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Important Links

List of universities, employers,
and national education
authorities by country where
International Certificateis
validated

Whereisitaccepted?|Pearson

Information about International
Certificate - Young Learners

International Certificate Young Learners | Pearson qualifications

Policies for centres, learners and
employees

https://qualifications.pearson.com/en/support/support-
topics/understanding-our-qualifications/policies-for-centres-
learners-and-employees.html

International Certificate test
dates

Test dates | Pearson qualifications

Requestaccess to Edexcel
Online (EOL)

https://qualifications.pearson.com/en/support/Services/edexc
el-online.html

Pearson Portal

https://iam.pearson.com/

Edexcelloginpage

https://www.edexcelonline.com/Account/Login.aspx

Edexcel step-by-step video
guides

https://qualifications.pearson.com/en/support/support-for-
you/exam-officers-administrators/centre-
administration/video-guides.html

International Certificate
Guidance page

Pearson English International Certificate: Administration

Interlocutor/Assessor Application

form

Interlocutor/Assessor Application Form | Pearson qualifications
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Secure File Transfer Guide

SFT Limited Sender instructions

Learner Work Transfer (LWT)
Tutorials

Learner Work Transfer (LWT) (pearson.com)

Special Consideration Request
Form

Resources | Pearson qualifications

Special consideration guide for
International Certificate

Pearson English International Certificate-Special Consideration

Guide V.1.1.pdf

JCQ Access Arrangements,
Reasonable Adjustments and
Special Consideration

Regulations and Guidance - JCQ Joint Council for Qualifications

Suspected Malpractice Policy
and Procedures

Exams: Malpractice (pearson.com)

JCQFormMi Re"?ort of Malpractice - JCQ Joint Council for Qualifications
suspected candidate

malpractice

JCQ form M2 Notification of

suspected Malpractice - JCQ Joint Council for Qualifications

malpractice/maladministration
involving centre staff

JCQ Exam Room Posters: No
mobile phones poster

Unauthorised-Items-poster.pdf (jcg.org.uk)

JCQ Exam Room Posters:
Warning to candidates

Warning-to-Candidates-202021.pdf (jcg.org.uk)

Post Results Services

Post-results service | Pearson qualifications

JCQ Access Arrangements

Access Arrangements, Reasonable Adjustments and Special
Consideration - JCQ Joint Council for Qualifications

Incident Log

https://www.jcg.org.uk/exams-office/ice---instructions- for-
conducting-examinations/exam-room-incident-log

TestInspectionLanding page

International Certificate | Pearson qualifications

Useful links section International Certificate | Pearson

Test Inspection Notification Form  qualifications
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Introduction to Pearson English
International Certificate

The Pearson Test of English General International Certificate/ Pearson English
International Certificate is anassessment solution for sixlevels of proficiency (A1,1,2, 3,4
and 5), whichis designed to assess and accredit general English language ability. The six
levels of the test are provided by Pearson Edexcel Limited, the largest UK awarding body
foracademic and vocational qualifications. Pearson Edexcel Limitedis the official
awarding body for International Certificate General.

Alllevels of International Certificate are recognised globally and are accepted by
universities, employers, and national education authoritiesinmany countries as evidence
of arequired standard of English.

Click here to see the complete list

In England, the tests areregulated by Ofqualunder the title Pearson Edexcel Certificate in
ESOL International.

Pearsonreserves theright to modify the content and structure of the test fromtime to
time with prior notice to test centres.

Who takes International Certificate?

International Certificate isintended for candidates who are speakers of otherlanguages
(ESOL), inotherwords, not native English speakers. The testitems do not require any
previous work experience, specialised knowledge, orvocabulary beyond what people
may need in their social, academic, or professional life.

Children betweenthe ages of 8 and 13 may preferto take the Pearson English
International Certificate for Young Learners. Get more here: International Certificate
Young Learners | Pearson qualifications

What Skills are tested?

International Certificate assesses the four skills: listening, reading, speaking, and writing,
andis organisedin two sections: spoken and written. The written test and spoken test
are given during separate testing periods.

Please note that both parts need to be attempted to achieve a passing grade.
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Candidates are asked to successfully complete real-life tasks, such as writing messages,
understanding talks and presentations, understanding newspaper articles, or
participating in conversations.

The skills are tested at the sixlevels, which are mapped to the Common European
Framework of Reference for Languages (CEF), ATto C2.

Test Structure

The International Certificate Test consists of awritten and spokencomponent. The
written part has nine sections at all levels and assesses listening, reading, and writing.

Written Test (all levels)

Section Text

1 Listening
2 Listening & Writing
3 Listening

4-7 Reading

8-9 Writing

The spokenpart consists of 2 sectionsforlevels Aland1,and 3sections forlevels 2-5.

Spokentest (Al-1)

Section Skills

10 N/AforAl-1
11 Speaking / Describe Picture
12 Speaking /Role Play
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Spoken test (2-5)

10 Speaking/Discussion
1 Speaking /Describe Picture
12 Speaking/Role Play

Scoring

The maximum number of points that can be earned in the written sectionis 75, and 25 in
the spoken section. The table below shows the sections, the skills tested, and the
maximum number of points that canbe achieved foreach part of the written section.

Section Skills Points
1 Listening 10
2 Listeningand 10 (5 listening,
writing 5 writing)
3 Listening 10
4 Reading 5
5 Reading 5
6 Reading 8
7 Reading 7
8 Writing 10
9 Writing 10
Total 75

The table below shows the sections, the skills tests and the maximum number of points
thatcanbe achievedforthe spokencomponent of the testatlevels Aland1,andlevels
2-5.Please note that Levels Aland 1do notinclude Section10.
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Levels Al-1

Section Skills Section
1 Speaking/ Describe a 25total
Picture distributed
across?
12 Speaking/Role Play sections
Total 25
Levels2-5
Section Skills Points
10 Speaking/Discussion
25total
1 Speaking/Descript distributed across
Picture 3 sections.
12 Speaking/Role Play
Total 25

Test Administration

Registering test takers

Entries must be made online via the Edexcel Online (EOL) system. If your centre does not
have access to Edexcel Online, please request access following the steps described on
the “Setting Up an Account” page. Inorderto access Edexcel Online, you should access the
Pearson Portal. When logging in, you should have set up your multifactor authentication
(MFA) on a mobile device. If your centre is having issues with access Edexcel Online or with
the MFA then please contact the customer service team to support on
pgs.internationaleo@pearson.com.
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You must make sure that registrations are submitted by 17:00 UK time on the deadline
datelisted in the test timetable. Please ensure that you make allowances for time
differences.

Entriesreceivedafter17:00 canonly be acceptedwith alate fee surcharge.

Eachtestcentre mustcomplete the test notificationform (foundin the useful links section
of this website International Certificate | Pearson qualifications) after registering their
candidatesfor any of the established dates.

Pearsonmust beinformed if any member of the school’s staff, e.g., a superintendent,
head of centre, or member of staff, is closely related to any of the candidates. This must
be done at the time when entries are submitted by emailing Pearson at
conflictofinterests@pearson.com.

Click here formore information about conflicts of interest and other policies for PEIC.

The head of centre must manage conflicts of Interest for staff by informing the awarding
bodies before the published deadline for entries of:

e Anymembers of centre staff who are taking qualifications at their own centre, which
include internally assessed components/units. Please rememberto complete the
test notificationform.

e Anymembers of centre staff who are teaching and preparing members of their
family (whichincludes stepfamily, foster family and similar close relationships) or
close friends/immediate family (e.g., son/daughter) for qualifications which include
internally assessed components/units; and maintain clearrecords of allinstances
where:

o Exams office staff have members of their family (whichincludes
stepfamily, foster family and similar close relationships) or close
friends and theirimmediate family (e.g., son/daughter) being
entered forexaminations and assessments either at the centre
itself orother centres.

o Centre staff are taking qualifications at their centre, which do not
include internally assessed components/units.
o Centre staff are taking qualifications at other centres.
The head of centre must ensure that the records include details of the measures takento
mitigate any potential risk to the integrity of the qualifications affected, including a notice
to test takers of appropriate preparation for the test and proper behaviour during the
exam, as specifiedinthe Candidate Expectation document.

Therecords may be inspected by a Test inspectorand/or awarding body staff. They
might be requestedinthe event of concerns beingreportedto anawardingbody. The
records must be retained until the deadline for reviews of marking has passed or until any
appeal, malpractice or otherresults enquiry has been completed, whicheveris later.
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Please ensure that all candidates’ dates of birth are listed in the UK format (dd/mm/yyyy).
Please also leave out diacritical marks, forexample: i, &, 4, t, 6, from candidates’ names.
Ifincluded, they will appear as blank spaces onresults documents and certificates. In
case candidates need diacritical marks, please referto the diacritical certificate process
in this document.

Centres may accept late entrants on the day of the test if there are any test materials left
afterthey have beendistributedtothe already registered candidates. However,
requests forextratest materials to cover potential late entrants will be declined. Centres
arereminded that any late entrants are subject to late fees.

Formore information on Edexcel Online, including how to register candidates and
perform other functions, see the section on Edexcelinthisdocument. Click here to
watch step-by-stepvideo guides on Edexcel Online.

Test Timetable

Test sessions are scheduled severaltimesperyear. The dates are published here: Test
dates| Pearson qualifications

Please pay attentionto the levels on offerat each session.

IfyouarelookingforYoungLearnerdetails, thenplease visit the Young Learners website.

Registration Documents

Candidate “Statements of Entry”

Approximately two weeks after the entry deadline, you will be sent “Statements of Entry”
forthe candidatesyouhaveregistered. Uponreceipt, please check the “Statements of
Entry” documentation to ensure that the candidate details are correct. If you do not wish
toreceive hard copies, you can suppress the mailing via Edexcel Online (EOL), under
candidates, entry report delivery options.

You can also view your entries on EOL and download digital statements of entries should
you wish.

Amendments and withdrawals

If details forany of the candidates you have registered are not correct, you can amend
thatinformation via Edexcel Online (EOL). Click here tolearn how.
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For questions about candidate amendments or withdrawals, please contact Pearson
customerservice at pgs.internationaleo@pearson.com.

Please note: Youwillreceive arefund of the test fee forany candidates who
withdraw up to two calendar weeks before the written test date. If astudent
withdraws less than 14 days prior to the scheduled test, test fees willnot be
refunded.

Payment

Pearsonwillinvoice the amountindicatedinthe “NTF” (Net Test Fee) column of the “Test
Centre Service Agreement”. The invoice should be paid by electronic bank transfer. All
accredited banks can provide this service. It is essential that youinclude your centre
number, centre name, and invoice reference numberwiththe transfer. This will prevent
your payment from being mixed up with payments from other centres.

Invoices should be in British Pounds Sterling (GBP); however, in some regions these can
be presentedinlocal currency. Please confirm your region’s billing arrangements with
your local Pearsonrepresentative.

Access Arrangements & Reasonable Adjustments

Access arrangements andreasonable adjustments canbe made forpeople with
disabilities that would otherwise putthem at adisadvantage intakinganassessment. The
reasonable adjustment willdepend on a number of factors including the needs of the
candidates. An adjustment may not be considered reasonable if it involves unreasonable
costs, time frames, or affects the security orintegrity of the assessment.

Centres shouldreferto, and familiar with, the JCQ Access Arrangements, Reasonable
Adjustments and Special Consideration regulations and guidance. Centres must have
appropriate arrangementsin place to ensure that test takers’ needs are appropriately
assessed at the beginning of the course of study and arrangements are putinplace. All
access arrangements andreasonable adjustments must be supported with evidence of
need and appropriate documentation retained.

Appropriate supporting or medical evidence identifying physical or psychological
impairment must be provided with access arrangement requests. These documents should
benomorethantwo yearsold. Pearsonreserves theright to deny adjustments to the exam if
itinterfereswith assessment objectives.
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Access arrangements that do not require Pearson approval

Some access arrangements can be offered to candidates without prior consultation
with Pearson, including the following list. Evidence of need in the normal working
arrangements of the candidate should be considered.

e Lessthan25% extratime

e Supervisedrest breaks may be considered as an alternative or an addition to extra
time. The supervisedrest breakis notincluded in any extra time allowance.

o Centres may permit a candidate to take the test under separate invigilation if there
is a pressing need to do so. Forexample, if the candidate is sensitive to noise or
light.

e Centres may permit certain devices which are normally used by the candidate and
that do not have any bearing on the test. This might include coloured overlays or low
vision aides. This does not include reading pens, whichread to the candidate and
define the word, electronic translators, any other computer software, orother
electronic devices for which permission has not been granted.

e Centresmust consult Pearsonif they are unsure about a candidate’srequested use
of technology during a test.

Prompters

e Apromptermaybe permittedif a candidate haslittle orno sense of time oris
affected by an obsessive-compulsive disorder which may lead him/her to keep
revising a question rather than moving on to other questions.

o« Apromptermustnotspeakto the candidate, give factual help or offer suggestions,
orcommunicate in any other way other than to remind the candidate to move on to
the next question by tapping on the desk or his/herarm.

o Thecandidates’ subjectteachers mustnotactasprompters. Onnoaccount may a
relative, friend, or peer of the candidate be used as aprompter.

Access arrangements to be approved by Pearson

The access arrangements listed below must be approved by Pearson before they can be
implemented at the centre. Evidence of need must be supplied. Requests for Access
Arrangements and Reasonable Adjustments need to be submitted using the Pearson
AccessArrangements Online systemvia the Person Portal. Pearson may not automatically
agree to all access arrangements requested, particularly if they conflict with test criteria.
Insuch cases, Pearson will suggest alternative arrangements if appropriate.

Furtherinformation onhow the centre canapplyforthe following arrangementswillbe
provided by Pearson. Centres may request:
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Modified Papers

Question papers with modifications can be produced when applications are made by the
deadline. These papers are not produced automatically. Modified papers must be
requested 8 weeksin advance of the written examvia an email to:
additional_requirements@pearson.com.

Theserequests needto be submitted at the start of the entry window for each series, and
evidence of the entry will also be requested once the process has started.

Some examples of modified papersthat canbe producedinclude:

o 18ptBold Fonton A4 paper

e 24ptBoldFonton A4 paper
e 24ptBoldFontonA3paper
e 36ptBoldFontonA3paper

Please note: Evidence of need and normal way of working will need to be provided to ensure a
modified paperis a reasonable accommodation.

Readers

e Areaderisaresponsible adult who reads the instructions of the question paperand
the questions to the candidate. This may involve reading the whole paperto the
candidate orthe candidate may request only some words to be read.

e Areaderisnot permitted during the reading section of the paper. A test takerthat
would normally be eligible for areader may apply for extra time allowance for the
reading section.

Please note: The same person may act as reader, scribe, and practical assistant as long as permission has
been given for allthree arrangements. The head of centre/examinations officer should ensure that readers,
scribes, and practical assistants are responsible adults, familiar with the subject matter being tested, and
have worked with the candidate before the test. Arelative, friend, or peer of the candidate may notactasa
reader, scribe, or practical assistant.

Scribes

e Ascribeisaresponsible adult who writes, ortypes “dictated” answers to the
questions. If atest taker dictates answers and they are recorded, the centre must
produce a transcript of the recording.

e Acopyofthe “Scribe Cover Sheet” must be completed and securely attached to
the front of the candidates test paper. No other documentation should be
attached.
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e International Certificate is an examination that assesses the quality of written
communication as well as spelling, punctuation, and grammar. Marks can only be
awarded if the candidate can demonstrate that he/she has carried out the skills
being assessed.

(This also applies where a candidate uses a scribe due to a temporary injury at the time of the examination).
Details about how the candidate demonstrated knowledge of spelling, punctuation and grammar must be
recorded and provided using the Scribe Cover Sheet.

Practical assistance

e Apractical assistantis aresponsible adult who carries out practical tasks, such as
turning a page inthe answer booklet or holding aruler, at the request of a
candidate with a physical disability or poor motor coordination.

e Acopyofthe “Practical Assistant Cover Sheet” mustbe completed and securely
attachedto the front of the candidates test paper. No other documentation should
be attached.

Word Processors

o Word processors may be used by candidates whose disability or learning difficulty
eitherimpairs their hand-written communication or renders their handwriting
illegible, as evidenced by a diagnostic ormedical report.

e Applications must be submitted to Pearsonforallaccess arrangements and
reasonable adjustments. Approval foraccess arrangements can be requestedvia
Pearson Access Arrangements Online (PAAQO), which canbe accessed via the
Pearson Portal.

If the applicationisreceived after the deadline, the requested adjustments may not be
accommodated. Should you have any questions, please contact Pearson Customer
Service.

Receipt of test and administration materials- Attendance
registers

Attendance registers for the written paper will arrive via mail the week before the
spokentest period (between two and three weeks before the written test). They will
arrive independently of the “Statements of Entry” documentation and test materials.

If you do not have a hard copy of the attendance register, you can create your own using
the information from Edexcel Online, and thenformatting it asatable/spreadsheet. Todo
this, hover overthe ‘candidates’ option, then select ‘search by course’. The new window
will show all the registered candidates and the same information as an attendance
register, asindicated below:

Authors: Vikki Beavis & Gustavo Belardinelli  Page 15 0f 40 Version: 9.5

Approver: Carmen Quintana Classification: DCL1- Public Date:March2026


https://qualifications.pearson.com/content/dam/pdf/pearson-test-of-english/administrative-forms/practical-assistant-cover-sheet.pdf
https://userportal.pqs.pearsonprd.tech/my-apps
https://userportal.pqs.pearsonprd.tech/my-apps
https://qualifications.pearson.com/en/support/Services/edexcel-online.html

eI w

Canchciries L Sewrch By Cardesate

Trmireeg Feert Bookge b dparch By Cowe

Carmitps, o Componh Cumtamed st P —
R . ME TO TH

nadregugl Canchdgte Emtray e —
Rriaki k

Eriry Gmport Delvery Opfions }""" ard

Entry Bmpert Options AudR Trai

Test Packs

o Testpacks, containing written and spoken test materials, will arrive the week before
the spoken test period. Written test papers may arrive in a separate consignment to
the spoken test packs.

o Checkthe contents against the consignment note inside the box then store the test
packs securely. Do not open the test packs until the time of the examination.
Please also referto the coverletter within the box for further guidance. If any of the
materials you have received do not match the consignment note or there is any
damage to the package contents, then please email gpd@pearson.com.

Return Envelopes

Envelopes forthereturn of test materials will arrive with your test packs. If you are missing
these, then you can order them from: https://pearson-exam-stationery.com/. These
envelopes along with any unused material should be returned to Pearson after both the
spoken and written tests have been administered. If you have any questions about
returning materials, please write to pgs.internationaleo@pearson.com.

Security of test papers and other test materials

Pleasereferto the annex at the end of the handbook for further guidance on secure
storage. Forreference only, please note that the secure storage requirements for
International Certificate test papers differ slightly to those outlined in section 3 of the
JCQICE. Please see the important reminders section below.

Eachpackage shouldinclude the following:

e Sealedpackets containing question papers
e Alltest materials, including question papers.

o Allaudio material for the listening section will be available on Secure Download
Service (SDS) 48 hours before the test date. SDSis a profile within Edexcel Online
(EOL)which gives centres access to confidential examination material. Centres
will be able to access the audio materials on SDS if they have entries only. (If you
do nothave access to SDS, then please contact yourlocal representative).
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Question papers or confidential instructions.

When the test materials arrive, centres must log receipt of the material and check the
question paper packets and examination material carefully whenremoving them from
the dispatch packaging (this must be undertakenin the secure room). Please record the
details of who signed for the package(s), the number of packages, and date and time of
arrivalin the Point of delivery log. The log must also containinformation on which
authorised staff member(s) collected the packages and transported them to secure
storage. Click here to find the log templates “Exam Material Receipt Log - point of
deliverylog” and “Exam Material Receipt Log - Exams Officer”

Pearson must be informedimmediately if there are any problems, for example:

It appears that the parcel orone of the packets has been opened ordamaged
during transit.

There are any differences between material received and the despatch/delivery
note.

The material has been significantly damaged in transit orupon opening.
The material does not appear to meet your requirements.

The materialhas beenreceivedinerror.

Ifany suchissuesareidentified, please contact Pearsonimmediately at
QPD@pearson.com.

Important reminders

Pleasereadthe information on the outside to check the contents.

Confidential materials must not be openedin advance of the test; strict
precautions must be taken to safeguard them; they must not be removed from
the centre, and whennotinuse, must be kept secure.

Exam material must be stored inaroom with controlled access. The safe/lockable
cupboard should be inasecure room, access to whichis limited to a small number
of centre staff (with a minimum of 2 and a maximum of é people authorised by the
Head of Centre).

If centres are conducting the same test in multiple rooms at a single site or
multiple sites, they can open packets of papers 90 minutesin advance of the test
in order to distribute them to the different rooms. The minimum number of
packages should be opened, and when possible, papers should remainin their
sealed packetstobe openedinthe presence of the candidates.

The safe/lockable cupboard should be ina secure room. The safe or cupboardin
the secure room must be of solid construction and lockable. Persons should not
be able to easily move the safe/cupboard.

Place confidential materials in the secure storage within the locked room (please
referto annex at the end of this handbook), ensuring that the windows and doors
are locked to guarantee controlled access at all times. The room must only be
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accessible to 2 to 6 authorised test centre staff who are involved in the delivery of
the exams.

o Afull-length externallocking barwith a stronglock should be used to make a
cabinet more secure. Metal cabinets are recommended, but any securely locked,
sturdy cabinet that deters tampering (cannot be easily moved or brokeninto) can
beused.

e The Head of Centre must be satisfied that all required security arrangements have
beenmet. If security is put atrisk by fire, theft, loss, damage, unauthorized
disclosure, or any other circumstances. Pearson must be informed immediately
by contacting yourlocalregional representative.

e Youare not permitted to keep unused test materials after the tests have finished.
Please contact yourlocal Pearsonrepresentative to advise on how to return any
unused material to Pearson or how to destroy securely, following security
protocols.

o Foralternative accommodation at other sites (where an examination forany
candidates will be conducted at an address other than the Centre’s registered
address), applications must be made in advance. These should be made via
accessing the Centre Admin Portal found on EOL. Please also ensure that you
notify your Regional Pearson representative of your reasons and plans for holding
the exams away from your normal registered site. Your plans forappropriate
transportation and storage of the exam materials should be provided. If youdo
not have a Regional Pearsonrepresentative to contact, please contact the UK tea
via pgs.internationaleo@pearson.com. Instructions on how to access the portal
canbe found here: Pearson English International Certificate (PEIC): Access
Arrangements

Secure File Transfer of exam material

There may be occasions when test materials are sent viathe Pearson Secure site and via email
ratherthanhard copies being despatched from Pearson. If this occurs, the following rules
are to be adhered to:

e Onlyauthorised centre personnel are to have access to the Pearson Secure site
and/ortoreceive viaemail. Files are to be deleted once printed.

e The printing of materialis to be carried out in a controlled manner within a secure
environment.

o Material to be printed no more than 90 minutes before the test time.
e Once printed, materials are to be stored securely as per the above guidelines.

o Transporting materials to alternative venues to follow the above guidelines.
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Pearson must be informed immediately if the security of the question papers or
confidential supportinginstructionsis put at risk. Any natural disasters, fire, theft
(attempted oractual), loss, damage, or any other circumstances that render the existing
accommodation or secure storage of examination materials at risk should be reported to
Pearsonimmediately.

Spoken Test

The spoken part of International Certificate is delivered within a two-week window
before and leading up to the written component. It can be arranged to take place at any
time in the two weeks prior to the written part of the test.

Selectinginterlocutors for the spoken test

ltisthetest centre’sresponsibility to recruit interlocutors to conduct the spokentest, who
mustthenbe approved by Pearson. To apply forapproval, complete the online “Interlocutor
Form”. The deadline to submit this form for each session can be found here: Test dates |
Pearson qualifications.

Tobeapproved, allinterlocutors must meet the following criteria:

e Must be proficientin spoken English. Pearson may request aninterview with an
applicant to verify their proficiency in spoken English. Please get in touch with
yourlocal Pearsonrepresentative for additional details about this

e Musthave aTeaching English as a foreignlanguage (TEFL) qualification.

o Musthave atleast two years’ experience teaching English.

Centres must be satisfied that interlocutors have been trained. Training courses are
primarily delivered online in advance of test sessions. In some cases, face-to-face events
are also available. Teachers must not act as interlocutors for students from their own
classes. Ifyouhave any concerns orquestions about this, please contactyourlocal Pearson
representative.

The interlocutor's number remains active indefinitely. Nevertheless, we recommend
revisiting the recorded training on an annual basis. Pearsonreservesright, atits discretion,
to request that an interlocutor review the training content. To access these training
resources, please visit our website.

Authors: Vikki Beavis & Gustavo Belardinelli  Page 19 of 40 Version: 9.5

Approver: Carmen Quintana Classification: DCL1- Public Date:March2026


https://app.smartsheet.com/b/form/ac31a3a4fb3f4af1a19e3090d9efd154
https://app.smartsheet.com/b/form/ac31a3a4fb3f4af1a19e3090d9efd154
https://qualifications.pearson.com/en/qualifications/international-certificate/international-certificate/test-dates.html
https://qualifications.pearson.com/en/qualifications/international-certificate/international-certificate/test-dates.html
https://qualifications.pearson.com/en/qualifications/international-certificate/international-certificate/resources.html

Testing room arrangements

o Candidates areinterviewed individually.

e Onlytheinterlocutorand the candidate should be in the testingroom. (Test
inspections are an exception.)

o Candidateswaiting to take the test should do so outside the room being used to
conduct the test.

o Candidateswaiting to take the test should be prevented from making noises that
might disrupt the test. Itisrecommended that a member of staff is available to
support and monitor candidates’ behaviour outside the test room. Clear signage
should bein place toremind candidates that an examinationis taking place, an
example canbe found ontheresource section of the website.

o Testmaterial should not be left unsupervisedinthe roomwhennotinuse. It should
bereturned to the secure storage if conducting tests over multiple days with the
oralwindow.

o Candidatesleaving the test should be supervised by a member of centre staff.
Candidates must not communicate with other candidates waiting to sit their
tests.

Reminders on conducting the spoken test

e Donotallow candidates to take any materials into the testingroom.

e Oncecandidates complete the spoken test, escort them away from the testing
room as quickly as possible, so they do not have any opportunity to conferwith
candidates who are waiting.

e Arrange theroomso that the interview situationis not too intimidating for the
candidate. Forexample, the interlocutor and candidate should sit around a table
rather than at separate desks.

e Place therecording equipment on the same table and position the microphone(s)
to ensure that the candidate can be heard clearly onthe recording. Itis the
candidates’ responses that are being marked.

o Testthe equipmentineachroomto be usedbefore testing begins.

e Returntherecorded oral exams electronically using Learner Work Transfer (LWT)
afterthe spokentest has been completed. Files should be uploadedin .MP3
format. Each candidate should have their own file. Any other file formats
submitted are atrisk of not being marked.

o Update the candidate’s attendance by marking them as present or absentin LWT.

e The oralrecordings must be sent no later than Friday following the date of the
written test. The dates can be found here: Test dates | Pearson qualifications
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Recording arrangements for the spoken test

Use a separate .mp3 file for each candidate. Cassettes/tapes and CDs must not be used
forrecording the spoken tests.

The use of mobile phones to recordis discouraged but is not prohibited. If a mobile phone
isused,itmustbeinairplane mode throughout the test. Asuitable device would be one that
supports.mp3file type.

The audio recording quality is the responsibility of the test centre to ensure that the
candidates can be heard clearly on the recording. Only upload MP3 formats to Learner
Work Transfer. Please be reminded that files submitted in file formats other than .mp3 may
not be marked.

Don'tforgetthese7pointstoensurerecordings are clear, audible,and complete:

e Useagoodqualityrecorder, preferably with an external microphone mounted on
a stand. Internal microphones invariably pick up motor noise, which makes the
recording difficult to hear.

e Standthe microphone onafelt orrubber pad.

e Positionthe microphone to pick up the candidate’s voice, not just the
interlocutors. Remember the candidate is the person being assessed.

e Conductatrial runwith co-workers or student volunteers sittingin the place of
candidates. Adjust the recording volume so that even a quiet-spoken candidate
is clearly audible when the recordingis played back.

e Make sureyou press “Record” at the beginning of the interaction.

o Theinterlocutor must start the recording of eachinterview by giving the centre
number, and the interlocutor’'s name and number. The interlocutor must then
begin eachinterview by asking for confirmation of the candidate’s numberand
name.

e Allowtherecordingto run continuously for the duration of the test. If there is any
evidence that the recording has been stopped or paused during the test, the
candidate’sresults may be declared void. The interlocutor must end the
recording of the interviews by indicating that the interview has been completed.

Returning the spoken test

After conducting the spokentests, please send the recorded audiofilesto Pearson using
Learner Work Transfer. Each candidate should have theirownfile.

Everyfile should containthe following details:

e Centre number
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e Testdate
e Level(e.g.,4063)
¢ Candidate numbers

e The corresponding interviewer details (interlocutor’'s name and number)

Example:

o Centre:80000

o Date:1stNovember2025

o Level: 4063

o Candidate: 0001John Smith

e Interlocutor: 999999 John Richards

Itis advisable to check your access in Learner Work Transfer prior to the submission
deadline to ensure that there are no delays when uploading your material.

If youhaveissueswithuploading audio files, contact: peicmarksreceipt@pearson.com

Once audio files have been shared with Pearson, centres should retain a copy of the
recording securely until at least the end of the appeals window following results.

Packing of test materials

Audio files and attendance registers forthe oralexams can be sent securely
electronically using Learner Work Transfer (LWT).

The submissiondeadline for filestobe uploaded to LWTis 6 days after the writtentest
date.

Dates canbe found here: Test dates | Pearson qualifications

Written Test

Key Documents

Below is a table which contains important documents and situations which you should
familiarise yourself with ahead of the exam session:
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All Candidates

The Head of Centre should check that appropriate
arrangements are in place to ensure identity checks are carried
out forall candidates. Please check the identification of all
candidates upon arrival.

Late Entries

If you add a candidate to the “Attendance Register” afteritis
released, please add theirname and their candidate number to
the bottom of the list. Make sure candidates use theirown
candidate number. They must not under any circumstances
use the number of a candidate shown on the registerwho has
since withdrawn from the test.

[dentification

Candidates must use the centre number and the individual
candidate number shown ontheir “Statement of Entry”. If the
centre chooses tolabel test scripts (test papers completed by
candidates)inthe spaces provided, these labels mustinclude
the test centre name and number, and the candidates’
numbers. Labels are shipped with other materials.

SeatingPlan

A seating plan must be available before the start of the exam,
identifying the name andlocationforeachcandidate. The
seating plan should include those candidates requiring
access arrangements andreasonable adjustments. The
template canbe found here.

JCQ Warningto

This document should be placed outside the examination

Candidates room for all candidates to see. Exam Room Posters - JCQ
Joint Council for Qualifications.

JCQ unauthorised This poster must be displayed outside the examination

items poster room, where itis clearly visible to all candidates. The poster

canbe found here.

Centre Emergency
Evacuation Procedure

All candidates should be aware of the Centre Emergency
Evacuation Procedure. They should be informed of this prior
to the examination starting.

Special Consideration
Form

Completed for candidates who have beenimpacted during
the examination by something outside of their control. E.g.
lliness. The form can be found here.
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The exam room (pre-exam)

Pleaserefertosection11of the JCQ instructions for Conducting Examinations. The
followingis areminder of some key points:

e Atestnoticeistobeplacedonthe doorof the testroom stating: “Examin
progress”.

e Anunauthoriseditems posteris placed onthe testroom door. Click hereto geta
copy of the poster.

o Thefollowingitems are prohibitedinthe testroom:
o Web-enabled devicesincluding; mobile phones, tablets and
smart watches.
o Wristwatches must be removed.
Any pencil case thatis not transparent (see-through)

Water bottles canbe broughtin. They should be clear with the
labels removed.

|deally, allunauthorised items should be left outside of the examinationroom. If thatis not
possible, the unauthorised items that have been takeninto the examinationroom must be
placed at the front of the testroom or similar arrangement that enables the invigilator to
controlaccess to theitems (make sure these orany items do not block access or exit
points) before the examination starts.

o Donotdisplay any reference materials or otheritems which might assist
candidatesinthe testroom.

e Thefollowing should be ondisplay:
o Warning to the candidate notice

o Aclearlyvisible clock- the clockis to be displayed so that all
candidates can see without moving or changing position.

o Aboard/flipchart/ whiteboard showing the centre number, name,
test details (paper name/number), date, start and finish time.

e Checkthatyouhave the followinginthe test room:
o Acopy of thishandbook (hard copy or electronic)

o Anysubject specificinstructions issued by Edexcel/Pearson.
Including any erratum noticesissued by Edexcel/Pearson.

o Aseatingplanofthe testroom

e Deskrequirements:

o Desksshould be spaced atleast1.25 meters apart. All the desks
should face inthe same direction.

o Eachdeskshould have enough surface space to hold the paper
and answer sheet.

e Thetestroommust:
o Supportthe numberof candidates sitting the test.
o Provide appropriate heating, ventilation, and lighting.
o Keep outside distractions/noise to a minimum and not distract
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candidates.

o Checkyouraudio setup prior to the candidates arriving.
o Checkthe audio device is working.

o Checkthatthevolumelevel canbe heard from all areasinthe
room.

Invigilator Guidance

Atestisconsideredtobeinprogressfromthe time the candidates enterthe room, until all
the scripts have been collected. Before candidates are permitted to start work, the
invigilator must take the following steps:

e Invigilators must not supervise candidates they have taught or helped to prepare
forthe test

e Checkthatanycharts, diagrams, etc. that are in English have been cleared from
the walls.

o Checkthe seating plan- make sure that candidates are sitting in the correct
places accordingto this plan.

e Ensure there are enoughinvigilators for the number of candidates. The maximum
ratiois linvigilator per 30 candidates (1:30).

o Complete ldentification checks of allregistered candidates.

e Inform candidates of the regulations- Inform candidates that they are now
subjectto theregulations of the test and draw attention to the “warning to
candidates” notice posted on the wall. This should include a warning about
unauthorised and authorised items in the testroom and what to doincase of an
emergency that requires theroomto be evacuated (e.g. fire alarm, bomb threat).

e Reference canbe madeto JCQ ICE- Sections 19 and 25 and Appendix 3 and 5.

e Ensure thattwo members of staff check the date, time, level, and content of the
testis correctand record this onthe Second pair of eyeslog before opening the
sealed packets of question papers. The template forthe Second pair of eyeslog
canbe found here The question papers should then be issued to the candidates.

e Checkthe coverofthe paper- Ask the candidates to read the instructions printed
on the front of the question paperand ask them to check that they have been
giventhe test paperforthe correct subject and/orlevel. Please note: No
candidateis allowed to change theirlevel (as indicated on the candidate list)
unless there are justifiable reasons for doing so. In this case, the candidate may be
supplied with the paper they claim to be correct, butit must be explained that
Pearson has theright not to accept the script(s).

o Highlight errata- Ensure that details of any erratum notices are brought to the
attention of candidates. An erratum notice is aninstruction to be givento
candidatesin the event that thereis a printing error on a written paper.
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e Remind candidatesto write with blue orblack ink. Red ink, red ballpoint pen,
pencil, correcting fluid, highlighter pens, correcting pens, gel pens and blotting
paper must not be used.

e Advise candidates that:

O

Allrough work should be completedin the question paper. No
blank paper should be provided forrough work.

Any rough work must be neatly crossed through.

Answers must be writtenin the answer spaces provided. Any
answers written outside of this; they may not receive credit.

. Remind candidates that they must not communicate with, seek assistance
from or give assistance to other candidates whilst they are in the test room.
To do so may constitute malpractice which must be reported to Pearson.

e Tellthe candidatesto write theirnames, centre number and candidate numberon
their question papers and complete other details as required.

e Announce the start of the test- Announce clearly in English and/or the usual
language of the centre that the candidates can begin to write theiranswers and
give them the time allowed for the test. Then announce: “| willnow begin the audio
recording for the listening section. This will play without stopping until the end of
the session.lam going to play a sound to start to ensure you canall hear the

audio”.

e Complete the Attendance Register:

@)

30 minutes after the start of the test, the invigilator should
complete the Attendance register. If a candidate is present, fill in
the “P” bubble and if they are absent, fillin the “A” bubble.

If a candidate is not shown on the attendance register, write their
name in the next space onthe sheet. You must not under any
circumstances substitute a new candidate for a candidate who
has subsequently withdrawn from the test, but theirname is still
shownontheregister.

If a candidate has officially withdrawn from a paper but they still
appearon the attendance register put aline through the candidate
number and name.

The top copy of the attendance register should be sent to Pearson
with the corresponding scripts. The second copy is to be kept by
the centre until after the results have beenissued. If all candidates
are absent, theregister must stillbe completed andreturned to
Pearson.

If acandidate is absent from all aspects of the test due toillness or
misfortune, Pearson will give the candidate the chance to take the
testin the next scheduled test session. Please email Pearson at
this email address: pgs.internationaleo@pearson.com. If a
candidate becomesiill orhas to leave during the written test due to
exceptional circumstances an “Applicationfor Special
Consideration Form”, togetherwith amedical certificate where
appropriate, should be submitted to Pearson.

Late arrivals: If a candidate arrives late, they may be allowed the full time for the test at the
discretion of the head of centre. The candidate may only enter the testroom at the end of
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the listening section. The invigilator may replay the listening section for a candidate who
arrived late, subject to supervision by the Head of Centre.

e Thescriptshouldbe sentto Pearsoninthe same way all tests are returned. Please
make note of late arrivals on the incident log.

e Always supervise the candidates to prevent cheating and distractions. Invigilators
must supervise the candidates throughout the whole time the testisin progress
and always give complete attention to this duty

e Ensurethatno candidate leaves the testroomuntil at least one hour after the
Centre’s official starting time.

e Ensurethatno question paperisremoved from the test room until the end of the
test.

e Ensurethatamember of staff is available to accompany any candidates who
need to leave the room temporarily. Ensure these are recorded on the Incident

log.

e Identify andreport any instances of actual or suspected malpractice- see section
below.

e Inform candidates whenthey have five minutes remaining. And instruct
candidates to stop writing at the end of the test.

e Endthetestatthe appointedtime withthe full attention of all candidates
followinginstructions to complete theirwork.

e Ensure completedtest scripts are collected before candidates leave the test
room.

e Thetestshouldbe arrangedinthe order of the attendance register

e Testcentresshouldreturnboth completed scripts and unused material
immediately to Pearson by the end of the day once all levels have been
completed. Ensure that test materials are locked in a secure place if the testis not
at the end of the day, before returning them to Pearson.

Written exam materialmust be sent to:

Pearson Education
Fretwell Road
Hellaby Lane
Hellaby
Rotherham

South Yorkshire
S66 8HN

UK

Tel: 01709700400

Email: peicmarksreceipt@pearson.com
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The address for the return of written tests (Paper O1) is subject to change per
level/session and therefore, the label provided on the “Attendance Register” for
Paper OTshould be used, unless otherwise informed by Pearson.

Permissionmay be granted for alternative methods of disposal forunused test material.
Send anemail to yourlocal Pearsonrepresentative with any requests.

During the written Exam
Malpractice and Maladministration

e Actual orsuspected malpractice must be reportedto Pearson by submitting JCQ
form M1to candidatemalpractice@pearson.com.

e Actual orsuspected staff maladministration or malpractice must be reportedto
Pearson by submitting JCQ form M2 to pgsmalpractice@pearson.com ..

e Moreinformation on malpractice canbe found within section 24 of the JCQ
Instructions for Conducting Examinations and the JCQ suspected Malpractice
Policies and Procedures.

o Whereverpossible, the invigilator should remove and retain any unauthorised
items discovered inthe possession of acandidate inthe test room.

e If Pearsondiscoversanirregularity, Pearson will investigate the matter.
Depending onthe case, Pearsonreserves the right to withhold or adjust test
results.

e Accordingto the nature of a particular case, Pearson may ask the Head of Centre
to gatherevidence and submit a writtenreport. The Head of Centre isrequired to
support all Pearsoninvestigations into any potential malpractice incidents or
otherirregularities.

e Failure to follow the regulations may lead to disqualification or other penalties
beingimposed on the candidate. The decision on any penalty’s rests with
Pearson.

Emergencies

The Invigilator must take the following action in the event of anemergency, suchas afire
alarmorbomb alert:

e Evacuatethe testroominaccordance with theinstructions given by the
appropriate on-site authority.

o Candidates are toremainunder “exam conditions” throughout the evacuation,
supervised, candidates are not to talk and must be kept segregated.

e Ensure that all question papers and scripts are leftinthe test room.
e Ensure that the candidates are supervised as closely as possible while they are
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out of the testingroom to avoid cheating.
o Note the time and duration of the interruptionin the incident log.
o Allow the candidates the full working time prescribed for the test.

e Ifthere are asmallnumber of candidates, they can be taken (with question papers
and scripts) to another place in orderto complete the test.

o Make afullreport of the incident and of the action taken for direct submission to
Pearsonat pgs.internationaleo@pearson.com. Ensure thisis alsorecordedin the
incidentlog.

Post exam test

The writtentests must be sentimmediately after the test to the address designated on
the attendance register for paper Olusing the labels provided. Written tests should not
be retained overnight, but if there was an exceptional reason they must be kept under
secure conditions.

Centres must use aparcel courier service that offers atracking service to return materials
to Pearson. You should ensure that you make arecord of your tracking numbers and
retain your despatchreceipt so thatinthe event that they are notreceived by Pearsonon
time, the package(s) can be tracked. Itis the responsibility of the centre to ensure that
test materials (including attendance registers) reach Pearson securely and within five
days of the written exam. Any delays may resultin unmarked work, thereby causing delay
inthe release of results.

o Thewritten papers should be packaged up inthe envelopes provided, inlevel and
candidate order.

e Putthetop copy of the attendanceregisterin the packages and keep the second
copy foryourrecord.

o Peelthe addresslabel from the attendance register and label the packages.

e Despatchthe papers andany unused materials. You must ensure that papers are
despatched as soon as possible afterthe written testis complete.

Pearson Education
Fretwell Road
Hellaby Lane
Hellaby
Rotherham

South Yorkshire
S66 8HN

UK
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Permission may be granted for alternative methods of disposal for unused test
material. Send an email to yourlocal Pearson representative with any requests.

Important notice: Under no circumstances may unused test materials be used as
practice materials for students studying for the test. Approved materials for student
practice are available on the Pearson International Certificate website in the resource
section- Resources | Pearson qualifications

TestInspectors

Testinspectorswillberandomly allocated to conductinspectionsto ensure that Pearson
conditions are being adhered to. Thisis to ensure that papers remain secure, exams are
being conducted appropriately and that candidates are not being disadvantaged.
Announced and unannounced test inspections are animportant quality assurance
measure by Pearson. These could be conducted virtually orin person.

Both the written and spoken elements of the tests are subject toinspection. Oral test
inspections willbe conducted remotely. You are required to inform Pearson of the date
you intend to sit youroral examsin order to conduct the inspection. Failure to comply
with this could result in disciplinary action being taken against your centre.

Foranin-personvisit the testinspectorwillbe in possession of atestinspectorID letter
which will allow you to verify theiridentity and give you an opportunity to call us directly
to confirmthattheinspectorhasbeen scheduled to visit your centre. You must allow the
testinspectoraccesstoyourtest venue and provide them with the information they
require. The testinspectorwillcomplete aTest Inspection Report, the criteria of the
report derived from this handbook.

Foravirtual testinspection this will be conducted via a virtual meeting platform, should
your centre be selected foraninspection, you will be contacted directly by the test
inspection team who will provide furtherinformation.

You will be advised of the outcome of the inspection within 10 working days of the
inspection.

To ensure ourInternational Certificate is conducted as per Pearson requirements we will
be conductingrandom testinspections to ensure centres are conducting examsinline
with Pearsonrequirements stated within this handbook. The form which the test
inspectors complete canbe found within the dedicated testinspections website for
yourreference: Pearson Test Inspections: International Certificate.
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TestInspections willbe conducted eitherby anunannounced visit to your centre orviaan
announced virtual inspection. These inspections will be conducted by a trained Pearson
Test Inspector.

Itis essential that all Test Centres complete the Test notification form (found within the
resource section International Certificate | Pearson qualifications) when they are sitting

an examination series.

Formoreinformationontestinspections, pleaserefertothe Pearson Website.

Special Considerations

Special Considerationis a post-examination adjustment to a candidate’s mark or grade
toreflecttemporaryinjury,illness, orotherindisposition at the time of the examination.
Theseinclude, but are not limited to:

e Accident, injury, ortemporary illness of candidates at the time of the test.

o Seriousdisturbance oraccidental events at the time of the test.

e Deathof afamily memberat the time of the test.

Forfurtherinformationregarding Special Considerations, please see the JCQ Website for

the special consideration process and the Pearson English International Certificate- Special
Consideration Guide.

All applications for special considerations are considered on anindividual basis. Special
considerationis processed by applying an allowance of marks to each component
affected withina specification. The size of the allowance depends on the timing, nature
and extent of the illness or misfortune.

Pearson’s decision about a special considerationrequest will be based onvarious factors
whichmay vary from one subject to another. These may include:

e The severity of the circumstances

e Thedate of the testinrelationto the circumstances

e Thenature of the test, e.g. whetherwritten papers are affected, orwhethera
speaking testisinvolved.

Special consideration can only be appliedif the candidate was able to sit one
component of the examination (either the written or speaking test). Please note thatif a
candidate was unable to sit forboth components, special consideration does not apply.
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The candidate should be marked as “absent” and must provide a certificate of iliness or
proof of exceptional circumstancesin ordertoregister forthe next session.

If appropriate evidence has been submitted, candidates who are unable to complete the
test duetoillness orsudden/severe injury may apply to have the cost of the test refunded
and/orchoose tore-enter(at a cost) during another test session. Pearson will refund
100% of the test fee inapproved cases. Inthisinstance the informationtorequest a
refund should be submitted to the pgs.internationaleo@pearson.com

How to apply for special considerations

If acentre believesthatacandidateis entitled to special consideration, arequest should
be submitted using the Pearson English International Certificate- Special Consideration
Guide and a translation of the evidence. Submissions should be received no laterthan/

days after the written exam.

Request forms and any other supporting documents, such as medical evidence, should
be scanned and attached to an emailto Pearson at
uk.special.requirements@pearson.com. Letters requesting special consideration must
not be sent with the test materials.

Requests for special considerations for candidates where access arrangements should
have beenrequestedinstead will be considered, but may notbe accepted. Access
arrangementrequests must be made priorto each test session. Please see the sectionon
access arrangements.

Results, Reports and Certificates

Results

Candidateresults canbe accessedvia Edexcel Online (EOL). Please use the exam
timetable forthe date theseresults willbe available. Candidates’ “Statements of
Provisional Results” will be sent out via courier on the date listed on the exam timetable.
The statement of results is divided into two, length- ways, with a perforated seam down
the middle. Separate the copies andissue one to the candidate and keep the other for
yourrecords. Althoughresults are dispatched on fixed dates, Pearsonis unable to
guarantee the dates on which they willbe received; delays may occurin transit.

Please note: Statements of results are provisional and in certain circumstances may not
reflect the grade awarded on a candidate’s certificate.
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Pearsontakestheresponsibility forissuing accurate results very seriously. We have
quality assurance checks at every pointin the exam cycle, from recruiting examiners to
setting grade boundaries. We know however that there may be times when a candidate
wants reassurance about a grade. In these circumstances, you may refer to our post-
results services.

Post Results Services

Forinternational Certificate Generaland YoungLearners, there are two services available:

1. Review of Marking- Areview of markingis a check that our examiners have marked
externally assessed components correctly. It can be requested via Edexcel Online
(EOL), it costs £50 per paper, and the outcome will be available within 20 days of the
date the application was submitted. Thisis referred on Edexcel Online as an EAR2.
Results will be shared with the requester via your Edexcel Online mailbox. You will
receive arefence code beginning with either TEX or TIN to acknowledge your
request, this willbe used throughout the post results process. Please referto this
referenceinany correspondence with Pearson.

2. Appeal- Anappealisacheckthat ourawarding body has followed procedures
accurately, fairly, and consistently to regulatory requirements. An appeal can only be
applied for following a Review of Marking request and must be submitted within 30
days of receiving this outcome. The maximum amount that we will charge is £150 per
examination component for the initial appeal investigation, and £200 for any
subsequent appeal hearing.

Tolearnmore about post results services, please visit our website, including the procedures
and accepted grounds foran appeal.

Referto the website- Test dates | Pearson qualifications to find the key dates for raising a
Review of Marking request. Any requests which are received outside of this window may not
be considered. Additional guidance canbe found here onhow toraise arequest. Forany
queries, please contact our customer service team at pgs.internationaleo@pearson.com

Certificates

Two to three weeks afterreceipt of provisional results, test certificates areissued and
sentviacourierto the test centre onthe date listed onthe test timetable.
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@ Pearson
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Pearson
Edexcel Entry Level Certificate in
ESOL International (Entry 1) (CEFR Al)

(English International Certificate)

Pearson English International Certificate (CEFR Al)

This is to certify chat

JOHN SMITH

has achieved a

PASS (WITH MERIT)

Overall Score: 60/100

in OCTOBER 2023

ofqual

REGULATED
register.ofqual.gov.uk

If any test take details are incorrect, you will need to make candidate amendments* on
EOL. Click here to see step-by-step video guides that explain the process. Although
certificates are dispatched onfixed dates, Pearsonis unable to guarantee the dateson
which they will be received; delays may occurin transit. Please allow a minimum of 7
working days for delivery of your certificates. Afterwhich point, please getin touch with
us via the customer support portal.

*Diacritical certificates can be requested by your Regional Manager. Deadlines for submission are
displayed on the website and should be adhered to; this will ensure that they arereceivedin a timely manner.
Diacritics will be dispatched 1week following normal certificates. Although certificates are dispatched ona
fixed date. Pearsonis unable to guarantee the dates onwhich they will be received; delays may occurin
transit.

Replacement Certificates

Replacement certificates can be requested by visiting this website: Certificate services |
Pearson qualifications. For Pearson English International Certification standard and priority
applications are accepted. These services have different costs, and these can be seen by
visiting the above site.

Standard applications will be processed withing 20 working days, Pearsonis unable to
guarantee the dates which they will be received; delays may occurin transit. Priority
applications will be processed within 5 working days, Pearsonis unable to guarantee the
dateswhichthey willbe received; delays may occurintransit. Processing and delivery
timings are subjectto change dependent onthe times of year; UKbank holidays and/or
international bank holidays.
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Applicants should be mindful of weekends and bank holidays. The system does not
refresh until the following day. Forexample, an applicationmade on Monday would not be
available to be processed until Tuesday.

Application forms should be completedin Englishwith D provided in English. When
completing the application, provide as accurate detail to the approximate year the
qualification was achieved.

Any missing ID, qualification year and potentialname amendments which have occurred
since the certification may delay the process, this willimpact the published timelines for
despatch of the replacements certificate. Itis essential that customersrespond to any
emails fromreplacementcertificates@pearson.com to support their application.

FAQSs

How do | make entries?

Entries should be made via Edexcel Online. The entry window can be found here: Test dates
| Pearson qualifications. More information can be found here: Pearson English International
Certificate (PTE General /PTE YL): Reqgistering Test Takers

Where can | find test dates?

Test dates canbe found here: Test dates | Pearson qualifications

Our contact details have changed for our Test Centre what should we do?

Visit here to find out how Edexcel Online (EOL) Accounts (pearson.com). If you are unable to
access this secure location, please reach out to yourlocal Pearson representative for
support.

How should | report Incidents during exam sittings?

Incidents during the written examination should be reported on the incident log. This can be
downloaded from here. Forexample, late arrivals, bathroom breaks, unwell candidates.

How should | return the oral files?

The oral files should be uploadedin .MP3 file format to LWT along with the attendance
register, no laterthan 6 days after the written exam. Guidance can be found here.

How should | return the written materials?

Authors: Vikki Beavis & Gustavo Belardinelli Page 350f40 Version: 9.5

Approver: Carmen Quintana Classification: DCL1- Public Date:March2026


mailto:replacementcertificates@pearson.com
https://qualifications.pearson.com/en/qualifications/international-certificate/international-certificate/test-dates.html
https://qualifications.pearson.com/en/qualifications/international-certificate/international-certificate/test-dates.html
https://qualifications.pearson.com/en/qualifications/international-certificate/international-certificate/test-dates.html
https://support.pearson.com/uk/s/article/Pearson-English-International-Certificate-PTE-General-PTE-YL-Registering-Test-Takers
https://support.pearson.com/uk/s/article/Pearson-English-International-Certificate-PTE-General-PTE-YL-Registering-Test-Takers
https://support.pearson.com/uk/s/article/Pearson-English-International-Certificate-PTE-General-PTE-YL-Registering-Test-Takers
https://qualifications.pearson.com/en/qualifications/international-certificate/international-certificate/test-dates.html
https://support.pearson.com/uk/s/article/Edexcel-Online-EOL-Accounts
https://support.pearson.com/uk/s/article/Edexcel-Online-EOL-Accounts
https://www.jcq.org.uk/wp-content/uploads/2021/08/Exam-Room-Incident-Log.doc
https://support.pearson.com/uk/s/article/Pearson-English-International-Certificate-PTE-General-Learner-Work-Transfer-LWT-Examination-Moderation-Logging-in-and-navigating

Written materials should be returned securely to Pearson as soon as possible after the
exam, no laterthan 3 days afteritis sat. Centres must use a trackable service andretain any
tracking information to share with Pearson should they be asked. Allmaterials should be
returned

When should | apply for Special consideration?

If a candidate has temporarily experienced illness, injury, or some other event outside of
their control at the time of the assessment. Itis applied when the issue or event has had, or
isreasonably likely to have had, a material effect on a candidate’s ability to take an
assessment or demonstrate theirnormal level of attainment in an assessment. More
information can be found here.

How willl receive my results?

Results are available via EOL onresults day. Candidate statement of provisions results are
sent fromthe UK onresults day. Certificates are then sent a week later from the UK.

How can | challenge my results?

If you have some concerns regarding your results. Pearson offers post results service,
which enables learners to have their work reviewed by a senior examiner. More information
including how to request this service can be found here.

How willl be invoiced?

This varies based on your country. Please contact yourlocal regional representative to
support you with this

ContactUs

For alladministration enquiries relating to the conduct of Pearson EnglishInternational
Certificate (PTE General) please contact our customer service team at:
pgs.internationaleo@pearson.com orvia the Pearson support portal.

Report conflicts of interest conflictofinterest@pearson.com
toPearson

Contactforproblemswith pgs.internationaleo@pearson.com
materials
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Emailforquestions about pgs.internationaleo@pearson.com
packagingandsending of

tests

Emailtoreport absent pgs.internationaleo@pearson.com
candidate

Emailtoreportdamaged gpd@pearson.com

material

Emailto submit Special Uk.sepcial.requirements@pearson.com

Considerationform

Emailtoreportissueswith peicmarksreceipt@pearson.com
LearnerWork Transfer (LWT)

AnneXx: Additional Guidelines on Secure
Storage

When exam related materials are on site, they must be keptin a secure room access only
by members of staff who are involved in exam administration. The secure room may be
used by other members of staff when examination materialis not onsite.

The secureroom must be large enoughforstaff to handle secure contentin private. At
least two, and no more than six, members of staff must hold keys to the secure room.
There must be at least two keys, rather than one key thatis accessed by two ormore
members of staff.

Within the secure room, all exam related materials must be kept in a secure storage unit
such as asafe orlockable cabinet. The secure storage unit must be large enough to hold all
the materials you expecttoreceive.

The secureroom and secure storage unit must meet therequirements set out below.
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Secure storage requirements

Acceptable

e Thesecureroom must be located within a fixed building and must not have a door that
leads directly to the outside.
e Walls, ceiling, and floor must be strong and solid.

e Externalwindows on ground floorrooms must be made of toughened glass and securely

lockable from the inside.
¢ Internalwindows must also be made of toughened glass and securely lockable from the

inside.

e Doorsmustbe solid, fitted with strong secure hinges, and equipped with a high-quality
lock.

e G(lassdoors are acceptable if made of toughened safety glass and fitted with a suitable
lock.

¢ Windows with security bars or grilles are acceptable.
e Examples of acceptablelocksinclude:

o b5-levermortice locks

o Codedkeypadlocks

o Electronic security locks

Not Acceptable

e Portacabins, woodenbuildings, and temporary structures
e Movable orpartitionwalls
e Slidingdoors

Secure Storage Unit Requirements

Acceptable:

e Storage units must be made of solid wood or metal.
e Unitsmustbe non-portable.
e Units must have a secure locking system.
e Metal orsolidwood cabinets with a full-length external locking bar are acceptable.
e Examplesinclude:
o Strongnon-portable metal safes
o Strongnon-portable security cabinets with multi-locking systems
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Not Acceptable:

e MDF cabinets with smalllocks

e Smallhotel-style safes unless bolted to the floor (and even then, they may not be large
enough)

e Filing cabinetsunless fitted with a full-length metal bar

e Smallcabinets or pedestals that can be easily moved

Examples of acceptable cabinets:

Document Control

The following updates and amendments have been made since the last version:
e ImportantLinks: Reviewed and amended for Test Notification Form.

o Registering Test Takers: Updated informationregarding late entry fees.

e TestTimetable: Updatedinformationonlevels available in each section.

e Registration Documentation: Updated guidance onremoving hardcopy
statements andlocating information in Edexcel Online.

e ReturnEnvelopes: Addedremindertoreturn any unused material.

o Security of Test Paperand Other Test Materials: Added point-of-delivery log
documentation and secure storage protocol.

e SecureFile Transfer of Exam Material: Updated.

o TestingRoom Arrangements for Spoken Test: Updated to reflect oralinspection;
removedreference to hardcopy attendance registers for the spoken
component; reminderregarding increased file type requirements.
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e The Exam Room (Pre-Exam): Updated poster document links.

e Invigilator Guidance: Refreshed; addedreference to “second pair of eyes” log.
Included information on absence from one part of the exam due to unforeseen
circumstances.

o TestInspectors: Added oralinspection guidance and clarified differences
between face-to-face and virtual inspections.

o Special Considerations: Updated eligibility criteria for candidates.
o PostResults Services: Updated.

e Invigilator sectionupdatedinline with JCQ guidelines, with alink to the JCQ
website added forreference.
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