
Exam Accommodations
This guide is for students who are utilizing exam 
accommodations. This guide will walk students 
through the process needed to take exams at 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

Student Accessibility Services is a National Voter 
Registration Act voter registration site.

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 for Students

A Step-by-Step Guide

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


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 seat 
reservations for exams can be made correctly.

• Identify and resolve any exam conflicts ahead of time.

Making Seat Reservations for Exams
• Students should make their seat reservations for their 

exams 5-7 days before their exam.

• Timely notice is required to receive exam accommodations.

• Students should use the online form to make all their seat 
reservations for their exams. The online form is available 
on our website at  
sas.buffalostate.edu/roles-and-responsibilities-students.

• The online form should also be used when a student needs 
to change or cancel a seat reservation that has already 
been made.

• If students need help making their seat reservation for 
their exam, they may stop by the Testing Center and staff 
will assist them. 

• Please note this guideline changes when making your seat 
reservations for your final exams. Read “Seat Reservations 
for Final Exams during CEP Week” on the next panel.

• Testing Center Hours of Operation

• Monday - Friday 8:30 AM - 4:30 PM

• All exams must be completed by 4:30 PM

• Students will need the following information when making 
a seat reservation for their exam:

• What type of seat reservation is being made.

• Banner ID and Buffalo State email address

• Course number (example: GES 131)

• Instructor’s last name

• Date and time the exam will be taken

• Additional exam accommodations being used for the 
exam

Seat Reservations for Final Exams  
during CEP Week
It is important that students make their seat reservations for their 
final exams for CEP Week so that we may accommodate as many 
students as possible in our limited space in the Testing Center.

All seat reservations for exams must be submitted by the 
date specified on the Student Accessibility Services website. 
Reminders will be sent to students at their Buffalo State  
email address, 

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

FIRST: Whenever possible, make your seat reservation for your 
exam 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: Make your seat reservation for your 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: Make your seat reservation for your exam on the 
same date that the exam is scheduled for the rest of the class.

FOURTH: Speak with your Instructor to see if they have a 
Make-Up day for exams in their class. If they do, make your seat 
reservation for your exam for the Make-Up day.

FIFTH: If the previous four options fail to create a successful 
outcome, you will take your exam at your 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 your Banner 
schedule (Student Athletes may have additional academic 
conflicts not listed on their Banner schedule).

Attendance Policy
• Attendance should be a priority for seat reservations for 

exams in the Testing Center. Not only does it show that 
students are taking their education seriously, but it makes 
everything run smoothly. Our Attendance Policy is online 
at the SAS website for review.

• Always be on time for each seat reservation. There is a 
15-minute grace period afforded to students to arrive to 
their seat reservation for their exam and not be considered 
late.

• If students are late for their seat reservation, they may be 
asked to reschedule based on the direction provided by the 
Instructor.

Taking the Exam in the Testing Center
• Students are asked to leave all personal and unauthorized 

items outside the Testing Center.

• Students are responsible to know and bring the required 
and/or allowed materials needed to take their exams.

• All Buffalo State College policies in addition to Testing 
Center policies are to be followed while in the Testing Center.

• Students will work quietly, there is absolutely no talking.

• There is no food and/or drink allowed in the Testing Center.

• Students are responsible to monitor their own time while 
in the Testing Center. If a student’s time expires while they 
are still completing an exam, the student is expected to 
respectfully hand the exam to staff when prompted to do so.

• When students complete their exam they will return all 
materials to staff and wait until staff informs them they 
are able to leave the Testing Center.

https://buffalostate.co1.qualtrics.com/jfe/form/SV_51klTfs1JzdOtkq

