
Spring 2020 Final Exams at DASS:  Information for Faculty & Students 

 

Students have from Wednesday, April 1st to Wednesday, April 29 to schedule their finals at DASS; however 

seating is limited and may fill up before 4/29/2020.  Students unable to take a final exam with their professor 

should log in to DASS Link as soon as possible to schedule the final exam with DASS. Students have been 

advised by DASS to communicate with their professors in advance to confirm plans for taking finals. 

AT DASS we have 3 blocks of time every day of finals for students to schedule an exam.  The exception is 

Saturday finals, which are offered only at 9:00 am. 

 

9:00 - 1:30 

11:30 - 4 

2:30 - 7 

 

• There is limited seating in a testing room.  Limiting the number of students in the room meets the 

reduced distraction accommodation. On Saturday, two rooms are available to increase the number 

that can take an exam at DASS.  When our testing blocks are full, students will be advised to work out 

testing arrangements with their professors. 

 

• Due to these limitations it is important for students to arrange for their exam at DASS as early as 

possible. We schedule students close to the time of their scheduled exam, but due to extended time 

and limited seating, some may need to take their exam at different times than the class.   

 

• Communication between professor and student is very important. If a student schedules a final that is 

not the same day and time as the class, we will need to see the professor’s approval of the new 

time/date. The communication of the change must be sent to the DASS e-mail for confirmation.  

 

• Professors will receive an email from DASS Link that a student has scheduled a final exam at DASS. 

Faculty will log into their DASS Link portal to approve or decline the test request as they have done for 

every test request they have received for this fall semester. Please open each test request and 

complete the “Alternative Test Booking” form for every student that has scheduled to test with DASS. 

Professors should write on the form how he/she would like the exam returned, any materials the 

student may have for the exam, and include a contact number where the professor or a staff member 

can be reached during the student’s testing time. The “Alternative Test Booking” form is the best 

communication between proctor and student. 

 

3 hours are typically allowed for each final. We offer 4 ½ hours to test which is the 

1.5x extra time accommodation most students use. Those with 2x time receive 6 

hours to take a final and can only schedule in one of the first two time blocks. These 

blocks require students with two tests on a single day to adjust the start time, if 

necessary, to fit into these blocks. If the class gets less than the standard 3 hours for 

the final, please let DASS know in order to re-calculate the appropriate extended 

time. 

 



• If you upload a test, and then decide to upload a new/different test in place of the first one, please 

notify DASS by email to draw our attention to this change. We may have already printed the first test 

and could miss the edited version.  

 

• In the past, when uploading exams to DASS Link, you could only attach one document, and had to 

combine the exam and any supplementary documents (e.g., cover sheet, formula sheets, etc.) into one 

PDF or Word document. You can continue to use this system in this way; however, a newly released 

module allows you to upload an exam one time, and connect it to your students’ test room booking 

appointments. If you have many students testing at DASS and are interested in using this module, we 

ask that you contact our office to walk through this option the first time. Please DO NOT utilize the 

“Exams” module without working with our administrative assistant, at least the first time. 

 

• If professors are picking up an exam from DASS, please try to come before 5pm (for 9 am and 11:30 

am exams) or the next morning (for 2:30 pm exams). Remember some students may be testing until 

7pm or on Saturday (9:00-1:00) and professors will need to swipe their ID to enter the building. On 

Saturday the only entrance to use is the main LEC entrance, which is just north of Gate 3, facing the 

Meadows Museum. Asking a student to return an exam after hours when buildings are closed is ill-

advised. Please note that there may be a delay in scanning/emailing exams due to the high volume of 

tests. Please keep that in mind with deadlines on the proctor form. 

 

• If a professor needs to pick up a final on Saturday, DASS will only be open until the last student 

finishes.  Please plan on being here by noon if you must pick up a final on Saturday. 

 

• DASS is closed on Sunday.  Exams will not be available for pick up on Sunday. 

 

• Please remember DASS is not able to proctor exams that are administered on a computer, unless the 

student has the accommodation that requires a word processor for a writing intensive test.  

 

• Students are expected to be on time when testing with DASS. If a student is more than 20 minutes late 

to their scheduled test, we will likely deny them testing and direct them to their professor to decide 

the best course of action. This is our stated policy and students are made aware of this ahead of time. 

For any questions, please don’t hesitate to contact us. The earlier the better!  

Good luck on finals! 

The DASS Team 

214-768-1470 

dass@smu.edu 


