NRF Foundation 
National Professional Certifications in Customer Service, Sales, Retail Management, and the Basics of Retail Credential

Accommodations Overview 
NRF Foundation wishes to ensure that individuals with disabilities are not deprived of the opportunity to participate in the assessment solely because of a disability. NRF Foundation complies with the Americans with Disabilities Act of 1990 (ADA) and title VII of the Civil Rights Act, as amended, in accommodating candidates with documented disabilities who need special arrangements to take an assessment. 
Reasonable accommodations depend on the nature and severity of the documented disability. A particular accommodation will not be granted if it is not deemed reasonable and other suitable techniques are available. 
To arrange for an assessment accommodation, a candidate or test administrator must submit an acceptable request to NRF Foundation within thirty (30) days before the assessment appointment. The request must include the candidate’s name, address, the name of the assessment, the exact date on which the candidate wishes to take the assessment, the location at which the candidate wishes to take the assessment; and a description of accommodations requested. The request must also include supporting documentation from a physician or other qualified professional reflecting a diagnosis of the candidate’s disability and an explanation of the accommodation(s). The supporting documentation must be on the physician or other professional’s letterhead, specifies the professional’s credentials, and is signed by the professional. 
NRF Foundation will provide reasonable accommodations, auxiliary aids and services, except where such may fundamentally alter the assessment or results, or result in an undue burden. 
Assessment accommodations typically include: 

• Extended time to complete an assessment (time and a half to double time); 

• A reduced-distraction environment separate from other assessment candidates; 

• Permission to use the candidate’s adapting equipment, such as a magnifier; 

• A reader or scribe; 
• Another accommodation recommended by the professional documenting the disability that NRF Foundation considers reasonable. 

Due to the unique nature of each accommodation request, NRF Foundation recommends that candidates request accommodations as early as possible. The assessment will be scheduled after NRF Foundation has received and reviewed all required information.
For questions regarding accommodations requests, please contact Angela Elder, Director of Certification Programs, at: eldera@nrf.com, or call: 202-626-8182. 

NRF Foundation
Request for Accommodations Form

Email: eldera@nrf.com, or Fax to: 202-737-2849, 
Attn: Certification Department
This request must be received by the NRF Foundation thirty (30) days before the requested assessment date. 

	Certification Exam Name


	

	Candidate Name
	

	Address
	

	City, State, Zip Code
	


Requested Test Date and Time: _______________________________________________
Test Site: __________________________________________________________________
	Proctor Name
	

	Proctor Phone
	

	Proctor Email
	


Describe requested accommodations. Use additional paper if necessary. 

	


Please list the supporting documentation that is attached. This documentation must be from a physician or other qualified professional reflecting a diagnosis of the candidate’s disability and an explanation of the accommodation(s). The supporting documentation must be on the physician or other professional’s letterhead, specify the professional’s credentials, and be signed by the professional. 
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