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F—RKE LT F Timetable for the First Day of Written Assessments

Assessment time)

H Hf Date/ :
B 48 % 5 Starting Time 12/6/2018 08:45
e B Level INFS P.6
o [ 5B S — B EE
o o Chinese Language — Reading
w Adi HiE I (30 47 #& minutes)
Assessment Session
(ST £ B S o [l 5 S — BR B

Chinese Language — Listening
(49 20 4y §#)
(Approximately 20 minutes)

fK E. Break (15— 35 47 §# minutes)

o i R
Assessment Session
(&P £ ¢ [

Assessment time)

o R S — B AE
Chinese Language — Writing
(55 47 §# minutes)

B R AL E S LB S R Timetable for the Second Day of Written Assessments

Assessment time)

E.3 D) 13/6/2018  08:45
BH 46 % i Starting Time i
& A1 Level JINTS P.6
e 5] 55 S — R E A E (E
- - English Language —Reading & Writing
=T fifi # IR (50 4% §% minutes)
Assessment Session N
(-\E_:SIZ{éH%FEﬁ g‘iﬁgj{—%%%

English Language —L.istening
(49 30 7 )
(Approximately 30 minutes)

K & Break (15 —35 4% $& minutes)

a7 #i I
Assessment Session

(5F i IRf FE

Assessment time)

B2
Mathematics
(50 47 $% minutes)
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General Guidance Notes for Invigilators

1. By P E RS 1% S Sticking Barcode Labels

SAFENEEEEE®E (% 1H) RE N E A EA T AR E—E E 5E PR
B sl EEME mey " BAEAA ) gEWE R AEN LN H R LB R -

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 question-answer (QA) booklets. The “Instructions” on the
cover page will clearly indicate to the students on which pages should barcode labels be used.

P Y R E 3o $% &~ Sample cover of QA booklet:

I

* 6 C R 2 %

6 C R 2 | Lﬁ?ﬂ‘rﬁ}ﬂﬁ;}%{{ﬁﬁw

Please stick the barcode label in the box

HAA

—RERT EFEEEEEELKEMKEES A E TN - HBFEEF D
THELTAGEEBIKEREBROREA NS S B 8E % ORE 4 H M RiG:
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:

P9996A01 |5 Ton

DETSA PREREADT

|

L BB 7 s LA
" Slightly outside the box

4
i U B S R ISR 1E /R8P
Please stick the barcode label in the box

3""“"-"” ' Pagg
. EnEsEeLETen iy,
A

S IS R B RL A8 A
Please stick the barcode label in the box

©2018 FHEHH AL R RERTA 2
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L Peeedadd Yo LS

«< QE S58|
Up- SI({jI;rd?\f}]n$§i e B:Ed 'mq?s L0VY9666d

‘
S IS R B RL A8 A
Please stick the barcode label in the box

DIN R B BB BRI N - 55 B E 220K 52 4 (F I 1% (7 26 1 5k 255
(40A T2 - 1& i 20K R 0% m 7 25 BE A2 ORIV RAS £ )

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):

P9996A01 [T X

ﬂ% ﬁ% %EZ /__,4;{ ;—% DSTSA POOHEATID Mo 01
1.  Smeared barcode &

-

4
i U B S R ISR 1E /R8P
Please stick the barcode label in the box

P9996A01 Séﬁ.f:’;' Pﬁ’f

STEA FREal10

D e barcode g
?ﬁ?ﬂ%mﬁﬁﬁ%ﬁ.ﬁﬁﬁ%ﬁﬁq

Please stick the barcode label in the box

HoAh FHEF M

Other irreqularities:

w7 5 %aﬁﬁﬂﬁmﬁw{ﬁﬁé%%w1ﬁxﬁg¥£ A R B R ST
m EEE SRS VLA RS > F S & 1 (E 5l 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 QA booklets. The HKEAA will process these QA booklets separately.

©2018 FHEHH AL R RERTA 3



2. HHZEZIFIEERE Answering MC Questions

BAFE L HBEEER - BN HB St LB IHAY E B & B E R > 585 85
B 7 1F & 5 B R Bl - 22 4 2 B -

[ FE HB g SERY SR KR B - B2 R A (6 R HB SR - B IE SRR %
TR - IfE 5 I A% R B AL 2 98 A BT ¢

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

FEFEE TEFFRP KA
Sample “Instructions for answering questions” of QA booklet:

Instructions for answering questions:

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

BEME - BHEANEE IR HBESERARFANRNBEIRER » o

or ®@ A OB Oc Oob
=,

oJole]
o w»

3. BEREEAEMELN Answering within the Frame

BARAEREEER LR EMERS - BREKLUINMBEEE L FVE -

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

HE4R Frame

FE4S Frame

©2018 FHEHH AL R RERTA 4




4. FRHZN—AAXEZEHE Using More Than One QA Booklet

WMEEAFERNMEFEST > FIREE - EROABEEEEZ L AFE — 7 &5
S EEOIRE o A m A0 P A S i AR (S 1T B EAE e

SLEEAESEZ K%ﬁ%ﬁ%%ﬁﬁiﬁﬁiﬁiﬁ%ﬂ%%ﬁ% it A" 2 75 A sl & R E
BB GSE ~ PEA K DEIE o RRAS S By 0 SR A BUE S B ST L i > I
BA"EEHEDHE), N -

MHSLEFERZN -ANEEES BESEHERE "EEHEOCHE) X2
AHFELCHE N "TESHEE R FRIK—FHE -

U>

One additional QA 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 QA booklet is the same as that of the first QA booklet of the student. If the QA booklet
of a particular sub-paper has run out, please try to secure a copy from another class or inform the
Assessment Administration Supervisor of the situation.

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

When completing the total number of “Scripts Collected” on the “Envelope for Worked OA
Booklets (Envelope D)” and “Students’ Attendance Record”, please count every two QA
booklets stapled together and used by the same student as ONE OA booklet.

5. S FIEITIEMEMEYE  Students Taking the Assessment Separately

~ EFOMETIHENELENES R o E2EARAYK AR

= EafhissstR o ﬁj‘ﬁ’tﬂL”EﬂéB’Jﬂé{zB’J %&@ﬁﬁ%fﬁﬁwq’%%%}@%ﬂﬂ
Foig L2 ARG AL HY S RS2 S

~ EESANEGEARIIESZNEE— i_ﬁﬁlﬁ_ﬁﬁ%lﬁ EGHEDHE),

~ LR YR AR BT (5 YR BT ({7 — BEAR [E] BF A o B AY TR ER BE S PR B
E(EHE),

- HESHEFHEEN T R2ANFELHE ) kT EEHED BHE), I R
BB fE o3 B R 17 BV Al B2 A By B R

= 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 QA booklets.

=  The worked QA booklets of these students should be packed together with those of their
classmates into the respective “Envelopes for Worked QA Booklets (Envelope D)”

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

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

©2018 FHEHH AL R RERTA >




ESTRBER "THRELEFERARL  A3EH
Notes for Invigilators on Completion of “Assessment Summary for Written
Assessments”

o HEE TQRENEHESEER, EEHEEER
Fill in all required information on the “Assessment Summary for Written Assessments”

o —EE (ALl —EEWE SR ) AFEESE -8 T REFT AR ER
Complete only one “Assessment Summary for Written Assessments” form in each assessment
session (disregarding the number of assessment paper(s) completed)

¢ VHEBRR BRI ET R RA TR BRI EN R BN > B
Record irregularities which have affected the administration and/or may affect the processing
of results of an assessment, including:

v R EEF IR v' Suspected cheating
v SBR[ B S RS v Misuse of barcode labels
v W BEEE GG 1T ERRS Y % i v Equipment failure during the
e iAo A & Listening assessment (please provide
(o] 66 B HE ) a detailed account of events and

remedial actions, if any)

v OBREE (AIKEE S EEE) v' Emergencies, such as fire, power
failure, etc.

o DTFHER BEFAEEACSE THEER, L
Invigilators are NOT required to record the following on the “Assessment Summary’:

X HS B ALY 2L EE X Late arrival of students who
participated in the assessment

X EE R g E O ER R £ B BT X Absentees or exempted students

X B FiAEEF M S X Students using toilets

X A EARE S X New students or drop-outs

X EE e R {lE R 2R A B UE A R B 2 X Special arrangements for individual
BE students

X (ERER 4 B GREER B84 ¥ Insufficient barcode labels for
B S 5 T individual students or missing barcode

labels

X {5 1% R X Using the spare CD

X FoEESE(LE{TRIAVES M EE, ¥ Equipment failure or replacement
B A before the Listening assessment

©2018 FHEHH AL R RERTA 6



DT R—rEZe " RENGEGEER, (F—H) @l
Below is a sample of a completed “Assessment Summary for Written Assessments” (Page 1):

BER A E 2018 FE2BURFETME (NE)
EXEHER Territory-wide System Assessment 2018
To be completed by (Primary Schools)

Assessment Summary for Written Assessments

i‘:la)frfe:%g%ch(ml: @ 'ZJ @ﬁ )F‘K { ﬂ %‘

SR 4R SR . e I)'EEU L

School Code: TS H P %‘i Class; § A
tp sl 5 B B3 B Chinese (Reading and Listening)

FLE [ # 2% {F Chinese (Writing)

Subject: [ #£ 3 BEMEAI S 1 - #58 English (Reading & Writing and Listening)
[ %= Mathematics

S B E—HT First session:  Hi From Q: 45 o FTo Oc‘f 15 am
Assessment time: —gm o, . ) =T . .
ZE —F7 Second session: ﬁéiff.”nm G(i) . )—G am 2To UL'I‘»' B0 e

PR TRAEE TV R
Please put a “v" in the appropriate box.
n B A B i 2 AT R BB

NO irregularity occurred during the assessment,

o B A R 8 4 DL R R

Irregularities occurred during the assessment session:

[ &% S 4E O #4588 [0 seabEus/dmm: 5 i
Defective Q&A booklets IlIness Overtiming / Undertiming
[0 /s e O #24E (] ePfldpab/=E:
Problematic CD/VCD Late Arrival of Student Interruption / Disturbance
7 i B iR (] $EERERMS [ i
Defective CD/VCD Player Unauthorized Materials Other
[ # A 0 75 R 1E B [ 48950/ 5 {1 e
Incorrect information of barcode Misconduct / Suspected
labels Cheating
B 4 SR ()
I TEAESENT (ShE LT (a0 R B TR ) FrRIEE]  Name/Class No. of
Time Irregularity Detail (Please describe all events and actions taken) Duration Student (if applicable)

PN EN4E

ms}f \%{??ﬂk?« @WJM M

%!\ LR L X Fé\fﬁ‘.\: 20 L
EEELTIRLEUL )
ZkAﬁﬁﬁt%[ﬁZtizkjt#E%LtﬁﬁIHJE}Eﬁ*ﬁ RYREASRLE » AR FHASHH T BAg
THRAREFHEA -
I declare that T am not teaching the above class the subject being assessed in this session and all
invigilation guidelines were strictly adhered to during the assessment.

Bi¥ B4 = £
Name of Invigilator: DI‘: I MS?? H 0 Signature: _2&/

& 2006 SF/NF B E SSRGS RET - IS R A B A AR B E 2 ) R AT -
The 2016 P6 TSA has been suspended. Participation in the 2016 P6 TSA is on a voluntary basis. As a result, this is a TSA in which not all P6 students
will participate,

©2018 FHEHH AL R RERTA 7



THRESHE AR O NNEE AR TR LIFZE R
The back page of the “Assessment Summary for Written Assessments” is a task checklist for
invigilator:

T./E Task Checklist

(0 1. t& "EH B SCMHE L REMRTEZ S B0 IR B 0I5 K w5 o &

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

[0 2. BuWsEwHESESEREE Otk 2R (HEHARKRIERNMG) k1 EBERE
A AR EERD)

Receive the correct packets of QA booklets, 2 CDs (for Listening assessment only) and 1 pack of rough work sheets
(for Mathematics only)

3. BWwEEEH 1M DHERLEEHE

Receive 1 Envelope D and 1 Envelope E for each assessment

4. WEESEACHIIEIEF AR

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

BB E B B4R 9T A BT Al

Write the school code and class name on the blackboard

6. HHEAEZERHE  HFZ-IRFEEE

Unseal the packets of the QA booklets and distribute the booklets to the students in order

O O O 4 o

7. RBELLIIIRIRF B RN o L5 2 A B IR & LIRS & 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. HEAFERELTERHEELEMN LEKKERIESEZR R - L KI5k

Ask the students to stick the barcode labels and write down the school code, class name and class number in the
appropriate spaces on the QA booklet

[

F 46 HE 1T 5F i

Start the assessment

[] 10. #E% "REFMEHEER, - "2EHFELHE, REELNEN

Complete the “Assessment Summary”, “Students’ Attendance Record” and information on the envelopes

[1 11, GRS &&&S R IE9R /N2 KU EE 5 KR 6r 7Y 5 IS 1R 05

At the end of assessment, collect the worked QA booklets and remaining barcode labels according to the sequential
order of the class numbers

(1 12, &S24 ZEHCEHZEH @ EAYERA A &R

Check to see if the labels are properly affixed and that students have accurately filled in the information on the
booklet covers

(] 13, HEGRUCIEIAY 5 & 48 BOM MR 22 248 N RO 75

Check the number of worked QA booklets collected against the number of students present

(] 14 KEEHEDHE @ HepsFEYREEHE

Put the worked QA booklets into Envelope D, and surplus materials into Envelope E

[] 15. WHEAIRAKELE  BFHEDHEHENEEMEMNE "v > DLZZHEH
If any A3 enlarged worked QA booklets are collected, please put a tick ‘v"” in the appropriate place on the Envelope
D for easy reference

(1 16. RETHMENEEESE  BROEZIIN DEHER - W C I BB R
Return the worked QA booklets of those students taking the assessment separately to their respective classes, affix
barcode labels and put them into Envelope D

(1 17, XEmAHETHETHREEER

Return all envelopes to the Assessment Administration Supervisor for double checking

©2018 FHEHH AL R RERTA 8
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Notes for Invigilators on Completion of “Students’ Attendance Record”

e HE TEANFLHE, (2H) EEHEMFBEH

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

¢ /\ﬁﬁL??u¥TEjZT¢T%U§EFE@F§$ﬁﬁ%ﬂﬁ%  JEAL SR EFT B IL ANy T B AR
B4 8RR
The attendance of students assessed separately or requiring special arrangements should be
recorded on the “Students’” Attendance Record” of their respective classes

o AR T EBAHFELHE ) FEREALER (W15 RN e A E LA E )
Make minor amendments to student data (such as adding, deleting or amending names) on the
“Students’ Attendance Record”

. H< " fﬁk% W (EEGE RERESE S EREERE) 24ENE
Blacken the circles of “ Absent” (including absentees and students exempted from the
assessment, but NOT drop-out students)

¢ WMAEBE4ARE > AHRAE T BANFELOHER ) b DUE SR &Rk
If there are drop-out students, cross out their information on the “Students’ Attendance
Record”

o UER TEAERELHEE FADESE > T E R BEAETHREE
Do not amend the class number on the “Students’ Attendance Record”. Please inform the
Assessment Administration Supervisor if amendment is required

o TEGRE L WHRHER "ERmL2MABRMA), + THEANERB), - TR
2 ANE(C), — "#F ANE(D),

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

o TEBEEWNFLHE ) BN TEERYE, RHER "EEREHE ) LN TEER
. B HHER

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 Worked QA Booklets”

¢ WHEBAFEHAZN -—AREEES  BEEEAEHE "E268E . B
RB—AREHE
If there are students using more than one QA booklet, invigilators should only count QA
booklets used by any one student as ONE QA booklet when completing the total number of
““Scripts Collected” on the “Envelope for Worked QA Booklets ”

©2018 FHEHH AL R RERTA &
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Below is a sample of a completed “Students’ Attendance Record” (Page 1):

2018 FERM RIS (NE)

Territorv-wide System Assessment 2018 (Primary Schools)

AR

Il

R

*PY9L6IAGCLR*
B RCHR
Students' Attendance Record
BT PZPAME (2H) Briam P99
Name of School:  ABC School (WD) School Code:
ME  CPRESRE B ! o
Subject: _Chinese Language - Listening Level: Class:
o EVEREITEEE  BHRRE 2ETG T EEed -
Please blacken the “Absent” circle(s) next to the siudent(s) without submilling answer scripts. L
o HEREREI0 L E N RIRERE -
Please add the new student name(s) to the end of the list and cross out the drop-out student(s).
HiAE Wi | AL R '
Class No, English Name / Chinese Name Special Amangement(s)* Absent”
1 Student 1/ 824 1 = O
2 Student 2/ 84 2 - O
3 Student 3/ 8t&: 3 Exempt Chinese &
4 Student 4/ B4 4 — O
5 Student 5/ 84 5 - (@)
6 Student 6/ B4 § = O
7 Student 7/ £ 7 WS6 @]
g Stadent 8 / At 8 = O
9 Student 9/ B4 9 . O
10 Student 10/ 24 10 - O
11 Student 11/ %4 11 - O
12 Student 12/ 85 12 - O
13 Student 13/ B4 13 - O
14 Student 14/ B& 14 - O
15 Student 15/ 84 15 = O
16 Student 16/ 84 16 - O
17 Student 17/ 84 17 - O
18 Student 18/ B4 18 - O
19 Student 19/ #2419 - O
20 Student 20/ 824 20 - O
21 Student 21/ 824 21 - (@)
2 Student 22/ 84 22 = O
23 Student 23/ 4 23 — 0
24 Student 24 / £24: 24 - O
25 Student 25/ #24: 25 - (@]

* Exempt Chincse BB PR RER] Bxempt all Chinese Language papers

W51 JETEREAE  Non-Chinese speaking students

wS§2 BTRHEEEE  Newly-arrived children

W33 IR M EITEE  Exempt from the whole assessment

WS4 B E S B R P B ESCR RIEARERG  Exempt from the Listening and Chinese Audio-visual Assessments
W56 i R R R S R A A RN M B 688 Using A3 QA booklets andfor auxiliary equipment

W57 ST - BUAEEAFGAERT  Taking ly and/or time i

©2018 FHEHH AL R RERTA 10
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DTE—moHEzr "2 FELRE, (F2H) @l
Below is a sample of a completed “Students’ Attendance Record” (Page 2):

L] SR W R N - PRNERR AL B ey Thh , BUERGRR - !
Flease hlackes the “Aboent™ ehrehe(s) next to the stsdest(s) withowt subiiting answer scripts, *

* oo EREESRaERSNE -
Flease sdd the new stodest name(s) 1o the end of the list and aross out the drop-out sudent{s).

R
Class Mo,

ki O L
English Mame / Chiness Naome

R
Special Arrangemeets) ™

Student 26 ¢ 84 26

Student 27/ B4 27

Student 28 ¢ 84 28

Student 29 ¢ §54: 29

Student 30/ 854 30

Student 31/ 824 31

Student 32/ 854 32

Stadent 33/ Mg 33

Student 347 Hid: 34

e e Ty -

Student 36/ 84 36

Student 37 4 S 37

O|0|0|0|0|0|0|0|0|0|0|0|0|0|0|0|0|0|®0|0|® 0|00

1 Seudent 35/ BLg: 38 _
N LEE Keune | %5
40
4]
42
43
"
45
&b
47
48
Ei
50
ﬁnﬁwmmn CHE‘EUNQT fut Nhl L DA it :(A) 38
(B AESERED Tn block letters ) g aE New (B)Y |+ N
WEAR Dropont :(C) | — —l—
R REw A Absem (D) | T i.

" Exempt Chincse
w1
W51
WE3
W54
W56
WAT

Signature of Invigilator: IAI/W

Pty Seripts Collected:
(A+B-C-D))

BRI RS Eacenptall Chinese Langnage papers

IPEIESE  Mon-Chinese speaking studenis
B  Newly-amived chiklren
WRSMNEENY  Ewoapl from the whale

14

REE NN E RIS M AT EITERS  Exenapt from the Listening and Chinese Aadic-visual Asseizments
AR AR PN T Using A3 QA bookbils sidor anmliany egiigment
SHRLEFTRFS - BRI  Taking astcssments separalely andier Fime exiension

©2018 FEH S EHL R ERTA
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k{4 Appendix 1A

2018 F2EME LG (NEXREH)
B5 BAA
( P EIEE SRR SRS )

FARL CHERFIFTUE S TERILB PP TR o

— ~ §_EFFEET

BTREe® LG5 S4AAEEANEEEBMEAREESTEENTE
A - DRGSRV E R -

=~ eHEERIESE

1. PEEE SR RS 73 3 (8 RF AL 7 T -
a. B (R 2 R 6)
b. FRHERF(E (R 1R E)
c. BIEaHE (R 25k 6)

F1EA 2018 4E 6 H 12 H
5y i 5—Ef - E=
el el 5E B I HAE
3§l INTN INTN INTN
F R 30 7y &) 20 77§ 55 7§
6CR1 6CL1 6CW1
b
6CR2 6CW?2

2. W AR B R RS B T R A A - AR A e R g
FrY SRR RS A 2R B 48 IR EI Y BB 4

3. INAUBIEEE 2 8594 > B 6CRL I 6CR2 - 5 T IRFE S G MR T8 > &
EARIORE D BEBE > BASE L BEREE LEIE - 5 2 (RBE 2
By A -

4. WRiEsx 1R &y 6CLL - IREE T &ITA 2 Rl » Hf —RIEREHER - &
% BRI A T & B IE R JEBEAY 7775 S 7 28 58 2 1B S 85 T A o

5. INREETER 23R 7E 0 &y 6CWL fI 6CW2 » SFIRIIR#F 1T &aa 24 -

©2018 HAFH LB ERTA A-l




6. %% B L7 R N A ) 2R LR A A A R o B A WA (R BE R - B5E BE
s B SR A FRRENIES - W EMAERH G ETTHIR - B B A et sUE N F BB T
M - EgRAE RSN EHRE AT e E (THEsrE) -

= ~ FHEELTAT

1. B EURDNR (5 AT 20 S - AR RELARY B MM L RO (T BRI

HE -

2. FEFHETTEBNE CAAA) HBI T SHETTEREERES JIRE TPk -

STAE 438 = F L
BSEEEAL | o BB SIS (hERE SR - B - NE
A Hii 277
ARG —UESTENELE R L LR E R R A )
CEEEE TS L (A SRS E)
R WL 2 ) (L (DRSBTS A 5 1 () (I B
)
SRS 1A (RS R R A
EEER
o BEMHEEEEIZE 2M
e EHEHE (DHE) L(HE
o FIERSEEYIREE (ESE) 1(E
T
o BEMIHEE 25
- BENREEEELT 20
e BHEHE (DEHE) 1(E
o FERSEEYREE (E&E) 1(E
o © CPBLBPERERA A | (I N ST A R SR SR R A
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Territory-wide System Assessment 2018 (Primary 6)
Instructions to Invigilators
(Written Assessment — English Language)

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

A. ONSCREEN MARKING ARRANGEMENT

Students are required to stick barcode labels onto the cover and inner pages of their worked QA
booklets.

B. ASSESSMENT PAPERS

1.

The English Language Written Assessment is made up of two components:
a. Reading & Writing (2 sub-papers)
b. Listening (2 sub-papers)

Date 13 June 2018
Session 1% session 2" session
Component Reading & Writing Listening
Duration 50 minutes approx. 30 minutes
6ERW1 6EL1
AM Session
6ERW?2 6EL2

Reading & Writing: Two sub-papers are packed in sequential order for distribution, i.e. 6ERW1 /
6ERW2.  Distribute the sub-papers equally among the students by handing out the
question-answer booklets (QA booklets) in sequential order.

Listening: Students of the same class will do the same Listening sub-paper. Two identical CDs
are provided to each class. One is a spare CD. Check to see if the paper code of the CDs
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.

It is not necessary to distribute QA booklets to the desks of absentees. Latecomers can be given
the remaining QA booklets in sequential order.

Do NOT explain or interpret the content of the questions in the QA booklets 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 Hong Kong Examinations and Assessment Authority (HKEAA), but
nothing can be done while the assessment is in progress. The student should be encouraged to
carry on and try his / her best to complete the assessment as it is.

©2018 Hong Kong Examinations and Assessment Authority
All rights reserved
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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 your Invigilators’ Handbook.

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

Assessment Component Assessment Materials

English Language e Invigilator’s Working File (English Language - Reading &
(Reading & Writing, Writing, Listening) which contains:

Listening) — 1 copy of Assessment Summary for Written Assessments (for

both Reading & Writing and Listening)

— 1 copy of Task Checklist for Invigilator (the back page of
the Assessment Summary for Written Assessments)

— 2 copies of Students’ Attendance Record (1 for Reading &
Writing and 1 for Listening)

— 1 pack of barcode labels (for both Reading & Writing and
Listening)

IReading & Writing

e 1to2 SEALED packet(s) of QA booklets
o 1 Envelope for Worked Question-Answer Booklets (Envelope D)
o 1 Envelope for Surplus Assessment Materials (Envelope E)

2 CDs in SEALED packets

1 to 2 SEALED packet(s) of QA booklets

1 Envelope for Worked Question-Answer Booklets (Envelope D)
1 Envelope for Surplus Assessment Materials (Envelope E)

3. Please check to confirm if the Invigilator’s Working File and all the items listed in the above
table are complete and match the class and assessment session to which you have been assigned.

4. Please arrange the students to sit according to their class number order. Absentee or latecomers
desks must be left vacant.

5. 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.

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

7.  For the Reading & Writing Assessment, students arriving within the first half of the assessment
session (i.e. within 25 minutes after the commencement of the assessment) should be admitted to
the classroom and be treated as “present”. Students arriving in the second half of the
assessment session should NOT be admitted to the classroom and should be treated as “absent”.

©2018 Hong Kong Examinations and Assessment Authority
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8.

9.

For the Listening Assessment, latecomers should NOT be admitted to the classroom to avoid
disturbances and they should be treated as “absent”.

Unseal the CDs and QA booklets in the presence of the students taking the assessment.

D. CONDUCT OF ASSESSMENT

Schools can choose to use either Cantonese or English to make announcements to students. Please
refer to the Chinese version of these instructions for announcements in Chinese.

IReading & Writing Assessment]

1.

10.

The Invigilators should have the following materials ready before the conduct of the assessment:
(i) QA booklets, (ii) barcode labels.

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

Check that students are seated according to their student number. Leave the desks of absentees
vacant.

Take attendance by using the Students’ Attendance Record for the Reading & Writing Assessment.
Please refer to items 5 to 7 under Section C of this document for additional information.

Write 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).

Make the following announcement:

You will need an HB pencil and a rubber.

Unseal the packets of the QA booklets for the Reading & Writing Assessment.

Please remain silent while | distribute the question-answer booklets. There are 2 different
question-answer booklets. You only need to do one of them. Do not turn over the
question-answer booklets and do not start writing until you are told to do so.

Distribute the booklets to the students, with the covers of the QA booklets facing up. (Leave
the desks of absentees vacant.)

Open the question-answer booklet. There are parts in this question-answer
booklet. Check to see if all the parts are complete. (Pause) The words “END OF
PAPER” should appear on the last page. Raise your hand if you have any problems.
(Pause) If there are no problems, please close the question-answer booklet with the cover
page facing up.

Prepare to distribute the barcode labels. (Barcode labels will not be available for new students.)

I’m now going to distribute the barcode labels. Please leave the barcode labels on your desk
until further instructions are given.

Distribute the barcode labels according to the students’ class number. After distributing the
labels, make the following announcement:

©2018 Hong Kong Examinations and Assessment Authority
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11.

12.

13.

14.

15.

16.

17.

18.

19.

Please check if the class and the class number on the barcode label 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 is a problem, please raise your hand.

Now stick the barcode label on the top right corner of page(s) . (Pause)
(Hold up the QA booklet and point to where to stick the barcode label(s).)

Ask the students to write down the school code, class and class number in the appropriate spaces
on the cover of the QA booklet.

Now, write down the school code, class and class number in the spaces provided. Your
school code is (Pause) and class is . (Pause) Now write your
class number. Do not write your name on the cover of the question-answer booklet.

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

You will have 50 minutes to answer all questions. Write your answers in this
question-answer booklet. Do not write in the margins. (Open the QA booklet and point to
the margin.) For multiple choice questions, use an HB pencil to blacken the entire circle of
the correct answer. Thetimeisnow ___ : . You may start.

Write on the blackboard 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 given the full
amount of assessment time.

Ten minutes after the commencement of the assessment, walk around to check if each of the
students has accurately filled in the information on the QA booklet covers, the school code and
class in particular.  If not, ask them to amend the information immediately.

Five minutes before the end of the Reading & Writing Assessment, announce:

You have 5 minutes left.

At the end of the assessment, announce:

Time isup. Stop writing and put your pencils down. Close your question-answer booklets.
I’m going to collect the question-answer booklets now. Do not talk.

Collect the QA booklets. While collecting the QA booklets, check to see if the labels are
properly affixed and that students have accurately filled in the information on the booklet
covers, i.e. the school code, class, and class number. If not, they are allowed to do so under
your supervision.

Arrange the QA booklets according to the class number order, with the smallest class number
on top. You should check the number of QA booklets collected against the number of
students present.

Never put blank QA booklets of absentees and exempted students into the Envelope for
Worked Question-Answer Booklets (Envelope D) as such booklets may mistakenly be counted
as worked QA booklets of students who cannot answer any question.

©2018 Hong Kong Examinations and Assessment Authority
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20. Bundle the unused QA booklets with a rubber band.

IListening Assessment]

1.

The Invigilators should have the following materials ready before the conduct of the assessment:
(i) QA booklets, (ii) CDs.

Confirm that the power saving function of the computer screen is off if a computer is to be
used for playing the CD.

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

Check that students are seated according to their student number. Leave the desks of absentees
vacant.

Take attendance by using the Students’ Attendance Record for the Listening Assessment. Please
refer to items 5, 6 and 8 under Section C of this document for additional information.
Latecomers should NOT be admitted to the classroom and should be treated as absentees.

Write 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).

Make the following announcement:

You will need an HB pencil and a rubber.

Unseal the packets of the QA booklets for the Listening Assessment. Distribute the booklets to
the students, with the covers of the QA booklets facing up. (Leave the desks of absentees
vacant.)

Please remain silent while I distribute the question-answer booklets. Do not turn over the
question-answer booklets and do not start writing until you are told to do so.

Ask the students to check if the sub-paper code of the QA booklets is the same as the paper code
of the CD.

The sub-paper code of Listening Question Answer booklet is . (Repeat the paper
code) Raise your hand if they are different.
Open the question-answer booklet. There are parts in this question-answer

booklet. Check to see if all the parts are complete. (Pause) The words “END OF
PAPER” should appear on the last page. Raise your hand if you have any problems.
(Pause) If there are no problems, please close the question-answer booklet with the cover
page facing up.

10. Ask the students to stick the barcode labels on the QA booklets:

Now stick the barcode label on the top right corner of page(s) . (Pause)
(Hold up the QA booklet and point to where to stick the barcode label(s).)

©2018 Hong Kong Examinations and Assessment Authority
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11.

12.

13.

14.

15.

16.

17.

18.

Ask the students to write down the school code, class and class number in the appropriate spaces
on the cover of the QA booklet.

Now, write down the school code, class and class number in the spaces provided. Your
school code is (Pause) and class is . (Pause) Now write your
class number. Do not write your name on the cover of the question-answer booklet.

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

Time allowed is about 30 minutes. The recording will be played continuously until the end
of the Listening Assessment. Write your answers in this question-answer booklet. Do not
write in the margins. (Open the QA booklet and point to the margin.) For multiple choice
questions, use an HB pencil to blacken the entire circle of the correct answer. I’m now
going to play the CD. Please listen carefully, follow the instructions given and answer the
questions.

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).”

After hearing “This is the end of the listening paper’ on the CD player, announce:

Time isup. Stop writing and put your pencils down. Close your question-answer booklets.
I’m going to collect the booklets and remaining barcode labels now. Do not talk.

Collect the QA booklets and remaining barcode labels. While collecting the QA booklets,
check to see if the labels are properly affixed and that students have accurately filled in the
information on the booklet covers, i.e. the school code, class, and class number. If not, they
must do so under your supervision.

Arrange the QA booklets according to the class number order, with the smallest class number
on top. You should check the number of QA booklets collected against the number of
students present.

Never put blank QA booklets of absentees and exempted students into the Envelope for
Worked Question-Answer Booklets (Envelope D) as such booklets may mistakenly be counted
as worked question-answer booklets of students who have not completed the assessment.

Put the CD back into the CD envelope and bundle the unused QA booklets and remaining
barcode labels with a rubber band.

E. END OF ASSESSMENT

1.

Before dismissing the students, the Invigilator should double check to ensure the number of QA
booklets collected tallies with the number of students present.

Put the worked QA booklets SEPARATELY into their respective Envelopes for Worked
Question-Answer Booklets (Envelopes D).
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3. When filling in the information required on the Envelopes for Worked Question-Answer Booklets
(Envelopes D), 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 at the bottom of the envelopes.

4. If any A3 enlarged worked QA booklets are collected, please put a tick ‘v’ in the
appropriate place on the Envelope for Worked Question-Answer Booklets (Envelope D)
for easy reference.

5. All other assessment materials, such as the Invigilator’s Working File, completed Assessment
Summary for Written Assessments, Students’ Attendance Record, CDs, unused QA booklets and
any remaining barcode labels are to be put into their respective Envelopes for Surplus Assessment
Materials (Envelopes E). The Invigilator’s File should be put into the Envelopes for Surplus
Assessment Materials (Envelopes E) of the Listening session.

6. All envelopes should be left open as the contents must be checked by the AAS and AAA.
7. Return all assessment materials to the AAS.

8. When the AAS has finished checking all the envelopes, the AAS and AAA will seal the envelopes,
then both will sign across the labels of all the envelopes.

F. IRREGULARITIES

1. QA Booklets with Missing Pages
Replace the QA booklets with missing pages with the surplus QA booklets given. Use the same
sub-papers if possible. This irregularity should be recorded on the Assessment Summary for
Written Assessments.

2. Shortage of QA Booklets
If there is an insufficient number of QA booklets for the class, the Invigilator should stop the
students from turning over the QA booklets or answering questions, 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. Record this irregularity on the Assessment Summary for
Written Assessments.

English Language (Reading & Writing):

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

English Language (Listening):
The AAS will call the HKEAA immediately for assistance.

3. Labels with incorrect information
If barcode labels contain incorrect information, the invigilator should stop the students from
turning over the Question-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 Assessment
Summary for Written Assessments.
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4. 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
Question-answer booklet. The HKEAA will process their answer scripts separately.

5. 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 on the
Assessment Summary for Written Assessments.

6. Use of Toilet
A student may go to the toilet if needed. No assessment materials may be taken to the toilet.
NO extra time will be given to compensate for the time lost.

7. llIness
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 Assessment Summary for Written
Assessments.

8. Late Arrival of Students
For the Listening Assessment, students should NOT be admitted to the classroom once the
assessment has started, and should be treated as “absent”.

For the Reading & Writing Assessment, students arriving within the first half of the assessment
session (i.e. 25 minutes after the commencement of the assessment) should be admitted to the
classroom and be treated as “present”. NO extra time will be given. Students arriving in the
second half of the assessment session should NOT be admitted to the classroom and should be
treated as “absent”.

9. Students or Incidents Causing Disruption, Commotion or Disturbances

For any occurrence of disruption, commotion or disturbances during the assessment, you should:

a. note the exact time;

b. instruct the students to stop writing, mark their work to indicate the point at which the
disruption, commotion or disturbances took place and close the QA booklets;

C. remind the students not to talk to each other;

d.  deal with the incidents first and if the situation persists, summon the AAA to seek the help
of the AAS;

e.  when it is decided that the assessment should be carried on as normal or the situation
returns to normal, announce that the assessment will resume in five minutes to give
students an opportunity to get themselves ready, add the lost time to the end of the
assessment time;

f. the AAS should report the case to the TSA Administration Team of HKEAA by phone at
3628 8181;

g.  the Invigilator should detail the nature, starting time and duration of the disruption,
commotion or disturbances on the 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 given to the AAS after the assessment. Record
this irregularity in detail on the Assessment Summary for Written Assessments.
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11.

12.

13.

Suspected Cheating

If a student is found 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
Assessment Summary for Written Assessments.

Emergencies
In cases of emergencies, such as fire outbreak, power failure, etc., the Invigilator should ask the

AAA to seek the help of the AAS. If the assessment is to be suspended, the AAS should report
the case to the HKEAA by phone immediately afterwards. The incident should be recorded in
detail on the Assessment Summary for Written Assessments.

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 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 assessment due to inclement weather will be broadcast by
radio and television. If in doubt about whether the assessment will be cancelled or postponed,
Invigilators should pay attention to public announcements prior to leaving for the school.

If primary schools are to be closed in the morning on the day of assessments, the assessments will
be rescheduled to 15 June 2018.
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Territory-wide System Assessment 2018 (Primary 6)

Instructions to Invigilators
(Written Assessment — Mathematics)

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

A. ONSCREEN MARKING ARRANGEMENT

Students are required to stick their own barcode labels onto the cover and inner pages of their
worked Question-Answer booklets.

B. ASSESSMENT PAPERS

1. There are totally four sub-papers for the Mathematics Written Assessment. The duration of
each sub-paper is 50 minutes.

Date 13 June 2018

Duration 50 minutes
AL Chinese English

Language

Sub-paper 1 6MC1 6ME1
Sub-paper 2 6MC2 6ME2
Sub-paper 3 6MC3 6ME3
Sub-paper 4 6MC4 6ME4

2. The Chinese version of the P.6 sub-papers are respectively 6MC1, 6MC2, 6MC3 and
6MC4; whereas the English version of the sub-papers are 6MELl, 6ME2, 6ME3 and
6ME4. In general Chinese version of the sub-papers 6MC1, 6MC2, 6MC3 and 6MC4 will
be supplied to schools. The sub-papers 6ME1, 6ME2, 6ME3 and 6ME4 will only be
supplied to schools which have opted for using the English version.

3. In each packet of the P.6 Question-Answer booklets (QA booklets), the four sub-papers are
arranged in sequential order. For instance, 6MC1 / 6MEL1 is on top, followed by 6MC2 /
6ME2, 6MC3 / 6ME3, 6MC4 / 6ME4, and then 6MC1 / 6MEL1 again, followed by 6MC2 /
6ME2 and so on. Distribute the sub-papers evenly among the students by giving the first
QA bookilet to the first student, the second QA booklet to the second student and so on.

4. It is not necessary to distribute QA booklets to the desks of absentees. Latecomers can be
given the remaining QA booklets in sequential order.

5. Distribute one rough work sheet to each student. Additional rough work sheets can be
issued to students upon request.
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6. Do NOT explain or interpret the content of the questions in the QA booklets 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 Hong Kong Examinations and Assessment Authority
(HKEAA), but nothing can be done while the 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 your Invigilators’ Handbook.

2. The AAS, 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:

- 1 copy of Assessment Summary for Written Assessments

- 1 copy of Task Checklist for Invigilator (the back page of the Assessment Summary

for Written Assessments)

- 1 copy of Students’ Attendance Record

- 1 pack of barcode labels

1 to 2 SEALED packet(s) of QA booklets

1 pack of rough work sheets

1 Envelope for Worked Question-Answer Booklets (Envelope D)

1 Envelope for Surplus Assessment Materials (Envelope E)

®Poo0o

3. Please check to confirm if the Invigilator’s Working File given to you is the one for the class
and assessment session that you are assigned to. Also check to confirm if all the items
listed above are available.

4. Please arrange the students to sit according to their class number order. Absentee or
latecomers desks must be left vacant.

5. 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.

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

7. Students arriving within the first half of the assessment session (i.e. within 25 minutes after
the commencement of the assessment) should be admitted to the classroom and be treated as
“present”.  Students arriving in the second half of the assessment session should NOT be
admitted to the classroom and should be treated as “absent”.

8. Unseal the QA booklets in the presence of the students in the classroom.

©2018 Hong Kong Examinations and Assessment Authority
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D. CONDUCT OF ASSESSMENT

1.

10.

The invigilators should have the following materials ready before the conduct of the
assessment: (i) QA booklets, (ii) rough work sheets and (iii) barcode labels.

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

Schools can choose to use either Cantonese or English to make announcements to students.
Please refer to the Chinese version of this document for announcements in Chinese.

Take attendance by using the Students’ Attendance Record. Please refer to items 5 to 7
under Section C of this document for additional information.

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

Write 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).

Announce the following reminder:

You are only allowed to put your stationery (including pens / pencils, erasers and rulers)
and pencil box on the desk. Please remain silent.

Unseal the packets of the QA booklets. Distribute the QA booklets and rough work sheets to
the students, with the covers of the QA booklets facing up. (Leave the absentees’ desks
blank.)

I’m now going to distribute the booklets and rough work sheets. There are 4 different
booklets. You only need to do one of them. Do not turn over the booklets and do not
start writing until you are told to do so.

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

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. (Pause) The first four characters on the
barcode label should be PXXX (the school code), followed by XX (the class) and then
your class number. (Point to the school code and class on the blackboard)

Ask the students to check their QA booklets to see if there are any missing pages:

Check to see that there are no missing pages. (Pause) The words “END OF
PAPER” should appear after the last question. Raise your hand if you have any
problem or if you have found any missing pages.

Ask the students to fill in the school code, class (the school code and class filled in by the
students on the QA booklets should be identical with the school code and class printed
on the Students’ Attendance Record) and class number on the QA booklet covers. Then
affix the barcode labels onto the QA booklets.
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Write your school code, class (point to the school code and class on the blackboard) and
class number on the cover of the booklet. (Raise a QA booklet in front of the class and
indicate where exactly they should fill in the school code, class and class number.)
Your school code is P (Pause) and class is (Pause). (Repeat)
Now, write your class number. Do not write your name on the booklet cover.

Stick the barcode label on the top right corner of the cover page of the Question-Answer
booklet. (Raise a QA booklet in front of the class and point to where to stick the barcode

label.) Stick the barcode labels in the spaces provided on pages 3, 5, 7 and 9 of the
Question-Answer booklet.

11. Ask the students to read carefully the “Instructions” on the cover of the QA booklet and tell

12.

13.

14.

15.

16.

17.

them that they are not allowed to use calculators during the assessment.

Before you start, read carefully the “Instructions” on the cover of the booklet and you
are not allowed to use calculators during the assessment. Answer all the questions
in the appropriate spaces in the booklet. You should not write in the margins of each
page. For multiple choice questions, you are required to blacken the whole circle
next to the chosen option with an HB pencil. (Pause)

When you are ready to start, announce the duration and commencement time of the
assessment:

You will have 50 minutes for this Assessment. Answer all questions and write your
answers in this booklet. According to my watch / the clock in the classroom, it is now
You may now start.

Write on the blackboard the actual assessment start and end times 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.

Five minutes before the end of the assessment, announce:

You have 5 minutes left.

At the end of the assessment, announce:

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

While collecting the QA booklets, each Invigilator should ensure that the barcode labels
have been properly stuck on the answer scripts. Invigilators should check again to see if
the students have accurately filled in the information on the booklet covers. If not, they are
allowed to do so under supervision of Invigilators.

Arrange the QA booklets according to the class number order, with the smallest class

number on top. You should check the number of QA booklets collected against the
number of students present.
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18. Never put blank QA booklets of absentees and exempted students into the Envelope for
Worked Question-Answer Booklets (Envelope D) as such booklets will be mistaken as
worked QA booklets of students who cannot answer any questions.

19. Collect the remaining barcode labels and both the used and unused rough work sheets
from the students.

20. Bundle the unused QA booklets and barcode labels with a rubber band.

E. END OF ASSESSMENT

1. Before dismissing the students, the Invigilator should double check to ensure the number of
QA booklets collected tallies with the number of students present.

2. Put the worked QA booklets into the Envelope for Worked Question-Answer Booklets
(Envelope D).

3. When filling in the information required on the Envelope for Worked Question-Answer
Booklets (Envelope D), 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.

4. If any A3 enlarged worked QA booklets are collected, please put a tick ‘v’ in the
appropriate place on the Envelope for Worked Question-Answer Booklets (Envelope D)
for easy reference.

5. All other assessment materials, such as the Invigilator’s Working File, completed
Assessment Summary for Written Assessments, Students’ Attendance Record, unused QA
booklets, remaining barcode labels, used and unused rough work sheets are to be put into
the Envelope for Surplus Assessment Materials (Envelope E).

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

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

8.  When the AAS has finished checking all the envelopes, the AAS and AAA will seal the
envelopes, then both will sign across the labels of all the envelopes.

F. IRREGULARITIES

1. QA Booklets with Missing Pages
Replace the QA booklets with missing pages with the surplus QA booklets given. Use the
same sub-papers if possible. This irregularity should be recorded on the Assessment
Summary for Written Assessments.

2. Shortage of QA Booklets
If there is an insufficient number of QA booklets for the class, the Invigilator should stop
the students from turning over the QA booklets or answering questions, and ask the AAA to
seek the help of the Assessment Administration Supervisor. Ensure that all students in the
class start working at the same time. Record this irregularity on the Assessment Summary
for Written Assessments.
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The Assessment Administration Supervisor will arrange to use the surplus QA booklets of
other classes. If the QA booklets provided for the school as a whole are insufficient, the
Assessment Administration Supervisor will call the HKEAA immediately for assistance.

3. Labels with incorrect information
If barcode labels contain incorrect information, the invigilator should stop the students from
turning over the Question-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 Assessment
Summary for Written Assessments.

4. 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
Question-answer booklet. The HKEAA will process their answer scripts separately.

5. Use of Toilet
A student may go to the toilet if needed. No assessment materials may be taken to the
toilet. NO extra time will be given to compensate for the time lost.

6. Illness
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 Assessment
Summary for Written Assessments.

7. Late Arrival of Students
Students arriving within the first half of the assessment session (i.e. within 25 minutes after
the commencement of the assessment) should be admitted to the classroom and be treated
as “present”. NO extra time will be given. Students arriving in the second half of the
assessment session should NOT be admitted to the classroom and should be treated as
“absent”.

8. Incidents Causing Disruption, Commotion or Disturbances
For any occurrence of disruption, commotion or disturbances during the assessment, you
should:

a. note the exact time;

b. instruct the students to stop writing, mark their work to indicate the point at which the
disruption, commotion or disturbances took place and close the QA booklets;

c. remind the students not to talk to each other;

d. deal with the incidents first and if the situation persists, summon the AAA to seek the
help of the Assessment Administration Supervisor;

e. when it is decided that the assessment should be carried on as normal or the situation
returns to normal, announce that the assessment will resume in five minutes to give
students an opportunity to get themselves ready, add the lost time to the end of the
assessment time;

f. the Assessment Administration Supervisor should report the case to the TSA
Administration Team of the HKEAA by phone at 3628 8181; and

g. the Invigilator should detail the nature, starting time and duration of the disruption,
commotion or disturbances on the Assessment Summary for Written Assessments.
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9. Unauthorized Materials
Unauthorized materials, such as books, notes, calculators or any communication device,
should be taken away immediately. Such materials should be passed to the Assessment
Administration Supervisor after the assessment. Record this in detail on the Assessment
Summary for Written Assessments.

Students who use calculators should be immediately advised against doing so. The
incident should be recorded on the Assessment Summary for Written Assessments.

10. Suspected Cheating
If a student is found suspected of cheating, such as copying from the work of other students,
he / she should be immediately advised against doing so. The incident should be recorded
in detail on the Assessment Summary for Written Assessments.

11. Emergencies
In cases of emergencies, such as fire outbreak, power failure, etc., an Invigilator should seek

the help of the Assessment Administration Supervisor through the AAA. If the assessment
is to be suspended, the Assessment Administration Supervisor should report the case to the
HKEAA by phone immediately afterwards. The incident should be recorded in detail on
the Assessment Summary for Written Assessments.

12. 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 Assessment
Summary for Written Assessments. In case of 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 assessment due to inclement weather will be broadcast by
radio and television. If in doubt about whether the assessment will be cancelled or postponed,
Invigilators should pay attention to public announcements prior to leaving for the school.

2. If primary schools are to be closed in the morning on the day of assessments, the assessments will
be rescheduled to 15 June 2018.

©2018 Hong Kong Examinations and Assessment Authority
All rights reserved
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Territory-wide System Assessment 2018 (Primary 6)
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-answer Booklets (\WS6)

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

Students will be given the same enlarged sub-paper as their class in the following
assessment paper (i.e. only one sub-paper will be used simultaneously):

* Chinese Language Listening Assessment (with 2 CDs)

Students will be given enlarged sub-paper 2 in the other assessment papers:

* Chinese Language Writing Assessment

* Chinese Language Reading Assessment

* English Language Listening Assessment (with 2 CDs)
* English Language Reading & Writing Assessment

* Mathematics Assessment

Students will be given enlarged sub-paper 2 (with 2 corresponding CDs) in
English Language Listening Assessment. There are chances that the sub-paper
given to these students is different from that of 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.

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
QA booklets.

Please put a tick ‘v’ in the appropriate place on the concerned Envelope for Worked
Question-answer Booklets to identify enlarged answer scripts are included.
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2. 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 WSY students will all be given the same sub-paper in all assessment papers.

B In Chinese Language Listening Assessment and English Language Listening
Assessment, 2 CDs will also be given. Schools may set up only 1 set of equipment
for each level to enable all the 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. If any WS7 students require extra time during the
Chinese and English Listening 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 Writing, Listening 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 QA booklets.

C. PACKING OF ASSESSMENT MATERIALS

Worked Question-answer Booklets

At the end of the assessments, the Invigilator should:
i. return the worked QA booklets of these students to their respective classes;

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

iii. help to stick barcode labels on to the worked QA booklets of these students;

iv. then ensure that the worked QA booklets of these students are packed together with
those of their classmates into the Envelope for Worked Question-answer Booklets
(Envelope D).

Surplus Assessment Materials

All other assessment materials, such as CDs, unused QA booklets, used and unused rough
work sheets, can be packed into the Envelope for Surplus Assessment Materials (Envelope E)
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 Worked Question-answer Booklets (Envelope D) 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 Assessment Administration Supervisor’s
Irregularity Report.
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