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ADDENDUM D: EXAMINER’S NOTES ON SPEAKING TEST

ADMINISTRATIVE ARRANGEMENTS

1.	 The speaking test takes place in the period before the written examination as stipulated 
in the timetable for October/November. Each centre decides on a convenient period 
within these dates for its speaking tests. 

	 It is important that the dates given for the completion of the speaking tests and the 
dispatch of the recordings and mark sheets to DNEA (see paragraph 6) are adhered to in 
order to allow sufficient time for moderation.

2.	 In the interests of standardisation there will only be one teacher/examiner per centre. 
Each centre selects its own teacher/examiner. This is normally a teacher from within the 
languages department, but could be someone local from outside the centre. DNEA is 
not responsible for any fees agreed. Where a centre wishes to use additional teacher/
examiners because it has a large number of learners, permission to do so must be 
sought from the language officer at DNEA well before the start of each oral examination 
period. If permission is given to use more than one teacher/examiner, internal moderation 
must take place at the centre to ensure that all its Speaking tests are marked to the same 
standard. The sample should include the work of each teacher/examiner and Individual 
Candidate Record Cards and Oral Assessment Summary Mark Sheets should be 
submitted for each teacher/examiner, with learners’ names and numbers clearly entered. 

3.	 Confidential test materials are dispatched approximately two to three weeks before the 
assessment period. These should be opened four working days before the centre’s 
assessment starts and studied carefully by the teacher/examiner before conducting 
his/her first tests. Teachers/examiners that have prepared their own roles fully and are 
confident in what they are doing are better able to help learners who experience difficulty. 
Even when the materials have been opened, they remain confidential and must be kept in 
a secure place by the centre until the end of the examination period. Once the materials 
have been opened, the tests must be completed as soon as realistically possible. 

4.	 Each teacher/examiner will be required to record a sample of learners from each centre 
at which he or she examines. The teacher/examiner is asked to select and record ten 
learners if there is one examiner or five learners by each examiner if there is more than 
one examiner. This sample must cover as wide a range of ability as possible. Learners 
selected should be spread as evenly as possible across the range of marks (3 good, 
4 middling, 3 weak): if there is a large range of marks, teachers/examiners should be 
especially careful to send tests spread across the range, not just the top 2, middle 
2 and bottom 2. This will enable the moderator to check accurately the standard of 
assessment. The recording should be carried out in accordance with the instructions 
headed “Recording of candidates” (see paragraph 8). The recordings must be sent to 
DNEA together with the completed two top copies of the MS1, a copy of the Individual 
Candidate Record Card and the Oral Assessment Summary Form (see paragraphs 5 and 
6). 
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5.	 THREE TYPES OF MARK SHEETS ARE PROVIDED

	 (a)	 An Individual Candidate Record Card is intended as a working document, 
on which the marks of each section of the test are to be entered in detail 
as specified in the marking instructions. This form indicates the break down 
of the marks in the different categories and must be completed for each 
candidate. The information/marks on this form must be transferred to the Oral 
Assessment Summary Form.

	 (b)	 An Oral Assessment Summary Form will indicate the marks for the two 
tasks and the total for this component. Be very careful to check all additions. 
The names on this list must be in numerical order exactly as they appear on 
the MS 1.

	 (c)	 The total marks should then be transferred to the Internal Assessment Mark 
Sheet (MS1). 

6.	 DESPATCH AND RETURN OF MARK SHEETS AND RECORDED SAMPLE:

	 (a)	 Mark sheets and recordings are to be returned to DNEA once all the speaking 
tests have been completed. The deadline for receipt by DNEA of these items 
is stipulated on the timetable for the examination. Do not wait until the end of 
the assessment period before dispatching them.

	 (b)	 The first two copies of the complete Internal Assessment mark Sheet (MS1), 
a copy of the Oral Assessment Summary Form, the Individual Candidate 
Record Cards of the sample learners and the recorded sample must be sent 
to arrive at DNEA not later than the dates scheduled on the examination timetable.

	 (c)	 Copies of all three types of forms are to be retained by the centre in case of 
postal losses or delays.

7.	 ARRANGEMENTS FOR THE EXAMINATION

	 (a)	 Examination conditions must prevail in the area where the speaking test takes 
place, including the space set aside for a candidate to prepare. Adequate 
supervision must be provided to ensure that each candidate can study 
alone and in silence and that learners leaving the interview room do not 
communicate with those waiting to enter. 

	 (b)	 Requests for special consideration for learners with specific problems must be 
made on Special Consideration forms.

	 (c)	 Learners must be examined singly and not in pairs. No other person should 
be present during the examination with the exception of another teacher/
examiner or an officer from DNEA. 



4

4121/3/17

	 (d)	 As teacher/examiner you should be positioned so that you will be facing the 
learners when they enter the room, with a table between you and the learners. 
Please do not allow learners to sit in a position where they can see what you 
are writing on the mark sheets as this can be distracting.

	 (e)	 In order to put learners at their ease, smile when they enter the room, and 
indicate where they should sit. A good teacher/examiner will usually send 
a learner out of the interview room smiling, no matter how good or bad the 
performance has been. Avoid, however, the use of expressions such as “very 
good”, which a learner may interpret as a comment on performance.

	 (f)	 Please do not smoke in the presence of learners. Smokers should arrange 
for breaks in the timetable if necessary, and to smoke elsewhere than in the 
interview room. 

	 (g)	 Other recommendations: do not walk about or distract learners in any way 
(e.g. doodling or fiddling with papers, etc); always appear interested, even in 
mundane matters; never show undue surprise, impatience or mockery; never 
correct a learner. 

8.	 IMPORTANT POINTS TO KEEP IN MIND

	 Learners should be expected to give natural replies to questions; their answers need not 
therefore be in the form of complete sentences. You should take care to avoid questions 
inviting simply “yes” and “no” by using a variety of interrogatives, e.g. when? How? Why? 
How many? How long? With whom? With what? etc.

	 Questions should be adjusted to the learner’s ability. Learners should be prompted and 
encouraged where necessary and long silences be avoided. On the other hand, do 
not interrupt a learner unless you are sure that he or she cannot complete the answer. 
Incorrect answers should never be corrected, nor answers supplied when none are given. 
Questions should be rephrased (rather than repeated) in an attempt to maintain the 
dialogue. 

	 The use of vocabulary or phrases from the learner’s first language should be avoided, 
except in the case of particular institutions, e.g. names of examinations, types of schools, 
etc.

	 Beware of talking too much and giving the learner credit for what you have in fact said 
yourself.  The onus is on the learner to show that he or she can converse adequately in 
the language, but at the same time it is up to the teacher/examiner to make sure that the 
learner is given every opportunity to do so by following up any opening given. 



4121/3/17 [Turn over

5

9.	 RECORDING OF CANDIDATES

	 Centres should ensure well in advance of the test that a suitable quiet - and, if possible, 
small – room will be available and that their recording equipment is in good order. Rooms 
which are too close to the playground, recreation room or noisy classrooms are to be 
avoided. It is essential that unnecessary background noise should be excluded.

	 Digital voice recorders must be used and centres are responsible for ensuring good 
quality of recordings. The digital voice recorder and the CD(s) to be used should be 
tested in situ some time before the actual test, ideally with one of the candidates. It is 
essential that new unrecorded CDs are used. These will be supplied by DNEA. 

	 Each CD should be introduced in German by the teacher/examiner as follows: 

	 “Centre Number e.g. NA E09
	 Centre Name e.g. King’s College
	 Syllabus Number 4121
	 Examination Name NSSCO German Foreign Language
	 Name of Examiner e.g. Mr H Schmidt
	 Date of examination e.g. September 15th 2017”

	 Each learner should be introduced by the teacher/examiner as follows:

	 “Learner Number e.g. 047
	 Learner Name e.g. Jane Doe
	 Stimulus Number 2”

	 At the end of the sample, please state “End of sample”.

	 Once the test has begun, the CD should run without interruption.
	 On no account should you stop and re-start the CD during the test.

	 The contents of each CD should be clearly labelled.

	 Before the CD is dispatched, spot checks must be made to ensure that every candidate 
is clearly audible.
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10.	STRUCTURE OF THE EXAMINATION

	 The Speaking Test will last 15 minutes. For 15 minutes while the previous candidate 
is being tested, the candidate is able to prepare for the discussion on a picture which 
forms part of the first task of the test. During the preparation of the picture stimulus, the 
learner is allowed to make short notes on a sheet of paper provided.  The learner may 
refer to these notes during the test.  They must be handed in after the end of the test and 
attached to the Individual Candidate Record Card for Oral Assessment. 

	 The sequence of the test is as follows:

	 (a)	 A short warm-up session (1 – 2 minutes) of personal questions (no marks 
awarded for this session).

	 (b)	 Picture stimulus (6 – 7 minutes) 20 Marks – Marking Grid 1

		  A choice will be made from five pictures.  The teacher/examiner will choose 
one for the learner to discuss.  The learner responds to a series of short 
questions relating to the picture already prepared on the picture stimulus.

		  A conversation develops from the picture.  The teacher/examiner pursues 
the theme of the picture so as to develop a conversation, asking the learner to 
develop certain issues and apply them to his/her own circumstances.

	 (c)	 Presentation of topic chosen by the candidate from Topics A-E on the 
Topic List (5 – 6  minutes) 30 Marks – Marking Grid 2 

		  Learners are required to prepare one topic only. Learners should be 
encouraged to choose a topic in which they have a personal interest. 
Learners should be encouraged to choose different topics within the centre 
and should not be allowed to present ‘Myself’ or ‘My life’ as topics as these 
can become too general. Learners may use illustrative material, e.g. photos, if 
this seems appropriate to their topic, but are not allowed to use written notes 
of any kind. 

		  The task will start with the teacher/examiner asking the learner the title of 
his/her topic and then inviting them to tell the teacher/examiner more about 
it. The learner must show quality of preparation, but must not be allowed to 
deliver a prepared monologue or a series of obvious prepared replies. This 
part of the test should last approximately two minutes.

		  The next five minutes will be a discussion on the topic chosen by the learner. 
You, as teacher/examiner, must try to lead the candidate into using a variety 
of tenses as learners who do not show that they are able to convey past and 
future meaning cannot be awarded a mark of four and above (See Marking 
Grid 2). In order to extend the learner as far as possible you should probe, 
explore, ask for explanations, enlargements, descriptions (How? When? 
Why? Tell me a bit more about, etc).
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CARD A

Meine/Unsere Gesundheit

 

    

(a)	 Beschreiben Sie das Bild.

(b)	 Was tun Sie für Ihre Gesundheit?

(c)	 „In einem gesunden Körper lebt ein gesunder Geist”.  Geben Sie Ihre Meinung dazu.
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CARD B

Stress

(a)	 Beschreiben Sie das Bild.

(b)	 Wie gehen Sie mit Stress um?

(c)	 Wie wirkt sich Stress auf unsere Gesundheit aus?



4121/3/17 [Turn over

11

CARD C

ALLE gegen EINEN…?

(a)	 Beschreiben Sie das Bild

(b)	 Warum gibt es Konflikte zwischen Schülern und wie reagieren die Schüler darauf?

(c)	 Ohne Mitmenschen wäre das Leben viel einfacher ...
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CARD D

Nicht zu glauben!

(a)	 Beschreiben Sie das Bild.

(b)	 Können Sie ohne Handy (über)leben?

(c)	 Welchen Einfluss haben die Medien auf die Menschen?
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CARD E

Lebensfreude

(a)	 Beschreiben Sie das Bild.

(b)	 Was kann einen Menschenen oder ein Tier erfreuen?

(c)	 Wann haben Sie sich in letzter Zeit über etwas gefreut?
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