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This manual was designed to assist Chapters that
wish to sponsor an international CPP, PCI, and/or
PSP exam. It combines important information, tools,
and resources that are need in one location.

Please consider this manual as a guide and a handy
reference for examination procedures, timelines,
forms, contact person and much more...

The contents will also be provided to you in a binder.
This will allow you to remove pages that are updated
annually such as examination dates and deadlines.
If you misplace your manual and require a
replacement, please inform the certification staff at
certification@asisonline.org and a new manual will
be sent to you.

Our aim in developing this manual is to not only
assist and guide you as you plan upcoming exam
schedules, but to also help you make optimum use
of time so that your efforts can be concentrated on
planning a successful program.

A certification handbook containing complete exam
instructions and application form is included with this
manual. Please let us know if there is additional
content you believe may be helpful that we have
omitted. To download an additional copy of the
manual, visit the ASIS website at:
http://www.asisonline.org/certification/sponsoring.pdf
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2012 International Exam
Information at a Glance

Examination Deadline Dates

2012 Exam Dates Request to Sponsor Test Application
Form Due Dates Due
May 5 February 1 March 1
November 3 June 1 September 1

Certification staff needs to review and approve all applications 8

weeks prior to exam date,

due to testing service requirements. Our

testing agency’s deadlines are firm.

Questions? Contact the staff person that handles your location.

Exam Location & Staff Contact Person

Australia
New Zealand
Ecuador
Panama

Lisa Currie

Examination Services Coordinator
Office: 703/518-1408

Fax: 703/518-1515

E-mail: lisa.currie@asisonline.org

Jamaica
Trinidad & Tobago

Ada Ausberry

Senior Certification Specialist

Office: 703/518-1409

Fax: 703/518-1515

E-mail: ada.ausberry@asisonline.org







Sponsoring a CPP, PSP, and/or PCI International Exam

Getting Started

It is important to remember the following if your Chapter wishes to sponsor a CPP,
PCl, or PSP exam in Australia, Ecuador, Jamaica, New Zealand, Panama, and

Trinidad/Tobago:

1) The Chapter must be in good standing with ASIS International
and the Chapter’s exam contact person must be a Chapter
officer.

2) The Chapter has identified qualified individuals who have
committed to take the CPP, PSP, or PCI| examination on the
scheduled date in May and November.

Sponsor Checklist Preparation — STAGE 1

As an exam sponsor you must:

v" Submit Request to Sponsor CPP/PSP/PCI Examination
form to Certification Program Director, by requested date on the
form and ensure you receive confirmation. The chapter and
exam contact person must be a member in good standing with
ASIS International.

v' Collect candidate applications and provide initial review for
completeness; transmit to Certification Program offices with
payment in U.S. dollars by the deadline date. The payment

Helpful
Reminders!

International exams are
administered the first
Saturday in May and
November.

Request to Sponsor
forms must be received 3
months prior to the exam
date.

Applications received
after the deadline will be
considered and
processed for the next
scheduled exam date.
Applicants will be
notified via email.

must accompany the applications in USD. A copy of payment transfer
documents must accompany the application. The candidate is responsible for
any fees associated with wire payments. The ASIS Certification Program

Staff are the only people that may approve applications.

v" Inform Certification staff (for efficiency of communications) of important
country or regional holidays, including the days designated for religious

observances.

v Locate and reserve appropriate space to administer the examination at
the lowest possible cost - no cost if possible. Educational institutions will
usually provide space at no charge. If it is absolutely necessary to use
commercial space, please advise the Certification staff of the cost before
signing agreement. Make sure the reserved site and surrounding areas will
be of minimum noise on exam date. (See Examination Layout - page 15)

Please Note:

e No other fees except for the examination fee should be billed to
candidates. No Coffee or food related charges will be reimbursed.







Test Administration — STAGE 2

You are ready to move to the next stage (test administration) once your
sponsor checklist is complete and candidates are ready to take the exam.

Professional Examination Service (PES) — the testing agency working on behalf of
ASIS — handles all test administration and provides staff. These are the guidelines

that must be followed:

No chapter members or local educational personnel may serve as administrative

staff.

Only PES staff and candidates on roster are permitted in the examination room.
Under no circumstance should any other person including chapter exam contact or

chapter officers be permitted into the examination room.

Post Exam — STAGE 3

This is the final stage where candidates have tested and await
their results. ASIS will send (via electronic mail or hard copy
sent via regular/air mail.) Candidates must sign a form giving
permission to release results electronically. Pass / Fail
packages with Score Reports to chapter / exam contact person
4-6 weeks after the exam date.

Pass packages consist of:
e Official letter
Code of Professional Responsibility
Policy Statement on Certification Designation
Recertification Overview
Logo Sheet (CPP only)
Awareness and Recognition Brochure

Fail packages consist of:
e Official letter
e Re-examination form
e Certification Applicant Handbook

The exam contact person is responsible for the distribution of sealed score

reports, received in bulk from ASIS, within the country or region.

Candidate results will NOT be released under any circumstances for at least
two weeks after they are shipped to chapter contact person. Under no
circumstance should any other person, including chapter contact,
open EXAM RESULTS / SCORE REPORTS or any other documents

sent by ASIS for distribution even at the candidates’ request.

Important!

Exam documents shipped
from ASIS Certification
Staff to the exam contact
for distribution MUST be
mailed to candidates within
three business days from
date received.

Do NOT hold candidate
results or certificates under
any circumstances.

Chapter contact
cannot open
exam reports —
even at the
request of the
exam
candidate.

If you have incurred expenses, submit a completed exam reimbursement form with

all receipts. (See Exam Reimbursement Form — page 14)






Summary Checklist of Responsibilities

Keep handy as a quick reference guide ...

Applicant

Verify application
information is accurate
and accompanied
payment

Verify application has
been received by the ASIS
certification department
about 2 weeks from the
submission date

Respond to request for
additional information
within a week from date of
request

Notify ASIS of a change in
preferred test date ASAP

Certification Staff

Review and approve
chapter request to
sponsor and ensure test
site meets specifications

Supply current application
and test information

Review and notify
candidates of application
status and exam
information via e-mail

Provide sealed score
reports to exam contact

Send certified letter and
certificates to chapter
contact for distribution

Reimburse exam related
costs

Chief Examiner
(PES)

Provide exam materials

Set up registration and
exam room

Provide and train proctors
Provide and check roster
Read exam instructions
Monitor exam

Return original roster and
exam materials to PES

PES

Obtain, instruct and pay
all necessary test
administration personnel,
including chief examiner
and proctors

Administer and score
examinations










