
Albright College
Student Accessibility 

& Advocacy Office
Utilizing Your Approved

Testing Accommodations



You’re in charge!
It is your choice whether to use 
your testing accommodations.

You can use your approved
extra time/distraction-reduced 
environment accommodations

for all exams, some of them,
or none at all! 



Should you use extra time?
Taking your exam with approved 
extra time can make a difference!
You can use the extra time to:
● re-read questions and answers
● close your eyes for a minute
● write outlines for essay questions. 

You don’t have to use all of the extra 
time you’re approved for. 
If you finish early, you can turn in 
your exam and get on with your day. 



Scheduling an Accommodated Test

01
Communicate

with your professor at least one week
before each exam to remind them that 

you will be using your approved 
accommodations

02
Complete
the Accommodated Testing form with 
your professor, using either a digital or a 
hard copy of the form

03
Return

completed test request forms by 
hand-delivering printed copies to the 

SAA office, or emailing digital forms to 
testing@albright.edu 04

Watch
your Albright email for a Microsoft 
Outlook calendar invite confirming the 
details of your scheduled exam

05
Show up

to the Testing Center (Teel 301) on the 
correct day and time to take your 

exam



The Accommodated Test Request Form



Completing the Test Request Form
1. Download a copy of the form from the SAA

website.
2. Either*:

3. Return completed paper copies of the form to the
SAA office in the Student Center back hallway OR
email completed digital forms to
testing@albright.edu

• Print a paper copy of the form to complete with
your professor

• OR fill in the top portion of the digital form and
email it to your professor to complete the bottom
section

* your professor may prefer one format over
the other – ask them!

mailto:testing@albright.edu
https://albrightedu-22-us-east1-01.preview.finalsitecdn.com/accessibility/accommodations
https://albrightedu-22-us-east1-01.preview.finalsitecdn.com/accessibility/accommodations


Double-Check Everything!
1. If your professor has a preference for paper vs. 

digital, have you provided them the correct 
format?

2. Have you checked the boxes for the 
accommodations you want to use?

3. Have you filled in the day and time of the exam 
and the correct course number?

4. Has your professor indicated whether there are 
materials you’re permitted to use? (e.g., notes, 
calculators, formula sheets)

5. Have you and your professor signed the form in 
the appropriate places?



Things to 
Remember

You don’t have to 
take exams in the 

Testing Center!

You can choose to 
take exams in the 
classroom without 

extra time.



More Things to 
RememberSometimes 

professors can 
accommodate your 
approved extra time 

in the classroom
 – ask them!

If you choose not to 
use the Testing Center, 

you don’t need to 
complete the test 

request form.



Even More Things to 
Remember

If you do choose to 
use the Testing 

Center, submit your 
completed form one 
week in advance of 

your exam!

It is your 
responsibility to 

make sure your test 
request form is 

completed on time 
and submitted

to SAA.



Final Things* to 
Remember

*we promise!If you want to use extra 
time but have back-to-

back classes, we can 
schedule your exam for 

a different day/time!
If you have questions about 

the test request form or need 
assistance completing it, 

call 610.921.7503, 
email testing@albright.edu,

or stop by the SAA office!

mailto:testing@albright.edu

	Albright College�Student Accessibility & Advocacy Office
	You’re in charge!
	Should you use extra time?
	Scheduling an Accommodated Test
	The Accommodated Test Request Form
	Completing the Test Request Form
	Double-Check Everything!
	Things to Remember
	More Things to Remember
	Even More Things to Remember
	Final Things* to Remember�*we promise!

