A warm
welcome

Welcome to
the Cambridge
Assessment
Group
We’re delighted you’ve joined us. With over 150
years of innovation behind us, there is nothing
we like more than new ideas from our new
people.
Your manager and team will
already be hard at work helping
you settle in and you can find
out everything you need to
know about our organisation
on our Group intranet, Insite.

in the coming weeks where
you will be able to ask any
questions you may have as
well as meet other colleagues
face to face.

You can also join our internal
social network, Yammer,
where you can communicate
and collaborate with
colleagues in a more informal
way.

We hope that you find
this pack useful and wish
you all the best as you
settle in.

In addition, you will be invited
to a Group-wide induction
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A welcome
from the
Talent Team
The Talent Team is here to support you
throughout your career at Cambridge
Assessment - from seeing the job advert for
the first time and deciding to apply, through to
gaining new skills and experience to enable you
to pursue opportunities within the Group.
Our aim is to attract, retain
and develop the right people,
enabling them to reach their
potential and make the most
positive contribution to
Cambridge Assessment. We
do this by working across the
whole organisation on a wide

variety of areas which include
learning and development,
coaching and mentoring,
employee engagement,
internal communication,
recruitment, diversity and
inclusion, and many others.
Read on to find out more.
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Congratulations!
Thank you for applying to become part
of Cambridge Assessment. We receive
over 25,000 applications each year so you
should be proud of your success.
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Each business unit is
supported by its own HR
partnering team, some of
whom will have been part
of your recruitment process.
These teams look after a
range of areas, including
helping you to settle into the
organisation, so you will hear
from them shortly.
The Talent Acquisition team
works closely with each of
the HR partnering teams
across the Group to ensure
that recruitment, both
internally and externally,

goes as smoothly as possible.
Whether you are looking for
support in hiring for your
own team or want to develop
your career within Cambridge
Assessment, we are there to
help.
As well as training courses,
which are regularly added to
our Learning Management
System on SuccessFactors
(our HR system – more on
that later), you can also
find information about
recruitment on Insite.
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The
Cambridge
Assessment

Group

The Cambridge Assessment Group has three
business units: Cambridge Assessment
English, Cambridge Assessment International
Education, and Oxford Cambridge and RSA
Examinations (OCR).
Through these business units we deliver assessments and
qualifications, and work with governments and national
education organisations in 170 countries to create tailored
education solutions.
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Cambridge Assessment
English helps millions of
people learn English and
prove their skills to the
world. We provide the
world’s leading range of
qualifications and tests
for learners and teachers
of English.
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We deliver qualifications and
tests in over 130 countries to
over 5.5 million people every
year.
We have over 700 people and,
although the majority of them
are based in Cambridge, we
have colleagues in 27 offices
around the world.

Cambridge Assessment
International Education
prepares school students
for life, helping them
develop an informed
curiosity and lasting
passion for learning. Our
international education
programmes lead
seamlessly from primary
through to secondary and
pre-university years.

Every year, nearly a million
Cambridge learners from
10,000 schools in 160
countries prepare for their
future with an international
education from Cambridge.
We have over 650 people,
most based in Cambridge, but
with colleagues based in over
25 locations worldwide.
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Oxford Cambridge and RSA
OCR is a leading UK
awarding body, providing
general and vocational
qualifications to equip
learners with the
knowledge and skills they
need to achieve their full
potential. We provide
GCSEs and A Levels in
over 40 subjects and
offer over 450 vocational
qualifications.
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In the UK, OCR is the only
public examination board that
is affiliated to a university.
Over 13,000 centres offer our
qualifications each year.
We have 400 people, split
between our offices in
Cambridge and Coventry.
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Your

development
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There is a range of learning initiatives on
offer under our Group-wide ‘building a
culture of learning’ strategy. It’s all about
enabling excellence in learning and it aims
to design and deliver the best learning and
development possible in order to realise our
future.
The Talent Development
team offers courses,
programmes, networks
and resources to support
learning across the Group.
We are committed to
encouraging informal as well
as formal learning in order
to meet the range of diverse
learning needs of our people.
Learning opportunities are
available in three key areas:

Leadership and
management:
Supporting staff at all levels
to develop their management
and leadership skills and
capabilities.

Business effectiveness:
Learning core skills to
enhance productivity, build
confidence and enable
excellence.

Our context:
Developing knowledge and
skills relating to our context.
We offer a number of
leadership development
programmes. Whether you
are aspiring to become a
manager or have been in a
senior leadership role for a
number of years, they are all
designed to help you develop
your skills as a competent
and confident leader.
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Supporting
you and
keeping you

informed

As a new employee,
we welcome you into
a culture where your
engagement really
matters.
The Internal Communications
and Engagement team is here
to make sure you receive clear
and consistent communication
about our Group and values.
Our aim is to help you feel
engaged (‘doing it because
you want to, not because
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you have to’), create a sense
of belonging, and help you
understand our vision for the
future.
We run the Best Companies
‘b-Heard all-staff survey
and play a leading role in
supporting an environment
where our people can thrive
to help the organisation work
towards its goal of becoming
a Sunday Times Top 100
Best Company to work for.
Achieving this accreditation
will show that we have created
the great culture we aspire to.

We have a variety of internal
communication channels:

Insite
Our Group intranet

Group Update Online
Our monthly e-newsletter

Yammer

You will also find that we
have a number of staff
events over the course
of the year, including the
Group induction for new
starters, and the Annual
Group Update events for
all staff.

Our internal social network
and collaboration platform
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Your career

with us
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We believe passionately
in the development of
our people to support
our continued success
as an international
organisation.
We understand the
importance of helping our
people build careers that
play to their strengths and
unlock their potential. The
Organisational Development
team is here to support
business leaders in identifying

ways to develop their highpotential people. Through
experiential learning,
coaching, mentoring and
formal training programmes,
we’re here to help you build
and manage a successful
and rewarding career at
Cambridge Assessment.
We also support managers
in having meaningful
developmental feedback
conversations and identifying
potential leadership talent
for the future.
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Buildings and

security

You’ll need your photo ID
card to access all of our
buildings.
Your ID card is programmed to
allow you access from 07:30
to 19:30 Monday to Friday,
and from 07:30 to 18:00 at
weekends. If you need access
outside of these times, you will
need special permission.
Weekend building opening
times in Cambridge vary, but in
general, 1 Hills Road is open on
Saturday and Sunday, and 37
and 72 Hills Road are open on
Saturdays.
Your ID card will be set
with the relevant access
permissions, depending on
where you work. If you are
not based at DC10 or DC20,
you will need to notify the
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respective reception there
before visiting so that they can
set you up with security access.
Please make sure your ID card
is on your person and clearly
visible at all times when on
any Cambridge Assessment
site. You will be provided with
a Cambridge Assessment
lanyard for this purpose, and
this should be worn around
your neck whenever you are on
the premises.
If you forget your ID card,
reception will be able to
provide you with a temporary
pass. This cannot be collected
until reception opens at
08:00 and must be returned
when leaving the building
that day. If your card is lost
or stolen, it is essential that
you report this immediately
to the nearest reception so
it can be deactivated, and a

new pass produced. Please
don’t allow others access to
our sites without swiping their
passes. Your ID card is for
your use only, and cannot be
used to allow others access
to Cambridge Assessment
buildings.

Security

valuables and do not leave
your key where it can be easily
accessed.
If you cycle to work, please
follow police advice and secure
your bicycle with two locks
(one of which should be a
D-style lock) and to a bike
hoop.

Please ensure that your laptop
and any other electronic
devices are safely locked away
each evening, or secure your
laptop to your desk with a
Kensington lock (available
from IT). Lock away all
Page | 21

Catering at
Cambridge
Assessment
You will find canteens in our offices in central
Cambridge, Duxford and Coventry.
Each canteen creates its own menus using fresh and seasonal
ingredients. They offer a daily range of hot food options, a soup
of the day and a selection of desserts as well as a wide variety of
fresh salads and sandwiches.
You will find vending machines, hot drinks machines and water
dispensers throughout our sites. All self-service drinks are
free of charge.
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The Triangle
We will be moving to an exciting
new home in 2018.
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Named Triangle, this international
headquarters will bring together the Group’s
Cambridge-based staff, currently based in 11
different offices across the city, under one roof.
The building is on Shaftesbury Road, on the site of what was
previously Cambridge University Press’s Edinburgh Building.
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First week

challenges
Yammer is a great way to find out what is going on across the
group, connect with people you don’t usually work with and
collaborate on projects. Which groups will you join?
Groups to look up on Yammer:

Our Health, Safety and Wellbeing team have worked hard to
provide a wide range of activities for Cambridge Assessment
employees. Find one that works for you and give it a try.
Activities to try:
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Completing your employee profile is a great way to show
others what languages you speak and where you work in the
business. It also helps us to understand your career aspirations.
My profile is now at the following percentage:
First week goals – what do you want to find out?

First month goals – what do you want to learn more about?
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Checklist of
things to do in
week one
Below are some key tasks to do in your first
week. Your line manager will talk to you
about any additional items. It is also worth
taking the time to look over the ‘Just Joined’
pages on Insite, where you’ll find information
you may find useful in your first few weeks.
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Set up your Outlook account. Obtain your
username and password - contact the IS Service
Desk on 6100
Upload your photo and update your profile on
Insite (this will also update your photo on Outlook
for internal emails)
Log into SuccessFactors and update your profile
and bank details to make sure you get paid
Whilst you’re there, complete the Declaration of
Interest form
Set up Skype for instant messaging and online
meetings
Set up your card for cashless catering
Sign into Yammer and join some groups
Read the Information Security Policy and return
the acknowledgement slip
Complete your compliance training on the
Learning Management System (LMS)
Anti-Bribery and Corruption
Information Security Awareness
Fundamentals
Health and Safety and Data Protection Act (DPA)
training modules on the Workrite platform.
Look out for your invitation from the Learning
and Development team to attend the Group
induction.
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Understanding
Insite and
SuccessFactors
Insite
Insite is our Group intranet,
and is the place to go for
everything you need to know
about Cambridge Assessment,
its culture, values, and
reputation.
You’ll also find practical tools
to help you in your everyday
work, together with resources
to help you get the most
out of your career with the
Group. On Insite you can
search for colleagues’ contact
information and helpful
documents.
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The site is regularly updated
with upcoming initiatives, news
and events from across the
Group, and much more. Keep
an eye out on the homepage
for announcements that may
affect you and your team.

SuccessFactors
SuccessFactors is our people
information system. In 2016
we fully switched from
paper processes and multiple
systems into a single system
for everything HR-related.

You can access SuccessFactors
through your PC via the
Insite homepage, or you can
download the SuccessFactors
app onto your smartphone for
use on the go.
It is used for:

Performance and Career
Goals
You will be required to set
yourself 4-5 performance
goals for the year, along with
2-3 development goals. We
encourage you to set these
during a conversation with
your line manager, as they will
be able to advise you how best
to develop your skills. You can
find further guidance on Insite.

Employee profile and time
off
All employee information is
stored in our SuccessFactors
database. This means that any
changes in your circumstances
(addresses, phone numbers,
emergency contacts, etc.)
should be logged through
‘My Employee File’ on
SuccessFactors.
You will also be able to book
any time off through the
portal, which will be sent to
your line manager for approval.
Please check your file when
you first sign in to make sure
all information is correct.

Learning
The learning portal enables
colleagues to sign up for
upcoming training sessions
and to complete e-learning
modules. There are always
courses available to sign up
to, and it’s a great way to
develop your career. If you
need any assistance, please get
in touch with the Learning and
Development team.
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Notes:
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If you have any HR
queries, please contact
the relevant HR
partnering team:
Corporate Services Division
(this covers all units in CSD):
CSDHR@
CambridgeAssessment.org.uk

Cambridge Assessment
International Education:
CIEHR@
CambridgeAssessment.org.uk

Key extension numbers:

Cambridge Assessment
English:

First Aid / Emergency – 3333
BTS Service Desk – 6100
Premises and Services – 1800

CambridgeEnglishHR@
CambridgeAssessment.org.uk

OCR:
OCRHR@
CambridgeAssessment.org.uk
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If you are looking for the contact
number of a particular person,
please use the people directory by
searching for their name on Insite.

