Document Checklist for Invigilation in SEN Centres (2025 HKDSE)

Centre Supervisor(CS)| Invigilator(INV)

Documents School [Appointed| School |Appointed
CS CS INV INV

1 CS Working File, including: N/A N/A
« Examination Timetable for Special Centre (i.e. CS Timetable) 45 5z5E s G R ZF=
 Stationery Checklist &\ EAZ %=

+ Question Paper Quantity Checklist :RX#&EEEFE

 Invigilators’ List 5% 548

 Seating plan (Classroom) fEArzE (3R=E)

e Examination Personnel Card, Question Paper Collection Record and location for collecting question papers &5 A\ Sz N/A

s R A

Other guidelines (applicable to the SEN centres concerned only):

e SEN-OP01 Guidelines to CS for Candidates using Screen Reader in Examination

e SEN-OP02 Guidelines to CS for Candidates using Word Processor/Overlay PDF QA Book in Examination
» SEN-OP03  Guidelines to CS for Examination Employing an Amanuensis

e SEN-OP04 Guidelines to Centre Supervisors for Candidates using Speech-to-text Software in Examination
+ SEN-OP05 Notes to Centre Supervisors for Candidates using a Brailler
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2 | Guidelines:
» CS Handbooks (SEN centres), Specimen Booklet (SEN centres) and subject booklets for all subjects (SEN centres) A
SGEET (FAlEss) ~ SUFEATFM (RIS KATARE ZRHE 7 (RalEls)
» Notes for the Guidance of Invigilators (SEN centres) and English Language subject booklets (including Listening components) (SEN A v @ v
centres)

Big B SVAN (Rl ) ROEEEESCRIRHE T (BREIREEE ) (Rl )
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N/A N/A

3 Others
« Handbook for Candidates %4 F-{ff} N/A v N/A v

4 Important Notes:

Before the public exams, CS/invigilators should download and study the following documents from the HKEAA website (http://www.hkeaa.edu.hk/tc/exam_personnel/info_centre/) :
» Video on Special Examination Arrangements

» Webinar video and PowerPoint file for the CS Conference (SEN Centres)

» Webinar video and PowerPoint file for the Training Workshop for Cross Invigilators in SEN Centres

» Exercise on the Actual Start/Break/End time for the Writing Part of Listening Component

 Self-test for Invigilation (SEN Centres) B8 T {EJR&HH (KRS )

« Frequently Asked Questions for SEN Centres 5 HIEGE 2 TAEH R

Schools serving as home/home cum district centres have been invited to collect the CS Handbooks, subject announcements, CS Working Files and relevant guidelines at the HKEAA Southorn
Centre Office in late March 2025.

@ Schools nominating their teaching staff to serve as cross invigilators in SEN centres have been invited to collect the Notes for the Guidance of Invigilators (SEN centres) and English Language
subject booklets (including Listening components) (SEN centres) at the HKEAA Southorn Centre Office in late March 2025.

Appointed CS/invigilators will receive the documents together with the service agreement from 10 March 2025. Please return the completed Declaration Form on or before the stipulated
deadline in the service agreement.
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