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Contact us

So that we can deal with your query promptly:
• please contact the relevant department and not an individual member of staff
• always include your Centre number in the subject line.

Entries

Please contact Entries if you have any queries about applications for Special Arrangements.:

Email: entries@cambridgeenglish.org

For urgent queries, please note that the team will only be able to respond to you during UK working hours.

 
Helpdesk

For frequently asked questions, information, instructions and guides for running our exams, and updates, please see 
the support site: support.cambridgeenglish.org. You can also use it to contact our Helpdesk by submitting a query or 
instant messaging with a Helpdesk Analyst.

You can also reach the Helpdesk at helpdesk@cambridgeenglish.org or call +44 1223 553997 (for urgent queries).

Our postal address

Cambridge Assessment English 
Cambridge Assessment DC10 
Hill Farm Road  
Whittlesford  
Cambridge CB22 4FZ 
United Kingdom

International offices

Please see cambridgeenglish.org/about/international-offices for information about Cambridge Assessment English 
offices in your region.

mailto:entries%40cambridgeenglish.org?subject=
http://support.cambridgeenglish.org
mailto:helpdesk%40cambridgeenglish.org?subject=
http://www.cambridgeenglish.org/about/international-offices
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 1. Introduction

A number of arrangements are available to ensure that candidates who require Special Arrangements can demonstrate 
their ability in English. This booklet contains details about these arrangements and how to apply for them.

Use this booklet for:

• Pre A1 Starters, A1 Movers and A2 Flyers

Paper-based and computer-based:

• A2 Key and Key for Schools

• B1 Preliminary and Preliminary for Schools

• B2 First and First for Schools

• C1 Advanced

• C2 Proficiency

• B1 Business Preliminary

• B2 Business Vantage

• C1 Business Higher

The following Cambridge English Teaching qualifications:

• TKT (Teaching Knowledge Test)

• Delta Module One

Please note that the information in this booklet is confidential and is for Authorised Exam Centres only. It must not be 
shared with anyone else or posted on any websites without our express permission.

Please note that this booklet doesn’t cover:

• IELTS

• course-based Teaching qualifications such as CELTA

• Linguaskill

• CEPT

• Cambridge Assessment Admissions Tests

In this booklet, ‘we’, ‘us’ and ‘our’ means Cambridge Assessment English, ‘you’ and ‘your’ means ‘the Centre’ and ‘your 
CEM’ means ‘your Centre Exams Manager acting on behalf of the Centre’. As required in your Centre Agreement, you 
are responsible for and must ensure you follow these and any other instructions from Cambridge Assessment English.

For running exams on the day, please use the Exam Day Booklet and Special Arrangements Supplement (except for 
Starters, Movers, Flyers) available from the support site. The Special Arrangements Supplement contains specific exam-
day instructions for candidates taking modified papers (i.e. Braille and large print versions of written papers, or Special 
Arrangements/Hearing-impaired versions of Listening tests). 

Where relevant, we will also send you a Supervisor's Booklet (Listening) and a Support Booklet (Speaking) as well as 
email communications.

Candidates with administrative Special Arrangements in place (e.g. extra time) can be in the same room as other 
candidates if it does not disadvantage them or others (i.e. noise from other candidates leaving the room). Please use 
the relevant Exam Day Booklet.

https://support.cambridgeenglish.org/hc/en-gb/articles/115005340483-2018-Exam-Day-Booklets
https://support.cambridgeenglish.org/hc/en-gb/articles/115005340483-2018-Exam-Day-Booklets
https://support.cambridgeenglish.org/hc/en-gb/articles/115005340483-2018-Exam-Day-Booklets
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Key

— This highlights a change since the last edition of this booklet. 

— Follow the instructions in the Exam Day Booklet and Special Arrangements Supplement.

— These regulations are only relevant to computer-based exams.

— See the document for more information.

— Security risk

— Support site

NEW

https://support.cambridgeenglish.org/hc/en-gb/articles/115000183846-Electronic-items-on-the-exam-day
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 2. Special Arrangements

This section will help you understand the first steps for Special Arrangements.

Who needs Special Arrangements?
Deadlines for applications and how to apply
Medical/supporting evidence

2.1 Who needs Special Arrangements?

It is important to find out early in the registration process if a candidate needs Special Arrangements, especially if 
they need modified papers or the use of assistive technology. There is more information on our public website www.
cambridgeenglish.org/help/special-requirements/.

Please consider all available modified materials outlined in this booklet and discuss the most appropriate 
arrangements with the candidate or their representative. Our team can also help with any questions and advise on 
the most appropriate, permitted arrangements. If you think that a candidate needs material which is not described 
here, please contact us as soon as possible. Some further modifications may be possible. However, as with all 
arrangements, these take time to make and we need as much notice as possible to respond to any special requests.

We will make suitable arrangements where possible to help candidates:

• access questions and task content

• write their answers and demonstrate their English language skills to the best of their ability.

The arrangements are intended:

• to allow the candidate to demonstrate their true ability in relation to the assessment objectives by removing, as 
far as possible, the effects of their condition. We cannot compensate candidates for any lack of attainment caused 
by their disability/condition. Please refer to the Cambridge English for Centres Portal for specific deadlines.

• to ensure that the Special Arrangements do not give candidates with disabilities an unfair advantage over other 
candidates. Candidates will not usually be allowed arrangements that would allow them to avoid fulfilling the 
assessment objectives.

• to avoid misleading the user of the certificate about the candidate's English language skills.

Please make your Preparation Centres aware that any candidates requiring Special Arrangements must be identified in 
advance of the exam entry deadline, so that you can give us enough notice to prepare and send the material to you.

Available arrangements for computer-based exams:

• Speaking Special Arrangements version in paired or single candidate format.

• Administrative arrangements such as extra time and separate invigilation. Extra time is only available in the 
Reading and Writing components for computer-based exams, not for Listening. 

• Candidates are able to enlarge the text themselves during an exam. There is no need to apply for Special 
Arrangements for this, as it is part of the standard format. Please contact the Helpdesk for more information.

You must offer any candidate who cannot take a computer-based exam the modified paper-based exam as an 
alternative. The paper-based exam can be taken on a computer or word processor as a Special Arrangement in some 
circumstances. Please see the Assistive Technology Guide or contact Entries if you have any questions.

NEW

http://www.cambridgeenglish.org/help/special-requirements/
http://www.cambridgeenglish.org/help/special-requirements/
https://support.cambridgeenglish.org/hc/en-gb/articles/202843086-Assistive-Technology-Guide
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2.2 Deadlines for applications and how to apply

Deadlines

To receive authorisation for Special Arrangements, you must apply before the exam date. 

If you have any queries regarding your candidate’s requirements, please contact Entries before submitting your 
application in accordance with the advertised deadline. We need time to review each candidate’s requirements before 
being able to recommend suitable arrangements, so where possible please allow at least 2 working days for us to 
respond.

If you have an Emergency Special Arrangement, please read through the section below and contact us as soon as 
possible. 

Administrative Arrangements

This is where the candidate might need help writing answers, extra time or separate invigilation, or the use of assistive 
technology. 

You must submit the application by the Submit special arrangements requests deadline on Cambridge English for 
Centres for the relevant exam.

Modified material

This is where the candidate might need an enlarged print or brailed question paper or a recording with extended 
pauses between questions in order to take their exam.

You must submit the application by the Submit special arrangements requests deadline on Cambridge English for 
Centres for the relevant exam. We recommend you use separate packing codes for modified materials. Please see the 
support site for more information.

Emergency Special Arrangements 

This is where the candidate has a temporary condition (e.g. a broken arm, or an ear infection affecting a candidate's 
hearing) which wasn’t present at the time of registration.

Only Administrative Arrangements can be approved for Emergency Special Arrangements candidates. You are not 
allowed to modify exam materials yourself under any circumstances.

As soon as you become aware of a candidate who requires Emergency Special Arrangements please contact Entries as 
soon as possible during UK working hours or Helpdesk outside of these. 

If this is not possible, you can use your discretion to make appropriate Administrative Arrangements. For example, you 
can place a candidate who has a hearing difficulty at the front of the room. 

NEW

https://centres.cambridgeenglish.org/irj/portal
https://centres.cambridgeenglish.org/irj/portal
https://centres.cambridgeenglish.org/irj/portal
https://centres.cambridgeenglish.org/irj/portal
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Restrictions 

Where you only become aware of a candidate's permanent or long-term condition shortly before an exam it might 
still be possible to put Administrative Arrangements in place, however it is not guaranteed. Please contact Entries as 
soon as possible during UK working hours or Helpdesk outside of these.

Any applications for Special Arrangements made after the exam date or using the Special Consideration form will be 
rejected.

How to apply

You need to apply via the Cambridge English for Centres website:

• Pre A1 Starters, A1 Movers, A2 Flyers

• A2 Key/Key for Schools

• B1 Preliminary/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 One

2.3 Medical/supporting evidence

It is a requirement that you unreservedly support all requests for Special Arrangements. Unless it is obvious that 
a candidate has a disability requiring Special Arrangements (e.g. a candidate who is blind), applications must be 
supported by evidence of disability, in the form of a letter and/or report, which should meet the following criteria:

• The evidence should be accessible to you (the CEM) in terms of language. If the evidence is not in English, you 
must provide a translation authorised by you (see Translations below).

• The evidence should be an original document and state the name, relevant qualifications and signature of a 
recognised, qualified professional.

Learning difficulties

Additional criteria apply in the case of applications for candidates with specific learning difficulties (e.g. dyslexia):

• The evidence must be in the form of a letter or report prepared when the candidate was aged 13 or older. If a 
candidate's report was prepared before the age of 13, this may still be acceptable if it is the standard age for 
testing to be carried out in your country, and if the report would be acceptable to schools and state exam boards. 
Please submit reports in the usual way, with a short explanation.

• The letter or report must include an assurance that the evidence of specific learning difficulties was obtained 
through the results of appropriate and recognised tests and the tests must be stated. 

https://centres.cambridgeenglish.org/irj/portal
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Translations

The evidence must be translated into English and must include:

• a summary of the evidence document

• the name and specific desciption of the disability/condition

• the severity of the disability/condition

• how the disability/condition justifies the Special Arrangements you are applying for.
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 3. Special Arrangements provisions

There are a number of different types of arrangement and regulations for these arrangements.

Venue arrangements 
Additional time and/or supervised breaks
Modified question papers
Modified versions of the Listening test 
Modified Speaking tests 
Support workers 
Prompters 
Writing answers 
Assistive technology 
Readers/Scribes 
Transcripts 
Returning Special Arrangements candidates' answers 
Certificate endorsements and exemptions

3.1 Venue arrangements

Exam rooms

Candidates using wheelchairs may require a room with wider doors and the use of a special table or desk.

Candidates using brailled sheets/large print material and candidates with dyspraxia or ADHD might need more 'table 
space'. The room must be large enough for the candidate to move around 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.

Equipment

Partially-sighted candidates might want to use magnifying equipment, which can include electronic magnifiers, and 
occasionally larger screen magnifiers.

Candidates who are hard of hearing might want to use assistive hearing devices such as hearing aids and induction 
loops. In tests where note-taking is allowed (e.g. Business Preliminary, Vantage and Higher) blind candidates and 
candidates with physical disabilities which prevent them from writing can use electronic note takers, or a laptop or 
netbook with screen reading software. 

Candidates with a speech impediment might want to use 'electronic fluency' devices in Speaking tests, and 
permission can be given to use such devices, provided there are no major practical difficulties and test security is 
not compromised (e.g. devices/applications that work on smart phones are not acceptable). Please see the Assistive 
Technology Guide.

You must get authorisation for appropriate equipment in advance (see Section 2.2). It is important that you are 
familiar with the equipment and aware of any precautions you must take.

NEW

https://support.cambridgeenglish.org/hc/en-gb/articles/202843086-Assistive-Technology-Guide
https://support.cambridgeenglish.org/hc/en-gb/articles/202843086-Assistive-Technology-Guide
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3.2 Additional time and/or supervised breaks

Additional time

Candidates might need extra time to read their papers and/or write their answers, for example, candidates who have:

• hearing difficulties

• visual difficulties

• a specific learning difficulty, such as dyslexia

• communication and interaction difficulties, such as Autistic Spectrum Disorder (ASD)

• physical difficulties which affect their writing, such as cerebral palsy.

Additional time of up to 25% of the standard length of an exam session will be suitable for most candidates with 
specific learning difficulties (such as dyslexia). If more extra time is needed, there must be strong justification, and the 
difficulty must have a severe impact on the candidate. 

Candidates with a visual difficulty, or who are blind and using Braille, will often need between 50% and 100% extra 
time. Extra time is part of the Special Arrangements application, and time limits must be respected. If a candidate 
using Braille requests more than 100% extra time to complete a test, please contact us for guidance.

Please note that if a candidate needs extra time in a Listening test, you must apply for the Special Arrangements 
version of the test. Please see Modified versions of the Listening component for more information.

Extra time can only be applied to the Reading and Writing components for computer-based exams, not for Listening. 
Where a candidate needs extra time for the Listening test, please enter them for the paper-based version of the whole 
exam, and apply for the Special Arrangements version of the Listening test and extra time. Please contact Entries if 
you have any questions.

Supervised breaks

Supervised rest breaks might be more appropriate than extra time for candidates with a medical condition, a physical 
disability or a psychological condition, for example, a candidate who has difficulty concentrating for long periods of 
time, or one who has repetitive strain injury in the writing hand. Other examples of conditions requiring supervised 
breaks include pregnancy and diabetes.

During a supervised break, the candidate must stop answering the test and close their exam papers so they are unable 
to view the questions. They can leave the exam room if necessary, but they must be supervised at all times. The length 
and frequency of breaks is at the Supervisor's discretion. However, Supervisors should note that too long or frequent 
breaks can have a negative effect on the candidate.

3.3 Modified question papers

You must request these before the exam (see Section 2.2).

Candidates might need modified papers if they have visual, hearing or other physical or specific learning difficulties 
(see Section 3.8 for more information on how candidates can write their answers).
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We can modify most question papers. In doing so, we might consult nationally recognised organisations such as the 
Royal National Institute of Blind People (RNIB), the Royal National Institute for Deaf People (RNID) and the British 
Association of Teachers of the Deaf (BATOD).

See the list of modified material at www.cambridgeenglish.org/help/special-requirements for more details. Please 
note that authorisation for these Special Arrangements must be obtained from Entries before the exam. 

You may open question paper envelopes containing modified question papers up to 2 hours before the start of the 
exam. Material for modified listening tests may be opened up to 24 hours before the start of the exam. See 3.4 below.

Braille question papers

Braille versions of question papers are available on request for most exams. If a candidate is partially sighted, they may 
benefit from having someone help them read and write their answers. Please see Section 3.10.

There are two kinds of Braille - uncontracted (or Grade 1) and contracted (or Grade 2).

Braille papers can be produced in SEB (Standard English Braille) and UEB (Unified English Braille). Please specify the 
type of Braille on the Special Arrangements form and whether the candidate needs contracted or uncontracted. It is 
your responsibility to arrange for the transcribing of the brailled answers (see Section 3.11).

Some exams may have a separate Question Booklet and Text Booklet. See the list of modified material at  
www.cambridgeenglish.org/help/special-requirements for more details.

Enlarged (large print) question papers

Large print versions of question papers in A4 size for most exams are also available on request for use by visually 
impaired candidates. Candidates with dyslexia or other specific learning difficulties may find the standardised layout in 
these papers helpful too.

Question papers are adapted, taking out any 'visual' material that is not needed for answering the question, for 
example, frames around texts.

A uniform font size is used (18 pt Arial bold) as shown below:

examination
See the list of modified material at www.cambridgeenglish.org/help/special-requirements for more details.

Delta Module One and TKT

Large print versions of question papers can be provided in A4 size as described above or A3, which are produced by 
enlarging the standard question paper, making no changes to layout or visual material. This is equivalent to 15.5pt font 
as shown below:

examination

http://www.cambridgeenglish.org/help/special-requirements
http://www.cambridgeenglish.org/help/special-requirements
http://www.cambridgeenglish.org/help/special-requirements
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Pre A1 Starters, A1 Movers and A2 Flyers modified papers

See the list of modified material at www.cambridgeenglish.org/help/special-requirements for more details.

In the case of candidates with colour-blindness (colour vision deficiency), a letter will be sent with the application 
approval, containing instructions on what to do, including labelling crayons.

3.4 Modified versions of the Listening test

See the list of modified material at www.cambridgeenglish.org/help/special-requirements for more details. Please 
apply for permission from Entries before the exam (see Section 2.2). 

Extra time (Special Arrangements version)

All candidates who need extra time in a Listening test must take the Special Arrangements version of the relevant 
Listening test, including those with:

• visual difficulties

• difficulties in writing answers while listening to a recording, for example, cerebral palsy or dyslexia

• dysgraphia

• a broken arm

Many of the questions in the Listening test ask candidates to make notes while they listen to a recording - candidates 
with certain conditions might not be able to do this. Special Arrangements versions of Listening tests (specially 
recorded) allow a candidate extra time to read the questions, make notes and write their answers while listening to 
the test. Also see Special Arrangements version below.

Arrangements for candidates with hearing difficulties

The most appropriate arrangements will vary according to the severity of a candidate's hearing loss. See the list of 
modified material at www.cambridgeenglish.org/help/special-requirements for more details. Where the impairment is 
so severe that none of the arrangements is suitable, see Section 3.13. Candidates with severe hearing impairment can 
also apply for extra time (including for Reading and Writing tests) to process what they are reading.

For some candidates, the use of special amplification through headphones or other technical aids might be sufficient, 
and you can use the standard Listening test. You can arrange this without having to submit an application. Note that 
candidates are not allowed to use their own personal audio equipment.

You will need to provide one separate room, equipment and invigilator per candidate if you are running a Special 
Arrangements or Hearing-Impaired version of the Listening test.

Special Arrangements version

For some candidates, the Special Arrangements version of the Listening test, with or without the use of headphones, 
might be sufficient. This should allow the candidate time to understand what they have heard.

The Supervisor must carefully study the Supervisor's Booklet, sent with the live materials, which includes full 
instructions and a transcript for the exam. They must also check the recording and put it back in secure storage. All 
further steps are given in the Supervisor's Booklet.

http://www.cambridgeenglish.org/help/special-requirements
http://www.cambridgeenglish.org/help/special-requirements
http://www.cambridgeenglish.org/help/special-requirements
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You can open question paper envelopes containing modified Listening question papers up to 24 hours before the 
start of the exam to enable the Supervisor to do the above steps.

Note the Supervisor is allowed to pause the recording:

• before each part of the test to give candidates enough time to read the questions

• at certain points (indicated in the Supervisor's Booklet) during the second hearing of each part to give candidates 
enough time to write one or more answers

• after each part to give candidates enough time to check their answers.

The recording does not contain the usual inserted amounts of preparation or transfer time, just a few seconds to allow 
you to comfortably pause it. Length of pauses during the test is at the Supervisor's discretion.

Hearing-impaired version

This version is for candidates who have difficulty hearing recorded sound because of their level of hearing impairment, 
who are able to lip-read in English, or who can access the test content through a combination of hearing and lip-
reading. Instead of playing a recording, the Supervisor reads out a script to the candidate. For most exams, each text is 
read out three times.

The Supervisor will pause (stop reading) from time to time both before and after each text and during the second 
reading of each text. This gives hearing-impaired candidates time to read, write answers and to make notes. For 
higher level tests (e.g. B2 First, C1 Advanced and C2 Proficiency), instructions are not read out but candidates are 
allowed time to read the instructions. For lower level tests (e.g. Pre A1 Starters, A1 Movers, A2 Flyers, A2 Key and B1 
Preliminary) instructions (rubrics) are read out to the candidate, and candidates are allowed to re-read instructions.

Please note that for Starters, Movers, Flyers, Key/for Schools and Preliminary/for Schools,  
two Supervisors are required to read out the dialogues.

It is helpful for Supervisors to listen to a standard sample test recording on the Cambridge Assessment English website  
(go to the relevant exam and select Exam format from the menu) so that they become familiar with the speed of the 
test.

The Supervisor must also carefully study the Supervisor's Booklet, sent with the live materials, which includes full 
instructions and a script for the exam. They must then re-seal the envelope and you must sign across the seal. The 
envelope can then be re-opened in front of the candidates. All further steps are given in the Supervisor's Booklet.

Arrangements for candidates with visual difficulties

Candidates with visual difficulties can have a test paper in Braille or in large print, together with the Special 
Arrangements version of the Listening recording. 

Arrangements for candidates with writing difficulties

The Special Arrangements version of the Listening test (see above) might also be appropriate for candidates who are 
unable to write as they listen, for example because of cerebral palsy, dyspraxia, dyslexia, dysgraphia or a broken arm, 
and therefore need extra time.

https://www.cambridgeenglish.org/exams-and-tests/
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3.5 Modified Speaking tests

See the list of modified material at www.cambridgeenglish.org/help/special-requirements for more details. Please 
apply for modified materials from Entries before the exam (see Section 2.2). 

Candidates can ask to take the test in a single-candidate format and/or with modified material if they have:

• severe hearing, speaking or visual difficulties

• communication or interaction difficulties, such as Autistic Spectrum Disorder (ASD)

• social, mental or emotional needs (ADD, ADHD)

It is expected that candidates with hearing or speaking difficulties will take the Speaking test where it is possible for 
them to show their true level of achievement in relation to the assessment objectives (see Section 3.13 where this is 
not the case).

Modified material and special arrangements

For blind candidates, material is provided as written prompts in Braille.

Candidates who are partially sighted can ask for enlarged visual material or enlarged written prompts.

For hearing-impaired candidates and candidates with speaking difficulties, the standard Speaking test materials, which 
consist of visuals, e.g. photographs, and text as appropriate, are used.

Candidates using enlarged written or Braille prompts can only be paired with other candidates using the same format, 
which may necessitate the use of a dummy partner for the Speaking test, or you may need to apply for a single 
candidate version of the test (see below).

Single candidate version of the test

These are specially-adapted versions for a single candidate, for Key/for Schools, Preliminary/for Schools, First/for 
Schools, Advanced and Proficiency. 

Two examiners (Interlocutor and Assessor) are still required. The Interlocutor takes the role of the second candidate 
for parts of the test. Some additional material is provided to extend the length of the test. A revised Interlocutor frame 
is supplied as well as full instructions in the Examiner Support Booklet.

Format

For most Speaking tests, the standard format involves candidates working with a partner. If a candidate's difficulty is 
severe, and either the candidate or their partner could be disadvantaged, you must apply for the candidate to take the 
test:

• with a 'dummy partner' (see below) or

• using a 'single candidate' version of the test (see above)

Where a Speaking Examiner has not been notified in advance that a candidate has special arrangements, the examiner 
must refer to the Instructions to Speaking Examiners booklet and Examiner Support Booklet which accompanies the 
Special Arrangements Speaking pack material.

Speaking test times

Candidates with Special Arrangements 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.

NEW

http://www.cambridgeenglish.org/help/special-requirements
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Timetabling information

You might prefer to timetable tests with Special Arrangements candidates at the end of a session so that other 
candidates' test start times are not affected.

Signing

Candidates are not allowed to use signing or sign language in a Speaking test.

Prisons and other secure zones

Sometimes the exam might be conducted in a prison, closed religious order, secure military zone or other restricted 
setting.

In most cases, these Speaking tests will be conducted by a single examiner taking the role of both the Interlocutor and 
Assessor. Where necessary, you can apply for a 'single candidate' version of the test and are responsible for contacting 
the Speaking Examiner directly to make the necessary arrangements.

Speaking Examiners

For your information, Speaking Examiners are required to check with the centre if there are any candidates with special 
arrangements in their Speaking test session. If there are, any special materials that are also needed will have been 
despatched to you in advance of the test date. An additional copy of the special materials will be included for the 
examiner to prepare with on the exam day. 

In the UK, the Examiner-in-Liaison will usually receive this material and is expected to administer the test. 

Examiners should spend at least 30 minutes looking through any special materials in advance of the test. They can 
also ask their Team Leader (TL) for access to the Special Requirements FAQs, available to TLs on PSN.

Dummy partners

Please note that authorisation for these Special Arrangements must be obtained from Entries before the exam. 

Please see the support site for more information about dummy partners and how to apply. 

3.6 Support workers

Support workers are not normally allowed to accompany a candidate for any part of a Cambridge Assessment English 
exam. Usually, they can only stay with the candidate as far as the test room and must then wait outside until the test 
component is finished. In exceptional circumstances, you can ask for permission for support workers to accompany 
candidates into the exam room, for example, if a candidate needs help to hold their head upright, or if a candidate has 
substantial and long-term social, mental or emotional needs and requires a support worker as a reassuring presence.

When a support worker or carer is permitted in the exam room this must not be a relative of the candidate.

Support workers who are permitted in the exam room, or who are permitted to help the candidate outside the exam 
room during supervised breaks, must be supervised in the same way as a candidate would be, and are subject to the 
same restrictions on personal possessions and electronic equipment.
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https://support.cambridgeenglish.org/hc/en-gb/articles/115003333266-Use-of-a-Dummy-Partner-form-
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3.7 Prompters

In exceptional circumstances where a candidate has a substantial and long-term difficulty resulting in being 
persistently distracted or in significant difficulty in concentrating, you can apply for the candidate to have a prompter. 

With permission, and when separate invigilation is in place, the invigilator can act as a prompter. They can point at the 
question paper if the candidate's attention wanders, or use an agreed signal to draw the candidate's attention back to 
their question paper. The invigilator must not read any part of the question paper to the candidate, nor offer help of 
any kind with reading the candidate's responses or explaining the meaning of anything in the test. This arrangement is 
permitted for Listening, Reading, Reading and Use of English, and Writing papers only.

3.8 Writing answers

When preparing Special Arrangements for candidates, you should discuss with candidates their usual method of 
writing answers in exams.

If a candidate cannot write their answers on the standard answer sheets or booklets, you should give them paper to 
write or type on.

In these cases, you must:

• supply suitable sheets of blank paper (please ask the candidate about their preferred size, whether they want 
lined paper, what the spacing between lines should be, etc. well in advance of the exam)

• ensure that centre and candidate details are written at the top of each sheet used (centre number, candidate 
name and number)

• tell the candidate to number their answers clearly on each sheet used

• return the unused standard answer sheet together with the candidate's answers.

Because Special Arrangements Listening and Hearing-impaired tests sometimes have different task formats, which do 
not correspond to the standard answer sheet, answers for Key/for Schools, Preliminary/for Schools, First/for Schools,  
Advanced and Proficiency Listening tests must always be written on a separate piece of paper, either by the 
candidate, or the person helping them write their answers.

Examples of how candidates with particular difficulties can write their answers are given below. 

Blind candidates can:

• speak their answers to a person who writes them down for them (see Section 3.10)

• use a Braille machine

• use a computer or word processor or other form of assistive technology (see the Assistive Technology Guide). 
Please note that if a candidate produces their answers in Braille, it is your responsibility to provide a transcript 
(see Section 3.10). Failure to produce a transcript may delay the release of the candidate's results.

Partially sighted candidates can:

• speak their answers to a person who writes them down for them (see Section 3.10)

• use a computer or word processor or other form of assistive technology (see the Assistive Technology Guide)

• write their answers on a separate piece of paper (see Help with writing answers above).

https://support.cambridgeenglish.org/hc/en-gb/articles/202843086-Assistive-Technology-Guide
https://support.cambridgeenglish.org/hc/en-gb/articles/202843086-Assistive-Technology-Guide
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Candidates with physical disabilities (e.g. those with motor impairment such as cerebral palsy, etc.) can:

• speak their answers to a person who writes them down for them (see Section 3.10)

• use a computer or word processor or other form of assistive technology (see the Assistive Technology Guide)

• write their answers on a separate piece of paper (see Help with writing answers above).

Candidates who have difficulty producing clear handwriting (such as those with dyslexia, dysgraphia or dyspraxia) can:

• write their answers on a separate piece of paper (see Help with writing answers above).

• use a computer or word processor to type their answers (see the Assistive Technology Guide)

• have a 'Copier' to copy out their answers legibly after the candidate has written them. This must be an exact copy 
of the candidate's work, including errors. Also see Section 3.11.

Please note that no candidate can use voice-recognition software.

3.9 Assistive technology

Assistive technology includes specialist equipment that has been designed for use by blind and partially-sighted 
people and those with physical disabilities. It can only be used by the candidate and not by someone acting on the 
candidate's behalf.

The candidate must be proficient in the use of the equipment and any relevant programs or software. Operator 
manuals cannot be used in exams.

Before the exam, you must:

• discuss with Entries the type of equipment/software the candidate is requesting to use

• make applications for Special Arrangements in advance of the exam. See Section 2.2.

• ensure that equipment is checked before the day of the exam

• ensure that appropriate arrangements are made for invigilation and that invigilators are familiar with the  
Exam Day Booklet and Special Arrangements Supplement.

On the day of the exam you must:

• check the candidate's equipment

• complete the Assistive technology checklist and return it to us with the candidate answers

• ensure that the instructions from the Exam Day Booklet and Special Arrangements Supplement are followed.

Please see the Assistive Technology Guide on the support site for more information.
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https://support.cambridgeenglish.org/hc/en-gb/articles/202843086-Assistive-Technology-Guide
https://support.cambridgeenglish.org/hc/en-gb/articles/202843086-Assistive-Technology-Guide
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/202843086-Assistive-Technology-Guide
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3.10 Readers and Scribes

The objective of Special Arrangements is to enable candidates with disabilities to demonstrate their true achievement 
in relation to the assessment objectives of a syllabus. This principle applies to help with reading questions and writing 
answers in the same way as it does to other types of Special Arrangement. The use of a Reader/Scribe must not:

• create a misleading impression of the candidate's English language skills

• change the focus of the test

• give an unfair advantage over other candidates.

What is a Reader?

A Reader is a person who reads out material in question papers to candidates with Special Arrangements (e.g. visually-
impaired candidates). 

The use of a Reader is restricted to candidates with a disability which prevents them from reading specific types of text 
themselves. In this context, "reading" includes the use of Braille or enlarged print.

Candidates who are able to read using modified question papers (i.e. brailled or enlarged print versions) or assistive 
technology (e.g. screen magnifiers) must do so.

See Section 3.13 for more information.

What is a Scribe?

A Scribe (also Amanuensis) is a person who writes down the candidate's dictated answers. Candidates with a Scribe 
are asked to spell certain words and asked to give the punctuation. The Scribe can also read answers back to the 
candidate.

This provision is regarded as an exceptional arrangement since all candidates should be able to write their own 
answers, and is restricted to candidates with a disability which prevents them from writing. In this context, "writing" 
includes the use of Braille, laptop, or other forms of assistive technology.

Candidates with visual impairments can have someone read to them and write down their answers.

Candidates with dyslexia or other specific learning difficulties cannot have someone writing or assisting them to write 
their answers, but they can ask for permission to have a Copier (see Section 3.11). 

Code of practice

• A candidate should, wherever possible, have adequate practice in the use of a Reader/Scribe.

• The Reader can also act as Scribe.

• You are responsible for the Reader/Scribe.

• We will not usually agree to the candidate's own teacher acting as a Reader/Scribe although this might be 
considered in exceptional circumstances.

• We will not permit other candidates at the centre, or relatives of the candidate, to act as Readers/Scribes.

• You must ensure that candidates who are using a Reader/Scribe are invigilated separately from other candidates.

• An invigilator must be present in addition to the Reader/Scribe.

• Additional time can be permitted for the use of a Reader/Scribe.
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Responsibilities of a Reader/Scribe

During an exam, a Reader/Scribe must:

• be familiar with the task types and texts in the exam being taken

• read/write accurately and quickly

• be prepared for periods of inactivity during the exam; help must only be given where it is requested

• immediately refer any problems in communication during an exam to the invigilator. It might be necessary to 
provide us with a Special Consideration form if the use of a Reader has been unsuccessful for some reason.

• not help the candidate with the questions, ask any leading questions, nor offer any suggestions

• not advise the candidate regarding, for example, which questions to do, when to move on to the next question, or 
the order in which the questions should be done.

In addition, the Reader must:

• read, as often as requested, the questions as well as the answers which the candidate has already written down

• if asked, give information regarding time elapsed and remaining time

• if asked, give the spelling of a word which occurs in the question paper (otherwise spellings must not be given)

• not offer the candidate any other kind of assistance, e.g. indirectly by using intonation.

In addition, the Scribe must:

• produce an accurate records of a candidate's answers and write legibly 

• only write down what the candidate dictates. If the candidate's intended answer is unclear, they must ask them to 
explain. The candidate must dictate their answers clearly, indicating all punctuation and capital letters. The Scribe 
must ask candidates 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) or homophones.

• underline all words for which spelling has been checked in this way

We recommend that you arrange for the Reader/Scribe to discuss the above code of practice with the candidate 
before the exam, and work out a procedure between them. For example, the Reader might say, "I'll read through the 
questions first. Then I'll pause after each paragraph and you can ask me to repeat any of the questions. Then I'll read 
the whole text again at the end."

Wherever possible, the candidate must be given the opportunity to practise with the Scribe before the exam, ensuring 
the candidate is confident about saying the letters of the alphabet and the types of punctuation.

All reading, dictation and writing must be completed within the time specified for the exam. However, if necessary, 
extra time of up to 25% of the allotted time can be given if requested in advance.

Failure to follow the regulations above might result in the disqualification of the candidate.
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3.11 Transcripts

The purpose of a transcript is to help the examiner mark a candidate's answers.

The production of a transcript, or an exact copy of a candidate's responses, is restricted to candidates who prepare 
their exam answers in Braille or where the presentation of a candidate's answers might cause difficulty for an 
examiner. 

Where the presentation of a candidate's answers might cause difficulty for an examiner, for example where 
handwriting is poor due to a disability, injury, or in the case of a specific learning difficulty (e.g. dysgraphia), you can 
apply to submit a transcript (copy) along with the candidate's own work.

For instructions on how to transcribe candidate answers, see the Special Arrangements Supplement. See also the 
Exam Day Booklet for instructions on how to include Special Arrangements materials with standard answer sheets.

3.12 Returning Special Arrangements candidates' answers

Please follow the procedures given in the Special Arrangements Supplement.

3.13 Exemptions

Please note that authorisation for an examption must be obtained from Entries before the exam. You cannot apply 
retrospectively.

Speaking and/or Listening components

Please explain all the available special arrangement options to candidates. In addition to the use of headphones  
and/or the Special Arrangements version of the Listening test, we can offer a Hearing-impaired version of the 
Listening test. Please see Sections 3.4 and 3.5 and make sure candidates are aware of these options before making an 
application for an exemption.

Where a candidate has a severe speaking or hearing difficulty and if none of these options are suitable, we may 
consider an application for exemption from either the Speaking or Listening component for Key/for Schools, 
Preliminary/for Schools, First/for Schools, Advanced, Proficiency, Business Preliminary, Business Vantage or Business 
Higher.

In exceptional circumstances and only when no other arrangement or modified material will allow a candidate to 
access the exam, we may consider exemptions for both components.

Please submit the application using the Special Arrangements form in the usual way.

When an exemptions is permitted and the candidate achieves a passing grade, EXEMPT will be printed on the 
candidate's certificate next to the relevant component/s.

Reading components 

Usually, candidates should be able to read the question paper, but there can be exceptions, for example, for those with 
severe physical disabilities including those who are visually impaired but unable to use Braille. In such cases we will 
consider applications for:

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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• a Reader to be authorised to read out the whole of the exam, including the reading texts of the Reading 
component (see Section 3.10), or

• the candidate to use assistive technology (e.g. screen-reading software) (see Section 3.9).
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