
Exam Accommodations 
for Instructors

This guide is for Instructors who have students 
who utilize exam accommodations. This guide 
will walk Instructors through the process needed 
understand how their students make their 
seat reservation for their exam and how to get 
their exams to the Testing Center at Student 
Accessibility Services.

For a full explanation of the roles and 
responsibilities of students, please visit the 
Testing Center tab of the Student Accessibility 
Services website at sas.buffalostate.edu

Testing Center at  
Student Accessibility Services

E. H. Butler Library 160
1300 Elmwood Avenue

Buffalo, NY 14222-1095
Tel: 716-878-4500

Email: exams@buffalostate.edu

Visit the Testing Center tab  
at sas.buffalostate.edu
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Exam Accommodations

A Step-by-Step Guide

https://sas.buffalostate.edu/roles-and-responsibilities-students
mailto:exams@buffalostate.edu


How to get Your Exam  
to the Testing Center

Submit your exam to the Testing Center using either the 
preferred method of online submission, or alternative 
submission in person. No other method of submission will be 
accepted. Exams should be submitted at least 48 hours in 
advance of the exam.

• Preferred Method: Submit exams online anytime. 
Instructors will be asked to provide the directions for their 
exam and any approved materials for use with their exam. 
The online submission is secure and user friendly and 
ensures that all the information required to administer 
exams is provided in one convenient step.

• Alternative Method: Submit exams in person Monday 
through Friday from 8:30am to 3:45pm. Instructors 
will be asked to provide the directions for their exam and 
any approved materials for use with their exam. All in 
person submissions should be made directly to Andrea 
Gustafson. If the student you are dropping off an exam for 
has ‘Electronic Format for Exams’ as an accommodation, 
you must supply the Testing Center with an electronic copy 
of your exam along with the hard copy.

Delays in submission may impact the ability to administer your 
exam at the date/time originally scheduled and may result in 
the need for rescheduling.

How Your Exam is Returned  
by the Testing Center

• The Testing Center preferred method of exam return 
and the default method of return is to scan and email 
completed exams to the Instructor by the end of the 
Exam Day, or in some circumstances, the beginning of the 
following day.

• Alternatively, the Testing Center can hold the completed 
exam for the Instructor to pick up in person by the end of 
the Exam Day, or in some circumstances, the beginning of 
the following day.

• Please note the Exam Day differs from the Testing 
Center’s hours of operation. The Exam day is Monday 
through Friday 8:30 AM - 3:45 PM only.

• We can no longer accept student return of exams, the use 
of Campus Mail, nor any other method than the options 
listed above due to concern for exam integrity and to align 
with best practices. 

Communication
Communication is essential to the implementation of 
accommodations. Student Accessibility Services suggests 
that students meet with their Instructors to discuss their 
accommodations. Some topics that may want to be included are:

• Know the dates and times of exams for the course so 
exam appointments can be made correctly.

• Identify and resolve any exam conflicts ahead of time.

How Your Student Makes Their  
Seat Reservation for their Exams

• Students are required to make their seat reservation for 
their exam 5-7 days before their exam.

• Students are required to make their seat reservation for 
their exam for their Final Exams during CEP Week by 
a deadline that is specified on the Student Accessibility 
Services website at the beginning of each semester. All 
seat reservations must be submitted by this date due to 
limited space in the Testing Center.

• Students can take their exams in the Testing Center during 
the Hours of Operation 

• Monday - Friday 8:30 AM - 4:30 PM. All exams must be 
completed by 4:30 PM.

Addressing Scheduling Conflicts
When scheduling conflicts arise, students use the following guidelines to resolve the conflict:

FIRST: Whenever possible, students make their seat 
reservations for their exams on the same date and begin the 
exam at the same time that the exam is scheduled for the rest 
of the class.

Only an academic barrier should prevent scheduling an  
exam this way.

SECOND: Students make their seat reservation for their exam 
on the same date and begin the exam at a time which overlaps 
the duration that the exam is scheduled for the rest of the class.

THIRD: Students make their seat reservation for their exam 
on the same date that the exam is scheduled for the rest of  
the class.

FOURTH: Students make their seat 
reservation for their exam during an 
Instructor provided Make-Up day, when 
applicable.

FIFTH: If the previous four options 
fail to create a successful outcome, students make 
their seat reservation to take their exam at their next available 
academic opportunity, excluding taking the exam at an earlier 
date. Academic opportunity being defined as an uninterrupted 
span of time large enough to complete an exam with the 
appropriate exam accommodations according to a student’s 
Banner schedule (Student Athletes may have additional 
academic conflicts not listed on their Banner schedule).


