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DRAFT
Appendix 2

Operation Timetable of TSA 2021 (Primary Schools)

Responsible / Action

Date Party Operation Item
) (FACE-TO-FACE) Briefing on Online Submission of School
28 Oct 2020 Assessment Admin | |nformation and Selection of Special Arrangements
Supervisors (AAS) / — - —
30 Oct 2020 IT Support Staff (WEBINAR) Briefing on Online Submission of School
Information and Selection of Special Arrangements
28 Oct — AAS / Online submission of school, student (including special
19 Nov 2020 IT Subnort Staff arrangements) and teacher information (for Oral & CAV
ov PP Assessments and ordering of question & answer booklets)
Confirm the 2021 P.3 assessment arrangements by completing
30 Nov 2020 AAS and returning the reply slip
Deadline for applying for special arrangement other than WS0
30 Nov 2020 AAS to WS7 (i.e. Screen Reader, Single-side A3 question paper)
for SEN students in Written Assessments
Receive ONE set of “Quick Guide for Territory-wide System
3 Feb 2021 Principals Assessment 2021 (Primary Schools)” via the Web and from
the courier
1. Receive notification of the date of Oral & CAV
o Assessments for individual schools via post
3 Feb 2021 Principals - -
2. Receive the work schedule of teachers of their own
schools serving as Oral Examiners via post
3_ 26 Feb 2021 AAS Confirm the languages to be used in the assessments by

completing and returning the reply slip

16 — 30 Mar 2021

Experienced
Oral Examiners
(Chinese Language)

22 Mar — 12 Apr

Experienced
Oral Examiners

Attend online training and pass the recruitment test

(Oral Examiners who passed the recruitment test receive
appointment letter by post: 23 April)

2021 )
0 (English Language)
OR
20 Mar 2021
and New _ Attend both webinar and online trainings sessions in order:
23 Mar — 8 Apr Oral Examiners 1. Webinar — 20 March 2021 for Chinese Language and 27
2021 (Chinese Language) March 2021 for English Language
2. Online — 23 March — 8 April 2021 for Chinese Language
27 Mar 2021 New and 30 March — 19 April 2021 for English Language
and Oral Examiners (Oral Examiners who completed two trainings and passed the
30 Mazro—z i9 Apr (English Language) | recruitment test receive appointment letter by post: 27 April)
AAS / Deadline for updating school and student information
22 Mar 2021 (including special arrangements) for Oral and CAV
IT Support Staff Assessments
23 Mar — 16 Apr AAS/ Frozen period for updating school and student information
2021 IT Support Staff through BCA website
AAS / Deadline for updating student information (including special
31 Mar 2021 IT Support Staff arrangements) for barcode label printing of Written

Assessments




DRAFT
Appendix 2

Operation Timetable of TSA 2021 (Primary Schools)

Date

Responsible / Action Operation Item

Party
(FACE-TO-FACE) Attend a briefing session on the
administration of the Oral, CAV and Written Assessments
16 or 19 Apr 2021 AAS — - — -

(WEBINAR) Attend a briefing session on the administration
of the Oral, CAV and Written Assessments

Receive the materials for P.3 Oral & CAV Assessments from

*A
30 Apr 2021 AAS the courier SECRET

4 or 5 May 2021™®

HKEAA and Schools | Conduct P.3 Oral & CAV Assessments

Return the materials for P.3 Oral and Chinese Audio-visual
Assessments to the HKEAA via the courier

2021

6 or 7 May 2021 *© AAS - -
Receive the materials for P.6 Oral and CAV Assessments
from the courier SECRET
7 May 2021 AAS Deadline for updatlng student information (including special
arrangements) for Written Assessments
e %B;i*yay HKEAA and Schools | Conduct P.6 Oral & CAV Assessments
" Return the materials for P.6 Oral and Chinese Audio-visual
E
13 May 2021 AAS Assessments to the HKEAA via the courier
20 May 2021 AAS Recelve_the “Invigilators” Handbook ” via the Web and from
the courier
25 May — 12 June AAS/ Download and check the checklists and forms to be used in

IT Support Staff the Written Assessments

7 or 8 Jun 2021°F

Receive the materials for the Written Assessments from the

AAS courier

10 - 11 Jun 2021°¢

HKEAA and Schools | Conduct the Written Assessments

11 or 12 Jun
2021

Return the materials for the Written Assessments to the

AAS HKEAA via courier

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. 3 May
*B. 7 May
*C. 10 May
*D. 14 May
*E. 14 May
*E. 9Jun
*G.  15Jun
*H. 15Jun

. 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 and CAV Assessments to the

HKEAA via courier (if the P.3 assessments have to be conducted on reserve day, the
returning date will be 10 May)

. Day reserved for conducting the replacement P.6 Oral & CAV Assessments
: Day reserved for returning the materials for P.6 Oral and CAV Assessments to the

HKEAA via courier (if the P.6 assessments have to be conducted on reserve day, the
returning date will be 17 May)

. Day reserved for receiving the materials for the Written Assessments from the courier
. Day reserved for conducting the replacement Written Assessments
. 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
either 15 or 16 Jun)
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English Language

Appendix 6

Territory-wide System Assessment 2021 (Primary Schools)

Instructions for Nomination of English Language Oral Examiners

Principal / Assessment Administration Supervisor (AAS) is required to copy this

document and PASS IT TO THE TEACHERS of English Language

Implementation
of Oral
Assessment

Students from each school will be randomly selected depending on the number of
students at Primary 3 (P.3) and/or Primary 6 (P.6) levels.

The “1+1” approach will be adopted in Oral Assessment, i.e. one Internal Oral
Examiner and one External Oral Examiner. Each Oral Examiner (OE) will perform
assessment duties at his/her own school and also at another school assigned by
HKEAA.

Nomination of
Oral Examiners

Each school is required to nominate: (Remarks)
1 P.3 OE cum P.6 Reserve OE
1 P.6 OE cum P.3 Reserve OE
OR
1 P.3 OE and 1 P.3 Reserve OE
1 P.6 OE and 1 P.6 Reserve OE

Schools can nominate additional qualified teachers as P.3 or P.6 Reserve OEs.
HKEAA may appoint them as External OE in other schools.

Responsibility

OEs will conduct the oral assessment and independently rate the students based on
the given assessment criteria.

Quialifications

At least 3 years’ experience in teaching Primary English
Meet the Language Proficiency Requirement (e.g. LPAT)

P.3 OE cum P.6 Reserve OE / P.6 OE cum P.3 Reserve OE:
e At least 1 year’s teaching experience in Key Stage 1 (P.1, P.2 or P.3) over the last 5
years AND
e At least 1 year’s teaching experience in Key Stage 2 (P.4, P.5 or P.6) over the last 5
years
P.3 OE / P.3 Reserve OE:
e At least 1 year’s teaching experience in Key Stage 1 (P.1, P.2 or P.3) over the last 5
years
P.6 OE / P.6 Reserve OE:
e At least 1 year’s teaching experience in Key Stage 2 (P.4, P.5 or P.6) over the last 5
years

Allowance Travelling allowance will be given to each External OE.
In the absence of the External OE from his or her teaching duties, remuneration (the
daily rate of a supply teacher) will be provided for the hire of a supply teacher.
The travelling allowance and remuneration will be remitted to the school by the end
of August 2021

Assessment Assessment Dates and Time

Dates and P.3: Tuesday, 4 May 2021 (AM or PM session)

Sessions Wednesday, 5 May 2021 (AM session)

P.6: Tuesday, 11 May 2021 (AM session)
Wednesday, 12 May 2021 (AM session)




English Language

Reserve Date

If the Education Bureau decides that schools are to be closed due to bad weather, the
assessment will be rescheduled to:

P.3: Friday, 7 May 2021 P.6: Friday, 14 May 2021

Training

2021
Arrangement

Please note that due to the COVID pandemic and the social distancing
requirements, in order to safeguard the health and well being of OEs, the mode
of delivery of the Oral Assessment training has been changed.

The training has been moved to online and webinar mode. This arrangement
only applies to the TSA Oral Assessment 2021.

Online Training for experienced OEs:

Training will be available online for teachers who participated in OE training at
least once from TSA 2015 to 2019 and served as an OE (except being a Reserve
or Standby OE) once over these 5 TSA years. This training will be available on
the BCA website (www.bca.hkeaa.edu.hk) from 22 March to 12 April, 2021.

Teachers who are unable to complete the online training or fail the recruitment test
must attend the live make up session.

Webinar and Online Training for the following OEs:

1. new nominees; or

2. teachers who only participated in OE training in 2014 or before; or

3. teachers who were standby/reserve but did not serve as an OE in the past 2
TSAyears (i.e. in 2018 and 2019)

Training will consist of two compulsory parts to be completed in order:

1. Webinar — examination administration highlights and marking scheme. The date
and time for the webinar as per target attendees is 27 March 2021 (Saturday,
AM)

2. Online Training including assessment administration procedures video and
recruitment test.  This training will be available on the BCA website
(www.bca.hkeaa.edu.hk) from 30 March to 19 April, 2021.

Teachers who are unable to complete the webinar or fail the recruitment test must
attend the live make up session.

To ensure rating quality, prospective OEs (including Reserve OEs) must attend the
full session of the webinar and/or online training. If teachers fail to complete the
webinar_and/or online training, the HKEAA reserves the right to cancel their
appointment as OESs.

Application
Procedure

Forms: Teachers can obtain the “Oral Examiner Nomination Form” from the
Principal/Assessment Administration Supervisor (AAS). After completing the form,
teachers are required to submit the form to the Principal for approval.

Uploading of Data: The AAS is required to upload the data of the nominated OE(S)
onto the BCA website (www.bca.hkeaa.edu.hk) between 28 October and 19
November 2020 and keep a copy of the completed forms until the end of 2021.

Remarks

An AAS cannot be nominated as an OE in the same year of assessment.

Teachers who were standby/reserve but did not serve as an OE in the past 2 TSA
years (i.e. in 2018 and 2019) will be required to attend the webinar and online
training.

— End —
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English Language

Please photocopy this form
for each nominated Oral Examiner

Appendix 7

Territory-wide System Assessment 2021 (Primary Schools)
Oral Examiner Nomination Form — English Language
The Assessment Administration Supervisor is required to complete and upload the information

on this form onto the BCA website between 28 October and 19 November 2020 and to keep a
copy of the completed form until the end of 2021.

(NOT necessary to return this form to the HKEAA)

Part A: To be filled in by the Principal

Name of School:

School Code:

1. 1 would like to nominate the following teacher as an English Language Oral Examiner for the
Territory-wide System Assessment 2021. All information submitted by this teacher has been
verified and endorsed.

Name in English/Chinese:

(Surname followed by given names in BLOCK CAPITALYS)

2. lunderstand that:
a.  the nominated Oral Examiner must complete either the online training and/or webinar
for Oral Examiners, and pass the recruitment test;
b. if appointed, the nominated Oral Examiner will have to be released to assume
assessment duties on 4 and 5 May, 2021 (P.3) and/or 11 and 12 May, 2021 (P.6) as an
Oral Examiner.

Principal’s Name in English:
(Surname followed by given names in BLOCK CAPITALS)

Principal’s Name in Chinese:

Signature: Date:

Part B: To be filled in by the nominated Oral Examiner

I confirm that | have read and understood the *“Instructions for Nomination of English Language
Oral Examiners” and agree to the nomination for TSA 2021 English Language Oral Examiner.

| confirm that | have been nominated as (Please tick ““ v*?)

[ P.3 Oral Examiner cum P.6 Reserve Oral Examiner
[ P.6 Oral Examiner cum P.3 Reserve Oral Examiner
(1 P.3 Oral Examiner

[ P.6 Oral Examiner

[ P.3 Reserve Oral Examiner

[ P.6 Reserve Oral Examiner

Teaching Experience and Qualifications
| confirm that | (Please tick ““v”?)
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English Language

have at least 3 years’ experience in teaching Primary English.

[]

[ ] have at least 1 year’s teaching experience in Key Stage 1 (P.1, P.2 or P.3) over the last 5
years for P.3 Nominated/Reserve OE.
[]
[]

have at least 1 year’s teaching experience in Key Stage 2 (P.4, P.5 or P.6) over the last 5
years for P.6 Nominated/Reserve OE.

have met Language Proficiency Requirement (e.g. LPAT).

Related Work Experience

| confirm that | (Please tick ““v™’)

[ ] served as a TSA Oral Examiner (except being a Reserve or Standby OE) in the following
year(s): 2015/ 2016/ 2017/ 2018/ 2019*

[ ] have experience related with Basic Competency Assessments (e.g. item setter, moderator,
marker, etc.).

* Please delete as appropriate

Declaration:

| declare that the following is true and accurate. (Please tick ““v”)
[ ] My child/ children will NOT be taking P3 and/or P6 oral assessment 2021.

[ ] My child / children will be taking P3 and/or P6 oral assessment 2021 and/or my spouse is
teaching the P3 and/or P6 classes for TSA 2021. | will email the details (name, relationship,
name of school, class, class no.) to HKEAA (tsal@hkeaa.edu.hk).

Name of Nominee in English:

(Surname followed by given names in BLOCK CAPITALS)
Name of Nominee in Chinese:

H.K. Identity Card No.: Email:
Tel No.: (School) (Mobile) (for receiving SMS reminder)
Signature: Date:

Handling of Personal Data:

The personal data of students/teachers submitted by schools will be used by the HKEAA for the delivery of
assessment services, and may be used 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 are not accomplished by the HKEAA, including but not limited to data punching and dispatch of assessment
documents. The personal data submitted by schools will also be disclosed to the HKSAR Government, other
organizations or relevant parties where such disclosure is authorized 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.

— End —
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