ill only ul ill orders or boo s that instructors have listed as re uired te ts.  ou ust 
order A  boo  separately  including lab anuals  etc. that ay be part o  a bundle.

A ter our Re uest is Su mitted:

1. ithin our eeks a ter your D  order is placed through the tudent Do nload enter  your te tboo s
should be available. o do nload please go to D  tudent enter ogin. here are clear instructions

ithin the D  tudent enter regarding ho  to do nload your boo s.
2. t is i portant that you D N AD R T T S and sa e your ooks. our boo s ill be available

or do nload  days ro  the start o  the se ester.

For Assistance:
A video tutorial is available at ub itting oo  e uests.

he D  i i page has ore in or ation about the tudent enter  video tutorials and technical
troubleshooting.

 you need additional assistance or training to use the D  tudent enter or your electronic te tboo s
please contact Disability upport ervices.

 tec ical assista ce
o lease contact D  custo er support by calling - - -  or sending an e ail 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

ar el
ail: testing@highlands.edu

hone: - -

 eneral esting rocedures  Disability Access rocedures: 
he esting enter does not accept al -in testers nor provide unli ited ti e or testing. 

D  : 

 chedule your test appoint ent ith esting enter via the online Acco odated esting page. ests  
 scheduled at least  ee  in advance. 

 ive test days and ti es to your instructor through e ail  by phone  or in person as soon as possible. 
nstructor ill send test to esting enter. 

 Arrive on ti e or your scheduled testing date. 

o  you arrive ore than  inutes late or testing  you ay  depending on availability  be re uired to 
reschedule your test in order to utili e all o  your acco odations. 

o  you are absent or a scheduled test  you ust contact the instructor to discuss hether you are able to 
a e the test up  and then contact the esting enter to reschedule. 

  possible  ta e tests during regular class test ti e.  your course schedule does not per it this  you ill be 
per itted to ta e the test at a ti e convenient or you bet een : a  the day be ore and : p  the day 
a ter the test. 

  possible  ta e tests bet een : a   : p .  your course schedule does not per it  special 
arrange ents ill need to be ade. o e evening hours are available to acco odate evening classes. 

A  : 

 Discuss ith the student the speci ic test proctoring/acco odation needs and plans  per the 
acco odations listed on the student s aculty Acco odation otice A . 

 o plete a proctoring or  or each test. he proctoring or  is available online. 

 rovide on proctoring or  the e act procedure s  the esting enter sta  needs ollo . 

 ub it the test and proctoring or  to the esting enter by :  p  the day be ore the e a  via e ail to 
testing@highlands.edu. 

D A   : 

 Deter ine appropriate acco odations and create the aculty Acco odation otice A  that outlines 
the acco odations. 

 rovide esting enter ith the approved testing acco odations on student s A . 

  : 

 rovide the student ith the speci ied acco odation s  on the student s aculty Acco odation otice 
A . 

 nsure con identiality. 

 nsure tests are ad inistered utili ing proctor or  guidelines provided by the aculty e ber or each test. 

 nsure test security. 

 o pleted tests are returned via e ail  neDrive  and/or nterdepart ental ail. 

 a test is not ta en by a student  it ill be held in the esting enter or up to  ee s and then returned to 
the instructor through interca pus ail. 

 have read and understand that it is y responsibility to schedule each test in the esting enter and to noti y 
y instructor o  scheduled dates.  understand that  cannot test i   have not scheduled an appoint ent at 

least  ee  in advance e ergencies ill be ta en into consideration . 

   
tudent ignature   esting enter ta

P i ity e ist ati  Instructions 

• tudents ith a disability  hose ile is co plete ith Disability Access  are eligible

to register early or classes during priority registration

• riority registration begins one ee  be ore the registration date ound on the
acade ic calendar. is i ity Access i  s  se  t se tes t  y  st e t
e i  ess

• An acade ic advisor ust register for you during priority e ist ti

Please e a are o  the fo o

• t is ec e e  t t st e ts sc e e  isi  i t e t i  ce

• he acco odation o  priority registration does not override any institutional or
depart ental policy such as  but not li ited to  the need or acade ic advise ent
or the re oval o  holds.

• I  you ha e any DS on your account  you ill N T e a le to register.
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