
Academic Testing for Students with Disabilities 
Texas State University 

Commons, Ground Level, Room G18 
512-245-7856 (Main Office) 

 
Student Testing Guidelines 

 
Testing at the Academic Testing for Students with Disabilities (ATSD), is the right of the student. However, so 
that every student is able to access their testing accommodations each student is responsible for following 
the guidelines below. The option to take a test in the ATSD testing center, only applies to in-class tests or 
quizzes. Students who choose to coordinate testing arrangements with the ATSD must follow the procedures 
outlined below.  
 
Submitting a Request on the ATSD Testing System:  
 
Visit the ATSD Testing System at https://tim.txstate.edu/atsdtesting/Home.aspx and complete the online 
request. A separate request must be submitted for each test or quiz. The ATSD will not administer any test 
with accommodations other than those which have been determined appropriate by the Office of Disability 
Services (ODS). 
 

1) Regular Test or Quiz 
a. An on-line request for all tests and quizzes must be completed at least 48 hours before the 

time each test or quiz is scheduled to begin at ATSD (does not include weekends or 
holidays).  For example, if a student has an exam on Monday at 11:00 a.m., they will need to 
enter their testing request by the previous Thursday before 11:00 a.m. 

i. Students are encouraged to enter their requests early in the semester to avoid missing 
the 48 hour deadline.  

ii. This will enable the ATSD to ensure students have a place reserved and are able to 
access their approved accommodations. 

b. Once the request is submitted, the student will receive an email confirmation at their Texas 
Stated email address, and it will be processed. 
 

2) Final Exam 
a. Requests for fall and spring final exams must be submitted one week prior to the last 

regular class day of the semester. This will enable ATSD to ensure that students have access 
to all of the necessary accommodations for the final exam. 

b. Requests for summer session finals must be submitted following the 48 hour rule.  
c. The ATSD will only administer final exams at 7:30 a.m. (time slot 7:30 - 11:15 a.m.), 11:15 

a.m. (time slot 11:15 a.m. - 3:00 p.m.), and 3:00 p.m. (time slot 3:00 - 6:45 p.m.).  
i. If double time or more is an approved accommodation, either the 7:30 a.m. or 11:15 a.m. 

start time should be selected. 
d. If a student is unable to take a final exam that has been scheduled at the ATSD for any reason 

and the date of the exam needs be rescheduled, the student can either:  
i. Make new arrangements to take the final exam with their professor  
ii. Take the final exam at the ATSD on the last day of final exams at the 7:30 a.m. time slot 

with professor approval.  
e. A professor has the right to determine the length of any final exam and to decide if the final can 

be rescheduled. 
 

3) Pop Quizzes 
 
If a professor will be giving pop quizzes in a class or lab, please have them contact the ATSD 
Supervisor, Heidi Morse, to discuss their options in giving a pop quiz with accommodations. Once an 
agreement is reached, Heidi Morse will contact the student via their Texas State email address.  
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4) Tests for Incomplete Courses 
 

A student needing to take a test for an Incomplete course will need to email the following information to 
ATSD@txstate.edu at least 48 hours before the time each test is scheduled to begin at ATSD 
(does not include weekends or holidays). 

 
1) Student Name 2) Date to Test 
3) Texas State ID Number 4) Time to Test 
5) Texas State Email Address 6) Type of Test (Test #2, Quiz 3 or Final Exam) 
7) Course 8) ODS Accommodations 
9) Professor 10) Additional Materials Allowed by Professor 

 
5) Graduate Comprehensive Exams (Comps) 

 
A student needing to take a Comps will need to email the following information to ATSD@txstate.edu at 
least 48 hours before the time each test is scheduled to begin at ATSD (does not include 
weekends or holidays). 

 
1) Student Name 2) Date to Test 
3) Texas State ID Number 4) Time to Test 
5) Texas State Email Address 6) ODS Accommodations 
7) Course 8) Additional Materials Allowed by Professor 
9) Professor  

 
 
Specialty Accommodations 
 

1) Braille 
 
ATSD does have the ability to convert most tests to Braille format. The student will need to indicate this 
on the test request online and will also want to notify the professor to ensure ATSD received the test at 
least 24 hours before the test date. 
 

2) Interpreters  
 
Interpreters are welcome to join any student who needs their assistance. The student will need to 
simply indicate this on the test request so they are scheduled in the appropriate room. If the Interpreter 
sits in the room with the student while testing, we do ask that the Interpreter follow the same security 
measures as our proctors and leave personal belongings in a locker, the monitor room or in the ATSD 
Supervisor’s office. Any questions regarding this policy can be directed toward Heidi Morse, the ATSD 
supervisor.  

 
3) Accommodations Not Correct 

 
All ODS approved accommodations are automatically filled in the test request. If the listed 
accommodations are incorrect, please contact ATSD (ATSD@txstate.edu) and ODS 
(ODS@txstate.edu) as soon as possible.  

 
Testing Times 
 

1) The testing times on the Testing Request form are based on testing space available, ability to keep 
testing environment quiet and to ensure students receive proper accommodations.  

2) The ATSD will only administer tests at 8:00 a.m., 11:00 a.m., 2:00 p.m., and 3:00 p.m.  
a. If double time or more is an approved accommodation, the 8:00 a.m., 11:00 a.m., or 2:00 

p.m. test time should be selected.  
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b. During the semester, except during finals, the ATSD office will close at 5:00 p.m. 
c. Do not schedule to take one test at 2:00 pm and another test at 3:00 pm. This will not allow the 

student the needed extended time.  
d. If a student arrives to ATSD early, they will not be allowed to begin a test early. 

3) The ATSD has added two evening testing times on Tuesdays and Wednesdays from 5:00 p.m. – 
8:00 p.m. This will allow students taking evening courses the ability to take their tests later in 
the day.  

4) If a student is unable to take a test on the same day and time as the class, be sure to put an 
explanation in the “Other” box.  For example, “Professor Smith, my extended time for your test would 
conflict with my next class therefore I am requesting to start my exam at 8:00 a.m. instead of 11:00 
a.m.”  

 
Professor’s Review of Test Request 

 
1) Once submitted, the completed on-line request will be automatically e-mailed for approval to the 

professor of record. 
a. If a professor “Denies” or “Conditionally Approves” the testing request, they can include a note 

on the request as to why they did not approve the request.  
b. ATSD will notify the student via their Texas State email address of any changes the professor 

has made, and schedule accordingly. 
c. If the student still has questions about the test arrangements, it is their responsibility to 

discuss their concerns with the professor. 
2) A professor has the right to determine the length of any regular test, quiz or final. 
3) If the professor allows additional materials for a test (e.g., calculator, notes, book, etc.) the student 

must list these materials when submitting a request.   
a. All additional materials must be approved by the professor prior to the day of the test.   
b. The ATSD will not attempt to contact the professor for approval of materials at the time of the 

test.   
 
Utilizing the ATSD Testing System 
 

1) Check the Status of a Test 
a. Log-on to the ATSD Testing System at https://tim.txstate.edu/atsdtesting/Home.aspx. 
b. A list of all the test requests submitted for the current semester will appear. 
c. Find the test request in question and click on the “Details” option. 
d. A page will appear with all the most up-to-date information about that particular test.  
e. The student can print this page for their records. 

 
2) Change a Test Request  

a. If a test date, test time or additional material needs to be changed on a request that has already 
been submitted, the student will need to submit a change request on-line as soon as 
possible.  

b. Log-on to the ATSD Testing System at https://tim.txstate.edu/atsdtesting/Home.aspx. 
c. A list of all the test requests submitted for the current semester will appear. 
d. Find the test request in question and click on the “Change” option. 
e. The testing system will show the student what has already been submitted and the student can 

change any information. 
f. Make sure to save all changes. 
g. An email with these changes will be sent to ATSD and will be reviewed and processed within 24 

hours (excluding weekends and holidays). 
h. The student does not need to submit a new request showing these changes, unless informed to 

do so by ATSD.  Do not submit a new request without first checking with ATSD.  
i. The ATSD will require written (via e-mail) or verbal approval from the professor to complete the 

change. 
j. Once the change has been made, a new confirmation will be sent to the student’s and 

professor’s Texas State email address. 
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3) Cancel a Test 

a. If a student decides to take a test in the classroom, department or not at all, they will need to 
cancel the test with the ATSD.  

b. The student will need to submit a cancellation request on-line as soon as possible.  
c. Log-on to the ATSD Testing System at https://tim.txstate.edu/atsdtesting/Home.aspx. 
d. A list of all the test requests submitted for the current semester will appear. 
e. Find the test request in question and click on the “Cancel” option. 
f. An email with the cancellation will be sent to ATSD and processed within 24 hours (excluding 

weekends and holidays). 
 

Text Reminder System 
 
Students can check the status of a test request any time using the ATSD Testing System. However, as an 
optional enhancement of our services, ATSD offers the Text Reminder System. Students can sign up to 
receive a text message the day before their test that states the course, date and time of the test scheduled.  
 
Day of the Test 
 

1) Arrival  
a. Students should arrive at ATSD at least 10 minutes before their scheduled test time.  

i. If a student arrives more than 5 minutes after they are scheduled to start a test, 
they will be unable to take the test at that time. 

1. The student will need to reschedule the exam and have the new request 
approved by the professor. 

2. The student may take the test with the rest of their class. 
b. Students check-in with the ATSD office front desk and show a photo ID.  

i. If a student does not have a photo ID, they will not be allowed to test.   
c. The ground floor of the Commons building is a cell phone free area. No talking. No 

texting. 
d. Students wait for their proctor in the chairs outside the ATSD front office or at the study carrels 

down the hall. 
e. Have all of the materials for the test out and ready. 
f. An ATSD proctor will come, call the student’s first name and walk the student to the appropriate 

testing room. 
g. Students will need to be sure the following materials are placed in the provided lockers with 

locks: 
i. Backpacks/ Purses 
ii. Heavy winter coats 

iii. Hats 
iv. Notebooks or Notes (unless approved by professor) 
v. Textbooks (unless approved by professor) 

vi. Scratch paper (unless provided by ATSD) 
vii. All food or drink, except for water with a lid 

viii. Cell phones or MP3s (all turned off) 
ix. Tablet or laptops (all turned off) 

 
** Students are not allowed to leave the testing room after an exam has begun unless permission is 
granted by the proctor. ** 

 
h. All students taking tests will be monitored via closed circuit video camera. The session could be 

recorded but the proctor will monitor the student from outside the testing room.  
i. The proctor will ensure the student’s approved materials and accommodations listed on the 

testing request are followed. 
j. Proctors do not make decisions regarding the testing environment or accommodations. 
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k. If the student has questions or concerns during a test, please have the proctor contact the Heidi 
Morse, ATSD supervisor. 

l. If the proctor is a scribe, they will only write what is dictated by the student. 
m. If the proctor is a reader, they will only read what is written on the test. 

 
2) No Show for a Test 

a. Students who do not arrive at ATSD for their test will have two options.  
i. The student will need to reschedule the exam and have the new request approved by 

the professor. 
ii. The student may take the test with the rest of their class. 

 
3) Returning the Completed Test 

a. A student will not be allowed to leave the ATSD with a test.  
b. Each test will be picked up by the department office or professor in a sealed envelope, or hand 

delivered within 24 hours to the department office. 
 
ATSD School Closure Policy 
 
If Texas State University and/or the Academic Testing for Students with Disabilities (ATSD) office close 
because of weather related issues or other emergency situations then the affected student will be allowed to 
make up any examinations that were scheduled in ATSD. Students who had examinations scheduled in ATSD 
during such a closure will be rescheduled as quickly as possible. The new date and time of testing will be 
contingent on faculty approval, and students’ testing accommodations and schedules. Students will be 
instructed to reschedule the test using the ATSD Testing System to minimize rescheduling errors. It may take 
the ATSD staff 24-48 hours to respond to all requests; however, the student and the faculty member are able 
to monitor progress of the rescheduling request using the ATSD Testing System.  
 
Appropriate Behavior at ATSD 
 
Each student using ATSD services is expected to following the Texas State Honor Code, the Code of Student 
Conduct (http://www.dos.txstate.edu/handbook/rules/cosc.html), and ATSD policies and procedures. If any 
student visiting the ATSD office violates any of the above mentioned regulations the following will occur: 
 

1) The student will meet with Heidi Morse, Supervisor of ATSD, one-on-one to discuss the behavior that 
needs to be corrected. During this meeting an action plan to correct the behavior will be reviewed and 
signed by both the student and Heidi Morse. 

2) If the student does not comply with the action plan and the behavior continues, Heidi Morse will contact 
the Behavior Assessment Team or Student Justice to work with the student.  

 
Texas State University Statement on Civility 
 
Students and faculty are full partners in fostering a classroom environment which is conducive to learning. Our 
actions should promote respect for both one another and the traditions of collegiate learning. Class sizes and 
emphases can create situations in which acceptable behavior in one course may be unsatisfactory in another 
situation, as for example when collaborative team work can lead to movement and in-class conversation, which 
may be totally inappropriate in a large lecture class. Texas State policy (PPS 4.02) describes general 
behaviors that are always disruptive. Examples of such behaviors include but are not limited to: making loud 
noises, speaking without recognition, making personal threats or insults, eating or drinking in classrooms, 
sleeping during class, using electronic equipment prohibited by the instructor or disrespectful of other students, 
using inappropriate or vulgar language, or taking other actions that others might find offensive, demeaning, or 
disrespectful.  
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Texas State University Honor Code 
 
As members of a community dedicated to learning, inquiry, and creation, the students, faculty, and 
administration of our university live by the principles in this Honor Code. These principles require all members 
of this community to be conscientious, respectful, and honest. 
 
WE ARE CONSCIENTIOUS. We complete our work on time and make every effort to do it right. We come to 
class and meetings prepared and are willing to demonstrate it. We hold ourselves to doing what is required, 
embrace rigor, and shun mediocrity, special requests, and excuses. 
 
WE ARE RESPECTFUL. We act civilly toward one another and we cooperate with each other. We will strive to 
create an environment in which people respect and listen to one another, speaking when appropriate, and 
permitting other people to participate and express their views. 
 
WE ARE HONEST. We do our own work and are honest with one another in all matters. We understand how 
various acts of dishonesty, like plagiarizing, falsifying data, and giving or receiving assistance to which one is 
not entitled, conflict as much with academic achievement as with the values of honesty and integrity. 
 
THE PLEDGE FOR STUDENTS 
Students at our university recognize that, to insure honest conduct, more is needed than an expectation of 
academic honesty, and we therefore adopt the practice of affixing the following pledge of honesty to the work 
we submit for evaluation: 
 

I pledge to uphold the principles of honesty and responsibility at our university. 
 
THE PLEDGE FOR FACULTY AND ADMINISTRATION 
Faculty at our university recognize that the students have rights when accused of academic dishonesty and will 
inform the accused of their rights of appeal laid out in the student handbook and inform them of the process 
that will take place.  
 

I recognize students’ rights and pledge to uphold the principles of honesty and responsibility at 
our university. 

 
ADDRESSING ACTS OF DISHONESTY 
Students accused of dishonest conduct may have their cases heard by the faculty member. The student may 
also appeal the faculty member’s decision to the Honor Code Council. Students and faculty will have the option 
of having an advocate present to insure their rights. Possible actions that may be taken range from exoneration 
to expulsion. 
 

 
** If a student is suspected of any of the above actions while taking an exam at the ATSD, the ATSD 
will immediately stop the exam and attempt to contact the professor of the course.  The ATSD will also 
complete a written report of the incident.  The student involved will have an opportunity to include a 
statement in the report, which will be returned with the exam to the professor.  The professor will 
determine if the Texas State Honor Code was violated and whether any academic penalty will be 
assessed. **  
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