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Assessment and exam administration

Cambridge New School Induction for exams officers

Tuesday 16 September 2025
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New School Induction series

Head of Centre / Coordinator: Tuesday 9 September 15:00 — 15:45 English
A guided tour Tuesday 9 September 16:15 - 17:00 Chinese
Counsellor: Thursday 11 September 15:00 — 15:45 English
Global recognition and support Thursday 11 September 16:15 — 17:00 Chinese
Exams Officer: Tuesday 16 September 15:00 —15:45 English
Assessment and exams administration  Tuesday 16 September 16:15 — 17:00 Chinese

Academic team /
subject teachers:
Teaching and learning support,

Professional Development and Thursday 18 September 16:15—17:00 Chinese
Cambridge Insight

Thursday 18 September 15:00 — 15:45 English



Agenda

« Working with Cambridge

« Cambridge approach to assessment
* Administering Cambridge exams

» Support for exams officer

« Staying connected with Cambridge
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Working with Cambridge
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The exams officer role

« Key point of contact between
Cambridge and the Centre

« Administering exams effectively and
securely

« Exam experience of students

* ‘Centre and Cambridge Associate

responsibilities’ section of the
Cambridge Handbook
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Cambridge’s approach to assessment
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Our principles

Good assessment is at the heart of a good education.
We design our assessments to be:

* Valid: an assessment assesses what it is intended to assess

* Reliable: the same outcome whenever students sit the exam, assuming their
performance is comparable

 Practicable: an exam that can be administered and taken without excessive
arrangements
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How we create an exam paper? How we work out your results?

How we mark and
grade papers

Our exam are now ready to

start marking. Set
e ST check the markin
. . . . . examiner to make sure that they
C: receives .

keep markiny

over eight million answer scripts a year from all over the
world. Every script needs the correct mark so that everybody
gets the correct grade. This is how it happens...

X e et ot o ek - So now we have marks
iner then ir s for every script. How do we
work out the grades?

Start here...

Students put down their pens.
The exam is over, and the

We turn marks into grades by using
boundaries. Grade boundaries
are the minimum marks that
students need 10 achieve & grade

the grade
boundaries have b
sgreed, we apply them

to the same standard

Sendor examiner:
out final d
marking. Onc

al

ays after the exam,
a team of our experienced
senior examiners get

together to mark a sample X Watch the video here

st of scripts

Watch the video here L€ Read our guide or watch the video here L€



https://www.cambridgeinternational.org/exam-administration/results/marking-and-grading/
https://www.cambridgeinternational.org/exam-administration/what-to-expect-on-exams-day/

3 CAMBRIDGE

Our exam series

%

June / November series

« Cambridge IGCSEs

« Cambridge O Levels

« Cambridge International AS & A Levels
« Cambridge IPQ

March / May [ October test series
« Cambridge Primary Checkpoint

« Cambridge Lower Secondary
Checkpoint

Read details about changes and FAQ
here L®



https://www.cambridgeinternational.org/programmes-and-qualifications/cambridge-primary/assessment/cambridge-primary-checkpoint/

& CAMBRIDGE

Cambridge IGCSE, O Level &
Cambridge International AS & A Levels
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Assessment options
Option 1 Option 2 Option 3

2nd
exam

series A2 Level

1st
exam
series W\ IV

* More time for in-depth teaching
» Greater opportunity for learners to develop a deeper understanding of their subject
* More likely to succeed later on

AS Level
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How to find out the exam schedule for a subject?

CAMBRIDGE

International Education

Sylabus Syllabus

Cambridge IGCSE

T™
L ]
Cambridge IGCSE
Use this syllal 2027, 2028 and 2029, g
Exams are o ne series.
This syllabus in all administrative zones.
Please check e at www.cambridgeinternational org/0716 to see if this syllabus is
apanese

Use this syllabus for exams in 2027, 2028 and 2029.

Exams are available in the June series.

This syllabus is_not available in all administrative zones.

Please check the syllabus page at www.cambridgeinternational.org/0716 to see if this syllabus is

v available in your administrative zone.

Cambridge
Pathway

erucote of

* You can find out the exam schedule for a subject from the syllabus cover page.
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Syllabus update

We provide advance notice of
changes to syllabuses a year
before first teaching.

* Visit the L2 ‘What's new’ pages
on our public website.
« Sign up for e-Updates to keep up

to date with changes to
syllabuses.

== CAMBRIDGE

International Education

Including:

Cambridge IGCSE™ (6-1)
Cambridge O Level
Cambridge International AS & A Level
Syllabus Changes (International)

February 2025 version 1

Contents

CAMBRIDGE

International Education

Syllabus
Cambridge IGCSE"
Japanese 0716



https://www.cambridgeinternational.org/news/whats-new/

«» CAMBRIDGE

Administering Cambridge exams
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Exams Officer’s journey with Cambridge

* June exam series

Nov Feb Mar Aug Sept Oct

Before the exams
Exam days (from late Apr) Result release Certificate

Making entries

* November exam series

Feb

Making entries Before the exams

Exam days (from late Sept) Result release Certificate



The Cambridge Exams Cycle

Rep wexy ‘'S

Jficates
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Re?l-.llts day, Getting ready
gLl 2 for the series
to scripts ahead
and appeals
What to do

before, during
and immediately

after each
exam
Preparing Internal
for exam day: rooms, assessment,
invigilators and submitting samples
storing confidential and marks
materials <
& <°
8’6 obe.@
,-
oy «
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This session will cover the
standard regulations and
processes for administering
exams. Please refer to the
emails for any updates or
variations specific to your
areas.

ion...
, ¢ preparatt

Today

1 g Success
Tomorrow S
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Phase 1: Preparation

» Key dates and activities
» Timetabling exams
» Access arrangement

Getting ready
for the series
ahead

®| Phase 1 Preparation

E" Cambridge Handbook — Key Times and Full
Centre Supervision and Section 1 Preparation



http://www.cambridgeinternational.org/preparation
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Key basics

* Administrative Zone
« Key Time
 Full Centre Supervision



Administrative Zone

‘ China, Shanghai - China Standard Time v Please select your location below to check which administrative zone you are in.

‘ Get Administrative Zone ‘

| Please select w

You are in administrative ZONE 5 and so please ensure that the Timetable and the

Cambridge Guide to Making Entries booklet you receive have ZONE 5 clearly marked and are
colour coded BLUE.

@ | Administrative Zone

‘ Japan, Tokyo - Tokyo Standard Time v

‘ Get Administrative Zone ‘

You are in administrative ZONE 5 and so please ensure that the Timetable and the

Cambridge Guide to Making Entries booklet you receive have ZONE 5 clearly marked and are
colour coded BLUE.



https://www.cambridgeinternational.org/exam-administration/cambridge-exams-officers-guide/phase-1-preparation/timetabling-exams/administrative-zone/

CAMBRIDGE

Exam timetable

Administrative Zone 5
T June 2025 timetable - Zone 5 (PDF, 817KB)

7] November 2025 timetable - Zone 5 (PDF, T96KB)

@ | Exam timetable

CAMBRIDGE

International Education

Cambridge IGCSE™

Cambridge O Level
Cambridge International AS & A Lewel

Cambridge Final Exam Timetable November 2025

Administrative zone 5

Test date windows
Cambridge IGCSE
Cambridge & Level
Cambridge Intemational AS Level
Cambridge international A Level
Weekly view
28 Septemnber-04 October 2025
OE-10 Cctober 2025
13-17 October 2025
2024 October 2025
27-31 October 2025
03-07 Movernber 2025
#0-13 Movemnber 2025
Syllabus view (A-Z)
Cambridge IGCSE
Cambridge O Level
Cambridge International AS Level
Cambridge intermational & Level

Mizitn: Tha whols corsmts ind @ rrisacn rot jot S5 pags sumis

E\

Linisk! Thiss lestusrse il i ibwrietive ..

This tisrataba has i jost ek o taat i g
i ScTiens yeas warst 1 raacl Thess i atsis an iliractive Sodtion a1 tha bottem of ssch
Fuag inside. Yisu £a0 L Thit in Tha Sarmer ey, just chck ard pens wil b Lakan 13 T
relivvaril page.

h Wik b & 9o, ou
th Latisk Arkebe Ruadior o o 2w adubs comipneduetsiraader himl

& Camibridgs Urivarsity Pris & Asasiment 2055

This timwitable contains & full Lt of all exams for the November 2025 saries. This is
this final vertion of the tivartable. Plaass note thane May ba some changes from the
provtional timwtable. You can view the timetable by wosk o by sylabus.

Ay timi for anddates to rasd thicugh qsestion papers and to Sudy maps otc is
alroady inacluided in this tatal 1M Showw in the tivatable You must not sl iy
ardcitional time.

Planning your timetable and Key Times

Exams mresst b Gaken in the moming [AM), afemoeon [FH) or sesning (') session a5
shasuim o this Eimatablo and in accardancs with the Key T reguiations. Thne & one
Kay Tima for the morming (AM) session, one Key Timss for the aftornocn [PM) session
and one Ky Tima for the sesning (£1] Session. Your Ky Times cam be found o the
Kiry Timas page of oasr webeiti 31 www.Cambrid o

Al caniatas ertors 1or £ in 3 sewsion must ba snder Full Centre Supervision ar
thie Key Time. i conres timatable wxms 3fter the Key Time, candidates mst b kepe
wnder Full Camtrs: Sspervisien from the Key Time until the candidates start tha sxam
M the candifates have already completed the e before the ey Tim, they mist be
kapt undar Full Canire Supsrvisian until tha Eay Time.

For further dotails about our Key Time and Full Cantee Supersigon rgulations plodse
St tha Koty Timies ane Full Contie Supervision Section in the Cambnidgs Handhoak
Communicating timetsble arrangements to candidates

Contris: are respansbia for making Sure candidates knte

= The start and finich time for sach sam

= ANy NACESEAry SUPErViSon JTangements

= Ay updanes to the timetable

Any updaries 1 this timetable will be publish ed on the timstables page of the
Carmbidps Intamantional wessite (ww.c i

and will b Sharad with yedi in ser monthly Cambeidgs xams Officor shaawslatter
Visic wan naticnl. 10 find cut mane atout this
iponant msouwTE:

Vit thi Timetables' section of Cambrisgs ntermational Dinsct

(ttps: fidiract cie.org k) 1o dovwerdnad the exam datesin Csw Sormat or downined 3
timatabie which oty inchades the sxams you have mado stries for

Timetable clashes and deviations

Plaszse study thi final t by any patential E ¥
shoukd wait il yos have submitted your sncries and received your timatable dath
repant bafore applying for 3 timetable desiation. For furcher decails about timotable
elashes and applying 1or 3 timetable daviation plaase 1o saction 1 of the Canbridge
Handbook

‘Where there is more than one paper in a single session

W a candidate b entared for wa pagers which ans timetabled for the same session
thisy may have 3 Sally supervised break Batveon the tw papars. The ragulations
rugarding Kay T and Full Cantre Su perstsion mst be folkowsd - For harther
datails about o Ky Time and Full Contre Supervision regulations pheasa reflr 1o the
Cambvidge Handhosk.



https://www.cambridgeinternational.org/exam-administration/cambridge-exams-officers-guide/phase-1-preparation/timetabling-exams/exam-timetables/

Exam timetable — windowed test

You can set up your
preferred dates when the
exams will be administered
as long as it is within the test
period that we specify

Cambridge Final Exam Timetable November 2025

Test date windows

Cambridge IGCSE

CAMBRIDGE

International Education

Art & Design (Practical)

English as a Second Language (Count-in Speaking) (Speaking)
English as a Second Language (Speaking Endorsement) (Speaking)
First Language English (Oral Endorsernent) (Speaking & Listening)
First Language Spanish (Speaking & Listening)

Food & Mutrition (Practical)

French (Speaking)

German (Speaking)

Hindi as a Second Language

Information & Communication Technology (Practical)
Information & Communication Technology (Practical)

Spanish (Speaking)

0400/02
0511/31
0510/31
0500/04
0502/03
0648/02
0520/03
0525/03
0549/03
0417702
0417/03
0530/03

01/07/2025-31/10/2025
01/10/2025-26/10/2025
01/10/2025-26/10/2025
15/09/2025-27/10/2025
15/09/2025-31/10/2025
01/09/2025-31110/2025
15/09/2025-31/10/2025
15/09/2025-31110/2025
15/09/2025-31/10/2025
25/09/2025-25/09/2025
01/10/2025-01/10/2025

15/09/2025-31/10/2025
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Exam timetable — timetabled exam

You can choose when your exams
start within the timetabled session;
however, you must make sure your
candidates are in the exam or
under Full Centre Supervision at

the Key Time.

Cambridge Final Exam Timetable November 2025

AMBRIDGE
29 September—03 OCtOber 2025 ) ICm:ernotionol Educgon

Monday 29 September

Syllabus/Component Code Duration Session Syllabus/Component Code Duration Session
OL | Biblical Studies 2035/12 1h30m AM IG | Islamiyat 0493/11 Th30m PM
OL | Second Language Urdu | 3248/01 1h 45m AM . IG | Environmental Management 0680/11 Th 45m PM
AS | Thinking Skills | 9694/12 1h 30m AM IG | First Language Setswana 0698/01 zh PM
AL | Chinese Language & Literature 9868/32 2h AM OL | Islamiyat 2058/ Th30m PM
OL | Chemistry 5070/21 Th 45m PM

AS | English General Paper 8021/1 Th15m PM

. AS | Afrikaans Language 8679/03 Th30m PM

. AS [ Law 9084/11 1h30m PM

AS | Clobal Perspectives & Research 9239/11 1h30m PM

Syllabus/Component Code Duration Session Syllabus/Component Code Duration Session

IG | First Language Spanish 0502/12 2h AM IG | Afrikaans as a Second Language (Listening) 0548/02 50m PM
OL | Pakistan Studies 2059/01 1h30m AM IG | Cambridge International Mathematics (Core) 0607/11 1h15m PM
OL | Arabic 3180/01 1h 30m AM IG | Cambridge International Mathematics (Extended) 0607/21 1h30m PM
AS | Travel & Tourism 9395/12 2h AM OL | English Language 123/M zh PM

AS | Chemistry (Practical - Advanced) 9701/33 2h AM 7

Syllabus/Component Code Duration Session Syllabus/Component Code Duration Session

IG | Literature in Spanish 0474/01 1h 30m AM IG | Islamiyat 0493/21 1h30m PM
IG | First Language Arabic 0508/01 2h AM . IG | Environmental Management 0880/21 Th 45m PM
9-1 | First Language Arabic | T84/01 2h AM | OL | Islamiyat 2058/21 Th30m PM
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Key Time

China, Shanghai

You are in administrative ZONE 5.

Our records show that your location does NOT observe Daylight Saving Time (DST)

If you believe this to be incorrect please contact Cambridge Customer Services.

Local Key Times for your Centre

Key Time GMT/UTC 01:00 Key Time GMT/UTC 05:00 Key Time GMT/UTC 0%:00

Select your location to find your Key Time

| Please select b

Key Times are a defined pointin a
timetabled session when candidates
must be in the exam or under Full Centre
Supervision
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Full Centre Supervision

Full Centre Supervision is a defined type
of supervision for candidates.

If candidates are not in their exam at the L _
Key Time, they must be in a room under supervisor
Full Centre Supervision until the Key Time to 30

has passed, or until the exam starts. candidates
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Full Centre Supervision

Candidates can:

be kept in Full Centre have access
Supervision in the to printed
exam room or a books and

suitable room notes

m

talk to each
other
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Full Centre Supervision

Candidates must not:

communicate with people not have access to mobile phones,
taking the exam laptops/computers, smart
watches, or any electronic device
with or without internet access
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Create your centre’s exam timetable — template

Read the guidance notes on the following page, and refer to the relevant timetable,
before you complete this exam timetable template for your centre.

CAMBRIDGE

International Education

Timetable template

Centre number Your AM Key Time Your PM Key Time Your EV Key Time Your administrative zone
(if applicable)
AM | 8 g Exam times Exam duration | Full Centre SFuII Ce.n?re ? g ? 3
Date of eMm | B 3 a% Syllabus/Component Supervision upervision S5 | S8 Invigilators
] . g = b=
exam | gy | =8 § 8 title Start | Finish | oL req\l,'}r:d' stat | Finish | 5% | 58
time time time time 2|2z

Make sure all exams are timetabled in accordance with our Key Time, Full Centre Supervision and invigilator requirements regulations found in the 'Key Times

and Full Centre Supervision' section and section 4.6 of the the Cambridge Handbook. Your country specific Key Time information is available on our website.


https://www.cambridgeinternational.org/Images/376832-create-your-centre-s-exam-timetable.pdf
https://www.cambridgeinternational.org/Images/376832-create-your-centre-s-exam-timetable.pdf

" CAMBRIDGE

Access arrangements

w= CAMBRIDGE el

International Education

Access arrangements are pre-exam arrangements
. . . . . Evidence for access arrangement applications
that minimise access barriers for candidates with

AcGEss aTangemants ane pré-exam amangements thal minimise access banerns for candidales wilth

special educational needs, disabilities or temporary T S T S

injuries/illnesses. oo et

Access arrangement May test series  October test Please refer o Section 1.3 of the Camieidge Handbock.

(Checkpoint) series qu::mzuz::mmium,nmemm Ihe Wity we feview evidence af need for
1 1 We sk 1o videnos af candidate need. This is 1o make e the camect evidence
and June series  (Checkpoint) e b s oo Th 1 ke e you e e ot v
- Vol must save ssciurely all evidence thal SUPPOAS your Sccess arangemeant applicalions, 56 it is
deadline for and November svalabls i wa ask o ses it
application series deadline [
fﬂr applicatiﬂl‘l Ohur ascess arangement regulalions apply lo all candidates, including private candidates, When
accepling enlries from private candidates. you shaould find oul if they hawe barriers io
. S R I BT
- .
Group 1: Access arrangements 2 Preparation- 21 February 21 July for new VLI 0 6 Ty s ey WIS B0 o T S SISl NS ST
. disabiities thal require you 1o apply for acoess arrangermenls.
{E’M] entnes IT & privabe candidate needs an access arrangement, they must provide evidence of need Tor
b lele the application farm_ ¥, ible for checking that the svidence of
Form 1 OrAppl‘y 10 SE'PtE'mbE'T' for mmﬁfmmnﬂ'ﬂmmﬁmm mﬁmn’;umqum?gaumwnTmm
. evidence they provide, before you send the apgpication 1o Us. You must alss keep the evidence
for Access retake entries fle securely @s we may need io see § as part of our Evidence Review process (we introduced
this process from the June 2023 exam series on).
Arrangements
. ﬁ . Quality assuring evidence of need for access ar is for all
Group 2: Modified papers 2| Preparation- 21 January 1 July e b ot Gacsons ch granting access aangemans on he fsaming.
+ e evidence the scheol provides of the eandidate’s barien|s) 1o assessment
_(PD‘F, 1M Bl = lheir need for the amangement(s) being requested

+  Ihe sssessment objectives being tested within the syliabus.

Form3




B
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Phase 2: Entries

Cambridge Handbook — Section 2
« Submit estimated entries

« Use the Cambridge Guide to Making
Entries to work out final entries

« Submit entries using Cambridge
International Direct

« Statements of entry

@ | Phase 2 Entries

E" Cambridge Handbook — Section 2 Entries

Entering
candidates for

Cambridge exams



https://www.cambridgeinternational.org/exam-administration/cambridge-exams-officers-guide/phase-2-entries/

1  CAMBRIDGE

Direct

%9 CAMBRIDGE

School Support Hub @
Cambridge Primary support site @
Cambridge Lower Secondary support site @

Cambridge International Direct @

Products and Services v

Submit for Assessment @

About Us v

Careers ¥

Our other sites ~

Online Learning - professional development @

Assessment Specialist support site &

Online Learning - student support @

& Global EN ~

®| CIE

Direct

CIEDirect

oy CAMBRIDGE

The online tool for Cambridge Exams Officers

Internaticnal Education

doct..  v|[Gdl

Log out
Bulletins | My Messages - 13 | Administer Exams | Support Materials | Ask CIE _

You have 13 new secure

New features

CIE Direct has been updated.
You can now:

» submit your entries online
» keep an eye on upcoming
dates and deadlines via the
‘Dashboard’

download reports so your
candidates can check their
entry details

create timetables based on
your Centre's eligibility and
entries

produce timetable clash
reports,

submit your internally
assessed marks online

submit your forecast grades
online

-

-

Welcome to CIE Direct

The online tool for Cambridge Exams Officers

Latest bulletins View all bulletins >

Administer exams

View Dashboard >
Download and upload files

Exchange files securely with CIE using File Exchange.

View entries and results

View your entries and results by qualification or by Candidate.

Manage the Candidate results website
Set up and administer access to your Candidate results website.

Last login: Wednesday, 10
December 2014 - 04:22 PM GMT

CIE Direct Support

ﬂ CIE Direct factsheet

m‘ilf Direct User Guide

CIE Direct feedback

We would like to hear what you
think of the changes that we
have made to CIE Direct, If you
have anything that you would
like to share with us, please let
us know using the Contact Us
section of Ask CIE.

@ Carnbridge International Examinations 2014, Please read our Terms and Conditions



https://direct.cie.org.uk/

Make entries

f/

Fees list

CIEDirect

The online tool for Cambridge Exams Officers

o CAMBRIDGE

Internaticnal Education
Go to other CIE sites: | Select... v @

E—

S —

Bulletins « My Messages - 13 ) Administer Exams ( Support Materials ) Ask CIE

You have 13 new secure

New features

CIE Direct has been updated.
You can now:

» submit your entries online
keep an eye on upcoming
dates and deadlines via the
'‘Dashboard’

download reports so your
candidates can check their
entry details

create timetables based on
your Centre's eligibility and
entries

produce timetable clash
reports,

submit your internally
assessed marks online
submit your forecast grades
online

-

-

-

-

-

-

———

Welcome to CIE Direct

The online tool for Cambridge Exams Officers

Latest bulletins View all bulletins >

Log out

Last login: Wednesday, 10
December 2014 - 04:22 PM GMT

How can we help you?

Administer exams

Download and upload files

Exchange files securely with CIE using File Exchange,

View entries and results

View your entrigs and results by qualification or by Candidate.
Manage the Candidate results website

Set up and administer access to your Candidate results website,

View Dashboard >

CIE Direct Support

ﬂ CIE Direct factsheet

ﬂc;s Dirsct User Guide

CIE Direct feedback

We would like to hear what you
think of the changes that we
have made to CIE Direct, If you
have anything that you would
like to share with us, please let
us know using the Contact Us
section of Ask CIE.

@ Carnbridge International Examinations 2014, Please read our Terms and Conditions

Download Guide to
making entries
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Making entries

Cambridge IGCSE

Cambridge O Level

Cambridge International AS & A Level
‘Cambridge IPQ

For exams officers

ke CAMBRIDGE

<y CAMBRIDGE

International Education

International Education c .
International Education

Carry-forward regulations supplement

. Fees list: China
for exams officers and centre staff

October and November 2025 series

This supplement outlines our carry-forward regulations. You must use this alongside the
Cambridge Handbook, available at: www.cambridgeinternational.org/eoguide. and your
Cambridge Guide to Making Entries, available at: www.cambridgeinternational.org/direct

Introduction

In this list you will find our:

Cambridge Guide to Making Entries

Including syllabus and option codes for November 2025 series

® | Guide to making entries

The regulations and infarmatian in this supplement will
help you understand the entry you should make if you
have candidates who wish to carry forward marks. You
must make carry-forward entries when you make your

entries. You can find information about.

. Reasons to earry forward marks to a future
exam seri

2. Carry-forward entry rules

21 Overview

2.2 General carry-forward rules (applicable to
all syllabuses)

2.3 Additional rules for carrying forward
Cambridge International AS Level marks

2.4 Additional guidance for carrying forward
marks from non-exam assessment

Entry details you need to provide

Carrying forward Cambridge International

AS Level to A Level

41 Overview

4.2 The structure of an A Level

4.2 Staged assessment

4.4 Best of both assessment

Cambridge International A Level syllabuses.

which include coursewark components

5.1 Overview

5.2 Determining if a coursework component
can be carried forward

5.3 Pathway 1: Carrying forward only the
AS Level coursework component

5.4 Pathway 2: Carrying forward an AS Level
which includes a coursework component

6. Examples of Cambridge International A Level
entry options.

7. Common carry-forward misunderstandings

8. More support

B ow

n

1. Reasons to carry forward marks to a
future exam series

Some syllabuses allow candidates 1 carry forward marks
from a previous exam series to a future exam series.
There are two reasons for daing this

1. To complete a Cambridge International
A Level using staged assessment

This applies if the whole AS Level was completed in the
same previous exam series. The marks achieved for the
whole AS Level are carried forward.

Example: A candidate takes Cambridge International
AS Level Chemistry in the June series. In the following
June series, the candidate carries forward their AS Level
marks and takes the A2 components of the syllabus to
complete their A Level.

2.To try and improve the grade the
candidate achieved in the previous

exam series

This applies if the whele qualification was completed in
a previus exam series. The marks from nan-exam
assessments, such as coursework and speaking tests,
are carried forward.

Example: A candidate takes Cambridge IGESE™
Geography in the June series and receives a grade.
Inthe following November series, the candidate carries
forward their June series coursework mark and re-sits
the written components of the syllabus.

Important information 0

I your centre is maved to the portfalia of evidence
route, there is specific guidance to follow about
carrying forward marks. You can find this on our
website, an the partfolio of evidence page relevant
to the series you are making entries for. Our usual
carry-forward entry rules also apply to portfolios
of evidence.

() Carry-forward regulations

Cambridge Primary and Cambridge Lower Secondary

« Cambridge Pathway qualification entry fees for:

Cambridge Primary

Cambridge Lower Secondary

Cambridge Upper Secondary

Cambridge Advanced

+ Cambridge Professional Development Qualification (PDQ) fees

+ administration fees.

@ | ClDirect — My messages

Cambridge IGCSE™
Cambridge O Level
Cambridge Intermational AS & A Level

¥ CAMBRIDGE

International Education

Cambridge Final Exam Timetable November 2025
Administrative zone 5

Test date windows 0z ek
3 e o Plaasanote
Cambridge ICCSE o rovtiana tmetable. You carview the timetabls by week or b syl
Combridge O Level 0z I
Combridge ntemationslAS Level 0z
Cambridge | LA Level 0z - o
ternatianl
) Planning your timetable and Key Times
Weekly view 03 the moming (AM],
23 September-0d October 2025 03 hownontha emecale and in accosance wEh e Ky Tend replaton. Thar & e
06-10 Oteer 2025 0% o coa Key i for the sering(£V) sesson Tour ey Times can o fourd on
1317 Qrteber 2025 05 EayTeepp
20-24 October 2025 o8 e
e Ky Tema. H catres el e e 1 Koy i, cancgies st b bt
2731 October 2025 W mdera ey Teme
— ¥ e e hav ey Compltes the e befare th Ky T, thy s b
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Making entries

Information required for candidate entries:

Candidate Number

Full name

Date of Birth

Gender

Status (School / Private)

Previous Centre Number / Previous
Candidate Number (for carry-forward
entries only)

Syllabus code
Option code

Create Candidate

Required fields are indicated with an asterisk *

Personal Details

ber: [ W

Leave blank to automatically generate

Name:* | |
Date of Birth:* Day: Month Year

[ pate of birth not known for this Candidate

Gender:* C Male
O Female
) Not sp:

English first language? O Yes

TIdentification Details
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Phase 3: Coursework and moderation

Cambridge Handbook — Section 3

* Internally assessed/moderated
components

» Externally assessed components
« Samples database

* Submit for Assessment

« Send samples

@ | Phase 3 Coursework and Moderation

L Ell Cambridge Handbook — Section 3
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CAMBRIDGE Showing Cambridge International AS & A Level, Cambridge IGCSE and O Level, Cambridge Checkpoint Global Perspectives results for:

0510,0511.
Syllabus Sample selection Deadlines Forms
Samples database
: We select the sample T Internal moderation of speaking tests ¥
Home > Exam administration > Cambridge Exams Officers’' Guide » Phase 3 - Coursework & Moderation »  Samples database Engl|5h asa Second La nguage ) B . p Nouem ber g —
0510/31 using the criteria below deadlines 71 Speaking Examination Summary Form s
Samples database : T Access Arrangements Cover Sheet ¥,
Speaking For marks: 28 October
Use the database to find out: 2025 ] submit for Assessment Admin Guide ¥,
» How to submit marks and/or work for a certain syllabus, e.g. via Submit for Assessment or in hardcopy. For sample: 31 October
« When to submit your marks for moderated coursework and non-coursework tests. Type: Speaking 2025
« When to submit your candidates’ work. Moderated
« Which forms to complete and return with your candidates’ work.
For moderated coursework and non-coursework tests, you submit the marks and a sample of your candidates’ work to us for external [e— _
moderation. For examined coursework, you submit the work of all your candidates to us. . -~
Camli  How to submit your work:
There is more information about coursework and non-coursework tests in section 3 of the Cambridge Handbook. . | 1. Save each candidate’s audio recording as a separate file in mp3 format. bests
n |tests
The samples database tells you whether you use Submit for Assessment to submit work to us. OSlgD 2. Submit the total marks for all candidates usi ng the Submit for Assessment portal Form
| . . prorm
I https://submitforassessment.cambridgeassessment.org.uk/
Qualification type Bt
< Ji'ﬂl A - - = B . - N | =
@® Cambridge International AS & A Level, Cambridge IGCSE and O Level, Cambridge Checkpoint Global Perspectives o 3. Submit for Assessment will identify candidates to be submitted in the sample and generate an automatic emall bide
. . le
() Cambridge Professional Development Qualifications llstlngthese candidates.
Your location 4. Upload the audio recording for each candidate listed in the sample request to Submit for Assessment.
Tien . | 5. Upload the completed marks breakdown form(s) for all candidates.
Modg
6. Upload any other completed forms/paperwork required for the component.
Series
7. Do not send us work or marks in hard copy.
November v
Cami 8. For detailed guidance on how to upload work, see the section ‘Administrative guides for subjects using the Submit
Syllabus code for Assessment portal’ on the Exams Officers section of our website. R
2sls
0511 0510 Clear syllabus codes E ngl a Van chanld ratain a fanme Af all enthmittad wnrlk v
0510} I J Form
© Add syllabus code —
- . W criteria 21 Access Arrangements Cover Sheet
Speaking —— For marks: 28 October
2025 . Submit for Assessment Admin Guide

For sample: 31 October

©® | Samples database |
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You upload marks and/or work for some

@ | Submit for Assessment

P Cotebtae pneiarmeh  Cmbricipe Avyrsamiemt intoeraticansl Echiraeinn 0! Tex ~ Hionias O bde v (b?f;‘_mf
CAMBRIDGE For exams officers
How 10 2ubrit zamplkes for maderatizn % International Education
= = ® >
L.Selecasylabas 2.5ekect 2 compaaent 3. Upload candiciate Thes & Subreit sample
—— Administrative guide F lv asked -
bame | Serws and Stabuzes ¢ Compotenss / Uplods cancidate fhes
0510 English as a Second L (Speaking End ) USing Submlt for Assessment requent y as e questlons
51 Speaking 51 . ;
We have provided answers to some common questions below.

Click each candidate to open their details. The first ane is apen far yoie. Then, sither drag and drop files an each evidence title or Guidance on prepa ri ng and
click Uploed' submitting marks and work R I

- _ T i = When does Submit for Assessment open for each exam series?
Candidate evidence required for upload syllabuses using our Submit for

et o cndedaes Assessment service. The Submit for Assessment window opens for submitting marks and/or work from the
& Q Search by numbes of e Check the samples database on following dates:
Quistandinguploads ~  Sertcandidates by v our website to find out for whicl

syllabuses/components you .
must submit marks and work = March series: 1 February
using Submit for Assessment. = June series: 1 April

= November series: 1 October.

+ What should I do if it is taking a long time to upload a document?

+ I can no longer see my candidates in Submit for Assessment - why is this?

+ How can | check | have successfully submitted my files?

+ How do I find the component humber that my candidates are entered for?

+ | have missed a submission deadline what should | do?

+ If I think I'm going to miss a submission deadline what do | need to do?

+ What should I do if | am unable to 'submit’ after uploading files?

+ What should | do if | cannot see the syllabus to submit samples?
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Phase 4: Before the exams

* In this phase exams officers will:
« submit forecast grades

 handle and store confidential
materials

» prepare the candidates, exam
room, and resources for the exams

* recruit and train invigilators.

Preparing
for exam day:
rooms, invigilators
and storing

confidential
materials

® | Cambridge EO Guide Website — Phase 4

|| Ell Cambridge Handbook — Section 4
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Forecast grades

CIEDirect BB UNIVERSITY of CAMBRIDGE
The online tool for Cambridge Exams Officers [ International Examinations'

Go to other CIE sites: [Select.. =] (Go)
Logged In as: Example Exams Officer, Test Centre Zone 6 (20600) My Centre detals n = T

Home | Bulletins | My Messages - 2 | Administer Exams | Support Materlals | Ask CIE
Dashboard

Results File Transfers Candidate Results website
Series: November 2011 < Back to Dashboard

o o s W e T B ° J une se ries : 3 O Ap ril

Final Entries Reports Internally Assessed Marks { Forecast Grades

[ .
:::::::::::«:?:::r 10 of 10 Candidates S— ¢ N Ove m be r Se rl eS : 3 1 OCtO be r

Fiter: All | Unsubmitted | Submitted

Items per page: 10/ 2550 100 500

©A* OA OB OC O

1 E

2 TEST 2 3 Oa* ®A OB Oc

3 TEST 3 3 OA* @A OB OC

4 TEST 4 E OA* OA @8 Oc

5 TESTS 3 OA* OA OB OC

6 TEST6 E OA* OA OB Oc

7 TEST 7 3 OA* OA OB ®cC

8 TESTS £ OA* OA Op Oc -

9 TESTS E A A B c o H .

S SRaNTENaE L:_]I Cambridge Handbook — Section 4.1

Items per page: 10 25 50 100 500
ige | | Save changes without submitting | Cancel

@ | Forecast grades

K..m
T e
—& Universty of Cambcidge Local Examications Syndicate 2011 Please read our Teamsand Conditions e
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Who will be involved before, during and after exams?
What type of venue (Where) will be required?

What materials are required?




o
DOD

l

-

—
Head of
center fficer

' a
Extra Invigilator
g keyholder § 8

W

Support staff Supervisor
—

)

'

L Candidates

_.J

Exam rmm}
\ -

Secure
storage area

Exam room
vicinity

This is a good practice shared by
an experienced EO for reference only.

Other exam-
specific materials

L

Key materials

Multiple-choice answer sheets
Formulae and statistical tables
Continuation booklets

Confidential instructions

i Cambridge
Handbook
N

N

L ' Ty
Exam Exam day
timetable L checklist

L A

|

“What to say to
candidates” copy

i Seating plan
register &P
_—y

s - )
Attendancej

—
Candidates
warning poster

pu —
Consignments and secure

documents tracking record
M

) U

Notice to
candidates poster

—

' Ty

Brown script packet envelope
- !

. Y

Wall clock

p
Bar-coded and courier labels ]
-
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Training invigilators

* You are responsible for conducting a training session with your invigilators before
the exam, even if they are experienced.

CAMBRIDGE

International Education

Invigilating Cambridge International Education
exams 2025

Information for exams officers

Purpose of this training

To enable exams officers to train invigilators.

To provide specific information on running our exams.

For invigilators to understand their role when invigilating our exams

To make sure invigilators give candidates across the world a fair and consistent exams
experience.

How to deliver this training

 The training is formatied as a Microscft PowerPoint presentation with exira information for
the trainer in the noles section of each slide.
There are slides for you to add your centre specific information.
You can choose how you deliver this training, whether it is face to face, online o if you give it
to invigilators to read.
“You should deliver it to all invigilators before each series, and you should keep records of
this (more information below).
The training should last between one and two hours depending on how you deliver it.

If you wish to extend the training, make it more interactive or add a consolidation exercise, P H
you can download exira material from our websie. nV|g| a lng exa | |

Invigilator requirements
Invigilator records

You must keep signed records of the following invigilater information:
+ invigilator training records
+ invigilators or supervisors used for each exam or period of Full Centre Supervision
+ actual start and finish time of your exams
+ start and finish time of any periods of Full Centre Supervision
+ any changes toinvigilators during each exam or period of Full Centre Supervision.

You can keep these records in any format; however, they must be easily accessible as we may ask
10 see them at any time. You should keap records for each series until you receive your candidates’
certificates

Invigilator suitability
Ses section 4.6 () of the Cambridge Handbook for information on suitability of invigilators.
Invigilators can be teachers in your centre, o people you employ specifically to invigilate exams.

©® | Training invigilators

© Cambridge University Press & Assessment 2025 e
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Number and requirements of invigilators

Practical tests At least 2 invigilators in each room at all times.
(including science practical
exams and ICT tests)

At least 1 invigilator for every 20 candidates.
At least one invigilator should be a subject specialist
1 suitably trained supervisor

All other exams At least 1 invigilator to 30 candidates
(including Art & Design)

Full Centre Supervision At least 1 supervisor to 30 candidates

Separate invigilation For candidates with specific needs in a separate room:
1 invigilator to 1 candidate

See Handbook for more specific requirements for syllabuses like ICT, Computer Science,

and Art & Design.
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Preparmg the exam venue and exam room

v Exam information

v Notice to Candidates

/" Candidate Warning

poster /' Wall clock poster .

Printed copies of ' | Environment
Section 4, 5and Key / ' /" room access
Times and FCS of WARNING . .
Cambridge Handbook s v heat.mg./ cooling
What to say to oetobe i 2020 /~ ventilation
candidates in an exam _—— e / lighting

R = &~ / outside noise

Exam day checklist v

@ | Phase 4 —
preparing the
exam room

/' Candidate name
Desk arrangements and number

/ desk spacing on each desk
./ desk condition
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Pre-exam despatches
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® | Pre-exam despatches
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Bar-coded label — what if not arrived in time?

Write on the script packet:

» Centre number

» Syllabus number
» Component number
» Number of scripts

» Candidate number range

|| Ell Cambridge Handbook Section 5.4.1
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Pre-exam Despatch Guide

CAMBRIDGE

International Education

Pre-exam despatch guide (International)

November series

0

Your pre-exam despatch contains most of the materials you will need for the November exam
series: exam stationery, key administrative documents, despatch labels and script packets. By
late September. you will also receive a despatch containing your confidential question papers.

‘What materials are in this despatch and what
should | do with them?
Your despatch contains @ number of different items

on the and you have
made entries far. The ‘At-o-glance table” over the page
lists all the Rems. along with o brief description of how to
usze them and the approximate number of copis you
should have.

What do | do now?

* Corefully cheek the eontents of the despateh If you are

g ary Rems o pées
[ex your Cambridge Asseciote) as snon as possible.
Remember. the materials in your despatch are based on
your final entries. You will receive materials you need far

Use Submit for Assessment 1o submit morks and work.
Submit for Assessment ollows you ta submit marks and
‘work online for some internally assessed andsor extermally

h i sework and
non-coursework tests), instead of sending them to us on €D
arUSB, or using § Exch Thereis i
about Submit for Assessment an our website:

and/or
‘Subnit marks using Direct and then package ond send
s work fallowing the steps below:
L Submit your marks using Direct by 31 Octeber.
Il yeu are an Associate Centre, submit marks 1o yeur
Cambrigge Associate.

any late entry

or retake entries 2 Label ieee af wark in your sample using the
Submit your ferecast grades by 31 October using Direct. #niclossdidenttication labels.
3 Pl lor different in

To find out how to submit marks and wark for internally
assessed and/or externally assessed components (such
a3 examined eoursewark and nan-coursework tests), go
ter www combridgeintemational ore/samples

Once you have used the samples database to check
the submission method you will need to use one or both
of the following methods to submit marks and work

o s, i St s 1
eoch compenent.

Important information 0

Return oll seripts immediately after each exam. If this is
not passible send them at the end of each exam week.
i pia ¥ paitch them.
As o precoution de nat send seripts for o the
i the same syll in the
pockage. Go to: www.cambridgeinternational.or
wriptrepun for detailed guidance.

-

seperate seript return pockets. Each pocket must
include a copy of your Direct internal marks repart
and the relevant farms. The forms are available from
the samples database Attach the correct bar-coded
label 1o each packet.

Place your packets in an cuter package. You con ploce
packets for different internally assessed companents
in the same euter package. Stick the enclosed address
labels to each euter package.

Send your somples using a method that provides a
tracking laciity (.4, @ eourier) by 31 Octeber. If you
are an Assocate Centre, return samgleste your
Cambridge Associate by the agreed date. Keep a
record of your courier detess.

Befare the start ef the exam peried, display the ‘Notice
1o Candidates' and ‘Candidate Warning posters outside
and inside your exam reoms.

All the ather materiok are for use in the exam roam.
Store them salely until the day of the exom and make
sure your invigilators know what each item i for.

Cambridge EO Guide Website — Phase 4

At a glance table - all you need to know about the pre-exam despatch

Your despatch contains all The items in blue rows relate to specific components only. You will have
these items if you have made entries for these components in this series.

the items in the white rows.

Materials you need to complete and return to Cambridge

Example

Multiple-choice
answer sheets
(M54)

Form used by candidate to answer | Store safely and distribute before the exam

multiple-choice questions.

starts. Multiple-choice answer sheats should
only be used for the exams listed on them.
The information is found in the additional
exam materials list.

Caondidates must use specific multiple-choice answer sheets for Cambridge IGCSE and O Level foreign language,
English as an Additional Language. and Cambridge IGCSE Mandarin Chinese (0457) listening exams. If you make final
entries or these syllabuses, we pre-print the carrect version of the multiple-choice answer sheet with candidate name
and number and include in your despatch. You can find more information and see example forms at:
www combridgeinternational org/multiple-choice-igese-o-level

Materials for submitting coursework samples and seripts

samples. Thera is one size of bag
for all components.

One packet per timetabled exam

appropriately sized packet (scripts and
samples for different components must be
packed separately). Enclose the correct
attendance register if applicable. Complete
the information on the front of the packet
and attach the correct bar-coded label.

Identification Sheets of labels for identifying Complete the labels and attach them to each s

labels individual pieces of work in your piece of work in the sample. Brush with water &
internally assessed samples. to make them stick. A=
Two sheets per centre. S
If you need additional labels you S -
can download them at E—
www.eambridgeinternational.orgs Bl
courseworkandmoderation -_—

Bar-coded labels | Bar-coded labels for tracking Attach the correct label ta each packet of

for the returnof | internally assessed samples and internally assessed samples or each packet of

internally scripts for non-timetabled scripts for non-timetabled components.

assessed samples | compaonents at every stage of the

and scripts for process. One label per component.

non-timetabled

components

Labels for the Sheets of labels for sending Attach to the cuter packaging containing

return of internally assessed somples tous | your packets of internally assessed samples.

internally for moderation. Two sheets of

assessed samples | labels per centre. If you need
additional labels you can
download them at
www.cambridgeinterngtional.orgs

"

‘You must use the bar-coded labels and attach them to your script packets correctly.
There is more infarmation at: www combridgeinternational.org/barcode-to-script

Seript return Script return packets for returning | Pack the scripts or internally assessed

packets scripts or internally assessed samples for the component into the
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Supplementary materials

Administrative forms and guidance documents

All our administrative forms and general extra guidance documents are listed below. You can also

Atte nd a n Ce reg ISte r access these forms and documents through each phase of the Cambridge Exams Cycle.

You can access special consideration forms through the ‘Support Materials’ section of Cambridge

MUItipIe_ChOice answer Sheet International Direct (>Direct).

An Swer boo klet + Preparation

+ Entries

N Otl Ce to Ca n d |d ateS + Coursework & moderation

+ Before the exams

Candidate warning poster = exam day

Scrl pt d eS patCh I a be I If you have extra candidates not listed on your pre-printed attendance registers. Complete a

new form for each exam.

[ ]
<
o)
©
0

...... 2 supplementary multiple-choice answer sheet: Exam day — Form 2a (PDF, 126KB)

Use only if you have extra candidates who do not have a pre-printed multiple-choice answer
sheet. Please note that Exam day - Form 2a replaces Exam day - Form 2.

Candidates must use specific multiple-choice answer sheets for Cambridge IGCSE and O Level

@ Adm|n|strat|ve forms download foreign language, English as an Additional Language, and Mandarin Chinese listening exams.

We pre-print these with candidate name and number and send to you. Read more about these

forms and see examples.
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Early question papers and pre-released materials

You can access in one of three ways:

([ J
SCh OOI S u p po rt H u b See the table below which outlines how your school will receive early question papers and pre-

N Dlg |ta| Fi Ie Des patCh (D F D) release material for the syllabuses for which you have made entries. Please share this information
with the relevant subject teachers.
* Printed

Cambridge Handbook — Section 4.2

—

-
G —
— g—

Early question papers and pre-released materials
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Recelving and storing confidential materials

1. Question papers

2. Must check the delivery but
arrive at your school

3. Collect the delivery
not open it. & move to storage room

DELIVERY CHECKLIST

\/ Centre number

/ Address

V/ ttems (2/2)

/ Nodamage

4. Carefully check despatch 5. Must keep the record & report 6. Move all confidential materials
content (question paper packets to Cambridge if any problems to the secure container

ALLLEAER R

Receiving and storing confidential materials
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Handling confidential materials

Handling confidential materials we send you
Exqmple of a question poper packet IQbe' Before each exam series, we send you confidential materials for individual components in blue question

paper packets. Depending on the component. there are different regulations and below we explain how you
must handle our confidential materials. There are general instructions for handling all questions papers for

SY"CIbUS and Timetable date timetabled exams, as well as specific instructions for particular syllabuses and components.
component code and session (SO E— ——
Syt oot Tematcksla dote Guestion papers for [T ——
companent code: and sessica - Cambridge IGCSE KT (0417) + Candidois nam the S0M Canira must wka thair (2t 0 tha sam time.
-
v A —
0510/12 IGCSE ENGLIH 5  SECIND LANGUAGE S BT
e )7 o, o, S350, LBt
T ot o ™% | ot a3 compenan b o ot ey hodemata i sama
908/ GCE AS & A Level ENELISH Hs H SEcuNn LHNBUHBE e ek o s eI DAcrs pRnre 4 Soraperant Fnar 0
ECONOMICS .c
—— Afer the axam
TH0V-19 P et peprs sy e b s ot
Sincom e
‘ - - s atrucions for er— o
: st and musk latening ests | -Siore e ——
o Cambidge Assessment o I e e ——
: mati on
5 e proy ————————————— it o i . placa within the i
Cambridge Assessment i 5 . . o corehuir .
Intemational Education Question Paper o b S B
L Yoring For Combridge KGCSE English 0 a Sacand Languags (O5I0.051, 0951
the packet instructi . N K ) _ . )
e Instructions for science practical | - The supervisor must open and read the instructions as soon as they arrive.
o tests and music listening tests - Store the instructions securely at all times.
Hending quastion papers for + Do not share the infermation with candidates or any other centre.
all timetabled exams
- Bedore eoch timetabled exam, rwo members of staff .
Pagket 1 of 3 60 Papers in full set should collect the cuestion paper pactet from Speaking test cards and Before the exam:
: 2 socure soroga. Cambn N
Thig packet contains 25  papers 42668 +Before opening the pocket, Two membersof tafl must e teachers/examiners booklets - Speaking tests must take place within the test date window.

independently check it is undomaged.

. ) . . )
Cambndge Assessment e e e o e e Cpanby + Only the teacher-examiner conducting the tests can view the materials

exam date. sesticn, subject tel, sylobus and Cambri beforehand.

International Education TR T e | |

fromt caver of the quastion paper wil be visble

For Cambridge IGCSE English as a Second Language (0510,05I1, 0991

7 L thraugh the tronsparent inner bag. Twa members of i i
UST BE OPENED IN THE PRESENCE OF CANDIDATES IN_THE EXAN. St ke g b £t g;;eogg;;"“z%%’;;”dge International AS Level languages (8022,
DO NOT OPEN BEFORE THE EXAM DATE SHOWN ABOVE. | o e e e ey o e e . an :
CONTACT OUR CUSTOMER SERVICE TEAM OR YOUR CAMBRIDGE apened andis undamaged befors cpening it . : :
ASSOCIATE IMMEDIATELY IF THIS PACKET 1S OPENED | - p S — m::fmgw " Open speaking test ijrds and tetherslexomlners booklet.s one day
it amoy and completa andretm Exam Doy - before the test and give them straight to the teacher/examiner.
_— 22w 2 PPt o and matain the [
| ::::;::;T:; bt ot oot e el For all other Cambridge IGCSE's with speaking test components
B G S ot 2 Contents of Handlin g :f:f:::;“::’;’;:;‘;‘;:‘:ﬂ"ﬂ::':f:“ e + Open the speaking test cards and Teacher’s Notes booklets four working
bockletz sacurely far 14 haurs after the end o the days before the test and give them straight to the teacher/examiner.
the pocket instructions exam ar Key Time. whichever s loter. ==
' After the speaking test:
- =i - Store all materials securely until the end of the test window, even if you
:ﬂ’:m‘gz""‘“ﬁ:‘“”:‘”“ — have completed your tests before that date.
[ Important information U
-1 you do not receive materials for late or amended entries in main despatches, they will arrive ot a ater dote.
. . . . - dlespatches ore b o Head of Centre on arrivai
-:ﬂmnr:mbmm—fnlm!.
andaling conridental materials poster e I
1

ﬂCAMBRlDGE Hany o the o the despatch nate ore missing, comph Form2.

N ] -Szare al pads iy accarding ta part 4 of the Cambridg
International Education
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[} [ ] . .
e n e I. 8}{ m How to manage your science practical exams
Cl c p a_ C 1 C a a S This guidance decument is for exams officers, teachers, and supervisors in centres that offer
Cambridge International science qualifications that include a practical component. It offers advice

an how 1o use and slore confidential instructions, chemicals and materials, and ways in which lo
manage the number of candidates in practical exams.

« What are confidential instructions? What are confidential instructions?
Canfidential instructions list all the chemicals and materials required for each specific practical
. . . . exam. They are confidential and only intended for the member of stafl in charge of the laboratory
* How do | store the confidential instructions? oo o vt g o a1 Y
Caonfidential instructions are sent 1o you once you have made final entries. Therefore, we encolrage
you to enter candidates at the earliest possible opportunity.
 Where do | find chemicals and materials? How do | store the confidential instructions?
You must keap confidential instructions under secure conditions at all imes, and the Head of
. Cantre must make sure the contents remain confidential. You must not discuss the instructions with
e Seat t g - =
ea I ng arrang emen S ::I:h;;:;-:r;: :::n:-ausany questions, you musl ask us. Do notl apen any question paper
You must repart any known or suspected breach of any confidential material to us. Ses section 5 of
the Cambridge Handbook.
[ ]

How to manage large numbers of candidates?

Why are there differences between the confidential instructions and the
question paper?
There may be differences babween the identity and/or concentrations of chemicals and materials in
the confidential instructions and these an the guestion paper. This |s perectly normal and
candidates must not be told the details from the confidential instructions.
Differences may be for safety reasons, or 8o you do not have o find a less widely-available
chemical.

Example

The confidential instructions may specify 0.1 mal dm-3 hydrochloric acid because it is inexpensive
and widely available. However, the question paper may spacify
1 mal dm-3 propanois acid which better suits the context of the axam question.

Do you supply chemicals and materials for practical exams?

For some syllabuses, the confidential instructions list any chemicals and materals that we supply.
You must check the despateh list against the list in the confidential instructions as soon as they
arrive and |et us know about any discrepancies immediately. Open the packets containing
perishable materials (for example, enzymes) as soon as they arrive and keep them in a refrigerator
that is not accessible to unauthorised people.

® | Managing science practical exams
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Listening exams
Administrative guide
® NEW GIObaI I|Sten|ng Using Global Listening

Guidance on accessing

« Administrative guide: how to access, securely
download, store and use audio files. S

- downloading and saving
audio files

i YOU mUSt treat digital Confidential materials in - securely checking audio files

- saving audio files to

the same way as printed materials.

- securely transporting and
playing audio files.

To help you keep a record of the audio files you download from Global Listening, you can download
our® Record of audio files (XLSX, 138KB).

Syllabuses using Global Listening

In the March 2025 exam series, audio files for the following syllabuses and components will be

@ G |Oba| I i Ste n i n g available to download from Global Listening:

+ Cambridge IGCSE

|I = !I Ca m brid ge Ha nd bOOk -_ SeCtiO n 4 & 5 . In the Checkpoint May and October 2025 test series, audio files for the following syllabuses and

components will be available to download from Global Listening:

+ Cambridge Checkpoint

In the June 2025 exam series, audio files for the following syllabuses and components will be

available to download from Global Listening:

+ Cambridge IGCSE

+ Cambridge IGCSE (9-1)

+ Cambridge International AS & A Level
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Phase 5: Exam day

 This is when candidates sit their exams.

* In this phase exams officers will:
* run exams

« deal with the unexpected, potential
malpractice and security inspections

immedistely after - have regular meetings with invigilators
each exam .
» pack and despatch scripts to us.

What to do

® | Cambridge EO Guide Website — Phase 5

] 5“ Cambridge Handbook — Section 5
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Phase 5: Exam day

WARNING

« Seating plan , |
Example seating plan
Show the direction condidates are facing by including position of chairs or an armow:
" Show where candidates are sitting by marking names and candidate numbers on each desk.
 Authorised and
invigikator
[] [] desk
unauthorised materials o
Candidate Absent Candidate Candidate Candidate
E : e e = H
 Emergencies
1 Show any particular features of the room that might be relevant, for example, T
. . . e o migiator and st row of cancidates cro oma saga. | orer 8
« Special instructions for
rt_ I S 2 NO unauthorised materials in the exam room. For example:
B
pa ICu a r eXam S Absent Ci r::;iﬁ::; (o nzﬁr; Cal dcﬁzmg o nd:\cn& % E moblle phcnes
. umber mber umber mbel E smartwatches
o M a | p ra Ct' Ce NO technology with communication or storage
NO unauthorised notes or revision materials.
L] Candidate Candidate Candidate Candidate Absent
[ 24- h our securi ty ru I e . e e mamoer If you have unauthorised materials, you could be

® | Cambridge EO Guide Website — Phase 5

|| E" Cambridge Handbook — Section 5

This posber must be dsplayed both inside and oulside
!‘!1.?'.6.1.’2.1'1.5." each exam room and be visible 1o all candidates.

wp CAMBRIDGE

" International Educaticn
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Exam day checklist

This is a guide for exams officers and invigilators. Use it to check you are ready for each exam and
that you are following all our regulations.

1. Before the exam starts

Make sure:
= the exam room is set up properly
+  your invigilators are fully briefed
= you have any additional materials the candidates need.

Use the checklist below to make sure you and your invigilators are fully prepared. If you are unsure
about any of the points below see sections 4 and 5 of the Cambnidge Handbook.

I have timetabled the exam is correctly and all candidates will be in the exam or under Full
GCentre Supervision at the Key Time.

I have checked the conditions in the exam room are suitable (heat, light, noise, cleanliness).
I have displayed The Meotice to Candidates and Candidate Waming posters both inside and
outside the exam room.

I have covered up any display material which might be helpful to candidates (e.g periodic
tables, maps).

I have correctly placed the desks and | am using the exam room space to its full potential to
space candidates as far apart as possible. There is a minimum distance of 1.25 metres
between the centre of one candidate's chair fo the centre of another's, when the chairs are
pulled out as though a candidate were sitting at the desk.

I have checked the type of desk in the exam room is suitable (for example, there is enough
space on the desk for everything the candidate needs and any desk shelves have been
checked for unauthorised material).

I have put candidate numbers on the desks.

A clock can be seen from each candidate’s desk, and it is displaying the correct time.

I have printed the 'Cambridge Handbook 2024: sections and 4 and 5 (abridged)’, and the
‘Cambridge Handbook 2024: Key Times and Full Centre Supervision' documents. | have put
them in all exam rooms.

I have the right number of invigilators for the number of candidates sitting the exam and
they can call for assistance if needed without disturbing candidates

resources

=« CAMBRIDGE

International Education

Advice for sever weather, political unrest and
natural disasters

The safety of candidates and centre staff is the most important thing. Follow any advice from the

relevant authorities in your country about school closures. If candidates are unable to complete
their exams, you may re-enter them in the next series.

Timetable deviations

If it is not safe to run exams in the timetabled session, you can apply for candidates to take the
exam at another time. This must be no more than 24 hours after the Key Time of the timetabled
session. Apply for timetable iati using P ion — Form 2. You must never conduct
exams on an earlier day than the timetable date. Candidates must be under Full Cenire
Supervision from the scheduled Key Time until the new start time. You must follow the

supervision arrangements in section 1.2.3.1 of the Cambridge Handbook. We reserve the right to

not accept scripts from a re-scheduled exam if there is evidence that the security of the exam
has been breached.

Alternative venues

If it is not safe o conduct exams in your exam venue, you can apply to conduct them in an
altemative venue by submitting Entries - Form 5.

Question papers

If it is not safe to access question papers from your secure storage facilities, please email
infof@cambridgeinternational .org or telephone +44 (0)1223 553 554. We may be able to send
your question papers electronically.

Special consideration

If a candidate is unable to attend an exam or completes the exam but has been adversely
affected by a situation. you can apply for special consideration

Apply for spedial consideration through Direct or by submitting Exam Day — Form 7, which is
available from the ‘Support Materials’ section of Direct. We review all applications individually.

Candidate scripts

If local courier services are disrupted or delayed, store answer scripts securely at your centre
until the courier confirms they can despatch the scripts. Do not allow the courier to store the
scripts.

Let us know about any delays in returning scripts. Store any unopened question paper packets
securely at your centre until after the exam series.

Administrative forms

Email any forms to infof@cambridaeinternational org for the attention of the Compliance team.
Associate Centres must send forms to their Cambridge Associate.

This advice may change as the situation develops. Please keep us informed of your plans and

any For more 1, visit www cambridgeinternational org or contact
Customer Services on +44 (0)1223 553 554 or email info@cambridgeinternational org.

@ | Cambridge EO Guide Website — Phase 5

¥
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IGCSE CHEMISTRY
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b-dmt. daills

this video we look at the regulations that you must

follow on the day of the exam.

Running Exams
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How to deal with the unexpected?

 What if a candidate arrives late for the exam?
« What if you discover any malpractices during the exam?
» Other unexpected situations...

Running Exams

4
? # WRoe
| 1 1|\|\t,|\

If a candidate becomes unwell during the exam then you
may need to pause their exam
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Guidance for

Guidance for packing scripts

Attendance register Bar-coded lobel Scripts (+ cover sheet if neccesary)

[T TReTaaT] —_— 1

+0000000000+ |
Dote
Syllabus
Component

————= ———

--------------- Attendance register
weemnnenmnn--- Bar-coded label

Important information 0

« Please do not include anything else in the script packets
« Do not send your scripts without outer packaging

« Despatch your packages following our guidance.

CAMBRIDGE

International Education

More details ot: www.can
or see section 5.4 of the Cambridge Handbook

packing scripts

Guidance for despatching scripts

Script packets

Despatch label

Use the despatch
label provided

-- Do not send script packets
without any outer packaging

Make sure your outer packaging
is secure and that the total weight
is no more than ISkg.

Make sure corners are secure.
Use extra packaging if necessary.

Important information

- Do not pack all components for a syllabus in one package

- Once you have packed your scripts contact a reputable
courier who provides a tracking number

- Complete a script return form for every consignment

- Contact us if you have a large number of parcels and
need to use air freight.

More details at: 4
or see section 5.4 of the Cambridge Handbook

&9 CAMBRIDGE

International Education

Packing and despatching scripts

00:00:05 /00:05:23

Packing and Despatching scripts

Despatching scripts

Cambridge Handbook — Section 5.4
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5.3.2 The 24-hour security rule

5.3.2 The 24-hour security rule

Candidates must not remove any question papers or question paper content
from the exam room. This includes writing questions on statements of entry,
typing question content into calculaters, etc. This is not a complete list. You must
apply the 24-hour rule to keep question papers and their contents secure.

All unused question papers, answer booklets and any other confidential exam
material must be stored in your approved secure storage until at least 24 hours
after the end of the exam or Key Time, whichever is later. After this time you can
dispose of the unused question papers or you can return them to candidates/
centre staff if you want to.

You must store all empty question paper packets in your approved secure
storage until you receive certificates. We may need them to investigate
suspected malpractice.
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Phase 6: Results and certificates

* In this phase exams officers will:
 prepare for results release
* give candidates access to their results

Results day,

enquiries, access

ko serpts « submit enquiries about results

and appeals

* receive and send out certificates to
candidates.

® | Cambridge EO Guide Website — Phase 6

L 5“ Cambridge Handbook — Section 6
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Result and Certificate

June
exam series

November
exam series

August

January

Certificate

End of October

End of March

Statement of Results

GENERAL TE OF TION LEVEL AND LEVEL

Candidate Name Date of Birth Centre / Cand. No.

A SAMPLE XXDOUXX XX XXX XXXX

Centre Name Series Tobe quoted on all

A SAMPLE CENTRE June 2024 ‘correspondence

GCEAS &A LEVEL

Syssbus Syksbus Tite. Quastication Resutt

9093 English Language Advanced Subsidiary a(a)

9609 Business Advanced Level B(b)

9702 Physics Advanced Subsidiary ele)

Explanatory Notes

This s a General Cencate of Educatiog Resus for vl (AS Level) and Level),
Inteenatonsl Ed e fight to amend the information on this stalement Results wil be confimed by e

Bsue of 3 cenfcate.

Baie of grads: a(s. b(b). ). d(d @ &(6). grade (e being he highest and gade &e) the
fiow that requied for grade e(e). The cortent and difficuty of a GCE AS Level examinaton is.
Level

GCE A Level resuts are reparted on a 6-point scale of gradss: A”(a"), A(a). BIb), C(c). D(d) or Eie), grade A"(a) being the highest snd grade E(e)

the lowest. UNGRADED ndicates a standard below hat required for grade E{e). H

GCEA o Eﬁ)ugm:r,m e sysabus.
L

syl

NO RESULT indiates that 2 sut cannot be Bsued bera erce for e whole or part of the examinaton In he syllsbus or because of 8
=sut

for

)
The nguage Aparent |5 shown as With Distinction in Speaking', "With Mert in Speaking’ ar With Pass in
Speating’. o stment
of resuts or certficate. 4 I

Only grades a(a) 1o (e) i A

CAMBRIDGE

Intemational Education

&» CAMBRIDGE

International Education

General Certificate of Education

This certifies that in the June 2024 examination series
A SAMPLE

of A SAMPLE CENTRE

Syllabus
Accounting
German Language

d Level
anced Level
With Merit in Speaking

Ordinary Level

English Language
SYLLABUSES Repow%

Candidate Number:
Cenificate Number.

was the in the sf a@

ce
Biology < ) Advanced Level
Chemistry Advanced Level
Commerce Advanced Subsidiary  a(a)
Economics QN Advanced Subsidiary  c(c)

Grade
A'(@’)
Ala)

B(b)
E(e)

D(d)

JOUKXNX
XK




Cambridge IGCSE, O Level &
Cambridge International AS & A Levels

Grading
« Cambridge IGCSE: A*-G
« Cambridge O Level: A*-E
« Cambridge International AS Level: a-e
« Cambridge International A Level: A*-E

Resit?

* Yes

Carry forward?

* Yes, within 13 months of the original exam series when they were achieved.

® | Carry forward entry rules Lﬂl Carry forward regulation supplements
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Results statistics & grade threshold tables

We publish results statistics and grade

thresholds taken for each syllabus after B CAVERIDGE
eaCh exam Series Grade thresholds — November 2024

Cambridge International AS & A Level Mathematics (9709)

You can find it on our website: L®

S —— Grade thresholds taken for Syllabus 9709 (Mathematics) in the November 2024 examination.

. Cambridge IGCSE Maxr::m — AMinimur;rawmarkCrequired f:rgrade: :
available I.
« Cambridge O Level -
= vy CAMBRIDGE
. . — International Education
« Cambridge International AS & A Levels Grade thresholds — June 2024

Cambridge IGCSE™ Economics (0455)

Grade thresholds taken for Syllabus 0455 (Economics] in the June 2024 examination.

Minimurm raw ma ri required for grade
Maximum ram
mark A B [+ D E F G
availakhe
Compoment 11 30 21 18 15 13 12 10 8
Component 12 30 22 19 168 14 12 10 ]
Component 13 30 22 19 16 14 12 10 8
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How do we release results

0

ONLINE RESULTS HARD-COPY RESULTS
ON DIRECT DESPATCHES TO CENTRE
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Accessing results (Exams Officer)

» Be prepared before very busy results day
* Double check your log in details

This button will
CIEDirect ﬂ CAMBRIDGE take you to other

The online tool for Cambridge Exams Officers | tional Education Direct SerVic’es

CIE Direct is the online tool for exams officers to administer our exams.

To help manage the volume of visitors during peak times, we have created a new results page, Select the
relevant login below.
If you have any queries about results please refer to the results services communication sent to you by emall

or contact Customer Services at info@cie.org.uk

Login 1o access your Login to access all CIE
results files Direct services
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AcceSSing results (Candidates) Administering the candidate results service

Our candidate results service gives your candidates access to their results directly.

You control which of your candidates have access to this service, and which exam series they can
view, through the 'Candidate Results website admini: ion' page on Cambridge International
Direct (‘Direct).

You can create login details for the candidate results website from the following times:

«y CAMBRIDGE PG

International Education *  November exam series ~ early October.

CandidateResults

Important: The results displayed are for information only. Tell candidates they must not o
print screenshots of their results from the candidate results website to share with

universities.
Enter your login details to access your results: ) ) ) . X
y 09 -+ 7 y Accessing the ‘candidate results website administration’ page
1. Log in to Direct. Go to the "Admini: Exams’ dashboard and click on 'Candidate Results

website'. If you cannot see this link, email info: mbridgeinternational.org.

TG _ (as prov.dad <4 ek mnt(c;
Password: Download and upload files
Exchange files securely with CIE using Eile Exchange.
View entries and results

by qualification or by Candidate,

Manage the Candidate results website
Set up and administer access to your

Administer exams ~ View Dashboard >|

Bt ot te woabeit

If you are having difficulty logging in, please contact your Centre.

2. Select the relevant series from the dropdown menu and click 'Go".

omn | Metbetion | My Messapes 3 | Administer txams | Sepport materists | Ash Cax
Special P el Cundidate Musults webnsite |

Cambricos Intarmaticnal Education is tha rama of our awarding body and 2 part of Cambridge University Prazs & Assezzcmant, bot you may know uzs a5
R P T T heit
Cambricge, See our Legal Notics for mare information. administration

s offering Centres the tacilty to administer an online results website for Candidates. This
having 10 $2 ito acheol er college
our Candidates’ sccass to the Candidate Resuls site and wil be respormsble

Unéversity of Cambridge Intermational Examinations (CIE)
sarvice enadles Candidats 10 view their sersonal exam resuts oedioa

By sigring op for this service you will be agreeing to administer and mppos
for anewering any quaries from them

Poase select & series for which Candidate legm credentials are 10 be generated
@ . Please select: Sedes O
Pre paring for results d ay s T
e
3. Once you have selected a series, you can see if any of your candidates already have access. The

Cambridge University Press & Assessment 2024
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Giving candidates their results

You decide how to give How can you support Information and
candidates their results them? guidance is available on
our website
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Results documents online

For candidates: For teachers:

PDF Excel document

= Bof

Electronic statement Electronic broadsheet
of results results file in both PDF and
Excel formats
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Statement of results (SoR)

Statement of Results

GENERAL CERTIFICATE OF EDUCATION ADVANCED SUBSIDIARY LEVEL AND ADVANCED LEVEL

Candidate Name Date of Birth Centre / Cand. No.
A SAMPLE CANDIDATE XXIXXIXXXX XXX XXX XX
Centre Name Series To be quoted on all
A SAMPLE CENTRE March 2024 correspondence
GCE AS & A Level

Syllabus  Syllabus Title Qualification Result

9489 History Advanced Level B(b)

9609 Business Advanced Level Ala)




Syllabus grades on results documents

GCE AS & A Level
Syllabus  Syllabus Title Qualification Result
9489 History Advanced Level B(b)
9609 Business Advanced Level Ala)
‘NO RESULT or ‘X’ ‘PENDING’ or ‘Q’
Candidate was absent or We cannot issue results,
withdrawn. they will follow.

See the Cambridge Handbook 6.1.5
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Check you have...
Received all documents

Q Recelved a statement of results for every candidate

—2 Given statements of results to all candidates

D Contact Customer Support if there are any errors on
documents
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«» CAMBRIDGE

Ce rtifi Cate " International Education

General Certificate of Education

« Cambridge reserve the right to change a o —
candidate’s result until certificates are issued. e

* You must check certificates carefully and contact mw@
info straightaway if any damaged or missing @ v

German Language anced Level A(a)
With Merit in Speaking

* You must keep unclaimed certificate in a safe co <</Q P

place for 12 months. . Rég
* We will not issue copies of certificates.

Vice-Chancellor

More details please refer to Handbook 6.4 B




Other Results
Services

Priority result services

« Jun series: 25 Jul 2025

 Nov series: 19 Dec 2025

* Not necessary if for UK universities
Enquiries about results

Certifying statements

Verification of results
Result analysis (Direct): free of charge

® | Cambridge EO Guide Website — Phase 6
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Support for exams officer
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The Cambridge Exams Cycle

oe(‘,\ﬁ
ot
R
&
©
Results day,
enquiries, access
to scripts

and appeals

What to do before,

during and immediately
after each exam

Aop wpxy

Preparing for
the exam day: rooms,
invigilators and
storing confidential

- materials

%,
e
e*o’hs
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Support for exams officers

~ Support for exams officers

O’e

Tools and
systems

Regulations

Resources and key
documents every exams
officer needs.

Find everything you
need to get started, and
keep up to date with
our latest news and
developments.

The tools and systems
you need to run
our exams.

Find guidance, support and training to help you deliver our exams effectively.

F__#

Webinars, videos and
self-study courses to
guide you at each step
of the way.



International Education

Cambridge Handbook 2025

For exams officers

<y CAMBRIDGE

International Education

Cambridge IGCSE

Cambridge O Level

Cambridge International AS & A Level
Cambridge IPQ

Cambridge Guide to Making Entries

Including syllabus and option codes for November 2025 series

Regulations and guidance for administering Cambridge exams

Includes:

- Cambridge Primary Checkpoint and
Lower Secondary Checkpoint

- Cambridge IGCSE™

Key dates for November 2025 series

(International)

& C?

Inte

Key dates for Cambridge IGCSE, Cambridge O Level and Cambridge Internatio

Preparation Late March Final timetable and Cambridge Guide to Making;
Entries 10 May Estimated entries deadline
1 July Deadline for ordering modified papers
Thisis an
interactive guide Preparation 21 July Deadline for requesting access arrangements for r
10 September Deadline for requesting access arrangements for

June 2025 series

June to September

We send your early question paper despatch

Before the exams

Early to mid-September
16 August

We send your question paper despatch

Final entries deadline

Entries

21 September

Entries deadline for retake entries from the June 2025 series only

21 September

Late entries deadline

For more information go to www.cambridgei

national.org/

fficersguide

Before the exams Mid-August to early October We send exam stationery
Exam day Early October Start of timetabled exam period .
Before the exams 31 October Deadline for forecast grades N Ot to be l I I ISS e d '
Exam day Mid-November End of timetabled exam period -
November to December Marking and grading period
Mid-January Cambridge IGCSE and Camnbridge O Level results released
Kesultsand Mid-Janua C i International AS & A Level results released
certificates J Y L)
26 February Deadline for enquiries about results
Late March We send certificates

&% CAMBRIDGE

International Education

Cambridge
Exams Officer
eNews

July 2025

Monitoring your email until results release

From now until results release, we may contact you with questions about
candidate scripts or candidate exam attendance. Make sure you, or another
member of staff, is available to answer these urgent queries. If we cannot
resolve the problem, we may have to issue ‘NO RESULT’ or ‘PENDING’
outcomes.

Make sure your centre is always contactable during working hours, including
school holidays and school closures. To do this, we strongly advise that you
temporarily set up your emails to redirect to a colleague or central email
address so that someone from your centre can reply if you are unavailable.
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Tools and systems you need to run Cambridge exams

Samples Submit for Global
Database Assessment Listening
= Findoutwhenand =  Schools upload >R Elce-tRz1tl
how to submit candidates’ work to download audio
marks for internally Cambridge files for listening
assessed digitally. exams.

components.
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Free training for exams officers

CAMBRIDGE

International Education

* Online course: NEW
Introduction to being a Cambridge exams officer
(12 week, modular, 1-2 hours per week).
How to book? { e
Please see the announcement from EO eNews:

©® | cambridge Exams Officer eNewsletter

Cambridge
Exams Officer

Syllabus-specific courses

Professional development calendar

Monitoring your email until results release * Coursedeliveryformats

From now until results release, we may contact you with

Development
candidate scripts or candidate exam attendance. Make s Qualifications

member of staff, is available to answer these urgent que Cambridge Exams Cycle: Preparation & Entries | Webinar |
resolve the problem, we may have to issue ‘NO RESULT Fiiter events 04 Sep 2025 | 10+ spaces available

u
g We b I n a rs . outcomes. This webinar provides an introduction to the basics of being a US-based Cambridge Exams Officer for
.

| Advanced Programs with a focus on the fi...
Region

Make sure your centre is always contactable during work

- E Xa m S Ofﬁ Ce r fOC u S We b i n a rS school holidays and school closures. To do this, we stror | Nerth America How to administer phases 3 and 4 of the November 2025 exam series and October

temporarily set up your emails to redirect to a colleague | ;cation 2025 test series | Webinar | 08.30-09:30 UTC+1
I I t f th H h d address so that someone from your centre can reply if y¢ Ousa 10 Sep 2025 | 10+ spaces available
-
OW O p re pa re O r e Serl eS a ea This webinar is for exams officers wha are running exams in the October 2025 Checkpoint test series
. . Course type November 2025 exam series.Join our free ...
- How to administer phase 3 and 4

How to administer phases 3 and 4 of the November 2025 exam series and October
Date 2025 test series | Webinar | 14.30-15:30 UTC+1

- How to run exams and/or tests s ——

This webinar is for exams officers who are running exams in the October 2025 Checkpoint test series

- How to prepare for results release

How to run exams for the November 2025 exam series and October 2025 test series |
Webinar | 08.30-09:30 UTC+1

How to book? | ® | Professional Development Calendar e ———

e This webinar is for exams officers who are running exams in the October Checkpoint 2025 test series
November 2025 exam series. Join our free...
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Admin forms & guidance documents

CAMBRIDGE Products and Services ¥ AboutUs v  Careers v | Our othersites~ @ Global EN v

Home 3 Examadministration > Cambridge Exams Officers’Guide »  Administrative forms and guidance documents

>

Cambridge Exams Officers’
Guide

Administrative forms and guidance documents

Administrative forms and

uidance documents - . . I
5 All our administrative forms and general extra guidance documents are listed below. You can also

access these forms and documents through each phase of the Cambridge Exams Cycle.

You can access special consideration forms through the ‘Support Materials’ section of Cambridge

International Direct (=Direct).

Home > Exam administration » Cambridge Exams Officers’ Guide

Cambridge Exams Officers’ + Preparation

Guide
o o ’ .
Cambridge Exams Officers’ Guide + Entries
> Changes for the 2024
Cambridge Handbook + Coursework & moderation

The Cambridge Exams Officers’ Guide is a step-by-step guide to delivering Cambridge exams in your
centre. Different activities need to take place to successfully deliver an exam. We structure
information about these activities around the Cambridge Exams Cycle (pictured below).

Phase 1 - Preparation — Before the exams

Phase 2 - Entries

To report any missing question paper packets.

Click on a phase to learn more about the activities you may need to carry out.
Phase 3 - Coursework &
Moderation -
T Damaged or opened question paper packet: Before the exams - Form 3 (PDF, 650KB)

:’(ﬂ“a{es
Phase 4 - Before the exams

e‘“ﬁ \
> Phase5- Exam day ©
Results day,
> Phase 6 - Results and T
certificates
> Administrative forms and Whatto do before,

To report damaged or opened question paper packets.

Use our poster to remind yourself what to do with our confidential materials when they arrive.

To use and store confidential instructions, chemicals and materials, and manage the number of

T Howto manage science practical exams (PDF, 144KB)

R duri d immeditely
guidance documents e

candidates in practical exams.

Repuiexg ¢

Support and training )
2 List of formulae and statistical tables (PDF, 416KB)

Preparingfor the

> N lett ‘exam day:rooms, Internal assessmert,

eNewsletier e e List of formulae and statistical tables

3 materials.
> My Cambridge P““P-
,

N i . 1, ol + Exam day

Portfolio of Evidence St M

3

+ Results and certificates

@ | Administrative forms and guidance documents
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Learning video tutorials

Exams cycle support videos

Key Times

Using the Cambridge Guide to Making Entries
Submitting marks and samples

Completing an attendance register

Packing and despatching samples

Receiving and storing confidential materials
Completing an attendance register

Packing and despatching scripts
Administering the candidate results service
Submitting enquiries about results

@ | Support and training

DELIVERY CHECKLIST

/ Centre number
\/ Address

W ltems (2/2)

v/ Nodamage
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Help from Cambridge

CAMBRIDGE Products and Services ¥ About Us ~ Careers ¥ | Our othersites ¥ &) Global EN v
CAMBRIDGE

International Education homepage

CAMBRIDGE International Education homepage

What can we help you with? ©  School Administration O Results - Release of Results

Results - Release of Results

Contact us
Call +44 1223 553554, or Contact us.

What can we help you with?

e Can | receive Cambridge results via A2C even if | didn't make entries via A2C? (UK schools)

* How are results reported?
Search
* Missing and/or Incorrect Statements of Results

* Results Information for the June 2021 series

FAQs and Important Announcements ¢ What results documentation do we send to schools? (International),

¢ What results documentation do we send to UK schools?

_ Shipment of question papers, assessment materials Z When will November 2023 results be release
and certificates L Important Announcement: Password securit} e When will June 2023 results be released?
o H({w do | register for Cambridge exams as a private protecting online transactions Chat with us m
candidate? * When will schools receive hard copy Statements of Results?
I I N NN [
Type your message here @ H I f m C m b d
School Becoming a Parents and Recognition and Professional r——— e D ro a rl q e
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%5 CAMBRIDGE G o o d
9 key steps for Cambridge exams officers Lf‘fr'cjk

1. Favorite: Bookmark the Exam Administration page on our website
2. Review: Read and annotate the most recent Cambridge Handbook
3. Register: Sign up for FREE exams officer webinars

4. Prepare: Review the current regulations and guidance, and prepare your internal
process

5. Login: Sign into and familiarize yourself with Cambridge International Direct

6. Save the dates: Find out your Key Time, review the final timetable, and make all
stakeholders aware of exam dates

7. Learn how-to: Watch videos to see how key processes work

8. Plan your year: Use the Key Dates and Activities guide to help plan and schedule your
year with Cambridge

9. Ask: Always ask questions when in doubt. Contact info@ or talk to your peers.
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Staying connected with Cambridge
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We update What’s new page twice a year in September
What'’s new and February to make sure you have the latest Visit the web page or sign up for syllabus updates

information about what’s new from Cambridge.

Website E xplore _our official website for comprehensive https://www.cambridge.org/internationaleducation
information and resources.



https://www.cambridgeinternational.org/news/whats-new
https://www.cambridgeinternational.org/news/whats-new/sign-up-for-our-syllabus-updates/
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= CAMBRIDGE

Getting in touch

iInfo@cambridgeinternational.org +44 1223 553554

%

Sunday — Friday 24 hours

Tip for email: Please include ‘centre number’ and key words of the enquiry in the email title.

(example: CNOOO inquiry on IGCSE Music introductory training).
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