
Invigilating Cambridge International 
Education exams 

A training presentation for invigilators



Contents

• Invigilator role and responsibilities
• Key concepts
• Before the exam
• Dealing with the unexpected
• During the exam
• At the end of the exam



Invigilator role and responsibilities



What is an invigilator?

Invigilators are the people in the exam room responsible for the 
conduct of an exam.



Why we need invigilators
Invigilators are important for many reasons:

You:
• give candidates a fair and consistent exam experience across the world
• make sure exams are conducted the same way every time, regardless of where 

or when they are happening
• identify and prevent security breaches of exam material
• stop administrative errors which have the potential to disadvantage candidates.



Your responsibilities as an invigilator
As an invigilator you must:

• PREPARE before the exam

• CONTROL during the exam

• COLLECT after the exam



Key concepts



Who is in an exam
Exams officer 

The person with specific responsibility for administering Cambridge 
International Education exams

Supervisor 
The person with specific responsibility for the conduct of exams 

having access to the safe where to keep exam papers

Invigilator
The person in the exam room responsible for the conduct of 

an exam



Key Times – What are they?
• Key Times are a defined point in a 

timetabled session when candidates 
must be in the exam or under Full 
Centre Supervision.

• Cambridge specifies the Key Times.

• Our Key Times are based on our 
centre’s location.



Key Times – Why are they important?

• Key Times are important because they 
prevent confidential exam information 
being shared:

• with our candidates before their 
exams, or 

• by our candidates after their exams.



Before the exam



Centre-specific information: our tips
PRIMA DELL’ESAME

● Approntare l’aula come segue:
● Controllare numero di banchi corrispondenti ai candidati
● Controllare distanza banchi (125 cm da candidato a candidato in tutte 

le direzioni)
● Collocare sui banchi i cartoncini identificativi dei candidati
● Controllare che siano presenti o attaccare  2 posters (Notice to 

Candidates e Candidate Warning)
● Controllare non ci siano altri poster/materiale che possa interferire con 

l’esame
● Appendere orologio



Centre-specific information: our tips
PRIMA DELL’ESAME

● Approntare l’aula come segue:

● Scrivere sulla lavagna le seguenti informazioni: 
o centre n° IT 358;
o syllabus (esempio: 0511 English as a second Language); 
o component (esempio: /22); 
o time (esempio: 1h15m); 
o starting time 
o ending time

● collocare sulla cattedra il materiale per invigilator (What to Say to Candidates  
e Cambridge Handbook)



Preparing the room



What is wrong with this exam room?
See if you can find eight things wrong with this room.



answers
What is wrong with this exam room? 
 
See if you can find eight things wrong with this room.
 
Answers
• Incomplete information on the board. 
• There is potentially helpful display material on the wall.
• The Notice to Candidates and Candidate Warning posters are not displayed.
• Bright sunlight is coming through the windows, which may cause candidates difficulty.
• The desks are not set up according to Cambridge regulations.
• There is rubbish on the floor and the room is generally untidy (two circles).
• There is no clock.
• The desks have shelves underneath – while Cambridge regulations do not exclude the use of these desks, we would 

recommend that alternatives are used if available. If not, invigilators must be very vigilant and make sure candidates are 
not storing unauthorised items on the shelves.



What you need in the exam room



What you need in the exam room



What you need in the exam room



Candidates
• Before candidates enter:

• check the exam room is set up properly 
• check you have everything prepared.

• When candidates enter:
• Make sure they don’t have unauthorised materials and items 
• complete the attendance register 
• Complete the seating plan

• When candidates are seated:
• make sure they are sitting in the correct place
• make sure they have all the items they need.



Starting the exam
• Before opening the question paper packets, check:

that the blue question paper packet is not damaged

that they have the correct blue question paper packet 

 



Starting the exam

• When these checks have been completed you can open the transparent bag and 
hand out the question papers. Contact the supervisor immediately if there are any 
problems.

• Read the instructions for starting the exam in the ‘What to Say to Candidates in an 
Exam’ document.

• Tell candidates to write their name, candidate number and centre number on any 
work they want to hand in.

• Start the exam.



During the exam



During the exam
• Remain alert and move around to see all candidates.
• Do not try and complete other tasks while in the exam room.
• Look out for malpractice.
• Respond to requests to leave the room.
• Do not give advice to candidates on the content of the exam.
• Remove disruptive candidates.
• Maintain the required number of invigilators in the room.
• Call for help if necessary.
• Remember to read the 5 minutes to end  and end of the exam announcements



Candidates leaving the room
Candidates are allowed to go to the washroom during the exam.

An invigilator of the appropriate gender must accompany them.
Invigilator numbers must be maintained in the exam room – call for 
extra support if necessary.

A candidate can choose to finish the exam early and not return.
Collect all exam material from them before they leave.
Keep candidates under Full Centre Supervision if the Key Time has not 
passed.



Dealing with the unexpected



Emergency situations
• If there is an emergency during an exam, the safety of candidates and staff is the 

most important thing.
• In an evacuation, if it is safe to do so: 

• make sure all question papers and answer scripts are left in the exam room
• secure the exam room
• supervise candidates so they cannot communicate with anyone or access 

information.

• Keep a record and report what has happened to the exams officer.



Malpractice
• Malpractice is any action that breaks Cambridge International Education regulations and potentially 

threatens the integrity of their exams and certificates. Malpractice can happen before, during or 
after timetabled exams or other assessments.

• Malpractice can be:
• intentional and aim to give an unfair advantage in an exam or assessment
• caused by people being careless, forgetful or unaware of the regulations 
• beyond anyone's control and be a result of circumstance.

Call for help and report everything to the supervisor and exam officer



Malpractice



At the end of the exam



At the end of the exam

Collect the answer scripts and question papers, and check they are all accounted for.

If the Key Time has passed allow candidates to leave.

If the Key Time has not passed keep candidates under Full Centre Supervision.

Make sure candidates do not disturb other candidates still taking exams.

Candidates must not remove any question papers or question paper content from the 
exam room.



Sorting and packing scripts
• Sort the scripts into the order shown on the attendance register.

• Do not leave scripts unattended at any time.

• Do not read or allow anyone else to read any of the scripts.

• Collect any unused stationery or equipment.

• Collect the identification cards

• Hand the scripts and attendance registers to the supervisor immediately for 
despatch.
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Any questions?
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Thank you!Thank you for 
listening!

www.cambridgeinternational.org


