
FACULTY INSTRUCTIONS 
FOR THE ONLINE TESTING 
ACCOMMODATION REQUEST FORM

Disability Services

1.	 In your Salem State email, you will receive notification of a testing accommodation request. 
 

2.	 Login to the Faculty Center in Polaris. 

 

3.	 Click the “Disability Services” link in the main menu. 

➡



4.	 Select “Testing Accommodation Requests”. 

This will display all submitted and past requests received for any classes you are teaching in the  
current semester. Requests with a status of “submitted” will be displayed at the top of the list and  
require faculty action. 

 

5.	 Click “Review” to complete the faculty portion of a specific request.  

➡

➡



*	 If the student proposed a new date/time to take the exam due to extenuating circumstances, you will need  
to click the checkbox at the top of the instructor section to agree to this new time at your discretion.  

6.	 Complete the instructor portion by selecting the time allotted to the class for the exam, materials allowed, any 
additional instructions, method of contact during the exam, as well as method of delivery and return of exam 
in the corresponding fields. 

7.	 Click the checkbox to confirm approval with an e-signature.  
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8.	 Once completed, click “Submit” to complete. Click return to go back to the list of requests. 

Different Status Meanings:
Submitted – Submitted by student
Instructor Completed – Instructor portion has been submitted
Approved by D.S. – Received and approved by Disability Services
Pending – Not yet approved by D.S., requires further information
Withdrawn – Exam proctoring canceled by student or professor
No show – Student did not show up for exam

➡




