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Purpose

The purpose ofthis policyisto clearly outlinethe booking, test confirmationand
resultsissuance processesforthe QA Higher Education (QAHE) English Language
Test. It will provide clear guidance on the processesfor Internal and External
applicantslooking tositthe English language testaswell asconfirming whatis
required from applicantsfortheirtestto be confirmed and conducted. Result
issuance will also be covered aswell asthe processesfor non-
confirmation/attendance oftests and the retake procedure for applicants who fail
to meettheirrequired score.

Thispolicyisthe responsibility ofthe Head of Shared Servicesand Agency
Management.

1. Test overview

The QAHE English language testisan online testingsolution suitable for University
admissiontoall Undergraduate and Postgraduate courses offered by QAHE and
its University Partners. Thetest consists of four components; Speaking, Reading,
Listening and Writing. The speaking component ofthe test is conducted on Skype
using arecordedvideocall. Theapplicantisthensentalinkto QAHE'ssecure
onlinetestmanagementsystem tocomplete the remainingthree components
(reading, writing & listening) during the entire testthe student mustremain on
skype so the assessmentteam caninvigilate the test.

1.1 Test structure

Section Time

Speaking 1M-14 minutes (approx.)
Listening 30 minutes

Reading 60 minutes

Writing 40 minutes

1.2 Component structure - Speaking

Part Time Category

1 3-4minutes Introductionandinterviewon familiartopics

2 4 -5minutes Individual Long Turn or Extended Speaking or Monologue
3 3-4minutes Two-Way Discussionor Topic Discussion

1.3 Component structure - Listening

The Listening partofthe test consistsof 4 sectionsand thereare10 questionsin
each section. You will begin by reading the instructionsand then you willread the
guestionsforsection1, listento section1,and answer the questions.

Thisprocedureisrepeated for sections2,3 and 4.
1.4 Component structure - Reading

The Reading partofthe test consistsof 3 passagesand there are 40 questionsin
total.

Avariety of guestion typesisused. You may be asked to:
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o fillgapsina passage ofwrittentextorina table

e match headingstowrittentextto diagramsorcharts
e completesentences

e giveshortanswersto openguestions

e answermultiple choicequestions

Sometimesyou will need to give one word asyouranswer,sometimesa short
phrase,and sometimessimply a letter,number orsymbol.

1.4 Component structure - Writing

In the Writing task, applicantswill be asked towrite an essay in response to a point
of view,argumentor problem.Thereisonly ONE essay applicantswill need to
complete andtheywillneed towrite nolessthan 250 words.

2. Booking process - Internal applicants

Test Applicantsare classified asinternalifthey have made an applicationtostudy
QAHE branch campus, university centre or Pathway College.

For anInternal Applicantto beeligible tositthe QAHE English testtheyare
required tohave submitted a completedapplication to Admissions, eitherdirectly
to QAHE or through an approved QAHE Agentand have received a conditional
offer for their chosen course of study.

Thelnternal Applicantcan requesta booking here.

Once a booking requestisreceived the applicant will receive confirmationoftheir
proposed testdate and time within 48 hours (subjecttothem having metthe
requirementsdetailed above). All testapplicantswillreceive a confirmation email.
Thisemail also providesfull advice andguidance on the test regulations, test
structure and a declarationform all applicantsare required tocomplete and
return nolaterthanthree day priorto their proposed test date/time. Thiscan be
viewed here. Onlyonce a completed declaration form and confirmedSkype ID is
provided will the test be confirmed with the assessmentteam. Testswill not be
conducted.

3. Booking process - External applicants

An external applicantisdefinedasanapplicantwhohasapplied tostudy atone of
QAHE’'sUniversity partner'scampuses. QAHE'scurrent University partnerscan be
found here: gahighereducation.com/partner-institutions

Torequestan English test, the admissionsdepartmentwhois processing the
applicationforattendance totheirmain campus, needstosend an email to
OAHEENdlishTesting@ga.com and provide key information required to make an
English test bookingtogetherwith the following;

e Valid Passport
e Conditional offerletter

Withoutthe above documents QAHE are unable to processany test bookingsfor
external applicants.
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Once acompleted request hasbeen submitted QAHE will contactthe student
with a proposed testdate and time within 48 hoursand thiswill be confirmedto
theapplicantviaemail. The applicantisthen expected toread the full test
guidancegivenaswell astoread,complete and sign the test declaration form.
Onlyonce atest declarationand correctskype ID isprovided willthe test be
confirmed and conducted.

4. Rescheduling the test

We understandthaton occasionthe applicantmay notbe abletoattend a test
thathasbeen booked and confirmed. Inthisinstance and depending on when
notice was provided and the circumstances of why the applicantisunable totake
thetest, they will be allowed reschedule theirtest.

If the test isrescheduled laterthan 4 monthsfrom the original testdate, another
declaration will need to be completed. Therescheduled test will not proceed
withoutthe updated declaration.

5. Resittingthe test

Ifthe applicanthasnotachieved the required score to meet the conditionsoftheir
offer, the assessor will advise on when the test can be retaken.

If the test isrequired to be taken with 4 months, the applicantisnotrequiredto
complete anotherdeclaration form. Forapplicantswho have towaitlongerthan 4
monthsto re-sitthe test, anotherdeclaration will be required before the second
test booking can be confirmed.

6. Applicants who fail to confirm or do not attend the test booked

Where applicantsfail toconfirm theirtest (atall orin good time) by completed the
declaration form and verifying their Skype ID, the test will be cancelled,and no
further bookingswill be allowed.

Where applicants have confirmed the test butdo not attend, nofurther bookings
will be allowed.

7. Malpractice during tests

All Applicantsreceive full testtermsand conditionsand are expectedto have read
and understood these priortostarting theirtest. Thisisconfirmed by signingand
submittingthe declaration. Should an incident ofa breach of the test terms and
conditionsoccurduringthetest,the examiner will terminate the test will
immediately effectand the applicantwillnot be allowedto book another test.
Should applicantswish the challengethe decisionofthe examiner,they must
submitarequestinwriting to QAHEENglishTesting@ga.com. Thiswill thenbe
reviewed (along with the testrecording) by the Head of English Language
Assessmentwhowill determineifthe applicantwill be allowedtore-sitthe test.

8. Loss of connectionduring tests

QAHE fully understandthatin someregion’sinternetconnectionsare not
consistent. Althoughapplicantsare encouraged tocheck thisaheadoftheirtest
and, ifnecessary, make arrangementstotakethetest ata venue with a strong
internetconnection. (NB:the chosen venue muststill comply with the QAHE test
regulations).
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In the eventof connection lossduring a testthe examiner will confirm which parts
of the tests have been completed and whatelementsthe applicantwillneed to
complete ontheirnextattempt. Ifapplicantshave notfully completed any section
of the test, the applicantwillbe provided another bookingtocomplete the
outstandingsectionsofthe test.

Applicantswillneed tobook and take the testfor the outstanding sectionswithin
three weeksfrom the date of theirinitialtest, otherwise the applicant willbe
required tocompletethe full testagain.

9. Resultsissuance

Resultsareissued between two and five working days frorn completion ofthe test.
Applicantswhocompletedthe testwill receive a test certificate detailing their
results. These certificatesare only suitable foradmissions purposesateithera
QAHE franchised campus, centre or collage aswell a QAHE university partners
campuses.
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