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ACE Proctored Testing Policy 

General Testing Rules (applies to all categories). 
 

• Testing should be completed within one week of the original date. 

• Students must present photo ID. 

• Only instructor-approved materials allowed. 

• No phones/smartwatches (must be powered off and left with the proctor).  

• Professors may proctor Accessibility Services, English Language Learners, or Make-Up Tests themselves, at times or locations 
other than those described below. 

• Testing hours:  Monday-Friday, 8 am to 4 pm *All testing must conclude prior to 4 pm*. 
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Category Accessibility Services English Language Learners (ELL) Make-Up Testing 

Qualifications 

Students must be registered with 

Accessibility Services and have a 

current Letter of Accommodation 

(LOA). 

Student must be registered with 

the ELL office and have 

completed proficiency testing 

that recommends extended time 

(up to 1.5x). 

Offered only in extenuating 

circumstances when an 

individual misses an exam.  NOT 

for class-wide cancellations 

(weather, instructor illness, etc.). 

Student 

Responsibility 

Self-disclose accommodations to 

professor. Schedule test time with 

ACE. 

Self-disclose ELL status & 

recommendation to professor. 

Schedule test time with ACE. 

Request permission from 

instructor. Schedule test time 

with ACE. 

*Instructor 

Responsibility 

Deliver test to ACE with Testing form. 

Indicate time on form as total time 

after accommodations. 

Deliver test to ACE with Testing 

form. Indicate time on form as 

total time after recommendation 

(up to 1.5x). 

Deliver test to ACE with Testing 

form. 

Paper Tests 

Complete ACE-Proctored Testing Info 

form. Seal in one of the provided 

envelopes and deposit in the Testing 

Drop-off drawer. Indicate return 

method (pickup or scanned & 

emailed). 

Complete ACE-Proctored Testing 

Info form. Seal in one of the 

provided envelopes and deposit 

in the Testing Drop-off drawer. 

Indicate return method (pickup 

or scanned & emailed). 

Complete ACE-Proctored Testing 

Info form. Seal in one of the 

provided envelopes and deposit 

in the Testing Drop-off drawer. 

Indicate return method (pickup 

or scanned & emailed). 

Digital tests 

Complete Digital Testing form and 

email to ACE. Instructor must add 

extended time in Canvas/Respondus 

before test day. 

Complete Digital Testing form 

and email to ACE. Instructor 

must add extended time in 

Canvas/Respondus before test 

day. 

Complete Digital Testing form 

and email to ACE. 

 Whenever possible, it is best practice for the instructor to drop off the test directly. In extenuating circumstances, instructors 

may email a digital copy of the test to NHTIace@ccsnh.edu with a copy of the Digital ACE-Proctored Testing information form, 

and ACE staff will deposit the exam into the drop off draw. 

 


