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TEST ACCOMMODATIONS POLICY


Based on the principles of the Americans with Disabilities Act (“ADA”), LTI has adopted this Test Accommodations Policy to ensure that test takers with disabilities are provided with reasonable accommodations in the assessment process without invalidating the test and individual test results.  Through this Policy, LTI complies with the ADA in all aspects of its testing programs.


Accommodation in the assessment process is dependant upon the specific disability of the test taker, and may involve a range of options, such as extending the time for taking the test, allowing the test to be given in a face-to-face setting rather than over the telephone, or providing qualified assistance in the taking of the test.  For example, if a person with a hearing disability is seeking to be tested, LTI could determine that the test should be administered in a face-to-face interview so that the test taker would be able to read the rater’s lips.  However, LTI will not provide any accommodation that invalidates the test or standardized test procedures, and thereby would render the test results to be compromised.  If there is no reasonable accommodation that LTI can make for a test taker without compromising the validity of the test, LTI shall inform the test taker (as well as the agency) so that a discussion about alternative testing may take place.  In providing one or more reasonable accommodations to test takers under this Policy, LTI hereby affirmatively states that it protects the confidentiality of all information received from an individual seeking the benefits of this Policy, and does not share that information beyond the limited staff who have a need to know in order to make appropriate decisions under this Policy. 

Pre-Test Approval of Accommodations

In order to make a determination of reasonable accommodation, LTI provides all test takers with descriptive information about the testing process at the time of registration for the test so that the individual will have ample opportunity to request the specific needed accommodation.  The test taker must request the specific accommodation and submit such request, with the required documentation at least one month in advance of the testing date to permit LTI to process the accommodation, or with sufficient notice to LTI to consider and respond to the request.  The required documentation, such as a medical report or doctor’s letter or statement from the employer that it already has recognized the disability of the person, or such other documentation which must be reasonably detailed to provide LTI with necessary information about the nature and extent of the disability, as well as confirmation that the test taker currently possesses such disability.  The test taker must also provide LTI with direct contact information.  LTI shall determine, based on such documentation and any requested accommodation by the test taker, as well as its available validation studies, test manual, and other professional information, what accommodation(s) is or are reasonable to address the disability that will not invalidate the test or test procedure and will inform the test taker at least one week prior to the test administration about the accommodation that will be made available, unless the test taker has not provided LTI with the full amount of time to process the request, in which case, LTI shall inform the test taker at least the day before the test administration.

All information about approved accommodations will be communicated to the Rater(s) who will conduct the testing session.  The Rater(s) shall note in the Rater’s log of test procedures how the approved accommodation is actually handled during the test so that LTI may confirm that the intended accommodation was provided and that no deviation from appropriate procedures occurred that compromised the integrity or validity of the test administration or the test itself. 

Face-to-face Testing Procedures

The Rater (or Raters) will have been informed by LTI that the test will be conduced face-to-face, as well as any other approved accommodations applicable for that test.   The details of how all accommodations are handled shall be noted in the Rater’s log of the test procedure.  Any deviation from the approved accommodation also shall be noted.  LTI shall review the Rater’s log and determine that the appropriate accommodation was provided and that no deviations occurred; in any instance where a deviation from the approved accommodation occurred, LTI shall determine if the deviation was material (i.e., compromising the integrity and validity of the test and/or test procedures) requiring corrective action, such as retest.

If a test taker arrives for a scheduled test and requests a testing accommodation that has not been previously approved by LTI, then the Rater will inform the test taker that the request cannot be met at that time and the test taker will have to reschedule the test.           

Appeals Procedure

If a test taker who requests an accommodation receives a response from LTI either as a result of the pre-testing approval process or the face-to-face procedures that he or she disputes, the test taker shall be afforded the right to appeal LTI’s initial determination, including the right to submit additional supplemental information in support of its accommodation request.  All 
such appeals must be made directly to the LTI contact shown in this Policy.  Any appeal shall be handled by LTI within five (5) business days after receipt of such appeal, and shall involve only those individuals identified by LTI for this purpose.   

