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Email to drctesting@calpoly.edu, 
or deliver: DRC, bldg.. 124- 119 

Instructors can pick-up their 
exams at the DRC, or the DRC 

can return the exam to the 
instructor’s department office. 
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Per each student’s request, the DRC will email you a 
NOTIFICATION OF ACCOMMODATIONS. 

This notification will list all the approved 
accommodations the student requested to use in 

your class. 
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drctesting@calpoly.edu 

Click on link 

This agreement must be completed before the student’s exam can be scheduled.  Only one agreement 

needs to be completed per lecture section (the agreement will be used for ALL students of the DRC in 

that section).  The agreement can be copied over to other lecture sections through the Faculty Module 

(see: https://drc.calpoly.edu/drc-testing-information-faculty) 
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Provide details on how you need your exam to 

be proctored. 
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Upload to DRC Online Services (link provided in future correspondence) 

Email – drctesting@calpoly.edu 

Deliver to DRC (bldg..124, rm. 119) 

mailto:drctesting@calpoly.edu
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DRC completed this Testing Agreement form on behalf of the Instructor so that DRC could administer 

quizzes/exams to the student.  The Professor can email drctesting@calpoly.edu or call x66087 with 

correct responses to the questions and DRC will update the form.  Thank you! 
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8 

 

 

 

 

If you have an exam in electronic format, please use the following link to upload your exam to 

our secure website.  Link to upload exam: 

https://cascade.accessiblelearning.ldkf.lh;lhlh.=lkjlh;lh;lhl; 

This email serves to inform you that the DRC student listed below has scheduled an exam.  DRC 

will administer the exam per the instructions on the Test Administration Agreement.  Please 

contact our office (drctesting@calpoly.edu) if you would like to make any changes to the 

agreement.  
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Instructors have 4 options to provide the exam materials (exams need to be provided by 2PM the day prior): 

 1. Upload to DRC Online Services 
 instructors will receive a reminder to provide their exam several days prior to the exam.  In that email, 
 there will be an upload link. 

 2. Email to drctesting@calpoly.edu 

 3. Deliver to DRC (building 124, office 119) 
 Faculty can always bring the exam to our office or, if it’s after 5PM, they can use our new drop box.  It’s 

 located across the street from our office at the intersection of Cuesta Ave. and South Perimeter.  It’s a 

 white mailbox near the stop sign.  Pick up times are 7:30AM, 2:30PM and 7PM.    

 4.  The professor can give the exam to the student at the beginning of class, in a sealed envelope, to 

 bring to the DRC. Some professors prefer this option in order to provide instructions and clarify questions. 

 

DRC offers the following 3 options for completed exam return: 

 1. Instructor pick-up 

 2. DRC returns to instructor’s department office (within 48 hours of the exam date) 

 3. Student returns 

mailto:drctesting@calpoly.edu


10 

 

 

 

 

 

Pop Quizzes 

Please see attachment for ways to accommodate for pop quizzes.  If the quiz needs to be taken at the DRC, the student should 

notify their DRC access specialist ASAP.  DRC will contact the instructor to find out specifics about the quiz administration.  After 

consultation with the instructor, the student will be contacted by DRC to receive appropriate test accommodation modifications. 

 

PolyLearn Exams 

For non-proctored online exams, students are not required to take their exams at the DRC in order to access their extended time.  

The instructor, as the exam administrator within PolyLearn, is responsible for adjusting the time for the DRC student. The student 

may coordinate directly with the instructor to request access to their approved time extension or may request assistance from 

DRC. 
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Phone: 805-756-6087 

Email: drctesting@calpoly.edu 

Website: 

https://drc.calpoly.edu/content/services/test_acco

mmodations 

Special thanks to  Cal Poly Pomona’s Disability Resource Center, for sharing these instructions. 
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