Overview of the Testing Agreement

A Testing Agreement is a digital form filled out by the instructor within the AIM Instructor
Portal, detailing the exam guidelines for each course.

How does an instructor complete a Testing Agreement?
The Agreement can be accessed in two ways:

e Through alink provided in the Faculty Notification Letter (accommodation letter) sent
via email — see the example screenshot below from the emailed letter.

If you have students with alternative testing accommodations who need to take exams with the PLC Testing Center, please fill out the Testing

hitps://hunter.accessiblelearning. com/Marian/Testing&greement. aspx?I0= 134908 CI0=798498Key=03vmx76C). This ensures that the PLC has
the correct information regarding your exam.

e Alternatively, it can be accessed by logging into the AIM Instructor Portal and navigating
to the "Accessible Testing" page.
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When does an instructor need to complete a Testing Agreement?

After a student and the PLC finalize course accommodations, the instructor will receive a
Faculty Notification/Accommodation Letter. This email will include a link that, when clicked,
directs the instructor to the Testing Agreement Form for the specific course in the AIM

Instructor Portal.
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The Personalized Learning Canter (PLE) has met .\-ith=arad determined the following accemmodations ko be aporopriate based
on an inkeractive process incuding docurnentation review, engagement with the student, 2nd implementation of state and fedaral legislation.

¥ou should begin tzking steps to implement these accommadations in your course, Please Note: Accommodations are not retroactive, and
only neaed to be applied from the day you receive this notification going forward. If you have questions about any accommedsation or
how it will be imglementad in your course please reach cut to Meredith and/or the Personalized Learning Canter diradtly,

All accommodations are confidential. We appraciate your help in ensuring that these scoommedations are provided in 2 confidental and
welcoming manner

Below are the specific aaonmrriudai:ions:s eligible for:

1, Testing Accommodations

a  50% Extended Time
Student will utilize 50% extanded time on tasts, quizzes, sxams, and timed in-class assignments, (I dass receives 60 minutes, studant
would recsive 90 minutes)

@ Distraction Reduced Exam Environment
Testing in 2 diskraction reduced environmeant (2.9, your office, a small conference room, the PLC Testing Cantar).

If you have shudents with albernative testing accommedations wha need to take exams with the PLC Testing Center, please fill out the Testing
Agreemant Form online Testing Agresment Form (or copy and pasts the following link to your browsar:

hittps://hunter acoessiblelearning comy Marian/ TestingAgresment. aspx 7 I0= 133548 CI0=73 1048 ay=WFIpREVZ). This ensuras that the PLC has
the correct information regarding your exam.

o ltis crucial to complete the Testing Agreement as soon as possible. Without it,
students can only schedule placeholder exams and cannot test, until the
completed Testing Agreement is on file.

o The Testing Agreement provides the PLC with a clearer understanding of the
exam parameters for the course and helps instructors become familiar with the
PLC’s testing policies and procedures.

o ATesting Agreement is required once per semester for each class, with the
option to apply it to all students in that course. The agreement can also be
copied across multiple course sections.



How can an instructor view or edit a Testing Agreement after submission?

Instructors can access and update a Testing Agreement after it has been submitted by following
these steps:

1. Loginthrough the AIM Instructor Portal.

2. Select the “Alternative Testing” link located on the left side of the page under
“Views and Tools.”

3. Under the “List Testing Agreement Form,” you will find two drop-down menus.

Use the first drop-down list to choose the course associated with the Testing

Agreement you wish to view or edit.

Click “View.”

Make the necessary changes and click “Update Testing Agreement” at the

bottom of the page.
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