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TASK CHECKLIST FOR ASSESSMENT ADMINISTRATION SUPERVISOR
(PRIMARY 3 ORAL & CAV ASSESSMENTS)

Before the Assessments

Date

Task

21 or 22 Jan
[]

Receive notification of the date of Oral & CAV Assessments via courier or post

Inform teachers of your own school serving as Oral Examiners of the work schedule

[] 21Jan-11Feb

Confirm the languages to be used in the assessments by completing and returning the
reply slip

Deadline for updating school and student information (including special arrangements)
for the Oral & CAV Assessments and barcode labels printing for the Oral, CAV and
Written Assessments

Attend the briefing session on the administration of Oral, CAV and Written
Assessments

[] 14 Mar
[] 14 Apr
[] 6May

Receive the materials for the Oral & CAV Assessments from the courier and, check the
carton box is for the materials to be used for the school/assigned assessment date and
ensure it remains unopened. Then, lock the carton box of assessment materials in a
secure cabinet or strong-room.

1

L 1 day before the
—— assessments

[

Set up the waiting area and assessment rooms as required

Test the VCD player or computer (confirm the power saving function of the computer
screen is off) and amplifier for the CAV Assessment

Remind all students to bring their handbooks / student cards and stationery on the day
of assessments

On the Day of Assessments (i.e. 8 or 9 May 2025)

Task

The AAA report for duty at 8:00 am or 1:00 pm

Oral Examiners report for duty at 8:15 am or 1:15 pm

Unpack and check the assessment materials in the presence of the AAA

Distribute the assessment materials accordingly

Distribute the timers to Oral Examiners

Provide a student list of each class to each pair of Oral Examiners and the AAA

Guide Oral Examiners and the AAA to the assessment rooms and waiting area

Appoint 2 staff members to bring the selected students to take CAV Assessment

D E R e A R Gl ol i

Start conducting CAV Assessment at 8:45 am or 1:45 pm (with a flexibility of 15 minutes)

H
e

Collect and check the CAV assessment materials returned from Oral Examiners

[u—
[u—

2 staff members to bring the selected students to waiting area in batches for Oral Assessments

H
N

Conduct Chinese and English Oral Assessments in parallel after CAV Assessment

—_
98]

Oral Examiners pack and return the Oral Assessment materials as instructed

_
b

Double-check all envelopes and materials returned with the assistance of the AAA

—_
W

Keep the timers for P.6 assessments

N O B O O

_
o

Ask the AAA to complete the AAA’s Attendance Record, and then rate the performance of the

AAA and countersign on the form

[l

17. Lock the carton box of assessment materials in a secure cabinet or strong-room

After the Assessments
Task

Date

[] 120r13 May Return the materials for P.3 Oral & CAV Assessments to the HKEAA via the courier
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TASK CHECKLIST FOR ASSESSMENT ADMINISTRATION SUPERVISOR
(PRIMARY 6 ORAL & CAV ASSESSMENTS)

Before the Assessments

Date Task
[] lor22] Receive notification of the date of Oral & CAV Assessments via post
or an
[] Inform teachers of your own school serving as Oral Examiners of the work schedule
y g
Confirm the languages to be used in the assessments by completing and returning the
[ ] 21Jan—11 Feb
reply slip
Deadline for updating school and student information (including special arrangements)
[] 14 Mar for the Oral & CAV Assessments and barcode labels printing for the Oral, CAV and
Written Assessments
[] 14 Apr Attend the briefing session on the administration of Oral, CAV and Written
Assessments

Receive the materials for the Oral & CAV Assessments from the courier, check the
carton box is for the materials to be used for the school/assigned assessment date and
ensure it remains unopened. Then, lock the carton box of assessment materials in a
secure cabinet or strong-room.

[] 12or 13 May

Set up the waiting area and assessment rooms as required
[ ] 1 day beforethe Test the VCD player or computer (confirm the power saving function of the computer
assessments screen is off) and amplifier for the CAV Assessment
[] Remind all students to bring their handbooks / student cards and stationery on the day

On the Day of Assessments (i.e. 15 or 16 May 2025)
Task
The AAA report for duty at 8:00 am

Oral Examiners report for duty at 8:15 am

Unpack and check the assessment materials in the presence of the AAA

Distribute the assessment materials accordingly

Distribute the timers to Oral Examiners

Provide a student list of each class to each pair of Oral Examiners and the AAA

Guide Oral Examiners and the AAA to the assessment rooms and waiting area

Appoint 2 staff members to bring the selected students to take CAV Assessment
Start conducting CAV Assessment at 8:45 am (with a flexibility of 15 minutes)

D e e N A Rl Pl ol [ e

H
e

Collect and check the CAV assessment materials returned from Oral Examiners

[
[

2 staff members to bring the selected students to waiting area in batches for Oral Assessments

_
N

Conduct Chinese and English Oral Assessments in parallel after CAV Assessment

—_
98]

Oral Examiners pack and return the Oral Assessment materials as instructed

_
b

Double-check all envelopes and materials returned with the assistance of the AAA

Ask the AAA to complete the AAA’s Attendance Record, and then rate the performance of the
AAA and countersign on the form

—_—
9]

| Do a

16.  Lock the carton box of assessment materials in a secure cabinet or strong-room

After the Assessments
Date Task
[] 19 May Return the materials for P.6 Oral & CAV Assessments to the HKEAA via the courier
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I. Components of the Territory-wide System Assessment 2025 (Primary Schools)

A. ORAL AND CHINESE AUDIO-VISUAL ASSESSMENTS IN MAY 2025

Subject

ate/Starting Time

8 or 9 May 2025
8:45 a.m. or 1:45 p.m.*

15 or 16 May 2025
8:45 a.m.*

Chinese Language

P.3 (approx. 15 minutes)

Audio-visual Assessment

Audio-visual Assessment

P.6 (approx. 15 minutes)

Language

Chinese Language & English

P3 Oral Assessment

P.6 Oral Assessment

B. WRITTEN ASSESSMENTS IN JUNE 2025

1. Timetable for the First Day of Written Assessments

Date/Starting Time

16 June 2025/ 8:45 a.m. or 1:45 p.m.*

Level

P.3

P.6

Assessment Session
(Assessment time)

Chinese Language — Reading *
(25 minutes)

Chinese Language — Reading *
(30 minutes)

Chinese Language — Listening
(approx. 20 minutes)

Chinese Language — Listening
(approx. 20 minutes)

Break (15 — 35 minutes)

Assessment Session
(Assessment time)

Chinese Language — Writing
(40 minutes)

Chinese Language — Writing
(55 minutes)

End of Assessment

AM session schools and whole-day schools: no later than 12:30 p.m.
PM session schools: no later than 5:30 p.m.

2. Timetable for the Second Day of Written Assessments

Date /Starting Time

17 June 2025/ 8:45 a.m. or 1:45 p.m.*

Level

P.3

P.6

Assessment Session
(Assessment time)

English Language — Reading &
Writing # (30 minutes)

English Language — Reading &
Writing # (50 minutes)

English Language — Listening
(approx. 20 minutes)

English Language — Listening
(approx. 30 minutes)

Break (15 — 35 minutes)

Assessment Session
(Assessment time)

Mathematics (40 minutes)

Mathematics (50 minutes)

End of Assessment

AM session and whole-day schools: no later than 12:30 p.m.
PM session schools: no later than 5:30 p.m.

* A flexibility of no more than 15 minutes is allowed

* The Assessment Administration Supervisor should reserve an extra 5 to 10 minutes for
collection and distribution of assessment materials by invigilators after the Chinese Reading and
English Reading & Writing Assessments
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II. Operation Timetable 2025

Responsible / .
Date Action Party Operation Item
Receive ONE set of “TS4 2025 (Primary Schools)
21 or22 Jan Schools Quick Guide” via the Web and from the courier
1. Receive notification of the date of Oral and CAV
o Assessments for individual schools via courier or post
21 or 22 Jan Principals - -
2. Receive the work schedule of teachers of their own
schools serving as Oral Examiners via courier or post
21 Jan — AAS Confirm the languages to be used in the assessments by
11 Feb completing and returning the reply slip
Attend online training and pass the recruitment test
Experienced (Oral Examiners who have passed the recruitment test
5—-19 Mar » . g .
Oral Examiners | are expected to receive their appointment letter by post
on 2 April)
i OR
Attend face-to-face training workshop (Including the
29 Mar or New recruitment test, Oral Examiners who have passed the
5 Apr™ Oral Examiners | recruitment test will receive their appointment letters on
the spot)
a Deadline for updating school and student information
14 Mar AAS/ (including special arrangements) for the Oral and CAV
IT Support Staff | Assessments and barcode label printing for the Oral,
CAV and Written Assessments
AAS/ Frozen period for updating school and student
I7Mar =7 Apr | 1p Support Staff | information through BCA Website
Attend the briefing session on the administration of the
14 Apr AAS Oral, CAV and Written Assessments
Deadline for updating school and student information
ﬁ 17 Apr AAS/ (including special arrangements) for the Written
P IT Support Staff g Sp g
Assessments
g 6 May "B AAS Receive the materials for P.3 Oral and Chinese Audio-
Y visual Assessments from the courier SECRET]
*C HKEAA and Conduct P.3 Oral and Chinese Audio-visual
8 or 9 May
Schools Assessments

To be cont’d...Page 5a-E-3

@ SMS reminders will be sent to Assessment Administration Supervisors, Deputy
Assessment Administration Supervisors or the concerned Oral Examiners

SECRET

: These materials are marked “SECRET” on the packing. The Assessment

Administration Supervisor should ensure that they are kept intact and locked in a
secure cabinet or strong-room at all times when they are not in use, and that they
should only be unsealed as specifically instructed by the HKEAA.

©2025 Hong Kong Examinations and Assessment Authority

All rights reserved

5a-E-2




Responsible /

IT Support Staff

Date Action Party Operation Item
Return the materials for P.3 Oral and Chinese Audio-
. visual Assessments to the HKEAA via the courier
ﬂ 12 or 13 May'P AAS - ) ) )
Receive the materials for P.6 Oral and Chinese Audio-
visual Assessments from the courier SECRET
B HKEAA and Conduct P.6 Oral and Chinese Audio-visual
15 or 16 May
Schools Assessments
¥ Return the materials for P.6 Oral and Chinese Audio-
F
19 May AAS visual Assessments to the HKEAA via the courier
22 or 23 May AAS Receive the [nvzgzlators Handbook” via the Web and
from the courier
AAS/ Download and check the checklists and forms to be
3—-17 Jun

used in the Written Assessments

Receive the materials for the Written Assessments from

*G
ﬂ 9 or 10 Jun AAS the courier SECRET
16 — 17 Jun™ AL Duid Conduct the Written Assessments
Schools
17 or 18 Jun™ AAS Return the materials for the Written Assessments to the

HKEAA via the courier

ﬁ SMS reminders will be sent to Assessment Administration Supervisors, Deputy
Assessment Administration Supervisors or the concerned Oral Examiners

SECRET

: These materials are marked “SECRET” on the packing. The Assessment

Administration Supervisor should ensure that they are kept intact and locked in a
secure cabinet or strong-room at all times when they are not in use, and that they
should only be unsealed as specifically instructed by the HKEAA.

*Emergency / Bad Weather Arrangements

*A. 26 Apr
*B. 7 May

*C. 13 May
*D. 14 May
*E. 20 May
*F. 20 May
*G. 11 Jun

Day reserved for attending training workshop for NEW Oral Examiners
(Chinese and English language)

Day reserved for receiving the materials for P.3 Oral & CAV Assessments
from the courier

Day reserved for conducting the replacement P.3 Oral & CAV Assessments

Day reserved for returning the materials for P.3 Oral & CAV Assessments
to the HKEAA and receiving the materials for P.6 Oral & CAV
Assessments from the courier (if the P.3 assessments have to be conducted
on reserve day, the returning date will be 14 May)

Day reserved for conducting the replacement P.6 Oral & CAV Assessments
Day reserved for returning the materials for P.6 Oral & CAV Assessments
to the HKEAA via courier (if the P.6 assessments have to be conducted on
reserve day, the returning date will be 21 May)

Day reserved for receiving the materials for the Written Assessments from
the courier
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*H. 23 Jun : Day reserved for conducting the replacement Written Assessments

*1. 19 Jun : Day reserved for returning the materials for the Written Assessments to the
HKEAA via courier (if the assessments have to be conducted on reserve
day, the returning date will be 24 Jun)
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II1. Instructions to Deputy/Assessment Administration Supervisors

A. GENERAL NOTES

1. Summary of Responsibilities of Assessment Administration Supervisor and Deputy
Assessment Administration Supervisor

With the assistance of the Deputy Assessment Administration Supervisor, an Assessment
Administration Supervisor (AAS) is responsible for:

1.1

1.2

1.3

1.4

L.5

1.6

1.7

1.8

1.9

serving as the Hong Kong Examinations and Assessment Authority’s contact
person of his/her school with regard to the administration of the Territory-wide
System Assessment (TSA);

ensuring the proper conduct of the TSA in his/her school by adhering to the
instructions detailed in the 7SA4 2025 (Primary Schools) Instructions to Assessment
Administration Supervisor (i.e. Parts 5a and 5b of the “TSA4 2025 (Primary Schools)
Quick Guide”) and other related instructions issued by the Hong Kong
Examinations and Assessment Authority (HKEAA);

receiving, checking and amending, disseminating and returning assessment
materials as well as conveying relevant information appropriately;

keeping the safe custody of assessment materials while they are under his/her
charge;

ensuring that the assessment materials (including Oral & Chinese Audio-visual
(CAV) Assessments and Written Assessments) marked “SECRET” on the packing
are kept intact and locked in a secure cabinet or strong-room at all times when they
are not in use;

ensuring that the cartons containing the materials for the Oral & CAV Assessments
and Written Assessments are unsealed by the Assessment Administration Assistant
appointed by the HKEAA on the days of the assessments, and that all materials for
the Oral & CAV Assessments and Written Assessments, VCDs for the CAV
Assessment, CDs for the Listening Assessments and question-answer booklets (QA
booklets), are unsealed by the Oral Examiners / Invigilators concerned in the
classrooms right before the commencement of the respective assessments;

maintaining the secrecy of the following assessment materials while they are under
his/her charge:

(1) materials for the Oral & CAV Assessments and Written Assessments

(2) VCDs for the CAV Assessments

(3) CDs for the Listening Assessments (Chinese Language and English Language)
(4) QA booklets

ensuring that irregularities which happen during the assessment are appropriately
reported in writing to the HKEAA;

effecting changes to the administration of the TSA as advised by the HKEAA.

Note: In case an AAS is unable to fulfil his/her responsibilities, the Deputy AAS will

have to assume the full responsibilities of an AAS.
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2. School Data

2.1

2.2

23

24

2.5

2.6

2.7

Schools are required to submit their data online as appropriate to the HKEAA
through the BCA Website: www.bca.hkeaa.edu.hk.

The personal data of students/teachers submitted by schools will be used by the
HKEAA for the delivery of assessment services, and may be for conducting
educational researches and analysis in an anonymous format. As such, they may be
provided to the HKEAA’s contractor/vendor (or their appointees) for delivery of
processes which is not accomplished by the HKEAA, including but not limited to
data punching and dispatch of examination documents. The personal data
submitted by schools will also be disclosed to the HKSAR Government, other
organisations or relevant parties where such disclosure is authorised or required by
law.

The personal data of students is retained for up to six years, that of nominated and
appointed teachers for seven years and that of nominated but not appointed
teachers for two years. For all nominated teachers, when similar service is required
by the Authority during the personal data retention period, their personal data may
be transferred to the relevant units within the Authority for consideration.
Thereafter, the forms together with all data and materials submitted by their
respective schools in this connection will be disposed of unless there is a subsisting
reason that obliges the Authority to retain the personal data for a longer period.

Schools may download if necessary for verification and amendment of the
information of ALL P.3 and P.6 participating students (including students with
SEN options) and school data already submitted online via the BCA Website after
the completion of data submission. The HKEAA will send a letter to schools by 21
January 2025 to confirm the languages to be used in the assessments. It is
important for the Assessment Administration Supervisor to ensure all amendments
regarding newly admitted students, drop-outs and/or students requiring special
arrangements for the Oral & CAV Assessments are made online by 14 March 2025.

The Student Sample List for the Oral and CAV Assessments and barcode
labels for the Written Assessments will be generated from the school data
submitted as at 14 March 2025. The HKEAA will not provide barcode labels
for the Written Assessments to those students if their information is submitted
after 14 March 2025.

From 17 March to 7 April 2025, there will be a frozen period during which schools
are not allowed to update any information through the BCA Website. After 7 April
2025, schools can still make amendments regarding newly admitted students, drop-
outs and/or students requiring special arrangements online until 17 April 2025. All
information submitted after 17 April 2025 will not be shown on the checklists for
the Written Assessments.

Schools should submit the following information for any newly-admitted students:
English name, class name, class number, gender, date of birth and STRN.

Amendments to school data should NOT be submitted by means of lrregularity
Report, Assessment Summary or Students’ Attendance Record.
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3. Guidelines on Selecting Special Arrangements

3.1

Schools are required to follow the existing policies and guidelines of the Education
Bureau in selecting special assessment arrangements for students with special needs
on the BCA Website before the deadlines for updating school and student
information. Choices of special assessment arrangements range from WSO to WS7.
Please refer to the Guidelines on Selecting Special Arrangements (Appendix al)
for details.
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B. ORAL AND CHINESE AUDIO-VISUAL (CAV) ASSESSMENTS

4. Pre-assessment Arrangements

4.1

4.2

4.3

4.4

4.5

Students will be selected at random to participate in the Oral and CAV
Assessments.

All students provided with special arrangements WS0, WS3 to WS7 will not be
included in the Student Sample List of the Oral & CAV Assessments. Schools may
request in writing to put any students receiving WS0, WS4 to WS7 in the pool for
random selection for the Oral and/or CAV Assessments. If selected, no special
arrangements will be provided and their results will be included in the School
Report for Oral & CAV Assessments.

[For P.3] About 10% of the students at P.3 level will be selected to take one of the
assessment components (i.e. there are three components: the CAV Assessment, the
Chinese Oral Assessment and the English Oral Assessment). In addition, to
understand the overall learning performance of non-Chinese speaking students, a
certain number of students from this student group have to be separately sampled
to meet the statistical requirements.

[For P.6] For schools with 78 or more students at P.6 level, the selected students
will need to take one assessment only: 30 students will be selected to take the CAV
Assessment, another 24 students will be selected to take the Chinese Oral
Assessment, and another 24 students will be selected to take the English Oral
Assessment.

For schools with less than 78 students at P.6 level, some students will have to take
more than one assessment:

(1) If there are less than 13 students at P.6 level in a school, all the students will
have to take both the Chinese and English Oral Assessments and the CAV
Assessment.

(2) [If there are 13 to 29 students, 12 of them will be selected to take the Chinese
Oral Assessment, 12 will be selected to take the English Oral Assessment,
and all will have to take the CAV Assessment.

(3) If there are 30 to 47 students, 12 of them will be selected to take the Chinese
Oral Assessment, 12 will be selected to take the English Oral Assessment and
30 will be selected to take the CAV Assessment.

(4) If there are 48 to 77 students, 24 of them will be selected to take the Chinese
Oral Assessment, 24 will be selected to take the English Oral Assessment and
30 will be selected to take the CAV Assessment.

The Oral and CAV Assessments will be held on 8 or 9 May 2025 for P.3, and 15 or
16 May 2025 for P.6. Principals will receive the date of Oral and CAV
Assessments via courier or post on 21 or 22 January 2025. The time of
assessments for individual schools is between 8:45 a.m. and 12:15 p.m. (for AM
session_schools and whole-day schools) or 1:45 p.m. and 5:15 p.m. (for PM
session_schools). All PM session schools will be arranged to have the Oral and
CAV Assessments in the afternoon sessions of 8§ May 2025 for P.3.
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4.6

4.7

4.8

4.9

4.10

4.11

Schools should reserve all assessment days and times specified in paragraph 4.5 for
conducting the Oral & CAV Assessments.

Once the particular date of the Oral and CAV Assessments is known, the
Assessment Administration Supervisor is responsible for disseminating this
information to the relevant colleagues so that appropriate arrangements can be
made in good time.

The assessment materials, addressed directly to the Assessment Administration
Supervisor, will be delivered by the authorised courier of the HKEAA to schools
on 6 May 2025 for P.3, and 12 or 13 May 2025 for P.6 at the following times:

AM Session Schools: 8:00 a.m. — 1:00 p.m.
PM Session Schools: 1:00 p.m. — 5:00 p.m.
Whole-day Schools: 8:00 a.m. — 5:00 p.m.

The Assessment Administration Supervisor should make arrangements to ensure
that he/she will receive the assessment materials in person and write down the
total number of cartons received on the courier’s receipt acknowledgement. Any
non-receipt of assessment materials during the period indicated above or receipt of
damaged / incorrect assessment materials should be immediately reported to the
HKEAA by phone at 3628 8181 so as to enable follow-up actions to be taken
promptly. The Assessment Administration Supervisor should also send a written
report on the incident to the HKEAA by using the electronic version of Assessment
Administration Supervisor’s Irregularity Report (see Specimen al) afterwards.

Before the courier staff leaves the school, the Assessment Administration
Supervisor should check to ensure that the school name and school code shown on
the carton box of assessment materials are fully accurate (see Specimen all).

The Assessment Administration Supervisor must keep the assessment materials
received as detailed in paragraphs 5.1 and 5.3 below.

The HKEAA will select schools at random to visit on 7 May 2025 for P.3 or 14
May 2025 for P.6 as part of the quality assurance of the logistic arrangements of
the assessment. Upon arrival at a school, the HKEAA staff will show their staff ID
cards and ask to see the Assessment Administration Supervisor. They will then
check if the assessment materials have been delivered to the school and kept intact
as instructed by the HKEAA. The cooperation of the Assessment Administration
Supervisor in making this quality assurance check possible will be much
appreciated.

5. Storage of Assessment Materials

5.1

The materials for the Oral and CAV Assessments are put in the carton marked
“SECRET” on the outside. The Assessment Administration Supervisor must
keep the entire carton of assessment materials intact and locked in a secure
cabinet or strong-room at all times when they are not in use until they are
returned to the HKEAA.
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5.2

53

The assessment day is given on the SECRET label of the carton which must only
be unsealed by the Assessment Administration Assistant (AAA) appointed by the
HKEAA on the particular day of assessments (refer to paragraph 6.13 for details).

To safeguard the secrecy of assessment questions, the Assessment
Administration Supervisor must keep the packets of question papers SEALED
even in opened carton. These materials must only be unsealed by the Oral
Examiners in the assessment room right before the commencement of the
respective assessments.

6. On the Days of Oral and Chinese Audio-visual Assessments

School Bell and PA System

6.1 In order to minimise disturbance to the participating students, the Assessment
Administration Supervisor should, as far as possible, arrange to turn down or turn
off the school bell.

6.2 Without the written consent of the HKEAA, Oral Examiners and students,
recording in the assessment room is not allowed. The Assessment Administration
Supervisor should arrange to turn off/cover any CCTV or camera(s) at the
assessment room during the assessment.

Mobile Phone

6.3  During the conduct of the assessments, it is important for the Assessment

Administration Supervisor to ensure his/her mobile phone is carried in such a way
that the alert message can be received and check the mobile phone regularly (every
15 to 20 minutes) so that incoming calls from the HKEAA will not be missed.

Assessment Administration Assistant

6.4

6.5

6.6

For each school, one AAA will be appointed by the HKEAA to support the
Assessment Administration Supervisor and the Oral Examiners to carry out their
duties on the days of the Oral and CAV Assessments. An AAA’s role is
supportive only, not decision-making. Please refer to the Instructions to
Assessment Administration Assistants (Oral and CAV Assessments) (Appendix a2)
for the full duties of AAAs.

An AAA should report for duty to the Assessment Administration Supervisor at
8:00 a.m. (for AM session schools and whole-day schools) or 1:00 p.m. (for
PM session schools). If an AAA fails to arrive at 8:10 a.m. (for AM session
schools and whole-day schools) or 1:10 p.m. (for PM session schools), the
Assessment Administration Supervisor should report the situation to the TSA
Administration Team by phone at 3628 8181.

Upon arrival, an AAA should show the Assessment Administration Supervisor an
appointment letter issued by the HKEAA and his/her HKID Card or Passport for
identification. An AAA should wear a badge (see Specimen a2) provided by the
HKEAA to identify himself/herself at all times when being on duty.
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6.7

6.8

6.9

During the assessments, the Assessment Administration Supervisor should ensure
the AAA knows his/her whereabouts within the school premises so that the AAA
can obtain timely assistance or advice when necessary.

AAAs are not allowed to leave their designated schools throughout the entire
assessment administration unless they have special permission of the Authority.

The HKEAA will select schools at random to visit on the assessment days as part
of the quality assurance of the overall performance of the AAAs. Upon arrival at a
school, the HKEAA staff will show their staff ID cards and ask to seec the
Assessment Administration Supervisor and AAA. They will then check if the
AAA is performing the duties as instructed by the HKEAA.

Oral Examiners

6.10

6.11

6.12

There will be one Internal and one External Oral Examiner working as a pair for
each of the two language subjects in a school. They should put on an Oral
Examiner label (see Specimen a2) provided by the HKEAA to identify themselves
at all times when they are on duty.

Oral Examiners (both Internal and External) should report for duty to the
Assessment Administration Supervisor at the following times:

AM session: before 8:15 a.m.
PM session: before 1:15 p.m.

Upon arrival, the two External Oral Examiners (one for the Chinese Oral and CAV
Assessments, and one for the English Oral Assessment) will show the Assessment
Administration Supervisor their letters of appointment issued by the HKEAA and
their HKID cards for identification.

Unpacking and Checking Assessment Materials

6.13

After the AAA has reported for duty, the Assessment Administration Supervisor
should take the carton of assessment materials out from the secure cabinet or
strong-room in the presence of the AAA. The AAA should check again that the
carton is for the materials to be used for that particular school/assessment day
and confirm that such carton has been kept intact. The AAA will then unseal the
carton with care and distribute the assessment materials:

(1) Sealed Question Papers

(2) Oral Examiners’ Working File (1 for each pair of the Oral Examiners)

(3) Stationery Set (1 for each pair of the Oral Examiners)

(4) A sealed envelope containing 5 copies of the Student Sample List (see
Specimen a3), 1 for each pair of Oral Examiners, 1 for the AAA, and 2 for
the Assessment Administration Supervisor.

(5) An Assessment Administration Supervisor’s Working File containing the
hyperlink for the electronic version of Assessment Administration
Supervisor’s Irregularity Report (only to be completed if there are any
irregularities) and an Assessment Administration Assistant’s Attendance
Record (see Specimen al0).

(6) An Assessment Administration Assistant’s Working Envelope containing
AAA name badge, ‘Student Check-in Record Form’, blank labels and
ballpoint pen .
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6.14

6.15

6.16

(7) 4 timers in 2 padded envelopes (2 timers in each envelope).
(8) Barcode labels for the CAV Assessment.

Note: The Assessment Administration Supervisor should provide a cutter for
AAA to unseal the carton with care as the carton will be reused to return the
assessment materials to the HKEAA.

The AAA will open the sealed Student Sample List envelope and pass 1 copy of the
List to each pair of Oral Examiners, 2 copies to the Assessment Administration
Supervisor so as to enable him/her to arrange for the selected students to assemble
to take the assessments and keep 1 copy for his/her own use.

The Assessment Administration Supervisor should provide each pair of Oral
Examiners and the AAA with the student list of each class with Chinese names,
English names, class numbers and the language to be used in the Chinese Oral
Assessment to facilitate attendance taking. Please avoid providing student lists
with excessive personal data (e.g. HKID number and STRN).

Immediately report any missing items or items in short supply to the HKEAA by
calling 3628 8181 to ensure the situation can be addressed before the
commencement of assessments.

Time of Assessments

6.17

6.18

All schools should start the assessment at 8:45 a.m. (AM session schools and
whole-day schools) / 1:45 p.m. (PM session schools) (A flexibility of no more
than 15 minutes is allowed.).

The CAV Assessment should be conducted FIRST, followed by the

Chinese Language and English Language Oral Assessments to be conducted in
parallel.

Exemption

6.19

6.20

Schools should select or apply for appropriate special arrangements for their
students with special educational needs via the BCA Website BY 14 March 2025.
All students receiving WS0, WS3 to WS7 will not be included in the Student
Sample List of the Oral & CAV Assessments. If these students are still found on
the Student Sample List, the Assessment Administration Supervisor can report the
cases to the Oral Examiners via the AAA. It is not necessary to replace them with
other students. The Oral Examiners will formally report the arrangement through
the Assessment Summary for Chinese Audio-visual Assessment (see Specimen a4)
or Assessment Summary for Oral Assessments (see Specimen a5).

Exemption requests made by schools on the day of the Oral & CAV Assessments
should be substantiated in writing to the HKEAA with copies of supporting
documents issued by the relevant professionals immediately after the assessments.
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Students on Reserve [for Primary 6 Assessments]

6.21

If the selected students are absent, being unable to produce their handbook or
student cards or any official school documents with their names, classes, class
numbers and photographs, or being exempted from the assessments, they will be
replaced by the students on reserve. The replacement should start from the lowest
class number of the same class on the specified component. If all the reserve
students of the same class have been used, the Assessment Administration
Supervisor must ask the external Oral Examiner to select at his/her discretion any
class number of the same class as the replacement.

7. Chinese Audio-visual Assessment

7.1

7.2

7.3

7.4

The CAV Assessment will last about 15 minutes. From each school, the sampling
fractions of P.3 students as mentioned in paragraph 4.3 / 30 P.6 students (except
for schools with less than 30 P.6 students) will be selected at random by the
HKEAA to participate in the assessment. The class and class numbers of students
selected will be listed on the Student Sample List.

Students should be reminded to bring their own student handbooks or student cards
(with their names, class names, class numbers and photographs) and their own
stationery (i.e. pencils and erasers) to the assessment room for identification and
assessment respectively.

Students are required to stick barcode labels on the CAV QA booklets.

Irregularities, such as defective VCDs, selected students being unable to take
assessments, no documentation proven the identity of the selected students, etc.
will be reported by the Oral Examiners on the Assessment Summary for Chinese
Audio-visual Assessment, on which the Assessment Administration Supervisor will
have to sign in confirmation of any special arrangements made as a consequence
and the reasons behind.
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Venue and Equipment Set Up

7.5

7.6

7.7

7.8

The Assessment Administration Supervisor should allocate a classroom arranged
as follows for the CAV Assessment.

Screen

Joutwexd 1xg O
Jourwexy 1wy O)

10399foag

The screen should be put in the middle of the classroom so that it can be seen
clearly by all students. Schools can also arrange the assessment to be conducted in
a computer laboratory if feasible.

The Assessment Administration Supervisor should arrange to make available
equipment that can read VCDs in the assessment room for conducting the CAV
Assessment. Such equipment should be connected to an appropriate amplifier to
ensure that the assessment content can be clearly heard by all students attending
the assessment.

Schools are recommended to assign staff members with sufficient technical
background to set up and thoroughly to test the IT equipment to be used in the
assessment one working day before the commencement of the assessment (i.e. 7 or
8 May 2025 for P.3, and 14 or 15 May 2025 for P.6) as far as possible. If a
computer is to be used for reading the VCDs in the CAV Assessment, the
Assessment Administration Supervisor should arrange to switch off the power
saving function of the computer screen so as to facilitate the smooth conduct of the
assessment. On the day of the assessment, the Oral Examiners would seek the
help of the Assessment Administration Supervisor immediately should there be
any problem. (Note: If a VCD is found defective or wrong content during the
assessment, the Assessment Administration Supervisor should mark “Defective”
or “Wrong Content” on the VCD envelope and place it in the Assessment
Administration Supervisor’s Working File and return to the HKEAA for follow-up
actions.)
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Support Measures to Non-Chinese Speaking (NCS) Students

7.9

7.10

7.11

If NCS students (i.e. WS1 students) are selected for the CAV Assessment, they can
be easily identified on the Student Sample List with an asterisk (*) next to their
class numbers (see Specimen a3). The HKEAA will provide bilingual instructions
to those students. Bilingual instruction sheets will be found in the Chinese
Language Oral Examiner’s Working File. The Oral Examiners will distribute them
to the NCS students before the commencement of the assessment.

Two special VCDs will be provided to schools with NCS students. The special
VCDs, with all questions and options read aloud to the students, are for NCS
students ONLY. Schools concerned MAY choose to use the special VCDs or not.
If they choose to do so, the NCS students will have to take the assessment
separately in another classroom or the computer room. The internal backup
Chinese Language Oral Examiner of the school should serve as the invigilator.

After the assessment, all materials, including the worked QA booklets and VCD
used in the separate assessment room should be returned to the Chinese Language
Oral Examiners and put together with other assessment materials. It is not
necessary to return these worked QA booklets in a separate envelope.

Checking and Packing of Assessment Materials

7.12

7.13

7.14

7.15

7.16

Before dismissing the students, the Oral Examiners should ensure barcode labels
have been properly stuck on to the worked QA booklets and the correct number of
worked QA booklets has been collected. They should then put the completed
Assessment Summary for Chinese Audio-visual Assessment into the Envelope for
Oral Score Sheets and Assessment Summary (Envelope A) (see Specimen a6),
while worked QA booklets into the Envelope for Worked Question-answer
Booklets (Envelope B) (see Specimen a7), accurately fill in the information
required on the envelope with a ball pen and sign in the appropriate space on the
envelope.

The Oral Examiners should put all other assessment materials, such as VCDs,
unused QA booklets and unused barcode labels into the Envelope for Surplus
Assessment Materials (Envelope C) (see Specimen a8).

The Oral Examiners should return the unsealed Envelopes B and C to the
Assessment Administration Supervisor right after the CAV Assessment. The Oral
Examiners should ask the Assessment Administration Supervisor to countersign
the Assessment Summary for CAV Assessment and put it with another sheet of
Assessment Summary into Envelope A after the Oral Assessment.

The AAA will double-check to ensure all assessment materials are correctly put
into the envelopes. The Assessment Administration Supervisor and AAA should
then seal the envelopes with HKEAA sealing labels and sign across the labels (see
Specimen a9).

Upon completion of the CAV Assessment, the Oral Examiners will move on to
conduct the Chinese Oral Assessment.
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8.  Oral Assessments (Chinese Language and English Language)

8.1

8.2

8.3

8.4

8.5

8.6

8.7

To facilitate the smooth conduct of the assessments, schools should arrange for a
covered area, preferably a classroom, to be used as a common waiting area. At
least 19 chairs (1 for the AAA and 18 for the selected students) and 1 table should
be provided in the waiting area. The waiting area is strongly recommended to
be close to and/or on the same floor as the two assessment rooms.

The class and class numbers of students selected will be listed on the Student
Sample List. The Assessment Administration Supervisor should appoint 2 school
staff members (1 for the Chinese Oral Assessment and 1 for the English Oral
Assessment) to accompany the selected students to the waiting area.

To avoid any potential confusion of having too many students assembling at the
waiting area at one time, the Assessment Administration Supervisor should appoint
2 school staff members to arrange for the selected students to go to the waiting
area in batches (2 batches for P.3 Chinese Language, and 6 students at a time
for English Language and P.6 Chinese Language). Seclected students are
required to stand by in an orderly manner in the waiting area while waiting for
their turn to take the assessments.

Students should be reminded to bring their own student handbooks or student cards
(with their names, class names, class numbers and photographs) to the assessments
for attendance taking and identification. Stationery is not required.

Irregularities, such as students having forgotten to bring their own student
handbooks or student cards, selected students being unable to take assessments, etc.
will be reported by the Oral Examiners on the Assessment Summary for Oral
Assessments, on which the Assessment Administration Supervisor will have to sign
in confirmation of any special arrangements made as a consequence and the
reasons behind.

After the attendance taking in the waiting area, a school staff member should
escort not more than 3 students to the assessment room each time. The school staff
member is responsible for taking care of the students and prohibiting any
communication between the students being assessed and those not yet assessed.

Students should be accompanied back to their respective classrooms by a school
staff member as soon as their assessments are completed.
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English Oral Assessment

8.8

8.9

8.10

Before the commencement of the English Oral Assessment, the Assessment
Administration Supervisor is requested to arrange the assessment room as per the
diagram below:

)

o S
Examiner 2 @ Entrance

Examiner 1

®©

0‘?% ,
Student being
assessed (S1)
KEY
() Chair
Student preparing for .
the assessment (S2) Timer
Preparation
Desk

P.3 English Oral Assessment

In P.3 English Oral Assessment, each selected student will attempt either a three-
minute Reading Aloud and Expression of Personal Experiences (with two minutes
preparation time) or a two-minute Picture Description (with three minutes
preparation time). Student 1 will first be assessed on Reading Aloud and
Expression of Personal Experiences and then Student 2 will be assessed on Picture
Description, and then Student 3 on Reading Aloud and Expression of Personal
Experiences, and then Student 4 on Picture Description, and so on. Demonstration
videos for the English Oral Assessment can be found on the BCA Website
(https://www.bca.hkeaa.edu.hk/web/TSA/en/OE_demo/P3E_oral demo.html)

P.6 English Oral Assessment

In P.6 English Oral Assessment, each selected student will attempt either a three-
minute Reading Aloud and Teacher-Student Interaction (with two minutes
preparation time) or a two-minute Presentation (with three minutes preparation
time). Student 1 will first be assessed on Reading Aloud and Teacher-Student
Interaction and then Student 2 will be assessed on Presentation, and then Student 3
on Reading Aloud and Teacher-Student Interaction, and then Student 4 on
Presentation, and so on. Demonstration videos for the English Oral Assessment
can be found on the BCA Website
(https://www.bca.hkeaa.edu.hk/web/TSA/en/OE_demo/P6E _oral demo.html)
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Chinese Oral Assessment

8.11

8.12

8.13

8.14

When P.3 and P.6 students are taking part in the individual part of the Oral
Assessment, the Oral Examiners should only arrange ONE student to enter the
assessment room every time for preparing and conducting the assessment. Oral
Examiners should arrange another student to enter the assessment room after the
previous student has completed the assessment.

P.3 Chinese Oral Assessment

Before the commencement of the P.3 Chinese Oral Assessment, the Assessment
Administration Supervisor is requested to arrange the assessment room as per the
diagram below:

[

Entrance

Teacher’s

o . T
o ¥ @

Desk

150

JUSUISSASSE A} 10
Surredaid Juopmyg

Group Interaction
(2 Examiners & 3 Students)

Key

Desk

Student (Picture Description)

@ @ @ Student (Group Interaction)
@ @ @ @ Ext. Examiner

Desk .
@ Int. Examiner

Each selected student will attempt either a one-minute Picture Description or a
two-minute Group Interaction. Students will first be assessed on Picture
Description and then on Group Interaction, in groups of three. Demonstration
videos for the Chinese Oral Assessment can be found on the BCA Website
(https://www.bca.hkeaa.edu.hk/web/TSA/zh/OE_demo/P3C_oral_demo.html)

The Assessment Administration Supervisor should first select students from
various classes marked with an “A” on the Student Sample List to attempt the
Picture Description, then students from various classes marked with a “B” to
attempt the Picture Description, and so on.
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P.6 Chinese Oral Assessment

8.15 Before the commencement of the P.6 Chinese Oral Assessment, the Assessment
Administration Supervisor is requested to arrange the assessment room as per the
diagram below:
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8.16 Each selected student will attempt Chinese Oral Assessment either a one-minute
Picture Description/Oral Presentation or a three-minute Group Discussion.
Students will first be assessed on Picture Description/Oral Presentation and then on
Group Discussion, in groups of three. Demonstration videos for the Chinese Oral
Assessment can be found on the BCA Website
(https://www.bca.hkeaa.edu.hk/web/TSA/zh/OE _demo/P6C_oral_demo.html)

8.17 The Assessment Administration Supervisor should first select 6 students from
various classes marked with an “A” on the Student Sample List to attempt the
Picture Description, then 6 students from various classes marked with a “B” to
attempt the Oral Presentation, and so on.

Support Measures to Non-Chinese Speaking (NCS) Students

8.18 If NCS students (i.e. WS1 students) are selected for the Chinese Oral Assessment,
they can be easily identified on the Student Sample List with an asterisk (*) next to
their class numbers. The HKEAA will provide bilingual instructions to those
students. Bilingual instruction sheets will be found in the Chinese Language Oral
Examiner’s Working File. The Oral Examiners will distribute them to the desk of
the NCS students before the commencement of the Oral Assessment.

Packing of Assessment Materials

8.19  Upon completion of the assessments, each Oral Examiner will put his/her score
sheets into an A5 size Confidential Envelope for Oral Score Sheets (Envelope Al)
independently, then seal the envelope with HKEAA sealing labels and sign across

the labels.
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8.20

The Oral Examiners will put the confidential envelopes (Envelope Al) and all
assessment materials separately into the Envelope for Oral Score Sheets and
Assessment Summary (Envelope A) (see Specimen a6) and the Envelope for
Surplus Assessment Materials (Envelope C). Both teams of Oral Examiners will
return two envelopes (Envelopes A and C) and 4 timers in 2 padded envelopes to
the Assessment Administration Supervisor. The Oral Examiners should ask the
Assessment Administration Supervisor to countersign the Assessment Summary for
Oral Assessments. Then the Oral Examiners will put it into Envelope A and then
seal the envelopes with HKEAA sealing labels and sign across the labels (See
Specimen a9).

Assessment Administration Assistant’s Attendance Record

8.21

8.22

The Assessment Administration Supervisor should ask the AAA to complete and
sign the Assessment Administration Assistant’s Attendance Record before he/she
leaves the school.

The Assessment Administration Supervisor should countersign in verification of
the arrival time and also rate the performance of the AAA in the appropriate
section of this form. The completed form should be put inside the Assessment
Administration Supervisor’s Working File and returned to the HKEAA together
with other assessment materials.

Storage of Assessment Materials

8.23

8.24

8.25

8.26

The AAA will put the identification badge and all the stationery back into the
Assessment Administration Assistant’s Working Envelope and return the envelope
to the Assessment Administration Supervisor.

With the assistance of AAA, the Assessment Administration Supervisor should
immediately put the 6 sealed envelopes of assessment materials (2 envelopes for
the CAV Assessment, 2 envelopes for the Chinese Oral Assessments and 2
envelopes for the English Oral Assessments), 2 padded envelopes with 4 timers
(For the schools that participate in P.6 Oral Assessments, after the P.3 Oral
Assessments, the Assessment Administration Supervisors are required to ensure the
timers are properly kept for the upcoming P6 Oral Assessments), the Assessment
Administration Assistant’s Working Envelope , and the Assessment Administration
Supervisor’s Working File into the HKEAA carton for return of assessment
materials, seal the carton and lock the carton in a secure cabinet or strong-room
until it is collected by the authorised courier of the HKEAA.

In case the HKEAA carton is damaged or is insufficient to hold all the assessment
materials, the Assessment Administration Supervisor may arrange to use other
suitable cartons for return of assessment materials to the HKEAA. Apart from
sealing the cartons with adhesive tapes, the Assessment Administration Supervisor
should also put a label on the cartons, clearly stating the school code, name of
school in both English and Chinese, school address, the serial number of the carton
and the total number of cartons (see Specimen all).

The electronic version of Assessment Administration Supervisor’s Irregularity
Report must be completed before the completion of the whole assessment if there
is irregularity. However, if there are no irregularities, there is no need to fill out the
Irregularity Report.

©2025 Hong Kong Examinations and Assessment Authority

All rights reserved

5a-E-20



8.27 The Assessment Administration Supervisor can dismiss the AAA when he/she has

completed all the assessment administration work detailed above.

Note:

Detailed working procedures of the Oral Assessments can be found in the Oral
Examiners’ Handbook, a copy of which can be downloaded from the BCA
Website: www.bca.hkeaa.edu.hk by the AAS in late April 2025.

9. Post-assessment Arrangements

Collection of Assessment Materials

9.1

9.2

The HKEAA will arrange an authorised courier to collect assessment materials
from schools on 12 or 13 May 2025 for P.3 and 19 May 2025 for P.6. At the time
of collection/delivery of P.3 assessment materials, the Assessment
Administration Supervisor will also receive the P.6 assessment materials.

The Assessment Administration Supervisor should pass all used and unused
assessment materials in properly sealed cartons to the authorised courier of the
HKEAA.

10. Emergencies

Bad Weather on the Day for Receiving Assessment Materials

10.1

If the Education Bureau decides that primary schools are to be closed due to bad
weather on the day for receiving assessment materials, the delivery will be
postponed to 7 May 2025 for P.3 and 14 May 2025 for P.6.

Bad Weather on the Days of Oral & CAV Assessments

10.2

10.3

10.4

10.5

Public announcement to be made by the Education Bureau regarding the closure of
primary schools and cancellation or postponement of the assessments due to bad
weather will be broadcast through radio and television. In case of doubt about the
cancellation or postponement of the assessments, the Assessment Administration
Supervisor should pay attention to the public announcement right up to the time
he/she leaves for the school.

On any of the assessment days, if primary schools are to be closed in the morning,
the assessments of the whole day will be rescheduled to 13 May 2025 for P.3, and
20 May 2025 for P.6. The collection of assessment materials by the HKEAA will
be rescheduled to 14 May 2025 for P.3 and 21 May 2025 for P.6.

On the first assessment day (i.e. 8 May 2025 for P.3, and 15 May 2025 for P.6), if
primary schools are to be closed only in the afternoon, the assessments of the PM
session of the day will be rescheduled to the afternoon of 13 May 2025 for P.3,
and 20 May 2025 for P.6. The collection of assessment materials by the HKEAA
will be rescheduled to 14 May 2025 for P.3, and 21 May 2025 for P.6.

The Education Bureau issued the Circular Memorandum (No. 99/2024) on 2 May
2024 to inform all primary schools of the arrangements for the administration of
the TSA 2025. Schools are responsible for providing a written notification to
parents of the days of assessment and the contingency arrangements for reserve
day well in advance to ensure students’ participation in the assessment.
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Bad Weather on the Day for Collecting Assessment Materials

10.6

If the Education Bureau decides that primary schools are to be closed due to bad
weather on the day for collecting assessment materials (i.e. 12 or 13 May for P.3,
and 19 May for P.6), the collection dates will be postponed to 14 May 2025 for P.3
and 20 May 2025 for P.6.

Other Emergencies

10.7

10.8

In cases of emergencies other than bad weather, such as fire outbreak, power
failure, etc. the Assessment Administration Supervisor should deal with the
situation first and then report the case to the HKEAA by phone at 3628 8181. A
written report on the case and the follow-up actions taken in the form of a
completed electronic  version of Assessment Administration _Supervisor’s
Irregularity Report should be sent to the HKEAA immediately afterwards.

The Assessment Administration Supervisor should always bear in mind that the
AAA has no decision-making responsibilities and cannot help the school make any
decision regarding the handling of irregularities and emergencies.
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C. CONTACT US

Education Assessment Services Division
Hong Kong Examinations and Assessment Authority

Address: Unit 901, 903-906, Stelux House
698 Prince Edward Road East
San Po Kong, Kowloon

Subject and assessment related matters:

Tel: 3628 8188
Fax: 3628 8138

Assessment administration matters:

Tel: 3628 8181
Fax: 3628 8190
Email: tsal @hkeaa.edu.hk

Technical support related to online services matters:

Tel: 3628 8177
Fax: 3628 8138
Email: tsa@hkeaa.edu.hk

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

Territory-wide System Assessment 2025 (Primary Schools)
Guidelines on Selecting Special Arrangements

The purpose of the Territory-wide System Assessment (TSA) is to provide school management with
accurate and comprehensive information on the performance of the students of their own schools and
also the overall performance of students at territory-wide level. Based on the principle of equal
opportunities, some students may require special arrangements to be made by schools to enable them
to display their achievements in learning in assessments. Schools should make corresponding
arrangements for these students in TSA provided that the content and objectives of the assessment are
not compromised. Besides, before exempting any student from the whole or part(s) of the
assessment, schools must make sure that it is due to the students’ disability/ disabilities that s/he is
unable to participate in the assessment.

A. Selection Principles

Schools should report cases of students requiring special assessment arrangements to the Hong Kong
Examinations and Assessment Authority (HKEAA) and select special arrangements WSO to WS7 for
such students during the specified period as indicated below. The HKEAA will make corresponding
arrangements in assessment administration and reporting of results:

Date Action by Schools
Deadline for selecting special arrangements for all P.3 and P.6
22 October 2024 students on the “Participating Students Information” webpage in

the “TSA Centre” on the BCA Website
Deadline for updating school and student information (including
special arrangements) on the BCA Website for Oral & CAV

14 March 2025 Assessments and barcode labels printing for the Oral, CAV and
Written Assessments
Deadline for updating school and student information (including
17 April 2025 special arrangements) on the BCA Website for the Written
Assessments

Schools should follow the existing policies and guidelines of the Education Bureau (EDB) in selecting
special arrangements WS0, WS3 to WS7 (see Part C and Appendix I) for their students with special
educational needs (SEN). For SEN students requiring special arrangements in TSA, schools must
ensure the availability of all supporting documents specified below:

1. Reports provided by relevant professionals (see Appendix II, e.g. speech therapists,
doctors, educational psychologists, clinical psychologists, audiologists, etc.), and

2. Approval of the Principal, and

3. Records of support and assessment accommodation provided by school

Where necessary, schools will be informed one week in advance to get ready the above documents for
on-site review of the HKEAA and EDB representatives.

All Academically Low Achievers (ALAs) should participate in TSA without any special
arrangements.

©2025 Hong Kong Examinations and Assessment Authority
All rights reserved
S5al-al-8



Also, schools should take note of the following when selecting special arrangements for students:
1. Obtain the consent of the parents in advance; and
2. Make reference to the advice of professionals, teachers, parents and recent special
arrangements in internal examinations (including time extension); and
3. Extend assessment time to no more than 25% of the original total time for SEN students, if
necessary. Students with severe visual impairment or physical disability may have a longer
extended time according to the advice of related professionals

Please also note that it is not necessary to inform the HKEAA of any special seating arrangements in
the classroom (for SEN or non-SEN students).

B. Selection Guidelines
1. Schools may select more than one special arrangement for each student.

2. All students receiving WS0, WS3 to WS7 will not be included in the Student
Sample List of the Oral & CAV Assessments. Schools may request in writing to
put any students receiving WS0, WS4 to WS7 in the pool for random selection
for the Oral and/or CAV Assessments. If selected, no special arrangements will
be provided and their results will be included in the School Report for Oral &
CAV Assessments.

3. The HKEAA will process the results of students requiring special arrangements separately
(refer to “Part D — Release of School Reports™ for details).

4. Depending on the actual circumstances, schools may apply for special assessment
arrangements other than WS0 to WS7 for students with other special needs. The requested
arrangements should be practicable in a public assessment setting and without contributing to
any unfair advantage over other students. The Principals concerned should submit their
application in writing on_or before 1 November 2024 (Note: Late application will not be
accepted) with relevant supporting documents to the HKEAA for consideration.

C. Categories for Selection

WS0 Exemption from the Oral Assessments
(for students with Severe Speech and Language Impairments )

Relevant Arrangement

Students will be exempted from the Oral Assessments only (they should still take part in the Written
Assessments)

©2025 Hong Kong Examinations and Assessment Authority
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WS1 Non-Chinese Speaking (NCS) Students

In principle, school should arrange all NCS students to take part in the whole assessment
(including the Chinese Language, English Language and Mathematics Assessments). Schools may
select WS1 for these NCS students.

Relevant Arrangements

Chinese Oral Assessment
If WS1 students are selected for the Chinese Oral Assessment, they will be provided a bilingual
instruction sheet.

CAV Assessment

If WS1 students are selected for the CAV Assessment, schools may choose to use a special VCD, with
all questions and options read aloud to the students. If they choose to do so, the WS1 students will
have to take the assessment separately in another classroom. A bilingual instruction sheet and 2
special VCDs will be provided to schools with WS1 students.

Written Assessments
1. HKEAA will provide the following extra materials for schools with WS1 students:

a. If the class of the student is using Chinese Mathematics paper, the HKEAA will provide an
additional set of English Mathematics papers for these students. Schools may opt for
Mathematics in either language for these students according to their learning needs

b. Separate bilingual instruction sheets for the Chinese Listening, Writing and Reading
Assessments

c. 2 special CDs for P.6 N°! Chinese Listening Assessment, with all questions and options read
aloud. It should be arranged for these students to take the assessment separately

d. Enhanced instructions on answering questions for the Chinese Reading Assessment. If
schools decide to read aloud the enhanced instructions on answering questions to the WSI
students in the Chinese Reading Assessment, they should arrange for the concerned WS1
students to take the assessment separately. For the convenience of these schools, an extra
package containing only one sub-paper together with the enhanced instructions will be
provided.

2. In the Chinese Writing Assessment, schools may read aloud the writing topic to the WS1 students,
but it should be arranged that they take the assessment separately. In Chinese Writing
Assessment, schools may use the extra package provided with only one sub-paper for reading the
writing topic to WS1 students.

3. All the above extra assessment materials will be packed separately and indicated “Assessment
materials for students requiring special arrangements”

Note 1 In existing P.3 Chinese Listening Assessment, all questions and options are read in the CD used by the schools

©2025 Hong Kong Examinations and Assessment Authority
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WS2 Newly-arrived Children (NAC)

All students following the local curriculum, disregarding the length of stay in Hong Kong,
should take part in the whole assessment (including the Chinese Language, English Language and
Mathematics Assessments).

In view of the fact that it does take time for NAC students to adapt to the local curriculum and
pace of learning, schools may select WS2 for these students.

WS2 Students must satisfy any one of the following criteria:
1) the period between the date of first arrival in Hong Kong and the first day of attending
school is less than one year (i.e. arrival less than one year); or
i1) have been in Hong Kong for more than one year, but have not attended any local school for
more than one year prior to admission to the current school (i.e. schooling less than one
year).

Schools are required to keep these students’ records of entering Hong Kong for settlement (e.g.
copies of One-way Permits, Passports, or Certificates of Entitlement). They may be asked to submit
such documents to the HKEAA within one week of notification when necessary.

WS3 Exemption from the Whole Assessment

(for students with Severe Visual Impairment or Intellectual Disability N> )

Note 2 This arrangement is not for students with Limited Intelligence

WS4 Exemption from the Listening and CAV Assessments
(for students with Moderately-severe, Severe or Profound Hearing Impairment )

Relevant Arrangement

Students will be exempted from the Chinese and English Listening Assessments, as well as the
Chinese Audio-visual Assessment

WS6 Using A3 QA Booklets
(for students with Visual Impairment, Dyslexia, Physical Disability, etc )

Relevant Arrangements

1. The HKEAA will provide A3 question-answer booklets printed on ivory paper with 2 CDs for
Chinese Listening Assessment and 2 CDs for English Listening Assessment Not¢3

2. All the above assessment materials will be packed separately and indicated “Assessment materials
for students requiring special arrangements”

Note 3 Students who require enlarged question-answer booklets will be given the same sub-papers for all assessments.
During the Chinese and English Listening Assessments, the sub-papers of these students may be different from
those of their classmates. Schools should arrange for them to sit the assessments either with another class using
the same sub-paper or separately.

©2025 Hong Kong Examinations and Assessment Authority
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WS7 Taking Assessments Separately, Time Extension, Supervised

Break and/or Using Auxiliary Equipment

( for students with Dyslexia, Autism Spectrum Disorders, Attention Deficit /
Hyperactivity Disorder, Physical Disability, Speech & Language Impairment, Visual
Impairment, Hearing Impairment, Other Mental Health Issues, etc. )

Relevant Arrangements

1.
2.

Schools should make reference to recent special arrangements in internal examinations

Reading aloud the questions is only applicable to those students with Dyslexia and having severe
reading difficulties sitting for Listening and Writing papers in the Chinese and English
Assessments, as well as the Mathematics Assessments. Schools may refer to the guideline
“Special Arrangements for Internal Examinations for Students with Special Educational Needs”
issued by EDB for details Not¢ 4

The HKEAA will provide an additional set question-answer booklets of one sub-paper only for all
WS7 students and 2 CDs on Chinese Listening Assessment and English Listening Assessment to
facilitate the teacher to read aloud the questions to the students mentioned in 2 if necessary

All the above assessment materials will be packed separately and indicated “Assessment materials
for students requiring special arrangements”

Note 4 “Special Arrangements for Internal Examinations for Students with Special Educational Needs” website:

https://sense.edb.gov.hk/uploads/page/integrated-education/guidelines/sea_guide e.pdf

D. Release of School Reports (For Schools with P.6 and all P.3 Students

Participating in the TSA)

Based on the student information submitted by individual schools, the HKEAA will issue three
school-level reports for each school:

School Report: Results of all students
Supplementary Report 1: Results of all students except those of WS1 students

Supplementary Report 2: Results of all students except those of WS1, WS2, WS4, WS6
and WS7 students

Non-Chinese Speaking Results of NCS/SEN students in the Chinese Language, English
Students (NCS) / Students  Language and Mathematics Assessments (only for schools with 5
with special educational or more NCS/SEN students participating in the Chinese

needs (SEN) Report on Language, English Language and Mathematics Assessments)

Chinese Language, English
Language and Mathematics
Assessments:

©2025 Hong Kong Examinations and Assessment Authority
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Appendix I

Special Arrangements (for

SEN Type reference only)

1. | Specific Learning Difficulties / Dyslexia WS6, WS7
2. | Intellectual Disability WS3
3. | Autism Spectrum Disorders WS7
4. | Attention Deficit / Hyperactivity Disorder WS7
5. | Physical Disability WS6, WS7
6. | Visual Impairment

- Mild and Moderate WS6, WS7

- Severe and Total Blindness WS3, WS7
7. | Hearing Impairment

- Mild and Moderate WS7

- Moderately-severe, Severe and Profound WS4, WS7
8. | Speech & Language Impairment (Articulation,

Language, Voice, Fluency and Pragmatic)

- Mild and Moderate WS7

- Severe WS0, WS7
9. | Other Mental Health Issues WS7

©2025 Hong Kong Examinations and Assessment Authority
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Appendix II

SEN Type

Assessment Centres /
Professionals

1. | Specific Learning Difficulties / Dyslexia

Educational psychologists or
Clinical psychologists

2. | Intellectual Disability

Educational psychologists, Clinical
psychologists or Child Assessment
Service operated by the
Department of Health / Hospital
Authority

3. | Autism Spectrum Disorders

Psychiatrists or Child Assessment
Service operated by the
Department of Health / Hospital
Authority

4. | Attention Deficit / Hyperactivity Disorder

Psychiatrists or Child Assessment
Service operated by the
Department of Health / Hospital
Authority

5. | Physical Disability

Doctors

6. | Visual Impairment

Ophthalmologists or General Eye
and Low Vision Centre operated by
the Hong Kong Society for the
Blind

7. | Hearing Impairment

Audiologists

8. | Speech & Language Impairment

Speech therapists

9. | Other Mental Health Issues

Psychiatrists or Child Assessment
Service operated by the
Department of Health / Hospital
Authority
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JE R HE 2025 SEEHEMERERHE (NE) B al
%ﬁgﬁflﬁ?‘% Territory-wide System Assessment 2025 Spej;imen al
rccosament (Primary Schools)

BT SHETRE M — BRI

2 - =2
g /T S
Note:

ET R EEERHRE

Electronic version of Irregularity Report:
https://forms.office.com/r/XzTPB4P9mE

Assessment Administration Supervisor’s Irregularity Report

P OBRERAER  SHETREEARIGEOKE FTHEZEEEHRREEFRIBRZEY

B MK BEEERIEREESE - AREESRE o (7  WEH LEXHE  AIHHE
BRA#KE - ) BSahENEEANES BERERE " iadlsf HBER ) /T WEF GRS
R, NWESRA M ETE LR RIS - SHETEREETUEERE EHREFMT -

If there is any irregularity, the Assessment Administration Supervisor should complete the electronic
version of Irregularity Report and submit to the HKEAA on the same assessment day. However. if there
are no irregularities, there is no need to fill out the Irregularity Report. (Remark: If the online report is
completed and submitted, there is no need to complete the report in paper form.) Assessment Administration
Supervisor may use this form to report irregularities regarding the administration of the assessment, which
have not been reported by the Oral Examiners or Invigilators on the “Assessment Summary for Oral
Assessments” / “Assessment Summary for Written Assessments”.

el 1T E AR R BRI R S - 52U &R EE S 36288190 -
If the Assessment Administration Supervisor is_unable to submit the electronic version of
Irregularity Report, please complete the following information and fax it to 36288190.

=g ey

Name of School :

Y T Bt
School Code : Tel No.

Al il 2 A2 DU il S

Irregularities occurring during the assessment session are detailed below:

25 B2 AR K LR

E £ e
H 3 /E“f i FH $.IE Class and Class No. of the
Date / Time Irregularities

Affected Students

A T EEEH

Name of Assessment Administration Supervisor

aFETT B EL % F

Signature of Assessment Administration Supervisor :

H H#A
Date
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EEEFRANRFIER
HONG KONG EXAMINATIONS &
ASSESSMENT AUTHORITY

=2 HEMRLFE
TERRITORY-WIDE SYSTEM ASSESSMENT

Bt BE RE 1 E F R
ORAL EXAMINER

ERERARFIERF
HONG KONG EXAMINATIONS &
ASSESSMENT AUTHORITY

EEM R FE
TERRITORY-WIDE SYSTEM ASSESSMENT

=¥ fi 17 BUBh 3
ASSESSMENT ADMINISTRATION

ASSISTANT
(AAA)




EFHERRTER WXXEREERRTECNE)

HONG KONG EXAMINATIONS AND ASSESSMENT AUTHORITY TSAP
Territory-wide Svstem Assessment 200X (Primary Schools)
SSEIP RSN 2B Oral Assessment - Student Sample List
EAriaeR School Code) : P99Q %7—& 23

B x7 2 F&( School Name) : B Z PR HHWD)
ABC SCHOOL{WL)
FERI(Class) : 3A

Specimen a3

\aw1 il English HREE

ﬂﬁﬂlﬂss No. e e E_‘Q R HEEFESE Individual Assessment Clazs Mo,
1% al=
L IS 02
03 s 03
04 04
05 EE 05
O6* IFEB De*
a7 I
08 Selected 08
w 1E2 ®
10 IE#EA 10
11 Selected 11
12 12
13 Selected 13
14 FaE 14
15 1E3#EB 15
16 1= 16
17 17
18 18
19 19
20+ 20*
21 1EED 21
22 Selected 2
23 Selected 3
24 Selected 24
25 Selected 25
26 = 26
27 7
28 1EEE 28
20 EiEEA 29
30 IE 3
31 1EiEA 3
k) 1E3ED 32
33* Selected 3=
34 1EED M
a3 1= 35
36 34
37 37

*WS1FHFRRL - RN hERE 7 BRI R R TG

% W31 Non-Chinese speaking (NCS) students - should take part in the Chinese Lanpuaze Audio-visual and Oral Assessments




HRBERHREENEZ S
HR o AT EERER
Information to be
completed by Oral Examiners and
endorsed by Assessment

Administration Supervisor

2025 F2 B RGEEE (N

Territory-wide System Assessment 2025
(Primary Schools)

REER AT LA

A a4

Specimen a4

Assessment Summary for Chinese Audio-visual Assessment

1 4418 R TR 2B | SRR
Name of School: AM./PM./W.D.* | School Code:
FHH BRI SRR IR SR H #
Subject: Chinese Audio-visual Assessment Date:
SELE R NB Al
No. of Students Participated: Level:
* S
Please circle where appropriate
SHEL (BEMEEE)
Students Participated (including replacement students)
Bt A1 B9k HE A1 57 Bt 1 57
Class Class Numbers Class Class Numbers Class Class Numbers
/ / / / / / / / /
/ / / / / / / / /
/ / / / / / / / /
BRIEEE (WEH)
Absentees (if applicable)
BAMWES > HEPUTERRE » KEES B
List of originally selected students who did not participate in the assessment for the reasons given below:
A BER B
Sick or absent
B REHREMEHEHEE (OFM - B4E - EREAHSE)
Unable to produce any identification documents (e.g. handbooks, student cards, official school documents)
C HAh (F5fEMEE )
Others (Please briefly give reasons.)
ﬁﬁgf%gfﬁ%g/ﬂfﬁﬁ REES B YRR (CHIEEE NI T 5%)
ass, ass 0.0 101 1 “y :
Abscntce Reason for not participating (Please put a in the appropriate box)
[JA [JB [JC Jf[KA Reason:
[]A [JB []C JE[A Reason :
[JA (1B []C JH[A Reason :
[JA [JB [JC Jf[KA Reason:
[]A [IJB []C JE[A Reason :
b EERE

Please turn overleaf




5 2 4 BT /T % FEES U FE GREEETHASE TV 3
Class/Class No. of Reason for not participating (Please put a “v™ in the appropriate box)
Absentee

[JA  [JB [JC JHK Reason:

[JA  [JB [JC JHK Reason:

[JA [JB [JC JHK Reason:

[JA  [JB [JC JHK Reason:

[JA  [JB [JC JHK Reason:

[JA [JB [JC JHK Reason:

[JA  [JB [JC JHK Reason:

[JA [JB [JC JHK Reason:

[JA  [JB [JC JHK Reason:

AT {7 BF 8 AR 1Y EL AT 1 S5 i
Other Irregularities Occurring during the Assessment Session
sshpE D EFE 1 4 %=
Name of Oral Examiner 1: Signature:
SEAE I EF A 2 44 e
Name of Oral Examiner 2: Signature:
SEAL AT B AT 24

Name of Assessment H=

Administration Supervisor: Signature:




RAERHREETEZE
EHE  ETBREEER
Information to be 2025 ﬂi%%"‘i%\%ﬁ%‘:lzm ( /J\% )

completed by Oral Examiners and . W
endorsed by Assessment | 1€1T1LOTY (v;;d_e SystesmhAsie)ssment 2025
rimary Schools

Administration Supervisor

Assessment Summary for Oral Assessments

A a5

Specimen a5

B 41 EARR TR A | 2 R
Name of School: AM./PM./W.D.* | School Code:
FEE* o B 58 SR} i 5 A Y B B 5F SO 5 A H A
Subject*: Chinese Oral Assessment English Oral Assessment Date:
SELE R NB Al
No. of Students Participated: Level:
* B
Please circle where appropriate
SHEBE (AEMEELE)
Students Participated (including replacement students)
HE A =3 A 5% Bt A1 2ok
Class Class Numbers Class Class Numbers Class Class Numbers
/ / / / / / / / /
/ / / / / / / / /
/ / / / / / / / /

RG24 (QEA )
Absentees (if applicable)

BAsEEE D HENITER - RES BT

A B R

Sick or absent

B REEHUREM B WA (0T~ 2458 - BRIEAHE)

Unable to produce any identification documents (e.g. handbooks, student cards, official school documents)

C  HAl (35 MEE )
Others (Please briefly give reasons.)

List of originally selected students who did not participate in the assessment for the reasons given below:

L 5 22 A B A1)/ BE 9%
Class/Class No. of
Absentee

RESHEZER (FEBEEHENELE ™Y 5
Reason for not participating (Please put a “v"” in the appropriate box)

[JB []C JHE[A Reason :

[ ]C JE[A Reason :

[]C JEKA Reason :

[ ]C JE[A Reason :

[ ]C JE[A Reason :

b FEEKRE

Please turn overleaf




BRI 2 /o o RESHZFE GHEBEHEEE 5
Class/Class No. of Reason for not participating (Please put a “v” in the appropriate box)
Absentee

[JA [JB [JC J&EKA Reason:

[JA [JB [JC J&EKA Reason:

[JA [JB [JC J&EA Reason:

[JA [JB [JC J&EA Reason:

[JA [JB [JC J&KA Reason :

[JA [JB [JC J&EKA Reason:

[JA [JB [JC J&EKA Reason:

[JA [JB [JC J&EKA Reason:

[JA [JB [JC J&EKA Reason:

S At R 2% A= 1Y H AR RSB R
Other Irregularities Occurring during the Assessment Session
SEERE N EFEE 1 H#: e
Name of Oral Examiner 1: Signature:
SEERE N EFE 2 ##: BE
Name of Oral Examiner 2: Signature:
P TR AT A4

Name of Assessment .

Administration Supervisor: Signature:
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BETARTHR EREARTER
HONG KONG EXAMINATIONS AND HONG KONG EXAMINATIONS AND
ASSESSMENT AUTHORITY ASSESSMENT AUTHORITY
EEMERGETE ZEERGET S
TERRITORY-WIDE TERRITORY-WIDE
SYSTEM ASSESSMENT SYSTEM ASSESSMENT

Y/

HHEERRE N EH B 1 5]
FHE T BRI
Oral Examiner 1 or
Assessment Administration
Assistant to sign across

J’W’“

_=

N

A a9

Specimen a9

F e W G A E S
HKEAA Sealing Label

FEREEAE I % B 2 5
S TSRS

Oral Examiner 2 or

Assessment Administration

Supervisor to sign across
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