
Accommodated Learning Center 

POLICIES: 

In order for the Accommodated Learning Centre (ALC) to better serve our students, please be aware of the following 
policies and procedures:  
 
General Policies 
1.  Drop-in meetings with ALC staff are no longer recommended due to high enrolment.  Students are encouraged 
to  
make an appointment at least one business day ahead of time.  
2.  As per policy in the Calendar (p.84), it is the responsibility of the student to read and understand notifications 
sent by the ALC and any other university department or faculty member. 
3.  Students are to always check-in with reception (B760) prior to entering any office within the ALC and before any 
scheduled exam.  If an exam is scheduled after 4pm, instructions on where to check-in will be posted on the office 
door. 
 
In-class Policies 
4.  Students are highly encouraged to create a rapport with his/her professors/instructors early in the semester to 
increase the quality of accommodations both in and out of the classroom.  
5.  Students who have an accommodation to tape lectures (audio or video) need to provide prior notice to his/her 
professor/instructor (Required Form is available at the front desk, check-in with reception (B760).  Recordings are 
to be used for personal study only. 
 
Exam Policies (General) 
6.  All exam request submissions for exams that are taking place during the regular semester dates must be 
submitted a minimum of 7 days prior to the examination date. Early exam requests are encouraged. 
7. It is the responsibility of the student to keep a record of exam dates and to ensure exams have been booked 
(and/or cancelled) properly via ClockWork by checking “My Upcoming Events” on a regular basis. 
8.  Please be aware of the security mirrors in the exam rooms.  
9.    Absolutely NO CELL PHONES are permitted in the exam rooms at any time 
10.   Washroom breaks will not be granted for exams under 3 hours unless the student has specific written 
documentation for a medical condition.   
11.    If the instructor/professor has contact information that is different to the usual uleth.ca email and/or does not 
have an office on campus, please let the exam accommodator know what the appropriate contact information is. 
12.   Students are responsible for informing the exam supervisor if they require a warning time while writing exams. 
Students are also responsible to ensure they are receiving the appropriate time allowance and accommodations at 
the time of the exam 
13.    Students are responsible for making sure that all exam materials have proper personal identification noted on 
them and that scantron forms are filled out appropriately. 
 
Exam Policies (In-class exams) 
14.    Altering the start time of an Exam can not be granted solely by the ALC.  These requests must be approved by 
the professor before any alterations are made to the student’s exam booking.  If a time/date adjustment must be 
made to accommodate a student’s course schedule, the student must: 

a. Book the exam via ClockWork for the date and time originally scheduled without any time accommodation (if 
applicable) well before the 7 day minimum. 

b. Send an email to the professor/instructor and exam.accommodations@uleth.ca explaining why a time/date 
adjustment is needed. 



c. When confirmation is received from the professor/instructor, forward a copy of the e-mail to 
exam.accommodations@uleth.ca 

d. Check ClockWork to ensure the adjustment has been made correctly 
e. PLEASE NOTE: if a student has been approved to begin an exam before the class start time, the student cannot 

leave the exam area until 30 minutes after the originally scheduled time. 
15.   Students who arrive for an exam more than 15 minutes late without sufficient notice will have his/her exam 
length adjusted to account for the late arrival except during peak periods and only if time permits. After 30 minutes, 
students will be unable to write the exam without permission from the course professor/instructor. 
 
Exam Policies (Moodle)  
16.  Moodle exams must be scheduled to begin  between 8:30am and 4:00pm from Monday to Friday.  Moodle 
exams booked outside this time may be cancelled without notice. (Note: Moodle exams are not available for 
students to access until 10am on the first day the exam has been set to open by the professor.  Please keep this in 
mind when booking exams). 
17.    Moodle exams are untransferable between the ALC and the Testing Centre.  Cancellation of a Moodle exam 
request within ALC must be made through the ALC in order for students to be able to access it from the regular 
testing centre.If an Exam needs to be moved to a different date within the testing window, this can usually be 
accommodated if on a weekday. 
18.    It is highly recommended that students do not write a Moodle exam on the last day that it is being offered in 
case there are any technical difficulties or issues beyond the control of the ALC. 
19.    Students are responsible for understanding the dates and times a Moodle exam is open and closed for each 
applicable course.  The ALC does not keep track of these dates. 
20.    Moodle exams that have an accommodated time of 4 hours or more, or for “unlimited time,” will be booked for 
a total of 3 hours with the ALC unless a special request is made to exam.accommodations@uleth.ca. For “unlimited 
time” exams, please consider writing in the Testing Centre if a private room is not required. 
21.    If a student has an accommodation for Hardcopy Moodle exams, it is the student’s responsibility to confirm if 
this accommodation is available with the instructor/professor, and advise the ALC of the need for this as it arises, 7 
days prior 
22.    Audio format for Moodle exams is not available. Please contact the exam accommodator if a reader is required. 
 
 If you would like assitance or clarification on these policies, please make an appointment with any of the ALC staff.  
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