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INTRODUCTION TO IELTS

The International English Language Tea G Ay 3 {@aGSY oL9[¢{0v |aasSaasSa I (Sai
English. It is delivered in a network over 500 testing locations around the world. The test was first conducted in 1990 and has
since grown to an annual global candidature in excess of 1,400,000.

Recognition

Educational institutions in the United States, Canada, Australia, New Zealand, and the United Kingdom use IELTS to assess the
English proficiency of international students. Over 2,500 undergraduate, graduate, and professional school faculties in the US
accept IELTS for matriculation purposes. The use of IELTS is also approved by:

T the Secretary of the US Department of Health and Human Services.

T the US Citizenship and Immigration and Service (USCIS), to satisfy English language proficiency requirements for non-
native speaker healthcare professionals entering the US as non-immigrants.

9 the Commission on Graduates of Foreign Nursing Schools (CGFNS) for non-native speakers for Visa Screen
requirements. Score minimums have also been published by the National Council of State Boards of Nursing for RN
licensure, and a growing number of State Boards of Nursing have approved IELTS.

i Citizenship and Immigration Canada (CIC), the Australian Department of Immigration and Citizenship, and the New
Zealand Immigration Service, which use the General module of IELTS as the preferred test for immigrants to
demonstrate their English abilities.

1 Professional bodies in other countries, such as the National Medical and Nursing Councils (UK, Australia, and New
Zealand), which use the Academic module of IELTS.

The test is developed, owned and managed by three international Partners: Cambridge ESOL, British Council, and IDP
Education Australia: IELTS Australia. Cambridge ESOL is responsible for test development and production, transmission of test
materials, monitoring of results, and an extensive range of test research. The worldwide network of centers is administered
by the British Council and IELTS Australia. IELTS International manages the IELTS test center network in the US.

Test Structure

Listening
4 sections, 40 items (30 minutes)

<L <L
Academic Writing General Training Writing
2tasks (60 minutes) 2 tasks (60 minutes)
L
Speaking

1:1 oral interview (11-14 minutes)

The IELTS test has four components: Listening, Reading, Writing and Speaking. All test takers must take all components each
time they take the test. Candidates taking either the Academic or General modules take the test at the same time.

The two modules of the IELTS test are Academic and General Training (GT). The Academic module is taken for matriculation
into higher education institutions and certification by professional bodies. The General module is taken by immigration,
secondary education, and vocational training candidates and applicants.
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Test taker results are provided in the form of a paper Test Report Form (TRF). Results are issued to test takers 13 calendar

days after the test. Test takers receive one original TRF and up to five original TRFs are sent to receiving organizations on the
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date. Recognizing organizations can also download test scores electronically. IELTS is not recommended for test takers

younger than 16 years. Test takers may repeat the test at any center worldwide, at any time. The results are regarded as

valid for two years.

TEST ADMINISTRATION

The IELTS Administrator

Each test center appoints an IELTS Administrator who is responsible to IELTS International for the security and delivery of the
test. The Administrator must have very good written and spoken English skills and some familiarity with the international
academic arena is desirable.

The IELTS Administrator has these responsibilities:

 Informing and ensuring compliance of all those involved with IELTS (Examiners, Clerical Markers, Invigilators) with all
FNBlFad O20SNBR Ay GKS ! RYAYA A G NHisatdi\RRdRr, thelPrgfelgiofaBuppp€ S / £ S
Network (PSN) Manual, Cambridge ESOL communication, and any updates from IELTS International, the British Council,
or IDP: IELTS Australia.

1 Appointment, coordination of training and general management of Examiners, Clerical Markers and Invigilators.

9 Security, storage, ordering and return of test materials from / to Cambridge ESOL in the UK.

 Management of test taker inquiries by email, phone and in person; registering test takers and processing online
applications.

Collection of test fee from candidates and monthly fee returns to IELTS International.

Pre-test planning, test day administration, and dealing with any test taker complaints.

I Organizing off-site tests as appropriate and marketing IELTS locally.

The Administrator may delegate these tasks to staff members, but ultimate responsibility rests with the Administrator.
Instructions for managing the test center are detailed A Y G KS LO9[ ¢{ ! RYAYAAGNI 02NERQ al yd

Systems

A web based administration system ¢ known as IWAS (IELTS Web Administration System) - is operated by all US test centers.
This system is used to register test takers online, record test scores, maintain the examiner details, and print Test Report
Forms. Minimum computer specifications are a minimum internet connection of 256KB or above and Internet Explorer v6.1
or above. Centers also need to provide a scanner (for scanning candidate photographs) and a black and white printer (for
printing Test Report Forms and other documentation) connected to the computer that is used to access IWAS. Currently the
IELTS test is taken as a pencil / pen and paper test.

Email is the standard method of contact between IELTS International, Cambridge ESOL, and centers and rapid response times
are expected. A center reports monthly test statistics to IELTS International and centers are invoiced by IELTS International for
candidature of the previous calendar month.

Service Agreement
Each IELTS test center is required to sign a Service Agreement which describes the legal relationship between IELTS
International and the center and establishes the responsibilities of each party.
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TEST DELIVERY

The written components of the test ¢ Listening, Reading and Writing ¢ are conducted consecutively from 09:00am on test

day. There is no break and the session ends around 11:50am. There must be a minimum of one Invigilator for every 25 test
takersinonetestrooml YR Ay FTRRAGAZ2Y 2yS WTFE2FGAy3Q LYG@AIALFG2N G2
perform a candidate ID check and candidate belongings check.

Test rooms are quiet and should have suitable lighting, ventilation, and heating/air conditioning. Each test taker must have a

desk and a chair (oradesk-OK | AN A GK | G € Spohcdidiall diréetiops be¥iBenn thd\tdnterdfeatiitest 2 ¥ &
GF 1 SNRA& thakofitte tehrdsyfestiiaRer. The acoustics and CD playing equipment must enable the playing of the

Listening component recorded on a CD.

The Speaking test is a one-to-one interview between a test taker and an Examiner. Speaking tests are conducted
simultaneously in separate rooms for each Speaking Examiner. All interviews must be digitally recorded. The Speaking test
can be conducted up to 7 days before or 7 days after the other three test components. Interviews are 20 minutes, with a 20
minute break after each 6 interviews held. A Speaking test waiting room is required close to the Speaking test rooms and an
usher must check ID and accompany test takers from the waiting area to the Speaking test rooms. The usher ensures that
those waiting for the interview do not have contact with those just interviewed.

TEST FREQUENCY

An IELTS test center normally offers a minimum of one test session per month. Special arrangements can be made to test less
frequently in areas of less demand. The maximum number of test administrations to be offered in a month is dictated by the

market and the designated size of the center (small, medium, and large), and there are currently no more than four test dates

given in any one month by one center. Centers choose from four fixed test dates per month (3 Saturdays and 1 Thursday).

After an introductory period to establish the market, a center is expected to test a minimum number of test takers annually,

as agreed with IELTS International. The center must be committed to developing as rapid a growth of candidature over time

as possible. The test center application includes consideration and analysis of the potential market. Growth is also possible

by increasing individual test session capacity and/or by adding more test dates>  LJ- NIi A Odzf | N¥ & . § WLIS|I |

Test takers should not have to wait longer than one month to take a test from the date of inquiry at any one center. If
necessary, test centers should arrange additional testing space outside their organization to cater to demand.

Centers are able to conduct off-site testing in a regional location (such as a local university campus). Centers may not conduct
off-site testing in an area where another center is already operating, unless a separate agreement is reached, and all off-site
testing can only be performed on regularly scheduled IELTS test dates with prior approval from IELTS International. Centers
may be asked by IELTS International to offer off-site testing in specific locations based on need.

MARKING OF TEST COMPONENTS
All marking of IELTS test modules must be conducted at the test center under the control of the IELTS Administrator, including
the completion of sign out/in sheets. No test material can be removed from the test center.

Listening and Reading: Clerical Marking

The Listening and Reading modules of the test are marked by Clerical Markers using answer keys provided. These markers
must have a good command of English. Clerical Markers must complete training led by the IELTS Administrator (or the
certified Clerical Marker Trainer), complete a marking standardization exercise, and pass a certification test. Clerical Marker
performance is monitored at every test session.
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Writing and Speaking: Examiner Marking
The Writing and Speaking modules of the IELTS test are marked by trained, certificated IELTS Examiners. The Minimum
Professional Requirements for an examiner are:

9 anundergraduate degree

9 arecognized TEFL/TESOL qualification at certificate or higher level

9 three years full-time TESOL experience

9 demonstrated personal attributes and interpersonal skills.
All applications for Examiners are assessed against these requirements and interviewed by an Examiner Trainer prior to
training. Training is an intensive, four-day program conducted by the Examiner Trainer normally held over two consecutive
weekends (two days for Writing training and certification and two days for Speaking training and certification). IELTS
International will allocate an Examiner Trainer to the center, and the Administrator makes all training arrangements directly
with the Examiner Trainer.

After training, Examiner trainees must successfully pass Writing and Speaking certification. All Examiners must standardize
and re-certificate every two years in order to continue as an Examiner and are monitored by the Examiner Trainer a minimum
of once a year. In order to maintain status, Examiners must test at least once every three months. Examiners are not
permitted to examine test takers known to them.

New centers are required to establish their own pool of Examiners. Examiners need not be existing members of staff and
centers are encouraged to develop a pool of Examiners from a range of local institutions. It is important for a college-based
testing department to liaise successfully with their ESL department in order to generate suitable applicants. A minimum of 5
Examiners at any one center is required to begin IELTS testing.

Re-marking
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taken. The application must be submitted within six weeks of the test date. All EORs for US test takers are processed by IELTS

Senior Examiners at the British Council London. Test takers receive a full refund from the center if any of their band scores
improve as a result of the re-mark, as well as an updated TRF. If the score remains the same, the test taker receives no

refund.

TEST SECURITY

Test security is a key requirement of any institution seeking approval as a test center. The development of a test version
takes two years from initial commissioning to final release. It is vital that all test materials be held securely. Any security
breach may result in the suspension or closure of a test center.

All live test material and other secure material must be kept under double-tiered locking: in a locked, secure container (such
as a safe or filing cabinet) in another locked, secured location (such as a storage closet or an office). Lockable metal filing
cabinets are suitable, and the additional use of locking bars and/or padlocks is recommended. The Administrator is
responsible for monitoring all access to and return of test materials, including the completion of sign out/in sheets. Centers
are required to keep stock control documents up-to-date.

All staff involved with IELTS is required to sign a comprehensive Code of Practice and Confidentiality Undertaking.
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Auditing
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International. The full audit process normally takes 1 % days and looks at all areas of the test center operation and delivery.

The audit process is viewed as supportive, although it may be necessary to establish an action plan to remedy any issues that

are seen as not acceptable. Some centers may be subject to further audit sooner that the two year period. Centers are also

asked to perform an annual self-audit which is submitted to IELTS International.

MARKETING AND PROMOTION

Test centers are expected to promote their testing services within their institution, city and regional community. Examples of
some past successful marketing efforts have been:

- direct (e-)mailings to educational and other institutions in the area (universities, community colleges, private colleges high
schools, consulates, medical staffing agencies and immigration bodies)

- making presentations at local conferences, such as NAFSA and TESOL regional conferences.

All centers are requested to provide a brief annual marketing plan to IELTS International for the up-coming year.
IELTS centers are provided with promotional materials (IELTS handbooks, leaflets and posters) at no charge. The details of all

centers, including test dates, are on the www.ielts.org and www.ieltsusa.org websites. All centers are required to use official
IELTS branding in any publications produced in house and a Brand Builder toolkit is provided via intranet to assist.

Official Practice Materials and IELTS Scores Explained DVD

Official Practice Materials and the IELTS Scores Explained DVD are available at a discounted price from Cambridge ESOL. US
recommended retail prices are $35 Official Practice Materials and $45 IELTS Scores Explained. Test centers are required to
stock both items for sale to test takers and test users.

FINANCES

Test fee

The IELTS test fee is set annually by the IELTS Partners for eachcountry. ¢ KS §(S&a8G FSS Aa RAGARSR A
F S S Q tbcal feé iKr&ained at source by the center. The central fee is invoiced monthly by IELTS International. The center
determines the form of payment they will accept from test takers 6 OF & KX LISNE2Y Il f OKSO1X Y2y St
card, onlinepayment). ¢ KS f 20Ff FSS aK2dA# R O020SNJIff 2F (KS OSyidSND

The US current (2010) breakdown is: Test fee $185, of which Local fee $105 and Central fee $80.

Staff payments

All payments to staff (Examiners, Clerical Markers and Invigilators) are made locally by the test center from the local fee.
There are no nationally set rates for the payment of Examiners, Clerical Markers or Invigilators and it is necessary for the
center to determine the local market rates. Generally accepted current national rates are:

- Examiners: $15 per Speaking interview conducted, and $15 per Writing script marked

- Clerical Markers: $5 per Listening/Reading answer sheet marked, and $2.50 per Listening/Reading answer sheet double-marked
- Invigilators: an hourly rate, around $12 - $15

Initial set-up costs
Initial set-up costs largely comprise of training costs. The Administrator, Clerical Markers and Invigilators are trained over one
and a half days by IELTS International staff at no cost to the center.


http://www.ielts.org/
http://www.ieltsusa.org/
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Examiners are trained by the Examiner Trainer. Examiner training for the Speaking and Writing takes two days each module
and estimated total costs for these four days of training are a maximum of $3,500 (including fees, travel costs,
accommodation and expenses). This estimate is based on current (2010) Examiner Trainer rates which are subject to change.

Benefit from the new center incentive of free new Examiner training
(an equivalent value of $3,500) if your IELTS test center begins testing during 2010!
IELTS International will cover the full cost of new Examiner training.

The Examiner Trainer monitors all work completed by Examiners in their first test administration and this work is currently
charged at a maximum of $65 hour. Additionally all test centers are charged a nominal sum (currently around $300-400)
every two years to cover the costof US9 E | YA Y S NdtahidbldlizAtign@idBeg2rtification.

Centers may decide to buy a computer to operate the web based administration system, and will need to have a scanner and
printer available. Digital recorders are needed to administer the Speaking tests ¢ one per Examiner. Centers should modestly

invest in an initial local marketing campaign to establish their name as the local IELTS test center.

Example breakdown of costs associated with one candidate

Test fee collected $185.00
Central fee -S 80.00
Speaking examiner fee -$ 15.00
Writing examiner fee -$ 15.00
Clerical Marker fee -$ 5.00
Estimated 10% double-marking requirement -$ 3.50
Administrative (proportion of costs of Administrator and Invigilators) -$ 20.00
Materials (proportion of costs of recording equipment, stationery, postage, etc) -S$  5.00
Gross profit per candidate $ 41.50

The figures above are to be seen as an example only. Actual costs can vary depending on the individual set up at any one center.
Figures are based on the current (2010) test fee and central fee rates and these can be subject to change. Note also that there are no
costs included above for:

- Expected marketing initiatives.

- Work completed by the Examiner Trainer which at minimum is monitoring once a year for each examiner (approximate cost
per examiner $200 based on current rates) and Speaking and Writing standardisation sessions held once every two years
(approximate cost $500 per session based on current rates). Monitoring may be needed as frequently as every 3 months
depending on Examiner performance.

- ¢KS ! RYAYA&lUNI approkin@elyavBrpydary. Behtrekak tesponsible for covering the travel costs only.
Meeting and accommodation costs are covered by IELTS International. Attendance at the meeting is mandatory for the
center Administrator or an approved substitute.
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FREQUENTLY ASKED QUESTIONS ~
TEST CENTER APPLICATION AND OPERATION

1 What are the benefits of becoming an IELTS test center?
- Associate your organization with the authentic, global and customer-focused test of English language proficiency
- Benefit from unique professional development opportunities for your ESL teaching staff to become Examiners
- Provide a valuable service for your own students, other educational departments in your organization and residents of
the local community by integrating IELTS into the curriculum
- Develop a healthy new income stream: centers retain 57% of candidate test fee
- Embrace a range of wrap around products including preparation material and preparation courses
- Open new markets and attract new students

2 What is involved in the application process?
0 An expression of interest submitted through an online questionnaire (at
www.ieltsusa.org/center-questionnaire/index.html)
0 Submission of the full application:
- Application form
- Web Requirements Guide
- Business Case Questionnaire
The estimated documentation completion time is 2 hours
o0 Site visit
o0 Signing of the Service Agreement
0 Administrative and Examiner training on-site

3 How long is the test center application process?
The estimated minimum time between submission of the expression of interest and the first test day is 3 Y2 months.
Variable factors are the speed at which application material and the Service Agreement are processed and returned by the
test center, and the process of Examiner recruitment and training.
An ideal timeline is:
Week 1 ¢ expression of interest submitted. Full application material sent to test center
Week 2 ¢ full application material completed and returned to IELTS International
Week 3¢ review and approval of full application, Service Agreement sent to test center, and site visit arranged
Week 5 ¢ site visit and site approval
Week 6 ¢ Service Agreement to be returned. Center begins to advertise new Examiner training
Week 9 ¢ On-site administrative training - IELTS Administrator, Clerical Markers, Invigilators
Week 10 - Closing date for new Examiner applications. New test center details go live on www.ielts.org and
ieltsregistration.org
Week 11 -  All test administration material received from Cambridge ESOL
Week 12 - New Examiner training on-site. 4 full days, normally held over two consecutive weekends
Week 14 -  First test date

4  What support is provided during the initial set-up process? Does IELTS provide training?
M oy RFe@aQ I RYAY A&l Nsite hy@ESS Iriteihhtibng Ataff B tha IELTS AdviigiratdR, Sidical? v
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Trainer, at no cost to those centers that begin testing during 2010. IELTS does not train Examiners directly, and all
arrangements are made between the center and the Examiner Trainer, who is an independent contractor.
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test are in order. A full report with guidance notes will be provided on the first test date.
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What support is provided once we become an IELTS test center?
California-based IELTS International staff is available 9am ¢ 5.30pm Monday through Friday at 1-323-255 2771.:

0 Richard Halstead, Regional Manager US Test Center Network - rhalstead@ieltsielts.org

o Sofia lanovskaia, Assistant Regional Manager - sianovskaia@ieltsintl.org

0 Amy Carter, Marketing Manager - acarter@ieltsinlt.org
¢KS ! RYAYA&(NI (2 NBbtepgliddndelfoi runhitgBhéetdstR e ceriteti Asirhihistrators will be added
to an e-discussion forum which provides opportunities to learn and share best practices. Occasional webinar training is
provided on new systems or as a refresher.
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policy or changes to test administration. Travel costsarethS OSy G0 SNRa NHlalLl2yaAoAfAlue Iy
representative. Accommodation and meal costs for this meeting are covered by IELTS International.
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What is the minimum staffing requirement to support a new center? Do we need to recruit new staff?

A center must designate one person as the [ELTS Administrator, who deals with the management of the test process and
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depending on center size.

Sufficient administrative staff time needs to be allocated to the processing of candidate registrations; dealing with

inquiries by email, phone, and face to face; entering test scores; issuing of results; stock control; marketing. The estimated
LINEPOSadaAy3d GAYS F2NJ RSIFHEAY3I 6AGK -RofminuteS StaNpSfgrmiidg theseF 2y S
administrative duties does not have to be the same as the designated IELTS Administrator. It can be advisable to allocate
separate desk and computer for completion of these duties.

The center will need to recruit Examiners, Clerical Markers and Invigilators, who may come from existing staff if the
minimum professional requirements are met. The Administrator should also be trained as a Clerical Marker.

What is the expected staffing cost?

It is up to the center to decide staffing fees. Generally accepted current national rates in the US test center network are:
- Examiners: $15 per Speaking interview conducted, and $15 per Writing script marked

- Clerical Markers: $5 per Listening/Reading answer sheet marked, and $2.50 per Listening/Reading answer sheet double-
marked

- Invigilators: an hourly rate, around $12 - $15

Some centers choose to combine roles and payments - for example, the Administrator may also be responsible for
completing a percentage of Clerical Marking. Centers are also responsible for covering the cost of on-going Examiner
monitoring and recertification.

Can | see a more detailed breakdown of costing for an IELTS test?
Please contact Richard Halstead (rhalstread@ieltsintl.org), Regional Manager US Test Center Network, who will be happy
to provide you with a clear one page summary detailing all costs, anticipated income and gross profit from a test session.

Is there additional support provided for test delivered on Saturdays?
CKS ' RYAYAAUNI 02NBRQ al ydzZ f RS indliketest delnavyP & genzNeRuidayTest by | €
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test day must be reported to IELTS International the next business day.

Can centers choose when and where to hold a test?
All tests take place either on a Thursday or a Saturday and test centers must choose from a published list of fixed [ELTS
global test dates. Saturday testing is the norm, and test centers must be prepared to deliver tests on Saturdays. The


mailto:rhalstead@ieltsielts.org
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Speaking component can be held up to 7 days before and 7 days after the other components, which are always held on a
fixed test date.

Test centers normally hold tests in classroom- or auditorium-type space(s) within their organization, although it may
sometimes be necessary to use or hire other spaces - such as halls or conference rooms - depending on demand. Centers
may also be required to hold off-sites tests in locations outside their city. In all cases, spaces must meet the requirements
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Is there a quality monitoring process?

The test center audit process monitors all aspects of the [ELTS test and its delivery at test center level. Scheduled audits
are carried out once every three years by IELTS International staff and centers should also complete an internal self-audit
annually. Spot audits can be carried out by IELTS International at any time without prior notification given to the test
center.

Examiners undergo constant monitoring of their performance, managed by the Administrator in conjunction with the
Examiner Trainer allocated to the center. All Examiners are monitored at least annually, and more frequently depending
on performance. The Administrator can request additional monitoring of an Examiner if there is a specific concern. Full
procedures for the recruitment, training, monitoring and recertification of Examiners are detailed in the Professional
Support Network (PSN) Manual.

A percentage of Clerical Markers marking is monitored each test session by another Clerical Marker or by the Clerical
Marker Trainer in center before the release of test results, and full procedures are detailed in the Clerical Marking

Standardisationa I y dzI f ® L9[¢{ LYGSNYlFrGA2YIlf LISNF2N¥Xa | RRAGAZ2YVI

Is there a computer-based version of IELTS?

The IELTS Test Partners are currently developing a computer based IELTS test version to complement the paper based test.
When the computer based test is launched, paper based delivery will continue, offering two methods of delivery to
potential test takers.

What do | do now?
Complete the online questionnaire (at www.ieltsusa.org/center-guestionnaire/index.html) and we will contact you with
full test center application material.

Who do | contact with other questions?
Please call 1-323 255 2771 or email Richard Halstead, Regional Manager, US Test Center Network, rhalstead@ieltsintl.org.

IELTS International

825 Colorado Boulevard, Suite 112
Los Angeles, CA 90041

Tel: 1-323-255 2771
ielts@ieltsintl.org

www.ielts.org
www.ieltsusa.org
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