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If you are running a computer-based exam or an exam that is not listed above, you can find the appropriate Exam 
Day Booklet on the Support Site. 

 
If you have candidates with Special Arrangements and/or using modified materials, you need to use the Special 
Arrangements Supplement alongside the Exam Day Booklet. Regulations in the Supplement take precedence over 
any regulations in this Exam Day Booklet.

If you have any problems on the exam day, please contact the Helpdesk on +44 (0)1223 553997.

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

Treat exam materials as confidential and never leave exam materials unattended. 

You may also need to refer to the following:

Before the exam:

• Special Arrangements Booklet

• Assistive Technology Guide

During the Listening test:

Supervisor’s Booklet (sent with modified materials when relevant)

Use this booklet for: 

• A2 Key/Key for Schools 

• B1 Business Preliminary/B1 Preliminary for Schools 

• B2 First/First for Schools 

• C1 Advanced 

• C2 Proficiency

• B1 Business Preliminary

• B2 Business Vantage

• C1 Business Higher  

• TKT (Teaching Knowledge Test)

• Delta Module 1 

https://support.cambridgeenglish.org/hc/en-gb/articles/115005340483?flash_digest=140c822b6b0fae48ab64417f657df8ab0a4bdcb9
https://support.cambridgeenglish.org/hc/en-gb/articles/115005340483?flash_digest=140c822b6b0fae48ab64417f657df8ab0a4bdcb9
https://support.cambridgeenglish.org/hc/en-gb/articles/115005340483?flash_digest=140c822b6b0fae48ab64417f657df8ab0a4bdcb9
https://support.cambridgeenglish.org/hc/en-gb/articles/202843076
https://support.cambridgeenglish.org/hc/en-gb/articles/202843086-Assistive-Technology-Guide
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1. Introduction

We provide special arrangements for candidates who have visual, hearing, speaking, physical or learning difficulties 
so that they can take our exams without changing the demands of the assessment.
This supplement accompanies the Exam Day Booklet when there are any candidates needing modified materials. 

Key

 – Security risk

  – Support Site

 – This highlights a change since the last edition of this booklet

 – Top Tips

 –  Follow the instructions in the Exam Day Booklet unless there are any exceptions or additional instructions 
given in this supplement.

 – See the document for more information.

https://support.cambridgeenglish.org/hc/en-gb/articles/115005340483-Exam-Day-Booklets
https://support.cambridgeenglish.org/hc/en-gb/articles/115005340483-Exam-Day-Booklets


2. Written components

2.1 Timetabling

Standard time windows do not apply to candidates who are using modified papers (i.e. Braille, Modified Large 
Print or Special Arrangements/Requirements versions of Listening tests, including Hearing Impaired (lip-reading) 
versions) and who may have extra time approved.

You must give candidates a break between components.

2.2 Materials 
Supervisors and invigilators are responsible for the security of exam materials at their venue. While these materials 
are in storage, you must keep them behind two secure locked barriers. On the exam day, you must keep these 
materials with you at all times, or securely located in a room accessible only to exam day staff. Please see Security 
of materials on the Support Site for more information.

Special Arrangements/Requirements version of Listening test: while we transition into newer materials, the 
Listening exam papers for Key/Preliminary are called ‘Special Arrangements’ while the others are still called 
‘Special Requirements’. In this document, we will refer to ‘Special Arrangements’.

Exam Component You will need: We provide:

A2 Key/Key for Schools Reading & 

Writing

• Soft pencils (B or HB)

• Erasers

• Pencil sharpeners

• Blank or lined answer sheets 
for candidates who cannot 
use pre-printed answer 
sheets/booklets

• Attendance register 
(download from Cambridge 
English for Centres)

• Modified materials where relevant:

• Large Print question papers

• Brailled material and print versions of 
Brailled material

• Answer sheets or booklets

• Script return envelope(s) 

• Bar code labels containing exam, 
component and candidate range 
information

There are separate Question and Text 
Booklet question papers for all exams.

B2 First/First for Schools

C1 Advanced

C2 Proficiency

Reading &  
Use of English

B1 Preliminary/Preliminary for 
Schools

B2 Business Vantage

C1 Business Higher

Reading

B1 Preliminary/Preliminary for 
Schools 
B2 First/First for Schools

C1 Advanced

C2 Proficiency

B2 Business Vantage

C1 Business Higher

Writing • Black or dark blue pens

• Extra paper (not allowed for 
other components)

• Blank or lined answer sheets 
for candidates who cannot 
use pre-printed answer 
sheets/booklets

All exams that have a Listening 
component

For Special Arrangements and 
Hearing Impaired (lip-reading) 
versions:

• You can open the test material 
up to 24 hours before the 
exam.

• Supervisors must read through 
the Supervisor’s Booklets, 
check the CD and re-seal the 
materials. The CEM must sign 
across the seal. The envelope 
can then be re-opened in front 
of the candidate.

Listening • Soft pencils (B or HB)

• Erasers

• Pencil sharpeners

• CD player

• Modified materials where relevant:

• Large Print question papers

• Brailled material and print versions of 
Brailled material

• Hearing Impaired (lip-reading) material

• Supervisor’s Booklets

• CDs

• Answer sheets**

• Script return envelope(s) 

• Bar code label(s) containing exam, 
component and candidate range 
information

**Do not use the standard answer sheets 
Instead, make sure candidates write their 
answers on a separate piece of paper, 
dictate their answers to a scribe or type their 
answers (if they have permission to do so).

6

https://support.cambridgeenglish.org/hc/en-gb/articles/115005446506-Handbook-for-Centres-Security-of-materials
https://support.cambridgeenglish.org/hc/en-gb/articles/115005446506-Handbook-for-Centres-Security-of-materials
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Exam Component You will need: We provide:

TKT All modules • Soft pencils (B or HB)

• Erasers

• Pencil sharpeners

• Blank or lined answer sheets 
for candidates who cannot 
use pre-printed answer 
sheets/booklets

• Attendance register 
(download from Cambridge 
English for Centres)

• Modified materials where relevant:

• Large Print question papers

• Brailled material and print versions of 
Brailled material for TKT Modules  
1, 2 &3 only

• Answer sheets

• Script return envelope

• Bar code label(s) containing exam, module 
and candidate range information

Delta Module One Paper 1 & 
Paper 2

• Black or dark blue pens

• Blank or lined answer sheets 
for candidates who cannot 
use answer booklets

• Modified Large Print question papers

• Answer booklets

• Script return envelope(s)

• Bar code label(s) containing exam, 
component and candidate range 
information

All exams • Scissors for opening the 
question paper packets 

• Measuring tape for ensuring 
correct distance between 
desks

• A4 envelopes to pack exam 
materials in the exam room 
temporarily (optional)

Printed templates of 
Malpractice and Special 
Consideration form (you can 
find these on the Support  
Site)

• Candidate Information Sheets (CIS) – one 
per candidate

• You can open modified question paper envelopes up to 2 hours before the start of the exam (for Listening, see 
the table).

• You may be authorised to scan-in copies of exam papers to computers, or other devices, no more than 
2 hours before the scheduled start of the first paper in a session. See the Assistive Technology Guide for more 
information about scanning-in question papers.

2.3 Preparation

In addition to the items listed in the Exam Day Booklet:

• We recommend that candidates using modified question papers or Special Arrangements versions of Listening 
tests are examined separately and on their own. If there is only one invigilator, they must not be related to 
the candidates or have been their teacher. The invigilator must have a way of asking for help without leaving 
candidates unsupervised. 

• Candidates who only require administrative arrangements, e.g. extra time, may be examined with other candidates 
taking the standard papers. Please see the Exam Day Booklet for these regulations. Please ask other candidates to 
leave the exam room as quietly as possible without disturbing any candidates who require extra time. 

• Candidates who are hard of hearing but taking standard versions of Listening tests with the standard audio CD 
may prefer to be seated at the front of the exam room in front of the supervisor or invigilator, and near the 
audio equipment. You might also wish to offer headphones.

https://support.cambridgeenglish.org/hc/en-gb/articles/202843006-Malpractice-Process
https://support.cambridgeenglish.org/hc/en-gb/articles/202842996-How-to-apply-for-Special-Considerations
https://support.cambridgeenglish.org/hc/en-gb/articles/202842996-How-to-apply-for-Special-Considerations
https://support.cambridgeenglish.org/hc/en-gb/articles/202838586-All-your-forms-all-in-one-place
https://support.cambridgeenglish.org/hc/en-gb/articles/202838586-All-your-forms-all-in-one-place
https://support.cambridgeenglish.org/hc/en-gb/articles/202843086-Assistive-Technology-Guide
https://support.cambridgeenglish.org/hc/en-gb/articles/115005340483-Exam-Day-Booklets
http://support.cambridgeenglish.org


Seating 

• Candidates using wheelchairs may need a room with wider doors. 

• Candidates should sit at a desk or table, unless they need a specially-designed working surface. In particular, 
please ask wheelchair users for their usual method of working. 

• Candidates using Large Print or Brailled material will need a lot of table space. The room should also be large 
enough for the candidate to move around in and sit down at the table easily. Try to ensure that the table is 
reasonably close to the door and remove any potential trip hazards. 

• Before the test, find out what help, if any, the candidate needs to move around the test centre and exam room. 
If necessary, guide them to the table, etc. rather than just walking in front of them. Allow blind candidates to 
take your arm and let them know when you are approaching the table, and where the chair is.

2.4 Authorised and unauthorised items 

Please see the Exam Day Booklet for this section. The exceptions are:

• You must check all equipment (e.g. wheelchair writing surface, mobility aids) to ensure that they do not contain 
any unauthorised items.

• Mobility aids should be kept at the side of the candidate’s desk and not on the desk itself.

• No eating or drinking is allowed in the exam room except for water in a clear plastic bottle. You should make 
exceptions for candidates with medical conditions (e.g. diabetes) where medical evidence has been provided. 
Candidates with diabetes may, with permission beforehand, bring with them all equipment for injections and 
checking blood sugar levels in a clear plastic bag which you can check at the start of each component. They may 
bring a snack or drink (contents must be visible through the packaging), in a clear plastic bag.

Assistive technology

• Candidates will have asked to use assistive technology to either read the question paper or write their answers; 
or assist with hearing instructions/recorded material. This equipment must be authorised beforehand, and it 
is important that you are familiar with the equipment to be used and aware of any precautions that must be 
taken. See the table below for examples of assistive technology.

• Consult your CEM for further details if necessary, or contact the Helpdesk.

• See the Assistive Technology Guide for detailed guidance. Please make sure that the checklist is fully completed 
before and after the exam.

Assistive technology - must be authorised by us before the exam

To help with reading To help with writing answers To help with hearing instructions or 
recorded material

• hand-held magnifiers
• screen magnification software
• screen reader software
• video magnifiers or closed-

circuit television (CCTV)
• reading machines
• refreshable Braille displays

Candidates may also have 
permission for a ‘Reader’, if they 
are unable to read Braille or  
Large Print.

Blind or partially-sighted candidates 
may have permission to write their 
answers:

• with a mechanical Braille keyboard
• with an electronic Braille keyboard 

linked to a printer
• using a computer or word-

processor. You must switch off or 
disable any spell-check, grammar 
check, thesaurus or similar 
functions.

• using a Braille notetaker
• by speaking their answers to a scribe.

Please note that candidates with other 
disabilities can write their answers on 
a blank or lined sheet of paper.  

Please see the list of materials in 
Section 2.2 for more information.

Candidates may wish to use hearing aids, 
headphones and other equipment. Such 
equipment includes:

• hearing aid
• wireless systems or personal FM systems
• headphones or special amplification 

equipment. If they are using 
headphones, you must be able to hear 
and control the recording using an 
external loudspeaker or a second pair of 
headphones. Candidates are not allowed 
to use personal audio/CD players to 
listen to the recording.

If candidates are using special equipment, 
the centre should administer the exam in a 
separate room.

8

https://support.cambridgeenglish.org/hc/en-gb/articles/115005340483-Exam-Day-Booklets
https://support.cambridgeenglish.org/hc/en-gb/articles/202843086-Assistive-Technology-Guide
https://support.cambridgeenglish.org/hc/en-gb/articles/360019474272
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2.5 Candidate experience

Please see the Exam Day Booklet for this section.

2.6 Candidate Information Sheets (CIS) 

Please see the Exam Day Booklet for this section. Please help candidates to complete their CIS form before the start 
of one of the components. You may need to read out each question and write the candidate’s answers on the form.

2.7 Test day photos 

Please see the Exam Day Booklet for this section. 

2.8 Checking candidates’ photo IDs

Please see the Exam Day Booklet for this section. 

2.9 Invigilating during the test

Please see the Exam Day Booklet for this section. The exceptions are given below. 

Candidates who want to leave the room 

During the Listening test, candidates must not leave the room at any time except in an emergency. If a 
candidate with special arrangements, who is taking the Listening test with other candidates, needs to leave the 
room due to an emergency (such as illness), do not let them re-enter the room until the end of the test. 
Complete a downloadable Special Consideration form to ensure any candidates are not disadvantaged. Give the 
completed forms to your CEM/supervisor at the end of the exam. 

Your CEM is responsible for transferring this information into a post exam case on Cambridge English for Centres by 
the deadline provided in the session schedule. See the Support Site for instructions.

If a candidate who is being invigilated separately asks to leave the room during the Listening test due to an 
emergency, pause the CD and resume the test when they return.

Supervised rest breaks

Candidates are only allowed to take supervised rest breaks if they have been approved in advance and if these 
breaks are vital due to a candidate’s specific circumstances. When a rest break is needed, the timing of the exam 
should be stopped and re-started when the candidate is ready to continue.

The length of the break is at the discretion of the supervisor, according to the candidate’s needs. Be aware that rest 
breaks that are too long or frequent may also negatively impact the candidate.

Candidates may be approved to take supervised breaks as well as (or instead of) extra time. If a candidate has had 
extra time approved, please be aware that the supervised rest break is not included in their extra time allowance.

Candidates who have been given permission to take breaks must be invigilated separately when taking their 
Listening test. For other components, candidates who are allowed supervised rest breaks can be invigilated in the 
same room as the other candidates. Note that these candidates will need to be seated somewhere where their 
breaks will not disturb others.

https://support.cambridgeenglish.org/hc/en-gb/articles/115005340483-Exam-Day-Booklets
https://support.cambridgeenglish.org/hc/en-gb/articles/115005340483-Exam-Day-Booklets
https://support.cambridgeenglish.org/hc/en-gb/articles/115005340483-Exam-Day-Booklets
https://support.cambridgeenglish.org/hc/en-gb/articles/115005340483-Exam-Day-Booklets
https://support.cambridgeenglish.org/hc/en-gb/articles/115005340483-Exam-Day-Booklets
https://support.cambridgeenglish.org/hc/en-gb/articles/202842996-Special-Considerations-application-form
https://centres.cambridgeenglish.org/irj/portal
https://support.cambridgeenglish.org/hc/en-gb/articles/205748233-Special-consideration-requests-and-malpractice-reporting


3. Speaking test 

3.1 Key steps

Exam day procedures for candidates with special arrangements are generally in line with standard procedures. 
Please see the Exam Day Booklet for this section. The exceptions are given below. 

3.2 Staff and materials

Please see the Exam Day Booklet for this section. The exceptions are given below. 

Non-UK Centres: Speaking Examiners must read through and familiarise themselves with the material to be used. 
Depending on the exam, each Instructions to Speaking Examiners booklet contains:

• an introduction and explanation of how to conduct the test

• sets of interlocutor frames for use with single-format and paired-format tests

Also included will be: 

• print versions of Brailled material 

• Modified Large Print material

• an Examiner Support booklet with general guidance

In addition to the staff listed in the Exam Day Booklet, you may need extra marshals to escort candidates between 
the waiting area and test rooms

Please note that candidates are not allowed to use signing or sign language in a Speaking test.

3.3 Timetabling information 

Times for tests will vary, as examiners will allow additional time. Candidates are given extra time throughout the 
Speaking test to read and process text, to process spoken instructions and to speak. The amount of time is at the 
examiner’s discretion. Note that there is no fixed amount of extra time awarded. 

You might prefer to timetable tests at the end of a session in order that other candidates’ test start times 
are not affected.

Test rooms and waiting area 

In addition to those listed in the Exam Day Booklet, the people allowed in the test room are:

• Support workers who are only allowed in the exam room in exceptional circumstances and with authorisation 
from the Entries Unit

• Dummy partners who will have been arranged in advance.

Equipment

Please see the Exam Day Booklet for more information about setting up the room. Additionally: 

• Partially-sighted candidates may wish to use magnifying equipment, which may include electronic magnifiers, 
and occasionally larger screen magnifiers.

• Candidates with hearing difficulties may want to use hearing aids and induction loops. In tests where note-
taking is allowed, e.g. Business Certificates, blind candidates and candidates with physical disabilities which 
prevent them from writing may wish to use electronic notetakers, or a laptop or netbook with screenreading 
software. All such equipment must be authorised before the test date, and it is important that you are familiar 
with the equipment to be used and aware of any security precautions that must be taken.

• Candidates with a speech difficulty may wish to use ‘electronic fluency’ devices in Speaking tests, and we may 
give permission to use such devices, provided there are no major practical difficulties and test security is not 
compromised (e.g. devices/applications that work through technology loaded on smart-phones, iPhones, etc. 
are generally not acceptable). All such equipment must be authorised before the test date.
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https://support.cambridgeenglish.org/hc/en-gb/articles/115005340483-Exam-Day-Booklets
https://support.cambridgeenglish.org/hc/en-gb/articles/115005340483-Exam-Day-Booklets
https://support.cambridgeenglish.org/hc/en-gb/articles/202842706-Instructions-to-Speaking-Examiners
https://support.cambridgeenglish.org/hc/en-gb/articles/115005340483-Exam-Day-Booklets
https://support.cambridgeenglish.org/hc/en-gb/articles/115005340483-Exam-Day-Booklets
https://support.cambridgeenglish.org/hc/en-gb/articles/115005340483-Exam-Day-Booklets
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3.4 Before the Speaking test 

Please see the Exam Day Booklet for this section. 

3.5 During the Speaking test 

Please see the Exam Day Booklet for this section. 

3.6 After the Speaking test

Please see the Exam Day Booklet for this section. 

 

https://support.cambridgeenglish.org/hc/en-gb/articles/115005340483-Exam-Day-Booklets
https://support.cambridgeenglish.org/hc/en-gb/articles/115005340483-Exam-Day-Booklets
https://support.cambridgeenglish.org/hc/en-gb/articles/115005340483-Exam-Day-Booklets


4.  Packing materials after the exam

Materials for candidates with Special Arrangements (all exams)

Administrative Special Arrangements only (e.g. extra time)

• Include the candidate’s answer sheets/booklet in candidate number order with the other candidates’ answer 
sheets/booklets.

Modified materials

• Put the candidate’s answers in a separate A4 envelope, including any other materials, such as the Instructions to 
Supervisors booklets and CDs.

• Write the candidate’s name, number, packing code, exam name and date on the envelope.

• Tick the ‘Modified’ box on the label to show there are modified materials inside.

• Add the envelope in sequence with the other candidate materials in the correct script return envelope.

• Write ‘includes Special Arrangements candidate materials’ on the outside of the script return envelope.

• If you need to transcribe the candidate’s answers, please see below.

• For candidates working in Braille, include Brailled responses and the transcript, as well as Brailled question papers.

Making a transcript of a candidate’s answers

It is your responsibility to transcribe all Braille answers before returning the scripts. Failure to do this is likely 
to result in significant delays to the candidate’s results. In certain circumstances, permission for answers to be 
transcribed (copied in clear writing) may be given, e.g. where the candidate’s writing is difficult to read due to a 
specific learning difficulty or injury. Candidates using Braille do not need to request permission.

The transcript must be produced immediately after the exam in the presence of the candidate and under  
secure conditions.

With Brailled answers, the most convenient method of producing a transcript might be to ask the candidate to 
dictate answers to a transcriber at the end of each component. Some types of assistive technology (for example 
Braille keyboards) have the facility to convert Braille input to printed text output.

The transcript must be produced on separate sheets of paper, labelled clearly ‘Transcript of Candidate’s Answers’ 
and marked with your centre number, and the candidate’s name and number. The transcriber should clearly label 
each answer with the corresponding question number.

If the candidate is dictating, they must dictate their answers clearly, including all punctuation.

The transcriber is required to ask the candidate to dictate the spelling of words which are: less common, likely 
to cause confusion (e.g. those where there is a similar but different word in the candidate’s first language), 
homophones.

The transcriber must underline all words for which the spelling has been checked.

The transcript must be an exact copy of the original answers. Any errors of grammar, spelling or punctuation must 
be written exactly as given by the candidate and must not be corrected. If the transcriber is not sure about what 
the candidate has written, they should ask.

On completion, the transcript must be:

• signed by the transcriber

• countersigned by, or on behalf of, the CEM

• attached to the back of the candidate’s answers

• included with the centre’s other materials and despatched to us in the usual way.

Appendices

Please see the Exam Day Booklet for this section.
12

https://support.cambridgeenglish.org/hc/en-gb/articles/115005340483-Exam-Day-Booklets
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Instructions to candidates who have extra time only (except Listening)

For candidates who are taking a standard exam together with other candidates, and who have been authorised 
extra time only: please read out the standard instructions in the Exam Day Booklet (STEPS 1-3). For Listening 
instructions, please go to STEP 4 in this Supplement.

Instructions to candidates using modified question papers (except Listening)

 Please follow the instructions below. 

STEP 1: Before you start the first written component

Switch off your mobile phone or turn off the sound/vibration.

Candidates who have permission to use assistive technology may keep this equipment with them.

If the candidate is using any electronic device to read, write or listen with, wait until the candidate has set up the equipment, 
switched it on and is happy that it is working correctly. You may prefer to ask the candidate to set up any equipment in advance, 
when you can check the equipment (please see the Assistive Technology Guide).

For all other electronic items, follow your centre’s procedures for collecting and storing these. Make sure they are switched 
off and kept outside of the exam room. Explain to the candidate that they cannot use these or anyone else’s until after the last 
written component. Make it clear that they will be disqualified if they have any electronic items in the exam room during the 
exam, or use them during breaks.

If candidates complete the Candidate Information Sheet before a component, collect them before distributing exam materials.

 Follow STEP 1 only once, before you start the first written component.

STEP 2: Instructions to candidates

Timings:

Standard time windows do not apply to candidates who are using modified papers and who may have extra  
time approved.

You must give the candidate a break between components.

If the candidate is not already seated, invite them to sit at their desk.

Check the candidate’s ID now or in the first 15 minutes of each component. 

If the candidate does not leave their seat between components, you only need to check their ID before the first component.If 
the candidate does leave their seat between components, you must check their ID before every component.

IDs must stay on candidates’ desks during each component.

Confirmations of Entry are only allowed on the desks during the ID check. Put them under the desk once the IDs have been 
checked and make sure they are facing down.

Check pencil cases, ID wallets, bottles, etc. for unauthorised items or notes, and check that pencil cases are left open.

Follow your centre’s procedure for wrist watches. If you allow the candidate to take their wrist watch into the exam room, tell 
them to take it off and put it on their desk.

https://support.cambridgeenglish.org/hc/en-gb/articles/115005340483-Exam-Day-Booklets
https://support.cambridgeenglish.org/hc/en-gb/articles/202843086-Assistive-Technology-Guide
https://support.cambridgeenglish.org/hc/en-gb/articles/115000183846-Electronic-items-on-the-exam-day
https://support.cambridgeenglish.org/hc/en-gb/articles/115005383926
https://support.cambridgeenglish.org/hc/en-gb/articles/115005383926
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ff You are now under exam conditions.
ff You must follow my instructions. If you need help, please raise your hand.
ff You are here to take: (read out exam name) (read out component name).
ff Please check your candidate number on your desk to make sure you are sitting in the correct place.
ff You must not keep or use any unauthorised items such as dictionaries, erasable pens, correction fluid or tape.
ff You are only allowed to keep on your desk: a pen, pencil, eraser, pencil sharpener, your ID and water in a plastic bottle.
ff Your ID must be on your desk during each test.
ff If you cheat, you will be disqualified. Cheating includes copying, continuing to write after you have been told to stop, 
or using prepared notes. It also includes helping other candidates or allowing another person to do all or part of your 
exam.
ff If you use any electronic items during the exam or breaks (apart from those that have been approved), you will be 
disqualified.
ff If you need a toilet break during the test, you must put your hand up and wait in your seat. You cannot leave the exam 
room for toilet breaks during the last 10 minutes of the test.
ff If you finish your test early, put up your hand and wait in your seat. You cannot leave the room permanently in the first 
30 minutes or the last 10 minutes.

For all exams: ff On the answer sheet / paper:

write your name in English letters

write the centre number and your candidate number

(if relevant) shade the candidate number boxes if you have space provided for this on your 
answer sheet 

If relevant, ask the candidate to sign the answer sheet. Write down any name corrections to give to 
the CEM/supervisor later.

ff I will now give you the question paper. Do not open it yet.

Open the question paper envelopes now in front of the candidate and hand out the question papers. 

For blind or visually-impaired candidates, note that there are two booklets for each Reading component. If necessary, identify 
each booklet separately to the candidate.

Point out any important information about the paper (e.g. any changes).

ff Please read the instructions on the front of the question paper.
ff Read the instructions for each part of the test carefully.
ff Write only your answers and nothing else on the answer sheet / paper.

Reading & Writing  
Reading & Use of 
English 
Reading

ff You can also write on the question paper, but you must copy your answers to the answer 
sheet before the end of the test.

Writing ff If you need extra paper for your notes, put your hand up. Copy your answers to the answer 
sheet/booklet before the test ends as the extra paper will be destroyed.

Distribute extra paper only if needed.

Delta Module One 
Paper 1 & Paper 2

ff You can make notes on the question paper, but you must copy your answers to the answer 
sheet / paper before the end of the test.
ff Please start each new question on a new page.

All TKT modules ff You can also write on the question paper, but you must copy your answers to the answer 
sheet / paper before the end of the test.

ff I will tell you when there are 10 minutes and 5 minutes left. 
ff At the end of the test, you must stop writing when I tell you and stay at your desk. 
ff Do not take any test materials out of the room.
ff Are there any questions?

Continued
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Give the candidate some time for questions about the instructions.

ff Open your question paper and begin.

Check the time on the clock. Write the exact start and finish times on the board, including seconds.

If you haven’t already checked the candidate’s ID, remember you must do so in the first 15 minutes of the 
component.

See details on how to check IDs in the Exam Day Booklet.

STEP 3: Finishing the component (except Listening)

10-minute warning:  Do not allow candidates to leave in the final 10 minutes.

ff You have 10 minutes left.
ff Make sure your answers are on your answer sheet(s)/booklet before the test ends.
ff If you have finished, stay in your seat until the test has finished.

Patrol the exam room and make sure that candidates are copying or writing their answers on the answer sheets.

5-minute warning:

ff You have 5 minutes left.
ff Make sure your answers are on your answer sheet(s)/booklet before the test ends.

Continue to check that candidates are transferring their answers and give individual reminders if needed.

When the component has finished:

ff The test has now finished; stop writing and put your pens/pencils down.
ff Please stay in your seats until all test materials have been collected and you have been told you can leave.
ff Do not take any test materials out of the room.

Make sure that all candidates have stopped writing and put their pens/pencils down.

Collect all question papers, answer sheets and any extra paper. Count all the materials to check you have collected everything.

If a candidate does not transfer all of their answers to the answer sheet in time, and you believe there is a good reason, include the 
question paper with the answer sheet, together with a report explaining the reasons for non-transfer. Make sure the candidate’s 
name is on the question paper. This must be done immediately after the component ends.

ff You are not allowed to use any electronic items (apart from those that have been approved) until the Listening test 
finishes.
ff You can leave the room quietly now.

Sort all answer sheets in candidate number order. Check that they correspond to the relevant attendance register. 

Pack materials in a script return envelope or an A4 envelope according to Section 4. 

You must always seal the envelopes before taking them out of the exam room. If you use A4 envelopes instead of script return 
envelopes, you must sign across the seal.

Pass any name corrections to the CEM, as well as reports for Special Consideration and malpractice.

Repeat STEPS 2 and 3 for all written components except the Listening test.  
For the Listening test, go to STEPS 4 and 5, pages 17 and 18.

https://support.cambridgeenglish.org/hc/en-gb/articles/115005340483-Exam-Day-Booklets
https://support.cambridgeenglish.org/hc/en-gb/articles/115000183846-Electronic-items-on-the-exam-day


Candidate 
instructions

 STEP 4: Instructions to candidates for the Special Arrangements and Hearing Impaired 
(lip-reading) Listening tests

Please see the Supervisor’s Booklet for information about the Special Arrangements and Hearing Impaired (lip-
reading) Listening tests.

If they are not already seated, invite the candidate to sit at their desk. Help them to find their desks and make sure they are 
sitting in the right place.

Explain to the candidate that they cannot leave the room during the Listening test for toilet breaks or if they finish the test early 
(unless they have been given authorisation by us).

You must check the candidates’ IDs before the start of the recording. See Section 2.8 of the Exam Day 
Booklet for details on how to check IDs.

Hand out answer sheets for the Listening test. Some candidates may be authorised to dictate their answers to an amanuensis, or 
type their answers. If a candidate is typing or for any other reason cannot use the Special Arrangements answer sheet, make sure 
their name, candidate number and centre number are on the sheet of paper. They should also type the question number at the 
beginning of each answer.

Special Arrangements version: if your Listening equipment or CD fails, see Appendix C of the Exam Day Booklet for advice.

ff You are now under exam conditions.
ff You must follow my instructions. If you need help, please raise your hand.
ff You are here to take (read out exam name) (Listening).
ff Please check your candidate number on your desk to make sure you are sitting in the correct place.
ff You must not keep or use any unauthorised items such as dictionaries, erasable pens, correction fluid or tape.
ff You are only allowed to keep on your desk: a pen, pencil, eraser, pencil sharpener, your ID and water in a plastic bottle.
ff Your ID must be on your desk during this test.
ff If you cheat, you will be disqualified. Cheating includes copying, continuing to write after you have been told to stop, 
or using prepared notes. It also includes helping other candidates or allowing another person to do all or part of your 
exam.
ff If you use any electronic items during the exam or breaks, you will be disqualified.
ff You cannot leave the room during the Listening test for toilet breaks or if you finish the test early.
ff On the answer sheet / paper:

• write your name in English letters
• write the centre number and your candidate number
• (if relevant) shade the candidate number boxes if you have space provided for this on your answer sheet

If relevant, ask the candidate to sign the answer sheet. Write down any name corrections to give to the CEM/supervisor later.

ff I will now give you the question paper. Do not open it yet.

Open the question paper envelopes now in front of the candidate and hand out the question papers. Point out any important 
information about the paper (e.g. any changes).

ff Please read the instructions on the front of the question paper. Do not open it yet.

Hold up a question paper and point to the instructions on the front cover. Give the candidate a minute to read them. During this 
time, check the candidate has signed their answer sheet or instead written the required details (name, candidate number,  
centre number).

17Special Arrangements Supplement 2020  Candidate instructions
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Special Arrangements CD version:
ff Listen to the instructions for each part of the test carefully.
ff You will hear each instruction twice.
ff The CD will be paused from time to time to give you time 
to read the questions, make notes and to write and check 
your answers.

Arrange a convenient signal with the candidate to indicate that 
you can continue after a pause (this could be by nodding or 
lifting their head but should be different from raising the hand to 
signal a problem during the test).

ff I will now play the introduction to check that you can hear 
the CD clearly.
ff Put your hand up if you have a problem hearing it.
ff Do not open your question paper yet.

Play the introduction and pause the CD after the introduction to 
check that the candidate can hear clearly. Adjust the audio and 
replay the introduction if needed.

Hearing Impaired (lip-reading) version:
When spelling out a word, or saying a number, please speak 
slowly and deliberately, and as clearly as possible.
ff Listen to the instructions for each part of the paper 
carefully.
ff You will hear each text or extract three times. The first 
time I will read through the text or extract without 
stopping. The second time I will stop from time to 
time to give you time to look at the questions and 
make notes. The third time I will read through the text 
or extract without stopping.

Arrange a convenient signal with the candidate to indicate 
that you can continue after a pause (this could be by 
nodding or lifting their head but should be different from 
raising the hand to signal a problem during the test).

ff If you are using a separate sheet of paper, write the number of the question at the beginning of each answer.
ff At the end of the test, stop writing when I tell you and stay at your desk. 
ff Do not take any test materials out of the room.
ff If you have a problem during the test, put your hand up.
ff Are there any questions?

Give the candidate some time for questions about the instructions.

ff I will now play the introduction to check that you can hear 
the CD clearly.
ff Put your hand up if you have a problem hearing it.
ff Do not open your question paper yet.



Play the introduction and pause the CD after the introduction to 
check that the candidate can hear clearly. Adjust the audio and 
replay the introduction if needed.



ff I will now start the test. You will hear when to open your question paper.

Now play the recording, pausing as instructed in the  
Supervisor’s Booklet.

Now read the text in the Supervisor’s Booklet.

STEP 5: Finishing the Listening test

Do not give any time warnings. The recording on the CD and the script in the Supervisor’s Booklet include all time warnings, 
necessary pauses and instructions to copy answers to the answer sheets. 

ff The test has now finished; stop writing and put your pens/pencils down.
ff Please stay in your seats until all test materials have been collected and you have been told you can leave.
ff Do not take any test materials out of the room.

Collect all question papers and answer sheets. Count all the materials to check that you have collected everything. 

If a candidate does not transfer all of their answers to the answer sheet in time, and you believe that there is a good reason, 
include the question paper with the answer sheet, together with a report explaining the reasons for non-transfer. Make sure the 
candidate’s name is on the question paper. This must be done immediately after the component ends.
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ff You can leave the room quietly now.

Collate all answer sheets in candidate number order, ensuring that they correspond to the relevant attendance register. 

Pack materials in a script return envelope or an A4 envelope according to Section 4. 

You must always seal the envelopes before taking them out of the exam room. If you use A4 envelopes instead of script return 
envelopes, you must sign across the seal.

Pass any name corrections to the CEM, as well as reports for Special Consideration and malpractice.
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