
Special arrangements
If a candidate has special requirements, there is a simple process for agents to follow to administer a Special 

Arrangements test in the chosen language skill. The following provides an overview of the process. Support is 

also available via documents on the Support Site and through our Helpdesk.

1Establish need
Establish whether the candidate qualifies* for special arrangements.

*Approval for special arrangements is at the discretion of Cambridge. 
Medical evidence is not required to approve requests for  

special arrangements.

2 Test notice period
Consider the different time frames for Special
Arrangement tests taken online and offline,
before booking with the candidate in the normal way.

Online

If the Special Requirement is
additional time, the test can be
taken online, so can be booked 
two days in advance.

Offline

If the Special Requirement
means the test must be taken
offline, book the test a minimum
of three weeks in advance.

3Complete the form
Complete the Special Arrangements form on the Support Site – this 
will guide you through a series of options to ensure that the correct 

test variant with special requirements is made available to you on 
your preferred date. Complete one form for each candidate.

4 Confirmation
You will receive a confirmation email
with a Helpdesk ticket number.5Set up the test

For online tests the Special Arrangement session will be visible 
in your list of available sessions within two UK working days (for 

a limited time). Make the candidate entry with test credits and 
generate the entry code, as per standard practice. For offline tests 
you will receive an email with specific instructions on session and 

entry set up depending on the type of test requested.
6 Resources

Please check to see what resources you need on the day.
This may include an interlocutor, someone to input the
data, a recording device or a scanner.

7Material delivery
Any materials necessary for the test will be provided via a secure 

online folder that the agent will be given access to, or delivered 
by post if necessary (e.g., Braille). 8 The test

Online

The candidate sits the test
online. The process continues in
the same way as the standard
Linguaskill test.

Offline

The candidate sits the test offline. 
The process for uploading the 
results to Metrica varies for each 
skill and you will be advised of the 
process in the email sent to you 
at point 5. Support is available 
through our Helpdesk. Return all 
material and hard copies of the 
candidate responses to Cambridge 
and destroy any additional  
printed documents provided via 
the secure online link.

9Results
Results will be available in five UK working days (after receipt of 

candidate response at Cambridge if taken offline).

10 Test Report Form (TRF)
Download the TRF from the Cambridge Test Portal.

Support available to you

Support Site:  support.linguaskill.com

Helpdesk:  +44 (0)1223 553997 or
 Helpdesk@cambridgeenglish.org

© 2023 Cambridge University Press & Assessment 
ENG_69958_V1_JAN23

http://support.linguaskill.com
mailto:Helpdesk%40cambridgeenglish.org?subject=


Accessibility Report

		Filename: 

		ENG_69958_Flowchart_WEB.pdf



		Report created by: 

		Adrian Nicholls

		Organization: 

		



 [Personal and organization information from the Preferences > Identity dialog.]

Summary

The checker found no problems in this document.

		Needs manual check: 0

		Passed manually: 2

		Failed manually: 0

		Skipped: 1

		Passed: 29

		Failed: 0



Detailed Report

		Document



		Rule Name		Status		Description

		Accessibility permission flag		Passed		Accessibility permission flag must be set

		Image-only PDF		Passed		Document is not image-only PDF

		Tagged PDF		Passed		Document is tagged PDF

		Logical Reading Order		Passed manually		Document structure provides a logical reading order

		Primary language		Passed		Text language is specified

		Title		Passed		Document title is showing in title bar

		Bookmarks		Passed		Bookmarks are present in large documents

		Color contrast		Passed manually		Document has appropriate color contrast

		Page Content



		Rule Name		Status		Description

		Tagged content		Passed		All page content is tagged

		Tagged annotations		Passed		All annotations are tagged

		Tab order		Passed		Tab order is consistent with structure order

		Character encoding		Passed		Reliable character encoding is provided

		Tagged multimedia		Passed		All multimedia objects are tagged

		Screen flicker		Passed		Page will not cause screen flicker

		Scripts		Passed		No inaccessible scripts

		Timed responses		Passed		Page does not require timed responses

		Navigation links		Passed		Navigation links are not repetitive

		Forms



		Rule Name		Status		Description

		Tagged form fields		Passed		All form fields are tagged

		Field descriptions		Passed		All form fields have description

		Alternate Text



		Rule Name		Status		Description

		Figures alternate text		Passed		Figures require alternate text

		Nested alternate text		Passed		Alternate text that will never be read

		Associated with content		Passed		Alternate text must be associated with some content

		Hides annotation		Passed		Alternate text should not hide annotation

		Other elements alternate text		Passed		Other elements that require alternate text

		Tables



		Rule Name		Status		Description

		Rows		Passed		TR must be a child of Table, THead, TBody, or TFoot

		TH and TD		Passed		TH and TD must be children of TR

		Headers		Passed		Tables should have headers

		Regularity		Passed		Tables must contain the same number of columns in each row and rows in each column

		Summary		Skipped		Tables must have a summary

		Lists



		Rule Name		Status		Description

		List items		Passed		LI must be a child of L

		Lbl and LBody		Passed		Lbl and LBody must be children of LI

		Headings



		Rule Name		Status		Description

		Appropriate nesting		Passed		Appropriate nesting




Back to Top