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M 1
. . S Annex 1
Hong Kong Diploma of Secondary Education Examination (HKDSE)

Candidate with Aural and/or Oral Disabilities

This form should be accompanied by an up-to-date* medical/assessment report (e.g. an
audiogram with the degree of hearing impairment indicated, and audiological report or a speech
and language assessment report) from the ENT specialist / audiologist or speech therapist. For
details, please refer to Section 5.3 (Aural Disabilities) and Section 5.4 (Oral Disabilities) of the
Application Guide for Special Examination Arrangements (SEAS).

(Note: School candidates need not submit this sheet if the documentary proof submitted is issued
by the Hospital Authority (HA), Department of Health (DH), or the Education Bureau (EDB).
For details, please refer to the relevant sections of the Application Guide for Special
Examination Arrangement).

* issued within 3 years before the public examination

A. Candidate’s personal particulars

Name : (English) (Fszik22) -

Identity Document No. :

B. Overall assessment

In connection with the candidate’s application for SEAs and/or exemption, | confirm that
the candidate has the following disabilities which will sustain over the entire examination
period from to of the examination year:

(Please tick the appropriate box below.)
Aural Disability (This part should be completed by an ENT specialist / audiologist.)

LEFT EAR RIGHT EAR
O Normal O Normal
O Mild O Mild
O Moderate O Moderate
O Moderately Severe O Moderately Severe
O Severe O Severe
O Profound O Profound
Name :
(ENT Specialist/Audiologist)
Signature :
Date :

Oral Disability (This part should be completed by a speech therapist.)

Diagnosis :
(1) Severity of oral disability
O Mild
O Moderate
O Severe
(2) Area of difficulty (may tick more than one box)
Articulation
Language
\oice
Fluency

ooono

Name :

(Speech Therapist)
Signature :
Date :

FRAIE a2 rs (L)

Application for Special Examination Arrangements (Annex 1) (revised in August 2024)
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Information on Special Arrangements in Internal Examinations Annex 3

odeine & Tau b mg prg PRjZ‘J R 3 AR RN IR ALR
Note: If you have already submltted Annex 3 via the Special Examination Arrangement (SEA) Online Services,
you need not submit the hardcopy form of Annex 3 again.

i

School:

LAt LA R ER S
Name of Candidate: Identity Document No.:

I RPN R
Special Arrangement(s) in Internal Examinations
O 04 chfeA S0 /8 G204 2 B 2 B PRM YRS 4
m«‘}é’)‘ “!—J Fi‘:’A—Q #E o
The special examlnatlon arrangement(s) requested in the application form has/have been

made available to the candidate in school internal examinations in the past and/or will
be practised in school internal examinations before the HKDSE examination.

O $R7$ey2RIEEDARATFRET T2V 4R 230 /300 o %
Bo (PRI A G B e ST B A R F))
All or part of the special examination arrangement(s) requested in the application form
will NOT be practised in school internal examinations before the HKDSE examination.
(Please specify the special examination arrangement(s) without school practice and the
reason)

2 R@gF*NFRAMERPMBRRS LY HRL LY L v F PRy 2
Only applicable to candidates with disorder(s) related to mental health or chronic medical
illness who request extra time allowance

ERF-ITETARGERTEWFORPBER LY o T 2R EH G5 EA
(Vi §3- 38 )

School should provide observation / rationale for extra time allowance for the above candidate.

Please select the appropriate option(s) from below (may select more than one options):

O AAJE /1 i RLEF BT BERE -
Impeded information processing/working speed due to the side effect(s) of medication
or medical conditions.

Ol /aieg €7 Ereni gy

Impeded information processing/working speed due to unstable emotions.

O e pmomy fep s

Other relevant rationale/school observation:

LR p
Signature of Principal: Date:

FEAZ A LA s (T 3)

Application for Special Examination Arrangements (Annex 3) (revised in Aug 2024)
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Specially-designed Supplementary Answer Sheets/Graph Papers/MC Answer Sheet Annex 4

3

1) IS A IR A T T RIS AR 75 BT RS A I S - A A %
BELHEFEL - BRI T Bt RIS TR SR IS T B 25 -

2) LT LR FEAEE (www hkeaa.edu.hk > BSHETLLIBIIRE > BEPBLEEH) -

Notes:

1) If candidates who apply for special question paper also need to use specially-designed supplementary answer
sheet/graph paper/MC answer sheet, they should submit the request in the application for SEAs. Otherwise, no
specially-designed supplementary answer sheet/graph paper/MC answer sheet will be provided at special centres.

2) The following samples have been uploaded to the HKEAA website (www.hkeaa.edu.hk =2 Services to Special

Needs Candidates - HKDSE).

BT EEA (HD) - fT4RE0RE (178 1 0.8 [EK 5 4RFRA/ : Ad)
Single line supplementary answer sheet (H1) — darker colour (line width: 0.8cm; paper size: A4)

BOREA TR R EREM (H2) (TTHE 1 JEDK & SReRAVIN © Ad)

Enlarged single line supplementary answer sheet (H2) (line width: 1cm; paper size: A4)

R BRATRIEEREAR (H3) (f78E 1.2 [EOK © 4RA/N © Ad)
Enlarged single line supplementary answer sheet (H3) (line width: 1.2cm; paper size: A4)

BORIERESE (C1) (15 x 1588 » HH 13 x 155 : dRIRAVN © Ad)
Enlarged Chinese graph paper (C1) (15 x15 boxes; 13 x 15 boxes on the first page; paper size: A4)

FEAE S L T 2erE (W)

Application for Special Examination Arrangements (Annex 4) (revised in Aug 2024)



BORIERSAR (C2) (12 x 13 - HHE 12 x 1248 5 dR5RAVN © Ad)
Enlarged Chinese graph paper (C2) (12 x13 boxes; 12 x 12 boxes on the first page; paper size: A4)

BURTTHESR (BHE - BRE T &k 1 SRERAVD © A3)

Enlarged graph paper (black & white colour / green colour; paper size: A3)

* R ST EEE A (GRTRAVN © Ad)
* Enlarged MC answer sheet (paper size: A4)

A B C D

* WA BHARLUTFEER  BELEET(=) R (—) ~ ()  IREZLF(—) ~ £
(=)~ 1E2(—) » B (—) » £3F ~ BB Ra(—) » B RAFFIR(—) » FRALS(—)

#e 5 (—)

Normally applicable to the following subjects/papers only: Mathematics Compulsory Part 2, Economics 1, Geography 1,
Tourism & Hospitality Studies 1, Biology 1, Chemistry 1, Physics 1, Business, Accounting & Financial Studies 1, Information
& Communication Technology I, Technology & Living 1, Physical Education 1

i

TERPEF(—) » EZEF(—)  NERHAHLGRERYE () F GIERSIHEEFESEN - 5F
LEEEEREEG (WEN ) FEHREALIEE - JES 7T 7 KA E B - LT 728K

AR 77 B S P Y JE A

Remarks:

Candidates will NOT be given a multiple-choice (MC) answer sheet in Chinese Language 1, English Language 1, Citizenship
and Social Development and Physics 2.  If a candidate needs to blacken bigger circles for MC questions (if applicable), he/she
should apply for an enlarged question-answer (QA) book separately. Samples of circles in the normal QA book and enlarged
QA book are given below.

FERE LA A 7S (W 4)
Application for Special Examination Arrangements (Annex 4) (revised in Aug 2024)



2 1 W a2 S Y A 18] AR 88 2 /28 S Y 7Y A
Circles in normal QA book Circles in enlarged QA book

A B C D

O O O O O O O

FERE LA A 7S (W 4)
Application for Special Examination Arrangements (Annex 4) (revised in Aug 2024)
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(LR AT - MY PR R EE AR (B
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(i) K2 HEEEEG (fla - RERE - KREEEREREES ) &
CHEZR (Bl - BESEIR AT ) 570575 B E B S IR 0 =5

(i) R RWA BREGRE  REBEGRFEFERNTEEREZERE
Tl - A R R T B R AR 0 B

(iv) PRI mAERTT > BORFERFEEF -

(2) B 1)(iv)Fh > AFmUE R A BRSO F A R R
SEAERARAEMEEZHE > DERARES TR ELETNSA -

B HEFE ST AHIFE E 5
2. Z¥RRGHELREENESANFZALZNBEILT  AFHENZATEHE

M as - B FS A BN T B %S LEEEEE DR &

i

BEifERSAEBRANEE BHl
& HEEE G — (REET)
it B 5B S % — (Reading)
i B 35 < % = (Listening & Integrated Skills) — & kl7& (Data File)

P.1 of 4
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CE GEVET e GECEE R SRS L Yo it
: #

. TS ( CPU: Pentium IV 2 L _F ~ RAM: 512MB =¢ DA | ~ & B i il 2=
5 2 /> 100MB ~ Windows 7 5 £ 7% (9 B A& )

Microsoft Word 2010 ( B¢ E 1% B9 i A~ ) DAA@ 7 CD-R [N &k /Y 5 /E 7Y &
+ AR

o EHRF

e HfE

o R

° EAEEHTEAFE  (http://www.microsoft.com/hk/hkscs)

= FEWURXESTERAUL TN —EEHEREENVEFRE (EEE
FERE) -

(i) =t (HEANLRA ) Windows Light =
=t (BhEERR ) (38 5 R 5E A ) Windows Light (Read Assist)
(i) ZHEFEWKR - BHEM (Penpower)
(iii) NVDA
(iv)  MacBook Air ( 2 MacBook Pro) FY S 5 i #A 35 = T/ B
(v)  Microsoft Word 2010 ( st H: & YRR A ) Ay T3 | d1 %

et -

1. ZEEFFEKRA "HZE ) D)5 A MG

2. LAl FEE A FECEEHE MK JAWS - 5 (Sunshine) & Supernova
Dolphin » 2% 4 J B 76 19 X (G 3T 48 1 (B FT BT B B0 1F + %375 T [F
16 7% -

= EEATERLDRSE -
it - LUEBIGEFE AR L Z A L docx AR - BIRRFE TRZF

Je7 &8 B (http://www.hkeaa.edu.hk/tc/Candidates/special_needs_candidates/hkdse.html ) 7~ & & /55 B 1&
KL LAFABFEAERITIEE - BB (E /B FE 5 F#5 5/
(SEN-OP-01) » F2F /5 R 0 F 2 T — F#Y 10 J F I FH B 7937 5 Z 1 B
INEREFF G R TEE IS5 FEEZE G KL 5 e BRI &
b/

4. BRAHBAEXESA RS LM EREN - PR/ 4 B HEHE &S0 5 5
Gh o RMEMER - FEFRELES > ZREE& MR ES -

P.2 of 4
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H ) BN -

B2 5T % 5 1 B 58 B a5 9 IR
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ERERRTME K4 6
BB SRS RIS B A P Annex 6
HONG KONG EXAMINATIONS AND ASSESSMENT AUTHORITY
HONG KONG DIPLOMA OF SECONDARY EDUCATION EXAMINATION
APPLICATION FOR SPECIAL EXAMINATION ARRANGEMENTS

FERFRRARE

Candidate’s and Parent’s Consent Form

B EEEH R

To: Hong Kong Examinations and Assessment Authority

AN

H -~ EFRARET BT EORER Il THEES .

Z > FERE (BREMH) A
N/ T

(1) ZBAEBEFSHA IR (F¥F) NELETRBLAGRZFERE BT EE
FHRF AR L PR -~ M 3 (ARG RERESE @ K
(2) # THFEESI NHHEEX - KB AE BERFHEH M W4 ERERT
7+ K&
A~ ERBARAN T 5 EE T ECEE AR A o L RS -

| hereby acknowledge that:
A. | have read the ‘Application Guide’ on applications for special examination arrangements (SEAS) in
the Hong Kong Diploma of Secondary Education Examination (HKDSE);
B. | agree to authorise (Name of School) to
submit on my / my child’s behalf:
(1) my/my child’s application for SEAs in the HKDSE, Annex 3 (if any) and this consent form via
the online electronic application system of the HKEAA; and
(2) supporting document(s) / annex(es) signed by registered medical practitioner(s) / professional(s)
in accordance with the documentation requirements in the ‘Application Guide’; and
C. I have noted the information in my / my child’s application for SEAs in the HKDSE.

BEEHE H #H
Signature of Candidate: Date:

=49k
(Name of Candidate: )

FEG RS EAMET R

First 4 characters / digits of the candidate’s Identity Document No:

REHE H 34
Signature of Parent: Date:

ey

(Name of Parent : )
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DI d FRER Fiif4 8
Part A : To be filled in by school Annex 8
AEYEEZERR
PR 33K e B A
(GE**p PR R®E /N1 4 % B EREERNY 2
A2 ?&Pén\? “‘i—ﬁE{ i3 “F&F"’)

Hong Kong Examinations and Assessment Authority
Information on Extra Time Allowance (ETA) in Internal Examinations
[Applicable to candidates with Autism Spectrum Disorder (ASD) and/or
Attention-Deficit/Hyperactivity Disorder (AD/HD) who request ETA in the HKDSE]

—éﬁ #Erﬁgmi‘i}"h ’é‘"'&;}ﬂ&fﬁ#ﬁdﬁ JZ’”’H‘/‘;%J{
qu":& /u/,,\—xquvﬁ ”‘”T’Jﬁmg 3“3&\«%,; ]‘J?L;%ii
A (i)d M FLELA G P op kR
LA R (It FTHROKT RS R R CE
WG G E()EE FERER TR RN LD

e & §-,\ Q%’ 2 TE A RDOKRIFER TN E G EINEFRAARY A
E2Fa M EEARDLL (03 58 )

In general, the school should try out and evaluate the effectiveness of relevant special examination arrangements for the
candidates so that the most appropriate and necessary ones would be provided. ETA will only be given to candidates with ASD
and/or AD/HD where there is clear evidence to justify the need, including but not limited to (i) a confirmed diagnosis of ASD
and/or AD/HD by a relevant medical doctor, (ii) rationale and recommendation on ETA jointly made by the school and the
specialist (e.g. qualified educational psychologist (EP), clinical psychologist (CP) or occupational therapist (OT)), and (iii) school
practice on ETA in internal examinations.

This form consists of Part Aand Part B. Part A should be completed by the school. Part B should be completed by the qualified
EP/CP and is divided into 2 sections (i.e. Part B1 is applicable to candidates with ASD; Part B2 is for those with AD/HD). Starting
from the 2021 HKDSE, schools are required to submit the form for candidates with ASD and/or AD/HD who request ETA.

Notes:

1) The school should only apply for ETA for candidates with a genuine need.

2) Part A should normally be completed by the Student Support Team (SST) of the school or school teacher(s) who is/are
familiar with the candidate’s performance in test taking, and it is recommended that the candidate’s need for ETA in internal
examination be reviewed and the above-mentioned specialist be consulted (if deemed necessary) in the completion of this

part.
g
School:
F AB LR ELI
Name of Candidate: H.K.1.D. Card No.:

LA hE R g Ry
Nature of the candidate’s special needs:

O p Poed k er O 23472 L ERZFER O # & Others
Autism Spectrum Disorder Attention-Deficit/Hyperactivity Disorder ( j;— P Please specify:

i€ % % 3 Performance in Test Taking |

GEraif & e VEL)
(Please puta ¥ in the appropriate box.)
1. FFFI"F'JVQ‘_”‘ mdﬂﬂ—;ﬂg;ﬁ&'r (nﬁ,}jmﬂlrgpfrfﬂ)mmgu
Please assess the candidate’s test taking ability within the normal examination time (i.e. without ETA):

a FATHLREEN RS 0D 0%
The candidate could complete the examination within the normal examination time. Yes No

b. 4@"]‘@\ 4 1T E P LA 1ﬂrrnrggv+§g\ﬁ*“3ﬁnrgm'§‘f—? O& 0O %
The candidate completed the examination within the normal examination time at the expense of shorter length or Yes No
poorer quality of answers.

¢ BRERYIFZRGAFSELREECEFR A AP LRI (bl e RLFFCESYR DL OF
“‘*i’tlﬁié'i)"“1?@*%*%%3‘%*"14 R dE T KRB FP Z RY FuEFERER . Yes No

In accordance with the candidate’s needs, school has arranged or plans to arrange SEAs other than ETA (e.g. supervised
breaks, prompters), but they still fail to remove the candidate’s barrier due to his/her functional impairment(s), thus
the candidate needs to apply for ETA.

1R AL 7S (WIS ) P.1 of 2 N
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FAR AL A GG AR T kR
Please indicate if the candidate displays the following condition(s):

a. WMETHEHEFRF)SL G ARSI R 0 Fla BEL FE R O+ O 2+
Impeded working speed due to rigidity and obstinacy on workflows or obsession with details Yes No

b. 22 XBBEELCRNBERIMENEMNOLE EFp AT EDiE A BB TR O 5 O 25
Impeded working speed due to weaknesses in attention control or excessive obsession with thoughts, objects or Yes No
self-stimulation

¢ AT RMWARILY F FTALKRE 0 Fla B E TER O3 0Oy
Lack of fluency in thinking or slowness in processing of texts/languages, which results in impeded working speed Yes No

d AR OFARZ B RECGARBFH TREFZ2LFFH PRI 1 TERAS TR/ 2 O 3 O z3
Exceptional difficulties in sustaining attention which significantly and persistently hamper the speed of working Yes No
or the length/quality of answers

e LA LS G AR T CHF2 LA PPLICERR FERE/TR O+ 0O
Exceptional difficulties in on-seat behaviour which significantly and persistently hamper the speed of working Yes No
or the length/quality of answers

fo GRPIZERELS G AR BT IHFLFY R PPFELIGTERSCELG/T2 O+ 0Ot
Exceptional difficulties in planning and organisation which significantly and persistently hamper the speed of Yes No
working or the length/quality of answers

g FTREAMR FHIUFRL: TR SR ZARAERTEREESE (27 B#R-PHdHFF3 A O3 0O R4

PoA BE IR EE AL (TR P ER 2 20)) Yes No
Handwriting speed and legibility problems due to fine motor, pen control, visual-perceptual and related
difficulties (Note: An assessment report issued by an OT within 3 years before the public examination should be
submitted (i.e. Part B is not required))
h. 2e g% (405 )
Other observations (if any):

[#p £ Support from School |

FRTFEELARATRRESEL CEBE 2 (dd o AP W) O + Oz
Did the school provide ETA to the candidate in internal examinations? (If yes, please specify details) Yes No
P /EY Seprig B (B4 25%) *Rgel HME R RS R
Subject / Paper Amount of ETA (e.g. 25%) * School year starting the provision of ETA

O =3 484 # 0 /% % Allsubjects / papers entered

O @=ifp /% w > @p 4o Subject(s) / paper(s) as specified below:

¥ = BfFRT (I G200 T £ TR F R ) B R FH GRS RPA B S fp E R HE BN EE T - #E71]2
Ve WAL AR FAREUL TEFERE o
Under normal circumstances (e.g. application for 25% ETA or below), schools are not required to submit detailed internal records, but
ETA must already be practised in the school no later than December in the year preceding the public examination.

SR A ] FHTRAE L AR L ROUL PR FR?
Has the SST of school continuously reviewed the candidate’s need for ETA in internal examinations?
O 3 Yes #ki-F# Please provide details:

() Big- AL § K= 5 EILE 1
The last review meeting was conducted in (month) of (year).
(i) it LEARE L bfep G HE CEFRER? oD O3
Did the review results confirm the candidate’s need for ETA in internal examinations? Yes No
O % No (3%-511 f? J %] Please specify the reason: )
% ¢ Signature: p # Date:
&£ Principal
p #F Date:
% Parent
p #F Date:

+ 4 Candidate

1R AL 7S (WIS ) P.2 of 2 .
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2 3R(1) : d HT TR S R G i 8
Part B1 : To be filled in by educational /clinical psychologist Annex 8

R2RIFIPEFIRRNTIRGUEL TERRF Dz

Supporting mformatlon to recommend Extra Time Allowance (ETA) for

candidates with Autism Spectrum Disorder (ASD)

# 2
School:

F At BB
Name of Candidate: H.K.l.D. Card No.:
TR EH .

(1) #7 /TRh <ZE Foritdhit 2 8 (730) d FRAEB A T TFLAR IS F-FAMAP 2 Ttk T
BB T URP LA ORF) ) Pl B e Reh- AN FE A ML TS FREL (T

(2) EFEAARFES P a TR UITEFREFTEDEE > Wk * § ¥ HLBROREPZF  FTR1LAEE ¥ L H
T A AR o AP RERRSFEE L TERE R & i3 M o

Notes:

(1) With reference to item 2 of Annex 8 (Part A) in “Performance in Test Taking” completed by the school and the information
collected, educational/clinical psychologists are requested to fill out the following table to illustrate at least one or more
difficulties manifested by the candidate due to functional impairment(s) and the resulting needs for ETA.

(2) Practitioners are advised to incorporate multiple sources of information to provide valid and reliable empirical evidence.
When using norm-referenced measures, the assessment tools should be generally recognised as appropriate by professional
standards. Linkages between standardised assessment findings and the needs for ETA should be clearly elaborated.

oA BRI R

Part 1: Functional impairment and supporting information

FRY} ZREULFEET D i3
o HdE Supporting information
Functional impairment(s) suggesting

ETA needs
O lpﬂi T EM O B E A
4 AL FY A Fa BR

e A
Impeded working speed due to
rigidity and obstinacy on
workflows or obsession with
details

O %2 £RBEFACABAMNE
R ML R

EElEiE - T (A 4

Impeded working speed due to
weaknesses in attention control or
excessive obsession with thoughts,
objects or self-stimulation

D :E. 3 k/n‘tg‘\‘/&mv'ﬁ'/pppp
LR R BB R
Lack of fluency in thinking or
slowness in processing of
texts/languages, which results in
impeded working speed

(157722024 #£ 8 /5 / Revised in August 2024)



FoWA L HUAFULTERFOTHRE 238 (o ?)

Part 2: Other supporting information (if any)

FEWWE D RB
Part 3: Conclusion

EHR UL TR o4

Recommend extra time allowance in examination O Yes

AAFEL AT ERE
| confirm that the above information is accurate.

T R L PR

Name of Psychologist: Organisation:

B (blde: B E2EERTHR)

Qualifications (e.g. professional membership):

TR RIE BN 2 2T+ - The HKEAA may ask for documentary proof.

IR RE L P
Signature of Psychologist: Date:
2

(IEE£577 2024 4£ 8 / / Revised in August 2024)
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Part B2 : To be filled in by educational /clinical psychologist Annex 8

BHRIFAR A/ EREEENT I RFLEL FERFT hizE

Supporting information to recommend Extra Time Allowance (ETA) for

candidates with Attention-Deficit / Hyperactivity Disorder (AD/HD)

# 2
School:

F At BB
Name of Candidate: H.K.l.D. Card No.:
TR EH .

(D &7/ TohcZE 3R 28 (") d FRYTERDTIEFFLAR  IWAF - AehfaMIEP 2 e o
BEGEUAP LI FA R URBLTERPFFIHEFS S8 E‘* Hf ITIRE R/ FELEEFRE
r§4ﬁ‘ggw,v;§%mo

(2) B4R BSFE 52 5 Rt %2 7 Rt de ? § FHAROME S AP =01 REL £ b
AL A YA RERREF S G TR G R NIRRT P o

Notes:

(1) With reference to item 2 of Annex 8 (Part A) in “Performance in Test Taking” completed by the school and information
collected, educational/clinical psychologists are requested to provide supporting information to illustrate that due to
functional impairment(s), the candidate’s speed of working is persistently and significantly slow, or the length/quality of
work under time limits is significantly hampered, thus resulting in the need for ETA.

(2) Practitioners are advised to incorporate multiple sources of information to provide valid and reliable empirical evidence.
When using norm-referenced measures, the assessment tools should be generally recognised as appropriate by professional
standards. Linkages between standardised assessment findings and the needs for ETA should be clearly elaborated.

B 3A: MR B

Part 1: Functional impairment and supporting information

(i) FR}FZRELITERFT RS LLH

Functional impairment(s) suggesting ETA needs

O 234 enFARZEYREFE G ARBAFI PTHFZ2HFFH PRI 1R EER /T2
Exceptional difficulties in sustaining attention which significantly and persistently hamper the speed of working or the
length/quality of answers

O &% s paE=o 2REX TR THF2FIFPEL1 TR FELE/ T3
Exceptional difficulties in on-seat behaviour which S|gn|f|cantly and persistently hamper the speed of working or the
length/quality of answers

O &3z Ei#« A PR ARBRAOTIH THFEEF PR LTRSS T R/ T A
Exceptional difficulties in planning and organisation which significantly and persistently hamper the speed of working
or the length/quality of answers

(i) =& - ﬁJuT*’Kﬁﬂ@vi%@h)ﬂwumﬁﬁ#ﬁmﬁlx CRBEFIEBELHE UK (b) 1%
BREFSER Ao ATt nE N/ FRXEIRE -
Supporting Informatlon — Please illustrate in the blank space below (a) how the candidate’s speed of working is
significantly and persistently affected by the related functional impairment(s), such that (b) the working speed or
length/quality of work under time limits is significantly hampered.

i£# (/R 7 #(a)% (b)ef23) Supporting information (must include illustration on (a) and (b))

(IEEZ577 2024 4£ 8 / / Revised in August 2024)



FoWA: HUABUELCERTOTHE G (g 7)
Part 2: Other supporting information (if any)

FEWME D RB
Part 3: Conclusion

EHRR UL TERER mE

Recommend extra time allowance in examination O Yes

AT EFHE ERE
| confirm that the above information is accurate.

L R L PR

Name of Psychologist: Organisation:

B (blde: B EEEERTHR)

Qualifications (e.g. professional membership):

TR B RPN 2 R iEfi - The HKEAA may ask for documentary proof.

B RE L P
Signature of Psychologist: Date:
2

(IEEZ577 2024 4£ 8 / / Revised in August 2024)



Annex 9

HONG KONG DIPLOMA OF SECONDARY EDUCATION EXAMINATION

Applications for Special Examination Arrangements
Guidelines for Processing of Supporting Documents by Schools

Introduction

1. In processing applications for special examination arrangements (SEAs) from candidates
with special needs in the Hong Kong Diploma of Secondary Education Examination
(HKDSE), schools (on behalf of their candidates) and private candidates should submit the
applications online together with the supporting documents (e.g. psychological assessment
reports, medical documents, annexes, supporting letters from schools / teachers) to the Hong
Kong Examinations and Assessment Authority (HKEAA) via the SEA Online Services
(hereafter called ‘Online Services’) at the HKDSE Examination Online Services
(https://www.hkdse.hkeaa.edu.hk/).

2. Each application for SEAs must be accompanied by supporting documents. Before making
an application via the Online Services, schools should carefully read the ‘Application Guide’
for the types of supporting documents to be submitted by candidates with different types of
special needs.

3. As the supporting documents contain information about candidates’ special needs, e.g.
diagnoses of candidates’ medical problems, results of psychological assessment of
candidates’ reading and writing abilities, they are candidates’ personal data and shall be
classified and handled as restricted information. They must be handled with the
strictest confidence and quarded against unauthorised access.

4. Schools are requested to submit all the supporting documents via the Online Services.
Supporting documents are usually issued by medical practitioners or professionals (e.g.
occupational therapists, audiologists and psychologists) in the form of hardcopies. Under
such circumstances, each of these documents, after submission to schools by the candidates,
must be converted into an electronic format (electronic file) via scanning, before it can be
uploaded onto the Online Services for transmission to the HKEAA.

5. If the supporting documents received by schools are in an electronic format, then the files
can be uploaded directly to the Online Services provided that the files are in any of the
following formats and the total size does not exceed 10MB:

PDF, JPEG or JPG

6. For each school, please ensure that only the principal and the ‘SEA Application Officer(s)’
designated by the school can access the Online Services. While the SEA Application
Officer is responsible for making the applications via the Online Services, the school may
designate the SEA Application Officer or other staff member(s) to handle the supporting
documents after making certain that they are aware of the guidelines in handling restricted
personal data.

7. All applications and supporting documents should be processed on a designated computer
with restricted access. Furthermore, during the conversion of the supporting documents
into electronic files, where necessary, the electronic files thus created should only be sent to
and stored on this computer. Any temporary storage device used must be
password-protected.

8. The following provides some guidance to schools on how to handle the supporting
documents when making applications for SEAs via the Online Services.
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Receipt of Hardcopies of Supporting Documents

9.

Upon receipt of the supporting documents from the candidates, record the following
information:

(@ number of supporting documents submitted by the candidate; and
(b) name, issue date and total number of pages of each document.

Keep the documents in safe custody and away from any unauthorised access.

Conversion of Hardcopies of Supporting Documents into Electronic Files

10.

11.

12.

13.

14.

15.

16.

17.

18.

19.

20.

Prior to making an application on the Online Services, convert the hardcopies of supporting
documents into electronic files via scanning.

The SEA Application Officer (or the staff designated for handling the supporting documents)
should be present throughout the process of scanning. Never leave the supporting
documents unattended at the scanning machine.

Some fax machines can save their scanned documents in the machine, same for photocopiers
or scanning machines. If there is such a function, that function should be turned off before
scanning.

In case a supporting document has more than one page but is not paginated, before
de-stapling, write the page number at the back (if the document is single-sided) or at a corner
of each page using a pencil. This allows the pages to be arranged in the correct sequence
again in case the pages are accidentally mixed up after de-stapling.

If the count of number of pages scanned is available on the scanning machine, check this
count against the total number of pages of the document.

After scanning one document, staple the document immediately to avoid the loss of any page
of the document.

In case a candidate has more than one supporting document, scan each document into a
separate electronic file.

If the designated staff has to scan the supporting documents of more than one candidate, to
avoid mixing up of the documents of the candidates, he / she should scan all the supporting
documents of one candidate before proceeding to handle those of another candidate.

Where the scanning is done on a photocopier or fax machine, in case paper jamming occurs,
check to ensure that all jammed papers are cleared from the photocopier or fax machine. It
is advisable to scan the whole document again to ensure that it is completely scanned.

After scanning, cross check that the hardcopies of the supporting documents are not left at
the scanning machine. Keep the documents in safe custody again.

Specifications of the electronic files (scanned images)

(@) File formats: PDF, JPEG or JPG
(b) Total File size: 10MB or below
(c) Image resolution: 200dpi or below

It is advisable to scan the documents into black and white images in order to minimise the
file size.
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Checking, Processing and Storing of Electronic Files (Scanned Images) of Supporting
Documents

21.

22.

23.

24,

Process and store the electronic files of the supporting documents on a designated computer /
drive / folder with restricted access and with screen saver protection. The designated staff
should activate the screen saver whenever he / she needs to be away from the workstation for
a short while in order to ensure that the supporting documents displayed on the monitor or
stored in the hard disk cannot be accessed by others. Under such circumstances, the
hardcopies of the documents must not be left unattended.

Check on the designated computers that the electronic files of all supporting documents
scanned are successfully created.

For each electronic file of the documents, check to ensure that:

(@) the total number of pages of the scanned document in the electronic file tallies with that
of the hardcopy and the record stated in paragraph 9;

(b) each page of the hardcopy of the document has been scanned,

(c) each page of the document has been completely scanned; and

(d) the information in the electronic file is clearly legible.

In case of incomplete or unclear scanning of any page of the supporting documents, scan the
whole document again. The electronic files with incomplete or unclear scanning should be
deleted from the computer / drive / folder at once to avoid mixing up with the files of the
same documents created during re-scanning.

The filenames of the electronic files created by the computer during scanning are usually sets
of numbers. It is thus difficult for one to tell which candidate a particular file belongs to.
This is particularly risky when the supporting documents of more than one candidate have to
be handled at the same time, as the files of different candidates can be easily mixed up.
Thus, it is advisable to rename the electronic files of the supporting documents by including,
say, the names of the candidates as part of the filenames. It is important that the electronic
files are clearly and systematically indexed in order to minimise the chance of mixing up of
supporting documents of different candidates.

Submission of Electronic Files of Supporting Documents via the Online Services

25.

26.

The SEA Application Officer should upload the electronic files of the supporting documents
onto the Online Services. Activate the screen saver whenever he / she needs to be away
from the computer for a short while.

After successful submission of an application, delete all the electronic files of the supporting

documents of the candidate from the hard disk of the computer and / or any storage media.
Clear the files in the ‘Recycle Bin’ of the computer.
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