
Assessment and exam administration

Tuesday 16 September 2025

Cambridge New School Induction for exams officers



Audience and topic Date China Standard Time Language

Head of Centre / Coordinator:

A guided tour

Tuesday 9 September 15:00 – 15:45 English

Tuesday 9 September 16:15 – 17:00 Chinese

Counsellor:

Global recognition and support

Thursday 11 September 15:00 – 15:45 English

Thursday 11 September 16:15 – 17:00 Chinese

Exams Officer:

Assessment and exams administration

Tuesday 16 September 15:00 – 15:45 English

Tuesday 16 September 16:15 – 17:00 Chinese

Academic team / 

subject teachers:

Teaching and learning support, 

Professional Development and 

Cambridge Insight

Thursday 18 September 15:00 – 15:45 English

Thursday 18 September 16:15 – 17:00 Chinese

New School Induction series



Agenda

• Working with Cambridge 

• Cambridge approach to assessment

• Administering Cambridge exams

• Support for exams officer

• Staying connected with Cambridge



Working with Cambridge



Head of 

Center / 

Coordinator

Academic 

Head

Head of PD 

& Training 

coordinator

Exams Officer
Head of 
college 

counsellors

Head of 

marketing / 

admissions

• Responsible for managing the school’s academic 

affairs, including curriculum development and CPD

• Familiar with Cambridge resources on curriculum, 
teaching & learning, and PD

• Manage teachers’ access to Cambridge resources and 
book training

• Familiar with Cambridge 

marketing resources for 
schools

• Deliver the right message to 

the public as Cambridge 
School

• Assist students in applying 

to universities with 
Cambridge qualifications

• Main point of contact for 

Cambridge exams

• Responsible for the 
administration and conduct of 

Cambridge exams in school



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



Cambridge’s approach to assessment



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



How we create an exam paper? How we work out your results?

Read our guide or watch the video hereWatch the video here

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


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

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


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



Assessment options

• 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

A2 Level

Option 1

No exam

A Level

Option 3

AS Level

Option 2

1st 

exam 

series

2nd 

exam 

series



• You can find out the exam schedule for a subject from the syllabus cover page.

How to find out the exam schedule for a subject?



Syllabus update 

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

• Visit the         ‘What’s new’ pages 
on our public website.

• Sign up for e-Updates to keep up 
to date with changes to 
syllabuses.

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


Administering Cambridge exams



Exams Officer’s journey with Cambridge
• June exam series

OctSeptAugJulJunMayAprMar FebJanDecNov

MarFebJanDecNovOctSeptAugJulJunMay

• November exam series

Making entries Before the exams

Exam days (from late Apr) Result release Certificate

Making entries Before the exams

Exam days (from late Sept) Result release Certificate



The Cambridge Exams Cycle
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. 



Phase 1: Preparation

• Key dates and activities

• Timetabling exams

• Access arrangement

Phase 1 Preparation 

Cambridge Handbook – Key Times and Full 

Centre Supervision and Section 1 Preparation

http://www.cambridgeinternational.org/preparation


Key basics

• Administrative Zone

• Key Time

• Full Centre Supervision



Administrative Zone

Administrative Zone

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


Exam timetable

Exam timetable

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



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.



Key Time

Key Times are a defined point in a 

timetabled session when candidates 

must be in the exam or under Full Centre 

Supervision



Full Centre Supervision 

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

If candidates are not in their exam at the 
Key Time, they must be in a room under 
Full Centre Supervision until the Key Time 
has passed, or until the exam starts.

1 
supervisor 

to 30 
candidates



Full Centre Supervision

Candidates can:

be kept in Full Centre 

Supervision in the 

exam room or a 

suitable room

have access 

to printed 

books and 

notes

talk to each 

other



Full Centre Supervision

Candidates must not:

communicate with people not 

taking the exam

have access to mobile phones, 

laptops/computers, smart

watches, or any electronic device 

with or without internet access



Create your centre’s exam timetable
Timetable template

Timetable template

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


Access arrangements

Access arrangements are pre-exam arrangements 

that minimise access barriers for candidates with 

special educational needs, disabilities or temporary 

injuries/illnesses.





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

Cambridge Handbook – Section 2 Entries

Phase 2 Entries

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


Direct

CIE Direct

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


Direct

Fees list

Make entries

Download Guide to 

making entries



Making entries

Guide to making entries Carry-forward regulations CI Direct – My messages Exam timetable

https://direct.cie.org.uk/login
https://www.cambridgeinternational.org/exam-administration/cambridge-exams-officers-guide/phase-2-entries/carry-forward-entry-rules/
https://www.cambridgeinternational.org/exam-administration/cambridge-exams-officers-guide/phase-2-entries/carry-forward-entry-rules/
https://www.cambridgeinternational.org/exam-administration/cambridge-exams-officers-guide/phase-2-entries/carry-forward-entry-rules/
https://direct.cie.org.uk/
https://direct.cie.org.uk/
https://direct.cie.org.uk/
https://www.cambridgeinternational.org/exam-administration/cambridge-exams-officers-guide/phase-1-preparation/timetabling-exams/exam-timetables/


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



Phase 3: Coursework and moderation

Cambridge Handbook – Section 3

• Internally assessed/moderated 
components

• Externally assessed components

• Samples database

• Submit for Assessment

• Send samples 

Cambridge Handbook – Section 3

Phase 3 Coursework and Moderation

https://www.cambridgeinternational.org/exam-administration/cambridge-exams-officers-guide/phase-3-coursework-and-moderation/


Samples database

Samples database

https://www.cambridgeinternational.org/exam-administration/cambridge-exams-officers-guide/phase-3-coursework-and-moderation/samples-database/


Submit for Assessment

Submit for Assessment

FAQ about SfA

You upload marks and/or work for some 

examined and/or moderated 

components using Submit for Assessment.

https://www.cambridgeinternational.org/exam-administration/cambridge-exams-officers-guide/phase-3-coursework-and-moderation/submit-for-assessment/
https://www.cambridgeinternational.org/exam-administration/cambridge-exams-officers-guide/phase-3-coursework-and-moderation/submit-for-assessment/faqs/
https://www.cambridgeinternational.org/exam-administration/cambridge-exams-officers-guide/phase-3-coursework-and-moderation/submit-for-assessment/faqs/


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.

Cambridge EO Guide Website – Phase 4

Cambridge Handbook – Section 4

https://www.cambridgeinternational.org/exam-administration/cambridge-exams-officers-guide/phase-4-before-the-exam/
https://www.cambridgeinternational.org/exam-administration/cambridge-exams-officers-guide/phase-4-before-the-exam/
https://www.cambridgeinternational.org/exam-administration/cambridge-exams-officers-guide/phase-4-before-the-exam/
https://www.cambridgeinternational.org/exam-administration/cambridge-exams-officers-guide/phase-4-before-the-exam/
https://www.cambridgeinternational.org/exam-administration/cambridge-exams-officers-guide/phase-4-before-the-exam/
https://www.cambridgeinternational.org/exam-administration/cambridge-exams-officers-guide/phase-4-before-the-exam/


Forecast grades

• June series: 30 April

• November series: 31 October

Cambridge Handbook – Section 4.1

Forecast grades

https://www.cambridgeinternational.org/exam-administration/cambridge-exams-officers-guide/phase-4-before-the-exam/#forecast-grades


Who will be involved before, during and after exams?

What type of venue (Where) will be required?

What materials are required?



Multiple-choice answer sheets

Formulae and statistical tables

Continuation booklets

Confidential instructions

Brown script packet envelope This is a good practice shared by 

an experienced EO for reference only. 



Training invigilators

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

Training invigilators

https://www.cambridgeinternational.org/exam-administration/cambridge-exams-officers-guide/phase-4-before-the-exam/#training-invigilators


Number and requirements of invigilators
Practical tests

(including science practical 

exams and ICT tests)

At least 2 invigilators in each room at all times.

At least 1 invigilator for every 20 candidates.

At least one invigilator should be a subject specialist

1 suitably trained supervisor

All other exams 

(including Art & Design)

At least 1 invigilator to 30 candidates

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.



Preparing the exam venue and exam room

Printed copies of 

Section 4, 5 and  Key 

Times and FCS of 

Cambridge Handbook

Exam day checklist

Candidate Warning 

poster

Exam information

Wall clock
Notice to Candidates 

poster
Environment

room access

heating/cooling

ventilation

lighting

outside noise

Candidate name 

and number 

on each desk

# NAME (in pinyin) ENGLISH NAME

2009 YUJIE OUYANG Angela

Desk arrangements

desk spacing

desk condition

What to say to 

candidates in an exam

Phase 4 –

preparing the 

exam room

https://www.cambridgeinternational.org/exam-administration/cambridge-exams-officers-guide/phase-4-before-the-exam/
https://www.cambridgeinternational.org/exam-administration/cambridge-exams-officers-guide/phase-4-before-the-exam/
https://www.cambridgeinternational.org/exam-administration/cambridge-exams-officers-guide/phase-4-before-the-exam/
https://www.cambridgeinternational.org/exam-administration/cambridge-exams-officers-guide/phase-4-before-the-exam/


Pre-exam despatches

Pre-exam despatches

https://www.cambridgeinternational.org/exam-administration/cambridge-exams-officers-guide/phase-4-before-the-exam/#Pre-exam-despatches
https://www.cambridgeinternational.org/exam-administration/cambridge-exams-officers-guide/phase-4-before-the-exam/#Pre-exam-despatches
https://www.cambridgeinternational.org/exam-administration/cambridge-exams-officers-guide/phase-4-before-the-exam/#Pre-exam-despatches
https://www.cambridgeinternational.org/exam-administration/cambridge-exams-officers-guide/phase-4-before-the-exam/#Pre-exam-despatches


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

Cambridge Handbook Section 5.4.1 



Pre-exam Despatch Guide 

Cambridge EO Guide Website – Phase 4

https://www.cambridgeinternational.org/exam-administration/cambridge-exams-officers-guide/phase-4-before-the-exam/#Pre-exam-despatches
https://www.cambridgeinternational.org/exam-administration/cambridge-exams-officers-guide/phase-4-before-the-exam/#Pre-exam-despatches
https://www.cambridgeinternational.org/exam-administration/cambridge-exams-officers-guide/phase-4-before-the-exam/#Pre-exam-despatches
https://www.cambridgeinternational.org/exam-administration/cambridge-exams-officers-guide/phase-4-before-the-exam/#Pre-exam-despatches
https://www.cambridgeinternational.org/exam-administration/cambridge-exams-officers-guide/phase-4-before-the-exam/#Pre-exam-despatches


Supplementary materials 

• Attendance register

• Multiple-choice answer sheet

• Answer booklet

• Notice to candidates

• Candidate warning poster

• Script despatch label

• More……

Administrative forms download

https://www.cambridgeinternational.org/exam-administration/cambridge-exams-officers-guide/administrative-forms/


Early question papers and pre-released materials

You can access in one of three ways:

• School Support Hub

• Digital File Despatch (DFD)

• Printed

Cambridge Handbook – Section 4.2

Early question papers and pre-released materials

https://www.cambridgeinternational.org/exam-administration/cambridge-exams-officers-guide/phase-4-before-the-exam/#pre-release-material
https://www.cambridgeinternational.org/exam-administration/cambridge-exams-officers-guide/phase-4-before-the-exam/#pre-release-material
https://www.cambridgeinternational.org/exam-administration/cambridge-exams-officers-guide/phase-4-before-the-exam/#pre-release-material


Receiving and storing confidential materials
1. Question papers 

arrive at your school

4. Carefully check despatch 

content (question paper packets 

3. Collect the delivery 

& move to storage room

2. Must check the delivery but 

not open it. 

5. Must keep the record & report 

to Cambridge if any problems 

6. Move all confidential materials 

to the secure container

Receiving and storing confidential materials

https://www.cambridgeinternational.org/exam-administration/cambridge-exams-officers-guide/phase-4-before-the-exam/#storing-confidential-materials


Handling confidential materials

Handling confidential materials poster

https://www.cambridgeinternational.org/Images/296696-handling-confidential-materials-poster.pdf


Science practical exams
• What are confidential instructions?

• How do I store the confidential instructions? 

• Where do I find chemicals and materials? 

• Seating arrangements

• How to manage large numbers of candidates? 

Managing science practical exams

https://www.cambridgeinternational.org/Images/511651-managing-science-practicals.pdf


Listening exams
• NEW Global listening

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

• You must treat digital confidential materials in 
the same way as printed materials.

Global listening

Cambridge Handbook – Section 4 & 5.

https://www.cambridgeinternational.org/exam-administration/cambridge-exams-officers-guide/phase-4-before-the-exam/global-listening/


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

• have regular meetings with invigilators

• pack and despatch scripts to us.

Cambridge Handbook – Section 5

Cambridge EO Guide Website – Phase 5

https://www.cambridgeinternational.org/exam-administration/cambridge-exams-officers-guide/phase-5-exam-day/
https://www.cambridgeinternational.org/exam-administration/cambridge-exams-officers-guide/phase-5-exam-day/
https://www.cambridgeinternational.org/exam-administration/cambridge-exams-officers-guide/phase-5-exam-day/
https://www.cambridgeinternational.org/exam-administration/cambridge-exams-officers-guide/phase-5-exam-day/
https://www.cambridgeinternational.org/exam-administration/cambridge-exams-officers-guide/phase-5-exam-day/
https://www.cambridgeinternational.org/exam-administration/cambridge-exams-officers-guide/phase-5-exam-day/


Phase 5: Exam day

• Seating plan

• Authorised and 
unauthorised materials

• Emergencies

• Special instructions for 
particular exams

• Malpractice

• 24-hour security rule

Cambridge EO Guide Website – Phase 5

Cambridge Handbook – Section 5

https://www.cambridgeinternational.org/exam-administration/cambridge-exams-officers-guide/phase-5-exam-day/
https://www.cambridgeinternational.org/exam-administration/cambridge-exams-officers-guide/phase-5-exam-day/
https://www.cambridgeinternational.org/exam-administration/cambridge-exams-officers-guide/phase-5-exam-day/
https://www.cambridgeinternational.org/exam-administration/cambridge-exams-officers-guide/phase-5-exam-day/
https://www.cambridgeinternational.org/exam-administration/cambridge-exams-officers-guide/phase-5-exam-day/
https://www.cambridgeinternational.org/exam-administration/cambridge-exams-officers-guide/phase-5-exam-day/


Useful resources

Cambridge EO Guide Website – Phase 5

Running Exams

https://www.cambridgeinternational.org/exam-administration/cambridge-exams-officers-guide/phase-5-exam-day/
https://www.cambridgeinternational.org/exam-administration/cambridge-exams-officers-guide/phase-5-exam-day/
https://www.cambridgeinternational.org/exam-administration/cambridge-exams-officers-guide/phase-5-exam-day/
https://www.cambridgeinternational.org/exam-administration/cambridge-exams-officers-guide/phase-5-exam-day/
https://www.cambridgeinternational.org/exam-administration/cambridge-exams-officers-guide/phase-5-exam-day/
https://www.cambridgeinternational.org/exam-administration/cambridge-exams-officers-guide/phase-5-exam-day/
https://www.cambridgeinternational.org/exam-administration/cambridge-exams-officers-guide/phase-5-exam-day/running-exams/


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

https://www.cambridgeinternational.org/exam-administration/cambridge-exams-officers-guide/phase-5-exam-day/running-exams/


Guidance for packing scripts Send us your scripts as 

soon as possible after the 

exam has finished, 

preferably on the same day.

Cambridge Handbook – Section 5.4

Despatching scripts

https://www.cambridgeinternational.org/exam-administration/cambridge-exams-officers-guide/phase-5-exam-day/despatchingscripts/


5.3.2 The 24-hour security rule



Phase 6: Results and certificates

• In this phase exams officers will:

• prepare for results release

• give candidates access to their results 

• submit enquiries about results

• receive and send out certificates to 
candidates.

Cambridge Handbook – Section 6

Cambridge EO Guide Website – Phase 6

https://www.cambridgeinternational.org/exam-administration/cambridge-exams-officers-guide/phase-6-results-and-certificates
https://www.cambridgeinternational.org/exam-administration/cambridge-exams-officers-guide/phase-6-results-and-certificates
https://www.cambridgeinternational.org/exam-administration/cambridge-exams-officers-guide/phase-6-results-and-certificates
https://www.cambridgeinternational.org/exam-administration/cambridge-exams-officers-guide/phase-6-results-and-certificates
https://www.cambridgeinternational.org/exam-administration/cambridge-exams-officers-guide/phase-6-results-and-certificates
https://www.cambridgeinternational.org/exam-administration/cambridge-exams-officers-guide/phase-6-results-and-certificates


Result Certificate

June 

exam series
August End of October

November 

exam series
January End of March

Result and Certificate



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. 

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

Carry forward regulation supplementsCarry forward entry rules

https://www.cambridgeinternational.org/Images/723192-carry-forward-regulations-supplement.pdf
https://www.cambridgeinternational.org/exam-administration/cambridge-exams-officers-guide/phase-2-entries/carry-forward-entry-rules/


Results statistics & grade threshold tables

We publish results statistics and grade 
thresholds taken for each syllabus after 
each exam series. 

You can find it on our website:

• Cambridge IGCSE

• Cambridge O Level

• Cambridge International AS & A Levels

https://www.cambridgeinternational.org/programmes-and-qualifications/cambridge-upper-secondary/cambridge-igcse/results-statistics/
https://www.cambridgeinternational.org/programmes-and-qualifications/cambridge-upper-secondary/cambridge-igcse/results-statistics/
https://www.cambridgeinternational.org/programmes-and-qualifications/cambridge-upper-secondary/cambridge-o-level/results-statistics/
https://www.cambridgeinternational.org/programmes-and-qualifications/cambridge-upper-secondary/cambridge-o-level/results-statistics/
https://www.cambridgeinternational.org/programmes-and-qualifications/cambridge-advanced/cambridge-international-as-and-a-levels/results-statistics/
https://www.cambridgeinternational.org/programmes-and-qualifications/cambridge-advanced/cambridge-international-as-and-a-levels/results-statistics/


How do we release results

ONLINE RESULTS

ON DIRECT

HARD-COPY RESULTS

DESPATCHES TO CENTRE



Accessing results (Exams Officer)

• Be prepared before very busy results day

• Double check your log in details



Accessing results (candidates)

Preparing for results day

https://www.cambridgeinternational.org/exam-administration/cambridge-exams-officers-guide/phase-6-results-and-certificates/preparing-for-results-day/






(SoR)







Certificate

• Cambridge reserve the right to change a 
candidate’s result until certificates are issued.

• You must check certificates carefully and contact 
info straightaway if any damaged or missing

• You must keep unclaimed certificate in a safe 
place for 12 months.

• We will not issue copies of certificates.

More details please refer to Handbook 6.4



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

https://www.cambridgeinternational.org/exam-administration/cambridge-exams-officers-guide/phase-6-results-and-certificates
https://www.cambridgeinternational.org/exam-administration/cambridge-exams-officers-guide/phase-6-results-and-certificates
https://www.cambridgeinternational.org/exam-administration/cambridge-exams-officers-guide/phase-6-results-and-certificates
https://www.cambridgeinternational.org/exam-administration/cambridge-exams-officers-guide/phase-6-results-and-certificates
https://www.cambridgeinternational.org/exam-administration/cambridge-exams-officers-guide/phase-6-results-and-certificates
https://www.cambridgeinternational.org/exam-administration/cambridge-exams-officers-guide/phase-6-results-and-certificates


Support for exams officer



The Cambridge Exams Cycle



Support for exams officers



Guidance documents

Not to be missed!



Tools and systems you need to run Cambridge exams

Cambridge EO to 
submit entries, 
view results,

update school 
contacts and 

download fee list.

Direct

Cambridge’s system 
for securely 

delivering materials 
to schools (EO) 
electronically, 

e.g. early question 
papers in pdf format.

DFD

Find out when and 
how to submit 

marks for internally 
assessed 

components.

Samples 
Database 

3

Schools upload 
candidates’ work to 

Cambridge 
digitally.

Submit for 
Assessment 

EO to access and 
download audio 
files for listening 

exams.

Global 
Listening



• Webinars:

- Exams officer focus webinars 

- How to prepare for the series ahead

- How to administer phase 3 and 4

- How to run exams and/or tests

- How to prepare for results release

Free training for exams officers

• Online course: NEW 
Introduction to being a Cambridge exams officer 
(12 week, modular, 1-2 hours per week). 

Professional Development Calendar

How to book?

Please see the announcement from EO eNews: 

How to book?

Cambridge Exams Officer eNewsletter 

https://www.cambridgeinternational.org/support-and-training-for-schools/professional-development/professional-development-calendar/?format=Webinar&levels=Exams%20administration
https://www.cambridgeinternational.org/exam-administration/cambridge-exams-officers-guide/enewsletter/
https://www.cambridgeinternational.org/exam-administration/cambridge-exams-officers-guide/enewsletter/
https://www.cambridgeinternational.org/exam-administration/cambridge-exams-officers-guide/enewsletter/
https://www.cambridgeinternational.org/exam-administration/cambridge-exams-officers-guide/enewsletter/


Admin forms & guidance documents

Administrative forms and guidance documents

https://www.cambridgeinternational.org/exam-administration/cambridge-exams-officers-guide/administrative-forms/


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

https://www.cambridgeinternational.org/exam-administration/cambridge-exams-officers-guide/support-and-training/


Help from Cambridge

Help from Cambridge

https://help.cambridgeinternational.org/hc/en-gb


9 key steps for Cambridge exams officers
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. 

https://www.cambridgeinternational.org/exam-administration/
https://www.cambridgeinternational.org/exam-administration/cambridge-exams-officers-guide/
https://www.cambridgeinternational.org/support-and-training-for-schools/professional-development/professional-development-calendar/?levels=Exams%20administration
https://direct.cie.org.uk/
https://www.cambridgeinternational.org/exam-administration/cambridge-exams-officers-guide/phase-1-preparation/timetabling-exams/key-times/
https://www.cambridgeinternational.org/exam-administration/cambridge-exams-officers-guide/phase-1-preparation/timetabling-exams/exam-timetables/
https://www.cambridgeinternational.org/exam-administration/cambridge-exams-officers-guide/support-and-training/
https://www.cambridgeinternational.org/exam-administration/cambridge-exams-officers-guide/phase-1-preparation/key-dates-and-activities/


Staying connected with Cambridge



Stay tuned with us

What’s new

We update What’s new page twice a year in September 

and February to make sure you have the latest 

information about what’s new from Cambridge.

Visit the web page or sign up for syllabus updates 

Website 
Explore our official website for comprehensive 

information and resources.
https://www.cambridge.org/internationaleducation 

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


Getting in touch

+44 1223 553554

Sunday – Friday 24 hours

info@cambridgeinternational.org

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

(example: CN000 inquiry on IGCSE Music introductory training).



© Cambridge University Press & Assessment 2021© Cambridge University Press & Assessment 2025cambridge.org/internationaleducation

Thank you!
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