University of Cambridge ESOL Examinations

Summary regulations for candidates 2012

This document contains a summary of the information you need in order to take a Cambridge ESOL exam. You must read this very carefully. If you do not
understand something, please ask your centre. The full regulations, which set out your rights and obligations as a candidate, are in the Regulations booklet
which is available from your centre or you can download it from www.CambridgeESOL.org.

ESOL: 'English for Speakers of Other Languages'.

Cambridge ESOL: University of Cambridge ESOL Examinations, a nonprofit common law department of Europe’s largest assessment agency,
Cambridge Assessment.

Centre: an authorised Cambridge ESOL exam centre. Centres are independent institutions and are not directly controlled by Cambridge ESOL.
Cambridge ESOL is not responsible for any actions or omissions by centres.

Candidate: someone who has registered to take a Cambridge ESOL exam.

1. Who can take the exams? 5. After the exam

Cambridge ESOL exams may be taken by people of any age, gender,
race, nationality or religion. Although they are designed for native
speakers of languages other than English, no language related
restrictions apply.

2. Registering for the exam
You must register for the exam through a centre. Your contract is
with the centre and you pay your exam fees to them.
For some exams, there may be more than one session in the same
month. You can only enter for these exams once in a month.

You must take all components of an exam on the dates specified.

You are not allowed to take some components in one session and the
remainder at another time.

You cannot transfer an entry from one exam session to a future one,
or to an exam at a different level.

3. Special requirements

Cambridge ESOL will always try to make arrangements for candidates
with special requirements (e.g. extra time or adapted papers).

You must tell your centre as soon as possible if you have any

special requirements because they need to send the application to
Cambridge ESOL 8-12 weeks before the exam (depending on what is
required and which exam you are taking). Some exams may need up
to 6 months' notice.

4. Taking the exam

The centre will give you information about where and when your
exam will be held. You must make sure that you arrive at the right
time and that you bring the pencils, pens, etc. that you need for the
exam.

The centre will give you a copy of the Notice to Candidates which
tells you how you must behave in the exam. You must read it
carefully. If you do not follow the instructions, you may be stopped
from taking the exam, or you may not receive a result. The use of
offensive comments, obscenities or racist remarks in examination
responses is unacceptable and may lead to results being disqualified.
You may be asked to fill out a Candidate Information Sheet.
Cambridge ESOL uses this information as part of its research and
development programme to improve the quality of the exams.

The information you give is treated anonymously and is strictly
confidential.

You may be asked to complete a short ‘anchor test’. Cambridge ESOL
uses this information as part of its quality control programme. The
‘anchor test” will not affect your exam result.

We may also record your Speaking test as part of Cambridge ESOL's
quality control procedures.

If you are doing Cambridge English: Advanced, a photo will be taken
of you on the test day.

If you do not feel well on the day of the exam or think that your work
may be affected for any other reason, tell the supervisor immediately.
If appropriate, the centre will report this to Cambridge ESOL for
consideration when deciding your result.

If you miss the exam because of illness, you
may be allowed a full or part refund. You
will need to give medical evidence to your
centre.

6. Certificates

Cambridge ESOL cannot be held responsible for loss of exam scripts
or materials while in transit from the centre and/or its venues to
Cambridge.

For some examinations your result will be available from the Results
Online website on the date specified. Your centre will give you access
to this site. For other examinations a copy of your result will be
posted to your centre who will forward the information on to you.
Cambridge ESOL reserves the right not to issue results for Cambridge
English:Advanced candidates if there is no corresponding test day
photo.

If you think that your result is not correct, please contact your centre
without delay and they will give you details of the enquiries and
appeals process and the related fees. Information is also available on
www.CambridgeESOL.org.

Cambridge ESOL will not give feedback on your performance for
individual questions. All the available information is given on your
statement of results.

If you have passed the exam, your centre will give
you your certificate. For paper-based exams this
is approximately 6 weeks after the results are
released. For computer-based exams certificates
are issued within 3 weeks of the release of results.

Your Cambridge ESOL certificate is an important document
containing a number of security features, do not lose it. If you do lose
your certificate and need to prove your result, you can apply for a
certifying statement, which provides an official confirmation of your
result. The certifying statement application form is available from
www.CambridgeESOL.org.

7. Copyright

Copyright on all question papers and exam material belongs to
Cambridge ESOL. You must not take question papers, notes or any
other exam material out of the exam room.

Cambridge ESOL does not allow candidates, schools or centres to
view candidates' answers or any other work done as part of an exam.

Cambridge ESOL will not return any work you produce in the exam to
you or your school.

8. Data Protection

Cambridge ESOL abides by UK Data Protection laws and centres
are required to comply with local data protection and privacy laws.
Your information will be stored securely for a limited period of time.
However, information which may be needed later to confirm and
verify your result is kept for an unlimited time.

Your statement of results will be made available to your centre and
the school which prepares you for the exam, and may be sent to
another authorised third party as confirmation.

Cambridge ESOL will not use your personal details for any purpose
other than for the exams except as described below. In particular, the
information you provide will not be used to contact you for marketing
purposes without your permission.

Cambridge ESOL may use the information you provide when you register and the work you produce in the exam for quality control and research and develop-
ment activities. This may include, without limitation, written work, and video and audio recordings of your Speaking test. Cambridge ESOL will ensure that
your personal details are never made public. Details of the research activities can be found on www.CambridgeESOL.org.
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NOTICE TO CANDIDATES

This notice contains important rules and regulations for the day of the exam.
Please read it carefully. If there is anything you do not understand, ask your teacher or supervisor.

RULES AND REGULATIONS

« YOU MUST provide an original photographic ID (for « DO NOT bring to your desk any electronic devices such
example, passport or national identity card) at every paper. as mobile phones, digital sound recorders, MP3 players,

« YOU MUST only have on your desk what you need to cameras, etc.

complete the exam (pens, pencils and erasers). « DO NOT use, or attempt to use, a dictionary (except for an
- YOU MUST disable any alarms on your mobile phone, or English-English dictionary in Skills for Life Reading Entry 1, 2
other electronic devices, then switch them off and place with and 3).
your personal belongings where the supervisor indicates. « DO NOT use correction fluid or tape on any exam materials.
« YOU MUST stop writing immediately when told to do so. « DO NOT smoke, eat or drink in the exam room, apart from
« YOU MUST wait until the supervisor has collected your water in a plastic bottle.
candidate access token or question paper, answer sheet(s) « DO NOT leave the exam room for any reason without the
and any paper used for rough work before you leave the permission of the supervisor.

exam room. » DO NOT take any question papers, answer sheets, CB tokens
« DO NOT cheat, copy, give anything to, take anything from, or or rough paper out of the exam room.

talk to another candidate.
« DO NOT talk to or disturb other candidates during the exam.

« DO NOT make any noise near the exam room.

ADVICE AND INFORMATION

For paper-based tests

Make sure you are on time

+ Know the date, time and place of your exam and arrive well
before the scheduled start time.

» Read carefully and follow the instructions on the question
paper and answer sheet.

« If you arrive late for any of the papers, report to the
supervisor. In some cases you may not be allowed to take the
exam.

+ Tell the supervisor at once if:

= your personal details on the answer sheet are wrong

= you think you have been given the wrong question paper
« If you are admitted late, not all of your work may be Y Y & &4 pap

accepted. « the question paper is incomplete or badly printed.

« If you miss any of the papers, you may not be given a grade.
For computer-based tests

Advice and assistance during the examination » Read carefully and follow the instructions on the screen.

« Listen to the supervisor and follow the instructions. » Tell the supervisor at once if:

« If you are not sure about what to do, raise your hand
to attract attention. The supervisor will come to your
assistance.

+ You must not ask for, and will not be given, any explanation
of the questions.

« If you do not feel well on the day of the exam or think that
your work may be affected for any other reason, tell the
supervisor immediately.

* your personal details on the screen are wrong
» you think you have been given the wrong test

= the on-screen questions are incomplete or poorly
presented

» your headphones are not working.

DISQUALIFICATION WARNING

If you cheat, use any unfair practice or break the rules, you will be disqualified.

THIS NOTICE MUST BE VISIBLY DISPLAYED OUTSIDE (NOT INSIDE) THE EXAM ROOMS.
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