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Application and Requirements for Hosting a Computer-based AIRS Certification Exam


Thank you for your interest in hosting an AIRS Certification exam. With the move to Computer-Based Testing (CBT), the requirements are more stringent for the host location, although the process will be easier for candidates.

Hosting Requirements
· You must complete all of the requested information before returning this form.  


· The form must arrive at the AIRS office at least 90 days prior to your planned exam date. This time limit provides candidates with ample notice to make arrangements to take the exam.

· You must secure the services of a proctor willing to assume the responsibilities of that position. The proctor must complete and sign a separate form that outlines their obligations. You must return that form with this application. There is some flexibility in who may serve as a proctor. However, the proctor must not have an interest in the outcome of any exam and should not be employed by the same organization as any exam participant. An individual who has previously served as a proctor still needs to complete the form.

· You must have a suitable space to hold the exam. This requirement involves:
· A quiet room that has appropriate desk-space with computer terminals. This is a computer-based examination taken via the Internet on laptop or desktop computers. The testing software is not a mobile application and it CANNOT be launched from portable devices such as iPads, Tablets, Smartphones, etc.
· Secure and reliable Internet access. An English language dictionary for the use of candidates during the exam

· Someone familiar with your IT setup to be available at the beginning of the exam to ensure that everything is working properly
· Adequate room between workspaces and monitors arranged to minimize the ability for any candidate to directly view the terminal of someone taking the exact same exam
· Space behind or to the side of the terminals for the proctor to observe the candidates

· If you are not an AIRS Affiliate, you must have the approval of your AIRS Affiliate to host the exam. If you are not located in an area served by an AIRS Affiliate, this requirement is not necessary.
· The location in terms of both the building and the exam room should be as accessible as possible. AIRS complies with the Americans with Disabilities Act (ADA) and other applicable legislation by offering candidates with documented disabilities the opportunity to request necessary aids and services that do not fundamentally alter the assessment process. It is the responsibility of candidates to contact the AIRS office if a request for assistance is required. Applications for these accommodations must be submitted at least 45 days prior to the scheduled examination date.


· If you are holding this exam in tandem with an Affiliate conference or other training event, please be aware that there is often confusion on the part of candidates as to where to send their certification application versus their conference/event registration. In order to reduce this confusion, please make sure you clearly state the following in any information concerning the exam:
“Conference or event registration does not constitute registration for the AIRS Certification exam.  If you are interested in testing, all certification material, including the application, supporting documentation and appropriate exam fees must be mailed to the AIRS National Office in Fairfax, Virginia, and must arrive 30 days prior to the exam.  DO NOT SEND your application for Certification with your conference registration. If an application and payment is mailed to another address other then the AIRS National Office, it will not be processed, and the applicant will be unable to sit for the exam.” 
· Exams are open to all candidates regardless of whether they work for your organization. Please try and maximize the number of people who can take the exam at your facility. For example, if you have 6 of your staff who want to take the exam and your room holds spaces for 10, please indicate that 10 people are able to take the exam. The willingness of I&R services to share is always appreciated.
1. What are the proposed date(s) and time(s) for the exam?  

      Date(s):  _________________________________________________

      Time(s): _________________________________________________

2. What is the proposed location?

Organization/Facility: _______________________________________________

Address: _________________________________________________________

City: ___________________________ State/Province ______ Zip/PC_______
3. What is the host site coordinator’s name, phone and email? 

Full Name:  _____________________________________________________

Phone:  _____________________________________________________

Email: __________________________________________________________

4. What is the proposed proctor’s information?
Full Name: _______________________________________________________
Email: ___________________________________________________________  

Organization/Facility: _______________________________________________

Address: _________________________________________________________

City: ___________________________ State/Province ______ Zip/PC________
5. If there is an AIRS Affiliate in the area, have they approved this test?  

AIRS Affiliate Name: _____________________________________________

Approving Individual’s Full Name: __________________________________

Approving Individual’s Email: _____________________________________

6. Are there any additional costs that the examinee should be aware of? (Fee can be no more than $30.00)
Be detailed in your response: 
7. Is there an I&R training course being held prior to the exam?

Training Course(s): _____________________________________________

Date(s): _______________________________________________________

Time(s): _____________________________________________________

8. Do you have a room that meets the requirements listed above for Computer-Based Testing?

_________________________________________

9. How many people can take an examination in the testing room (i.e. how many computers/laptops are available)? 
_________________________________________

10. Do you have a designated person that can assist with the IT requirements?
_________________________________________

11. Have you included a completed application form from your proposed Proctor?

_________________________________________

Form Completed By:  Print Name 
_________________________________________

Form Completed By:  Sign Name _________________________________________

Email ____________________________




Updated 08/2013



Fax this completed form along with a signed Proctor Application Form to 703-359-7562 no later than 90 days prior to the planned exam. You may also email a scanned copy to certification@airs.org.





Office Use Only:   Approval Date_________    Submitted for Posting Date ______


Signed ____________________________________________________________





Office Use Only:   Received Date _________   Date Posted  ________


Signed ____________________________________________________________





AIRS Certification Director 703-218-AIRS ext. #201     � HYPERLINK "http://www.airs.org" ��www.airs.org�         11240 Waples Mill Rd. Suite 200 Fairfax, VA 22030











