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APPLICATION FOR TEST CENTRE ACCREDITATION

The applicant must answer every question in each section.

If there is insufficient space, please attach separate sheets containing the relevant information.

NOTE:  Please ensure all information provided on this application form is current and accurate.  The deliberate supply of incorrect information may warrant the immediate suspension of any ICDL test centre accreditation subsequently granted to your organisation.

	SECTION 1:  GENERAL DETAILS


Name of applicant organisation
A.B.N 

	
	


Address for correspondence

	


Telephone 
Fax
Email
Website 
	
	
	
	


Contact Name
Position

	
	


Type of organisation (please tick one box only):

	Private Training Organisation
□

	Tech./Further Education College
□


	Private/Public Company
□

	Public School
□


	Government Agency
□

	Private School
□


	University
□

	Other (please specify in below box)
□


	Other (specify):


	


	SECTION 1:  GENERAL DETAILS (Continued)


If you are a Registered Training Organisation (RTO), please supply us with your RTO number
	


Name and address of Holding Company (insert N/A if not applicable)

	


Name and address of Principal(s) of applicant organisation (insert N/A if not applicable)

	


Name and address of institution/department‘s chief executive officer(s) (insert N/A if not applicable)

	


How long has the organisation been in operation?  (Insert date of incorporation or equivalent)
	


What was the last reported turnover (or equivalent) of the organisation?
Year

	
	


	SECTION 2:  TEST CENTRE DETAILS


How many locations will provide ICDL testing?  (NB:  Each location must be accredited as a Test Centre)
	


Address of each location where ICDL testing will be carried out.   (If insufficient space, please
attach separate sheet.)

	

	

	

	

	

	


Does the Test Centre(s) have a dedicated exam room?
Yes
□
 
No
□
If NO, where would testing be carried out?

	


Does the Test Centre have disabled access?
Yes
□

No
□
If YES, briefly describe the nature of disabled access.

	


Does the Test Centre(s) have a secure, locked facility for storing ICDL exam material?
Yes
□
 
No
□
	SECTION 2:  TESTING CENTRE DETAILS (Continued)


Indicate the number of personal computers available for testing:


	


Indicate the type of hardware the Test Centre will use to administer all ICDL module exams:

	


Indicate the type and version of software the Test Centre will use to administer all ICDL module exams:

	Module Description
	Software
	Version

	Module 2:  Computer Use & File Management
	
(MS Windows 98 or higher)
	

	Module 3:  Word Processing


	
(MS Word 97 or higher)
	

	Module 4:  Spreadsheets


	
(MS Excel 97 or higher)
	

	Module 5:  Databases


	
(MS Access 97 or higher)
	

	Module 6:  Presentations


	
(MS PowerPoint 97 or higher)
	

	Module 7: Information & Communication
	(MS Internet Explorer 5.5/Netscape 5 or higher for Internet & MS Outlook 98/Outlook Express/Lotus Notes 4/GroupWise 5 or higher for email)
	


What is the Test Centre’s hardware and software upgrade review and implementation cycle?

	

	


Indicate the type of access available to the Test Centre to examine Module 7, “Information & Communication?” 

(Tick all that apply)
Internet access
□
Email – Corporate
□
Intranet access
□
Email – Internet
□
Corporate network
□

	SECTION 3:  EXAMINING STAFF DETAILS


How many staff will be accredited to administer ICDL exams?   ______________________________

The following questions apply to each staff member at the Test Centre that will be responsible for
administering the ICDL exams:  (If insufficient space, please attach details on a separate sheet)
	Name of staff member:


	

	Test Centre location/s where this person will carry out ICDL Testing
	

	Has the staff member previously administered a computer test(s)?


	No
□
Yes
□
If YES, name of test(s): ___________________________________________

___________________________________________
___________________________________________
When did the staff member first administer a computer test?

____________(Month)__________(Year)

When did the staff member last administer a computer test?

____________(Month)__________(Year)


	Please list the computer certifications, qualifications or computer-related experience held by the staff member?


	

	
	

	
	


	Please list any other educational qualifications held by the staff member:


	

	
	

	
	


Is proposed tester committed to attaining their ICDL?

Yes
□
No
□
	SECTION 3:  EXAMINING STAFF DETAILS (Continued)


	Name of staff member:


	

	Test Centre location/s where this person will carry out ICDL Testing
	

	Has the staff member previously administered a computer test(s)?


	No
□
Yes
□
If YES, name of test(s): ___________________________________________

___________________________________________
___________________________________________
When did the staff member first administer a computer test?

____________(Month)__________(Year)

When did the staff member last administer a computer test?

____________(Month)__________(Year)


	Please list the computer certifications, qualifications or other computer-related experience held by the staff member?


	

	
	

	
	

	Please list any other educational qualifications held by the staff member:


	

	
	


Is proposed tester committed to attaining their ICDL?

Yes
□
No
□
	SECTION 4:  OTHER


Will you offer the ICDL module exams to people that have not been trained at your Test Centre?

Yes
□
No
□
Have you received accreditation from another organisation(s)?

Yes
□
No
□
If YES, indicate accreditation/accrediting organisation:

	


How many ICDL Skills Cards do you estimate the Test Centre will purchase in the first year? 

	(approx.)


Please indicate who would be the best contact for account/s queries and their direct phone number? 

NAME:________________________________________________PHONE:__________________
Please forward your completed application form to:
ICDL Accreditation Officer

 ICDL Australia
C/o Thirdforce Asia Pacific Pty Ltd 

Level 1, 1 Queens Road

Melbourne

VIC 3004
Alternatively, the completed form may be sent by email to info@icdl.com.au . Please put F.A.O ICDL ACCREDITATION OFFICER in the subject heading.
	NOTES FOR APPLICANTS


The application, accreditation and auditing process is designed to protect the integrity of ICDL Australia for the individual, the applicant organisation and the ICDL Australia Licensee (Thirdforce Asia Pacific Pty Ltd).  It aims to ensure that all accredited Test Centres comply with quality assurance standards, in particular conformance with the content and testing requirements of the ICDL program.  ICDL Australia must be synonymous with excellence in all aspects of its delivery.

Purpose of the Information Supplied by the Applicant

Section 1 requests contact details, information on the nature of the organisation and financial details of the applicant.  The financial information is required to ensure that the applicant organisation is solvent and can meet its financial obligations to ICDL Australia as specified under the Agreement [See Guide to Schedule of Fees].  This information is confidential, will not be reproduced in any form or made available to any other party.  The financial information provided must be an Annual Report, independently audited financial statements or the organisations most recently lodged tax return.

Section 2 includes requests for details relating to the physical facilities available at the Test Centre.  This is to ascertain the currency of the Test Centre’s technology, ensure that the Test Centre is committed to maintaining this standard and that it can provide security for testing material.

Section 3 requests details relating to the staff that will be responsible for testing ICDL candidates.  The quality of the staff supervising ICDL tests is a key accreditation criterion.  Testing staff will be required to commit to acquiring their own ICDL.

Section 4 requests other information, including an indication of the applicant’s willingness to offer testing to people who have not been trained by the applicant, prior accreditation and estimated Skills Cards purchase.  Please note that the Skills Card purchase estimate does not constitute an agreement to purchase.

Some information that is requested from the applicant will be included on the ICDL Australia database and web site for individuals or organisations seeking a Test Centre to acquire an ICDL.  The following information will be made available to inquiring groups:

· Test Centre contact details

· Disabled access

· Description of hardware/software facilities available

· Whether people may be tested that have not been trained by the Test Centre organisation

Assistance with Completing the Application Form
Should you require assistance with completing the application form or have any queries, please contact info@icdl.com.au or the ICDL Office on 1300 308 826. 
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