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How to Apply for "Accommodation" for
Examinations

This guide will provide you with step-by-step instructions on how to complete the
"Accommodation Application" in the TSSA Client Portal.

1 From the Client Portal home page, click the "Applications" tab.

https://tssaorg.sharepoint.com/sites/learningcentre/SitePages/Learning-Centre.aspx?sw=bypass
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2 Click "Examination Booking" hyperlink from the "Online Applications" section.
The "Request to Book an Examination" page will appear.

3 Review the "General Instructions". From step 2, click the "Accommodation
Application" hyperlink.
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4 The "Examinations: Disability Accommodations" page will appear.
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5 Click the "Examination Disability Accommodation Policy" and review the
policy. The policy will cover:

  • Purpose

  • Definitions

  • Accommodation Request Process

  • Accommodation Examples

  • Confidentiality

  • Terms and Conditions on Authorization

  • Amendments to this policy

  • Guideline- Examination Accommodation Requests
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6 Review the "Accommodation Request Process".
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7 Refer to section, "Making an examination accommodation request". Be
familiar with process and follow the following steps.

  1. Download and complete the Examinations Disability Accommodation Application.

  2. Include all supporting information and documentation relating to the
disability/accommodation request.

  3. For candidates indicating a learning disability, a Ministry of Education approved Individual
Education Plan (IEP) will be required.

  4. All other supporting documentation must be current (i.e., within the last three years), issued
by a qualified medical professional, printed on official letterhead, and signed.

  5. Submit the completed request to TSSA via email to: certandexams@tssa.org

Note: Examination candidates who may require accommodations for a TSSA
examination are required to submit documentation for assessment before
scheduling/writing an examination.
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8 Important: If you require accommodation, please first apply first before
booking an examination. The results of your accommodation is required for
examination booking. A Certification and Examinations Department
representative will respond to the status of requests within five business days.

Congratulations! You have successfully reviewed the steps to apply for
accommodation for an examination.

9 Contact Customer Service at 1-877-682-TSSA (8772) or send an email to
customerservices@tssa.org in case of any questions.

mailto:customerservices@tssa.org

