ESTABLISHING A GED TESTING CENTER

Institutions that wish to provide GED testing services must request authorization from the State GED Administrator with the Department of Labor & Economic Growth’s (DLEG) Office of Adult Education.  The chief administrative officer (superintendent, college president, or executive director) should request approval by submitting a Statement of Interest document; an application to establish a GED testing center (Appendix A); and an Official GED Testing Center Compliance Checklist Form L-75-2 (Appendix B).  If the State GED Administrator verifies the compliance checklist and approves the Statement of Interest, a Request to Establish an Official Testing Center Form L-75, will be mailed to the prospective test center applicant. The GED Testing Service (GEDTS) makes the final determination on the establishment of all Official GED Testing Centers.

Following are guidelines for preparing a Statement of Interest document. 

	I.          Establish the eligibility of the institution to house a center.


Testing centers may be established only in:

· Accredited high schools, and institutions of higher learning;

·  Military installations overseas or in the United States as approved by the Defense Activity for Non-Traditional Education Support (DANTES); 

· Veterans Administration (VA) hospitals and medical centers;

·  Federal correctional and health installations;

· Jurisdictional correctional facilities that have established a school inside the facility as part of their overall rehabilitation programs.

NOTE: The following institutions are not eligible to become a GED Testing Center:  

· For-profit institutions and private, not-for-profit institutions that stand to benefit from, or that have a financial interest in the success of GED candidates;

· Any proprietary schools;

· Job Corps;

· High School Equivalency Programs (HEP).

	II.         Establish the need for a testing center.


Not all eligible institutions are approved as testing centers.  The State GED Administrator must first explore the feasibility of other options (such as adding a transportation addendum to the contract of an established Official GED Testing Center) before recommending a new Official GED Testing Center.  Next, the State GED Administrator will look for required criteria, demonstrated need, security, quality assurances (including the separation of GED instruction and GED assessment), and other issues.

A Statement of Interest should include an assessment of current and projected testing needs in your community and evidence that you have coordinated with area testing centers and adult education programs, and may also include letters of support for the proposed new center.  Centers are established if there is a need, based on the following criteria:

· Centers should serve a geographic area, not a particular school or program.
· A new center should not reduce testing significantly at a previously established center.  Centers in proximity should seek to establish testing schedules that complement, not compete with, one another.  The distance that examinees must travel for testing should be considered, as should the population of urban areas.  Letters from other centers in the area regarding the establishment of a new center will be considered.
· Centers should seek the advice of adult education programs, community based organizations, and other testing centers in the area concerning the need for testing.
· A new center should anticipate testing a minimum of  120 people annually.
	III.      Secure institutional commitment for an on-going GED testing program.                                            


GED testing centers play a significant role in the lives of adult learners and in the quality of life for families in the communities they serve.  

GED TESTING SERVICE POLICY:  For an institution to be eligible to administer GED Tests, the conduct of the testing program shall be consistent with state, federal, and local laws, and with the primary educational mission of the school, institution, or agency.  Facilities and testing services shall meet the needs of all eligible candidates from the local public sector (with the exception of military, correctional, and medical facilities) at institutions operating Official GED Testing Centers.  The GED Testing Service requires that each official GED Testing Center comply with provisions of the Americans with Disabilities Act of 1990.

Each Official GED Testing Center must comply, and ensure that all of its employees comply, with all other applicable laws and legal requirements.

Assurances Required of an Official GED Testing Center:

Under penalty of closing or being denied approval, each Official GED Testing Center must provide the following assurances to the GED Testing Service:

Assurance of Full Testing Support Service:

· Commitment to the values and traditions of the GED Testing Program.

· Written plan for receiving secure materials that all Official GED Testing Center staff members understand.  (If receipt of mail occurs outside of the Official GED Testing Center, the plan must specify the route of the mail).

· Convenient testing schedules that meet community needs.

· Written emergency plan for handling testing interruptions.

· Pre-testing and counseling for GED candidates.

· Detailed and accurate recordkeeping.

· Commitment to conduct all required inventories.

· Availability of test accommodations publicized for adults with disabilities.

· Guidance and services to candidates with disabilities.

· Outreach to local employers and postsecondary institutions.

Assurance of Cooperation with the GED Testing Service:

· Data provided as requested for research.

· Test administration procedures meet GED Testing Service guidelines.

· Test security policies and investigations conform to GED Testing Service guidelines.

Assurance of Financial Management:

· Prompt payment of all invoices (within 30 days).

· Order sufficient quantities of testing and accommodations materials.

Assurance of Test Security:

· Secure storage, handling, and shipment of testing materials.

· Full cooperation with the GED Testing Service in any instance of test compromise.

· Prompt return of all restricted testing materials at the end of the contract year.

The board of an institution interested in housing a testing center should consider:

· How convenient center location and test schedules are for adult clients.

· Establishing testing schedules & reasonable testing fees, and

· A written policy concerning the test center’s operation.

At a minimum; the board or administration must address all of these and foregoing assurances in their Statement of Interest document.

	IV.     Analyze facilities and staff.


The Statement of Interest should specify the storage area for test materials, describe the examination room, list staff assignments, and identify provisions for travel for required training.

· The institution housing a testing center must provide a separate, secure storage facility for restricted test materials and maintain locked interim storage.

· An examination room should be available that is close to the storage area and is suitable for administering the tests (i.e., quiet, well-lighted, large enough to accommodate the number of examinees anticipated at each test session, and accessible to examinees with disabilities).  The testing environment must be free of distractions/interruptions (e.g. electronic devises and external noises) and have adequate space so that seating can be staggered to preclude copying or collaborating.

· A school district or intermediate school district must name a certified counselor as chief examiner and an institution of higher learning must name a professional staff member with a background in testing and measurements.  The person named chief examiner, must not be involved in preparing students for the tests.  It is helpful if he or she has experience in administering secure tests.  All centers are required to have a GED Chief Examiner and an Examiner.  Appropriate training and supervision must be provided to Official GED Testing Center staff to ensure knowledge of and compliance with GED Testing Service policies.

· Chief examiners must attend annual training conducted by the State GED Administrator and should be supported both financially and administratively.

	V.       Prepare a proposed operating budget.


Proposed budgets submitted as part of the Statement of Interest should take the following costs into consideration and should indicate how much the center will budget for test administration.

· An operating budget describing start-up costs, the first year of operations, and any in-kind support the GED testing program would be receiving from your organization.

· GED Test batteries are rented on an annual basis ($175 each) and there is an annual test center fee of $150.  Each test battery may be administered 15 times during the contract year (January 1 thru December 31).  

Return the completed Statement of Interest, application to establish a GED testing center (Appendix A) and Official GED Testing Center Compliance Checklist -GEDTS Form 75-2 (Appendix B) to: 

Michigan Department of Energy, Labor & Economic Growth 

Office of Adult Learning

Victor Office Center, 3rd Floor 

201 North Washington Square  

Lansing, Michigan 48913

Attn:

Benjamin C. Williams

State GED Administrator

