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Introduction

This booklet explains the exam day regulations. You must read it and follow all our instructions to keep the exam
secure and give candidates a positive experience.

You must have a printed or an electronic copy of this booklet in each exam room and in the waiting area of
the Speaking test venue.

This document is correct at the time of being published. We may change it at any time and we will tell you
about any updates in Centre News and on the Support Site (support.cambridgeenglish.org). The University
of Cambridge owns the copyright on all materials we produce, such as documents, question papers, audio
files, past paper packs and Speaking packs (© Cambridge University Press & Assessment). You must not copy or
reproduce them without our permission in writing.

Throughout this booklet, ‘You’ means invigilators and supervisors, ‘CEM” means Centre Exams Manager. We use
the term ‘written components’ as a summary term for all components apart from the Speaking test.

This booklet is for:

- A2 Key / Key for Schools - B1 Preliminary / Preliminary for Schools - B2 First / First for Schools - C1 Advanced

- C2 Proficiency

Exam Day Booklets for the Cambridge English Digital exam or any exam not listed above can be found on the
Support Site. For candidates with Special Arrangements and / or using modified materials, use the Special
Arrangements Supplement with the Exam Day Booklet. Regulations in the Supplement take precedence over any
regulations in this Exam Day Booklet.

You must always:

use the latest version of Inspera. Using earlier versions may cause technical problems on the exam day and
may affect results

have access to the CEQs Digital User Guide
review the Inspera Preparation checklist.

Handle all exam materials as confidential and never leave them unattended.
If you need any technical support, contact Application Support by calling: +44(0)1223 803786.

If you try to handle issues outside of the standard process, this can cause additional problems so please contact
the Helpdesk or Application Support team for advice. Raising problems with us as early as possible helps us to
resolve them quickly, and ensures that your candidates are not disadvantaged.

This booklet uses the term ‘components’, which corresponds to the ‘child tests’ mentioned in the CEQs Digital User
Guide. In this context, ‘parent test’ refers to the whole exam (excluding Speaking), such as B2 First Digital.

Inspections

You will not be given advance warning if your centre is to be inspected. Inspectors might arrive at any time
during the exam. They will always show their Inspector ID card to prove their identity. They will need to see
where you store the exam materials and will stay in the exam room during the written components. They may
also check the Speaking test rooms. During this time, they will write a report and might ask you questions. You
can ask the Inspector to ask questions later if you are busy. After the inspection, the Inspector will give you brief
feedback and will send their report to our Quality and Compliance team and the CEM.

You can tell candidates that the Inspector is there to monitor the centre, not them, if you think it would be
helpful. The Inspector may ask candidates some simple questions and / or check their IDs. All centres are
expected to co-operate with any inspections and to treat Inspectors with respect.

Candidate experience

Do your best to make sure candidates have a positive experience on their exam day. Be friendly, polite and
helpful. Answer candidates’ questions clearly and quickly, and try to solve their problems where possible.

Keep candidates informed, for example, telling them the schedule for the day including breaks, what they are
allowed to take into the exam room, when you will check their IDs, when they can leave the exam room and any
emergency procedures for the venue.

Invigilators / supervisors are responsible for the safety and welfare of your candidates. Please see our
Safeguarding Policy for more information.
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Requirements for invigilators / supervisors

All supervisors and invigilators must be trained to run Digital exams, for further details see the Handbook
for Centres.

You must have at least one supervisor in charge of each venue.
@1 You must have at least one invigilator for every 25 candidates in each exam room.
Invigilators must not be friends or relatives of the candidates.

A trainer or an English teacher who has taught the candidates in the last 12 months cannot invigilate, either
alone or with another invigilator.

If there is only one invigilator, they must be able to get assistance without leaving the candidates
unsupervised. For example, they can use a mobile phone with sound and vibration switched off. Someone
must be able to arrive within 2 minutes.

Invigilators must always have a clear view of all candidates.

Test day photos

You are required to take test day photos for B2 First (excluding B2 First for Schools), C1 Advanced and
C2 Proficiency.

For other exams, you can offer this as an option if candidates ask for it in advance.

Verify the candidate by checking their ID before you take their photo. See Checking IDs below.
If the ID is not a passport, advise the candidate that they may not be able to use their result for
immigration purposes.

You must take a photo of each candidate on the exam day using the test day photo software Identica.

If you have problems taking photos, you must contact the Application Support team immediately on
+44(0)1223 803786 so that your candidates are not disadvantaged. You must upload test day photos by the
end of the speaking window to avoid delays in releasing your candidates’ results.

Photos taken outside of Identica without authorisation beforehand from the Helpdesk will not be uploaded.

You can choose whether to take the photo on the Speaking or written test day. You do not need to check it for
subsequent components.

By signing up to take the exam, candidates or their parents / guardians understand that a test day photo
is needed.

NEW We will not release C1 Advanced candidates’ results without a test day photo.
@ The following rule applies for C1 Advanced taken in Africa, Asia and Australasia:

centres must take the photo on the day of the first component.

The CEM can check the Identica articles on the Support Site for more information and instructions for using
e thesoftware.

Materials

' For all exams, you will need:

printed templates of Malpractice and Special Considerations forms (download from Support Site). If you
complete these, give them to the CEM, who will arrange to transfer them onto Cambridge English for
Centres

measuring tape for correct distance between desks (unless you are using dividers or the desks are
arranged back to back)

attendance register with candidate names and candidate numbers

desk labels

blank paper and spare pens / pencils for candidates (if candidates request it)
the test day support number for technical support: +44(0)1223 803786

room plans (download template from Support Site or create your own — make sure they contain the
information in the template)

printed candidate logins
two spare sets of headphones and spare computers / devices per 50 candidates
one spare device for Inspera Admin Portal per venue.
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Preparing the venue and exam room

Seating and room set-up
FRONT ' An internet connection is required throughout the exams.

Candidates must be seated so they cannot easily read another
candidate’s screen. Be aware that candidates can enlarge the text on
their screens.

In the example on the left all candidates are facing forwards. However,
they do not all have to face the same direction.

The room should be set up in a way that ensures invigilators are able
to observe candidates easily. In all cases, you must be able to see all
candidates at all times.

NEW If candidates are sitting side-by-side you must do one of the following:

' keep candidates at least 1.25 metres apart, measuring from the
centre of one candidate’s desk to the centre of the next candidate’s
desk. Use a tape measure to check the distance before the exam and
check candidates do not move their desks.
separate candidates using dividers. Dividers must be large enough
on all sides to prevent candidates from seeing each other’s screens.
If you use privacy filters without dividers, ensure a minimum distance of
1.25 metres is maintained.
If a candidate needs to change computers, for example, due to
technical issues, make sure they log out of the old computer and log
into the new computer, using their own log in details.
Put a desk label with the candidate number on each desk and make
sure candidates can clearly see them. Invigilators must be able to see
the labels clearly from a distance.

0001 0002

0003 0004

¢
4
2
All candidates face this direction

*

Example: facing forwards in

rows with dividers <

Other venue requirements

Exam room: switch off any bells, disconnect any phones, make sure the temperature is comfortable, and the
roomis tidy and light.
Directions to exam rooms: make sure candidates can easily find the exam room.

Notice to Candidates: put the current poster outside (not inside) the exam rooms. You only need one poster
if all candidates can see it easily.

Material in English: remove or cover posters, notes or notices in English (except for safety notices).
Time: make sure there is an accurate clock / timer for the invigilators.
Have a designated area inside or outside the exam room for items not allowed at desks.

You must also store electronic items and watches outside the exam room and have a procedure for
returning them to candidates. Make sure you follow any relevant local laws, for example on liability for items
that get stolen, lost or damaged when you store them.

Preparing the test equipment

The CEM must follow the instructions in the CEQs Digital User Guide article on the Support Site.

There is a Tips and Troubleshooting guide available that CEMs should provide to invigilators.

Close all software other than Inspera on each candidate computer before the exam starts. If prohibited
software stays open or opens during a test, Inspera will not work.

NEW ¢ Either remove or switch off any equipment that is not needed for the test. Ensure candidates only access
equipment needed for the test.

NEW - Before the exam, conduct physical checks for any suspicious / unusual items connected to the test
computers. Ensure you follow the entire connection from the computer to each peripheral device. If you are
unsure or have concerns, speak to your technical staff. Please report anything suspicious to our Quality and
Compliance team and include any pictures if appropriate.

Before the exam, log in to MyCambridge, access the Inspera Admin Portal and navigate to the correct test
you are about to administer.

Before candidates enter the exam room, launch the Inspera Integrity Browser and navigate to the login
page on all candidate computers.

NE'W Candidates cannot use their own personal computers.
[ ]
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Component order and timings

A2 Key Digital / Reading & Writing: n/a Listening:

A2 Key for Schools Digital Thour Approx 30 mins

B1 Preliminary Digital / Reading: Writing: Listening:

B1 Preliminary for Schools Digital 45 mins 45 mins Approx 30 mins

B2 First Digital / Reading & Use of English: | Writing: Listening:

B2 First for Schools Digital Thour 15 mins 1hour 20 mins Approx 45 mins

C1 Advanced Digital Reading & Use of English: | Writing: Listening:
Thour 30 mins Thour 30 mins Approx 45 mins

C2 Proficiency Digital Reading & Use of English: | Writing: Listening:
1hour 30 mins 1hour 30 mins Approx 40 mins

Please be aware that the Listening tests duration is approximate and the length can vary by up to 5 minutes.

You can run more than one Cambridge exam, including paper-based and digital, in the same room at the

same time provided the candidates who finish earlier do not disturb those still doing their test. Consider how
practicable it is to run exams with significantly different component lengths. Seat candidates with the shorter
component nearer the door. Candidates must start each component at the same time. No candidates can leave
their seats during Listening until everyone has finished.

If running different Listening tests in the same room at the same time, all candidates must use headphones.

We strongly recommend that you allow candidates a break between components, particularly if the component
is an hour or longer. Please also consider the age of the candidates.

You must schedule the last component to finish before midnight local time.

Authorised and unauthorised items

Candidates’ electronic items and watches

Before the start of the first written component follow the centre’s procedures for collecting candidates’
electronic items and watches. Ensure a procedure is in place for returning the right items to the right candidates.

Tell candidates to switch off their electronic items. Make it clear that they will be disqualified if they have any
electronic items in the exam room during the exam (candidates can use them during breaks if the centre permits
this). Make exceptions for those needing electronic items for medical reasons (e.g. diabetes) or for those using
assistive technology.

If local laws require candidates to keep electronics in their possession, these must be switched off, placed in a
signal-blocking container and put under their desk or on the supervisor’s desk.

Keep the candidates’ electronic items and watches outside the exam room (unless they are in a signal-blocking
container). You must keep these items secure and inaccessible to candidates until they are permitted to
access them.

Unauthorised items

After electronics have been collected, ensure all other unauthorised items are placed in a designated area.
If the designated area is not in the exam room, ensure these items are kept in a secure area. Candidates are
allowed access to these belongings during breaks, but they must be out of their reach during the tests.

Exam Day Booklet for Digital exams 2025



Items allowed at desks

v/ photo ID

v/ pens, pencils, erasers, highlighters, sharpeners
v small pencil cases (left open)

v/ water

v/ tissues

v/ headphones

v/ blank paper

v Confirmations of Entry are allowed on desks during
the ID check. Remove or place them under the desk
once you have checked the IDs. Make sure you
return them to the candidate by the end of the
exam day

v candidates can keep coats or jackets on the back
of their chairs. Make sure they do not take notes or
other items out of their pockets during the exam

v/ during the exam, if candidates put unauthorised
items on their desk, ensure they are placed in the
designated area (or under their desk if necessary).

v medicine and electronic items needed during the exam for medical conditions (e.g. diabetes)

v/ food (for diabetes, pregnancy etc)

v/ items required for Special Arrangements (some items may need approval).

Cheating

Examples of cheating:

° impersonation

* copying from another candidate

¢ allowing a candidate to copy from them

* communicating with or signalling to another candidate

disruptive behaviour

mouse
* not following exam staff instructions

having access to electronic items with them during the exam
using any unauthorised items with the intention of cheating

remote help, for example, words appearing on the screen without the candidate touching the keyboard or

* candidates who have taken the Speaking test talking about the test with candidates who are waiting.

You can only exclude a candidate from taking the exam if you are not confident about their identity (i.e.
impersonation or unsuitable / no ID), or if the candidate causes disruption to other candidates or poses a threat

to health and safety.
Cheating during the test

* Tell the candidate to stop cheating and that they will be reported.
* Be aware of local laws regarding physically touching candidates when you are removing unauthorised

materials.

* Allow the candidate to complete any remaining components.

How to report cheating

* Write a detailed report using the printed Malpractice form.

* Take a signed and dated candidate statement after the component or at the end of the exam day. Under
18s can be represented by their parents or carers. The candidate should give their personal account of the

situation.

* Give the documents to your CEM / supervisor, who should use this information when they submit a

malpractice report on Cambridge English for Centres.

@ If you think other candidates have been affected, fill in a printed Special Considerations form.

Exam Day Booklet for Digital exams 2025
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Checking IDs

Each candidate’s ID must be checked, without exception.

Do not let the candidate take the exam if you are not confident about their identity.
Candidates must leave their IDs on their desks during each component.

Inspectors can check IDs and ask candidates questions about their IDs.

If a candidate does not bring an ID, or suitable ID, see Fig. O1.

When to check IDs

Before the start of the first component and When candidates arrive in the waiting area and just
whenever candidates leave and return to their seats. | before they enter the test room.
Candidates must be seated at their desks.

NEW ID regulations

€

08

Each candidate must present an ID that includes their photo, full name and date of birth. The ID must be valid
(not expired), original (not a copy), and a physical ID (not digital).

Acceptable types of ID for candidates aged 18 or over taking the exam within their country of permanent

residence / citizenship:

° passport

° government-issued National ID

¢ driving licence (only if issued in the country where the candidate is taking the exam and it is accepted as
official ID)

* Residence Permit.

Candidates aged 17 or under

Candidates must present an ID from the list above. If they do not have one of these, they must present one of

the following:

¢ school / college ID (provided the centre is satisfied this ID truly verifies the candidate’s ID)

* Candidate ID form (for candidates under 18 with no available ID).

Candidates aged 18 or over* taking the exam outside of their country of permanent residence

These candidates must present a passport or, if the candidate is from a European Union or Schengen area
country taking the exam in another European Union or Schengen area country, their government-issued
National ID can be accepted instead.

*This applies to candidates of all ages in Asia, Africa, and Australasia.

Candidates taking the exam for immigration purposes

If the candidate is taking the exam for immigration purposes, it is their responsibility to ensure that they present
an ID (usually a passport) acceptable to the appropriate immigration authority and that they inform the centre
at the time of registration that they intend to use the exam for immigration purposes.

Extra regulation for centres in Africa, Asia and Australasia running C1 Advanced: For both the written and
Speaking exam days, check that the candidate’s ID is the same that was used at registration. You only need to
do this once during the day of the written components. The ID number must also match the one recorded on
Cambridge English for Centres or Identica. The CEM will give you a list of the candidate ID numbers so you can
check the same ID is used.
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How to check IDs

* Itis one of the types of ID * Check the photo on the ID matches | ¢ Check the name on the ID
listed in this booklet. the candidate. matches the desk label or the
* It has not expired. * Check the name on the ID matches attendance register.
* ltis an original, not a copy. the name on the desk label and * If the name is spelt incorrectly,
If the ID is not valid, see Fig. O1. attendance register. complete a Candidate Name
* Check for any evidence that the ID Amendment form.
may not be genuine, for example
incorrect or missing details.

For typical queries that invigilators can raise about ID checks, please see Fig. O1.

Fig. O1
A candidate does not present suitable ID

: Can a teacher from the candidate’s
school verify the candidate’s

Is the candidate aged o . -
— i identity on the exam day - ideally,

17 or under? - A ;
, in person or by video call, with the

I candidate present?

\4

Candidate is taking a Candidate is taking
Do not allow

written component Speaking component
Can someone bring the candidate Can someone bring

Ittt exam Mo o +-

| |
| their ID during the . their ID before the
I exam? !

to take the

* Allow them to take the exam. Can you reschedule the

* Warn them that they will not receive a result if they do
not bring ID by the end of the exam. .

* If noIDis provided by the end of the exam, you must
inform the Helpdesk and tell the candidate they will
not receive a result.

I 1
: candidate’s Speaking test to :
i another day within the window? |

Do not allow the

Reschedule
. candidate to take

the exam

the exam

A candidate’s face is covered for religious reasons

Arrange for a female staff member to go with the candidate to a private area where she can politely ask the
candidate to remove the face covering for identification purposes. The candidate can then replace her face
covering and sit the test.

You have doubts about a candidate’s identity

Talk to the candidate during a break or before starting the component and ask them questions about the
information on their ID. For example, when / where they were born, address etc. Be sensitive to candidates who
may be transitioning their gender; the CEM can access the Support Site article for more details. If they cannot
confirm their personal information (as per their ID document), do not allow them to take the exam. Tell your CEM,
who must inform us immediately.
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NEW

Running the written components and candidate instructions

Only candidates, supervisors, invigilators and Inspectors are allowed in the exam room. Technical staff are
allowed in the room in emergencies, for example if the computer equipment fails. Inspectors will always
show their ID card. You must not allow anyone else into the exam room.

You may translate all candidate instructions from this booklet (reading them in English is not required) but
ensure nothing is omitted. Additional information can be included, but make sure all candidates understand the
instructions and that none of our regulations are contradicted.

Candidates will lose access to the notepad function if they select Large or Extra Large text size or if the
screen resolution is 1280x1024, 1366x768, or 1280x720. If candidates want to use the notepad, they must avoid
enlarging text or adjust the screen resolution to 1920x1080. Alternatively, provide blank paper to anyone who
requests it.

STEP 1: Before the first component

Switch off your mobile phone (unless you are a sole invigilator) or turn off the sound and vibration.
Follow the instructions in Preparing the test equipment if you have not already done so.

Follow the instructions in Authorised and unauthorised items if you have not already done so.

If candidates are not already seated, ask them to sit at their desks.

Make sure candidates with Access / Special Arrangements (e.g. visually impaired) receive the relevant help
when they set up their computer.

Check each candidate’s ID, or do this when you distribute the candidate logins.
If a candidate starts too early, see the instructions in Step 3.

We are going to start your exam soon. This is your last chance to hand in any electronic items without
being disqualified.

Do you still have anything electronic, including mobile phones, with you? If you do, switch them off and
give them to me now.

If you use any electronic items during the exam, you will be disqualified.

You are not allowed to have a watch of any kind in the exam room. If you are wearing one, please take it
off and give it to me.

You are allowed on your desk: blank paper, a pen, pencil, eraser, pencil sharpener, your ID and water.
If you have any unauthorised items, give them to me now.

Your ID must be on your desk during each test.

You are now under exam conditions.

You must follow my instructions. If you need help, please put your hand up.

You are here to take: (read out exam name).

Put up your hand if you need blank paper at any time.

If you cheat, you will be disqualified. Suspected cheating includes copying from another candidate,

allowing a candidate to copy from you, or using prepared notes. It also includes helping other candidates
or allowing another person to do all or part of your exam.

Do not start the test until | tell you.
If you do not follow these instructions, you may be disqualified.

Distribute candidate logins. To assist with distributing login details to the right candidates, the username
starts with the first five letters of the candidate’s last name followed by the first letter of their first name.

Make sure the candidate number on the login matches the desk label.

Log in using the username and password. Click ‘Login’ and ‘Next’ and wait for more instructions. If you
have any problems, put your hand up.

Click on (read out exam name).

Enter the PIN code; follow the instructions on the screen, then click ‘Unlock + Select” and ‘Next’.

Check the spelling of your name by clicking on the candidate icon located in the top-right corner of
the screen.

If your name is not spelled correctly, put your hand up.

When you have checked your name either click on the cross by your name or click anywhere on the
main screen.




<)

)

If a candidate’s name is misspelt, ask the candidate to write their name correctly. Write down name
corrections to give to the CEM / supervisor later.

In a moment, you will watch the Readiness check video.

Do not click on the screen during the video, or it will restart. Wait until it has finished before making your
adjustments.

When you have finished, click ‘Confirm’, then click on the forward arrow (you may need to scroll down to
see this), then remove your headphones.

DO NOT start the test until | tell you.

Put your headphones on now and start the Readiness check video.

If needed, you may explain or translate the Readiness check information.

Give the candidates time to complete the Readiness checks and ensure they have finished. Check all
candidates are ready to start the test.

Either collect and keep any distributed login details now or at / by the end of the first component and keep
until the end of the the exam.

STEP 2: Instructions for each component

If a candidate needs to change computer, ensure they log in again using their own username and
password.

Check candidates' IDs now (if they have left their seats since the last ID check). Make sure they are seated at
the correct desk.

Monitor the Inspera Admin Portal and pause any candidate who has started their component early.

If candidates need to hide their responses (e.g. toilet break), advise them to use the menu screen by clicking
the three lines or the notification icon located in the top-right corner. To reveal, simply click the ‘x, and their
screen will reappear.

If you need to rewind the audio in the Listening component for a candidate, please follow the instructions on
the Support Site: Inspera: Rewinding audio during the Listening Test.

You are under exam conditions.

DO NOT start until | tell you, or you may be disqualified.

If you cheat, you will be disqualified.

If you need a toilet break or finish the test early, hide your screen, put your hand up and wait in your seat.
The test will stop automatically once the time has run out.

Your answers do not need to be all in capital letters.

At the end of the test, stay quietly in your seat until | say you can leave.

DO NOT start the next test until | tell you. Starting early may result in disqualification.
If you start before | say, put your hand up and tell me immediately.

Do not switch off or restart your computer before, during or after the test.

If you have any problems during the test, put your hand up.

The next test is: (hame the next test).

If the next test is Writing (except Key / Key for Schools), tell candidates to select ‘Yes’ for the task they
choose in Part 2 before the end of the test.

Read the test instructions carefully and click on ‘l confirm’ when you have understood them.
DO NOT start until | tell you.
Are there any questions?

Give candidates time to read the instructions and ask questions.
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NEW

Before each component except Listening

You cannot leave the exam room in the first 30 minutes and the last 10 minutes.
Click on ‘Start (name of next test).

Before Listening

You cannot leave the exam room at any time during the Listening test.
When you finish, remain seated quietly and keep your headphones on until everyone has finished.
Put your headphones on and click on ‘Start Listening’.

STEP 3: During each component

Your main responsibilities are to look after candidates’ wellbeing and to make sure no candidates cheat.

Make sure you stay alert at all times and can see all candidates.
Regularly walk around the room. For Listening, to avoid disturbance, keep this to a minimum.

Your role is to invigilate, not to engage in other activities like reading a book or working on a laptop.
However, you need to fill out the room plan, attendance register, and, if necessary, the Malpractice and
Special Considerations forms.

You or anyone else must not explain exam questions, read or alter candidates’ answers.

Look out for candidates who might be cheating.

Do not disturb or distract candidates.

Regularly check the ‘Monitor’ tab on the Inspera Admin Portal, especially at the beginning and near the end
of each component, in case a candidate starts too early.

If candidates need to hide their responses, either use the menu screen by clicking the three lines or the
notification icon located in the top-right corner. Click ‘X’ to reveal their screen.

Toilet breaks

Candidates must not leave the room for Listening at any time except in an emergency. For all other written
components, a candidate can leave and return to the exam room at any time if they are supervised, except
during the final 10 minutes.

Before a candidate leaves their desk, ensure they hide their work and that their screen displays the menu
screen.

Check the washrooms before and after any toilet breaks.

Remind the candidate that they are still under exam conditions even outside the exam room.

A member of staff must go with the candidate. Remember that if there is only one invigilator in the room, they
cannot leave and must ask for assistance.

Make sure the candidate does not communicate with anyone outside the room.
You must not allow extra time for any candidate who takes a toilet break.

Finishing early

If a candidate has finished the component and wants to leave the room (except Listening tests):

check the time - the candidate cannot leave permanently in the first 30 minutes or the last 10 minutes
the candidates must stay in their seats until you tell them they can leave
tell candidates to leave any paper on their desk

candidates must either hide their screen (by clicking the menu), then allow the remaining time to expire, or
the invigilator can end the test. Instructions on how to end the component are on the Support Site

you must not allow this candidate to re-enter the room until the component has ended.
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If a candidate starts a component early

If a candidate starts before being instructed, pause their test. You can resume it when you are ready to start
the test.

If a candidate starts the next component before a break, either allow the candidate to continue, or pause the
test and supervise the candidate until they resume.

Do not report it if the candidate tells you about the early start within 2 minutes of starting the test.

NEW You must complete a malpractice report if a candidate starts early and does not tell you within 2 minutes and
you think they have gained an unfair advantage (e.g. starting before a break).

In your report, include: the component name, the time elapsed from starting the test to pausing, and whether
the candidate informed the invigilator.

If a candidate becomes unwell

If a candidate becomes unwell during a component, pause the component.
If the candidate is able to continue, resume their test. Fillin a Special Considerations form.
If the candidate is unable to continue the test, log the candidate out of the test on the candidate’s computer.

Room plans

You must complete an accurate room plan for each exam room before the end of the final written component.
The room plan must include the position of each candidate by using the candidate number and the direction
candidates are facing. Indicate the 1.25 metres side-by-side minimum distance has been met, or include the
position of dividers on the room plan. If the room layout changes or candidates are moved during the day, you
must complete another one with the new set-up.

Attendance registers
Complete the attendance register before the end of each component.
Absent candidates

NEW Record absent candidates on the attendance register. If the status of an absent candidate is showing as
submitted on the Inspera Admin Portal, keep a record for your reference and Contact Helpdesk.

Candidates who arrive late

When deciding whether to allow a late arrival, consider the impact on other candidates and how practical it is.
You can allow late arrivals (with your supervisor’s permission) provided that:

you allow them the full time of the test

you read the full instructions to them (outside the exam room if other candidates have started)

the exam will finish before midnight

other candidates are not disturbed (do not allow a late arrival into an exam room where other candidates
have started the Listening test)

when the component has finished for everyone else, make sure candidates leave the room quietly while any
late candidates finish their test.

If you want to and it is practicable, you can allow a late arrival to take one or more components after other
candidates have finished their component or exam.

Fillin a printed Special Considerations form (see below) if they were late because of sudden illness or another
acceptable reason and this has affected their performance.

You can refuse to admit late candidates if this is your centre’s policy. If you do not allow a late candidate to take

one component, they cannot take subsequent components. Candidates will only receive a result if they have
completed all components.
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Incidents and emergencies

If needed, fill in a Special Considerations form (see below).
Power cut

If there is a power cut and they are unable to continue their exam, you can either ask candidates to wait or ask
them to leave the room. Make sure candidates are supervised as closely as possible so they do not have access
to unauthorised items or the internet, and to prevent them talking to each other about the test. If the incident
requires extra time, refer to Adding extra time for incidents below.

If needed, fill in a Special Considerations form (see below).
Other emergency situations such as a fire alarm
If there is an emergency, everybody’s safety is the main priority.
Depending on the nature of the emergency, follow the instructions below. However, your local emergency
procedures should override any of our exam security regulations.
Evacuate the exam room following the venue regulations.
If possible, closely monitor the candidates to ensure they do not communicate with each other or access
unauthorised items, mobile phones, or the internet.
Adding extra time for incidents
If you cannot pause the test and extra time is required, follow these instructions:

note the time the incident started

when candidate(s) are able to resume their test, add the time that has been lost

resume the test

contact the Application Support team if you need assistance.
Fill in a Special Considerations form. If the emergency caused a long interruption, you must consider if
candidates and exam day staff are still available to finish the exam. If the emergency was distressing for the
candidates, it might not be appropriate to resume the exam on that day.
Special Considerations

If there was an incident that might have affected the candidates’ performance, fill in a printed Special
Considerations form to report this to us. Give the form to the CEM / supervisor at the end of the exam so they
can use the information to submit a request on Cambridge English for Centres. The CEM must support each
request they submit.

Special Considerations could apply when:

a candidate is unwell during the exam

there is a persistent loud noise that distracts candidates

there are problems with the audio or headphones

there is a delay that might unsettle candidates

there is an emergency evacuation such as a fire alarm

you need to submit extra paper for Writing because of a spoilt answer booklet.

Decide which candidates need to be included on the form (everyone in the room, a range of candidates in an
areq, or a single candidate). Explain to the candidate(s) that you will inform the CEM about the circumstances.
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> STEP 4: Finishing each component

When there are 5 minutes remaining, the on-screen time starts showing minutes and seconds.

When the time expires, the component closes automatically, and the next component becomes available to
start.

It is possible to end a test early by using the Edit End Time option. Please follow the instructions on the
Support Site: Inspera: Ending a Child Test (Component) early.

After each component except Listening

ﬂ')) » The test has now finished.

)

)

» Stay in your seats until | tell you to leave.
» DO NOT start the next test until | tell you.
» Do not take any paper out of the room.

Check all candidates are marked as ‘submitted’ on the Inspera Admin Portal.
Monitor the Inspera Admin Portal and pause any candidate who has started their next component early.
Collect any used paper at the end of each component and any candidate logins (if not already collected).

» You can now leave the room quietly.

Repeat STEPS 2 to 4 until all test components are complete.

After Listening

Check all candidates are marked as ‘submitted’ on the Inspera Admin Portal, then instruct them to remove
their headphones.

Collect any used paper.
Log out of the Inspera Admin Portal.

» Click the ‘Exit’ button when the test time has ended.
» Do not take any paper out of the room.
» You may now leave the room quietly.

After the exam - document handling and deadlines

Give the following documents to the CEM after the exam.

Attendance register CEM to keep in a secure 3 months after the exam day

Room plan(s) place at your centre 6 months after the exam day

Malpractice and Special - .

ConFs? iderations forf; s CEM to submit on Cambridge | Within 2 working days of the exam day
- English for Centres —

Candidate Name Amendment form Within 1 week of the exam day

Exam Day Booklet for Digital exams 2025

15


https://url.avanan.click/v2/r02/___https://support.cambridgeenglish.org/hc/en-gb/articles/21897100997906-Inspera-Ending-a-Child-Test-Component-early___.YXAxZTpjYW1icmlkZ2Vvcmc6YTpvOmJjMGQ1NTVhNGVmNjU5NDQ1NWYwNzdlNWEyMWRhNGIyOjc6NzQ1ODo1ZmY2Y2YyODlkNzExMmQ2ZDQwZmU0MWU5NzAxMTJiNDY0YWIwYjY1ZTc1ZmI3YmE2NGFlNDgxNzUyNDY0M2YzOnA6VDpG
https://url.avanan.click/v2/r02/___https://support.cambridgeenglish.org/hc/en-gb/articles/202842586-Exam-Admin-Toolkit-checklists-forms-and-posters-for-running-the-exam___.YXAxZTpjYW1icmlkZ2Vvcmc6YTpvOmJjMGQ1NTVhNGVmNjU5NDQ1NWYwNzdlNWEyMWRhNGIyOjc6MTE2ZDpiMThhNzhhN2NmYTUyMDdmNWM5MDBkYTNlZGNmMTMwZTU4OThlNWY4MGE1YWE4MTVmMGJjZTVkMGEzNzBiNjRkOnA6VDpG

Speaking test preparation

Test rooms and waiting areas

The CEM will have chosen a suitable venue. There must include an area where candidates can wait to take their
test.

The only people allowed in the test room are:
Speaking Examiners (SEs)
candidates
Team Leaders (TLs), Regional Team Leaders (RTLs), Professional Support Leaders (PSLs).
Inspectors will not normally go into the test room during a Speaking test. They may check the rooms before or
between tests. C1 Advanced is the exception as an Inspector or Cambridge employee may be present during a
test as part of extra security measures.
Only one Speaking test can be held in a room at a time.
Clearly label all rooms you are using for Speaking tests.
Check the waiting area has enough chairs for all candidates and that noise from the waiting area cannot
be heard in the test room.
Put the current Notice to Candidates outside (not inside) the test rooms or in the waiting area. You only
need to put up one poster if all candidates can see it.
Remove or cover all posters, notes or notices in English in the test room (except for safety notices).
Provide an area where candidates can place their belongings during the test. All electronic items and
watches must be placed in a designated area outside the test room. All other personal belongings can be
put in a designated area either inside or outside the room.

The SEs are responsible for arranging the furniture to suit the various test formats and number of candidates
tested. Some possible seating arrangements are below:

Round table Square table Rectangular table
O Candidate* Candidate O O Candidate* Candidate*
Condidate O Candidate @ Candidate QO O O Candidate
Candidate O
O
@) @) O O Interlocutor o
Interlocutor Assessor Interlocutor Assessor Assessor
Small desks Rectangular table The standard format of the test is in
. . " pairs.
" Candidatt Candidat: .. . . .
C"”d’dmeo O Candidate* andica eo @) anaiaate *Shows F})(osmon of tPILd candidate in
r ree.
CandidateO Condidore O cases of a group of three
anaqiaqate
O O
Interlocutor QOAssessor Interlocutor A o
ssessor




Staff and materials for the Speaking tests

Supervisor(s)

Attendance register.
Speaking test timetable.
Exam Day Booklet.
Notice to Candidates.
Special Consideration
form.

Malpractice form.

° Managing the waiting area, making sure it is calm and
quiet.

¢ Checking IDs when candidates arrive.

* Completing the attendance register.

* Checking that test day photos are taken and submitted, if
not completed already.

* Informing candidates of all instructions relating to the
Speaking test.

¢ Supervising candidates while they wait and ensuring they
do not talk to the candidates returning from their test.

* Keeping Speaking test materials secure.

* Keeping a record of which Speaking packis issued to
which SE (or CEM).

* Agreeing with SEs how to keep Speaking materials secure
during breaks.

* Checking all Speaking marks have been submitted via the
Speaking Test app at the end of the session.

* Completing Special Consideration and Malpractice forms
if required.

Marshal(s) -you | * Speaking test timetable. | © Accompanying candidates to the test room.
might need ¢ Supervising candidates until they go into the test room.
more than one * Informing candidates if a TL is carrying out a monitoring
depending on visit, and explaining who they are and what their role is.
the number of * Checking IDs immediately before the Speaking test and
test rooms used. identifying candidates to SEs.
° Making sure waiting candidates do not speak to
candidates leaving the test room.
* Guiding candidates away from the test area after the
test.
Speaking * Speaking test timetable. | * Keeping Speaking test materials secure at all times on the

Examiners (SEs)

Relevant Speaking pack.

Instructions to Speaking
Examiners.

Device with the latest
version of the Speaking
Test app.

Printed Speaking marks
offline record for the
exam (in case the
Speaking Test app is
unavailable).

test day.

* Making sure the room is a suitable environment for the
Speaking test and setting up the room.

¢ Telling the supervisor about any situation which may
have affected a candidate’s performance (for Special
Considerations).

* Submitting Speaking marks via the Speaking Test app or
completing the offline record if there are issues with the
app.

* Keeping mobile phones in Do Not Disturb mode when
uploading marks in the Speaking Test app.

' Information about the validity period of Speaking packs is in the Speaking Pack order form on the Support Site.
The CEM is responsible for destroying Speaking packs when they are replaced.
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Timetabling Speaking tests

Tests should follow the timings below.

A2 Key / A2 Key for 8—‘10 minutes, allow 12 13-15 minutes 30 candidates
Schools minutes

B1Preliminary / 4y

B1 Preliminary for 10. 12 minutes, allow 14 15-17 minutes 26 candidates
Schools minutes

B2 First / B2 First for 14 minutes, allow 16 minutes | 20 minutes 22 candidates
Schools

C1Advanced 15 minutes, allow 17 minutes | 23 minutes 20 candidates
C2 Proficiency 16 minutes, allow 18 minutes | 24 minutes 20 candidates

~ Group of three allowed only when there is an uneven number of candidates and it is the final test.

You must run the Speaking tests within the Speaking test window published on Cambridge English for Centres.
Where possible, your CEM will add a further 3 minutes to every test time if SEs are being monitored. This allows

time for feedback to SEs after candidates have left the test room.
Breaks and duration of examining session

It is important for SEs to have breaks throughout the day so they can rest and are able to perform to the same

high standard for all candidates.

If a candidate is entered for two exams, e.g. B2 First and C1 Advanced, the same pair of SEs should not examine

SEs must have a 15-minute break during each 3-hour examining session (this totals 3 hours 15 minutes).
If they are examining two sessions in a day, they must have a 1-hour break between the two sessions.*
SEs must not examine more than two 3-hour sessions per day.

When using a Remote Assessor, please refer to the Centre Instructions on the Support Site for timetabling

instructions.

If SEs are examining at different levels (for example B1Preliminary and B2 First) within a 3-hour period, they
must have an extra break of at least 10 minutes to adjust to the next level.

them. If another pair of SEs is not available, the examiners must change roles for the second test.
*The exception is if it would leave two candidates after the 1-hour break between the two sessions. In this

case we recommend taking the break slightly earlier and testing three or four candidates after the break. This

ensures that if a candidate is delayed for their test or does not arrive, there is not a single candidate left to
examine. In these cases, with the agreement of the SEs, it is acceptable to have a 45-minute break.
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Running the Speaking tests

Before the Speaking test

Ensure the Staff and materials for the Speaking tests section is reviewed to confirm that all necessary
materials are provided to the relevant staff.

Before the Speaking tests start:

check that the assessor has logged in to the app and can see the session details
show SEs to the test room and tell them about any changes to the timetable

SEs must not test candidates who are friends or relatives, who they have examined within the previous six weeks,
or who they have taught in the previous three years. Check the candidates’ names with the SEs. If you and the SE
only redlise this on the test day, you must try to arrange for a different SE to examine this candidate. If you do not
have more than one pair of SEs on the day or the SE only recognises the candidate as they enter the room, that SE
must be the interlocutor.

make sure you have a copy of the timetable and a register. Inspectors may ask to see the timetable.

When candidates arrive
@ Check their photo IDs and tick their names on the attendance register. See Checking IDs section for details of how
to check IDs thoroughly.

Tell candidates to switch off their mobile phones, watches and any other electronic items, including alarms.
Ask them to place these items in the designated area (outside of the test room). They must place any other
personal belongings in a designated area either inside or outside the test room.

Explain to candidates:

when they will be examined and who their partner s
why and when you will check their ID again

the format of the Speaking test. (Two SEs: an interlocutor and an assessor will test the candidates. The
interlocutor interacts with them during the test. The assessor sits slightly further away and focuses on the
marking and might not look at the candidates or speak to them. Assessors will be using their mobile phones
to do the marking)

where they can get refreshments and where the toilets are

they must be quiet in the waiting area

they will be disqualified if they take any electronic items, including watches into the test room
after they finish the test, they must not communicate with candidates who are still waiting.

Supervise waiting candidates and make sure noise from the waiting area does not interrupt the test.

When candidates are about to take their test

@ Take candidates to the test room and supervise them until they enter. Make sure they do not speak to the
candidates leaving the test room.
' Just before candidates enter the test room, check their IDs.

Agree with the SEs on a procedure for ensuring they can identify the candidates. There are suggestions on

¢ the Support Site; e.g. introduce each candidate to the SEs, identifying which candidate is which.

During the Speaking test session
@ Speaking test materials must always be supervised. During break times, store them securely, for example, by
locking them in the test room or a safe.
The waiting area must be kept quiet and must always be supervised.

Make sure that the next pair on your timetable is ready for the test before the previous test has finished, so
that tests run on time.

Check that the final pair of candidates has arrived before sending in the penultimate pair. This is to make
sure no single candidate is left for the final test.

If there is an uneven number of candidates, form a group of three for the last candidates taking the test.
Only use this format for the final test in a session to deal with uneven numbers, unexpected absences, iliness,
etc. You can have one group of three at the end of each 3-hour session.

SEs will tell you about any situation affecting a candidate’s performance. You may have to ask for Special
Considerations.
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Late and absent candidates

If candidates are late for their
test, add them to a later time in
your timetable when they arrive.
You might have to rearrange the
pairings.

If candidates are absent for a valid reason (for example, they had an
accident on the way to the test) you can arrange for them to sit the test
during the same Speaking test window, either at the same centre or at
another centre. Contact the Helpdesk before finalising any arrangements
with another centre if the exams need a test day photo. If photos are not
needed, email the Helpdesk to confirm your arrangements.

If you cannot arrange another Speaking test, candidates must be
marked as absent on the Speaking Test app by the end of the Speaking
test window.

Rearranging the test outside the Speaking test window

* If you need to arrange the test outside the Speaking test window, your CEM must apply for a timetable
deviation as soon as possible. Use the Timetable Deviation Request form on the Support Site to do this.

* You may need to use a dummy partner — see Dummy partner below
* You must use the offline record when running the tests outside the Speaking test window.

Emergency Special Arrangements

On the Speaking test day, an SE may discover that a candidate has a difficulty that could affect their
performance, or that of their partner. In this situation, please do one of the following:

* The SE will tell you immediately
so that you can make emergency

The SE will decide whether to administer the test or stop it. If the
test runs it will follow the standard test format, with a small addition

Special Arrangements, such as using | of extra time if needed.

a partner who will not be marked (a
dummy partner). See the instructions

below. If you need more advice,

contact the Helpdesk or your Team

Leader.

' ¢ If the SE decides to run the test, you must not reschedule
or let the candidate retake the test. Fill in a printed Special
Considerations form and give it to your CEM / supervisor
at the end of the test so they can submit an application
on Cambridge English for Centres. If an SE thinks that the
assessed candidate’s performance has been disadvantaged
by the dummy partner, fillin a Special Considerations form for
the candidate.

¢ If the SE decides to not start the test, reschedule the test for
both candidates. Contact the Helpdesk for advice about the
type of Special Arrangements needed or if the test needs to
be taken outside the Speaking test window.
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!

NEW

Dummy partner

Use a dummy partner (who will not be marked):
if there is only one candidate entered for a session
in exceptional circumstances as:
part of an approved special arrangement or timetable deviation
an emergency special arrangement.
A dummy partner must be:
a learner of English whose age and level are appropriate to the relevant exam
familiar with the format of the Speaking test.
If they have already taken their test in the same session:
make it clear to the dummy partner that the second test is not marked
tell them the mark for their first test will not be affected
the SEs must use a different test pack.
Only the marks for the candidate that is being assessed need to be submitted.
Do not ask a candidate still waiting to take the test to act as a dummy partner.

Cheating

The SE must report anything unusual, such as suspicious behaviour of any candidates during the test, to the
CEM / supervisor as soon as possible (see section on Cheating above).

After the Speaking tests

Name corrections and forms

Give any name corrections to the CEM / supervisor, as well as Special Considerations and Malpractice forms on
the day of the exam or shortly after. The CEM will need to submit these details on Cambridge English for Centres
by the specified deadlines.

Speaking Test app end-of-session checks

After the final session, check with the SEs that all candidates have marks submitted or are recorded as absent
on Cambridge English for Centres.

If the offline record is used and the SE is unable to submit the marks via the app before leaving the venue,
collect the offline record and check that all scores have been recorded. Contact the Helpdesk within one day
for help with submitting the offline marks.

Keep the offline record secure until the status of all the marks show as submitted and is correct on
Cambridge English for Centres, then you must destroy them immediately.

Attendance Register

Store your attendance register at the centre for three months after the exam day.
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