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ITC 48 HOUR BOOKING POLICY &
PROCESS 15 Octoer 2024

1. Booking Tests

e ltis the ITC’s responsibility to make sure that Candidates are made aware of the date and time
of their Test booking. All bookings must be entered onto the Pearson VUE booking system no
less than 48 hours before the actual Test is undertaken. For the avoidance of doubt, this means
that no Test must be launched on the system without being pre-booked. ‘Walk-in Tests’ are no
longer permissible.

¢ In extenuating circumstances, or in the case of an emergency circumstances, ITCs may be able
to book a Test within 48 hours. In such circumstances, the ITC must make a record of the
specific reason(s) for allowing the Test. This record must be made available for auditing
purposes. CITB reserves the right to remove this facility from ITCs at its sole discretion where
concerns are identified.

e Candidates must be informed of the types of identification that are acceptable. A list of these
can be found on the CITB website or via the Pearson VUE Support Service (VSS).

e Candidates must be informed that they will not be able to take a Test if they do not present
appropriate identification on arrival at the ITC.

e If a Candidate does not have appropriate identification, they can complete a waiver form,
together with a letter giving guidance for completion before the Test date (available on the CITB
website at or from the Pearson VUE Support Service (VSS).

e The waiver form, when offered as identification for a Test, must be fully and correctly
completed, with all required documents attached. If the form has not been completed correctly,
the Candidate must be refused a Test. These forms must be kept at the ITC for 2 years for
audit purposes.

e The ITC must have a system in place that enables prospective Candidates to book and pay for a
Test to be taken at the ITC using a credit or debit card.

e Pearson VUE Vouchers cannot be redeemed at an ITC.

¢ When booking, re-scheduling or cancelling Tests on behalf of a Candidate, the ITC shall follow
the booking procedure and shall be subject to the CITB Terms and Conditions, as set out on the
Pearson VUE booking system.

e The Candidate must be given a copy of the Candidate Rules and Fair Processing Notice to read
before signing the electronic e-pad and sitting the Test — see Appendix 5.

e ITCs are not permitted to facilitate bookings made by third parties whose activities meet one or
more of the criteria listed in the CITB Third Party Booking Agent Resale Policy. This is to
safeguard candidates against fraudulent activities and overcharging (section 10.7). The CITB
Third Party Booking Agent Resale Policy can be found on the CITB Website.
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2. Booking-in Candidates for the Test

e The Candidate must be given a copy of the Candidate Rules and Fair Processing Notice to read
before signing the electronic e-pad and sitting the Test — see Appendix 5.

e When the signature is collected on the e-pad, the Candidate is signing to confirm that they have
read and understood the: Candidate Rules and Fair Processing Notice.

o Fire Safety Briefing, giving details of evacuation procedures and meeting points in the event of
an emergency.

e The Chief Administrator or Test Administrator needs to check that the signature on the
electronic e-pad matches the signature on the identification presented by the Candidate.

e If the signature does not match the identification provided, the Candidate must be given another
chance to sign. If this second signature does not match, the Candidate must be refused a Test.

e The Candidate’s current valid passport, photographic driving licence or other appropriate form
of identity must be inspected and copied. All copies must be retained securely for 2 years.
Acceptable forms of ID are listed on the CITB website.

¢ Images of the Candidate must be taken to the required standards — see Appendix 4. If the initial
image does not meet the required standards, it will need to be re-taken.

e The Candidate is required to sign the Test Log (see Appendix 8) to confirm the time of the Test
and consent to having their image taken.

e Any Candidate who is unable or unwilling to provide the required identification as set out above
must not be admitted into the Test Room.

3. During and Completion of Testing

e After a est begins, if a technical problem occurs with the computer equipment, or there is a
power failure, the Test Administrator can re-start the Test. If this fails, the Pearson VUE
Technical Support team must be contacted on 0800 145 6084 (available 24 hours a day with
worldwide coverage).

e The ITC must ensure that Candidates are given their Test Results upon leaving the Test Room.
These should be printed and folded before being given to the Candidate.

4. Candidate Misconduct

e If a Candidate is suspected of breaching CITB testing rules or if they direct threatening
behaviour towards a member of the ITC staff, the ITC will need to raise a case in the
ServiceDirect system, accessed through Pearson VUE Connect.

e Candidate misconduct is defined as any act by a Candidate that compromises the security
of a Test and includes but is not limited to:

o Suspected impersonation/proxy testing — where it is believed that the Candidate has
engaged another individual to take the Test on their behalf.
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o Breach of testing rules — applies primarily to prohibited items, including but not limited to
Bluetooth devices or computer programmes such as Team viewer, which allow remote access by
someone outside the Test Room, being taken into the Test Room, regardless of whether it can be
proven that the item was used to cheat during the Test or used to steal Test content.

o Verbally and physically abusive behaviour - this applies in any instance where a Candidate has
used language and/or threatening body language and or been physically abusive that would
reasonably cause any individual present in the ITC to consider to be verbally and/or physically
abusive conduct. This includes directing hateful, insulting, or threatening language at others in the
ITC, based on any of the protected characteristics listed in the Equality Act.

e The ITC Chief Administrator is responsible for reporting all instances of misconduct involving
CITB Candidates and must immediately raise a ServiceDirect case and email
report.it@citb.co.uk. Failure to report instances of misconduct to CITB will result in sanctions
being applied to the ITC.

e The process for any Candidate misconduct is to be followed as set out on Pearson VUE
Support Service (VSS).

¢ In situations where you fail to comply with the requirements to take action, CITB reserves the
right to impose sanctions on your organisation’s status.
5. Responsibilities

» ITC Chief Administrators are responsible for reporting all instances of Candidate misconduct
involving CITB Candidates and must immediately raise a ServiceDirect case.

» The Pearson VUE Customer Service Centre is responsible for notifying CITB of any reported
incidents of misconduct involving CITB Candidates within one hour of the time of the incident or
by 10am the next working day if the incident occurred after 5pm.

» The Pearson VUE Compliance Team is responsible for monitoring the number and types of
misconduct incidents involving CITB Candidates and assisting CITB with further action.

» CITB is responsible for reviewing the incidents and notifying the Pearson VUE Compliance
Team should any further action be necessary.

Implementation and Review
This Procedure is effective from 15t October 2024 and will be reviewed in line with CITB updates and
requirements. Overall implementation of this process lies with Aaron Davis (Safety and Skills Director).

Signed:

A.Davis, Safety and Skills Director, 01.10.2024

This is a controlled document. Whilst this document may be printed, the electronic version is the
controlled copy. Any printed or saved copies of the document are not controlled.
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