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Agenda
• Working with Cambridge 

• Cambridge exam schedule

• 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



Objectives
• Master the essentials of Cambridge exams administration.

• Link key tasks to each phase of the Exams Cycle.

• Reinforce understanding of pre-webinar materials with interactive quizzes.

• Find support fast—key guides and help for daily tasks



Cambridge exams schedule



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/


The key basics for 
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 basics

• Administrative Zone

• Key Times

• Full Centre Supervision

Phase 1 Preparation 

Cambridge Handbook – Key Times and Full 

Centre Supervision and  Section 1 Preparation

http://www.cambridgeinternational.org/preparation


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.



Quiz
True or false?

• Exams must start 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



Quiz - Timetable scenario 1
• Is Full Centre Supervision required in this scenario?

11:00 12:00 13:00 14:00 15:00

Key Time

EXAM

12:45 to 14:00



Quiz - Timetable scenario 2
• Is Full Centre Supervision required in this scenario?

11:00 12:00 13:00 14:00 15:00

Key Time

EXAM

13:30 to 15:00



Tips for Phase 1
• Get familiar with the key basics

• Use key dates card & monthly calendars 

• Download and use the latest timetable

• Prepare your timetable with Cambridge’s template

• Plan ahead 

Key dates card & monthly calendars

https://www.cambridgeinternational.org/exam-administration/cambridge-exams-officers-guide/phase-1-preparation/key-dates-and-activities/


Phase 2: Entries

Key basics

• Cambridge Direct

• Guide to Making Entries

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/


Quiz

• What can Direct do?

A. Make entries

B. Download fee list (e.g. programme fee, entry fee)

C. Change your school contact details

D. All of the above



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/


Tips for Phase 2
• Understand all entry options 

• Work closely with teachers at your school

• Set your own school deadline earlier

• Double and triple check 

• Submit entries before deadline



Phase 3: Coursework and moderation

Key basics

• Samples Database

• Submit for Assessment (SfA)

Cambridge Handbook – Section 3

Phase 3 Coursework and Moderation

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


Example: Speaking Test

• How can Samples Database help you? 

Cambridge IGCSE 

English as a Second Language 0511



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/


Tips for Phase 3
• Check Samples Database for each series

• Work closely with subject teachers 

• Supervise candidates and authenticate their work

• Windowed tests must take place within timetabled period



Phase 4: Before the exams

Key basics

• Who?

• Where?

• What?

• How?

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/


Who will be involved before, during and after exams?

What type of venues (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 slide is contributed by an experienced EO 

for reference only. 



• Cambridge Handbook – Centre Responsibilities 

• Roles and responsibilities for HoC, EO, key holders

• Invigilator and other staff training

• Candidate pre-exam briefing

Tips for the ‘Who’

What to expect on exams dayTraining invigilators

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


Review Cambridge Handbook requirements:

• Secure storage room

• Exam room preparation

• Full Centre Supervision

Develop your school-based working flow

Conduct exam day rehearsal

Tips for the ‘Where’



Quiz - What is wrong with this exam room?



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/


Tips for the ‘What’

Pre exam despatches

Despatch types from Cambridge:

• Entries confirmation despatch

• Early question paper despatch

• Pre-exam despatch 

• Question paper despatch

• Bar-coded labels despatch

Additional exams material: find out 

• what else candidates need in the exam.

• what you (school) need to provide as well.

• where candidates should answer. 
(QP/MCQ sheet/Answer booklets?)

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/


Use the right tools to navigate your preparation and start early:

Tips for Phase 4 – How?



Phase 5: Exam day
Key basics

• Run exams

• Prepare for the unexpected, potential 
malpractice and security inspections.

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/


Cambridge EO Guide Website – Phase 5

Tips for 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/


Quiz
True or false?

• After the exam is over, all unused question papers 
can be disposed right away at school’s discretion.



Handbook 5.3.2 The 24-hour security rule



Quiz
True or false?

• The school should send scripts to Cambridge as soon as possible, 
preferably on the same day. 

Important:

You must fill in the Cambridge Script Return Form 

EACH time you send us scripts.

https://online1.snapsurveys.com/Interview/a6e32fab-32f0-4c67-bfa9-383474502336


Phase 6: Results and certificates
Key basics

• When are results released?

• How to access results?

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


When are results released?

When are the results released?

https://www.cambridgeinternational.org/exam-administration/cambridge-exams-officers-guide/phase-6-results-and-certificates/preparing-for-results-day/Preparing%20for%20results%20day


Approx schedule
Electronic 

Statement of Results 

Printed 

Statement of Results
Certificate

June series August Late August End of October

November series January Late January End of March

Result and Certificate



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)

Instruction on administering candidate results 

Support video - how to administer Candidate Results Service

https://www.cambridgeinternational.org/exam-administration/cambridge-exams-officers-guide/phase-6-results-and-certificates/preparing-for-results-day/
https://v.youku.com/v_show/id_XNDQ3NjAwMDEzMg==.html?spm=a2h3j.8428770.3416059.1
https://v.youku.com/v_show/id_XNDQ3NjAwMDEzMg==.html?spm=a2h3j.8428770.3416059.1
https://v.youku.com/v_show/id_XNDQ3NjAwMDEzMg==.html?spm=a2h3j.8428770.3416059.1


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


Quiz
True or false?

• If the certificate is lost, Cambridge will not issue extra copies.

• We will NOT issue copies of certificates. But if it’s lost, 
candidates/you may apply for a certifying statement 
(Handbook 6.5).

• For certificates, you must check them carefully and contact 
info straightaway if any damaged or missing (Handbook 6.4).



Tips for Phase 6

• Know the results release dates. 

• Double check your log in details before results day.

• Prepare to give candidates access to their results.

• Check if you received all documents (e.g. a Statement of Results for each 
candidate).



Support for exams officer



The Cambridge Exams Cycle



Support for exams officers



Guidance documents 
Don’t miss it!

Don’t miss it!



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 

Schools upload 
candidates’ work to 

Cambridge 
digitally.

Submit for 
Assessment 

EO to access and 
download audio 
files for listening 

exams.

Global 
Listening

1 2 3 4 5



• 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/


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/


Cambridge Exams Officers Community
Face to face activity:

• Cambridge Exams Officer workshop



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 

WeChat

Cambridge_China

剑桥国际考评

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 2025cambridge.org/internationaleducation
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