Booking instructions of online examination facilities and onsite
invigilation for ABRSM Online Music Theory Exam (Grades 1 - 5)

1. Suitable for

Anyone who has registered for the ABRSM Online Music Theory Exam (Grades 1-5)
and needs a suitable examination venue and computer workstation that meet ABRSM
requirements and invigilation service.

Note: Registration for the ABRSM Online Music Theory Exam (Grade 1-5)
(“ABRSM Exam”) is NOT included in this booking of online examination facilities
and onsite invigilation (“HKEAA Workstation Service”). For ABRSM Exam
registration, candidates are required to make separate booking through ABRSM

website (hk.abrsm.org).

Candidates are highly recommended to book and complete the ABRSM Exam
registration via ABRSM website BEFORE booking this HKEAA Workstation
Service. Candidates should be aware of the 28-day exam deadline set by ABRSM. In
order not to miss the exam deadline due to any unforeseeable incidents such as
ABRSM system maintenance and malfunction, candidates are recommended to book
the HKEAA Workstation Service that is scheduled at least 7 days before the exam
deadline. HKEAA would NOT refund or reschedule any paid Workstation Service
bookings in any circumstances.

2. Session availability

Various date options will be offered for online booking in each month, subject to the
examination facilities availability and the maintenance schedule of the ABRSM exam
system. The HKEAA will update the information and release more spots for bookings
on the 15th of each month (on the following day if it falls on a holiday) when
possible.

3. Booking period

Limited seats for each month are available for booking on a first-come first served
basis.

4. Booking procedures

ONLY online registration is accepted and NO walk-in registration is available.
Booking procedures are as follows:


https://hk.abrsm.org/

1. Book through this website and enter the accurate information which should be

the same as the information used when applicant/ candidate books the

ABRSM Exam;

Fees must be settled online as instructed,

3. After successful payment, a confirmation email with booking details will be
sent to the provided email address.

N

The term "applicant” on the booking form refers to the person who accepts the
responsibilities for:

o reading and undertaking to abide by the exam regulations, ensuring
that those connected with the exam are aware of relevant matters;
ensuring the accuracy of the information provided;
notifying the candidate of the session date, time and venue;
receiving all communications regarding the booking made and
disseminating all such communications to the candidates as effectively
as possible.

The HKEAA is not responsible for any unsuccessful registration because of technical/
network failure.

5. Booking fee

The fees paid for HKEAA Workstation Services are NON-REFUNDABLE and
NON-TRANSFERABLE from one examination session to another, from one
candidate to another, from one examination to another or for any other purposes.

6. Instructions to applicants and candidates

1. All candidates taking Online Music Theory Exam must have an ABRSM
account in their own name. Parents or teachers should help candidates under
18 to create their accounts.

2. The examination language must be selected DURING the Online Music
Theory Exam registration on ABRSM website. The examination language
cannot be changed after registration.

3. ltis the responsibility of the applicants and candidates to make sure they can
locate the “Start Music Theory Exam” button in the candidates’ ABRSM
accounts before the examination day. The button can be found in the
candidates’ ABRSM accounts a few hours after payment. The exam cannot be
conducted if there is no such button and HKEAA will not reschedule or refund
the confirmed Workstation Service.

4. Candidates should NOT click the "Start Music Theory Exam™ button. Once
the button is clicked, the timer of the examination starts and ABRSM will treat
that the examination has been attempted and will mark the examination for the
candidate.



10.

11.

Applicants should ensure that they are conversant with the ABRSM exam
regulations and instructions prior to attending the exam to avoid being
penalised. Applicants have the sole responsibility to ensure that the
requirements and regulations of the exams are complied with. The HKEAA
will not accept any claims from candidates for being misinformed by others
(including invigilation personnel) as an excuse for exemption from penalty for
any breach of the regulations. Please read carefully the exam regulations and
the penalties for breaching such regulations.

The HKEAA will make appropriate arrangements to ensure the stability of the
network during exam. If the computer hardware fails, the invigilator will
provide assistance. However, if there is a problem with ABRSM exam system,
this will be reported to ABRSM for their further advice.

The HKEAA has been granted permission by ABRSM to forgo the room scan
before the start of the session.

There may be several candidates taking the examinations at their own
workstations in the examination venue at the same time.

No scratch paper or other stationery will be provided in the examination
venue.

As requested, HKEAA will provide ABRSM with the information supplied by
the applicant before the examination.

Candidates who need special arrangements for HKEAA Workstation Service
are required to submit a written request with medical/specialist certification to
the HKEAA prior to the booking of HKEAA Workstation Service. An
additional fee may be charged. Candidates will be notified in writing of the
outcome of their application. Please note that booking made prior to the
approval may not be accepted by the HKEAA even though payment has been
processed.

7. Confirmation email & Exam item checklist

The confirmation email received by applicants should be retained for reference.
Applicants must read the information in the link provided. Candidates must print out
the confirmation email, fill in the Candidate ABRSM account password in the
provided space and arrive at the specified examination venue within the check-in time
with the following items:

1.
2.

3.
4.
5

Printed copy of the confirmation email of this HKEAA Workstation Service
Original, valid and photo-bearing HKID Card or Passport (with the same
number that was used for registering for this ABRSM examination)

Blank Scratch paper (optional)

Blank Manuscript paper (optional)

. Stationery (optional)

Note: With effect from 31 January 2021, British National (Overseas) (BN(O))
passport cannot be used as any form of proof of identity in Hong Kong.

The delivery time of confirmation email could vary, depending on different factors
including but not limited to website traffic, payment method, performance of the



payment service provider portal, performance of the Internet services provider and
equipment that the applicants use. If Applicants do not receive the confirmation email,
please:

1. allow ample time (suggestion: up to 60 minutes) for the email to be delivered
due to the factors mentioned above

2. check spam/junk mail folder if the payment and booking are completed as the
confirmation email may be filtered and delivered to the spam/junk mail folder
by your email server

If Applicants still have not received any confirmation email from HKEAA 12 hours
after an application is placed, please send their applicant names and contact number
to ie@hkeaa.edu.hk for assistance.

8. Disclaimer and Data Privacy

Neither the ABRSM nor the HKEAA shall be responsible for any non-performance of
duties where such non-performance has been caused by an act of God, labour strike,
natural disaster, adverse weather, epidemic, governmental action or intervention, riot
or any other cause not reasonably foreseeable and beyond the reasonable control of
the ABRSM or the HKEAA. The HKEAA, including their contractors and
subcontractors, shall not be liable to anyone claiming for any damages which are
caused by, arising from or otherwise related to the failure of staff members,
examination personnel or the examination venues to comply with the examination
regulations, policies or procedures. All fees paid are not refundable and not
transferable from one examination to another or from one candidate to another or for
any other purposes.

Personal data of candidates are used by the HKEAA and the Examination Board for
delivery of examination and assessment services, whether you provide the requested
personal data is voluntary. However, if you fail to provide all the data, or if any of the
data are inaccurate or incomplete, the HKEAA and the Examination Board may not
be able to accept your entry or provide all or part of the examination and assessment
services. The personal data submitted may also be used for:

1. assisting tertiary institutions and other government/public organizations in
their admission processes;
2. assisting tertiary institutions and other government/public organizations in
respect of their requests for information in granting scholarships;
3. assisting tertiary institutions and other government/public organizations to
confirm the candidates' eligibility for financial assistance or other forms of
subsidization, in which case, the necessary personal data of the candidates
may have to be disclosed to the concerned organizations for verification;
certifying candidates' examination results in response to legitimate requests;
processing any refund or payment in relation to the examination;
conducting educational research and analysis in an anonymous format in
which the identities of candidates are not traceable; and

o ok~


mailto:ie@hkeaa.edu.hk

7. marketing the services and products of the Examination Board (including
examination services, courses, events, publications, and other examination
materials or resources) subject to the consent of the candidates.#

The HKEAA and the Examination Board may also transfer the personal data of
candidates between them and to third parties for use for the above purposes or other
directly related purposes, whether in or outside Hong Kong, including
government/public organizations, regulatory bodies, schools and educational
institutions, banks (for processing refund or payment), and service
providers/personnel providing various administrative or technical services to
facilitate the delivery of the examination and assessment services including but not
limited to data punching, registration process, verification of identity, dispatch of
examination documents, and the capture, disposal or other processing of data.

In compliance with the Personal Data (Privacy) Ordinance, access to all personal data
will be made available, on payment of a fee, to anyone who can establish his/her right
to be informed of such data as are retained by the HKEAA. Please also note that
candidates' personal data/correspondence/other information received by the HKEAA
may be transferred to the Examination Board concerned for delivery of examination
and assessment services and for any of the abovementioned purposes or other directly
related purposes.

#If you have given consent but wish to withdraw your consent for your personal data
to be used for this purpose, please send a letter of request to the HKEAA.

9. Enquiries
Website . http://lwww.hkeaa.edu.hk/en/IPE/abrsm/index.html/
Email : ie@hkeaa.edu.hk

Telephone No. : (852) 3628 8787

For service quality assurance, our telephone conversation with the public may be
recorded.
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