
 

 

 

CERTIPORT ADMINISTRATION POLICIES 

Certiport is committed to ensuring that its certification exams are respected and valued in the marketplace. 
Accordingly, Certiport takes appropriate measures to ensure that the integrity of its exams are not 
compromised and also holds Certiport Authorized Testing Centers (CATCs) accountable for taking appropriate 
steps to prevent and detect fraud and exam security breaches. 

Certiport conducts periodic data forensics to identify patterns of aberrance in exam results that help detect 
cheating or content piracy. For example, forensic indicators such as types of responses, latency, pass rates and 
retakes may reveal patterns of cheating, collusion or piracy. However, prevention and early detection are 
critical elements that require the close cooperation of its CATCs. 

Therefore, in addition to relying on its CATCs to provide industry standard monitoring during testing, Certiport 
requires its CATCs to ensure an appropriate physical testing environment, and that administrators and 
proctors are sufficiently trained to provide good quality oversight of testing. 

Administrators and proctors who observe violations of rules or suspect a testing security breach must 
immediately contact Certiport Customer Service (or Certiport’s Authorized Partner Representative). It is very 
important to document all relevant facts supporting the alleged breach. Reports should include date, time and 
location of the incident, name of Test Candidate, name and version of exam taken. 

 Admission Steps & Requirements 
 

 Test Candidates will be asked to complete a signs in and out document. 

 The Proctor must confirm that the Test Candidate’s ID matches the Certiport account 
information on the Proctor Validation Screen prior to launching the exam. 

 Proctors may answer questions regarding the functionality of the exam software, but may not 
answer questions or provide instructions related to exam content. 

 Upon arrival at the testing center, Test Candidates must present their personal identification 
bearing a photograph and signature. 

 Test Candidates may not take recording devices such as paper/pencil, cameras, PDAs, 
computers, or communication devices such as cell phones, or pagers into the testing area. 

 Test Candidates must not communicate with other Test Candidates either in the testing room, 
or in any other area of the testing facility during authorized testing breaks. 

 Test Candidates must read and accept the terms of the Non-Disclosure Agreement presented 
prior to the start of the exam. 

 Test Candidates must not remove exam content from the testing area, and must not 
reproduce exam content outside of the testing area. 

 Test Candidates must abide by the terms of the Retake Policy. 

 Test Candidates found to have violated testing center rules may lose any existing certifications 
and may be made permanently ineligible for additional certifications. 

http://www.certiport.com/PORTAL/desktopdefault.aspx?page=common/pagelibrary/Policies_NDA.htm
http://www.certiport.com/PORTAL/desktopdefault.aspx?page=common/pagelibrary/RetakePolicy.htm


 

 

Please Note: In certain circumstances, the computer on which a Test Candidate is taking the exam may stop 
responding, or produce an error condition in which continuation of the exam would not be possible. If a Test 
Candidate experiences this or any other computer interruption, they must notify the Certiport Authorized 
Testing Center (CATC) Administrator and/or Proctor immediately to restart the exam. When the computer is 
restarted and/or the error condition resolved, the Proctor will launch the software again and the Test 
Candidate will choose the "In-Progress" exam, which will return them to the point at which the interruption 
occurred. The software will retain the exam progress and time remaining up to the point of termination, as 
long as the exam is resumed on the same computer in which it was started. 

For additional information regarding this policy and requests for accommodations, please contact Certiport 
Customer Services. 

Exam Scoring Policy 

Certiport certification exams are designed to measure skills on an individual basis, rather than in relation to 
another person or group. Although we maintain summary statistics regarding each exam, including pass/fail 
rates, in keeping with our commitment to promote certification rather than exam scores as the relevant point 
of comparison, that information is not published. 

In the interest of security, Certiport distributes multiple versions of its exams, each with different content and, 
accordingly, different passing standards and number of questions. However, steps are taken to ensure that 
each version of an exam measures and certifies an equivalent level of knowledge, skill, and ability. For each 
exam, passing standards are derived from a combination of expert opinion on “minimal competence” and 
observations regarding how well an exam actually differentiates between low-performing and high-performing 
examinees. 

To identify the passing standard for a particular exam, please refer to the exam score report provided upon 
completion. The exam score report is also accessible within a test candidate’s Certiport profile. It is Certiport’s 
policy to not provide additional documentation regarding certification passing scores or other exam metrics 
that may be considered proprietary information. 

Cancellation/Rescheduling Policy 
 
All cancellation and rescheduling notices must be made to the Certiport Test Centre Administrator no less than 
48 hours before the scheduled exam time. Queries and complaints can be made to Stephanie@itca.co.za, 
alternatively to candy@itca.co.za  
 
All cancellations and rescheduling requests made less than 48 hours before the exam time will not be upheld 
and the test candidate will forfeit the examination and be charged again to retake the exam. 
 
 
 
 

mailto:customerservices@certiport.com
mailto:customerservices@certiport.com
mailto:candy@itca.co.za


 

 

Challenging an Exam Item (Grievance Policy) 

An important part of the certification exam development process is to review each exam question to ensure 
technical accuracy, clarity, relevance, and absence of ambiguity and bias. However, in the event you believe a 
particular exam item is not valid, you may request an evaluation of the item. 

Attention Microsoft Technology Associate (MTA) exam takers: 
All MTA Exam feedback or item challenges need to be submitted directly to Microsoft. To learn about the 
process to submit exam feedback or an item challenge for an MTA exam, please refer to the Microsoft page 
that follows. 
www.microsoft.com/learning/en/us/certification-exam-policies.aspx 

Steps for Challenging Exam Items 

Step One: Within four calendar days of taking the exam, submit the following information by e-mail to 
customerservices@certiport.com with "Exam Item Evaluation" in the subject line. 

Step Two: Provide the following information: 

 Name (as entered at the time of the exam) 

 Certiport Candidate ID (required) 

 Mailing address 

 E-mail address 

 Exam name and version (e.g. Microsoft® Word version 2013 Core) 

 Language in which exam was taken 

 Date the exam was taken 

 Name and location of the testing center 

 What your exam result was 

 Number of attempts at the same exam (including system restarts) 

 A concise description for the specific exam item(s) at issue 

 A concise rationale for evaluation of the item 

Your submission will be acknowledged by e-mail. At that time, you will receive either the result of the 
evaluation or, if more time is needed for evaluation, an estimate of when you can expect a decision.  

Your challenge will be evaluated and you will receive a response within 10 (ten) business days of receipt. Once 
a decision has been made, it will be regarded as final and no further evaluation will occur.  

Will I find out whether my answer to a specific item was correct or whether I would have passed if I had 
gotten it right? 
Exam development staff members will review your exam challenge as described above. To protect exam 
security, we will not provide information about whether your answer was correct, nor will we provide 
information about how your performance on that item may have affected your final score. 

http://www.microsoft.com/learning/en/us/certification-exam-policies.aspx
mailto:customerservices@certiport.com


 

 

What if I don't agree with the evaluator's decision? May I appeal it? 
The evaluator's decision in the item challenge process is final and no further evaluation will occur. 

Will I be given the rationale for the decision? 
To protect exam security, the rationale for the decision will be kept confidential and will not be provided. The 
evaluation will remain a part of Certiport's records until the exam is retired. 

Accommodations 

 As a worldwide provider of certification exams, Certiport is committed to ensuring that those persons with 
the desire to certify their proficiency in the use of computers should have the opportunity to do so. Certiport, 
accordingly, embraces the Americans with Disabilities Act (ADA) as well as other global accommodations for 
disabilities designed to advance those goals. 

In keeping with this commitment, Certiport will continue to explore expansions and refinements of its 
products and services to enable greater numbers of certification examinees with documented disabilities to 
register for, schedule and take certification exams. 

Certiport and its Authorized Testing Centers require advance notification of requests for accommodation(s) as 
well as a reasonable amount of time to review and implement such requests. Certiport and its CATC's are not 
obligated to accommodate examinees with language limitations unrelated to a documented disability (i.e.; 
English as a second language, literacy, etc.), nor to provide unlimited time for the completion of exams that 
are designed to certify not only knowledge, but also efficiency in the use of desktop computers. 

Accommodations may include: 

 Extended testing time 

 A separate testing room or larger testing area 

 A test assistant (reader or surrogate) 

 Use of assistive technology or accessibility features, including screen readers such as JAWS and 
screen magnification software (Please contact your Certiport Authorized Testing Center to inquire 
about availability of such software.) 

Step 1: 

Exam Accommodation Request Form – All candidates applying for accommodations must submit the Exam 
Accommodation Request Form. Please print and fill out the form, then fax the completed form to: 086 664 
3266. You may also mail the completed form to: Certiport, Inc., Exam Accommodations Department, 12 Thora 
Crescent, Wynburg, Gauteng, 2090, South Africa. Note: We do not accept e-mail submissions. 

To ensure proper processing of your request for accommodations, please verify: 

1. Certiport Username: Your correct username must be supplied on the form. If you have not already set 
up an account, you can do so by selecting "Register" on the Certiport Home page. 

http://www.certiport.com/Portal/common/documentlibrary/ExamAccommodationRequestForm.pdf


 

 

2. E-mail Address: Certiport will process your request and notify you by e-mail of the status of your 
accommodation within ten (10) business days. Verify your e-mail address is listed correctly on the 
form to ensure you will receive all notifications. 

3. Supporting Documents: You must provide current documentation of your condition and a rationale 
for the requested adjustments. See page 3 of the Request Form for guidelines. 

Please allow up to ten (10) business days for forms to be reviewed and processed. 

Step 2: 

Examinees approved by Certiport must notify the CATC of the disability accommodation when scheduling the 
exam. Accommodations requiring a separate testing room, larger testing area, a reader or a surrogate, or 
assistive technology require the examinee to schedule in advance as well as present the CATC with Certiport's 
approval. 

Assistive Technology 

Approved candidates may also request the use of assistive technology and accessibility features during the 
exam (with some exceptions), including screen readers such as JAWS and screen magnification software on 
most Certiport exams. Please contact your CATC to inquire about availability of such software. Such software, 
if available by the CATC, will need the Authorized Testing Center to ensure the machines are working correctly 
with the exam ahead of time. 

Use of a surrogate 

Most Certiport exams offer the ability for candidates to navigate through the exam without using the mouse. 
Because Certiport delivers computer based exams, some of which contain simulation content, mouse and 
keyboard constrained persons may also be accommodated with extended testing time and a surrogate in 
accordance with the following procedures. 

Approved examinees may engage a surrogate of their own selection and at their own expense, to perform the 
exam tasks on their behalf for the SIMULATION ITEMS ONLY: 

1. Upon receipt of written approval by Certiport, accommodated examinees must schedule to take the 
exam(s) at the selected Certiport Authorized Testing Center (CATC) at least 24 hours in advance. The 
examinee must notify the CATC of the special accommodation requirement at the time of 
scheduling. 

2. Upon arrival at the Authorized Testing Center, examinees must present Certiport's approval of the 
accommodation. 

3. CATC's must provide dedicated proctor oversight for the examinee and surrogate for the entire 
exam duration. The assigned individual may not proctor other examinees during this time. 

4. Proctors must provide the following instructions and rules for the surrogate/reader to follow during 
the exam and insure that surrogates perform only those actions outlined.  



 

 

Examinees must answer all multiple—choice questions and complete all tasks for concurrent (live 
application) items independently. The surrogate may not participate in any way during these 
portions of the exam. 

When a simulation item is launched (keyboard steps and mouse will not react or will react with 
limited functionality), the examinee may then direct the surrogate to use the mouse by giving 
explicit step—by—step instructions. The surrogate may not prompt the examinee in any manner 
and is limited to perform one mouse click per single direction from the examinee. Communication 
between the examinee and surrogate is limited to clarification of instructions only. 

5. Certiport Authorized Testing Centers will handle violations of test taking rules in accordance with 
Certiport's existing policies and procedures. 

 

 
 


