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Hong Kong Examinations and Assessment Authority
2025 HKDSE
Special Examination Arrangements for Candidates with Special Needs

Guidelines to Centre Supervisors for
Candidates using Screen Reader in Examinations

Prior to the examination

Checking Computer Hardware and Screen Reader Software

1.

Ensure that preliminary checking and preparatory work have been properly performed (see
the steps and details in Annexes 1 and 2) and system updates (if any) made before the
examination.

Important:

The preliminary checking should be conducted by early March in the examination year
(around 1 month before the start of the written exam) to ensure that any maintenance
work of computer hardware and screen reader software could be arranged, if necessary

Download the sample files in .docx format under ‘Services to Special Needs Candidates’
from the HKEAA website
(http://www.hkeaa.edu.hk/tc/Candidates/special_needs_candidates/hkdse.html) and save
them on the desktop. Try out the functions of the screen reader software.

Remarks: Requests for the provision of examination papers in .doc format will NOT be
entertained. Schools and candidates are requested to make sure that the
computer used for the examination can read the docx files.

All the computer hardware and software should also be checked on the day before the
examination (repeat Steps 1 and 2) to ensure that they are working properly (Important:
schools should prepare an external CD Drive to read the CD for Screen Reader if there is
no CD Drive in the computer).

On the day of the examination

Checking Computer Hardware and Screen Reader Software

4.

Check that all the necessary hardware and software comply with the examination
requirements (repeat Steps 1 and 2) and they are working properly for the smooth conduct
of the examination. Ensure that the Screen Reader software functions properly on MS
Word with sound emitting via the earphones.

Check that the computer is not connected to any network and all the relevant templates and
document files have been removed from the drives of the computer (except the sample files).

The CS/Invigilator should sign on the ‘Report on Checking Equipment and Facilities’
(Annex 3) to confirm their compliance with the checking procedures. A separate form
should be completed for each subject and returned to the HKEAA at the end of each
examination day (see Step 15).
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Receiving Examination Materials
7. Receive the following items for individual candidates being approved to use Screen Reader
for each paper concerned:
(@ normal question paper;
(b) special question paper (if applicable) in a sealed envelope; and
(c) *softcopy of the question paper in .docx format (Word 2010 file format).

* Starting from the 2025 HKDSE, a sealed envelope containing several Examination CDs
storing the softcopy of the question paper in .docx format will be distributed to individual
examination centres. The CS/invigilator should save the softcopy of the question paper
in the computer of individual candidates. Please refer to para.9 for details. No extra
reserve Examination CD will be provided.

Note:

For individual candidates using screen reader who have also been granted other special
question papers (e.g. braille question paper, exemptions from questions, abridgement of
question paper and plain-text labels), a special question paper envelope containing a
specialized examination CD and the reserve one will be provided.

Admission of Candidates

8. Follow the procedures in the CS Handbook (SEN centres) regarding:

(@) admission of candidates;

(b) advising candidates to put away their personal belongings, switch off their mobile
phones/electronic devices, etc.;

(c) unsealing the question paper packets and the envelope of the Examination CD
containing the softcopy of the question paper;

(d) checking the number of pages/questions of the printed copy and softcopy of the
question paper; and

(e) distributing the question papers.

9. Before announcing the start of the examination, the CS/invigilator should:

(@) ask candidates to set the reading mode/functions of the Screen Reader according to
their own preference with the use of the sample files (in .docx format);

(b) allow candidates to practise the operation of the Screen Reader for a short while (e.g.
10-15 minutes) before the examination starts;

(c) assist candidates in deleting the sample files and empty Recycle Bin after practice;

(d) around 15 minutes before the start of the examination, insert the Examination CD in
the computer and open the MS Word file containing the question paper when the
screen reader is ready (Note: It is possible that a whole set of the question paper is
divided into several files, each containing a certain part of the question paper);

(e) save the question paper in the computer, and check and ensure that the file(s) is/are
not corrupted and can be opened properly (Note: candidates are not allowed to read
the question paper with the screen reader at this juncture);

(f)  remind the candidates that they are only allowed to use the screen reader software
in the computer to read the question papers, and they MUST NOT open any
other software or internet browser during the examination. Any misuse of the
allowable ancillary aids during the examination will risk a mark penalty; and

(g) contact the HKEAA (tel: 3628 8917) if there is any problem.
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During the examination

10. Candidates are NOT allowed to use the computer to type the answers or save any
information/data from the file(s) of the Examination CD to the computer.

11. Candidates are expected to operate the software on their own during the examination.
Candidates can turn off/on the Screen Reader to suit their own needs.

12. 15 minutes and 5 minutes before the end of the examination, the CS/Invigilator should
gently remind the candidates about the examination time left with the Time Reminder
Notices.

13. In the event of software problems/computer breakdown that necessitates the computer to be
re-booted or replaced OR the software to be re-started, the CS/Invigilators should confirm
whether the candidate will choose:

(@) to continue reading the printed copy of the question paper and answer with NO time
compensation being given; OR

(b) to pause the examination during the re-start/re-boot period until the software/computer
is available for use again, and continue the examination after the technical problem is
fixed. If the problem still persists, the candidate should continue the examination and
read the printed copy of the question paper. The CS/Invigilator should record the
duration of pause(s). Before asking the candidate to resume working, the
CS/Invigilator should adjust the examination finishing time based on the duration of
pauses) and write down the actual examination finishing time on the candidate’s
examination timetable.

Note: The CS should contact the HKEAA (Tel: 3628 8917) and the incident should be
reported in Report Form SR4g.

End of examination

14. The CS/Invigilators should collect and seal the answer scripts following the procedures
stated in the CS Handbook (SEN centres).

15. Return the following materials to the HKEAA after the end of each examination day:

(@) answer scripts and Annex 3 sealed in the Answer Script Envelope;

(b) any (printed) rough works in the Rough-work Sheet Envelope;

(c) all the CDs containing the softcopy of the question papers in the original CD Envelope
(candidates are not allowed to take away any CDs);

(d) Special Report forms (if any) in the Envelope for Special Reports & Related
Scripts/Answer Sheets; and

(e) Other examination materials as listed in the CS Handbook (SEN centres).

Other points to note

16. The use of screen readers is NOT allowed in the following language papers or section of
language papers in which comprehension skills are tested. These will be excluded from the
Examination CD. Candidates should refer to the printed copy or braille version (if
applicable) of the Question Papers for the content.
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® Chinese Language Paper 1 (Reading)
® English Language Paper 1 (Reading)
® English Language Paper 3 (Listening and Integrated Skills) — Data File

Candidates are reminded that the Screen Reader software still has its constraints. Most
mathematical formulae and numbers in papers such as Mathematics cannot be read. If
certain Chinese characters and/or special symbols (such as ‘a’ and ‘B’) cannot be displayed
in the softcopy of the question paper or read out by the software, the CS/Invigilators should
instruct the candidates concerned to refer to the printed copy or braille version (if applicable)
of the question paper for information.

Under special circumstances, candidates with severe visual disabilities are allowed to read
their own scripts typed by the word processor with the braille display function of the Screen
Reader.

If a candidate with specific learning disability is also allowed to use the speech-to-text (STT)
software in the examination, only standard extra time allowance (ETA) of 25% will be given.
NO additional ETA will be provided for using both speech-to-text software and screen reader.
The candidate may read the question paper and ‘read back’ his/her answers with the
text-to-speech function of the MacBook Air. He/she may operate both software on the
same computer with sufficient training/practice given by the school but he/she is strongly
advised to use separate computers in order to lower the chance of technical problem or
human error. For details about the use of STT software, please refer to SEN-OP04
‘Guidelines to Centre Supervisors for Candidates using Speech-to-text Software in the
Examinations”’.

Enquiry: SEN hotline (tel: 3628 8917)
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Annex 1

Recommended Computer Facilities and Configuration for using Screen Reader Software

1. Hardware

o000 00000O06O0

CPU: 1Ghz or higher

RAM: 1GB RAM or higher

Free Disk Space: 16GB or higher
CD Drive

Sound Card

Keyboard & Mouse

Earphones

oftware

Windows 7 or higher

Microsoft Word 2010 (or above) for viewing the softcopies of the question papers
Acrobat Reader XI or above

HKEAA pre-approved Screen Reader software [i.e. Windows Light/Windows Light
(Read Assist), Text-to-speech function in Penpower Chinese Writing Pad, NVDA,
text-to-speech function in MacBook Air (or MacBook Pro) and ‘Speak’ command in MS
Word 2010 (or above)]

3. Configuration
Computer used for examination should be

- disconnected from any network and connections, including wired/wireless connection

(e.g. un-plug and remove the network cable attached to the computer; stop/disable the
Network Adapter(s) from Control Panel);

disabled for Spell Check, Dictionary, Translation and Auto-correct functions;

cleared from unnecessary document files and templates (i.e. search and delete
all .doc, .docx and .dot files except ‘Normal.dot’ and empty the Recycle Bin);

set with ‘Always ON’ under Windows Power Options and screen saver inactivated; and.
refer to the Hong Kong Supplementary Character Set (HKSCS) documents
(https://www.ogcio.gov.hk/en/our_work/business/tech_promotion/ccli/download area/) if
necessary. Note that Microsoft Windows Vista or later versions are already bundled
with HKSCS.

4. Special Notes

® Download the sample document in .docx format (Word 2010 file format) from the
HKEAA webpage and save them on the desktop.
(http://www.hkeaa.edu.hk/tc/Candidates/special _needs_candidates/hkdse.html)

® Open the sample document in .docx format with MS Word.

® Ensure the Screen Reader software functions properly with sound emitting via the
earphones.

® |f any Chinese characters cannot be read out by the Screen Reader software, candidates
should refer to the printed copy of the question paper for information.

® Spare computer (with the same configuration) and earphones should be set up for
contingency arrangement.

® To avoid possible collusion among candidates, computers should be placed in such a way
that the screen of each candidate cannot be seen by other candidates.

® A minimum of 2 feet distance between candidates’ seats IS required.
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Annex 2

Suggested Steps for Checking Equipment and Facilities

1. For each computer checked, fill in the details required on the ‘Report on Checking
Equipment and Facilities’.

2. Open the sample document and switch on the Screen Reader, highlight the words in the
document and listen to the sound emitted via the earphones. Repeatedly highlight different
words to make sure both the Screen Reader and the earphones function properly.

3. Check the networks to ensure that candidates are unable to communicate with each other
using the computers (with or without internet connection).

Suggested steps for checking:

<> Open ‘Network and Sharing Center’ in ‘Control Panel’, and make sure ‘No internet
access’ and ‘No network access’ are shown under the section ‘View your active
networks’

Metwork and Sharing Center > B
:(-:I * 1 L% <« All Control Panel L., » Metwork and Sharing Center v G Search Contral Panel el

View your basic network information and set up connections
Control Panel Home

View your active networks
Change adapter settings

Change advanced sharing Access type: Mo Internet access
settings Domain network Connections: Il ~ 70355
Access type
. C tions: U = =
Public network onnections: — S
=
Change your networking settings
eﬁ;. Set up a new connection or network
Set up a broadband, dial-up, or VPN connection; or set up a router or access point.
HomeGrou f—
P =41 Troubleshoot problems
Internet Options Diagnose and repair network problems, or get troubleshooting information.

Windows Firewall

< Share a file at the teacher’s computer and record the path
(e.g. Network Neighbourhood - CS1-11a - Desktop - test - test.doc)

< In the word processing application of the candidate’s computer
e Click File > Open - type the path of the shared file
e A failure message should appear
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4. Uninstall/Disable internet browser(s) and undesirable software in the computer.

Suggested steps for compliance:

<> Open ‘Programs and Features’ window in ‘Control Panel’, select installed browsers
such as Chrome or Firefox, and click ‘Uninstall’

= Programs and Features - =

4 [ » Control Panel » A&l Control Panel lterns » Programs and Features v & Search Programs and Features @

Control Panel Home .
Uninstall or change a program

View installed updates To uninstall a pragram, select it from the list and then click Uninstall, Change, or Repair.
B Turn Windows features on or

off Organize ~ Change  Repair =y @
Install 2 program from the -
network £ Publisher Installed On Lol

€ Google Chrome Gaogle Inc, 5/27/2013

@ Moxzilla Firefox 47,02 (x86 en-U3) Mozilla 22016

v
< >
g Emurasoft, Inc. Product version: 8.06.000 Support link:  http://www.emurasoft.com/
. Help link:  http:/fwww.emeditor.... Size: 7.69 MB

< Click ‘“Turn Windows features on or off’, then un-check ‘Internet Explorer’ box in
‘Windows Features’ dialog. Click ‘OK’ to restart your PC

| Programs and Features - o
1 [ » Control Panel » All Control Panel ltems » Programs and Features v & Search Programs and Features @
Control Panel Home Uni =] Windows Features = B
View installed updates Tou Turn Windows features on or off @ |
I By T:fm Windows features en or I Toturn a feature an, select its check box, To turn a feature off, clear its
- Organiz  check hox, Afilled box means that anly part of the feature is turned an, = v @
Install a program from the .
network Narme [ MET Framewark 3.5 {includes WET 2.0and 3.0) A~ Installed On -
[=] | .MET Framewaork 4.5 Advanced Services /92016
Active Directory Lightoveight Directory Services 1142172016
17972017
- 1 PRAces
[C] 1 Internet Information Services Hostable Web Core
[ 1 Legacy Components
Media Features
[} Microsoft hessage Queue (MEMO) Server
] Metwork Prajection
o [w] 1L Print and Dincurment Senices hd
~
< >
o lgor Paviov Product version:  9.20.00.0 Support link: ~ https//www.7-zip.org/
. Help link:  http://www.7-zip.org/... Update information:  http://www.7-zip.org/download....
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5. Check that no templates except the normal/blank one exist in any disk drives accessible by

the candidates.

Suggested steps for checking:
MS Word 2013

<~ Click File > Open - click All Word Templates for Files of type: option box
Select any disk drive (e.g. C: or D:) accessible by candidate = type the ‘*.dot*’ at the

<>

search box (top right hand corner) - check any files with extension ‘*.dot*’ are

displayed

& Downloads

B hkeaa (c0E5T)
W Music

] My ireb Sites on

=| Pictures
B Test (c085T)

MS Word: 2016, 2019, 2021
<>

box
<>

Qpen

esults in Local Disk (T b

~Jilt-In Building Blocks.dohe

CaUsersichanckiAppDatatRoarmingiMicros

~Jilding Blocks.dott

CAUsersichanckiAppDataiRoarmingiMicrosod

@l’ Normal.dotm

Calsersichanck\AppDatatRoamingiMicros

~$Normal.dotm

CalsersichanckiAppDatatRoamingiMicrosol

- @

Diate rndified: 6/28/20165:33 PM
Size: 162 bytes

oftiDocument Building Blocksy1033414

Diate rndified: 6/28/20165:33 PM
Size: 162 bytes

ftyDacurment Building Blocks\103314

Date modified: 1/3/2014 419 PM
Size: 203 KB

oft\Templates

Date modified: 11718/2013 3:58 PM
Size: 162 bytes

fExTemplates

x

@

I

v A Word Ternplates (Ydotg®.de v

Tools -

Qpen |+ Cancel

Click File > Open - Browse - click All Word Templates for Files of type: option

Select any disk drive (e.g. C: or D:) accessible by candidate = type the “*.dot*” at the

search box (top right hand corner) - check any files with extension “*.dot*’ are

displayed

E] Open

X
« ~ 4~ [l » Search Results in Local Disk (C:) » v o x
Organize =~ [ @
~ ~
& This PC m Built-In Building Blocks Size: 3.53 MB
B Desktop Date modified: 17/2/2017 9:38 AM
5| Decuments a MNormalPre Size: 20.3 KB
4 Downloads LT Date modified: 16/12/2016 3:17 PM
b Music TMO1840907[[fn=Equations]] Size: 50.6 KB
& Pictures Date modified: 16/12/2016 3:14 PM
& videos a TMO1793064[[fn=Equity]] Size: 31.2 KB
2 Local Disk (C:) : Date modified: 16/12/2016 3:14 PM
= DATA (D) TMO1793058[[fn=Median]] Size: 56.7 KB
1] DVD Drive (F:) 1€ Date modified: 16/12/2016 3:14 PM
= CD Drive (G:) Dri TMO1793060[[fn=0rigin]] Size: 52.0 KB
SECURE (H:) Daste modified: 16/12/2016 3:14 PM
— bd w
File name: v|| All Word Templates vI
Tools - Cancel

Suggested steps for compliance:
<>

Locate the folder of word processing applications’ templates

e Open the File explorer = select the disk drive = type “*.dot*’ at the search box
—> Press ‘Enter’ to search the files

e The folder is usually located at c:\Program Files\Microsoft Office\Templates or
c:\Program Files\Microsoft Office\root\Templates

<>
< Empty Recycle Bin

Delete All “.dot’ files except ‘normal.dot / normal.dotm / normal.dotx’
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6. Check that no document files exist in any disk drives accessible by the candidates.

Suggested steps for checking:

<~ Same as the steps in (5) above except that Word Documents should be chosen for
file type
< No document file should be listed

Suggested steps for compliance:

<~ Click Start - Find - File or Folder = type ‘*.doc’/**.docx’
< Delete all “*.doc’/**.docx’ files found
< Empty Recycle Bin

7. Check that no mistyped or misspelled text is put in the Autocorrect list.

Suggested steps for checking:

<> Click the File menu - Options

<~  In the Word Options dialog box, click Proofing, and then click AutoCorrect Option
<~ Scroll up and down to locate mistyped or misspelled autotext

<~ No texts such as ‘usually’ should appear on the list

Suggested steps for compliance:

<> Click the File menu - Options

< Inthe Word Options dialog box, click Proofing, and then click AutoCorrect Option

<~ Scroll up and down to locate mistyped or misspelled autotext (for example, look for
mistyped or misspelled autotext like ‘usualyl’ which will be corrected automatically
to ‘usually”)

<~ Delete all mistyped or misspelled autotext from the list

8.  Check that no English-Chinese and/or Chinese-English dictionary/translation is installed.

Suggested steps for checking:

<> Click the File menu - Options

<~ In the Word Options dialog box, click Proofing, and then click Custom Dictionaries
Option

<~ Select the unnecessary dictionary and click ‘Remove’ button

Suggested steps for compliance:

<~ Click Start - Settings - Control Panel - Add/Remove Programs
< Look for any program on English-Chinese or Chinese-English dictionary/translation
<> Click the ‘Remove’ button if any is found
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Check that no proof-reading / spell check / grammar check / thesaurus function is available.

Suggested steps for compliance:
<~ Change or re-install the Microsoft Office to disable the proof-reading function

Microsoft Office: 2010, 2013, 2016

Microsoft Office Professional Plus 2010

-

FHEAN
BT Microaodt Cdfece 115580TT 5% (7]

. = a
v | SERE
= =] 7
=[5 w)| enIn
Bl -] RMPZUIIR
v | R
[ meaza
B T
= B ]
HET
A~ | HFRIAE
= EHEREMTER |
e (gl M—REREERD
T T IR T SRR, 295 0B
EFEGHRIRETR 146,57 0B

(i

L]

E—#E )

(Note: the change (£7) function is not available for Microsoft Office 2019. Please
uncheck all boxes to turn off the proof-reading function as illustrated on page 11.)

< Uncheck all boxes as shown to turn off spell checking and dictionary functions within
Microsoft Word

MS Word 2013

EFREXH®

BIsh00: [ FEFRAv
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MS Word 2016

Word Options

General
Display

Proofing

Save

Typography
Language

Advanced

Customize Ribbon
Quick Access Toolfar
Add-Ins

Trust Center

ABCH =
"7, Change how word carrects and formats your text.

AutoCorrect options

Change hg; d formats text as you type; | AutoCorrect Options..

' correcting spelling in MicrasoDR(fice programs

[ Ignere words in UPPERCASE
[ Ignore words that contain numbers
[ Ignore Internet and file addresses

[ Flag sepeated words

[ Enforce accented uppercase in French
[ Suggest from main dictionary anly

| custom Dictionaries... |

French modes: | Traditional and new spelling:

Spanish modes; | Tutea verb forms anly
When correcting spelling and grammar in Word

I Check sgelling o3 youtype
[ Mark grammar errors as you type
[ Frequently confused words

[ Check grammar with spelling

ting Style: | =] [ sey

Exceptions for:

] Document =]

[Tox ][ concer

MS Word 2019 & 2021

Word Options

General

Display

Save

Typography
Language

Ease of Access
Advanced

Customize Ribb
Quick Access Tpolbar
Add-ins

Trust Center

‘{‘,Bi Change how Word corrects and formats your text

AutoCorrect options

Change how Word corrects and formats text asyou type: | AutoCorrect Options.

 correcting spelling in Mic

ft Office programs

[ Ignore words in UPPERCASE

[ Ignore words that contain numbers

[ Ignore Interet and file addresses
[] Flag repeated words
[ Enforce accented uppercase in French

O suggest from main dictionary only

om Dictional

Frenchmodes: | Traditional and new spellings v]

Spanish modes: | Tuteo verb forms only

When correcting spelling and grammar in Word

[ Check spelling as you type
[ Mark grammar errors as you type
[ Frequently confused words

[ Check grammar with spelling

Shou readability statistics

Windows 8 or above

Personalize
Users
Notifications
Search

Share

Privacy

Devices

Ease of Access
Sync your settings
HomeGroup

Windows Update

PC settings

o
on

Time
57, 2014 1A26E
1UTC+08:00) Beijing. Chongaing. Hong Kong, Urumai ~

App switching

Miow switching between recent apps
on

‘When | swipe in from the et edge. switch directly to my mast recent app

Autncormect misspelled words
off

vight misspelied words

Audd or change input methods, keybosrd layeuts, an

Languags preferences
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Annex 3

Hong Kong Examinations and Assessment Authority
2025 HKDSE
Special Examination Arrangements for Candidates with Special Needs

Report on Checking of Equipment and Facilities
(for candidates using Screen Reader in the examination)

(Please complete and return it to the HKEAA in the Answer Script Envelope at the end
of each examination day.)

Centre Number:

Name of Centre:

Name of Subject/Paper:

Date of Exam Session:

To be completed by Centre Supervisor and invigilator(s) (if any):

| certify that

(i)  the functions of the Screen Reader and the earphones on reading an MS Word
document (.docx. file) have been tested and they function properly;

(i)  all networks have been checked to ensure that candidates are unable to communicate
with one another using computers;

(iiiy all computers have been re-installed with the original, unamended version of the word
processing applications;

(iv) all templates (except the normal/blank one) and all the document files have been
removed from disk drives accessible by the candidates; and

(v) no English-Chinese, Chinese-English dictionary/translation and spell check/grammar
check/thesaurus application have been installed.

Name of Centre Supervisor Signature
Name of Invigilator Signature
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