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Instructions for Exams Officers 

GENERAL 
 

• A period of five days is assigned for the examination. Centres with large entries 
may stagger the examination with groups of students sitting the examination at 
different times during this window. Smaller centres are asked to wait until late in 
the window, and larger centres can begin earlier, ensuring sufficient time is left for 
all candidates in the centre to complete the test. 

• There are no specified start times for the examination. It is permissible to timetable 
the examination for a maximum of two different groups of candidates back-to-back, 
on the same day within the period of the examination window. 

• Centres should use the window to ensure that all groups are of a manageable size, 
bearing in mind the facilities available. It is recommended that the ratio of 
students to printers is no more than 10:1. 

• Centres must produce a schedule showing the date and time of each examination 
session to be held within the window. Some centres may be required to submit this 
schedule to CCEA in advance of the window. This is to allow inspection visits by 
CCEA to be conducted. 

• There will be one attendance register for the entire cohort. This must be completed 
once the last examination session has been held.  Where more than one 
examination session is held within the window, centres must keep an accurate 
record of candidates present at each session. 

• Candidates may sit the examination once only in any examination series. 
 
 

Time allowed 
 

• The examination is 2 hours in duration. At the end of the examination, a further 30 
minutes is available for printing and collating of candidates’ work. (see section on 
Printing) 

• No extra time can be allowed for slow machines or networks which run slowly. It is 
the responsibility of the centre to ensure that appropriate hardware and software is 
available to candidates. 
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THE FORM OF THE PAPER 
 

• The examination is computer-based. 

• It is untiered.  Each activity is progressive, with NO choice of questions. 

• Candidates must work through the activities in the sequence set, and continue 
working on each activity until they cannot progress any further. At that point, they 
should move on to the next activity. 

• Candidates’ work will mainly take the form of printouts. These will constitute the 
candidates’ answers. Each printout must bear the candidate’s number, centre 
number, filename and printout label (the printout label can be handwritten). Any 
printout not clearly identified in this way will not be marked.  All printouts must 
be collected together in the correct order (task order within activity order). The 
question paper will form a booklet to which the printout will be attached. Printouts 
must be secured to the question using a hole punch and treasury tag. Hole punches 
and treasury tags must be available for candidates’ use. Candidates must ensure 
that all details are correctly filled out on the front of the examination paper. 

• Early drafts of work should NOT be submitted. 

• Printouts must NOT be submitted in plastic wallets. 

• Other forms of output e.g. computer files must NOT be submitted. 
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GENERAL ADMINISTRATION OF THE EXAMINATION 
 

The normal procedures relating to practical examinations will apply and every effort 
must be made to ensure confidentiality of the paper. 

Before the examination 
 
A desktop computer must be made available to each candidate on 1:1 basis. The 
computer must be capable of running the following software: 

- Word processing software 
 

- Desktop publishing software 
 

- Database software 
 

- Spreadsheet software 
 

- Multimedia software 
 

• Centres should ensure that the software available to candidates will allow them to 
meet the requirements of the specification. 

• Computers must be set up so that candidates can NOT access the Internet, local 
Intranet or e-mail during the examination. 

• Centres must set up a separate user area (on computers or servers used by 
candidates) for each candidate sitting the examination. These user areas must not 
be accessible to candidates at any time other than during the examination and up 
to half an hour after the finish (printing time). Use of an electronic time clock is one 
way of ensuring this. 

• The data files needed for the examination are be made available on the CCEA 
website four weeks before the examination. These must be downloaded 
beforehand and stored in each candidate’s user area. 

• Each user area must be allocated sufficient storage space to allow candidates to 
save their work. 

• Adequate printing facilities must be made available to candidates (see separate 
section on Printing). 
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• Candidates must be provided with an appropriate assessment environment, bearing 
in mind the need for adequate ventilation and lighting. 

• Candidates must have sufficient workspace to allow them unrestricted access to the 
computer and to carry out non-computer activities such as checking and annotating 
printouts, producing draft designs and labelling printouts. 

• The arrangement of workstations should be such as to prevent candidates viewing 
each other’s work. 

During the examination 
 

• There must be one invigilator to every 15 candidates. 

• At least one invigilator should be the Applied ICT teacher. 

• Where candidates use networked computers, centres are strongly urged to make 
extra supervision available. 

• There must be no access to portable storage media (e.g. floppy disks, CDs, USB 
memory sticks, etc.). 

• Candidates must NOT have access to pre-prepared templates or other files during 
the examination. 

• A seating plan for each session must be kept. This must include candidate numbers 
assigned to specific computers. This should be submitted with the examination 
papers. 

• Communication between students is NOT allowed at any time during the examination. 

• Candidates are not expected to spend all the time in the examination working at 
the computer. The length of time allocated for the examination is such that 
candidates will have time to print out and collect their printouts as their work 
progresses, thus building in a natural break from screen work. They should also 
spend some time reviewing their work once it is printed to check that layout, styling 
and sizing are appropriate and fit for purpose. 

• Candidates may move about in the examination room at the discretion of the 
invigilator. 

• The invigilator is encouraged to announce time intervals to the candidates (perhaps 
every 30 minutes). This must NOT take the form of advice to the candidates of 
expected progress on the activities. 
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Printing 
 

• Any printers used by the candidates should be in the same room as the candidates. 
If this is not the case, another responsible person must be assigned to deliver 
printouts to the candidate. The candidates themselves must NOT be allowed to 
collect printouts from another room, nor must the invigilator become involved in 
the delivery of printouts. 

• It is the responsibility of the centre to ensure correct ownership of each printout. 

• There is no requirement to print in colour. No extra credit will be given to work 
printed in colour. It is the candidate’s responsibility to ensure that adequate 
differentiation is present on monochrome printouts (e.g. sectors of a pie chart are 
distinguishable). 

• Where appropriate, candidates should annotate their printouts to draw attention to 
features such as sound or video clips which they have used. 

• If printouts are on continuous stationery, the pages must be separated and sprocket 
holes removed before submission. 

• Printing may continue for up to 30 minutes after the examination. Only work 
completed during the set two hours of the examination may be printed during 
this Printing Time. Printing must be carried out by the candidate and supervised 
by the invigilator. 

• This extra Printing Time may also be used by candidates for the collation of their 
printouts. 

• Only in the event of a printer breakdown, may the centre use its discretion on 
extending this time limit. In this case, a full report must accompany the submitted 
scripts.  This must be signed by the invigilator. 

• It is the responsibility of the invigilator to ensure that these regulations are adhered 
to. 



8  

After the examination 
 

• All examination material, including candidates’ answers, any extra printouts and 
question papers must be collected by the invigilator at the end of each session and 
stored in a secure place. 

• Candidates’ answers should be parcelled up and sent to CCEA following the final 
examination session. 

• Any common user areas accessible to candidates must be cleared of all work saved 
during the examination immediately after each session. Under no circumstances 
should work be retained after the examination session. 

Candidates with special requirements 
 

• In some circumstances candidates with particular requirements may be given 
additional time (up to a maximum of 40 minutes) to complete the examination. In 
this case, the examination should be split into two parts so that candidates have a 
supervised rest break. 
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CONTINGENCY PLANNING 
 
It is recommended that: 

 
• Examination sessions are scheduled in such a way as to allow time at the end of the 

examination window to re-schedule any sessions which have had to be postponed 
as a result of hardware failures or other problems encountered earlier in the week. 

• Sufficient time is available between the finish of one examination session and the 
start of the next to enable candidates from the first session to finish printing and 
collating their work and for the room/computers to be set up in preparation for the 
next session. 

• Technical help is available during the examination to deal with ‘computer crashes’, 
printer problems and other possible complications. 

• A number of ‘spare’ computers are available during each examination session so as 
to allow candidates to move to another machine if necessary. 

• Stocks of toner, ink and paper are sufficient to meet the demand for printouts 
during the examination. 

• Alternative printing facilities are available for use if necessary. 

• Up-to-date virus prevention measures are in place. 
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Instructions for finding Examinations Files. 

 
1- Open CCEA Website 
 
2- Go to Microsites “Quickfind”  

3- Select the Business Communication Systems site 

4- Select GCSE  

5- Go to Live Materials 

6-  Download all files and copy to appropriate student account 

7-   Test files and accounts 

8-   Fill in Centre Readiness Form and return to CCEA 
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Supplementary Instructions for the Conduct of Computer Based 
Examinations 

 

Supplementary instructions to the CCEA document “Instructions for the Conduct of 
Computer Based Examination”. These instructions are required to prepare candidate 
user areas/accounts prior to the examination. 

Centres should allow sufficient time to prepare accounts before the examination.. 
 

These instructions are only required for Centres where candidates will sit the 
examination using the C2K network. 

User areas/accounts have been created by C2K which are specific to each candidate. 
Each account is assigned to each individual candidate by matching their date of birth to 
the same one contained in the Date of Birth (DOB) field. 

 

 
Logins and passwords for your candidates are enclosed. 

 
 

For Centres who have Intranet hosted by HP 
Contact the C2k Helpdesk (08706011666) on the day prior to the exam to request WAN 
Disconnection. This will result in Intranet and Internet being inaccessible for the whole 
school and not just for students who are undertaking the exam. 

 

 
For Centres using Provisioning Method on C2K Network. 
Contact the C2k Helpdesk (08706011666) on the day prior to the exam to request 
Intranet to be disabled. 

After the exam has finished, contact the C2k Helpdesk again to enable the Intranet. 
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The CCEA exam files are required to be copied to the student area of each 
account provided.  Instructions are as follows: 

1 Logon to the C2K Managed Service Desktop as the School Authorised User. 
 
2 Double Click the “RM Management Console” icon on the C2K Desktop. 

 

 
3 Insert the Authorised User Account details into the logon dialogue box and click 

OK to initialise the RM Management console. 
 

 
 

4 Expand the users’ node within the management console by clicking the + button 
beside the users’ icon. 
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5 Expand the <Deni Code>-DC01,02,03,04 (Example 1234567-DC01) to find the 
CCEA users’ folder below. 

 

6 Click on the CCEA folder and all exam user accounts setup within the school will 
be displayed in the right hand pane. 

 

 
 
 
 
7 To access a user’s home directory double click on the individual user. 
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This will open the user properties. 
 

8 At the bottom of the User Properties dialogue box, “Home Directory” will display 
the folder path followed by a windows explorer icon. Click the windows explorer icon 
and this will open the user’s home folder in which case the Authorised user can copy 
exam files docs into. 

 
 

 
 
 

9 User Accounts must only be enabled on day of exam. 
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10 The packages you are using to complete exam should be checked and allocated 
as necessary. 

11 In the Learning Resources,  remove the Student Group for the duration of 
the exam period. ***This will be blocked with Northgate ntfs permissions and 
can be removed*** 

 

 

12 When you have completed above, please return the Centre Readiness Form. 
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NB-Initial Logon and Back Up 
1. When logging on to the C2K Desktop for the first time, a user will be prompted to 

change their password. As this is the first time the user has logged on, the password 
change will be accompanied by the loading and caching of a new user profile. This 
may delay the initial logon by up to 20 minutes. Please allow for this before starting 
the exam. 

2. It is the responsibility of the Centre to ensure that the Exam files are backed up in 
case of the need for future reference. 
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Internet access must be disabled for all provisioned exam accounts. Instructions 
are as follows: 
1. C2k manager should logon to RM Management Console. 

 
2. Expand the user group in the left pane by clicking on it. 

 

 
 

3. Select <Deni code>-DC01.school.c2kni.net 
 

4. Expand the Students user group by clicking on it. 
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5. A list of year intakes will be listed. There should be one called CCEA which contains 
the provisioned exam accounts. 

6. Open this CCEA folder by double clicking on it. 
 

 
 

7. Select all the users by highlighting the top user, hold down shift and highlight the 
last user. 

8. All users should be highlighted in blue. Right click and choose ‘properties’. 
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9. Left click on the ‘Environment’ tab. There will be a tick in the ‘Internet access 
enabled’ box. 

 

 

10. Deselect the ‘Internet Access enabled’ option. Ensure ‘Easylink access enabled’ 
option is deselected. 

11. Ensure ‘Unlimited printer credits’ option is selected. 
 

12. Click ok. 
 
 
 

Emergency Help 
In the event of a problem with C2K Network, please contact the C2K Help desk, where 
CCEA will have priority assistance during the examination period. C2K Help Desk Tel No 
08706011666. 
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Appendix A - Checklist for Schools using C2K Provisioning Tool 

 
In Advance of Live Exam Date 

 
• Check for hardware issues on exam workstations – log call with C2k Helpdesk (0870 

6011666) if issue found. 

 Verify the correct number of accounts has been provisioned. 

 Have user account passwords been reset? 

 Verify that the provisioned user accounts do not have Internet Access. 

 Ensure account(s) are added to the Advanced Student group to enable macros 

 Verify printing and ensure provisioned user accounts have unlimited Printer Credits 
enabled 

 Copy exam files downloaded from CCEA to all user areas, ensuring full set of files for 
each user 

 On all exam workstation verify exam files can be opened in the Microsoft Office 
suite products (Word, Excel etc..) and files can viewed in thumbnail preview. You 
may wish to use revision files hosted on the CCEA web site to ensure that all is 
working correctly. 

 

On Day of Live Exam 
 
 Test to ensure access to Internet is prohibited 

 Carry out full exam 

 In the event of a problem with C2K Network, please contact the C2K Help desk, 
where CCEA will have priority assistance during the examination period. The C2K 
Help Desk telephone number is 08706011666. 
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