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Section 1:  Scheduling the Exam

For information about the specific test scheduling process and locations, consult the ASTD CI Website for the latest information. Our testing provider is Kryterion.  Kryterion offers authorized testing centers in U.S. and Canada, and we have special test centers in London, Dubai, Riyadh, and Singapore. The following policies pertain to the scheduling of your testing appointment:
· Candidates will receive instructional emails on how to access the online scheduling system approximately 48 hours after payment is processed.  Candidates should retain this email until appointment scheduling commences for his/her test window. 
· Appointment scheduling approximately seven weeks prior to the test window opening.  Email alerts will be sent out when the online scheduling system is available to candidates.
· All candidates using U.S. and Canada test centers will schedule appointments online.  All candidates using London, Dubai, Riyadh, and Singapore centers will schedule appointments directly through Diane Daly, DDaly@astd.org.
· You must schedule your test at least 30 days in advance of the first day of the testing window to guarantee a testing seat.  The transfer fee is not waived and candidates cannot switch testing windows if he/she waits too long to schedule a testing appointment.
· If you need to reschedule or cancel your exam appointment, you must do so at least three business days in advance to avoid a rescheduling fee. The rescheduling fee may be waived in cases of extreme illness or a death in the family if appropriate documentation is provided. 
· If a test administration is cancelled because of weather conditions or other major difficulties, the test center will, whenever possible, contact you and rescheduled another appointment without charge.

Section 2:  Special Accommodation Arrangements

If you require special testing arrangements under the Americans With Disabilities Act of 1990, you must submit a written request at the time you apply to the program. Your written request must contain information from a qualified medical professional with details about your special accommodation needs.

Special accommodations may include, but are not limited to, additional time, screen magnification, reader services, and separate room availability for those who are unable to sit in the testing room. Examples of circumstances where special accommodations may be necessary include but are not limited to: attention deficit disorder (ADD); physical challenges such as pregnancy, incontinence, or severe allergies; visual impairment; or, physical impairments such as muscular dystrophy. For additional information on this subject, please contact certification@astd.org. 
The following process should be used if special accommodations are needed:

1. Notify the certification staff at certification@astd.org immediately that you plan to request an accommodation and approximate date that you will be submitting documentation at the time you apply. Request the Special Accommodations Form and include "ADA Request" in the subject line of your email message.
2. You will be required to submit:

· the Special Accommodations Form

· Required documentation must come on official letterhead of a licensed or certified professional qualified to diagnose and treat the special condition. There must be a brief description of the condition and special accommodation requested.
3. Send the documentation via email to certification@astd.org with subject: ADA request or request a fax number.  

4. Your request, along with the documentation, will be reviewed upon receipt to determine if the accommodation will be granted within 5 business days. 
5.  It will take our testing vendor approximately five to six weeks to effect any approved accommodations.  Therefore, it is necessary that you submit your ADA Special Accommodation Form and required documentation at least ten weeks before the test window opens.

Important!  This request is time-sensitive. You may not schedule your test until your documentation has been approved. You may not request an accommodation directly from the testing provider or testing center.  If an accommodation was granted without ASTD CI approval, your score will be invalidated.  This policy is in place to ensure uniform treatment and fairness to all candidates. 
Section 3:  What to Bring to the Test Center

On your testing day you will be required to provide the Exam Proctor with the following items:

· Two (2) forms of Personal Identification (see the information below regarding the specific personal identification requirements)

·  Your Test Taker Authorization Code which can be found in the candidate authorization email that you will receive when you register to take the exam.  You MUST bring your Test Taker Authorization Code or the proctor WILL NOT be able to launch your exam.

Personal Identification Requirements

You must present an acceptable form of identification at the test center or you will not be admitted. You must use the form of your name that appears on your personal identification on all of your CPLP® materials. Do not change the spelling and do not change the order of your name. If your name has changed since you registered for the examination, you must bring documentation of that change (for example, a marriage license) with you. A primary and secondary form of identification will be required. Both pieces of identification must contain your signature, and one must contain a recent photograph of you. Types of acceptable ID are as follows:

	Primary 
	Secondary

	Driver’s license
	Credit card

	Passport
	Check cashing card

	Military identification card
	Bank debit card 

	State-issued identification card
	

	Employee photo identification card 
	

	Student photo identification card from an accredited college or university 
	


* Note:  A Social Security card is not an acceptable form of identification.

Section 4:  Testing Center Rules

You should arrive at the test center at least 20 minutes before your scheduled testing time. If you arrive 15 minutes after your scheduled appointment, you may be required to forfeit your appointment, reregister for testing, and pay an additional examination fee.

Waiting areas at the test centers are small. Friends or relatives who accompany you to the test center will not be permitted to wait in the test center or contact you while you are taking the exam.

Testing center staff will follow designated procedures to ensure that operation of the test center meets CPLP® criteria for standardized testing. These procedures include monitoring of exam candidates by staff observation or video/audio monitoring.

To ensure that all candidates earn their results under comparable conditions, a standardized testing environment is maintained. Except where permitted by special accommodation under the Americans with Disabilities Act of 1990, none of the following are permitted in the testing room:
· papers
· books
· food and drink
· calculators
· smoking materials
· you will not be permitted access to the following items:

· purses, wallets, briefcases, backpacks, bags (please keep your identification with you at all times)
· cell phones, pagers, palm pilots, MP3 players

· watches

Section 5:  Exam Copyright

All proprietary rights in the examinations including copyright and trade secret are held by ASTD CI. In order to protect the integrity of the examinations and to ensure the validity of the scores that are reported, you must adhere to strict guidelines regarding proper conduct in handling the copyrighted, proprietary information. Any attempt to reproduce all or part of an examination is strictly prohibited by law. Such attempts include, but are not limited to, removing materials from the examination room; aiding others in reconstructing any portion of an examination by any means; or selling, distributing, receiving, or having unauthorized possession of any portion of an exam. Alleged copyright violations will be investigated and, if warranted, prosecuted to the fullest extent of the law. It should also be noted that examination scores may be invalidated in the event of this type of suspected breach.
Section 6:  Confidentiality and Conduct
You must abide by the following confidentiality and conduct agreement. Failure to abide to the rules of conduct may result in dismissal. The agreement is as follows:
“The contents of this test are copyrighted, proprietary, and confidential. Disclosure or reproduction of any portion of it to any individual or entity for any purpose whatsoever is prohibited. Such activity will result in the invalidation of test scores and may result in civil and/or criminal prosecution.

I can be disqualified from taking or continuing to sit for an examination, or from receiving examination results, or my scores might be canceled if there is substantial reason to believe through proctor observations, statistical analysis, and/or other evidence that my score may not be valid or that I was engaged in collaborative, disruptive, or other unacceptable behavior during the administration of this examination.”
Section 7:  Grounds for Dismissal
Any candidate who does not have proper identification, who uses unauthorized aids, or who does not follow the testing procedures can be dismissed from the test center. ASTD CI may choose to have the test scores of such candidates cancelled.

Candidates who engage in misconduct and do not heed the administrator’s warning to discontinue the behavior may be dismissed from the test center. All of the following behaviors are considered to be misconduct:

· giving or receiving assistance of any kind

· using any unauthorized aids

· attempting to take the examination for someone else

· failing to follow testing regulations or the instructions of the test administrator

· creating a disturbance of any kind

· removing or attempting to remove examination questions and/or responses (in any format) or notes about the examination from the testing room

· tampering with the operation of the computer or attempting to use it for any function other than taking the examination.
Before an exam is canceled for misconduct, the test administrator notifies the candidate, who is given an opportunity to provide additional information. The test administrator then has the following options:
1.
Dismiss the candidate and file a report with ASTD CI describing the action and the reasons for dismissal.

2.
Allow the candidate to continue and file an irregularity report with ASTD CI describing his or her observations.

In either event, ASTD CI will review that candidate’s test record.

Section 8:  Exam Complaints/Comments

If you have complaints or comments about any matter related to the testing program, complete the exit evaluation questionnaire on the computer at the testing center or write to:

ASTD Certification Institute
Attention: Director of Certification
1640 King Street
Box 1443
Alexandria, VA  22313-2043
USA
Your letter must be postmarked within ten days of your test completion date to be accepted. Include your name, address, telephone number, email address, the name and date of the test, the location of the testing center and the name of the Proctor (if  known). 

Exit evaluation questionnaires and letters will be reviewed by ASTD CI, which reserves the right to determine in what manner to address issues, including the right to respond to complaints on a case-by-case basis. Because of item security, ASTD CI will not provide details about a test question itself. 

Section 9:
  Exam Results 

Exam scores and information for interpreting your score are part of the computerized testing process and therefore reported immediately upon completion of the exam. 
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