Candidate instructions — Test Rywretf

Institute of

Centre — CTA October 2026 Taxation.

Contents
WHAT YOU NEED TO KNOW BEFORE YOUR EXAM DAY .....c.utiiiiriieiiinieeieeieesieesiee sttt sreesneesanesane e 2
Practise using our new exam platform for October 2026 — RM Assessment Master.........ccccceeeevveeennnns 2
(001 [T 1ol [T =4 Y - To ] [ SRRt 4
Where you are Sitting YOUr @XaMS ....cccoii ettt e et e e e e e e s eate e e e e e e e s s eatataeeeeaeeesanntnaeeeeaaaeans 4
When will | get my candidate information €mail? .........coociiiiiiii e 5
What you can take into the @Xam FOOM ........cocciiii i e e e e e are e e e enneeas 5
o T=YaN a1 i Tor: 1 AT o FO VPO P U RTOURR 5
Permitted r@SEAICH ... i s r e s e saree s 5
101 o 1= ) {10 o E ST TP RT PSPPSR 6
Reasonable adjustment and access requests, including use of medical equipment ...........ccccceeeviiveeennns 7
[tems that are NOt PEIMITLE .......c.uiiei e e e e e e e et e e e s rata e e e sntaeeesantaeeesnnes 8
Behaviour at the TeST CENEIE .....ei it e e s ne e e sans 8
Y oT=Tol =1 W T oW 4 1) = g Vot T3PS 9
WHAT TO EXPECT ON YOUR EXAM DAY ...ttt sttt ettt ettt st s sttt sbe e st e s sme et eneenees 10
ENtering the @XamM FOOM ........uiiiiiiiiee ettt e et e e e et e e e e et e e e e e abeeeesasseeeeanssaeesanssaeesanrreaann 10
T Yo Yo T |l 1= foT o =T o =3P 10
TAXEADIES .t e s e st e e he e e s be e e re e e eare e e neeenans 10
[N 0} = o =T o =T Nt 10
Administration procedures before the exam Starts.......cccccoeviiiieei e 10
DUFING YOUE XM itittiiiiiieitiettttttrtreteeererereeerererereee ettt 11
PN 4 o[l =T oo Mol YoYU T =% 1 o P 11
APPENDIX 1 —Pre-approved items allowed in the test centre room ..........cccoveeeeeiiiecciiieeeee e, 12

APPENDIX 2 = ID ottt e 13



WHAT YOU NEED TO KNOW BEFORE YOUR EXAM DAY

Practise using our new exam platform for October 2026 — RM Assessment Master

Complete the CTA practice test at least one week prior to your examination. We recommend that
you access this as soon as possible and test out its functionality so that you are fully prepared for the
exam day.

You can access it as many times as you like. Follow the link above to start again.

The practice assessment cover page provides detailed guidance on functionality of the system.
Please read it carefully. It is reproduced below for you to read here.

Screen layout / functionality
You will see that you have available to you:
e The exam question ‘scenario’

o Opens on the left hand side of the screen.

o If there are additional exhibits accompanying the question (such as pre-seen
information or background documents for our Tax Knowledge & Skills and
Application & Professional Skills papers), these will also be available via thumbnails
listed on the left hand side of the screen.

e The question requirements:
o These are found at the bottom of the question scenario on the left, and
o Inthe top right hand side of the screen

e Answer box:

o Located beneath the requirements

o Everything that you wish to be marked must be included in this box (see below re
use of spreadsheet).

e Aspreadsheet:

o Located below the answer box.

o This is delivered via a plugin to the software called SpreadJS. It functions in a very
similar way to Excel, but please note that there are some minor differences. You are
advised to try using the spreadsheet in advance of your exam to get used to it.

o For the live exam, you must copy and paste your spreadsheet calculations into the
answer box. Calculations left in the spreadsheet and not copied to the answer
box will not be marked.

o Please note that examiners will not be able to see the formulae/workings behind any
cells. In the live exam, you must show all of your workings in full.

e Resources:
o Found by clicking on the 'open book' icon in the top right of your screen
o Contains in PDF format:
= Tax Tables
=  OECD model convention (not included in practice test but will be available
for the live test)

o Contains as URL links:

=  Access to Croner legislation (student version)
= Access to Tolley legislation (student version)
NB - for both of these, you must have purchased access to the legislation prior to
the exam and remember to bring your login details with you to the test centre
(more information is provided about this below in this document).

e Calculator


https://am-ciotatt-prod.am.rm.com/engine/index.php/lms/login/path/ciot/t/f514ddf3e8a364e76861e6184202db9f0c7b9ee4

o Anon-screen calculator is available by clicking the icon at the top right of the screen

e Accessibility
o There are various accessibility options, found via the 'person’ icon in the top right of
the screen. Click on an option to select it. Click on it again to turn it off.
o Your question appears on the left and answer area on the right. If you wish to adjust
the screen bi-section (half and half by default):
= Hover your pointer over the middle line.
= A double-headed arrow will appear
= Slide the divider to the left or right, making the resources on the left/answer
area on the right either bigger or smaller as you require.
e Exam timer:
o Located in the top right of the screen
o Willinclude any extra time allocated for reasonable adjustments
o If you have stop the clock breaks allocated, you will have a pause function enabled
on screen
o Timer turns red and starts flashing 10minutes before the end of your exam time

e Navigate between questions, using either:
o The next and previous buttons at the bottom of the screen
o Clicking on the dropdown arrow beside the question number along the top of the
screen - you can select from here to move to another question

e Flagging/bookmarking questions
o Click on the flag icon at the top of the screen if you wish to remind yourself to come
back to it
o This will show as flagged on the submission page so that you can click back to it

e Submitting the exam (note: the practice test will not be submitted to us)
o When your timer runs out, the test will be submitted and you can then logoff from
the exam platform
o If you wish to submit your exam before the timer runs out:
=  From the final question of the exam, click on the Next button
=  This will take you to the submission page
= From here, you can either navigate back to questions you wish to review or
submit
= (Click 'confirm and close' to submit
= You will no longer have access to your test after submission, so make sure
you are ready to submit (but for the practice test, you may re-access the link
again as many times as you like)

Important notes - please read

Purpose of the practice test:
e The purpose of the practice test is for you to try out the functionality of the software and the
exam experience. You are therefore not expected to complete the questions in full and we
will not receive any answers to be marked. It is not a mock exam.

Copying from the spreadsheet and pasting to the answer box:
e The only way you can copy from the spreadsheet area to your answer box is to use keyboard
shortcuts:
o To copy, select the relevant spreadsheet cells and press CTRL+C together on your

keyboard (Command+C on a Mac)
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o To paste, place your cursor in the answer box where you wish to insert your
computation or workings. Press CTRL+V together on your keyboard (Command+V on
a Mac)

Online legislation

You have a choice of two approved providers to purchase online tax legislation for the 2026 CTA
exams - Croner and Tolley's Digital Library. This legislation is specific to candidates sitting tax
examinations and is not the same version of the legislation that you may use at work. Full
information is provided here.

Please note these are the only two products approved for use in the exams, so any other
subscriptions with either of these providers that you might use at work will not be accessible. These
are specifically authorised for use in the CTA exams, and you will only be able to login to these
student specific versions of the online legislation.

Use the practice test (see link above) for full information on the exam setup at the test centres,
including logging into your online legislation.

You are not permitted to bring in any hard copy versions of the legislation into the exam room.

Where you are sitting your exams

When you booked your exam, you will have been sent an email which listed your test centre.

It is your responsibility to make sure everything listed in your candidate information email is correct,
such as:

- Have you booked on to the correct exam?
- Isitshowing the test centre you intended to book?

Check full test centre details, including the address, by clicking here.

Make sure you plan your journey before the exam day. Look out for bad weather, transport strikes
or cancellations, or traffic that may impact you on the exam day. You will lose exam time if you
arrive late. You will also not be able to enter the exam room if you are more than 30 minutes late.

Remember, you must keep your email address up to date and check it regularly. This is how we will
communicate key information regarding your exam to you, including your candidate information
email.

If you think you should have received your candidate information email, please check your Junk/spam
folders before contacting the CIOT.

Your candidate information email will contain key information, such as:

- Your username and password for logging in to your exam
- Details of the test centre you will be attending
- Links to key information on the website

There will also be space on the candidate information email to write your username and password
for your online legislation subscription (if you have purchased one for use in your exams).

4


https://www.tax.org.uk/taxlegislation
https://www.tax.org.uk/testcentres

When will | get my candidate information email?
Approximately two-to-three weeks before your exam.
Make sure you also check the Exam Noticeboard for important information:

www.tax.org.uk/exam-noticeboard

What you can take into the exam room

Note that lockers will be available at the test centre, but these will only be for small bags, so carefully
consider what you take with you on exam day. We cannot guarantee lockers will be big enough to fit
everything you bring. Neither the CIOT, nor the test centre provider, accepts liability for any valuables
whilst they are stored during the exam.

There are also restrictions on what you can have in the exam room itself and your desk during
your exam, as outlined in more detail below.

Note — see Appendix 1 for full information regarding pre-approved items allowed in the test centre
for accommodations, for example EpiPens and inhalers. You do not need to contact the CIOT, nor fill
in a special consideration form, if your only requirement is to bring with you any of the pre-approved
items in Appendix 1.

Identification

You must bring with you identification which includes both your photograph and your signature.
For example:

- A passport
- Adriving licence (with photo)

This will be checked at the test centre.

If you do not bring your identification, you will not be allowed to sit your exam. There will be
no exceptions to this.

Should you have neither a passport nor a driving licence (with photo), you should contact the
Education Team to discuss suitable alternative identification as soon as possible by emailing
education@ciot.org.uk. Please refer to Appendix 2 initially to determine whether you possess any
other acceptable forms of identification that can be utilised.

Only original documentation will be accepted, photocopies or digital copies of documents will
not be accepted. We will accept identification that has expired within the last six months. If you
are not able to provide suitable ID, an invigilator at the test centre has the right to refuse you
entry.

Permitted research

For the Joint Programme Tax Knowledge and Skills examinations, pre-prepared research is
permitted to be brought into the exam room.


http://www.tax.org.uk/exam-noticeboard
mailto:education@ciot.org.uk

See the website for details: https://www.tax.org.uk/tax-knowledge-and-skills

Other items
Candidates may only take these other items into the exam room with them:

- Pens

- Pencils and erasers

- Calculator (scientific or basic)

- You are only allowed to bring ear plugs into the exam room (see below). You are not
permitted to bring headphones or air pods etc.

- Printed out candidate information email. Invigilators have the right to inspect this email as
you are only allowed to write your username and password for the online legislation
subscription (if appropriate). No other notes can be made on this email.

- See below for information regarding food and drink —in short, only water, non-fizzy drinks
and selected snacks are allowed, no nuts.

No other equipment is allowed (see Appendix 1 regarding pre-approved items for accommodations)
and see further information below for more detail regarding the permitted items.

All equipment must be visible to invigilators throughout the exam.

Pens, pencils and erasers

You will be given note paper on your desk, but you should take your own pens/pencils/erasers.

Calculator

You must provide your own physical calculator to use in the exam. An on-screen calculator will be
available via the RM platform.

Note — you may be asked by an invigilator to show that the memory within the calculator is empty; if
you are unable to do so, you will not be allowed to use the calculator during your exam.

Headphones/earplugs

You are only allowed to take ear plugs into the exam with you if you feel you are, or may be, sensitive
to noise within your exam, such as keyboard/typing noise.

The CIOT does not provide earplugs. The test centres may provide disposable ear plugs, but they
are not required to.

If you are using ear plugs, it is your responsibility to listen to the announcements before, during,
and after the exam.


https://www.tax.org.uk/tax-knowledge-and-skills

Printed out candidate information email

As outlined above, make sure you remember to write your username and password for the online
legislation subscription (if appropriate), otherwise you won’t be able to access it during your exam.

Food and drink
The exam venues will not provide food and drink, but the following are permitted:

- Water bottles — candidates are permitted to bring still water and cold, non-fizzy drinks in a
sports or screw top bottle (does not have to be a clear container). Invigilators have the right to
prevent candidates from bringing drinks into the exam room if they believe the contents are
prohibited, i.e., fizzy drinks.

- Note—ifthereis alabel on a water bottle, it does NOT have to be removed.

- No hot drinks are permitted.

- Snacks which are odourless (and quiet) are permitted, but nuts are NOT allowed in the
exam room.

No other food is permitted in the exam room, unless awarded under special arrangements. If you
have been granted permission to take food into the exam room for medical reasons, please ensure
you bring a printout showing this has been agreed with the CIOT.

Note that all packaging/wrappers must be taken with you when you leave the exam room and
disposed of responsibly.

Personal protective equipment

You may take appropriate face coverings, but you must show your face when your identification
is being checked.

You must take all your belongings with you when you leave the exam room, including your candidate
information email.

Reasonable adjustment and access requests, including use of medical equipment

You must apply here https://www.tax.org.uk/extratime.

The deadline to apply is six weeks before the date of the first CTA tax paper each sitting. This would
include the use of medical equipment and/or devices.

Note —only items that are pre-approved will be allowed.


https://www.tax.org.uk/extratime

Items that are not permitted

The following items are listed as examples of items that are not permitted, but this list is not
exhaustive:

- mobile phones

- any form of watch

- dictionaries, including bilingual

- computers other than those being used for the exam

- memory sticks

- study text, revision cards, course notes

- books and papers

- any other form of digital, electronic, recording, programmable or technological / web
enabled equipment, including but not limited to:

e Tablets

e Dictaphones

e Camerasinany form, including wearable devices
e Pods

e  Mobile phones

e MP3/4players

e Headphones or air pods

Behaviour at the test centre

As a CIOT student, you must behave in an appropriate manner as a tax professional. All
exam candidates are bound by the CIOT’s ethical guidelines.

During your exam, you must always follow the instructions of the invigilator and the guidance within
this document. Failure to do so will be noted in the invigilators report, reported to the CIOT and, at
its absolute discretion, the CIOT reserves the right to disqualify any candidate from all exams sat and
report them to the Taxation Disciplinary Board (TDB).

Please consider the below behaviours:

- You must remain seated during the exam. Note — within the first 45 minutes of the exam,
you are not allowed to finish and leave the exam room.

- You must remain seated for the final 10 minutes of the exam (an invigilator will
announce when there are 10 minutes remaining).

- You must inform the invigilator if you need to use the toilet and you will be informed by
them that you are allowed to leave the exam room.

- Raise your hand if you wish to get an invigilator’s attention.

- Beconsiderate of your fellow candidates when speaking to an invigilator.

- Ifyouleave the exam room without permission, you will not be allowed to return.

- If you do finish early and are given permission to exit your exam room, you must do so as
quietly and as considerately as possible. Be respectful of your fellow candidates who are
still completing their exam.

- Within the test centre, you are still under exam conditions until you are advised
otherwise by the invigilator (or any other staff at the test centre as appropriate).



Any activity which is in breach of the exam regulations or deemed to breach the intent of the exam
regulations, will be considered as misconduct. Examples of this may include (but are not limited to):

- Failing to comply with the exam rules or any instructions given by the invigilator

- communicate with, receive assistance from, or copy from the answers of any other exam
candidate, or any other individual. The answers you submit must be entirely your own
work.

- using any materials prohibited under the regulations during an exam

- continuing to type after an invigilator has announced the end of your exam time

- any conduct at the test centre that is disruptive, including failure to act in a
professional manner

- failing to comply with reasonable instructions from an invigilator, information in the
candidate information email or the candidate instructions.

Invigilators have the right to stop your exam at any point if you are not conducting yourself properly
and/or are suspected of committing an act in breach of the exam regulations.

Special circumstances

The CIOT recognises that some candidates sit their exam(s) in difficult circumstances and has a
process in place which allows you to request special consideration if you feel that your performance
in your exam(s) was affected by serious personal circumstances. This may include illness or close
bereavement during, or immediately preceding, the exam period. It may also include a particular
problem on the day of your exam that you experienced.

Please refer to the policy here:

www.tax.org.uk/special-considerations



http://www.tax.org.uk/special-considerations

WHAT TO EXPECT ON YOUR EXAM DAY

Entering the exam room

Familiarise yourself with the test centre address and allow plenty of time to get there. You must
arrive at the test centre a minimum of 30 minutes before your exam start time, so that security
checks can be completed. This will include an invigilator checking your identification before you enter
the exam room.

You must follow the guidance given to you by test centre staff. You may be requested to wait outside
—or in a waiting area — until they are ready to permit you into the exam room.

You will be directed to your exam room/computer at the appropriate time. Listen out for
announcements.

Personal belongings

You must leave your personal belongings, including mobile phones/wallets, in the designated area
indicated by an invigilator. See above regarding lockers and what you can take into the exam room
with you.

You must turn off all electronic devices such as mobile phones, tablets and anything with an alarm. If
any of your personal belongings make a noise during the exam, you will be asked to silence it and you
will lose exam time.

Tax tables

You will be provided with a hard copy of the tax tables, which will be on your desk at the test centre
when you sit down for your exam. Note — you are not permitted to take the tax tables with you
when you leave the exam room. These will also be available as a PDF in the exam platform.

Note paper

You will be provided with two pieces of paper that you may use to make notes during your exam.
You may ask for more paper throughout your exam; raise your hand and wait for an invigilator.

This note paper will not be marked, and you cannot take it with you when you leave the exam
room. Only answers submitted via the RM exam platform in the word processor answer box will
be marked. You must leave the note paper on your desk at the end of the exam.

Administration procedures before the exam starts

An invigilator will check your ID on entry (or at your desk if appropriate). They will inform you which
desk to sit at.

Once sat down, you should login to RM assessment master using the username (shown as
‘Student ID’ on screen) and password from your candidate email.

If anything is incorrect, you should raise your hand to make the invigilators aware. Remember, you
must have used the practice test to become familiar with how the exam platform works, along with
reading all the exam procedures. The invigilators are not there to help you understand how to use
the functions within the software, but to deal with any issues that arise during the exam.
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During your exam

If you have any concerns about the exam room regarding activity that is affecting your exam attempt,
raise your hand and make an invigilator aware.

The invigilator will do what they can to fix this, but there is only so much that they can
reasonably do. It is important you report the issue as it is happening, so they have the
opportunity to resolve it.

If you feel your exam attempt has been unduly affected, you should apply for special consideration.
Please ensure that an invigilator has recorded your issue on the invigilators report.

At the end of your exam

At the end of your exam time, you will be logged out. The exam timer is in the top right corner of the
screen and it will turn red and start flashing when there is 10 minutes left of the exam. This is the
only time warning you will receive.

Please follow any on-screen instructions to confirm submission of your exam.

While within the test centre, you are still under exam conditions until notified otherwise by an
invigilator or any other staff at the test centre.

You must exit the exam room, and then the test centre, as quietly and as considerately as possible. Be
respectful of your fellow candidates who may still be completing their exam.
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APPENDIX 1 — Pre-approved items allowed in the test centre room

You do not need to contact the CIOT, nor apply for special consideration, if your only requirement is
to bring with you one of the pre-approved items below.

Please note that invigilators at the test centre have the right to inspect any items if they so wish. For
example, an invigilator is entitled to ask to look inside a glasses case if a candidate wants to bring one
into the exam room.

An invigilator has the right to ask for any item to be put in a locker if they have any suspicion of
potential exam misconduct.

Pre-approved items — test centre accommodations

Items Additional comments (if required)
Arm / shoulder sling
Bandages

Braces Such as neck, wrist, leg, ankle
Cane

Cough drops
Crutches
EpiPen

Eye drops
Eye patches
Eyeglasses See above regarding glasses case
Glucose tablets

Ice pack

Lip balm (chap stick)
Inhaler

Medical alert bracelet
Non-electrical heating pad
Nitroglycerin tablets
Pillow / Lumbar support
Surgical facemask Candidate must show their face to the
invigilator when having their ID checked

Tissues

Walking boot casts
Walker
Wheelchair
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APPENDIX 2 -1D
Acceptable ID for all exams is limited to the following:

Original documentation must be presented, no photocopies or digital copies of documents. ID that as
expired within the last six (6) months can be accepted.

Current driver’s licence card with photo and signature

current valid (signed) full UK or country of original passport
current valid (signed) national identity (ID) card

current valid European Economic Area (EEA) member state ID card
current full or provisional UK/EU photocard driving licence

current residency permit issued by the Home Office

current valid Citizen Card (accompanied by a credit/debit card as proof of signature)

If the candidate’s registered name is different to that on the identity document, the candidate must
present a marriage or deed poll certificate (or national equivalent for the country in which the
candidate is sitting the exam).

For any of the above, a clear and legible photocopy can be presented only if it is accompanied by an
official letter, issued in the last 12 months from a solicitor/the Home Office, stating where the original
documents are and confirming the candidate’s identity.

No other forms of identification will be accepted.
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