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B 1
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
practising and/or registered in Hong Kong. For details, please refer to Section 5.3 (Aural
Disabilities) and Section 5.4 (Oral Disabilities) of the Application Guide for Application for
Special Examination Arrangements (SEAs) from Candidates with Special Needs.

(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 Application for
Special Examination Arrangements (SEAs) from Candidates with Special Needs).

* issued within 3 years before the public examination

A. Candidate’s personal particulars

Name : (English) ()

Identification Document No. :

B. Opverall assessment

In connection with the candidate’s application for SEAs and/or exemption, I confirm that
the candidate has the following:

(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)
O Articulation

O Language
O Voice
O Fluency
Name :
(Speech Therapist)
Signature :
Date :

FFHIE LI HFZNSE (W)
Application for SEAs (Annex 1) (revised in August 2026)
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Information on Special Arrangements in Internal Examinations

X BRSPS TN R e R R 3 AR AT EAIE -
Note: Schools are required to submit Annex 3 via the Special Examination Arrangement
(SEA) Online Services. Hard copy submission will NOT be processed.

% e
School:

S 4 ELRP e 2L
Name of Candidate: Identity Document No.:
1 Rp#Fu TR

2

Signature of Principal: Date:

Special Arrangement(s) in Internal Examinations

O  FRyEd DRA YR 2/ 044 oy > B@F o Ofp 3% 4497
¢ henghul Y R
The special examination 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 SR7£64IRY2EFDARATERET T2V G40 230/300 o2
o (G A AR Y R 2 Al R )
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)

FRAFNFHARERIPMNRRS LY HRL L UL FERFF TS
Only applicable to candidates with disorder(s) related to mental health or chronic medical
illness who request extra time allowance

FREIHET A REEE TERTORPMRE B T R E R ET
(¥ 53 -18):

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 AL/ 1 e R%ERRT pERE-
Impeded information processing/working speed due to the side effect(s) of medication
or medical conditions.

O LASE /1 iR <7EnfFad o
Impeded information processing/working speed due to unstable emotions.

O s fpmses fop s
Other relevant rationale/school observation:

REE L p

FFF T EE LA F AL 72t (W11 3)
Application for SEAs (Annex 3) (revised in Aug 2026)
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Specially-designed Supplementary Answer Sheets/Graph Papers/MC Answer Sheet

EE

1) ISR S IR A T T RIS A 5 B RS AT S I ST - A %
BELHEFEL - BT T Bt RIS TR B IS I B 25 -

2) LT LR (www hkeaa.edu hk > BSHATHEIIIRE > BEPELEEH) -

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).

BTHRE A (HD) — fT4RE0RE (T75E ¢ 0.8 [EK 5 4R5RA/)N 1 Ad)
Single line supplementary answer sheet (H1) — darker colour (line width: 0.8cm; paper size: A4)

BOREATHI R EREAR (H2) (TTHE © 1JEDK & dR5RAVIN - Ad)

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

JORBATHITEEEAR (H3) (172E © 1.2 oK 5 dRERA/N © Ad)
Enlarged single line supplementary answer sheet (H3) (line width: 1.2cm; paper size: A4)

BORIERESR (C1) (15 x 1588 > BHH 15 x 13f% + dR5RAVN © Ad)
Enlarged Chinese graph paper (C1) (15 x15 boxes; 15 x 13 boxes on the first page; paper size: A4)

PR BH LRSS L FHaT21E (W1 4)

Application for SEAs (Annex 4) (revised in Aug 2026)



JOREREER (C2) (12 x 13F8 - EHHE &2 x 1248 5 dl5RA/N © Ad)
Enlarged Chinese graph paper (C2) (12 x13 boxes; 12 x 12 boxes on the first page; paper size: A4)

R TTRaaR (BHE © BEE &k 5 SIRA/N  A3)
Enlarged graph paper (black & white colour / green colour; paper size: A3)

* BRSBTS S AL (RTRA/N - Ad)
* Enlarged MC answer sheet (paper size: A4)

A B C D

* e WRABHRLUTRE R BB T (=)~ REE(—) ~ () KB F(—) ~ £
(=)~ 1E2(—) » YBE(—) ~ 23 ~ G5 Ran(—) » Bl RAFFF(—) » FRALLE(—)

#e B (—)

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 1, Technology & Living 1, Physical Education 1

#at -

TP H () » FEEE ()~ 2R R RERY P ) &I EREHE
LEEEZEFEE (W) FEGEXTEE - S 7T 7 AN EEEE - LT 75
AR 7 B S P Y JE A

EH - EHF
2 A8 R R I

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
0A book are given below.

I T B LN F A L 7 2ets (W17 4)
Application for SEAs (Annex 4) (revised in Aug 2026)
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Circles in normal QA book

T AR #7188 & /28 S 19 7Y 16 I

Circles in enlarged QA book

I T B LN F A L 7 2ets (W17 4)
Application for SEAs (Annex 4)
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B

O

C

O

D

O
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ERERARIEE i 6
E P B URE B Annex 6
Rl B R L PR
Hong Kong Examinations and Assessment Authority
Hong Kong Diploma of Secondary Education Examination
Applications for Special Examination Arrangements (SEAs) from Candidates with Special Needs

FERFREAESE

Candidate’s and Parent’s Consent Form

2 /AR E

To: Hong Kong Examinations and Assessment Authority

ZNYN i

H o~ EERAIREE BT EURF IR ES AR R F 2Py THEEES]

Z ~ FERE (Bfafg) hA
NS5

() ZEBEEFEZHANNZE (F5¥FE) W LETEB AT EZFEIEETEE
FolRr B R Z PR ~ I 3 (arERIEE) -~ FF 8 (AIERYEE) RIEEFEES

K
(2) % THFEIES] . WAYSCHREDR - BB AR BERERIE SRR R E Y
Rk

A EREAN /T HEETECESAR I Fl 2R LI 8 (MIHERTEE) B
/% °

I hereby acknowledge that:

A. Thave read the ‘Application Guide’ on applications for special examination arrangements (SEAs) from
candidates with special needs in the Hong Kong Diploma of Secondary Education Examination
(HKDSE);

B. 1 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), Annex 8 (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’ to the HKEAA;

and
C. 1 have noted the information in my / my child’s application and Annex 8 (if any) for SEAs in the
HKDSE.
BERE H 34
Signature of Candidate: Date:
A4
(Name of Candidate: )

4B E4E & B
First 4 Characters / Digits of the Candidate’s Identification Document No.:

HEHE H i
Signature of Parent: Date:

ZERES

(Name of Parent : )

FEFIF 22615 (T 6)
Application for SEAs (Annex 6) (IEZT1:2026 4 9 fH / revised in September 2026)
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Part A : Schools are required to submit Annex 8A via the Special Examination Arrangement (SEA) Online

) %K . ?’;’}’Q:&; 5“1“_ r;}’i“;—:lj Fé‘-l: #L }k‘ e FR?}J “Lu*i ‘I’ 8A > “\ﬂ\z\ﬁ;%] 3%1%@@ ]}f\j"fﬁ'{.‘.s

Services. Hard copy submission will NOT be processed. Annex 8

Tt il
R A S
GE?*p PRE RS /8l 3 L EREHR Y 4 5502 Y L T EER)
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]

- AR T %%&%Qéﬁﬁb#m@m#% PR RARE s 5 A T ko P 4 eE
%:Egﬁff—ﬁbf&m?&*ﬁ*%é‘éf w"*ﬂwtb*ﬁéﬁér}?vié%ﬁsl‘ﬁ@v/z“iliﬂ%i/@fﬁ
ﬁWﬁ%%i’ﬁw?mé%EWW“udwwﬁ;a%ﬂé@ﬁﬁﬁ%vi/éﬁi*%i/@
Baiag s (i)d F2 e x40 (g PRORT o LF R Rk o B P8 BE L) &
PHRET ML L T BE NIy 2 2k 2 () k FEPHF O e R T REFE o
A FE Y IR LR T d BREH e Mpd EFRKT CEF RS BR T RER
LA G AR (L)@ * G PR Rt 42 () AR AR SERFHE DT 4 o
d02021 Ev B FRFLYGELEERBP o) P o mmE SRS 2 L BRI
B AR AR e E TR R RS BA G 8Y M RALHEIARERE -
e A A I
1) #RES 2 FFEnd 4 Fu i FERED -
2) S RS-k d Fiin D F L AR SRE SRS RG 0 LR A
AERPMP T FEOELTEFFRFIEZ FA L EPHMEELR DL L (05 &)

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 A and 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. If you have already submitted Annex 8A via the SEA Online Services, you need not submit this hardcopy form again.

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:

e LA Y

Name of Candidate: Identification Document No.:

SRR T
Nature of the candidate’s special needs:

O p P ime O 213472 L/ BRZER O H i Others
Autism Spectrum Disorder Attention-Deficit/Hyperactivity Disorder ( j;— | Please specify: )

it ¥ % 3 Performance in Test Taking |

GRa g bt VL)
(Please put a v in the appropriate box.)
L et -SIRERT (P ek FE@EF) it g
Please assess the candidate’s test taking ability within the normal examination time (i.e. without ETA):

a. FATHLREEARS LR oD O3z
The candidate could complete the examination within the normal examination time. Yes No
b. “-,’igﬂ@%ﬁi%féfﬁ‘q\rﬁiﬁ‘ﬂ—f@f%?ﬁ*ﬁi\?ﬂifg‘ﬂ el i S O 0%
The candidate completed the examination within the normal examination time at the expense of shorter length or Yes No

poorer quality of answers.

C. FREKRYAIZLE > GIEAG Y RURFERT g (wizri EWHRLFF-FYE O4 0O F
B RPLE ) AN R R R A GHHB T kn R R U R 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.

1B LT rs (WIS P.1 of 2
Application for SEAs (Annex 8) (IBZ7722026 48 H /revised in August 2026)



2. f;ﬂ*""*”ﬁ/}‘ﬁ DI T g o
Please indicate if the candidate dlsplays the following condition(s):

a. fd TR ERRF L ELF ARSIV N B T A O3 O
Impeded working speed due to rlgldlty and obstinacy on workflows or obsession with details Yes No

b. 33 £BAPEACHERITEDEAM DL TH P AgeniT LA PR v R O+ 0Ozt
Impeded working speed due to weaknesses in attention control or excessive obsession with thoughts, objects Yes No
or self-stimulation

C LA XA ARSI F SET R LRE > Fla B8 FEAR O O iz
Lack of fluency in thinking or slowness in processing of texts/languages, which results in impeded working Yes No
speed

d BAEA T ARZ B9 RFE G AMBEA T THFZFFP PRI FERASTER T/ R [ ] 0O :z3
Exceptional difficulties in sustaining attention which significantly and persistently hamper the speed of Yes No
working or the length/quality of answers

e X LRFEIFARBATIR ITHFZ2HGHPPA L TR AL TER W/ T2 O3 0O:x3
Exceptional difficulties in on-seat behaviour which significantly and persistently hamper the speed of working Yes No
or the length/quality of answers

LIRS DR R I S R g THFZFFHPRE L TERSTE R/ TR [ ] 0O :z3
Exceptional difficulties in planning and organisation which significantly and persistently hamper the speed of Yes No
working or the length/quality of answers

g T BEAR > FHUIEUFRL T L2 AR RN ERE (20 BUER- PR HFA3 A4 O3 0Oy
o A IR R AT ( FE P LT CR)) 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. # & @m% (403 )

Other observations (if any):

[P £ #& Support from School |

3. FHGIIFIARATBRESLCERT O (4ol g7/ F47) O+ Oz

Did the school provide ETA to the candidate in internal examinations? (If yes, please specify details) Yes No
FB/EY Seprtg R (B4 25%) TBR B L FE R g R

Subject / Paper Amount of ETA (e.g. 25%) * School year starting the provision of ETA

O =4 484 0 /% % Allsubjects / papers entered

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

¥ = B fFRT (de¥ G251 T it K TEFmR ) BREFHIFZ WP G460 BERFEENFLREFD - Feirr]D
”;_legéej é_f’f/ﬂ jr—'—fe—?%/—t&ff\ /i_g/g‘:;’:ﬁv"
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.

4, FRaFIAERT ITHFHRATL ARP LBV L TEFFZL?
Has the SST of school continuously reviewed the candidate’s need for ETA in internal examinations?
O 3 Yes TR 7 4% Please provide details:

() Beig— % it § R e o a_ vaene
The last review meeting was conducted in (month) of (year).
(i) i * LFANT L ARP TR FULTERFZTL? - Oz
Did the review results confirm the candidate’s need for ETA in internal examinations? Yes No
O % No (’3—3' |P J& 7] Please specify the reason: )
% ¢ Signature: p # Date:
& & Principal
p ¥ Date:
& Parent
p #F Date:

+ 4 Candidate

1B LT rs (WIS P2 of 2
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o (1) 0 FT TRk S R i 8
Part B1 : To be filled in by educational /clinical psychologist Annex 8

Z2RIFIPEFIRRNTIRGUEL TERRF iz

Supporting mformatlon to recommend Extra Time Allowance (ETA) for

candidates with Autism Spectrum Disorder (ASD)

g1

School:

T AL LI S E R !

Name of Candidate: Identification Document No.:
TREH

RS/ Tk s BE 7GR E 8 (7 3%) d FRATEJH TIFFAR  FNAFFhppMAP 2 “TicfnFAL
BT A RP YA DR P R AT I R BRI R A M TS B4 TR R

%Wc
2 B¥4 R B
4

?égiﬁ°€p‘?;a

=6

EALI TG R T R E et VLR APIES 2R TR LRES E bR
%$1%¢%ﬁ&mk§%?m$miﬁﬁﬁﬁ@%°

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.
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Part 1: Functional impairment and supporting information

Fpi gRULEEREDn A
A Supporting information

Functional impairment(s) suggesting

ETA needs
O Iwk’i [ ¥ Yea ’ﬁ S E ] R
r]*im7 Ty }F > Flam B

IF;i )il
Impeded working speed due to
rigidity and obstinacy on
workflows or obsession with
details

O 7% B8P, ERITE
S DR F SR

T E A BEL TR

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

D :E. 3 k/n‘t‘gﬂ)&mv'ﬂ'/;p?;
Sl o Fla BRI TR A
Lack of fluency in thinking or
slowness in processing of
texts/languages, which results in
impeded working speed
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Part 2: Other supporting information (if any)

FoA L BH

Part 3: Conclusion

ZRB R L TE PR

Recommend extra time allowance in examination

AR TR AR

| confirm that the above information is accurate.

SE.Y & V1

Name of Psychologist:

O
O Yes

PR

Organisation:

B (blde: B EFEER TR

Qualifications (e.g. professional membership):

TEEL AR RPN 2 R iEF - The HKEAA may ask for documentary proof.

IR RE L
Signature of Psychologist:

p Ay
Date:
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Part B2 : To be filled in by educational /clinical psychologist Annex 8

B2HRIFAL F U/ ERBERENT I RGEL TERFT hizg

Supporting information to recommend Extra Time Allowance (ETA) for

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

g1

School:

T AL LREm 2 s

Name of Candidate: Identification Document No.:
ARER

(D %7 /T0h s 2E R 28 (730) d FRGE[H T EFAR, WAFZ Mefa Mg P 2 “ricfenf
REGEGEP 34 A R URE L TERAFFT IR ER o A APRUT ki T AL HERS
LEATRUEL TEBRE

(2) BEXBRFEL 535 PRI RET Bz 4o ¥ § FHERApES 2/ P51 8 RES L4 bR
FALE AP RERRS RS EL PR G R SR T M

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.

Fo A ARBAIEE ER

Part 1: Functional impairment and supporting information

(i) Fprj gRUELFFRThr {84

Functional impairment(s) suggesting ETA needs

O 23R4 ARZ &Y BRE S G ARES T THEFZHFFHPBL1IFERLNTFERE/ T3
Exceptional difficulties in sustaining attention which significantly and persistently hamper the speed of working or
the length/quality of answers

O %2 o 2RE T CHF2FIEPFRALTERSTERH/T %
Exceptional difficulties in on-seat behaviour which significantly and persistently hamper the speed of working or the
length/quality of answers

O &Rp2 R4 26 LRE DT PHFLZFFF P PILIFERSTE L /T2
Exceptional difficulties in planning and organisation which significantly and persistently hamper the speed of working
or the length/quality of answers

(i) F& - FenTEdRAMREL 4ol (a) FpMOH RAF A R 1L TERFF I FFILP I R (b) 2 77
FREFSER A ABFATHCF PRI/ FRALETHE -
Supporting Information — 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.

T8 (8 # #5(a)% (b)sf23) Supporting information (must include illustration on (a) and (b))
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Part 2: Other supporting information (if any)

FoIA L BH

Part 3: Conclusion

ZRFEEL TSR

Recommend extra time allowance in examination

AT TR AR

| confirm that the above information is accurate.

SE-E 5 VR

Name of Psychologist:

O
O Yes

PS4 1

PR (e 2 XF 66 R TR

Qualifications (e.g. professional membership):

Organisation:

TiEh AR R EEM 2 2 EfE$* o The HKEAA may ask for documentary proof.

SRE R ¢
Signature of Psychologist:

p Ay
Date:
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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 new 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 confidential information. They must be handled with the
strictest confidence and guarded 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) practising and/or registered in
Hong Kong 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. Candidates with ASD and/or AD/HD who request extra time allowance (ETA) should
also submit Annex 8. Annex 8 consists of Part A and Part B. Part A has been
converted into an online form, which should be completed by the school via the new
SEA Online Services. Part B remains unchanged and should be completed by the
qualified educational/clinical psychologist (EP/CP) and uploaded to the new SEA Online
Services

7. 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.
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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.

The following provides some guidance to schools on how to handle the supporting
documents when making applications for SEAs via the Online Services.

Receipt of Hardcopies of Supporting Documents

10.

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

(a) 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

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 if all pages are clearly and completely scanned and the
hardcopies of the supporting documents are not left at the scanning machine. Keep the
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documents in safe custody again.
21. Specifications of the electronic files (scanned images)

(a) File formats: PDF, JPEG or JPG
(b) Total File size: 10MB or below

It is advisable to scan the documents into black and white images in order to minimise the
file size.

Checking, Processing and Storing of Electronic Files (Scanned Images) of Supporting
Documents

22. 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.

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

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

(a) 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.

25. 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

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.

27. 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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