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General Guidance Notes for Invigilators

By F E RS & RS Sticking Barcode Labels
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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.

FAL ¥ 22 % 3 9 $# ~ Sample cover of QA booklet:

A
AR R AL T R
Please stick the barcode label in the box

HE A
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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:

— School:
P9993A01 | .o "2;9
DSTSA P2OE3A0D No.:

e ) g

Slightly outside the box =

*
AR TE R A Ki

Please stick the barcode label in the box

P9993AO1 Scroy -
s | T

Not completely horizontal /////////// Ve
m%ﬂ&fasﬁ%mfm%ﬁq @

Please stick the barcode label in the box
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Please stick the barcode label in the box
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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):

P9993A01 SET;Z'; "

[’r%‘ ﬁ% JF,gl \}4@ \4‘{3 DBTSA POOB3A00
1.  Smeared barcode - W
2/
: X
A O IS R BR8N
Please stick the barcode label in the box

P9993A01 |G F':,i*’

,[ [ —— No.:
2 ot i g
%ﬁ?ﬂ%ﬂ%ﬁﬁ%ﬁéﬁ?ﬁ*ﬁﬁ

Please stick the barcode label in the box

E PR
Other irreqularities:

BT IR S I s
[-1 [—{—EJF@#HV‘H% waujy?:u A =i { s

CRUED)

\Jl
iz
m:

I

[=8)

_ﬂ

Students without barcode labels bearing their class numbers or 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.
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t 288 Answering MC Questions
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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.

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

R EAE T ERP Kk
Sample “Instructions for answering questions” of QA bookilet:

Instructions for answering questions:
#fER9H :

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

BHEAE - :%ﬁﬂil&é‘ﬂi?% A HBRREZERAHEABERRER > &

or ®@ A OB Oc QOobD
%

OOO.
Uowy

==

ZEXEBEMELEN Answering within the Frame

w

p

bR B YR AR R [ AR ] 9 Y AR T SR

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

HEmsl Frame

HErsFrame
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CFRHSEM—AREZESE Using More Than One QA Booklet
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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 Answer Scripts (Envelope D)” in the same way as other QA booklets.

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

5. HFEITIEMEAEAE Students Taking the Assessment Separately

- Eﬁﬁﬁ%éF?@W?éﬁﬁ?%ﬁ’%%&Jﬁ%WﬁWEW
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= 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 sticking 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 Answer Scripts (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
Answer Scripts” of each class and each assessment has covered these students
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Notes for Invigilators on Completion of “Assessment Summary for Written
Assessments”

©OIE

Fill in aII requ
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ttL
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Rk as s
d information on the “Assessment Summary for Written Assessments”

FR — A S D

Rl

AR i R R

Complete only one “Assessment Summary for Written Assessments form in each assessment
session (disregarding the number of assessment paper(s) completed)

©oOMRF SRR S S AR S AT B
Record irregularities which have affected the administration or may affect the processing of
results of an assessment, including:

v

v

CoONIR B [ B R

[eRese-[BA
R N P

meﬁlfeenwaﬁye
Egﬁe%maw%%F*
(i ¥

ﬁm%>
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EC TN

v

Suspected cheating
Misuse of barcode labels

Equipment failure during the
Listening assessment (please provide
a detailed account of events and
remedial actions, if any)

Emergencies, such as fire, power
failure, etc.

Invigilators are NOT required to record the followmgs on the “Assessment Summary’:

4 G P R R R

2 ] £ = O

i {25 2
BEEL %ﬁ?
[ A B A R

J%* lﬁlf EN:INEEA N Y
[EA

R BT T RLpY 12 )
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Late arrival students who participated
in the assessment

Absentees or exempted students
Students using toilets
New students or drop-outs

Special arrangements for individual
students

Insufficient barcode labels for
individual students or missing barcode
labels

Using the spare CD

Equipment failure or replacement
before the Listening assessment
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Below is a sample completed “Assessment Summary for Written Assessments” (Page 1):

B B FRBERKTME (NE)
EEBRR Territory-wide System Assessment
To be completed by (Primary Schools)

Invigilator LT S

Assessment Summary for Written Assessments

P ’ 2 /A Bl
I::I;T;ce%;%chook ‘? Z{ 07 ok ‘% Lq?ﬁdﬁ?ﬁﬁ/\@
=58 g il
iﬁﬁéﬁde: qq(? éjz{ﬁifis: 3 A
@/ o3z B 58 KBS B8 Chinese (Reading and Listening)
BE ] Ha2 E & Chinese {Writing)
Subject: [ #528 Mathematics
[ 3EarBy8% - BEEEFIZE{E English (Listening and Reading & Writing)
B i B el E—Ef . HTET .
Commencing Time:  First session: [0 15 amn Second session: /1> 00an.
52 AT E—Er EET
Finishing Time: First session: (0 43 am Second session: ¢ L: o am—

¥ EREIEER A Please civele where appropriate
WIEHE AENEL TV Bk
Please put a “v"™” in the appropriate box.

] TG B R 2% A A -

NO irregularity occurred during the assessment.

[ 1 2 4 DA R U
Irregularities occurred during the assessment session are detailed below:
BEWA/EREIEA)
HEfEE] Name/Class No. of
Time Student (if applicable)

{0 2t CH T%t ﬁ%% Q%«%%%E%P%?}Lﬁl@

7y ALt Ti—ﬁ#"é%

h__—
o 1;12%%1 503 SR b 5 5

A NGB AR AN FEAE S RSN E EETRIF R B - IR HIME RS
SFRTEEEHAL -

1 declare that I am not teaching the above class the subject being assessed in this session and all
invigilation guidelines had been strictly adhered to during the assessment.

A

BEEREY > H5E
Name of Invigilator: L%é’ T# ! Ma’\‘ Signature: /\/\/

{

CREANTE AR 7] ROBEY [T (B

- -
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The back page of the “Assessment Summary for Written Assessments” is a task checklist for
invigilator:

= (& Task Checklist

O 1 Wh TES Y R E GCEAL P R BT R S TR R ) A
Check to ensure that the received Invigilator’s Working F|Ie and barcode labels are those of the class and assessment
session that they are assigned to

[]

S S| TR R R R & K 20 (LU I SR ) Y LA
AT CPU R e 51

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

3. CIFEHEEH1HEDHEY 1HEHE
Receive 1 Envelope D and 1 Envelope E for each assessment

4. LT U TEORE g

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

T BRSSP

Write the school code and class name on the blackboard

6. VIR IR w0 T - T A
Unseal the packets of the QA booklets and distribute the booklets to the students in order

oy O O g

7. (MU TTHEVE LT 20 G R B TIRERL )
Distribute the barcode labels accordlng to the students class number and ask them to check if the class name and the
class number on the barcode label are correct

[]

e B AR O R R O R AR b T
Ask the students to stlck the barcode labels and write down the school code, class name and class number in the
appropriate spaces on the QA booklet

[]

FIUE S = 7 i

Start the assessment

[] 10. ﬁgzﬁ ﬁ*‘r*(ﬁ,ﬂ‘ RS SR réﬁ,skwrm;:a%ai W fF B FRUEYR

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

11. F:‘El’ﬁ,ms‘ﬁﬂjtjﬁf” L= AN r B Ffﬁ“%}b Jﬁjf‘u ’T’*‘[I ik
At the end of assessment, collect the worked QA booklets and remaining barcode labels according to the sequential
order of the class numbers

0 120 8@ 5% R\ =0 F 0 - posrR] ARy E 15 R 1R S

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

O 18 el 56 MurA e s~ orfi' iy

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

O 14 }Hf”"f% D ¥R ¢ Rk HPeirs EH =

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

15. OPF) A3 AN A E - g DEFE P I T s
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

O 16, SMESTHUFES 55 [EHGEF TP D H 2P 2 <l - R I B
Return the worked QA booklets of those students taking the assessment separately to their respectlve classes, affix
barcode labels and put them into Envelope D

] 17. Tz’\[ﬂ“ﬁ’??]ﬁ%%"?jfﬁ[gf‘f} (= B A5

Return all envelopes to the Assessment Administration Supervisor for double checking

©2012 v H W TS T e 8
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Notes for Invigilators on Completion of “Students’ Attendance Record”

o TS U SRR (H2F1) FEEAETEEYOR]
Complete all required information on the “Studen s Attendance Record” (2 pages in total)

oY IS S R W I R e SR R T

el SR
J?I!te attendance of students assessed separately or requiring special arrangements should be
recorded on the “Students’ Attendance Record” of their respective classes

o T AL aciéaé’«% g B iEdEEE ek (YUE E ME S fpy Sy
Make minor amend,ments to student data (such as adding, deleting or amending names) on the
“Students’ Attendance Record”

COH TERE - B (WU R R EE N B W) PPN
¥
Blacken the circles of “ Absent” (including absentees and students exempted from the
assessment, but NOT drop-out students)

ooIE S A U T SRR LB R IR
If there are drop-out students, cross out their mformatlon on the “Students” Attendance
Record”

o T Ry TSR U SRl gk - pu IR i/p%‘:ﬁt EES ﬁ%;ﬁ];{l‘ﬂ '?L' S e e
Do not amend the class number on the “Students’ Attendance Record”. Please inform the
Assessment Administration Supervisor if amendment is required

v TR E MG BTl TR R Er(A) ) + TS M Er(B), — T
F R (C) — T S (D)
The number of “Scripts Collected” should be “students enrolled (A)” + “new students (B)” —
“drop-outs (C)” — “absentees (D)”

.o e r‘é;;[%% R PR S, BrEUEE TR SRS R T RS
B art'

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

COEE A S - bW B R T T s o P
B — AR FF BT
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 Answer Scripts”

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

SR L

Territory-wide System Assessment (Primary Scheols)

e o
Students' Attendance Record

HINRRRI

*PIS93AICLE*

BYAT PZESE (2H) S p900
Name of Schocl: ABC School (WD) School Code:
FIE SBESORIE mE i) N
Subject: Chinese Language - Listening Levek Class:
° IEBAEETAS - NS SR ATE N T, WEes
Please blacken the “Absent” circle(s) next to the student(s) without submitling answet scripis. #
@ ARSI L R R R RS R -
Please add the new student name(s) to the end of the Hist and cross out the drop-out student(s).
ik WS | R R o’
Class No. English Name / Chinese Name Special An'angcmcnt(s)* Absem#
1 Student 3/ 8B4 1 — O
2 Student 2/ 24 2 - O
3 Student 3/ 24 3 Exempt Chinese 0
4 Student 4/ 844 4 — O
5 Student 5/ 84 5 — @)
6 Student 6/ B4 6 — )
7 Student 7 / 824 7 Ws6 0]
8 Student 8/ 524z 8 - O
9 Student 9/ 224 9 - O
10 Stadent 10/ 84 10 o~ O
11 Student 11/ &4 11 k. @]
12 Student 12/ B4 12 : e C
13 Student 13/ B 13 — O
14 Student 14/ 224 14 — O
15 Student 15/ B4 15 — O
16 Student 16/ 84: 16 P O
i7 Student 17/ 8= 17 - O
18 Student 18/ B4: 18 - O
19 Student 19/ 84 19 - e
20 Student 20 / 824 20 — @)
21 Student 21/ B84 21 - O
22 Student 22 / B4z 22 — O
23 Student 23 / 84 23 — @
24 Student 24 / B2z 24 - O
25 Student 25/ 8142 25 - O
* Exempt Chincse AT EIRE S RS Bxempt all Chinese Language papers HHRE
WS1 FEBERRALY:  Non-Chinese speaking students PT.O.
wSs2
WS3
W84
WS5
WwSs6 i A ?ﬁ?ﬁ%ﬁa%&/ﬁ{ﬂiﬁ?di{ﬁﬁﬂ&ﬁ’(ﬁ&f?ﬁ%ﬁ Using A3 QA bookicts andfor auxiliary equipment
WS7 STREITERS - B/OERTMEMEN  Taking assessments separately and/or time extenston

P12

©2012 7 F[ u ‘uﬁijm%'}%@gﬁ‘?J 10
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Below is a sample completed “Students

Attendance Record” (Page 2):

o MBEWEERES  HRSSBERSENN TH, HEEg
Please blacken the “Absent” eircle(s) next to the student(s) without submitting answer scripts. ©
L4 FHTEARIRIN LI S R B TREE Y -
Please add the new student name(s) to the end of the list and cross out the drop-out student(s).
Rk YA | A IR e
Cluss No. Eaglish Name / Chinese Name Special Arangement(s)* Absent”

26 Student 26 / B 26 - O
27 Student 27/ B4 27 - @]
28 Student 28 / B4 28 - @]
29 Student 29/ B4 29 Exempt Chinese @
30 Student 30 / B4 30 - O
31 Student 31/ 884 31 - O
32 Student 32/ S 32 WS1, WS4 ]
33 Student 33 / B4 33 - O
34 Student 34/ #d& 34 O
26 Student-38-EB4- 35 \D fD'\A‘?\’ . O
36 Student 36 / 24 36 = - O
37 Student 37/ B4 37 - O
38 Student 38 / B 38 - O
3 Let kEune | %5 O
40 ' O
41 O
42 O
43 O
44 O
45 O
48 O
47 O
48 O
49 O
50 O

Nt ot gt CHEuNG Mo CHESUAB ol : (A) A

(GUBTERBALS In block letters) gt Ay New (B) |+ d

F A Dropot < (C) | = ed

;ﬁﬁ%ﬁ% Tavigilator: A N B A Absent (D) | 77 ‘L

/ (/ ZLASHRYE Scripts Collected:

(A+B-C.D)

# Exempt Chinese ERATEPEIE RIS Bxempt all Chinese Language papers

W81
W82
W33
WS4
WSS
W36
W87

©2012 Fﬁ

JETEAZEL: Non-Chinese spealing students

Az Newly-arrived children

AR HURERERE  Bxempl from the whole assessment

RSB R BT R IRER G Exempt from the Listening and Chinese Audic-visual Assessments
AR Stadents with inlelectual disabiity

18 PR RRCA R N R SR A PR B RA S R B Using A3 QA booklels andjor auxiliary equipment
SRMETTEE - B/EE R IEfERERT  Taking assessments separately and/or lime extension

T LT 11

>S4
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Territory-wide System Assessment 2012 (Primary Schools)
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. Listening (4 sub-papers for P.3; 3 sub-papers for P.6)
b. Reading & Writing (4 sub-papers for P.3; 3 sub-papers for P.6)

Date 20 June 2012
Component Listening Reading & Writing
Level P.3 P.6 P.3 P.6
Duration approx. 20 minutes | approx. 30 minutes 25 minutes 50 minutes
3EL1 6EL1 3ERW1 6ERW1
AM Session 3EL2 6EL2 3ERW?2 6ERW?2
6EL3 6ERW3
PM Session SELS SERWS
3EL4 3ERW4

2. Listening: Students of the same class will do the same Listening sub-paper.

are provided to each class. One is a spare CD. Check to see if the paper code of the CDs

Two identical CDs

and the paper code of the Listening sub-paper are the same.

3. Reading & Writing: Two or three sub-papers are packed in sequential order for distribution, i.e.
3ERW1 / 3ERW2 and 6ERW1 / 6ERW2 / 6ERW3 for AM session; 3ERW3 / 3ERW4 for PM
session.  Distribute the sub-papers equally among the students by handing out the
question-answer booklets (QA booklets) in sequential order.

4. Itis not necessary to distribute QA booklets to the desks of absentees. Latecomers can be given

the remaining QA booklets in alternate order.

5. 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

©2012 Hong Kong Examinations and Assessment Authority
All rights reserved
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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.

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 - Listening,
(Listening, Reading & Writing) which contains:
Reading & Writing) — 1 sheet of Assessment Summary for Written Assessments (for

both Listening and Reading & Writing)

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

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

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)

IReading & Writing|

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

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

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

Any update regarding the names / class numbers / addition / deletion of students must be made
before the commencement of the assessment session by directly adding and crossing out
information on the Students’ Attendance Record. Ensure that the information on the barcode
labels corresponds with the most up to date version of the Students’ Attendance Record.

Please check to see if there are students requiring special arrangements in 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”.

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

©2012 Hong Kong Examinations and Assessment Authority
All rights reserved

B-11




8. For the Reading & Writing Assessment, students arriving within the first half of the assessment
session (i.e. within 13 minutes for P.3 and 25 minutes for P.6 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”.

9. 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.

IListening Assessment]

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

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

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

4. Take attendance by using the Students’” Attendance Record for the Listening Assessment. Please
refer to items 5 to 7 under Section C of this document for additional information. Latecomers
should NOT be admitted to the classroom and should be treated as absentees.

5. 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).

6. Make the following announcement:

You will need an HB pencil and a rubber.

7. Unseal the packets of the QA booklets for the Listening Assessment.

Please remain silent while | 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.

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

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

©2012 Hong Kong Examinations and Assessment Authority
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9. 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.

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

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).)

11. 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.

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

Time allowed is about 20 minutes (P.3) / 30 minutes (P.6). 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. 1I’m now going to play the CD. Please listen carefully, follow the
instructions given and answer the questions.

13. 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).”

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

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

15. 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 must do so under your
supervision.

©2012 Hong Kong Examinations and Assessment Authority
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16.

17.

18.

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 will be mistakenly 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 with a rubber band.

IReading & Writing Assessment]

1.

10.

The Invigilators should have the following materials ready before the conduct of the assessment:
QA booklets.

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, 6 and 8 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 (P.3) / 3
(P.6) 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.)

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

Ask the students to stick the barcode labels on the QA bookilets:

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 bookilet.
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11.

12.

13.

14.

15.

16.

17.

18.

19.

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 25 minutes (P.3) / 50 minutes (P.6). Answer all questions and 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 is up. Stop writing and put your pencils down. Close your question-answer booklets.
I’m going to collect the question-answer booklets and remaining labels now. Do not talk.

Collect the QA booklets and any remaining 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
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 will be mistaken as worked
QA booklets of students who cannot answer any question.

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 Reading and Writing 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 problematic QA booklets with the surplus QA booklets given. Use the same
sub-papers if possible. This should be recorded on the Assessment Summary for Written
Assessments.

2. Shortage of QA Booklets
If the number of QA booklets for the class is insufficient, 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 AAS. 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 (Listening):
The AAS will call the HKEAA immediately for assistance.

English Language (Reading & Writing):

The AAS 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 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.

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.
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5. Defective CDs or CDs with different content
If the given CD and even the spare CD are defective or problematic content wise, immediately
call the HKEAA via the AAS or AAA for assistance. 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. lllness
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. 13 minutes for P.3 and 25 minutes for P.6 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 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 on the Assessment Summary for Written Assessments.

11. 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 on the Assessment
Summary for Written Assessments.

12. 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 on
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the Assessment Summary for Written Assessments.

13. Other Irreqularities
An Invigilator should report by means of the Assessment Summary for Written Assessments any
irregularities which have occurred during an assessment or may affect the processing of results.
If in doubt, an Invigilator should seek the help of the AAS 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 of
the whole day will be rescheduled to 22 June 2012.

3. If primary schools are to be closed in the afternoon on the day of assessments, the assessment of
the PM session will be rescheduled to the afternoon of 22 June 2012.
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Territory-wide System Assessment 2012 (Primary Schools)
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.

5.

There are totally four sub-papers for the Mathematics Written Assessment. The duration of
each sub-paper is 40 minutes (P.3) / 50 minutes (P.6).

Date 20 June 2012
Level P.3 P.6
Duration 40 minutes 50 minutes
Assessment Chinese English Chinese English
Language
Sub-paper 1 3MC1 3ME1 6MC1 6ME1
Sub-paper 2 3MC2 3ME2 6MC2 6ME2
Sub-paper 3 3MC3 3ME3 6MC3 6ME3
Sub-paper 4 3MC4 3ME4 6MC4 6ME4

The Chinese version of the P.3 / P.6 sub-papers are respectively 3MC1 / 6MC1, 3MC2 /
6MC2, 3MC3/ 6MC3 and 3MC4 / 6MC4; whereas the English version of the sub-papers are
3ME1 / 6ME1, 3ME2 / 6ME2, 3ME3 / 6ME3 and 3ME4 / 6ME4. In general Chinese
version of the sub-papers 3MC1 / 6MC1, 3MC2 / 6MC2, 3MC3 / 6MC3 and 3MC4 / 6MC4
will be supplied to schools. The sub-papers 3SME1 / 6ME1, 3ME2 / 6ME2, 3ME3 / 6ME3
and 3ME4 / 6ME4 will only be supplied to schools which have opted for using the English
version.

In each packet of the P.3 / P.6 Question-Answer booklets (QA booklets), the four sub-papers
are arranged in sequential order. For instance, for P.3, 3MC1 / 3MEL1 is on top, followed by
3MC2 / 3MEZ2, 3MC3 / 3ME3, 3MC4 / 3ME4, and then 3MC1 / 3MEL1 again, followed by
3MC2 / 3ME2 and so on. Distribute the sub-papers evenly among the students by giving
the first QA booklet to the first student, the second QA booklet to the second student and so
on.

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

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

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 at least 20 minutes
before the assessment commencement time with your Invigilators’ Handbook.

2. The Assessment Administration Supervisor, with the help of the Assessment Administration
Assistant (AAA), will distribute assessment materials to each Invigilator as follows:
a. Invigilator’s Working File (Mathematics) which contains:

- 1 sheet of Assessment Summary for Written Assessments

- 1 sheet 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)

®oo0o

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 update regarding the names / class numbers / addition / deletion of students can be
made before the commencement of the assessment session by directly adding and crossing
out information on the Students’ Attendance Record. 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 20 minutes for
P.3 and 25 minutes for P.6 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.

D. CONDUCT OF ASSESSMENT

1. The invigilators should have the following materials ready before the conduct of the
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assessment: (i) QA booklets, (ii) rough work sheets and (iii) barcode labels.
2. Check that the students are seated according to their class numbers.

3. 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.

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

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

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

7. Announce the following reminder:

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

8. 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.

9. 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.

10. 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.

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)
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11.

12.

13.

14.

15.

16.

17.

18.

19.

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 bookilet.

Ask the students to read carefully the “Instructions” on the cover of the QA booklet and tell
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 40 minutes (P.3) / 50 minutes (P.6) 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.

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.

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

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

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.

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.

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).

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

Return all assessment materials to the Assessment Administration Supervisor.

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 problematic QA booklets with the surplus QA booklets given. Use the same
sub-papers if possible. This should be recorded on the Assessment Summary for Written
Assessments.

Shortage of QA Booklets

If an Invigilator finds that the QA booklets for his / her class are insufficient, he / she 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 your class start working at the same time. Record this on the Assessment
Summary for Written Assessments.

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.
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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. 20 minutes for P.3 and
25 minutes for P.6 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.

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
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Administration Supervisor after the assessment. Record this 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
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 Dby phone immediately afterwards. The incident should be recorded on the
Assessment Summary for Written Assessments.

12. Other Irregularities
An Invigilator should report by means of the Assessment Summary for Written Assessments
any irregularities which have occurred during an assessment or may affect the processing of
results. In case of doubt, 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 of
the whole day will be rescheduled to 22 June 2012.

3. If primary schools are to be closed in the afternoon on the day of assessments, the assessment of
the PM session will be rescheduled to the afternoon of 22 June 2012.
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Territory-wide System Assessment 2012 (Primary Schools)

Additional Instructions to Invigilators on Handling of

WS6 & WS7 Students Requiring Special Arrangements

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

A. ATTENDANCE RECORD

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

B. ASSESSMENT PAPERS

1. Students Requiring Enlarged Question-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 papers (i.e. only one sub-paper will be used simultaneously):

* Chinese Language Listening Assessment (P.3) (with 2 CDs)

* Chinese Language Writing Assessment (P.3)

Students will be given enlarged sub-paper 2 or sub-paper 4 in the following
assessment papers:

* Chinese Language Writing Assessment (P.6)

* Chinese Language Reading Assessment (P.3 and P.6)

* English Language Reading & Writing Assessment (P.3 and P.6)
* Mathematics Assessment (P.3 and P.6)

Students will be given enlarged sub-paper 2 or sub-paper 4 in Chinese Language
Listening Assessment for P.6 and English Language Listening Assessment for
both P.3 and P.6 (with 2 corresponding CDs). 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 them to be assessed in the class using that sub-paper or
taking 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 WS7 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.

B Reading aloud is only applicable to those students with Severe Reading
Difficulties in Chinese and English Writing, Listening and Mathematics
assessments.

B WS7 student 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.

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 checking 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 sticking 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 checking 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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