SETTING OF EXAMINATION PAPERS
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INTRODUCTION
Do you know about the Chinese Bamboo Tree? You plant its seed in the ground. For years you'll see nothing, except a tiny shoot sprouting from a bulb. 

Then just when you're ready to call it quits and lay down your watering can…

In the fifth year…
In the fifth year… 
It'll grow 80 90 feet tall within 6 weeks. Why 5 years of waiting? To grow a decent root system to anchor the 80 – 90 feet tall tree.

Moral of the story: Start attending to exam papers and proper teaching in Grade 8 already. Do not expect to see miracles right away. Wait and keep on keeping on: Feed them with the right kind of exam papers and questions and vocabulary and in Matric you will see the result!.

A few words on vocabulary:

Already in 2010 there had been a warning that our teenagers only use about 800 words on a regular basis.  Above all, this limited vocabulary consists of typical teenager language emerging from sms language. 

Compare this to the fact that a teenager at the age of 16 is supposed to have a vocabulary of about 40 000 words. Those who know say that although these teenagers may understand thousands of words, they limit themselves to a few hundred words in regular conversations and on a daily basis.

Did you know?  English is the home language of ONLY about 10% of South Africans?

Can you see the daunting task on our shoulders as language teachers?

Now: The yardstick for quality of our schools is:

· the quality of our learners’ learning experience and 
· standards in their learning outcomes. 
So how do we assure our parents that our system has quality:

· If there is good quality assurance and
·  control,
of the whole process of assessment from the setting of a paper to the marking of the script.

ASSESSMENT OF OUR LEARNERS’ LEARNING OUTCOME

Effective teachers select from a range of assessment methods, a combination of methods which meets the criteria of :

· validity, 
· fairness and 
· appropriateness for learning outcomes; 
· and these learning outcomes must be specified clearly and unambiguously.  
The styles and formats of the questions we set should match the learning outcomes we expect our learners to be working towards. These should be true for both the formative and summative types of assessments.

It is possible that in in trying to economise the marking time through converting to objective type question formats,  we may seriously risk abandoning the learning goals/outcomes we claim to have set.

SECTION ONE:
QUESTIONS ON VARIOUS LEVELS, PLEASE!!!!!

BLOOM'S TAXONOMY AND HIGHER ORDER THINKING QUESTIONS
The ideal weighting for the various levels in an examination paper is:

40% Knowledge and understanding

40% Application and Analysis

20% Synthesis and Evaluation
Benjamin Bloom was an educational psychologist who challenged teachers to ask higher-level questions of students. Bloom's taxonomy identifies six levels of learning: knowledge, comprehension, application, analysis, synthesis and evaluation.

According to Bloom’s Taxonomy, human thinking skills can be broken down into the following six categories. 
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Knowledge: remembering or recalling appropriate, previously learned information to draw out factual (usually right or wrong) answers.  
Use words and phrases such as: how many, when, where, list, define, tell, describe, identify, arrange, label, list, name,, etc., to draw out factual answers, testing students' recall and recognition. 

Examples of learning objectives at this level are: know common terms, know specific facts, know methods and procedures, know basic concepts, know principles. 

Start a test/examination paper with a basic knowledge question. Ask learners to name objects, recognize information, recall memorized details and label things. An example would be to name the capitals of all the states in the United States.

Comprehension: Comprehension is defined as the ability to grasp the meaning of material. This may be shown by translating material from one form to another (words to numbers), by interpreting material (explaining or summarizing), and by estimating future trends (predicting consequences or effects). These learning outcomes go one step beyond the simple remembering of material, and represent the lowest level of understanding. 

Examples of learning objectives at this level are: understand facts and principles, interpret verbal material, interpret charts and graphs, translate verbal material to mathematical formulae, estimate the future consequences implied in data, justify methods and procedures. 

Use words such as: classify, discuss, express, indicate, select, describe in own words, explain, estimate, predict, identify and differentiate, etc., to encourage students to translate, interpret, and extrapolate. 

Comprehension questions require students to sort objects, describe a task, discuss an idea or explain a concept. NB: These two levels of questioning are frequently seen in the classroom, but all too often teachers do not ask any higher level questions.

Application: Application refers to the ability to use learned material in new and concrete situations. This may include the application of such things as rules, methods, concepts, principles, laws, and theories. Learning outcomes in this area require a higher level of understanding than those under comprehension. 

Examples of learning objectives at this level are: apply concepts and principles to new situations, apply laws and theories to practical situations, solve mathematical problems, construct graphs and charts, and demonstrate the correct usage of a method or procedure. 

Use words such as: choose, demonstrate, dramatize, interpret, sketch, use, write, apply, illustrate, show, solve, examine, classify, experiment, etc., to encourage students to apply knowledge to situations that are new and unfamiliar. Start questions like this: : How is...an example of...? How is  … related to …?   Why is … significant?
The point of application questions is to take basic knowledge and give learners a real-life example of how to use the information outside of school exams and homework. These types of application questions are often very motivating to learners.

Analysis: Analysis refers to the ability to break down material into its component parts so that its organizational structure may be understood. This may include the identification of parts, analysis of the relationship between parts, and recognition of the organizational principles involved. Learning outcomes here represent a higher intellectual level than comprehension and application because they require an understanding of both the content and the structural form of the material. 

Examples of learning objectives at this level are: recognize unstated assumptions, recognises logical fallacies in reasoning, distinguish between facts and inferences, evaluate the relevancy of data, analyse the organizational structure of a work (art, music, and writing). 
	Use words and phrases such as: what are the differences, analyze, explain, compare, appraise, calculate, categorize, contrast, criticize, differentiate, distinguish, examine, separate, classify, arrange, etc., to encourage students to break information down into parts. Ask questions such as 

What are the parts or features of...? 

Classify...according to... 

Outline/diagram... 

How does...compare/contrast with...? 

What evidence can you list for...? 


Analysis questions require students to compare two different objects, criticize an idea, experiment with a concept or question a hypothesis. An example is to have students compare and contrast two items. This helps take students beyond the basic idea of identifying characteristics and requires them to think deeply about their understanding of two different things as they compare and contrast.

Synthesis: Synthesis refers to the ability to put parts together to form a new whole. This may involve the production of a unique communication (theme or speech), a plan of operations (research proposal), or a set of abstract relations (scheme for classifying information). Learning outcomes in this area stress creative behaviours, with major emphasis on the formulation of new patterns or structure. 

Examples of learning objectives at this level are: write a well organized theme, gives a well organized speech writes a creative short story (or poem or music), propose a plan for an experiment, integrate learning from different areas into a plan for solving a problem, formulates a new scheme for classifying objects (or events, or ideas), preparing for a trip, developing a plan, building a prototype or organizing a meeting. These tasks require students to put into practice several aspects of learning and to build upon them.

	Use words and phrases such as: combine, rearrange, substitute, create, design, invent, assemble, collect, compose, construct, develop, formulate, plan, prepare, propose, set up, what if, etc., to encourage students to combine elements into a pattern that's new. 

Ask questions such as:

What would you predict from...? 

What ideas can you add to...? 

How would you create/design a new...? 

What might happen if you combined...? 

What solutions would you suggest for...? 


Synthesis is the combining of several pieces of learned information to complete a task.. 
6.    Evaluation: Evaluation is concerned with the ability to judge the value of material (statement, novel, poem, research report) for a given purpose:, without real right or wrong answers. 

The judgments are to be based on definite criteria. These may be internal criteria (organization) or external criteria (relevance to the purpose) and the student may determine the criteria or be given them. Learning outcomes in this area are highest in the cognitive hierarchy because they contain elements of all the other categories, plus conscious value judgments based on clearly defined criteria. 

Examples of learning objectives at this level are: judge the logical consistency of written material, judge the adequacy with which conclusions are supported by data, judge the value of a work (art, music, writing) by the use of internal criteria, judge the value of a work (art, music, writing) by use of external standards of excellence. 

	Use words such as: assess, decide, argue, defend, estimate, judge, predict, rate, support, value, evaluate, measure, select, explain, conclude, compare, summarize, etc., to encourage students to make judgements according to a set of criteria. 

Ask questions such as:

Do you agree...? 

What do you think about...? 

What is the most important...? 

Place the following in order of priority... 

How would you decide about...? 

What criteria would you use to assess...? 


To evaluate knowledge a student must be able to defend his position, evaluate the consequences of something and assess the benefits of a task. One example of this is a debate team, where each team must present and defend its position. Students must think about various pieces of information they already know about a topic, determine which points are the most important and deliver that information to the class in a persuasive manner. Ask questions of the students that challenges their position and requires them to defend themselves and provide consequences of an alternate viewpoint that highlights the benefits of their argument.

When lesson planning, it is helpful to think through each level of questioning in Bloom’s Taxonomy and apply them to each unit. Attempt to open each unit with a review or instruction of basic information, moving through comprehension and application questions and tasks, and then ask students to analyze and synthesize and finally, end the unit with an evaluation level task. Causing students to use higher order thinking will not only help them pass standardized tests, but learn more about each topic.
NB: A task geared towards higher cognitive levels DOES NOT IMPLY THAT the task is more difficult. It is merely a different way of thinking that you require.
E.g . 

List the important factors for good internal control in a trading business. (Konwledge)
Change to: What steps would you recommend to a business to prevent theft of stock by 
 
      employees or customers? (Application of knowledge)

SECTION TWO
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The more variety you offer in your question paper, the  more exciting it can be.

Why not try to have the following types of questions in your next paper?
1.
Straight questions. (Why , when, etc)

2.
Choose from Column B the answer that matches the  … in 
Column A.

3.
Is the following statement TRUE or FALSE? The follow it up by : 
Motivate your answer.

4.
Complete the following paragraph by filling in the missing words. 


Then give words in a block to choose from.

5.
Multiple choice questions. NB: Never ask the learner to spot the 
incorrect answer.

6.
Complete the following statement by choosing the correct word 
in brackets.

7.
Questions starting like this:

· What do you think will be the outcome/effect …

· How does … affect your understanding of …?

· Do you think that what had happened is realistic? Possible?

· Do you agree with …?
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SECTION THREE
ISSUES TO CONSIDER WHEN SETTING A PAPER

Unfortunately  many teachers tend to ignore the objectives of their syllabus.  They simply focus on content or topics.

1.
Consider objectives of syllabus and guideline documents

2.
Consider format and content of previous papers

3.
Brainstorm the paper as a team where possible

4.
Decide on topics and weighting (syllabus coverage)

5.
Decide on cognitive levels (Bloom)

6.
Set the paper with the memorandum

7.
Do the paper to determine whether time allocation fits in

8.
Compare Grade 10, 11 and 12 papers to determine progression.

9.
Ask yourself: Did I set this paper to suit me (to make marking 
easier) or did I 
set this paper to test what the learner knows?

10
NB: Did I try to ascertain what the learner does not know or did 
I try to test 
what she is supposed to know? 
DIVERSITY AMONGST CANDIDATES:  
The following points will assist in recognising the full diversity of the candidate population.

· Ensure that people represented in assessment materials reflect the diversity of society.

· Avoid narrow, negative or stereotypical representations of different groups. Adopt a balanced approach to roles, activities and appearances.

· Ensure that the life-styles, languages and developmental activities of peoples across the world are presented accurately and with respect.

· Use contexts for questions that reflect the experience of all groups of candidates in a balanced way.

· Avoid biased, derogatory and racist language, even in contexts intended to be critical of the usage.

OTHER POINTERS 

· Examiners should avoid questions in which failure to answer an earlier part makes it impossible to answer later parts successfully, unless the linkage is the focus of assessment. Such ‘consequential’ errors penalise the candidate repeatedly for the same shortcoming.

· Examiners should take care to ensure that differentiation is based on subject content rather than on the vocabulary used in questions.

· Use command words consistently and correctly. Use different command words to elicit different kinds of responses, not purely for the sake of variety.   (See end of notes)

· Avoid using handwritten material unless it is a requirement of the assessment. If such material is essential, consider using a print typeface that simulates handwriting.

· Position the text of a question and any supporting material closely together – wherever possible on the same side or double spread. This will help candidates to link related materials efficiently.

· Box labels and titles against pale backgrounds. Where possible, match the typeface and the font size to those in associated material.

· Provide enough space for candidates to enter information between question parts or on diagrams, where that is required.

DESIGN AND LAYOUT OF YOUR PAPER

	Two basic human characteristics should be kept in mind: 

· The eye is first attracted by the largest, most dominant matter on the page. 

· In the absence of any special feature or guide to eye movement, the eye will start slightly off centre and travel in a clockwise direction.


1.
How to write to be read.

 Appearances count. The things which get read are the writings which:

· appear easy to read 

· appear interesting 

· appear brief 

· appear important

 Some basic rules of graphic design 
TYPE FACE AND TYPE SIZE:  the style of lettering which is used. 

Typeface refers to the style of lettering. You can choose between

· serif and 

· sans-serif typeface design. 

Serif type has a finishing flourish on many letters, which leads the eye to the next letter. It is easier to read and is best used for text. Sans-serif types can be used for headings or other items to contrast with the text.

Roman types have serifs— the finishing flourish, brush stroke, or tail.

Examples are: Times New Roman, Book Antiqua, Courier

Gothic: • The Gothic or Modern style eliminates the tails — sans-serif — and has a stark appearance reminiscent of letters carved in stone. 
Examples are:  Century and Arial.
TYPE SIZE describes the height and width of type characters. The fine print in legal documents is usually 8 point or smaller. Most people are comfortable reading type that is 10 point or larger. People who have reached the age when they need bifocals find a larger type size more comfortable - at least 10 to 12 point.

WHITE SPACE OR NEGATIVE SPACE
Margins should be at least 1 inch on top, bottom, left and right margins. The text line length should be no more than 5 inches wide. Other white space can be achieved by using relatively short paragraphs, varying the size of paragraphs, using sub-heads and indentations, and making indented lists of items.

The white space between text lines must avoid a cramped appearance making the text hard to read, but must not be so deep as to destroy a sense of continuity. The distance between lines of text should be 70% to 80% of the height of the type print. Triple spacing between lines of text is excessive. With word processing programs you can set the "line spacing" in increments anywhere between 1 and 2.

While ample white space is essential to make your paper readable, it should not appear as waste space. There is a fine line between enough white space and what looks like wasted space

CAPITALS AND LOWER CASE
Capital letters begin sentences and proper names. Any other uses should be reconsidered. Use of lower case facilitates recognition of words. Capitalized words are rectangular blocks and a full line of them becomes a box of horizontal lines. Capitalized words may be used as headings or for emphasis, but should be kept to a minimum. 

Words in lower case have distinctive shapes which we recognize. Lower case letters have characteristics described as ascenders and descenders - the heads and tails of letters which make them distinctive.

LENGTH OF LINE
The optimum length of line of text is the one that is most comfortable for eye movements. Shorter lines increase the number of eye movements while longer lines make it harder to keep your eye on the correct line.     The best length lies somewhere between 3 ½  inches and 5 inches. This can vary from 40 to 70 letters or character spaces per inch depending on the chosen typeface and type size. 

Margins are determined by the need for white space and the optimum width of text line. Ragged right margins make text easier to read. The eye can use the variation in line endings to help keep track as the eye moves down the text. Ragged right margins permit the spacing between words and between letters in words to remain constant and regular. Justified right margins require the word processing program to alter the spacing between letters and words to stretch the text to the right margin.

Justified left margins are common practice and preferable. Word-processing programs have made centered titles easier to use, but this is not the best way to layout several lines of text. Whenever possible, place headings and subheadings at the left margin. 

COLOUR 
Coloured paper can maximize the contrast between the type image and the paper. If the paper will be photocopied then white is preferable. Otherwise, a pale yellow offers the best contrast without glare. 

GRAPHICS
A picture is worth a thousand words - trite but true. Use line sketches in stead of coloured pictures for the best result when you copy papers. Incorporate diagrams, pictures and photographs in questions only when there is a clear purpose or benefit to all candidates.

Present graphs with as little background ‘noise’ as possible. This will help to avoid visual confusion between structural incidentals (such as grids) and significant information.

Present tables in clearly separated columns. Use a typeface of sufficient size and avoid an excess of data.
While tables are effective for actual numbers, graphics can show trends, directions, comparisons, and interrelationships. Graphic options include 

bar charts; line graphs ;pie charts ;diagrams ;line drawings ;logos ;maps ;clip art

ON MARK SCHEMES AND RUBRICS

Mark schemes must be designed to ensure consistent interpretation and application by all examiners. They must show clearly and unequivocally where marks are to be earned.

Effective mark schemes help ensure that demonstrations of required knowledge, understanding and skills receive fair reward.

Mark schemes should be sensitive to the diverse ways in which candidates may demonstrate what they know, understand and can do.

Some multi-part questions may explicitly be designed to test a sequence of logical thought. Generally, though, mark schemes should not permit a failure on one part of a question to make later marks harder to earn.

Each of the following points considers an aspect of the design of mark schemes. Good design helps to ensure that candidates who possess the required knowledge, skills and understanding receive full recognition for their subject attainments.

Ensure that the distinctive purposes of each assessment component are fully reflected in the associated mark scheme.

Check that the mark scheme permits recognition of a variety of appropriate responses.

Use plain, unambiguous language and clear presentation. Aim to make mark schemes as readable and legible as the tasks to which they relate. There will then be less risk of introducing unintended ambiguity or unnecessary complexity.

Ensure that marks are awarded for each task in a manner that fully and consistently reflects the agreed interpretation of command words.

Command words

Analyse    Separate information into components and identify their  

                  characteristics.

Apply        Put into effect in a recognised way.

Argue        Present a reasoned case.

Assess        Make an informed judgement.

Comment  Present an informed opinion.

Compare   Identify similarities.

Consider   Review and respond to given information.

Contrast    Identify differences.

Criticise     Assess worth against explicit expectations.

Debate        Present different perspectives on an issue.

Deduce       Draw conclusions from information provided.

Define         Specify meaning.

Describe     Set out characteristics.

Discuss       Present salient points.

Estimate    Assign an approximate value.

Evaluate    Judge from available evidence.

Examine    Investigate closely.

Explain       Set out purposes or reasons.

Explore     Investigate without preconceptions.

Identify     Name or otherwise characterise.

Illustrate   Present clarifying examples.

Interpret  Translate information into recognisable form.

Justify       Present a reasoned case.

Outline     Set out main characteristics.

Prove        Demonstrate validity on the basis of evidence.

Relate       Demonstrate interconnections.

Review     Survey information.

State         Express in unequivocal terms.

SECTION FOUR

 PLAIN LANGUAGE, PLEASE!!!
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What plain language is not:

· It is not necessarily simple. When we write to other experts in our field,

jargon is not merely okay, but may be preferable  Jargon is useful when we’re writing to a specialized audience; often ,if we don’t use them, we won’t convey what we’re talking about. Our goal is not to oversimplify, but to avoid unnecessary complexity, regardless of the audience.

· It is not “dummied down.” Plain Language doesn’t require that we try to

write everything for a Junior School learner. Such an approach misses the point – what we are trying to do is convey ideas to the people who are really going to read what we’re writing – our learners.

So what then, is plain language?

Remember, learners have three needs: 
· speed, 
· comprehension, 
· and retention.
 Learners want language that they can read quickly, understand effortlessly, and remember easily. 

Question Wording

One of the major difficulty in setting good questions is getting the wording right. Even slight wording differences can confuse the learner or lead to incorrect interpretations of the question. Here, I outline some questions you can ask about how you word each of your questions.

Can the Question be Misunderstood?

The teacher has to always be careful for questions that could be misunderstood or confusing.  Think about the numerous forms that teachers have to complete. A classic example is: What is your marital status? Do they want you to say simply that you are either married or not married? Or, do they want more detail (like divorced, widow/widower, etc.)?

Here's one of my favorites. Let's say you want to know the following:

What kind of headache remedy do you use?
Do you want to know what brand name medicine I? Do you want to know about "home" remedies? Are you asking whether I prefer a tablet or capsule? Remember: You know what you want ; the learner sitting for the test does not. Tell them what you want and they will answer you what you have asked.
The Elements of Plain Language

• short sentences (average length of 15 to 20 words).

• short words of one or two syllables (about instead of approximately).

• verbs rather than nouns or hidden verbs (use instead of utilization).

• active voice (the subject is active). 
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Plain language writing emphasizes the use of the clearest words possible to describe actions, objects and people. That often means choosing a two-syllable word over a three-syllable one, an old familiar term instead of the latest bureaucratic expression and sometimes, several clearer words instead of one complicated word. 

Your choice of words should be based on what will be clearer for your learner. To help you draft easy to understand notes and papers, here are some guidelines on your choice of words. 

Here are a few examples of simple words and phrases you might substitute:

	Instead of:
	Use:

	accomplish
ascertain
disseminate
endeavor 
facilitate
formulate
in lieu of 
locality
optimum
strategize
utilize
	do
find out
send out, distribute
try
make easier, help
work out, devise, form
instead of
place
best, greatest, most
plan
use


Cut out unnecessary words
Here is a sample list of some alternative words for common, wordy expressions:

	Instead of:
	Use:

	with regard to
by means of
in respect of
in view of the fact
on the part of
with a view to
it would appear that
it is probable that
adequate number of
excessive number of 
	about
by
for
because
by
to
apparently
probably
enough
too many


Don't change verbs into nouns
Nouns created from verbs are hard for the learner to understand and give the sentence an impersonal tone. When you write a noun that is derived from a verb, see if you can turn it back into a verb. 

Instead of:
The requirement of the department is that employees work seven and one-half hours a day.
Use:
The Department requires employees to work seven and one-half hours a day. 

Instead of:
You will work on the establishment of goals for the hiring, training and promotion of designated group employees.
Use:
You will establish goals for hiring, training and promoting employees from designated groups.

Avoid chains of nouns
Chains of nouns are strings of two or more nouns used to name one thing. They are often difficult for a learner to understand. 

Noun chains take some effort to untangle. They lack connecting words such as of, for, about, in and the possessive,'s, that would clarify how the nouns relate to each other. 

Instead of:
World population is increasing faster than world food production
Use:
The world's population is increasing faster than its food production.

Choose your words consistently
Be consistent in what you call something. Avoid using two or more names for the same thing.  Do not be afraid to repeat the same word or the same idea if it is important. 

Use acronyms carefully
Acronyms are formed from the first letter of words which they represent. Remember that not everyone may know what the letters stand for. Put the acronyms in brackets the first time you use the proper term. Then you can use the acronym in the rest of your text. 

But, when in doubt, spell it out.
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Because sentences represent ideas, it is the sentence that builds the message for the learner. A clear message requires clear sentences. 

Here are some guidelines: 

· Don't overload sentences. 

· Use active sentences. 

· Keep sentences short. 

· Keep sentences simple. 

· Avoid ambiguity in your sentences. 

· Emphasize the positive. 

· Avoid double negatives. 

Write in the active voice
If you leave out the subject, the sentences are harder to understand. Using the active voice clarifies the sentence and the learners' understanding. 

Instead of:
Citizenship cannot be renounced merely by making a personal declaration to this effect.
Use:
You cannot renounce your citizenship merely by making a personal declaration. 

Instead of:
In early April, all applications will be reviewed by the committee.
Use:
The committee will review all applications in early April.

Learners can only take in so much new information at one time. Some people recommend that sentences should average 15 words in length and that no sentence should be longer than 25 words. This rule is not hard and fast, however. Learners can understand longer sentences if they are well constructed and use familiar terms. A variety of sentence lengths make your writing most interesting. 

Link your ideas
Don't shorten sentences by leaving out words such as that, which, and who. Use these words to link the ideas in a sentence and make the meaning clearer for your learner. 

Instead of:
The driver of the truck passing by told the officer in the cruiser the car he saw hit the little learner in the intersection was red.
Use:
The driver of the truck told the officer in the cruiser that as he was passing by, he saw a red car hit the little learner in the intersection.

Avoid ambiguity
When a pronoun is used there should be no doubt as to which noun it represents. 

Instead of:
Michelle researched and wrote the speech herself, which everyone thought was impressive.
Use:
Everyone was impressed with the speech that Michelle researched and wrote herself.

Adverbs and adverbial phrases also need to be placed properly to avoid confusion. If improperly placed, the adverbs only, even, both, merely, just, also, mainly, in particular and at least can cause confusion. 

Instead of:
Learners and teachers are required to both participate in tennis and netball.
Use:
Learners and teachers are required to participate both in tennis and netball.


Emphasize the Positive
Positive sentences are inviting and encourage people to read on. Negative sentences can seem bossy or hostile. 
Instead of:
If you fail to adhere to the instructions, you will forfeit marks.

Use:
You must adhere to the instructions .However, negative phrasing is appropriate for emphasizing dangers, legal pitfalls, or other warnings. You can also use negative phrasing to allay fears or dispel myths. 
Avoid double negatives
It isn't enough to remember that a double negative makes a positive. We avoid writing, "I don't know nothing about it," if we mean that we know nothing about it. But, watch out for two or more negative constructions in a sentence. 

Instead of:
He was not absent.
The procedure will not be ineffective.
It was never illegitimate.
Use:
He was present.
The procedure will be effective.
It was always legitimate.

"For clear effective questions, follow these 10 principles from the Gunning Formula of Readability.
· Keep sentences short
· Prefer the simple to the complex
· Use the familiar word
· Avoid unnecessary words
· Put action in your verbs
· Write as you talk
· Use “picturable” terms
· Tie in with the learner’s experience
· Make full use of variety
· Write to express, not to impress"
Look at the following Accounting/Economics example:

Make sure that the account holder’s name on the account is the same as the name of the customer to whose account the transaction should be attributed.

How about:  Make sure that the account is for the right customer.
PRACTICAL EXAMPLES

Read the article marked ‘Addendum B’ and then answer the following questions.

Divide your page into two columns. In the first column list THREE idioms you can find in the article. In the second column explain the meaning of the idioms you have identified.                                                                                                                       (3x2)
How about:
2.1.1 Divide your page into two columns as shown below: 

	IDIOMS
	MEANING

	·                                                   (1)
	                                                                (1)

	·                                                   (1)
	                                                                (1)

	·                                                  (1)
	                                                                (1)


· In the first column list THREE idioms you can find in the article. 

· In the second column explain the meaning of the idioms you have listed.

What have we done:

1.
We have broken up the instructions into three ‘easy to follow’ steps.
2.
We have made the instruction visual.

3.
We have used the same verb twice to help the learner with a weaker vocabulary: list/listed in stead of list/identified.

4.
The learner can now clearly see how the marks are allocated.

2.2
Divide your page into two columns for three lines and head the first column


SUBJECT and head the second column FINITE VERB.  Now find the appropriate


subject and finite verb in the following sentences.

2.2.1
Stop calling me!                                                                            (2)

2.2.2
I am going quickly to buy airtime                                                 (2)

2.2.3
Jane has a new Nokia cell phone.                                                 (2)

22.2.4
Phumi’s phone is always off.                                                        (2)

How about:
2.2
Draw the following table.

Find the subject in each sentence.


Find the finite verb in each sentence  

	SENTENCE
	SUBJECT
	FINITE VERB

	2.2.1  Stop calling me!
	                             (1)
	                            (1)

	2.2.2  I am going quickly to buy airtime
	                             (1)
	                            (1)

	2.2.3  Jane has a new Nokia cell phone
	                             (1) 
	                            (1) 

	2.2.4   Phumi’s phone is always off.
	                             (1)
	                            (1)


EXAMPLE 3:

1.9  When do you think it is suitable to use SMS style language in writing and when is it  

       not? Give a suitable example for each.                                                                      (4)
How about:
1.9.1
When do you think it is suitable to use SMS style language in writing?  Give a 
suitable example.                                                                                                   (2)

1.9.2
When is it not suitable to use SMS style language in writing?  Give a suitable  
example.                                                                                                                (2)

CIRCULAR E2 of 2012

AMENDMENTS TO THE EXAMINATION GUIDELINES FOR OFFICIAL LANGUAGES (HL AND FAL) GRADE 12 NSC 2012
(TO BE READ WITH EXAMINATION GUIDELINES OF 

APRIL 2009)

	PAPER ONE

	SECTION
	HOME LANGUAGE
	FIRST ADDITIONAL

	A COMPREHENSION:
30 MARKS
	QUESTION 1

Select TWO texts:

· Prose

· Visual

The prose and the visual MUST BE RELATED

Length of text A: 

AFR and ENG: 700 – 800 words

isiXHOSA          : 500 – 560 words

Text B: Do not count the words in visual

Type of questions:

· Comparative questions based on the 2 texts;

· Max of TWO open-ended questions

· Max of ONE multiple-choice question

· Avoid TRUE/FALSE questions


	QUESTION 1
Select TWO texts:

· Prose

· Visual

The prose and the visual NEED NOT BE RELATED

Length of text A: 

AFR and ENG:600 – 700 words

isiXHOSA      : 450 – 500 words

Text B: Do not count the words in visual

Type of questions:

· No need for comparative questions 

· ONE open-ended question;

· Max of ONE multiple-choice question

· Avoid TRUE/FALSE questions



	B – SUMMARY
     10 MARKS
	OUESTION 2
· Point form or
· Paragraph

Make provision in memo for both answers and do not penalize for either form/response.
	QUESTION 2
· Only point form


	C   LANGUAGE
HL: 30 MARKS

FAL: 40 MARKS
	THREE TEXTS:
· 1 advert – question 3

· 1 cartoon – question 4

· 1 prose – question 5
	FOUR TEXTS:

· 1 advert – question 3

· 1 cartoon – question 4

· 1 prose – question 5.1

· 1 picture – question 5.2

	
	Question3: Advertisement (10)
(Combination of visual and written)

What do we test?

· Advertising techniques, including language usage – language in action

· There should be ONE open-ended question


	Question3: Advertisement (10)

(Combination of visual and written)

What do we test?

· Advertising techniques, including language usage – language in action

· There should be NO open-ended question



	
	Question 4: Cartoon (10)
What do we test?

· Visual and language usage 
· There should be ONE open-ended question


	Question 4: Cartoon (10)

What do we test?

· Visual and language usage 

· There should be NO open-ended question



	
	Question 5: Prose (10)

Length: 

Afr & Eng: 250 – 300 words

isiXhosa   : 120 – 150 words

What do we test?

· Language usage 

· Grammar

· Editing skills IN CONTEXT

Remember:

· Max 2 open-ended questions in the whole of Section C – one in Q3 and 1 in Q4

· Max of TWO multiple-choice questions in Section C. Could be in any TWO of the 3 questions or both in one question.


	Question 5.1: Prose (14)

Length: 

Afr & Eng: 150 – 200 words

isiXhosa   :   80 – 100 words

What do we test?

· Language usage 

· Grammar

· Editing skills IN CONTEXT

Remember:

· Max 2 open-ended questions in the whole of Section C – one in Q3 and 1 in Q4

· Max of THREE multiple-choice questions in Section C - One per question.

5.2   Picture:

What do we test?


· Language usage 

· Grammar


WHAT IS MEANT BY AN OPEN-ENDED QUESTION?

For example: “What do you think of the new principal?”; (You are looking for an explanation) as opposed to a closed question such as “Are you in favour of the new principal?”, the replies to which can be classified as “Yes”, “No”, “Don’t know”.
Open-ended questions are those questions that will require additional information from the learner.  An open ended question is one that an answer is not suggested. Sometimes called infinite response or unsaturated type questions.  By definition, they are broad and require more than one or two word responses.
It is an unstructured question in which (unlike in a multiple choice question) the respondent answers it in his or her own words. Such questions usually begin with a how, what, when, where, and why and provide qualitative instead of quantitative information. 
 For example: "What factors you take into account when buying  hair shampoo?" or "In your opinion, what is the reasonable price for this item?") and provide qualitative instead of quantitative information. 
	PAPER 2

	HOME LANGUAGE
	FIRST ADDITIONAL LANGUAGE

	FORMAT:
	FORMAT:

	THREE SECTIONS:

· A  POETRY (30 marks)

· B  NOVEL   (25 marks)

· C  DRAMA  (25 marks)

Candidates to answer FIVE questions from THREE sections for 80 marks.
	FOUR SECTIONS:

· A  NOVEL   (35 marks)

· B  DRAMA  (35 marks)
· C  SHORT STORIES(35 marks)

· D  POETRY (35 marks)

Candidates to answer TWO questions from ANY TWO sections (one question on each genre studied)  for 75 marks.

	SECTION A: POETRY  (30 marks)

Question 1 – 4:

Give FOUR poems

Question 1: Essay type

Question 2, 3 and 4: Contextual

(10  x 2) = 20 marks

Question 5: One unseen poem: Essay 

Question 6: One unseen poem: contextual

(10 x 1) = 10 marks

Poetry essay: Afr & Eng: 250 -300 words

isiXhosa: 190 – 240 words



	SECTION A: NOVEL  (35 marks)

Question 1 – 4:

There is a choice between an ESSAY and a CONTEXTUAL question for EACH novel.
LENGTH OF ESSAYS:

Afr  & Eng: 250 – 300 words

isiXhosa: 190 – 240 words

LENGTH OF EXTRACT/S in contextuals:

NB: Not more than TWO extracts

1 extract: Afr & Eng: 300 – 400 words

                isiXhosa: 150 – 300 words

2 extracts: 

Afr  & Eng: Max of 200 words each

isiXhosa     : Max of 150 words each


	SECTION B: NOVEL (25 marks)

Question 7 – 12

There is a choice between an ESSAY and a CONTEXTUAL question for EACH novel

LENGTH OF ESSAYS:

Afr  & Eng: 400 – 450 words

isiXhosa: 340 – 390 words

LENGTH OF EXTRACT/S in contextuals:

NB: Not more than TWO extracts

1 extract: Afr & Eng: 300 – 400 words

                isiXhosa: 150 – 300 words

2 extracts: 

Afr  & Eng: Max of 200 words each

isiXhosa     : Max of 150 words each
	SECTION B: DRAMA (35 marks)

Question 5 -8:

There is a choice between an ESSAY and a CONTEXTUAL question for EACH drama.

LENGTH OF ESSAYS:

Afr  & Eng: 250 – 300 words

isiXhosa: 190 – 240 words

LENGTH OF EXTRACT/S in contextuals:

NB: Not more than TWO extracts

1 extract: Afr & Eng: 200 – 300 words

                isiXhosa:    100 – 150 words

2 extracts: 

Afr  & Eng: Max of 150 words each

isiXhosa     : Max of  75 words each



	SECTION C: DRAMA (25 marks)

Question 13 – 16:

There is a choice between an ESSAY and a CONTEXTUAL question for EACH drama.

LENGTH OF ESSAYS:

Afr  & Eng: 400 – 450 words

isiXhosa: 340 – 390 words

LENGTH OF EXTRACT/S in contextuals:

NB: Not more than TWO extracts

1 extract: Afr & Eng: 200 – 300 words

                isiXhosa:    100 – 150 words

2 extracts: 

Afr  & Eng: Max of 150 words each

isiXhosa     : Max of  75 words each


	SECTION C: SHORT STORIES (35 marks)

Question 9 & 10:

TWO prescribes stories set. Answer ONE question.

There is a CHOICE between an ESSAY and a CONTEXTUAL question.

Short Story 1: Essay

Short Story 2: Contextual

LENGTH OF ESSAYS:

Afr  & Eng: 250 – 300 words

isiXhosa: 190 – 240 words

LENGTH OF EXTRACT/S in contextuals:

NB: Not more than TWO extracts

1 extract: Afr & Eng: 300 – 400 words

                isiXhosa:    150– 300 words

2 extracts: 

Afr  & Eng: Max of 200 words each

isiXhosa     : Max of 150 words each



	
	SECTION D: POETRY (35 marks)
Question 11 - 14:

· FOUR prescribed poems will be set.

· Candidates to answer ANY TWO

· Each poem will be 17 ½ marks.




	PAPER 3

	SECTION
	HOME LANGUAGE
	FIRST ADD LANGUAGE

	A ESSAY
	Question 1:

· 8 topics

· Min of 2 and max of 3 of these topics will be visual stimuli

· Candidates to answer ONE essay

· Genres: narrative, descriptive, reflective, argumentative, discursive, expository

Length: 

Afr & Eng: 400 – 450 words

isiXhosa: 340 – 390 words
	Question 1:

· 8 topics

· Min of 2 and max of 3 of these topics will be visual stimuli

· Candidates to answer ONE essay

· Genres: narrative, descriptive, reflective, argumentative, discursive.

Length: 

Afr & Eng: 250 – 300 words

isiXhosa: 190 – 240 words


	B 

LONGER TRANSACTIONAL 
TEXT
	Question 2

FOUR topics from the categories indicated below. NB: Visuals may only be used as SUPPORTIVE
 material.
(Suggestion: Not more than one topic from the same category)
CATEGORY 1:

Letters – informal  & formal, business and friendly

CATEGORY 2: Speech

Speech and obituary

CATEGORY 3:

Written interview (formal) and dialogue (informal).

CATEGORY 4: Report – formal and informal

Category 5:Business –

 Memo, minutes, agenda, CV and letter of application (formal) 

CATEGORY 6: Media

Editorial, brochure, newspaper article, magazine article and review (formal)

Candidates to answer ONE of the above.

Length of text:

Afr & Eng: 180 – 200 words

isiXhosa: 100 – 120 words
	Question 2

FOUR topics from the categories indicated below. NB: Visuals may only be used as SUPPORTIVE material.

(Suggestion: Not more than one topic from the same category)

CATEGORY 1:Letters – informal  & formal, business and friendly

CATEGORY 2: Speech

Speech and obituary

CATEGORY 3:

Written interview (formal) and dialogue (informal).

CATEGORY 4: Report – formal and informal

Category 5:Business –

 Memo, minutes, agenda, CV and letter of application (formal) 

CATEGORY 6: Media

Editorial, brochure, newspaper article, magazine article and review (formal)

Candidates to answer ONE of the above.

Length of text:

Afr & Eng: 120 – 150 words

isiXhosa: 80 – 100 words


	C SHORTER TEXT: TRANSACTIONAL/

REFERENTIAL/

INFORMATIONAL
	QUESTION 3
THREE topics to be set from the categories below. Visuals may only be used as SUPPORTIVE material
	QUESTION 3

THREE topics to be set from the categories below. Visuals may only be used as SUPPORTIVE material

	
	CATEGORY 1:
Advertisement, poster, flyer, invitation card

CATEGORY 2:

Diary ; postcard

CATEGORY 3:

Instructions; directions

Candidates to answer ONE.

Length of text:

Afr & Eng: 100 – 120 words

isiXhosa: 80 – 100 words


	CATEGORY 1:

Advertisement;  invitation card

CATEGORY 2:

Diary ; postcard

CATEGORY 3:

Instructions; directions

Candidates to answer ONE.

Length of text:

Afr & Eng: 80 – 100 words

isiXhosa: 60 – 80 words
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