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F— KL EEfh B[ % Timetable for the First Day of Written Assessments

BF L ZFEE Assessment Session
(BF i B¥ & Assessment time)

BF L ZFEE Assessment Session
(BF i B¥ & Assessment time)

S i i M Assessment Session
(B i I ] Assessment time)

o R R S — B AE
Chinese Language — Writing
(75 47 §% minutes)

o B B S — R R
Chinese Language — Reading
(30 47 §# minutes)

TR EE S - IR E S
Chinese Language — Audio-Visual
(%715 77 §#)
(Approximately 15 minutes)

g 55 S — B B
Chinese Language — Listening
(%720 77 §#)
(Approximately 20 minutes)

P RULE (L FFE ] #& Timetable for the Second Day of Written Assessments

SF £ HHE Assessment Session
(BF £ B ] Assessment time)

SF £ HHE Assessment Session
(5F i B ] Assessment time)

B £ B EE Assessment Session
(BF i B¥ &) Assessment time)

P 5E S — B AE
English Language — Writing
(40 47 §# minutes)

F ] 5B L — A
English Language — Reading
(35 47 §# minutes)

F ] EE L — B B
English Language — Listening
(%735 47 $#)
(Approximately 35 minutes)

g
Mathematics
(65 47 £ minutes)
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General Guidance Notes for Invigilators

By F E RS &85 Sticking Barcode Labels

ARAELEEE  EEEE (MW T EESE, ) BHE (1 H) RETNA
Eﬁﬁ’iiﬁﬁﬁi‘%?@ﬁﬁi—{lEaﬁ‘“ﬂ%ﬁ% LEEHEN TEEAM, §EWMEREE
AR 26 N H G E B R R 6

Students are required to stick a barcode label in the box at the upper right corner of the cover (Page
One) and some inner pages of their answer booklets/question-answer booklets (answer booklets). The
“Instructions” on the cover page will clearly indicate to the students on which pages should barcode

labels be used.

9 C W 2 Eﬁ?ﬂﬁﬂﬂfﬁﬁgﬁkﬁﬁ#ﬁﬁ

e

# 3% % 3t % & ~ Sample cover of answer booklet:

AEFR

—fRERT  BEFREEREELRKERGHEEMEETRAN - HGBEFE4FDL
THEL T EBKEEBMOEN NS 5% 58S OK 2 A E RS RS
In general, invigilators should instruct students to properly stick barcode labels right inside the boxes.

However, under the following circumstances, the scanning of barcode labels will NOT be affected.
Therefore it is NOT necessary to ask the students to stick the labels again:

1.S9993A01 | S§i9

D5TSA 528834017 No.:

o5 5 s 5 48 DL i

L Slightly outside the box
=ﬁ_ﬂ§%ﬁ&§ﬁﬁ%ﬂéﬁjﬁﬁfﬁ
sChoo, som
, EnzecTLEny I///III/III/II///III//II/II//I/II//l/Il/I%

g ?E‘Eﬂ&f%ﬁ%ﬂéﬁb A

Please stick the barcode label in the box

02024 FHEEH AL BHERA 2



TON LIOVEGEES WSL1E50

HSS {165 G ) i ‘s5B
B O B0 = [ OUE6669

Up3|de -down
A (e
s M BB RTE TR

Please stick the barcode label in the box

PUNEN G B BB B RIS N > 55 B OR824 (o I 1% A =6 S IR 055
(40 B - 1% 5 85 R R 15 ] 78 &5 G AE TR AR Y (R 5 B )

The following conditions will affect the scanning of barcode labels. Invigilators should ask the
students to use the reserve labels (cover the original barcode label if necessary):

S9993A01 Sé?;‘;{ Y
166 B85 4 2255 —

1. Smeared barcode

SHA R SRR F TR
Please stick the barcode label in the box

S9993A01 [ 5229

15 55 4558 i
, WmEm T
Eﬁ?ﬂ%ﬂ%ﬁﬁ%ﬁﬁ@ﬁ%?ﬂ

Please stick the barcode label in the box

HA S F

Other irreqularities:

W0 B2 A 02 A DT 5% 69 BB 1R 85 B0 1% R H“‘{I%E%KE A HNFASEME B
SHR RS ~ Pl R LSt - R E G (F 1 5] R

Students without barcode labels bearing their class numbers or those who do not have sufficient reserve
labels should simply fill in their respective school codes, class names and class numbers on the cover
page of the answer booklets. The HKEAA will process these answer booklets separately.

02024 FHEEH AL BHERA 3



2. EHEZIEEEE Answering MC Questions

BAEFEZHBERER > EER HB st B IEAY B B 2 BONE i > 585 A I
AEESRH RO T2 42 -

fEH HB SEEHEBBOREME > 24 TR (/] HB § 05 - HIESIHEREEE X
BIHNE - JEME RS KB RR SRS R AV EEIH -

EEEZHEEREDIINEEHE  SERUFEABSRFETEEE -

-f#}

Students are required to blacken circles with HB pencils when answering multiple-choice questions.
Clear instructions and examples for reference of the students will be provided in the answer booklets.

The use of HB pencils for blackening circles produces the best effect. The use of HB mechanical
pencil is also acceptable.  Students are required to use rubbers to completely erase any wrong answers.

Pencils or ball pens can be used to answer qguestions other than multiple-choice questions.

gaE TR Ap ) kA
Sample “Instructions for answering questions” of answer booklet:

Instructions for answering questions:
#fEAH -

Multiple Choice Questions — Use an HB pencil to blacken the circle next to the
correct answer. For example:

REH - SHEENEE T HBR/FEZAERNEABERER » o

or ® A OB Oc QODbD
=,

o00e

o wp

3. BEREEEMELN Answering within the Frame

BANAEEEE ENEEMEFE  BREGISINEERL FHE -

Students should write their answers in the specified areas on the answer booklets. Answers written
outside the frame will NOT be marked.

FE4E Frame

FE4E Frame

02024 FHEEH AL BHERA 4




4, FRHEZR—AHABEZEE Using More Than One Answer Booklet

WELEFRNMEER  FHRERBZE—DERNEEBGEL > WFE— 3 EBRDN
FHHEHEIRE > A [ 40 D Z B S A ST A 1T B B AE e

Bk R RS EE LB MRS R S A L
BedR e - TERI R BESE - 3T (550 ROE o S A E BT L 0 WAL T
£, A

WESELAEMASZR - AEEE EXEHEE EEHE KT BEHFLEHE
By PEGHRE. K BHZE—FFHE -

One additional answer booklet can be given to any student who requires additional answer sheets. The
student should be given the same sub-paper. Please ensure that the sub-paper code of the second
answer booklet is the same as that of the first answer booklet of the student. If the answer booklet
of a particular sub-paper has run out, please try securing a copy from another class or informing the
Assessment Administration Supervisor of the situation.

Students are not required to stick any barcode labels on the second answer booklet. They should
simply fill in their respective school code, class name and class number on the cover page of the answer
booklet. At the end of the assessment, please staple the two answer booklets together and put them
into the “Envelope for Answer Scripts” in the same way as other answer booklets.

When completing the total number of “Scripts Collected” on the “Envelope for Answer Scripts”
and “Students’ Attendance Record”, please count every two answer booklets stapled together and
used by the same student as ONE answer booklet.

o

SEREITIEMAE S Students Taking the Assessment Separately

~ BEESOoMETHENEEANESE > ESE AR IZEA

= ERPE AR oRETIIENELENEGREIFEILG > BEE BERT A
EEEAN EMMAEKERBES S L

- ERSESNESEARIIEEZENE S —KERERBN "TEEHE

= E OB ER AR R R 5T il PR AT RO (E T — PEAH [E SE A o3 B A T ORI &R BV A Pk B
=

- HEASHEHEN T R2LEANELCRE LT ESHE K BRECERE DM
TR 2 AN B

= Invigilators in charge of students taking the assessment separately should refer to the additional
notes given

= Upon completion of the assessment session, invigilators should help to stick the barcode labels of
these students on to their respective worked answer booklets

=  The worked answer booklets of these students should be packed together with those of their
classmates into the respective “Envelopes for Answer Scripts”

»  The surplus assessment materials of these students can be put into the “Envelope for Surplus
Assessment Materials” of the same assessment session of any class

= Ensure the information entered on the “Students’ Attendance Record” and “Envelope for Answer
Scripts” of each class and each assessment has covered these students

02024 FHEEH AL BHERA 5




Y RER THREIFERRREL RI3IRKLALEA
Notes for Invigilators on Completion of the electronic version of “Assessment
Summary for Written Assessments”

¢ KM EHE TAHE

ARG

Summary for Written Assessments”:

https://forms.office.com/r/bMCRhzPXPM?origin=IprLink

BT R b TE P 7

Fill in all required information on the electronic version of “Assessment

o —{E e (A Em 5T B — (i 2O (E & B )

Al — X

Submit the electronic version of “Assessment Summary for Written Assessments” form one time

15

o~ i R /\ FZEE

PSR, BT

for each assessment session (disregarding the number of assessment paper(s) completed)

.o

(GLEk R BRI BT A R E

Record irregularities which have affected the administration and/or may affect the processing of

results of an assessment, including:

AT A REFR - B

v OEEEFRR v' Suspected cheating

v pEER (R E S RS v Misuse of barcode labels

v BrENiETEHRBOSEMEE | v Equipment failure during the

(EFMERT N2 KT Listening assessment (please provide
6 7 B HE ) a detailed account of events and

remedial actions, if any)

v RSB (AKE - EFEE) v' Emergencies, such as fire, power
failure, etc.

©OLTEN BEEMARGE TRENGEMGEE, b

Invigilators are NOT required to record the following on the “Assessment Summary for Written
Assessments”:

X

B2 A GRS B E B ER e 2 B RV AS

X Absentees or exempted students

X

B2 A B AE R T Y

X Students using toilets

X New students or drop-outs

B0 B (8 1) 52 A A 78 89 5 1) 22 Bk

X Special arrangements for individual
students

{8 A1) 22 A= BB IR B R e B2 A B
Hi 16 555

X Insufficient barcode labels for
individual students or missing barcode
labels

W Bl 40 0 5 R B A A 1T HILAY 25 47

g

X Equipment failure or replacement
before the Listening/CAV
assessments

02024 FHEEH AL BHERA 6



https://forms.office.com/r/bMCRhzPXPM?origin=lprLink

4B 4k

Wk S

DU & T R ZEaT G

* o, BT HREM

Below is a sample of the electronic version of “Assessment Summary for Written Assessments”:

2024 F 2RV RERTVS
FHEREASR

Territory-wide System Assessments 2024

Assessment Summary

nn

ST ey |
CEr ey

SR woorcas |

3.
Mece cf Aazmamer

SETERARISE (LES Ol and Ovmscs Awa-dal A

SERGL (SES Ol Ausurwes fReconcuy Schoshy

e E—

4 FI5HE
Assassrvar Subjecs
REXTIRARE "V 18 TESSH—R
Slease put VT In ¥ appeogeate box

TEREX - IRSFS Uhrew Laxgcece - Ord Aamurent
BEEX - IRSSE tngnt Larspuege - Orel fcseament
SEREZ - DR Chrew Language - leechng
SRS - BE e Levpuage - Latereng
SRE - B v Larguage - Wik

SRR - ERET, Unrew Lajoece - CW
BREZ - @R tnghh Lag-ece - el rg

BEE - B thghh Lageace - Livnrg

ERE: - 57 inghh Lag.age - Wity

B Matterneo

5. WSS
Assesarners S Time of Flirst Sesslon
WRL=+ThseMe ), - 200500
(Please arner In 24-howr dodk fomvas, ¢.g 0FCC)

®\SHEE

S WS ERERE
Assasarnarn Snd Thve of First Sesshan
=T/, - 20500
(Piease enner in 24-houy dock onvay, ¢.g CoCC)

®/\SNE

© 2024 FHEEH M BRERTE

=
Bgpagaar Sur Tire of Second Sesalon
GRLI =, a e A, - 0000
(Pl aFREr IR Z4-Feolr dede forvay &9 05000

e AEnEE

= o]
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e AEnEE
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e AEnEE

- SRR
Bggassrrtn Ered Tieve of Thilrd Secshon
R =TT, - 2ot
(Plia s arver in 24-kour dode tarnay, 6. 0500)

e AEnEE
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#HA T AMENGASR BErREBEESERNETEHAES B TIFRHEFE
The back page of the hyperlink information for the electronic version of the “Assessment Summary for
Written Assessments” is a task checklist for invigilator:

T.#g Task Checklist
L] 1. & TEEEETHE ) KEKKEEE BN IREAYBE R K SF & 5 6

Check to ensure that the received Invigilator’s Working File and barcode labels are those of the class and assessment
session that they are assigned to

(] 2. CUWIEElEEREEGEE - Lt - 2 fEfEEMi TEHNKRERE
BiER/ NHEEERER L EBEREK (REMAREER)
Receive the correct packets of question booklets and answer booklets, 1 to 2 CDs/VVCDs/audio files and/or Chinese

Audio-Visual (CAV) video files downloaded from the designated website and 1 pack of rough work sheets (for
Mathematics only)

3. BWEIEEN 1 EEGEE K 1{EF k&Y EE
Receive 1 Envelope for Answer Scripts and 1 Envelope for Surplus Assessment Materials for each assessment

4. HEEEAECIIEIHAE AR

Ensure the students are sitting in sequential order according to their class numbers

5. {EERWRE EE2ERE T I
Write the school code and class name on the blackboard

6. THAEBEREEAHG HFE RESEE  LAEERHAEHAE
R SE Y 7 46 4R 5% e O AT
Unseal the packets of the question booklets and answer booklets and distribute the booklets to the students in order.
Ask students to check if the codes on the question booklet and answer booklet are the same

K1 2R DL 9R IR 45 RS R 15 - 055 52 AR A DL Il R B 9k 2 A IR
Distribute the barcode labels according to the students’ class number and ask them to check if the class name and the
class number on the barcode label are correct

[] 8 HFHELAECEZEHEHEHEMNEWNLERGHENESZE/RHIE - JE5 K IE5E
Ask the students to stick on the barcode labels and write down the school code, class name and class number in the
appropriate spaces on the answer booklet

9. FA 46 #E 17 5F i Start the assessment

10. HE "HENERSE R BTN 24 NFELERE REELNVERH
Complete the electronic version of “Assessment Summary for Written Assessments”, “Students’ Attendance Record”
and information on the envelopes

L] 11, FRAS &SR DL 9t /D 2 KU BB & KR 6 7Y 3 IS (R 65
At the end of assessment, collect the answer scripts and remaining barcode labels according to the sequential order of
the class numbers

L] 12, HEZEZESCHEZE@ LA E R - E KRS
Check to see if the labels are properly affixed and that students have accurately filled in the information on the booklet
covers

(] 13, ®EMRULEIRYZ G S8 8ORD H S 22 48 N 8O 77
Check the number of answer scripts collected against the number of students present
O 14, KESBRESGHE  FERTAS YR BUER &R TSR H &

Put the answer scripts into Envelope for Answer Scripts, and surplus materials into Envelope for Surplus Assessment
Materials

[] 15. WA A3 ARE L FELZEGHEHENEEMEME "V, » DLZZE#EH
If any A3 enlarged answer scripts are collected, please put a tick ‘v"* in the appropriate place on the Envelope for
Answer Scripts for easy reference

L] 16. sHETHENEEES  EREZINEEGHENRN » WO FEK RS
Return the answer scripts of those students taking the assessment separately to their respective classes, affix barcode
labels and put them into Envelope for Answer Scripts

L] 17, ZEMEHETHETHEEER

Return all envelopes to the Assessment Administration Supervisor for double checking

O g O o

]

1]

02024 FHEEH AL BHERA 8
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Notes for Invigilators on Completion of “Students’ Attendance Record”

COHE TRENFEHER, (K2H) LEAMBEN

Complete all required information on the “Students’ Attendance Record” (2 pages in total)

o BTG EFE R A LN A ALk FERC SR T B A A " B A R
éaﬁ%EJ
The attendance of students assessed separately or requiring special arrangements should be
recorded on the “Students’ Attendance Record” of their respective classes

o HfE TEANFLOHEE ) LERELEER (2L MEEEELTEDD)

Make minor amendments to student data (such as adding, deleting or amending names) on the
“Students’ Attendance Record”

c BTRE M (BEERERERESEFMA BEREERE) BANEE R
Blacken the circles of “Absent” (including absentees and students exempted from the assessment,
but NOT drop-out students)

¢« WESARE AFE T BANFOHRE ) B DURGRE HE R R

If there are drop-out students, cross out their information on the “Students’ Attendance Record”

o U7HER TEAERFELHE ) RIS OFER  BEMETHR EE
Do not amend the class number on the “Students’ Attendance Record”. Please inform the
Assessment Administration Supervisor if amendment is required

e TEGHREB O WNBHER "ERLASIMABMA), + "TEHEANBB), - TRE
ANE(C), — THvE N#(D)

The number of “Scripts Collected” should be “students enrolled (A)” + “new students (B)” —
“drop-outs (C)” — “absentees (D)”

¢ TEBEEHFEHE LN TESHEELHAER T EEHE, LN EEEY,

% H HEE
The total number of “Scripts Collected” on the “Students’ Attendance Record” should be the
same as the total number of “Scripts Collected” on the “Envelope for Answer Scripts”

¢ WAHEBLEEHAZR —ATEE BEEAER TESEBLE  BEZE=F
it A
If there are students using more than one answer booklet, invigilators should only count answer
booklets used by any one student as ONE answer booklet when completing the total number of
“Scripts Collected ” on the “Envelope for Answer Scripts”

02024 FHEEH AL BHERA 9



DI eEEZy "2AMFEaLsE, (F—H) @fl:

Below is a sample of a completed “Students’ Attendance Record” (Page 1):

2O BEAYR D) LT

Territory-wide System Assessment 20l (Secondary Schools)

TR

*§9993WICAVT*
B4 IR EsR
Students' Attendance Record
BREE WLABK B o555
Name of School: _ABC School School Code:
FIEH PEESCRIERR &Rl 3 IR 3w
Subject: _Chinese Language - Audio-visual Level: Class:
° WERESARERES TSR RELTETN (5%, HRgE .
Please blacken the “Absent” circle(s) next to the student(s) without submitting answer scripts. K
° TR BN BRI FIR R A -
Please add the new student name(s) to the end of the list and cross out the drop-out student(s).
HES: YA | P I g
Class No. English Name / Chinese Name Special An'angement(s)* Abscnt#
1 Student 1/ 24 1 o @)
2 Student 2/ B4 2 = )
3 Student 3/ B4 3 a5 O
4 Student 4 / B4 4 _ ®
5 Student5/ B4 5 o )
6 Student 6/ 24 6 _ 9
7 Student 7/ &i 7 wS6 O
8 Student 8/ B4 8 = @)
9 Student 9/ B4 9 w @)
10 Student 10 / 24 10 - O
11 Student 11/ 24 11 = O
12 Student 12/ 24 12 a e}
13 Student 13/ 224 13 = O
14 Student 14/ 24 14 i O
15 Student 15/ 24 15 — e)
16 Student 16/ 224 16 - O
17 Student 17/ 24 17 - O
18 Student 18 / 24 18 i @)
19 Student 19/ 24 19 - O
20 Student 20 / B4 20 . O
21 Student 21/ 24 21 s O
22 Student 22 / B4 22 - )
23 Student 23 / B4 23 - O
24 Student 24 / 24 24 - O
25 Student 25/ B4 25 - O
* Exempt Chinese EEFA TP EEERISR]  Exempt all Chinese Language papers e
WS1 JEEESEM 4 Non-Chinese speaking students HERE
WS2 24 Newly-arrived children P.T.O.
Ws3 2T {ESTE  Exempt from the whole assessment
WS4 A SIS R P EREE RIS RET{E  Exempt from the Listening and Chinese Audio-visual Assessments
A (B FHRCASEEES  Using A3 QA booklets
WS7 SYBHHETEME  ERFHUEIEHE « LTRGBS R R/SUE BN E B S Taking assessments separately, time extension, supervised break,

and/or auxiliary equipment
P.1/2

02024 FHEH K EHL RRERTH 10



LT BEZN " 2AMFEL#HE

Below is a sample of a completed “Students’ Attendance Record” (Page 2):

o MBESHERES  HEEEBERTERY Ty ) EEEE Y

Please blacken the “Absent” circle(s) next to the student(s) without submitting answer scripts. 5

©  HERERI AR

SRR .

Eaiisi st

(FZH) #H -

Please add the new student name(s) to the end of the list and cross out the drop-out student(s).

id HA | P e g
Class No. English Name / Chinese Name Special Arrangcmcnt(s)* Absent”
26 Student 26 / B4 26 - )
27 Student 27/ 224 27 — )
28 Student 28 / Zt&: 28 - O
29 Student 29 / B4 29 = o)
30 Student 30/ B4 30 — O
31 Student 31/ B4 31 s o)
32 Student 32/ B4 32 WS1, WS4 (5]
33 Student 33 / B4 33 s e
34 Student 34 / 224 34 — O
35 Stadent35+-8435  Dyop - pei| - 0O
36 Student 36 / B4 36 | _ ®
37 Student 37/ B34 37 - e
38 Student 38 / 224 38 _ £ o)
¥ | Sfwlunt 39 /8P4 29 0
40 o)
41 O
42 o)
43 O
44 o)
45 o)
46 e)
47 o)
48 e)
49 o)
50 o)

B A EHASIMAY Enrolled : (A) 38

Name of Invigilator:

BEREE

Signature of Invigilator:

# Exempt Chinese
WS1
WS2
WS3
WS4
WSs6
WwS7

© 2024 FHEEH M BRERTE

CHAN TAI HAN

(31 FAIEASHET In block letters)

-

i Al New
EEAB Drop-out

% A Absent

: (B)

BEEE
Scripts Collected:
(A+B-C-D)

Efe P P ERESCRISA] Exempt all Chinese Language papers
JEFEEEEE 4 Non-Chinese speaking students
HARHEEEAE Newly-amrived children

R S YE(EEEL  Exempt from the whole assessment

a2 PSR R P BRI R IETAAEYAE  Exempt from the Listening and Chinese Audio-visual Assessments
{EFASEEM Using A3 QA booklets
SYBHMEITEE © MERSHEIFR - AT A0 /RSB R/ (i FRRBhERE R %38 Taking assessments separately, time extension, supervised break,

and/or auxiliary equipment

11

Q)] —
D) | —

-

W

P.212



Kt$% Appendix 1A

2024 FE2EMLRGRHME (F£)
EZRAN
(B EE SR SR )

FAL AT EFIFTUE LT ERIIN G TR o

— ~ {@ LG

1. BECE# LG 24 H# - RERGIEEMFENE 0 REER X EEE
I 55 £ P 5 R A S R -

2. BAARE AN ERERMEAEEEENEETHENNTE -

=~ SRRk

1. PRGSO AR R (L 53 3 MREAh o B ETT - BEMBISE S o hH 3R E -
IEEAEHE A LR G - RIERHEA 25R0E6 > &G MIFERIRFER T

S

#F4d H HA 2024 £ 6 H 19 H

A 7 g E—H 0 B=fh

S AL # g B=1E Bl 58 REE> HS g *

TEEHER 75 73§ 30 7§ 915 4y 4y 20 srgE
i 1 4Rk 9CW1 9CR1 9CL1
B 2| 9CW2 9CR2 ICAV 9CL2
B 3455 9CW3 9CR3

. B ABRAT A
& 1T HS R

2. BFEEEEE - REHUEE L EEEE AN =R BER X - L
FIRE P F k&R 9CRL > B U5RE 9CR2 > B =5R/E 9CR3 > AR EHKE
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bff$% Appendix 1B

Territory-wide System Assessment 2024 (Secondary Schools)
Guidance Notes for Invigilators
(Written Assessment - English Language)

Reminder: Teachers must NOT invigilate any students from their own subject
classes.

A. ARRANGEMENTS FOR ONSCREEN MARKING

1. To meet the requirements of onscreen marking, the Question booklet and Answer booklet of
each component (Writing, Reading and Listening) will be provided.

2. Students are required to stick the barcode label(s) in the appropriate spaces.

B. ASSESSMENT PAPERS

1. The English Language Written Assessment is made up of three components:

a. Writing
b. Reading
c. Listening
Date 20 June 2024
Sessions 1%t session 2" session 3" session
Writing Reading Listening
Duration 40 minutes 35 minutes approx. 25 - 35 minutes
Sub-paper 1 9EW1 9ER1 9EL1
Sub-paper 2 9EW?2 9ER?2 9EL2
Sub-paper 3 9EW3 9ER3 9EL3

2. Listening: Students of the same class will do the same Listening sub-paper. 1 to 2 identical
CDs are provided for each class. One is a spare CD. Check to make sure the paper code (i.e.
9EL1, 9EL2 or 9EL3) of the CDs/audio files downloaded from the designated website
and the paper code of the Listening sub-paper are the same, including the paper code of
those student(s) using the A3 enlarged question and answer booklets in the class.

3. Reading and Writing: In each packet of Question booklets the three sub-papers are arranged
in sequential order, i.e. 9ER1/9EWL1 is first, followed by 9ER2/9EW?2, and then 9ER3/9EWS.
Distribute the Answer booklets to the students first. Please remember to distribute the
sub-papers equally among the students by sequential order.

4. 1tis not necessary to distribute Question booklets, Answer booklets and barcode labels to the
desks of absentees. Latecomers can be given the remaining Question and Answer booklets in
sequential order as mentioned in item 3.

5. Do NOT explain or interpret the content of the questions in the assessment papers to the
students. If any student claims that there is an error in the question, inform the student that
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you will report this as an irregularity to the Hong Kong Examinations and Assessment
Authority (HKEAA). Nothing can be done while the assessment is in progress and the
student should be encouraged to complete the assessment.

C. BEFORE THE ASSESSMENT

1. Please report for duty to the Assessment Administration Supervisor (AAS) at least 20
minutes before the assessment commencement time with the Guidance Notes for
Invigilators of related subiject.

2. The Assessment Administration Supervisor, with the help of the Assessment Administration
Assistant (AAA), will distribute assessment materials to each invigilator as follows:

English Language
(Writing)

e [nvigilator’s Working File (English Language - Writing) which
contains:

- Hyperlink information for the electronic version of Assessment
Summary for Written Assessments

- 1 copy of Task Checklist for Invigilator (the back page of the
hyperlink information for the electronic version of Assessment
Summary for Written Assessments)

- 1 copy of Students’ Attendance Record

e 1 pack of barcode labels

e 1to 2 SEALED packet(s) of Question booklets
e 1to 2 SEALED packet(s) of Answer booklets
e 1 Envelope for Answer Scripts

e 1 Envelope for Surplus Assessment Materials

English Language
(Reading and
Listening)

e [nvigilator’s Working File (English Language - Reading and

Listening) which contains:

- Hyperlink information for the electronic version of
Assessment Summary for Written Assessments (for both
Reading and Listening)

- 1 copy of Task Checklist for Invigilator (the back page of
hyperlink information for the electronic version of the
Assessment Summary for Written Assessments)

- 2 copies of Students’ Attendance Record (1 for Reading and 1
for Listening)

e 1 pack of barcode labels (for both Reading and Listening)

Reading

e 1to 2 SEALED packet(s) of Question booklets
e 1to 2 SEALED packet(s) of Answer booklets
e 1 Envelope for Answer Scripts

e 1 Envelope for Surplus Assessment Materials
Listening

e 1to2CDs in SEALED packets / audio files downloaded from the
designated website

e 1to2 SEALED packet(s) of Question booklets
e 1to2 SEALED packet(s) of Answer booklets
e 1 Envelope for Answer Scripts

e 1 Envelope for Surplus Assessment Materials
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Please check to confirm if the Invigilator’s Working File and all items listed in the table
above have been received for the class and assessment session to which you have been
assigned.

Please ensure students are seated according to their class number to make distribution of
barcode labels quicker. The desks of absent or late students must be kept vacant.

Any amendments to student data (such as adding, deleting or changing names) must be made
before the commencement of the assessment session by directly adding and crossing out
information on the Students’ Attendance Record for taking attendance. Ensure that the
information on the barcode labels corresponds with the most up-to-date version of the
Students’ Attendance Record.

Please check to see if there are students requiring special arrangements in the class. This
information is given on the Students’ Attendance Record. Students exempted from the
assessment should be treated as absentees and the number of exempted students should
be recorded on the Students’ Attendance Record. Students who have to sit the assessment
separately from their classmates should be recorded as “present”.

Unseal the CDs packets and Question and Answer booklets in the presence of the
students taking the assessment.

D. CONDUCT OF ASSESSMENT

\Writing Assessment]

1.

Invigilators should have the following materials ready before the conduct of the test:
(i) Question booklets, (ii) Answer booklets, and (iii) barcode labels.

Invigilators should be vigilant at all times during the assessment to prevent cheating and
collusion among students.

Ensure all students are sitting according to their class number. The desks of absent or late
students must be left vacant.

Check attendance by using the Students’ Attendance Record for the Writing Assessment. For
additional information, please refer to items 5 and 6 in Section C, Before the Assessment, of
this document.

Write down the school code and class on the blackboard. The school code and class should
be identical to the school code and class printed on the Students’ Attendance Record.

Remind students to switch off all communication devices such as mobile phones, and any
other handsfree devices.

Make the following announcement:

If you have a mobile phone/handsfree device with you, it must be turned off (including the
alarm function) and put under your chair in a position clearly visible to the invigilators. You
are not allowed to use any communication devices, take photographs, audio record or video
record inside the assessment room/hall.

Make the following announcement:

You will need a blue ball pen or black ball pen for this test.
Please remain silent while the barcode labels are handed out. Please leave the barcode
labels on your desk until further instructions are given.
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7. Distribute the barcode labels according to the students’ class number.

8. Unseal the packets of Question booklets and Answer booklets. Then distribute the Answer
booklets, and then the Question booklets to the students. The cover pages of the
Question booklets and the Answer booklets should face up. Leave absentees or latecomers’
desks vacant. Please announce:

I’m now going to distribute the Question booklets and Answer booklets.

There are 3 different sub-papers for the English Writing Assessment. You will only do one
of them.

Do not open the Question booklets and Answer booklets and do not start writing until you
are told to do so.

9. After distribution of the Question booklets and Answer booklets please announce:

The sub-paper code is printed on the cover pages of the Question booklets and the Answer
booklets. Please check if the codes on the booklets are the same.

Open your Question booklet. The booklet should have pages and the words
“END OF PAPER” should appear after the last question. If there are any missing pages,
please raise your hand. (short pause)

Each page of the booklet should have a footer (i.e. 2024-TSA-ENG-sub-paper code
(Q)-page number, e.g. 2024-TSA-ENG-9EW1(Q)-1). The sub-paper code of the Question
booklet should be the same as the footers in the booklet. Please check the footers carefully
now. If there are any incorrectly labelled pages, please raise your hand. (short pause)

Close your Question booklet with the cover page facing up.

Open your Answer booklet. The booklet should have pages and the words “END OF
PAPER” should appear after the last question. If there are any missing pages, please raise
your hand. (short pause)

Each page of the booklet should have a footer (i.e. 2024-TSA-ENG-sub-paper code
(A)-page number, e.g. 2024-TSA-ENG-9EW1(A)-1). The sub-paper code of the Answer
booklet should be the same as the footers in the booklet. Please check the footers carefully
now. If there are any incorrectly labelled pages, please raise your hand. (short pause)

Close your Answer booklet with the cover page facing up.

Make the following announcement:

Now please write down your school code, class and class number on the cover of the
Answer booklet. (use Answer booklet to demonstrate procedure to students) Your school
codeis __ (pause) __ and your class is . (repeat) (point to the school code and class
on the blackboard)

Do not write your name on the booklet cover. (short pause)
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10.

11.

12.

13.

14.

15.

The school code and class filled in by the students on the Answer booklets should be
identical to the school code and class printed on the Students’ Attendance Record. The
class number must also be filled in on the Answer booklet cover.

Barcode labels: Check that the information on the labels matches that of the students’ class
number.

Make the following announcement:

Please check if the class and the class number on the barcode labels are correct.

The first three numbers on the barcode label should be XXX (the school code), followed by
XX (the class) and then your class number (pause) (point to the school code and class on
the blackboard)

If there are any problems, raise your hand. (short pause)

Now, stick the barcode label in the box at the top right of the cover page of the Answer
booklet. (short pause) (hold up the Answer booklet and point to where students should stick
the barcode label)

a. Students need to stick the barcode label(s) ONLY on their original Answer booklets
even if they use more than one Answer booklet.

b. If a student uses more than one Answer booklet, count ‘one’ only for this student
when filling in the Envelope for Answer Scripts and Students’ Attendance Record.

When you are ready to start, make the following announcement:

You have 40 minutes for the Writing Assessment. Answer the question and write your
composition in the Answer booklet. Do not write in the margins on both sides of each page.
According to my watch/the clock in the classroom, it is now :

You may start now.

On the blackboard write the actual assessment start and end times. Use the clock in the
classroom if available instead of your own watch. Ensure that the students are allowed the
full assessment time.

Five minutes before the end of the Writing Assessment, make the following announcement:

You have 5 minutes left.

At the end of the assessment, make the following announcement:

Time is up. Stop writing and put your pen or pencil down. Close your Question and
Answer booklets. I'm going to collect the Question booklets, Answer booklets and barcode
labels. Remain silent.

First, collect the Answer booklets. While collecting the Answer booklets, check that
students have accurately filled in the information on the booklet covers (school code,
class, class number) and affixed the barcode labels properly. If not, they must do so under
the supervision of the invigilator. Next, collect the Question booklets. Finally, collect any
remaining barcode labels.
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16.

17.

18.

Arrange the Question and Answer booklets according to class number, in ascending order.
You should check that the number of Question and Answer booklets collected matches
the number of students present.

Please do not put blank Question and Answer booklets of absentees and exempted
students into the Envelopes for Answer Scripts. Such booklets will be mistakenly counted
as work scripts of students who did not complete the assessment.

Used and unused Question booklets and Answer booklets should be bundled separately with
a rubber band.

IReading Assessment]

1.

Invigilators should have the following materials ready before the conduct of the test:
(1) Question booklets, (i) Answer booklets, and (iii) barcode labels.

Invigilators should be vigilant at all times during the assessment to prevent cheating and
collusion among students.

Ensure all students are sitting according to their class number. The desks of absent or late
students must be left vacant.

Check attendance by using the Students’ Attendance Record for the Reading Assessment. For
additional information, please refer to items 5 and 6 under Section C Before the Assessment,
of this document.

Write down the school code and the class on the blackboard. The school code and class
should be identical to the school code and class printed on the Students’ Attendance
Record.

Make the following announcement:

You will need an HB pencil and a rubber for this test.

Distribute the barcode labels according to the students’ class number.

Please announce:

I’'m now going to distribute the Question booklets and Answer booklets.

There are 3 different sub-papers for the English Reading Assessment. You will only do one
of them.

Do not open the Question booklets and Answer booklets and do not start writing until you
are told to do so.

Unseal the packets of Question booklets and Answer booklets. Then distribute the Answer
booklets, and then the Question booklets to the students. The cover pages of the
Question booklets and the Answer booklets should face up. Leave absentees or latecomers’
desks vacant. Please announce:

The sub-paper code is printed on the cover pages of the Question booklets and the Answer
booklets. Please check if the codes on the booklets are the same.

Open your Question booklet. The booklet should have pages and the words
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“END OF PAPER” should appear after the last question. If there are any missing pages,
please raise your hand. (short pause)

Each page of the booklet should have a footer (i.e. 2024-TSA-ENG-sub-paper code
(Q)-page number, e.g. 2024-TSA-ENG-9ER1(Q)-1). The sub-paper code of the Question
booklet should be the same as the footers in the booklet. Please check the footers carefully
now. If there are any incorrectly labelled pages, please raise your hand. (short pause)

Close your Question booklet with the cover page facing up.

Open your Answer booklet. The booklet should have pages and the words “END OF
PAPER?” should appear after the last question. If there are any missing pages, please raise
your hand. (short pause)

Each page of the booklet should have a footer (i.e. 2024-TSA-ENG-sub-paper code
(A)-page number, e.g. 2024-TSA-ENG-9ER1(A)-1). The sub-paper code of the Answer
booklet should be the same as the footers in the booklet. Please check the footers carefully
now. If there are any incorrectly labelled pages, please raise your hand. (short pause)

Close your Answer booklet with the cover page facing up.

Make the following announcement:

Now please write down your school code, class and class number on the cover of the
Answer booklet. (use Answer booklet to demonstrate procedure to students) Your school
codeis ___ (pause) __ and your classis . (repeat) (point to the school code and class
on the blackboard)

Do not write your name on the booklet cover. (short pause)

The school code and class filled in by the students on the Answer booklets should be
identical to the school code and class printed on the Students’ Attendance Record. The
class number must also be filled in on the Answer booklet cover.

9. Barcode labels: Check that the information on the labels matches that of the students’ class
number.

Make the following announcement:

Please check if the class and the class number on the barcode labels are correct.

The first three numbers on the barcode label should be XXX (the school code), followed by
XX (the class) and then your class number (pause) (point to the school code and class on
the blackboard)

If there are any problems, raise your hand. (short pause)

Now, stick the barcode label in the box at the top right of the cover page of the Answer
booklet. (short pause) (hold up the Answer booklet and point to where students should stick
the barcode label)

a. Students need to stick the barcode label(s) ONLY on their original Answer booklets
even if they use more than one Answer booklet.

b. If a student uses more than one Answer booklet, count ‘one’ only for this student
when filling in their Envelope for Answer Scripts and Students Attendance Record.
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10. When you are ready to start, make the following announcement:

11.

12.

13.

14.

15.

16.

17.

You have 35 minutes for the Reading Assessment. Answer all questions according to
instructions provided on the cover page of the Answer booklet. (point to instructions on the
cover page) Do not write in the margins on both sides of each page. For multiple-choice
questions, blacken the whole circle of the correct answer with an HB pencil. (short pause)

According to my watch/the clock in the classroom, it is now :
You may start now.

On the blackboard write the actual assessment start and end times. Use the clock in the
classroom, if available, instead of your watch. Ensure that the students are allowed the full
assessment time.

Five minutes before the end of the Reading Assessment, make the following announcement:

You have 5 minutes left.

At the end of the assessment, make the following announcement:

Time is up. Stop writing and put your pencils down. Close your Question and Answer
booklets. I'm going to collect the Question booklets and Answer booklets. Remain silent.

First, collect the Answer booklets. While collecting the Answer booklets, check that
students have accurately filled in the information on the booklet covers (school code,
class, class number) and affixed the barcode labels properly. If not, they must do so under
the supervision of the invigilator. Next, collect the Question booklets.

Arrange the Question and Answer booklets according to class number, in ascending order.
You should check that the number of Question and Answer booklets collected matches
the number of students present.

Please do not put blank Question and Answer booklets of absentees and exempted
students into the Envelopes for Answer Scripts. Such booklets will mistakenly be counted
as worked Question and Answer booklets of students who did not complete the assessment.

Used and unused Question booklets and Answer booklets should be bundled separately with
a rubber band.

Listening Assessment]

1.

Invigilators should have the following materials ready before the conduct of the test:
(i) Question booklets, (ii) Answer booklets, and (iii) CDs/audio files downloaded from the
designated website.

Confirm that the power saving function of the computer screen is off if a computer is to be
used for playing the CD/audio files downloaded from the designated website.

Invigilator should be vigilant at all times during the assessment to prevent cheating and
collusion among students.

Ensure all students are sitting according to their class number. The desk of absent or late
students must be left vacant.
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5. Check attendance by using the Students’ Attendance Record for the Listening Assessment.
For additional information, please refer to items 5 and 6 in Section C, Before the Assessment,
of this document.

6. Write down the school code and the class on the blackboard. The school code and class should be
identical to the school code and class printed on the Students’ Attendance Record.

Make the following announcement:

You will need an HB pencil and a rubber for this test.

7. Unseal the packets of Question booklets and Answer booklets. (There are 3 different
sub-papers for the English Listening Assessment. Students of the same class will do the same
Listening sub-paper.) Then distribute the Answer booklets, and then the Question
booklets to the students. The cover pages of the Question booklets and the Answer
booklets should face up. Leave absentees or latecomers’ desks vacant.

Please announce:

I’'m now going to distribute the Question booklets and Answer booklets.

Do not open the Question booklets and Answer booklets and do not start writing until you
are told to do so.

Please announce:

The sub-paper code is printed on the cover pages of the Question booklets and the Answer
booklets. Please check if the codes on the booklets are the same.

Open your Question booklet. The booklet should have pages and the words
“END OF PAPER” should appear after the last question. If there are any missing pages,
please raise your hand. (short pause)

Each page of the booklet should have a footer (i.e. 2024-TSA-ENG-sub-paper code
(Q)-page number, e.g. 2024-TSA-ENG-9EL1(Q)-1). The sub-paper code of the Question
booklet should be the same as the footers in the booklet. Please check the footers carefully
now. If there are any incorrectly labelled pages, please raise your hand. (short pause)

Close your Question booklet with the cover page facing up.

Open your Answer booklet. The booklet should have pages and the words “END OF
PAPER” should appear after the last question. If there are any missing pages, please raise
your hand. (short pause)

Each page of the booklet should have a footer (i.e. 2024-TSA-ENG-sub-paper code
(A)-page number, e.g. 2024-TSA-ENG-9EL1(A)-1). The sub-paper code of the Answer
booklet should be the same as the footers in the booklet. Please check the footers carefully
now. If there are any incorrectly labelled pages, please raise your hand. (short pause)

Close your Answer booklet with the cover page facing up.
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8. Check that students have affixed their barcode label(s) according to the instructions.

Make the following announcement:

Use the remaining barcode labels to stick the label in the box at the top right of the cover
page of the Answer booklet. (short pause) (hold up the Answer booklet and point to where
students should stick the barcode label)

Now please write down your school code, class and class number on the cover of the
Answer booklet. (use Answer booklet to demonstrate procedure to students) Your school
codeis __ (pause) __ and your classis . (repeat) (point to the school code and class
on the blackboard)

Do not write your name on the booklet cover. (short pause)

The school code and class filled in by the students on the Answer booklets should be
identical to the school code and class printed on the Students’ Attendance Record. The
class number must also be filled in on the Answer booklet cover.

9. Ask students to check the sub-paper code of the Question and Answer booklets are the same
as the paper code (i.e. 9EL1, 9EL2 or 9EL3) of the CDs/audio files downloaded from the
designated website.

Make the following announcement:

The sub-paper code of Listening Question and Answer booklets is . (e.g. 9EL1) (Repeat
the sub-paper code)

Raise your hand if they are different.

You have about 25 - 35 minutes for the Listening Assessment. Answer all questions
according to instructions provided on the cover page of the Answer booklet. (point to
instructions on the cover page) Do not write in the margins on both sides of each page. For
multiple-choice questions, blacken the whole circle of the correct answer with an HB
pencil. (short pause)

I’'m going to play the CD/audio files. Listen carefully and follow the instructions given.
Answer all questions.

According to my watch/the clock in the classroom, itisnow __ : . You may start now.

10. On the blackboard write the actual assessment start and end times. Use the clock in the
classroom, if available, instead of your own watch. Ensure that the students are allowed the
full assessment time.

11. You should adjust the volume of the CD player* to a suitable level when you hear the
introduction to the assessment.

“You are now listening to the Listening component of the Territory-wide System
Assessment. Please adjust the volume of your CD player* (with background music).”

*Schools using computer are also required to adjust the volume.

12. At the end of the assessment, make the following announcement:

Time is up. Stop writing and put your pencils down. Close your Question and Answer
booklets. I'm going to collect the Question booklets, Answer booklets and barcode labels.
Remain silent.
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13.

14.

15.

16.
17.

First, collect the Answer booklets. While collecting the Answer booklets, check that
students have accurately filled in the information on the booklet covers (school code,
class, class number) and affixed the barcode labels properly. If not, they must do so under
the supervision of the invigilator. Next, collect the Question booklets. Finally, collect any
remaining barcode labels.

Arrange the Question and Answer booklets according to class number, in ascending order.
You should check that the number of Question and Answer booklets collected matches
the number of students present.

Please do not put blank Question and Answer booklets of absentees and exempted
students into the Envelopes for Answer Scripts. Such booklets will mistakenly be counted
as worked Question and Answer booklets of students who did not complete the assessment.

Please remember to put the CDs back into the CD covers.

Used and unused Question booklets and Answer booklets should be bundled separately with
a rubber band.

E. END OF ASSESSMENT

1.

No matter whether there is any irregularity or not, the invigilator should ensure that the
electronic version of Assessment Summary for Written Assessments has been completed and
submitted online to the HKEAA.

Electronic version of “Assessment Summary for Written Assessments”:
https://forms.office.com/r/bMCRhzPXPM?origin=IprLink

Before dismissing the students, the invigilator should double check to ensure barcode
labels have been properly affixed on the Answer booklets and the correct number of
Answer booklets has been collected.

Put the worked Answer booklets into the respective Envelopes for Answer Scripts: one for the
Listening scripts, one for the Reading scripts and one for the Writing scripts.

When filling in the required information on the Envelopes for Answer Scripts, the invigilator
should include information about the students requiring special arrangements,
especially those who have to sit assessments separately. The number of new, drop-out and
exempted students should be recorded on the Students’ Attendance Record. The invigilator
should sign at the bottom of the envelopes after checking that all information has been
accurately entered.

If any A3 enlarged answer scripts are collected, please put a tick ‘v in the appropriate
place on the Envelope for Answer Scripts for easy reference.

All other assessment materials, such as the Invigilator’s Working File, Students’ Attendance
Record, CDs, used and unused Question booklets, unused Answer booklets and any
remaining barcode labels are to be put into their respective Envelopes for Surplus Assessment
Materials: one for the Listening surplus materials, one for the Reading surplus materials and
one for the Writing surplus materials.

Return all assessment materials to the Assessment Administration Supervisor.

All envelopes should be left open, as the content must be checked by the Assessment
Administration Supervisor and AAA.
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F. IRREGULARITIES

1. If there is any irregularity which took place in the classroom or school hall, the Invigilator
should report all detailed information (e.g. class name, class number, type of incident,
affected paper code, and incident duration) by means of the electronic version of Assessment
Summary for Written Assessments which is to be sent to the HKEAA immediately afterwards.

Electronic version of “Assessment Summary for Written Assessments”:
https://forms.office.com/r/bMCRhzPXPM?origin=IprLink

2. Question and Answer Booklets with Missing Pages

Replace the Question or Answer booklets with missing pages with the surplus Question or
Answer booklets given. Use the same sub-papers if possible. This irregularity should be
recorded on the electronic version of Assessment Summary for Written Assessments.

3. Shortage of Question and Answer Booklets

If there is an insufficient number of Question and Answer booklets for the class, the
invigilator should stop the students from turning over the Question and Answer booklets and
ask the AAA to seek the help of the Assessment Administration Supervisor. Ensure that all
students in the class start the assessment at the same time. This irregularity should be
recorded on the electronic version of Assessment Summary for Written Assessments.

English Language (Listening):
The Assessment Administration Supervisor will immediately call the HKEAA for assistance.

English Language (Reading and Writing):

The Assessment Administration Supervisor will arrange to use the surplus Question and
Answer booklets from other classes. If there is an insufficient number of Question and
Answer booklets for the school, the Assessment Administration Supervisor will immediately
call the HKEAA for assistance.

4. Barcode Labels with Incorrect Information

If barcode labels contain incorrect information, the invigilator should stop the students from
turning over the Question and Answer Booklets, and ask the AAA to seek the help of the
Assessment Administration Supervisor. Ensure that all students in the class start the
assessment at the same time. This irregularity should be recorded on the electronic version of
Assessment Summary for Written Assessments.

5. Shortage of Barcode Labels/Students without Barcode Labels

If students have an insufficient number of barcode labels or are without barcode labels, they
are required to write their school code, class name and class number on the cover page of the
Answer booklet. The HKEAA will process their answer scripts separately.

6. Defective CDs or Different Content of CDs

If the given CD and even the spare CD are defective or problematic content wise,
immediately call the HKEAA via the Assessment Administration Supervisor or AAA for
assistance. Mark “Defective CD” or “CD with Wrong Content” on the CD envelope and
record this irregularity on the electronic version of Assessment Summary for Written
Assessments.
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10.

11.

12.

13.

14.

Use of Toilet

A student may go to the toilet if needed. However, he/she must not take any assessment
materials away. NO extra time will be given to compensate for the time lost.

IlIness

A student may leave the classroom if needed. No assessment materials may be taken out of
the classroom. NO extra time will be given to compensate for the time lost. The school
head may exercise discretion as to whether to treat the student concerned as “present” or
“absent”. In both cases, the invigilator should record the incident on the electronic version
of Assessment Summary for Written Assessments.

Late Arrivals

Latecomers can be admitted to the classroom once the assessment has started, but NO extra
time will be given.

Students or Incidents Causing a Disruption, Commotion or Disturbance

Attempt to stop any student from disrupting other students during the assessment. Deal with
any incident that causes a commotion or disturbance appropriately. If the situation persists,
summon the AAA to seek the help of the Assessment Administration Supervisor. All relevant
details of the starting time, nature and duration of the disruption must be provided on the
electronic version of Assessment Summary for Written Assessments.

Unauthorized Materials

Unauthorized materials, such as books, notes or any communication device, should be taken
away immediately. Such materials should be given to the Assessment Administration
Supervisor after the assessment. Record this irregularity in detail on the electronic version of
Assessment Summary for Written Assessments.

Suspected Cheating

If a student is suspected of cheating, such as copying from the work of other students, he/she
should be immediately told to stop. The incident should be recorded in detail on the
electronic version of Assessment Summary for Written Assessments.

Emergencies

In case of an emergency, such as fire, power failure, etc., an invigilator should follow school
emergency procedures. If the assessment is to be suspended, the Assessment Administration
Supervisor should call the HKEAA to report the emergency. The incident should be recorded
in detail on the electronic version of Assessment Summary for Written Assessments.

Other Irreqularities

Any irregularities which have affected the administration of an assessment or may affect the
results should be reported by the invigilator and recorded in detail on the electronic version of
Assessment Summary for Written Assessments. If in doubt about whether an incident should
be reported, an invigilator should seek the help of the Assessment Administration Supervisor
through the AAA.

© 2024 Hong Kong Examinations and Assessment Authority
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G. INCLEMENT WEATHER ARRANGEMENTS

1. A public announcement from the Education Bureau regarding the closure of schools and
cancellation/postponement of the assessments due to inclement weather will be broadcast by
radio and television. If in doubt about whether the assessments will be cancelled or postponed,
invigilators should pay attention to public announcements prior to leaving for the school.

2. On the day of assessments, if secondary school classes are cancelled, the assessments
scheduled for that day will be postponed until 24 June 2024.
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Territory-wide System Assessment 2024 (Secondary Schools)
Guidance Notes for Invigilators
(Written Assessment - Mathematics)

Note: Teachers are NOT permitted to invigilate any students of their own subject
classes.

A. ARRANGEMENTS FOR ONSCREEN MARKING

1. To meet the requirements of onscreen marking, the Question booklet and Answer booklet will
be provided.

2. Students are required to stick the barcode label(s) in the appropriate spaces of the Answer
booklet.

B. ASSESSMENT PAPERS

1. There are four sub-papers altogether for the Mathematics Written Assessment. The time
allowed for each sub-paper is 65 minutes.

Date 20 June 2024
Duration 65 minutes
Assessment Language Chinese Version English Version
Sub-paper 1 9MC1 9ME1
Sub-paper 2 9MC2 9ME?2
Sub-paper 3 9MC3 9ME3
Sub-paper 4 9MC4 9ME4

2. The medium of assessment for Mathematics should match with the medium of instruction
(MOI) adopted in school.

3. The Chinese versions of the sub-papers are 9MC1, 9MC2, 9MC3 and 9IMC4; whereas the
English versions of the sub-papers are 9ME1, 9ME2, 9ME3 and 9ME4.

4. In each packet of Question booklets and Answer booklets, the four sub-papers are arranged
in sequential order, i.e. 9MC1/9MEL is first, followed by 9MC2/9ME2, 9MC3/9MES3,
9MC4/9ME4, and then 9MC1/9MEL1 again, followed by 9IMC2/9ME2 and so on. Distribute
the sub-papers evenly among the students by giving the Question booklet and Answer
booklet of the first sub-paper to the first student, the Question booklet and Answer booklet
of the second sub-paper to the second student and so on.

5. Itis not necessary to distribute Question booklets, Answer booklets and barcode labels to the
desks of absentees. Latecomers can be given the remaining Question booklets and Answer
booklets in sequential order as mentioned in item 4.

6. Distribute one rough work sheet to each student. Additional rough work sheets can be
issued to students upon request.

7. Do NOT explain or interpret the content of the questions in the assessment papers to the
students. If any student claims that there is an error in the question, inform the student that
you will report this as an irregularity to the HKEAA, but nothing can be done while the

© 2024 Hong Kong Examinations and Assessment Authority
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assessment is in progress. The student should be encouraged to carry on and try his/her best
to complete the assessment as it is.

C. BEFORE THE ASSESSMENT

1.

Please report for duty to the Assessment Administration Supervisor (AAS) at least 20
minutes before the assessment commencement time with the Guidance Notes for
Invigilators of related subject.

The Assessment Administration Supervisor, with the help of the Assessment Administration

Assistant (AAA), will distribute assessment materials to each invigilator as follows:

a. [Invigilator’s Working File (Mathematics) which contains:

- Hyperlink information for the electronic version of Assessment Summary for Written
Assessments

- 1 copy of Task Checklist for Invigilator (the back page of the hyperlink information
for the electronic version of Assessment Summary for Written Assessments)

- 1 copy of Students’ Attendance Record

1 to 2 SEALED packet(s) of Question booklets

1 to 2 SEALED packet(s) of Answer booklets

Rough work sheets

1 Envelope for Answer Scripts

1 Envelope for Surplus Assessment Materials

1 pack of Barcode labels

Q@ —+~o® o0 T

Check that the Invigilator’s Working File given is the one for the class and assessment
session assigned. Also check that all the items listed above are available.

Please ensure students are seated according to their class number to make distribution of
barcode labels quicker. Absentees or latecomers’ desks must be left vacant.

Any amendments to student data (such as adding, deleting or changing names) must be made
before the commencement of the assessment session by directly adding and crossing out
information on the Students’ Attendance Record for taking attendance. Ensure that the
information on the barcode labels corresponds with the most up-to-date version of the
Students’ Attendance Record.

Check to see if there are any students requiring special arrangements in your class. This
information is given in the Students’ Attendance Record. Students exempted from the
assessment should be counted as “absent”. Students who have to sit the assessment
separately from classmates should be counted as “present”.

Unseal the Question booklets and Answer booklets in the presence of the students in
the classroom.

D. CONDUCT OF THE ASSESSMENT

1.

The invigilators should have the following materials ready before the conduct of the
assessment:

(i) Question booklets, (ii) Answer booklets, (iii) rough work sheets, and (iv) barcode labels.

Check that the students are seated according to their class numbers.

© 2024 Hong Kong Examinations and Assessment Authority
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3. Schools should use the language in which this assessment is conducted to make
announcements to students. Please refer to the Chinese version of this document for
announcements in Chinese.

4. Take attendance by using the Students’ Attendance Record. Please refer to items 5 and 6
under Section C of this document for additional information.

5. During the entire assessment, the invigilator should be vigilant at all times to prevent
cheating and collusion among students.

6. Write down the school code and class on the blackboard (the school code and class should
be identical with the school code and class printed on the Students’ Attendance Record).

7. Announce the following reminder:

You are only allowed to put your stationery and calculator on the desk. Stationery includes
pens, HB pencils, graduated rulers and drawing instruments, e.g. compasses, set-squares,
protractors, etc. Please remain silent.

8. Remind students to switch off all communication devices such as mobile phones, and any
other handsfree devices. Make the following announcement:

If you have a mobile phone/handsfree device with you, it must be turned off (including the
alarm function) and put under your chair in a position clearly visible to the invigilators. You
are not allowed to use any communication devices, take photographs, audio record or video
record inside the assessment room/hall. If your device has a battery, please switch off your
communication device now and take out the battery. Your device and battery should now be
put under your chair in a position clearly visible to the invigilators.

9. Unseal the packets of Question booklets and Answer booklets. Distribute the rough work
sheets to the students first. Then distribute the Answer booklets, and then the
Question booklets to the students. The cover pages of the Question booklets and the
Answer booklets should face up. Leave absentees or latecomers’ desks vacant. Please

announce:

¢+ I’m now going to distribute the Question booklets, Answer booklets and rough work

sheets.
¢ There are 4 different sub-papers for the Mathematics Written Assessment. You will

only do one of them.
+ Do not open the Question booklets and Answer booklets and do not start writing until

you are told to do so.

10. Distribute the barcode labels according to the students’ class number, and check that the
information on the labels matches that of the students. Please announce:

Please check if the class and class number on the barcode labels are correct or not. If there
are any problems, put up your hand.

© 2024 Hong Kong Examinations and Assessment Authority
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11. Ask the students to check the sub-paper code and the number of pages of their Question
booklets and Answer booklets:

*

The sub-paper code is printed on the cover pages of the Question booklets and the
Answer booklets. Please check if the codes on the booklets are the same.

Open your Question booklet. The booklet should have 20 pages and the words “END
OF PAPER” should appear after the last question. If there are any missing pages,
please raise your hand. (short pause)

Each page of the booklet should have a footer (i.e. 2024-TSA-MATH-sub-paper code
(Q)-page number, e.g. 2024-TSA-MATH-9ME1(Q)-1). The sub-paper code of the
Question booklet should be the same as the footers in the booklet. Please check the
footers carefully now. If there are any incorrectly labelled pages, please raise your
hand. (short pause)

Close your Question booklet with the cover page facing up.

Open your Answer booklet. The booklet should have 8 pages and the words “END OF
PAPER” should appear after the last question. If there are any missing pages, please
raise your hand. (short pause)

Each page of the booklet should have a footer (i.e. 2024-TSA-MATH-sub-paper code
(A)-page number, e.g. 2024-TSA-MATH-9ME1(A)-1). The sub-paper code of the
Answer booklet should be the same as the footers in the booklet. Please check the
footers carefully now. If there are any incorrectly labelled pages, please raise your
hand. (short pause)

Close your Answer booklet with the cover page facing up.

12. Ask the students to fill in the school code, class (the school code and class filled in by the
students on the Answer booklets should be identical with the school code and class
printed on the Students’ Attendance Record) and class number on the Answer Booklet
cover page. Then affix the barcode labels onto the Answer booklets.

*
*

You will need a blue ball pen or black ball pen for this test.

Write your school code, class and class number on the cover page of the Answer
Booklet.

Your school code is (pause) and your classis . (repeat)

Do not write your name on the booklet cover.

Stick one barcode label in the box at the top right corner of the cover page of the
Answer Booklet.

Stick one barcode label in the box at the top right corner on page 3 of the Answer
Booklet.

13. Ask the students to read the “Instructions” on the cover pages of the Question booklets and
Answer booklets carefully and tell them that they are allowed to use HKEAA approved
calculators during the assessment.

*

* ¢ ¢ o

Before you start, read the “Instructions” on the cover of the Question Booklet and
Answer Booklet carefully.

You are allowed to use HKEAA approved calculators during the assessment.

Answer all the questions in appropriate spaces in the Answer Booklet.

Do not write in the margins of each page.

For multiple choice questions, you are required to blacken the whole circle of
respective choices with an HB pencil.
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14. When you are ready to start, announce the duration and commencement time of the
assessment:

¢ You have 65 minutes for this Assessment.
¢+  According to my watch/the clock in the classroom, it is now ; . You may
start now.

15. Write the actual assessment start and end times on the blackboard for the information of the
students. For the convenience of the students, use the clock in the classroom if available
instead of your own watch. Ensure that the students are given the full amount of assessment
time.

16. Five minutes before the end of the assessment, announce:

You have 5 minutes left.

17. At the end of the assessment, announce:

¢ Time is up. Stop writing and put your pencils/pens down. Close your Question
booklets and Answer booklets.
¢ I’m going to collect the booklets now. Please remain silent.

18. Collect the Answer booklets first. Check to see if the students have accurately filled in
the information on the booklet covers, and have properly affixed the barcode labels on
the Answer booklets. If not, they can be allowed to do so under your supervision.

19. Arrange the Answer booklets according to class number, in ascending order. You should
check that the number of Answer booklets collected matches the number of students
present.

20. Please do not put blank Answer booklets of absentees and exempted students into the
Envelopes for Answer Scripts. Such booklets will mistakenly be counted as worked Answer
booklets of students who did not answer any question.

21. Collect the Question booklets, used and unused rough work sheets, and remaining
barcode labels from the students.

22. Bundle the used and unused Question booklets, unused Answer booklets and remaining
barcode labels with a rubber band.

E. END OF ASSESSMENT

1. No matter whether there is any irregularity or not, the invigilator should ensure that the
electronic version of Assessment Summary for Written Assessments has been completed and
submitted online to the HKEAA.

Electronic version of “Assessment Summary for Written Assessments”:
https://forms.office.com/r/bMCRhzPXPM?origin=IprLink

2. Before dismissing the students, the invigilator should double check to ensure barcode labels
have been properly affixed on the Answer booklets and the correct number of Answer
booklets has been collected.
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3. Put the worked Answer booklets into the Envelope for Answer Scripts.

4. When filling in the information required on the Envelope for Answer Scripts, the invigilator
should ensure to include information of the students requiring special arrangements,
especially those who have to sit assessments separately. The number of new, drop-out and
exempted students should be recorded on the Students’ Attendance Record. Having checked
that all information has been accurately entered, the invigilator should sign on the envelope.

5. If any A3 enlarged answer scripts are collected, please put a tick ‘v’ in the appropriate
place on the Envelope for Answer Scripts for easy reference.

6. All other assessment materials, such as the Invigilator’s Working File, Students’ Attendance
Record, used and unused Question booklets, unused Answer booklets, remaining barcode
labels, and used and unused rough work sheets are to be put into the Envelope for Surplus
Assessment Materials.

7. Both envelopes should be left open, the content of which will be checked by the
Assessment Administration Supervisor and AAA.

8. Return all assessment materials to the Assessment Administration Supervisor.

F. IRREGULARITIES

1. If there is any irregularity which took place in the classroom or school hall, the Invigilator
should report all detailed information (e.g. class name, class number, type of incident,
affected paper code, and incident duration) by means of the electronic version of Assessment
Summary for Written Assessments which is to be sent to the HKEAA immediately afterwards.

Electronic version of “Assessment Summary for Written Assessments”:
https://forms.office.com/r/bMCRhzPXPM?origin=IprLink

2. Question Booklets or Answer Booklets with Missing Pages
Replace the Question or Answer booklets with missing pages with the surplus Question and
Answer booklets given. Use the same sub-papers if possible. This irregularity should be
recorded on the electronic version of Assessment Summary for Written Assessments.

3. Shortage of Question Booklets or Answer Booklets
If there is an insufficient number of Question and Answer booklets for the class, the
invigilator should stop the students from turning over the Question and Answer booklets,
and ask the AAA to seek the help of the Assessment Administration Supervisor. Ensure that
all students in the class start the assessment at the same time. This irregularity should be
recorded on the electronic version of Assessment Summary for Written Assessments.

The Assessment Administration Supervisor will arrange to use the surplus Question booklets
and Answer booklets of other classes. If the Question booklets and Answer booklets
provided for the school as a whole are insufficient, the Assessment Administration
Supervisor will call the HKEAA immediately for assistance.

© 2024 Hong Kong Examinations and Assessment Authority
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4. Labels with Incorrect Information
If barcode labels contain incorrect information, the invigilator should stop the students from
turning over the Question and Answer Booklets, and ask the AAA to seek the help of the
Assessment Administration Supervisor. Ensure that all students in the class start the
assessment at the same time. This irregularity should be recorded on the electronic version
of Assessment Summary for Written Assessments.

5. Shortage of Barcode Labels/Students without Barcode Labels
If students have insufficient number of barcode labels or without barcode labels, they are
required to write their school code, class name and class number on the cover page of the
Answer booklet. The HKEAA will process their answer scripts separately.

6. Use of Toilet
A student may go to the toilet if needed. However, he/she must not take any assessment
materials away. NO extra time will be given to compensate for the time lost.

7. llness
A student may leave the classroom if needed. No assessment materials may be taken out of
the classroom. NO extra time will be given to compensate for the time lost. The school
head may exercise discretion as to whether to treat the student concerned as “present” or
“absent”. In both cases, the invigilator should record the incident on the electronic version
of Assessment Summary for Written Assessments.

8. Late Arrivals
Latecomers can be admitted to the classroom once the assessment has started, but NO extra
time will be given.

9. Students or Incidents Causing Disruption, Commotion or Disturbances
Attempt to stop any student from disrupting other students during the assessment. Deal with
any incident that causes commotion or disturbances appropriately. If the situation persists,
summon the AAA to seek the help of the Assessment Administration Supervisor. All
relevant details of the starting time, nature and duration of the disruption must be provided
on the electronic version of Assessment Summary for Written Assessments.

10. Unauthorized Materials
Unauthorized materials, such as books, notes or any communication device, should be taken
away immediately. Such materials should be passed to the Assessment Administration
Supervisor after the assessment. Record this irregularity in detail on the electronic version
of Assessment Summary for Written Assessments.

Students who use calculators not approved by the HKEAA should be immediately told to
stop. The incident should be recorded in detail on the electronic version of Assessment
Summary for Written Assessments.

11. Suspected Cheating
If a student is suspected of cheating, such as copying from the work of other students, he/she
should be immediately told to stop. The incident should be recorded in detail on the
electronic version of Assessment Summary for Written Assessments.
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12. Emergencies
In cases of emergencies, such as fire outbreak, power failure, etc., invigilator should follow

school emergency procedures. If the assessment is to be suspended, the Assessment
Administration Supervisor should report the case to the HKEAA to report the emergency.
The incident should be recorded in detail on the electronic version of Assessment Summary
for Written Assessments.

13. Other Irregularities
Any irregularities which have affected the administration of an assessment or may affect the
results should be reported by the invigilator and recorded in detail on the electronic version
of Assessment Summary for Written Assessments. If in doubt about whether an incident
should be reported, an invigilator should seek the help of the Assessment Administration
Supervisor through the AAA.

G. INCLEMENT WEATHER ARRANGEMENTS

1. A public announcement from the Education Bureau regarding the closure of schools and
cancellation/postponement of the assessments due to inclement weather will be broadcast by
radio and television. If in doubt about whether the assessments will be cancelled or
postponed, invigilators should pay attention to public announcements prior to leaving for the
school.

2. On the day of assessments, if secondary school classes are cancelled, the assessments
scheduled for that day will be rescheduled to 24 June 2024.
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Territory-wide System Assessment 2024 (Secondary Schools)

Additional Instructions to Invigilators on Handling of
WS6 & WS7 Students Requiring Special Arrangements

These instructions should be read together with the
“Instructions to Invigilators” of the relevant subjects

A. ATTENDANCE RECORD

The attendance of students requiring special arrangements should be taken by the
invigilators of their respective classes on the Students’ Attendance Record.

B. ASSESSMENT PAPERS

1.

Students Requiring Enlarged Question and Answer Booklets (WS6 )

Students requiring enlarged (A3) Question and Answer booklets will all be given the
sub-paper 2 for all assessments, and bundled together under the label “Materials for
Students Requiring Special Arrangements”.

B |n Chinese Language Listening and English Lanquage Listening Assessments,
students may be given a different sub-paper from their class (e.g. these WS6
students are using sub-paper 2 while their class is using sub-paper 1), schools
should arrange for them to be assessed in the class using that sub-paper or
take the assessment separately.

B WS6 students will NOT be provided barcode labels separately. Their barcode
labels are included as a set given to their own respective classes. These students
should be asked to fill in the school code, class name and class number on the
cover page of the answer booklets.

B Please put a tick ‘v’ in the appropriate place on the Envelope for Answer Scripts
to identify enlarged answer scripts are included.

Students Taking Assessments Separately (WS7)

Assessment materials of all students taking their assessments separately from students
of their own classes will be bundled together under the label “Materials for Students
Requiring Special Arrangements”.

B These WS7 students will all be given the same sub-paper in all assessment
papers.

B In Chinese Language Listening, English Language Listening and Chinese
Language Audio-visual assessments, 1 to 2 CDs/VCDs/audio files and/or Chinese
Audio-visual (CAV) video files downloaded from the designated website’ will
also be given. Schools may set up only 1 set of equipment to enable all the
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students concerned to take the assessments together. Confirm that the power
saving function of the computer screen is off if a computer is to be used for
playing the CD/VCD/audio files and/or CAV video files downloaded from the
designated website. If any WS7 students require extra time during the
Chinese/English Listening and Chinese Audio-visual Assessments, the invigilator
should arrange it for those individual students who have special education needs
according to the relevant guidelines.

B Reading aloud is_only applicable to those students with Severe Reading
Difficulties in Chinese and English Language Writing and Listening, Chinese
Language Audio-visual and Mathematics assessments.

B Barcode labels will NOT be provided separately for WS7 students. Their
barcode labels are included as a set given to their own respective classes. These
students should be asked to fill in the school code, class name and class number on
the cover page of the answer booklets.

C. PACKING OF ASSESSMENT MATERIALS

Answer Scripts

At the end of the assessments, the invigilator should:
I. return the answer scripts of these students to their respective classes;

ii. help to check that the school code and class entered by these students on the
Answer Scripts are the same as those entered by their classmates;

iii. help to stick barcode labels on to the Answer Scripts of these students;

iv. then ensure that the answer scripts of these students are packed together with
those of their classmates into the Envelope for Answer Scripts.

Surplus Assessment Materials

All other assessment materials, such as CDs/VCDs, used and unused Question booklets,
unused Answer booklets, used and unused rough work sheets, can be packed into the
Envelope for Surplus Assessment Materials of the same assessment session of ANY ONE
of the classes.

Please help to check if the information of these students has been included on the Students’
Attendance Record and the Envelope for Answer Scripts of their respective classes.

D. REPORTING OF IRREGULARITIES

The invigilator should inform the Assessment Administration Supervisor of any
irregularities which occur during the assessment session. The Assessment
Administration Supervisor should be the one responsible for reporting such irregularities
to the Hong Kong Examinations and Assessment Authority by means of the electronic
version of Assessment Administration Supervisor s Irregularity Report.
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