
TSA 2024: Briefing Session on 

Oral & Written Assessments

(Secondary Schools)

21 March 2024



時間 項目 講者

14:00 – 14:15 歡迎辭
林玲芝博士

香港考試及評核局
教育評核服務部主管

14:15 – 14:45 說話評估行政安排
蔡世平先生

香港考試及評核局
教育評核服務部經理

14:45 – 14:55 小休

14:55– 15:30 紙筆評估行政安排
蔡世平先生

香港考試及評核局
教育評核服務部經理

15:30 – 16:00 答問時間

以上各講者及

張桂敏博士
香港考試及評核局

教育評核服務部高級經理



General Reminder

• Deputy Assessment Administration 

Supervisor (DAAS) as a backup

• Written notification to parents on 

assessment timetable and emergency 

arrangements

• Schools can still submit any changes on 

bank account information or student data 

online by 3 May 2024



General Reminder

• Carry your mobile phone during the 
conduct of  assessments and check it 
regularly so that incoming calls from the 
HKEAA will not be missed

• Assessment Administration Assistants are 
not allowed to leave their designated schools 
throughout the entire assessment 
administration unless they have special 
permission of  the HKEAA 



General Reminder

• In case of  emergency, schools should report 

to the TSA Administration Team either at 

hotlines: 3628 8191/3628 8181 or direct line: 

3628 8192 immediately

• Schools may also call EDB 24-hour hotline 

2891 0088 for any school closure 

announcement under bad weather condition 



General Reminder

• If  there is any irregularity related to the 

administration of the assessment, schools 

should report to the TSA Administration 

Team via the electronic form at the link below: 

https://forms.office.com/r/XzTPB4P9mE

NEW

https://forms.office.com/r/XzTPB4P9mE


AAS’s Irregularity Report
NEW



Oral Assessments



Delivery of Assessment Materials

• is appointed

• On Friday, 19 April 2024

• Between 8:00 am and 5:00 pm

• To be received by the Assessment 

Administration Supervisor (AAS)

• An SMS reminder will be sent to AAS

• Keep the box INTACT



Delivery of Assessment Materials

• The assessment date is given on 

the SECRET label of  the carton

• Write down the total number of  

cartons received on the courier’s 

receipt acknowledgement

• Ensure that the school name and school code shown 

on the carton box of  assessment materials are fully 

accurate

23 April 2024 (AM)



Delivery of Assessment Materials

Call the HKEAA immediately if:

1. the materials of  another school is received

(Read the label only, do NOT open the cartons) 

2. the materials have not arrived by 5:00 pm

3. any carton is damaged or 

has been unsealed 



Delivery of Assessment Materials

If  EDB announces that secondary schools are 

to be closed due to bad weather or whatever 

reasons, the delivery will be postponed to 

22 April 2024 (Monday)



Pre-assessment Preparation

• Remind the students to bring their student 

cards on the assessment day

• Remind the students not to bring their 

mobile phones to the assessment room



Pre-assessment Preparation

• Prepare 3 sets of  student list for each class with 

Chinese names, English names, class name, class 

numbers and the language to be used in the 

Chinese Oral Assessment for each pair of  Oral 

Examiners and AAA for attendance taking



Pre-assessment Preparation

• Arrange to turn down or turn off  the school 

bell in order to minimize disturbance to the 

participating students 

• Arrange a waiting room to be close to 

and/or on the same floor as the two 

assessment rooms 



Work of AAS & AAA

• Instructions to AAA in the Quick Guide 

Part 5a & 5b



• Detailed working procedures of  the Oral 

Assessments can be found in the Oral Examiners’ 

Handbook, a copy of  which can be downloaded 

at TSA News dated 2 February 2024 from the 

BCA Website: www.bca.hkeaa.edu.hk

Oral Examiners’ Handbook



AAS’s Working File
• Checklist for AAS

• Hyperlink for the electronic version of 

Irregularity Report

• AAA’s Attendance Record

NEW



Student Sample List

• All WS0, WS3-WS7 students are not included in 

the Student Sample List

• If  any WS0, WS3-WS7 students are still found on 

the Student Sample List, AAS can replace them

with the students 

on reserve and 

report to the Oral 

Examiners via 

AAA



Student Sample List

• Student Sample List is generated from the school 

data submitted as at 4 March 2024

• Students will be selected at random to participate 

in the Oral Assessments according to the class list 

submitted as at 4 March 2024



Student Sample List

Select the lowest class no. along the appropriate column of the same 

class

* WS1 students – they have to participate in the Chinese Oral 

Assessment if selected

Reserve

Selected



Support to NCS (WS1)

• Bilingual (Chinese and 
English) instructions for 
Chinese Oral 
Assessment will be 
provided to schools with 
NCS students

• The Oral Examiners will 
distribute them to NCS 
students before the 
commencement of  the 
Oral Assessment



Time of Assessment

• All schools should start the assessment at 8:45 am 

(for AM session) / 1:45 pm (for PM session)

• A flexibility of  no more than 15 minutes is allowed



Signature 

of  AAS



Rating AAA

• Rate AAA from 1 (the lowest) to 10 (the highest) 

and provide comments on the AAA’s Attendance 

Record

• If  the rating is lower than 4, the HKEAA will 

consider NOT to appoint the concerned AAA in 

the future



Bad Weather Arrangement

If  EDB announces that schools are to be closed:

All assessments of the day will be rescheduled 

to 26 April 2024

Collection of  assessment materials will be 

postponed to 26 April 2024



Frequently Asked Questions

🙋Why a Deputy AAS as a backup is necessary?

In case the designated AAS is unable to fulfill his/her 

responsibilities on the assessment day, there will be a 

Deputy AAS to take up his/her role.



Frequently Asked Questions

🙋 If a selected student is absent, which student can 

be chosen for the Oral Assessment?

If  a selected student is absent, s/he can be replaced by 

a student marked as “Reserve” on the Student Sample 

List.  The replacement should start from the lowest 

class number of  the same class of  the specified 

component.  [refer to Slide 21]


