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Contingency  and Precautionary 
Measures at Examination Centres 

The HKEAA is implementing a series of contingency and precautionary
measures, based on the recommendations of the Centre for Health Protection
(CHP), during the exams. Centre schools should pay attention to the following:
A. Preparation Work before the Examination
 Under the arrangement of class suspension, centre schools serving as hall

and classroom centres for written exams are requested to optimise the
use of their school premises to space out candidates further. Some
candidates have been relocated to other exam rooms/centre that are not
shown on their Admission Forms as the revised centre information could
not be updated after the Admission Forms were printed. In this
connection, centre schools need to rearrange the seating of the
candidates concerned

 Arrange a Deputy CS to coordinate the work involving additional
classrooms for candidates moving from hall, and to collect/distribute
question papers (QPs) and collect answer scripts from the additional
classrooms

 Arrange your school teachers to be the Classroom Invigilators of the
additional classrooms (One Classroom Invigilator for each classroom)
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 Rearrange the Seating Plan (Hall)
Hall
(Original Seating Plan)
Seat No. 001-180

Hall
(Updated Seating Plan)
Seat No.001-100

(For Hall Centres)
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 Rearrange the Seating Plan
 (From Hall to Classrooms)

Classroom 1
Seat No. 101-120

Classroom 2
Seat No. 121-140

Classroom 3
Seat No. 141-160

Classroom 4
Seat No. 161-180

Hall
Seat No. 001-100

(For Hall Centres)
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Classroom 3
A1001 Seat No. 021-030
A1002 Seat No. 021-030

Classroom A1001
(Original Seating Plan) Seat No. 001-030

A1001 Classroom 1 
(Updated Seating Plan)
Seat No. 001-020

Classroom A1002
(Original Seating Plan)Seat No. 001-030

A1002 Classroom 2
(Updated Seating Plan)
Seat No. 001-020

(For Classroom Centres)
 Rearrange the Seating Plan of Classrooms
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 Stick up the notice(s) at the entrance of the exam centre (Note: If the centre school
serves as both normal and SEN centres on the same day, please handle the updated
seating plan(s) carefully so that candidates would not get confused)

 Stick up centre poster on the door of the classroom

Original Exam
Centre

Seat No. Move to Floor/Room No. 

A1000(Hall)

101-120 Classroom 1 2/F Room 201

121-140 Classroom 2 2/F Room 202

141-160 Classroom 3 2/F Room 203

161-180 Classroom 4 2/F Room 204

Classroom 1
(Room 201, 2/F)

Centre No.：A1000
Seat No.：101-120

1. One day before the exam
(For Hall Centres)
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Sample of Centre Notice (Hall)
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 Stick up the notice(s) at the entrance of the exam centre (Note:
If the centre school serves as both normal and SEN centres on
the same day, please handle the updated seating plan(s)
carefully so that candidates would not get confused)

 Stick up centre poster on the door
of the classroom

Original Centre Seat No. Move to Floor/Room No.

A1001(Classroom) 001-020 Classroom 1 2/F Room 201

021-030 Classroom 3 2/F Room 203

A1002(Classroom) 001-020 Classroom 2 2/F Room 202

021-030 Classroom 3 2/F Room 203

Classroom 3
(2/F Room 203)

Centre No. Seat No.

A1001(Classroom) 021-030

A1002(Classroom) 021-030

(For Classroom Centres)
1. One day before the exam
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Sample of Centre Notice (Classroom)
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2. On the exam day
 The HKEAA have enlisted schools’ assistance to admit candidates

earlier from 7:50 am for exams due to start at 8:30 am
 Schools should maintain good indoor ventilation (e.g. with

windows open and air conditioning on) and environment clean and
disinfected

 The majority of centre schools will set up body temperature
screening at the entrance of the exam centre (Note: some models
of the body temperature screening provided by the HKEAA have to
be turned on one hour before use, please refer to the instructions
provided by the vendor). In case of mal-functioning of the system,
please use infrared forehead/ear thermometers to take the body
temperature of individual candidates
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2. On the exam day
 Before entering the exam centre, candidates must put on their

own surgical mask and rub their hands by using alcohol sanitizer-
gel placed in front of the entrance or the one brought by the
candidates

 Invigilators will check on the spot whether candidates have
completed and signed the ‘Candidate’s Declaration Form on
Health’. The forms should be put into the transparent plastic bag
provided by the HKEAA. The CS should label the bag with the
centre number and return it to the HKEAA after the exam daily

 The HKEAA will provide appropriate amount of precautionary
materials including surgical masks (for invigilation staff), infrared
ear/forehead thermometers, disinfected wet tissues, alcohol
sanitizer-gel and gloves, etc. to the exam centres (if any
replenishment is required, please contact the HKEAA at 3628
8952)
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Body Temperature 
Screening

 Candidates whose body temperature is at or higher than
38°C, or have been to the Mainland or countries/districts in
which mandatory quarantine is required within 14 days
before the day of exam should be told to leave the exam
centre and consult a doctor promptly after filling in the
relevant report form

 Pay attention to candidates whose
body temperature is at or higher than
the alert level of the screening
system

 It yes, take the body temperature of
these candidates with an infrared
ear/forehead thermometer

 Candidates may rest a while before
taking their body temperature for the
second time

The following procedures will be 
strictly enforced by the invigilators :
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Candidate’s Declaration on Health

021021

Chan Tai Man 28 March 2020
20xxxxxxx A1800

Chemistry

Tm Chan

021



20

A1000
6 April 2020

ABC School
Liberal Studies

Declaration on Health for Exam 
Personnel
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 If any candidate indicates ‘No’ in any statement of the declaration form, CS/invigilators should
distribute the ‘Notes for Candidates with Fever and/or Acute Respiratory Tract Infection
Symptoms’ SRf(Notes) to the candidate concerned, to inform him/her about the arrangement
for absence from the exams due to illness

 Candidates must complete and sign the SR4g report form. The CS should put it into the
‘Envelope for Special Reports & Related Scripts’ together with the ‘Candidate’s Declaration
Form on Health’ to the HKEAA for follow-up

 Candidates refusing to cooperate or making false, incomplete or misleading declaration may
receive penalty or even be disqualified from the exam
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3. Before the start of the exam
 Invigilators should report duty 45 minutes (i.e. 7:45 am) before the

start of the exam (For Listening papers, invigilators should report
duty at 8:30 am) and complete the temperature screening and
health declaration procedures

 The CS should brief the Hall and Classroom Invigilators (if applicable)
about the exam regulations and procedures, check the stationery
(answer books/supplementary answer sheets/rough-work sheets)
required for the exam session and candidates’ personalised barcode
sheets. Distribute the above items to the Classroom Invigilators
(Note: The exam stationery has been delivered to the exam centre
in mid-March. CS should check the items received before 19 March
to ensure that the centre has enough stationery for the entire exam
period)
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3. Before the start of the exam
Stationery and barcode sheets should be

distributed on each candidate’s desk before
admission of candidates
Distribute the barcode scanners to the

Classroom Invigilators (Note: Depending on the
seating capacity of the classrooms, 2-3
classrooms may share one barcode scanner)
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3. Before the start of the exam

 If additional classrooms are used, the CS and Deputy CS should unseal the question
papers in the presence of the candidates and an external invigilator at around 8:10
am. Place sufficient copies of question papers (one more copy for each Classroom
Invigilator) in the envelope provided by the HKEAA, then label and seal the
envelope with a piece of plastic tape. The Deputy CS should then distribute the QPs
to each additional classroom together with the external invigilator

 If additional classrooms are used, the Classroom CS should unseal the question
papers in the presence of an external invigilator at around 8:10 am. Place sufficient
copies of question papers (one more copy for each Classroom Invigilator) in the
envelope provided by the HKEAA, then label and seal the envelope with a piece of
plastic tape and distribute the QPs to each additional classroom together with the
external invigilator

(For Hall Centres)

(For Classroom Centres)
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4. During the exam
 Candidates are required to put on a surgical mask.

Those who refuse to put on their mask will be regarded
as having breached the exam regulations

 Invigilators may ask candidates to remove their surgical
mask temporarily during the taking of attendance in
order to verify their identities

 Candidates with serious sneezing/persistent coughing
may be arranged to sit at the reserved seats of the
exam hall or another exam room in order to minimise
disturbance to other candidates

 Candidates who need a surgical mask may ask for help
from the centre staff
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5. During the sessional break
 Candidates should put on their surgical mask during the

sessional break. They should go to the open areas (and
should avoid going to the crowded areas) designated by
the centre school as far as possible

 School are advised to make available their toilets on
various floors for use by candidates and invigilation staff
during the sessional break
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6. After the exam
 Classroom Invigilators should count and check the number of

answer scripts collected against the number of candidates
present before dismissing the candidates

 Place the following items into the relevant envelopes and
seal with a piece of plastic tape (for answer scripts only),
then return them to the Deputy CS / Classroom CS:
 answer scripts
 Sessional Report (Classroom)
 SR4t Report Form (Candidates going to the Toilet) (If any)
 exam stationery (barcode sheets, rough-work sheets, etc.)
 barcode scanner (if any) / Candidates’ Attendance Record

Form’ and ‘ Attendance List’
 The Sessional Reports and SR4t Report Forms (if any) need

not be returned daily. They should be returned to the HKEAA
on the last exam day of the centre via the Hall CS
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 Deputy CS should handle and count the answer scripts, exam
stationery and barcode scanners returned from the additional
classrooms and return them to the Hall CS for uploading the
data to the HKEAA

 The answer scripts should be placed in the appropriate script
envelopes according to the candidate number ranges printed
on the script envelope labels (including answer scripts from
the additional classrooms). The envelopes must be sealed
with a piece of Security Adhesive Tape and tied together with a
piece of string. The Hall CS should place the exam stationery
and reports in the relevant envelopes and return them to the
HKEAA

6. After the exam
(For Hall Centres)
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 Classroom CS should handle and count the answer scripts,
exam stationery, ‘Candidates’ Attendance Record Forms’ and
‘Attendance Lists’ returned from the additional classrooms

 The answer scripts should be placed in the appropriate script
envelopes in candidate number order according to the
candidate number ranges printed on the script envelope
labels (including answer scripts from the additional
classrooms). The envelopes must be sealed with a piece of
Security Adhesive Tape and tied together with a piece of
string. The Classroom CS should place the exam stationery
and reports as well as the ‘Candidates’ Attendance Record
Forms’ and ‘ Attendance Lists’ in the relevant envelopes and
return them to HKEAA

6. After the exam
(For Classroom Centres)
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 At the end of the exam, candidates should follow the
instructions of the CS to leave the exam centre in batches, so as
not to crowd the exits

 Schools should clean and disinfect the examination centre
facilities daily and before the next exam day by using 1:99
diluted bleach (or 70% alcohol for metal)

6. After the exam
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B. Arrangement in Listening Papers
Radio-broadcast centres
 Candidates being relocated from hall to classroom should be

arranged to use the same mode of broadcast as the hall. Schools
should conduct checking on the reception quality of the additional
classrooms before the exam. Candidates should continue to use their
own radio with earphones to take the exam

 Stick the notice(s) at the entrance of the exam centre so as to let the
candidates concerned know the latest broadcast arrangement

 Please follow the exam procedures stated in the English Language
Centre Supervisor’s Handbook

Original Exam 
Centre Seat No. Move to Floor/Room No. Broadcast Mode

A1000(Hall)

101-120 Classroom 1 2/F Room 201 Radio

121-140 Classroom 2 2/F Room 202 Radio

141-160 Classroom 3 2/F Room 203 Radio

161-180 Classroom 4 2/F Room 204 Radio

(For Hall Centres)
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B. Arrangement in Listening Papers
Radio-broadcast centres

 It there are additional classrooms, candidates being relocated to
additional classrooms should be arranged to use the same mode of
broadcast. Schools should conduct checking on the reception quality
of the additional classrooms before the exam. Candidates should
continue to use their own radio with earphones to take the exam

 Stick the notice(s) at the entrance of the exam centre so as to let the
candidates concerned know the latest broadcast arrangement

 Please follow the exam procedures stated in the English Language
Centre Supervisor’s Handbook (Classroom Centres)

(For Classroom Centres)

Original Exam 
Centre Seat No. Move to Floor/Room No. Broadcast Mode

A1001
(Classroom)

001-020 Classroom 1 2/F Room 201 Radio

021-030 Classroom 3 2/F Room 203 Radio

A1002
(Classroom)

001-020 Classroom 2 2/F Room 202 Radio

021-030 Classroom 3 2/F Room 203 Radio
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B. Arrangement in Listening Papers
Centres using the IR Transmission System
 As candidates need not bring a radio, they should be arranged to listen to

the broadcast via PA system/other devices in the additional classrooms
 Stick the notice(s) at the entrance of the exam centre so as to let the

candidates concerned know the latest broadcast arrangement

 Please follow the exam procedures stated in the English Language Centre
Supervisor’s Handbook

Original Exam 
Centre

Seat No. Move to Floor/Room No. Broadcast Mode

A1000(Hall)

101-120 Classroom 1 2/F Room 201 Classroom computer

121-140 Classroom 2 2/F Room 202 Classroom computer

141-160 Classroom 3 2/F Room 203 Classroom computer

161-180 Classroom 4 2/F Room 204 Classroom computer

(For Hall Centres)
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Centres using the IR Transmission System
The Deputy CS nominated by the school should distribute the
following items to the Classroom Invigilators of additional
classrooms before the start of the exam:
 An envelope containing one demonstration USB (one reserve

demonstration USB for use in any classroom in case of contingency)
 An envelope containing one exam USB (one reserve exam USB for

use in any classroom in case of contingency)
 A copy of the tapescript (in the exam USB envelope)
 Sessional Report (Classroom)
 ASTS barcode scanner (Note: 2-3 classrooms may share one

barcode scanner)
 Stationery to be used on the exam day (supplementary answer

sheets/rough-work sheets)
 Candidates’ personalised barcode sheets

(For Hall Centres)
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 Stationery and personlised barcode sheets should be distributed on each
candidate’s desk before the admission of candidates into the exam room

 Use the barcode scanner to take attendance and scan the answer scripts
for the candidates (no need to upload the attendance record immediately
after taking attendance). Return the answer scripts and barcode scanners
to the hall after the exam for uploading the data to the HKEAA

 The CS and Deputy CS should unseal the question papers in the presence
of the candidates and an external invigilator at around 9:30 am. For each
additional classrooms, place sufficient copies of question papers (one
more copy for the Classroom Invigilator) in the envelope provided by the
HKEAA, then label and seal the envelope by a piece of plastic tape. The
Deputy CS should then distribute the QPs to each additional classroom
together with the external invigilator

(For Hall Centres)
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B.Arrangement in Listening Papers
The Classroom CS should distribute the following items to the
Classroom Invigilators (including additional classrooms) before
the start of the exam:

 Sessional Report (Classroom)
 Stationery to be used on the exam day (supplementary answer

sheets/rough-work sheets)
 Candidates’ personalised barcode sheets

(For Classroom Centres)
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 Stationery and personlised barcode sheets should be distributed on each
candidate’s desk before the admission of candidates into the exam room

 Use ‘Candidates’ Attendance Record Form’ and ‘ Attendance List’ to take
attendance of candidates according to their original centre number and
seat number. Return the answer scripts, ‘Candidates’ Attendance Record
Form’ and ‘ Attendance List’ to the hall after the exam

 The Classroom CS should unseal the question papers in the presence of an
external invigilator at around 9:30 am. For each classroom centre
(including the additional classrooms), place sufficient copies of question
papers (one more copy for the Classroom Invigilator) in the envelope
provided by the HKEAA, then label and seal the envelope by a piece of
plastic tape and distribute the QPs to each classroom together with the
external invigilator

(For Classroom Centres)
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2. Handling candidates moving from Additional Exam 
Rooms to the Special Room

 If there are candidates going to the Special Room after attendance
taking, the Classroom Invigilator should record the information of the
candidates concerned in the ‘Candidates moved from additional
Examination Room to the Special Room’ and return the form to the
Hall CS after the end of the Listening exam

 The Hall CS should put the form(s) in the ‘Return Envelope for
Listening Paper Special Room Sessional Report and Answer Scripts’
and return it/them to the HKEAA

(For Hall Centres)
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Candidates moved from 
additional Examination 
Room to the Special 
Room
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2. Handling candidates moving from Additional Exam 
Rooms to the Special Room

 If there are candidates going to the Special Room after attendance
taking, the Classroom Invigilator should change the attendance record
of the candidate concerned from ‘present’ to ‘absent’ in the
‘Candidates’ Attendance Record Form’ and ‘ Attendance List’ and
return the form to the Classroom CS after the end of the Listening
exam

(For Classroom Centres)
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Exam 
Procedures

Hall Additional classrooms of Hall Normal Classroom 
centre
(Capacity: 30 
candidates)

Classroom Centre (including 
additional 
Classrooms)(Capacity: fewer 
than 30 candidates )

Attendance 
Taking

ASTS-barcode
scanner

ASTS-barcode scanner
(Note: 2-3 classrooms may share one
barcode scanner); no need to upload
the data immediately after attendance
taking

‘Candidates’
Attendance Record
Form’ and
‘ Attendance List’

‘Candidates’ Attendance Record
Form’ and ‘ Attendance List’ – take
attendance of candidates according
to their original centre number and
seat number

Distribution 
of QPs
(Before 
exam)

Several QP
packets to be
distributed by
Hall CS (Each
QP packet
contains 31
copies of QPs)

Appropriate number of QPs will be
distributed to the Classroom Invigilators
by the Deputy CS and one external
invigilator.
(The QPs should be put in an envelope
provided by HKEAA and sealed with a
piece of plastic tape)

One packet of QP will
be distributed by the
Classroom CS to
Classroom Invigilators
(Each QP packet
contains 31 copies of
QPs))

Appropriate number of QPs will be
distributed to the Classroom
Invigilators by the Classroom CS and
one external invigilator.
(The QPs should be put in an
envelope provided by HKEAA and
sealed with a piece of plastic tape)

Collection of 
Answer 
Scripts
(After exam)

ASTS-barcode
scanner

Hall CS should
place the
answer scripts
in the script
envelopes and
return them to
the HKEAA

Hall CS uploads
the data to the
HKEAA via ASTS

ASTS-barcode scanner
(Note: 2-3 classrooms may share one
barcode scanner)

Classroom Invigilator puts the answer
scripts in the envelope and return it to
the Deputy CS

Hall CS places the answer scripts in the
appropriate script envelopes in
candidate number order according to
the candidate number ranges printed on
the script envelope labels

Hall CS uploads the data to the HKEAA
via ASTS

Classroom Invigilator
put the answers
scripts in the script
envelope and return
it to the Classroom CS

Classroom Invigilator puts the
answer scripts in the envelope and
return it to the Classroom CS

Classroom CS places the answer
scripts in the appropriate script
envelope in candidate number
order according to the candidate
number ranges printed on the script
envelope labels

2. Different arrangements at Hall Centres, 
Classroom Centres and their additional classrooms
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Exam 
Procedures

Hall Additional classrooms of 
Hall

Normal Classroom 
centre
(Capacity: 30 
candidates)

Classroom Centre 
(including additional 
Classrooms)(Capacity: 
fewer than 30 
candidates )

Mode of 
broadcast

Candidates’ own
radio with
earphones

Should use the same broadcast
mode as far as possible (i.e. radio
with earphones)

Candidates’ own radio
with earphones

Should use the same
broadcast mode as far as
possible (i.e. radio with
earphones)

Using IR
Transmission
system or PA
system;
candidates do
not have to bring
their own radio

Use School’s PA system or other
devices (e.g. classroom computer,
USB player)

Updating 
candidates 
moving to 
Special Room

Update the ASTS
records by
selecting the
candidates
concerned and
clicking ‘Go to SR’
in ASTS

Classroom Invigilator should
record the candidate’s
information in the record form
‘Candidates moved from
additional Examination Rooms to
the Special Room’ and then
return the form to the Hall CS
after the exam.

After receiving the forms from
the Classroom Invigilators, the
Hall CS should place the forms in
the ‘Return Envelope for Listening
Paper Special Room Sessional
Report and Answer Scripts’ and
then return them to the HKEAA

Change the attendance
record of the candidate
concerned from ‘present’
to ‘absent’ in the
‘Candidates’ Attendance
Record Form’ and
‘ Attendance List’

Change the attendance
record of the candidate
concerned from ‘present’ to
‘absent’ in the ‘Candidates’
Attendance Record Form’
and ‘ Attendance List’

Responsible 
Exam Personnel

Hall CS Deputy CS Classroom CS Classroom CS

2. Different arrangements at Hall Centres, 
Classroom Centres and their additional classrooms
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