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TEST CENTRE AUDIT CHECK-LIST
The Auditor must complete all fields below. Please submit to { ICDL Indonesia } all the information and/or documents required relevant to the following questions. All the information submitted to { ICDL Indonesia } is considered to be confidential and will be used to assist { ICDL Indonesia } in assessing the relevant Test Centre’s compliance with the ICDL programme’s Quality Assurance guidelines. 

	1. Auditor’s Details

	Name: 
	
	Email: 


	2. Test Centre Details 

	Registered Company Name:
	

	Company Registration Number:
	

	Company and Test Centre Name are the same?
    Yes (      No (

	Test Centre Name: 
	
	Test Centre ID: 

	Address: 
	

	City / Country: 
	

	Tel No. / Fax No.: 
	

	Name of Test Centre Manager: 
	
	Email:

	Name of Technical Support staff:
	
	Email: 

	Other attendants:
	

	

	3. Audit Details

	Approval Audit
 (
	Follow-up Audit (

	Date: 
	Starting Time: 

	

	4. Test Centre Premises 

	4.1 General Condition of the Building

	1. Ventilation
	Unsatisfactory (
    Acceptable (
   Average (
    Good (       Excellent (

	2. Lighting
	Unsatisfactory (
    Acceptable (
   Average (
    Good (       Excellent (

	3. Ambient Temperature
	Unsatisfactory (
    Acceptable (
   Average (
    Good (       Excellent (

	4. Fire Safety
	Unsatisfactory (
    Acceptable (
   Average (
    Good (       Excellent (

	5. Building Safety
	Unsatisfactory (
    Acceptable (
   Average (
    Good (       Excellent (

	Comments:


	4.2 Access to People with Physical Disabilities 

	1. Ramps: 
	 Yes (
	No (

	2. Special elevators:
	Yes (
	No (

	3. Special toilets: 
	Yes (
	No (

	4. Spaciousness :
	Unsatisfactory (
Acceptable (
Average (
Good (   Excellent (

	Comments:



	5. Approved Test Centre Rooms/Labs

	Number of Rooms/Labs:
	Invigilators required:

	
	1st Room/Lab
	2nd Room/Lab
	3rd Room/Lab

	Name / Number: 
	
	
	

	Floor: 
	
	
	

	5.1 Lab Area (sq. m.)

	Total area (sq. m.):   
	
	
	

	5.2 PC Clock Setting

	Correct PC clock setting: 
	(
	(
	(

	5.3 Number of PCs dedicated to ICDL tests

	Number of PCs:
	
	
	

	5.4 Spacing between PCs dedicated to ICDL tests (it should be ≥ 0.75m)

	Unsatisfactory: 
	(
	(
	(

	Satisfactory: 
	(
	(
	(

	Satisfactory under conditions:
	(
	(
	(

	If this room/lab is satisfactory under conditions, please specify the conditions:


	Comments:




	6. Test Centre Hardware & Software Specifications 

	6.1 LAN 

	Number of Server(s):
	Server Brand and Model:

	Server specifications:    CPU type:________________  Speed : _______  RAM: _______  Hard Disk Space: ______  

	Server Operating System: 

	Backup Policy:

	Other Server Software:

	Comments:



	6.2 Test PCs (up to three types)

	
	1st Room/Lab
	No. of PCs
	2nd Room/Lab
	No. of PCs
	3rd Room/Lab
	No. of PCs

	CPU:
	
	
	
	
	
	

	MHz:
	
	
	
	
	
	

	RAM:       
	
	
	
	
	
	

	CPU:
	
	
	
	
	
	

	MHz:
	
	
	
	
	
	

	RAM:       
	
	
	
	
	
	

	CPU:
	
	
	
	
	
	

	MHz:
	
	
	
	
	
	

	RAM:       
	
	
	
	
	
	

	Comments :



	6.3 Internet Connection 

	Connection:   ( T1 and above   ( ADSL    ( Dial-up   Other : ______
	I.S.P.:
	Speed :

	Connection Speed Test:        Successful        (      Failed       (
	Mail Server: 
Yes ( 

No (

	Comments:




	6.4 Installed Software (type, version, language)

	
	1st Room/Lab
	2nd Room/Lab
	3rd Room/Lab

	Operating system
	
	
	

	
	
	
	

	Word processing
	
	
	

	
	
	
	

	Spreadsheets
	
	
	

	
	
	
	

	Databases
	
	
	

	
	
	
	

	Presentations
	
	
	

	
	
	
	

	Web Browser & E-mail
	
	
	

	
	
	
	

	Other Software Applications 
	
	
	

	Comments:



	6.5 Additional Equipment 

	Printers:
	YES (
	NO (

	Photocopy machine:
	YES (
	NO (

	Fax machine: 
	YES (
	NO (

	Secure file cabinet:
	YES  (
	NO (

	Comments:




	7. Test Centre Training 

	7.1 General Understanding of the ICDL Programme

	Does the Test Centre understand the global concept of ICDL and its international recognition? 
	YES  (
	NO (

	Does the Test Centre understand who the Licensee is and what their mutual responsibilities are? 
	YES  (
	NO (

	
	
	

	7.2 Operational Issues 

	Does the Test Centre understand the ordering process for Registrations, Tests and Assessments? 
	YES  (
	NO (

	Does the Test Centre understand the ICDL Test Rules and Regulations?
	YES  (
	NO (

	Does the Test Centre understand the certification process (on-line and physical)?
	YES  (
	NO (

	Does the Test Centre understand the appeal process and how to use the Appeal Form in the case of any technical problem or appeal? 
	YES  (
	NO (

	7.3 Business Issues

	Does the Test Centre understand that local guidance and marketing information can be obtained from the Licensee? 
	YES  (
	NO (

	Does the Test Centre understand the availability of ICDL courseware? 
	YES  (
	NO (


	8. General Evaluation of the Test Centre

	Recommended for Approval
	Yes (
	No (


	Comments: 



Date : __________________

__________________________________ 
_____________________________________


Auditor’s Name and Signature 
ATC Manager Signature
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“LIVE” TESTING SESSION CHECK-LIST

The Auditor must complete all fields below in the case the Follow-Up Audit takes place during a “live” testing session. Please submit to { ICDL Indonesia } all the information relevant to the following questions. All the information submitted to { ICDL Indonesia } is considered to be confidential and will be used to assist { ICDL Indonesia } in assessing the relevant Test Centre’s compliance with the ICDL programme’s Quality Assurance guidelines. 

	9.   Testing Procedures 

	9.1 General  

	Room/Lab layout satisfactory? 
	Yes   (
	No  (

	Operation of PCs (speed and performance): 
	Unsatisfactory (
Acceptable (
Average (
Good (   Excellent (

	PC clock setting correct? 
	Yes   (
	No  (

	Display resolution: 
	Unsatisfactory (
Acceptable (
Average (
Good (   Excellent (

	Candidate’s proof of identity check: 
	Unsatisfactory (
Acceptable (
Average (
Good (   Excellent (

	Candidate’s name display on test PC? 
	Yes   (
	No  (

	Existence of personal belongings / mobile phone / notes within the testing room?
	Yes   (
	No  (

	Comments:



	9.2 During the Test 

	Number of Invigilators: 
	
	Name of Invigilators: 
	1.

	
	
	
	2.

	
	
	
	3.

	Invigilator’s behaviour: 
	Unsatisfactory (
Acceptable (
Average (
Good (   Excellent (

	Candidate’s behaviour: 
	Unsatisfactory (
Acceptable (
Average (
Good (   Excellent (

	Silence keeping: 
	Unsatisfactory (
Acceptable (
Average (
Good (   Excellent (

	Exam time keeping: 
	Unsatisfactory (
Acceptable (
Average (
Good (   Excellent (

	Presence of individuals other than the specified: 
	Yes   (
	No  (

	Comments: 



	9.3    After the Test 

	Are the candidates given their test result report? 
	Yes   (
	No  (

	Briefing of certificate awarding process if applicable?  
	Yes   (
	No  (

	Comments:




Date : __________________

__________________________________ 
_____________________________________


Auditor’s Name and Signature 
ATC Manager Signature
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