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Agenda

• What is the role of Exams Officer?
• Managing large cohorts and complex timetabling
• Why are exams officers important?
• Updates for 2025
• Training and support
• Q&A
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What is the role of Exams Officer?
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The Cambridge Exams Cycle
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Task – Group discussion

• Look at the tasks on the next slide

• Discuss with colleagues around you

• Can you match the tasks to the correct 
phase of the Cambridge Exam Cycle

• Are there any tasks missing?
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The Cambridge Exams Cycle

Access Arrangements

Timetabling

Submit entries

Submit samplesSubmit marks and work

Coursework related special 
consideration

Check pre-exam despatch

Check secure storage

Exam room set up

Train invigilators

Prepare for inspections

Script return

Special consideration

Results release planning

Check results despatch Submit enquiries about 
results

Organise and book rooms
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Phase 1: Preparation

Access Arrangements

Timetabling

Organise and book rooms

Phase 2: Entries

Submit entries

Check entries

Phase 3: Coursework and moderation

Submit samples

Submit marks and work

Coursework related special 
consideration

Phase 4: Before the exams

Check pre-exam despatch

Check secure storage

Exam room set up

Train invigilators

Phase 5: Exam day

Run exams

Prepare for inspections

Script return

Special consideration

Phase 6: Results

Results release planning

Check results despatch

Submit enquiries about 
results

Results
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Managing large cohorts and timetabling



Key Times
Defined time when candidates must be in the 
exam or under Full Centre Supervision

Stops confidential information being shared 
with candidates before the exam

Gives you the flexibility to timetable the exam 
within the timetabled session

www.cambridgeinternational.org/keytimes
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Using Key Times to timetable your exams

Key Time: 14:00

The Key Time is in the middle 
of the exam. The exam starts 
at 13:00 and finishes at 15:00.

The Key Time is at the end of 
the exam. The exam starts at 
13:00 and finishes at 14:00.

The Key Time is at the start 
of the exam. The exam starts 
at 14:00 and finishes at 15:30.

FCS*

* Full Centre Supervision



Timetabling your exams – Option 1

www.cambridgeinternational.org/timetablingexams

09:00 – 10:00

Single Room – Large Cohort

Key Time: 09:00



Timetabling your exams – Option 1b

www.cambridgeinternational.org/timetablingexams

09:00 – 10:00

Multiple rooms:

Key Time: 09:00



Timetabling your exams – Option 2

Section 1.2.4 of the Cambridge Handbook

09:00 – 10:00 10:15 – 11:15

Additional Sittings:

Full Centre Supervision

Key Time: 09:00



Timetabling your exams – Option 3

Section 1.2.3 of the Cambridge Handbook

Timetable deviation:

09:00 – 10:00 13:00 – 14:00

AM Session PM Session

Full Centre Supervision

Key Time: 09:00
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Why are exams officers important?
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Why are exams officers important?

Why is it important to have a well-trained and supported exams 
officer in your centre?

What impact does the exams officer role have on the future 
success of your learners?

What do you currently do to support your exams officer?

What more can you do to support the exam officer in your centre?
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Why are exams officer important?

• Scan the QR code 
• Discuss on your table the questions.
• Use the  +  button to add your comments

https://bit.ly/4mkQs16
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Your responses:
Why is it important to have a well-trained and supported exams 
officer in your centre?

Future 
success of 
out 
students Necessary for exams 

to run smoothly

So all students across 
centres have the same 
testing experience

To make sure 
exams are 
administered 
properly

To maintain the integrity of 
exams and to make sure 
the series runs smoothly 
for candidates

So, the only thing students 
need to worry about is 
taking the exam

https://bit.ly/4mkQs16
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Your responses:
What impact does the exams officer role have on the future 
success of your learners?

Scholarships

Motivate Cambridge 
learners to accept the rigors 
of Cambridge curriculum 
and guide them on 
pathways that are best for 
them to reach milestones.

Confidence in 
testing, less 
stressful 

To make sure the 
centre is operating 
in compliance with 
the Cambridge 
handbook. 

Positive and safe testing 
experience

https://bit.ly/4mkQs16

Helps students and 
families know what is 
going on and when. 
Helps decrease stress. 
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Your responses:
What do you currently do to support your exams officer?

Provides 
time to 
prepare

My centre is very supportive 
and consults myself and 
regional/district managers to 
ensure that we are 
compliant with proper 
policies and procedures.

Ensure they 
are fully 
trained Become more 

knowledgeable of 
Cambridge and 
processes. 

Open to meeting with me 
when needed and trusting 
me with the information 

https://bit.ly/4mkQs16

Allow me to attend 
trainings on a regular 
basis. 
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Your responses:
What more can you do to support the exam officer in your centre?

Continued 
support while 
prepping for 
exams

Making sure all assistant 
principals, teachers, and 
guidance counsellors 
understand the nuances of 
exam rules and regulations.

More 
involvement 
with the 
exam series

Understand the 
rules around sitting 
for exams (read the 
handbook)

Having a head of centre 
who is knowledgeable 
and willing to assist in the 
preparation and exams 
day. 

https://bit.ly/4mkQs16

Ensure all staff have 
an idea of exam 
expectations/ process 
involved. 
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Updates for 2025
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My Cambridge 



Updates for 2025 – Access to scripts

Launching in 2025 Hosted on My Cambridge

Designed to give you 
more detailed information

Supports teaching and 
learning
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Access to scripts
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Updates for 2025 - Apply for Access Arrangements

• Accessed via My Cambridge

• Launching in phases throughout 2025

• We will contact you by email

• For modified papers, still use 
Preparation – Form 3

Cambridge Handbook, section 1.1.9
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Using Apply for Access Arrangements
Scroll down to see your 
application outcomes.



Cambridge Schools Conference, June 2025
Future-ready: preparing learners to thrive

Using Apply for Access Arrangements

Add all 
candidates to 

one 
application

1.
Submit 

application to 
us

2.

Wait for 
outcome 

email

3.
Edit the 

application

4.
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New AS/AL History offer for US schools

AS Level US 
History to 1877 

(1801)

Replaces American 
option in AS & A Level 

History (9489) 
syllabus

AS Level US 
History since 
1877 (8102)

Replaces American 
option in AS & A Level 

History (9489) 
syllabus

Replaces American 
option in AS & A Level 

History (9489) 
syllabus

Replaces American 
option in AS & A Level 

History (9489) 
syllabus

AS & A Level 
US European 
History (9981)

AS & A Level 
International 

History (9982)

Four new syllabuses replacing AS & A Level History (9489)
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Sep 2024 May-July 2025 Fall 2026

March 2025 Jan 2026 June 2027

Syllabus document
Specimen question papers and mark 
schemes

Coursebooks and digital teacher 
resources published First teaching

Specimen paper answers
Schemes of work
Learner guide

Introduction professional 
developments courses for new 
syllabuses

First exams given for 8101, 8102
9981, 9982

Updates for 2025 – New History Syllabi Timeline
Key dates
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Support and resources
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Exams Officer Training

www.cambridgeinternational.org/eo-training

New online course for 2025!

Regular exams officer webinars
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Our website

www.cambridgeinternational.org/eoguide
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Customer Support

+44 1223 553554

Sunday – Friday 24 hours

info@cambridgeinternational.org
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Any questions?
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Your feedback 

Please let us know 
your views on this 
session

Scan the QR code and share your 
feedback with us
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Thank you!
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