Guide to Testing and Evaluation Services (T&E)
Testing and Evaluation Services is located in 365 Educational Sciences, 1025 W. Johnson Street.  T&E is open for testing Monday – Friday from 7:30 AM – 10:00 PM, with some extended hours during exam week.
Students using standard accommodations (i.e., testing in a small group, testing alone, extended time, or breaks) should arrange for testing to be done with the instructor or within the department.  Those using assistive technology are encouraged to utilize T&E as a resource for accommodated testing. 
Students are responsible for completing the online request form for proctored exams through T&E (http://testing.wisc.edu/accommodatedclassroomtesting.html).  Previously faculty members were able to complete the form on the student’s behalf, but that practice has ended.  A registration form needs to be completed by the student at least 7 days prior to the date of the scheduled exam.  Requests made less than 7 days prior may be denied.
Students need the faculty member’s NetID (NetID only, not the password) in order to complete the online registration form.  The NetID ensures the correct person receives the confirmation e-mail.  Please note that the NetID is not necessarily the same as your e-mail. For example, your e-mail could be: bucky.badger@wisc.edu but your NetID could be: bbadger.  Please be prepared for the student to ask for your NetID, as well as your intended mode of delivery and pick up of the exam.  
[bookmark: _GoBack]Note: Prof. Maxim’s NetID is: lmaxim
Once a student has submitted a request for accommodated testing through T&E, the instructor will receive a confirmation e-mail.  Faculty should follow the prompts and links within the e-mail to approve and verify the exam.  Faculty can edit the request form as appropriate (i.e., changing the date of the exam, etc.).  Faculty must select a form of delivery and pick up of the exam in order to complete the confirmation.  Once the confirmation is completed, the student will receive further information via e-mail from T&E regarding registration. 
Faculty are to submit the exam to T&E at least 24 hours in advance.  A reminder e-mail regarding submission of the exam will be sent 24 hours in advance.  Exams can be delivered to T&E in a variety of ways:
· The student can bring a copy of the exam to T&E in a secure envelope.
· Faculty can bring a copy of the exam to T&E.
· A copy of the exam can be faxed to T&E at 608-263-4291.
· A copy of the exam can be e-mailed to T&E at testing.coordinator@exams.wisc.edu.
Once the student has completed the exam, the instructor will need to pick it up from T&E.  Exams can be picked up from T&E in a variety of ways: 
· T&E can scan and e-mail the exam back to professor.  Please provide an e-mail address in the confirmation e-mail when using this option. 
· The student can return the exam to the professor in a secure envelope.
· Faculty can pick up the exam from T&E.
· T&E can fax the exam back to the faculty.  Please provide a fax number in the confirmation e-mail when using this option.
 If you have any further questions, please contact the student’s McBurney Accommodation Specialist or the Testing Coordinator at Testing and Evaluation.
· Testing and Evaluation Services:
· Office Number: 608-262-5863
· Website: http://testing.wisc.edu/ 
· E-mail: testing.coordinator@exams.wisc.edu
· McBurney Disability Resource Center:
· McBurney Front Desk: 608-263-2741
· Website: http://mcburney.wisc.edu/ 
· Check a student’s McBurney VISA for an Accommodation Specialist’s specific contact information.
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