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Focus Points

• Table completion 
activities

• Multiple choice items

• True False items

• Matching
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• How do you decide what to test and how 

to test?

• What are the qualities of a good exam?

• Who prepares the test?

Testing
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The overall exam should be consistent with your learning 
outcomes for the course. There are a number of ways to review 
and prioritize the skills and concepts taught in a course. You could:

• Use the topics list provided in your course outline

• Skim through your lesson notes to find key concepts and 
methods

• Review chapter headings and subheadings in the assigned 
readings

How do you decide what to test 
and how to test it?

What you want to assess should be related 
to your learning outcomes for the course.
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• Consistency

• Validity

• Realistic expectations

• Uses multiple question types

• Offer multiple ways to obtain full marks

• Free of bias

• Demanding

• Accessible

What are the qualities of a good 
exam?
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A good exam gives all 
students an equal 
opportunity to fully 
demonstrate their learning.
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• Consistency If you give the same exam twice to the same 
students, they should get a similar grade each time.

• Validity Make sure your questions address what you want 
to evaluate.

• Realistic expectations Your exam should contain 
questions that match the average student’s ability level. It 
should also be possible to respond to all questions in the 
time allowed.

What are the qualities of a good 
exam?
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• Uses multiple question types Different students are better 
at different types of questions. In order to allow all students 
to demonstrate their abilities, exams should include a 
variety of types of questions. But this question types must
be tried first in the class. 

• Offer multiple ways to obtain full marks Exams can be 
highly stressful and artificial ways to demonstrate 
knowledge. In recognition of this, you may want to provide 
questions that allow multiple ways to obtain full marks. For 
example, ask students to list five of the seven benefits of 
multiple-choice questions.

What are the qualities of a good 
exam?
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• Free of bias Your students will differ in many ways 
including language proficiency, socio-economic background, 
physical disabilities, etc. When constructing an exam, you 
should keep student differences in mind.

• Demanding An exam that is too easy or too difficult does 
not accurately measure students’ understanding of the 
material.

• Accessible For students with disabilities, exams must be 
amenable.

What are the qualities of a good 
exam?
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• It should never be only you
as a teacher to prepare the
exam.

• It is a team work. It should be 
prepared by all the teachers
teaching the same level to
see different aspects and
point of views. 

Who prepares the test?

Test 

Teachers
teaching the
same level

Teachers
teaching the
same level

Teachers
teaching the
same level
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Level
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Let’s get
started!
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• What is this task?
• What is expected from the

students?
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What are we
assessing with

Table completion?
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It assesses the ability to understand details 
such as detailed description, and related 
information presented and/or the main 
ideas of a section of the text. 

Table Completion

In this particular question type, know 
that the answers would not always 

come in an order. 
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Key points when
designing table 
completion activities
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Each statement which will fit into the table must be 
entirely true. There can be absolutely no room for doubt or 
debate.

1. Statements must have a clear, 
verifiable answer
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It’s a good idea to go through your learning materials and 
highlight the key elements.

2. What you teach is your guide
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Every table completion activity/gaps should relate to the 
core learning objectives. 

3. Link it to the learning 
objective
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Changes in Industrial Britain
The spread of railways stimulated communication, and Rowland 
Hill’s standardisation of postal charges in 1839 saw a boom in mail 
services. But this was nothing compared to the revolution of the 
telegraph. If you think the Internet is big then just imagine how 
much bigger it would seem if you had never before seen a 
computer or telephone. That’s what the telegraph was to the 
Victorians. If rail travel shrank the country, the telegraph crushed it. 
It opened in the 1840s and soon went stratospheric – within ten 
years exchanging telegrams had become part of everyday life. By 
the mid-1860s London was connected with New York and ten years 
later messages could be exchanged between London and Bombay 

in minutes.

Table completion

What are the differences and
similarities of these two

papers?
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Next …
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• What is this task?
• What is expected from the

students?
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What are we
assessing with

Matching
questions?
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• Terms and Definitions

• Objects or Pictures and Labels

• Symbols and Proper Names or their
meanings

• Causes and Effects

• Scenarios and Responses

• Dates and events

• Problems and solutions

• Principles and Scenarios to which they apply

Matching

They are effective when you 

need to measure the learner’s 

ability to identify the relationship 

or association between similar 

items.
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Key points when
Matching questions
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Let students know the basis on which items are 
to be paired, where to write answers, and 
whether a response may be used more than 
once. 

1. Write clear insturction
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For example, column 1 might list events and 
column 2 might list dates, but do not combine 
events, dates, and names in a single column. 

2. Do not mix different classes of 
items in a column 
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• Check your objectives to make sure this type of question is appropriate.

• Give clear, short and straightforward directions or instructions. Avoid 
unnecessary words.

• Use numbers to identify items in column A , capital letters to identify 
response in column B or vice-versa.

• Arrange items in column B in logical order or vice versa.

• Put the items with more words in column A.

• Keep the 2 sets of items homogeneous.

• Avoid using pattern in the correct answers.

• Do not get carried away adding additional items. Having 10-12 items 
between both columns (5-6 “question - answer” pairs) is the sweet spot.

Matching (what to do) 
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THE CITY 

When we talk about “the City of London” we do not mean London, the capital of England. We think of a small 
area east of the town center. It is an area of a long and exciting history, and it has a traditional role as a center of 
trade, law, finance and banking for the entire UK.

The city is one of the major banking centers of the world and you can find banks of many nations in it. Here is 
also The Bank of England, which issues banknotes, advises the government on financial matters and determines 
the bank rate. 

Nearby is the Stock Exchange where you can buy or sell shares on the open market. there are also many 
insurance companies, among which Lloyd’s is the most famous. 

During weekdays you can see gentlemen with their bowler hats, umbrellas and pin-striped suits. This is the 
symbol of the City, and you will not see anybody dressed like this outside this part of London. 

From Monday to Friday the City teams with life. Half a million people work in this area, but only 5,000 live there. 
That is why at weekends it is deserted and uncannily silent.

nowadays, the City how's the compete with cities which now have larger financial markets, such as Tokyo and 
New York. 

Match the words with the definitions:
Entire parts of company’s capital belonging to a certain person  

To determine unpleasantly, spooky 

Bank rate complete, total 

Banknote paper money 

To teem to instruct , to define 

Uncannily to be full of 

Shares the value of currency for a certain date 
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Next
…
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Lara’s blog: Recycled art competition

A group of us in my class recently entered an art competition for 
teenagers. We had to create a sculpture, but the thing that made it 
unusual was that we could only use recycled materials to create our 
artwork. The organisers said we mustn’t buy anything new, or use 
anything in our design that we had at home but still needed, like 
plates, books, or stuff like that. They also said we ought to check with 
our parents whether we were taking something broken that they 
planned to fix. We couldn’t stick things together with glue or new tape, 
either, just old bits of ribbon or string that had already been used for 
something else. They said that we mustn’t use anything sharp, like 
glass or nails, in case we hurt ourselves, and that we should be 
sensible and avoid taking anything we found in bins in public places.

We spent several days collecting lots of bits, without knowing what our 
sculpture would actually be or look like. Finally, we decided to make a 
horse pulling a cart – it was a photograph on the internet that gave us 
the idea. We followed all the competition instructions carefully, in case 
the organisers sent back our sculpture saying we’d broken the rules! 
We used cardboard from cereal packets and some old pieces of wood, 
all tied together with old bits of string, balloons and old (clean) socks. 
We decorated the cart with sweet wrappers and coloured paper from 
old magazines. Though you could only just about see it was a horse 
and cart, we thought it was the best thing ever. We didn’t win a prize, 
but we had a lot of fun doing it!

1. The teenagers had to mend 
some things their parents gave 
them. T / F

2. The teenagers chose 
everything they took from bins in 
the street very carefully. T / F

3. The group decided what to 
make after seeing a picture 
online. T / F

4. The competition organisers
sent the sculpture back at first 
because the teenagers made a 
mistake. T / F

5. It wasn’t very obvious that the 
sculpture was a horse and cart. 
T / F

• What is this task?
• What is expected from the

students?
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What are we
assessing with

True/False
questions?
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The learner is simply being asked to 
declare whether or not the statement or 
assertion is based in truth.

True/False 

Each question must be clear 
and to-the-point in order to 

assess learner comprehension.
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Key Points when
designing True/False
Questions
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Factual based, rather than opinion-oriented, and are 
designed to quickly and efficiently test learner knowledge 
about a particular idea or concept.

For example, “all employees must wear their approved 
uniforms and carry the sales handbook with them at all 
times” should actually be broken up into two separate true 
or false questions. It covers two distinct topics and one 
might be true while the other is false.

1. Concentrate on one key idea or 
concept
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Each statement must be entirely true or false. There can 
be absolutely no room for doubt or debate.

To create True or False statements that are based in fact, 
it’s a good idea to go through your learning materials and 
highlight the key elements.

2. Statements must have a clear, verifiable 
answer
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Every true or false question should relate to the core
learning objectives. 

If you want to determine if a learner grasps the key 
terminology, develop a series of true or false questions 
that consists of words and definitions. Ask your learners to 
determine whether the definitions are, in fact, accurate or 
inaccurate.

3. Link it to the learning 
objective
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Avoid using an abundance of words in your true or false 
question in order to make it more challenging.

You should also minimize your usage of complex words or 
jargon, unless you know for a certainty that your learners 
are familiar with the term.

4. The fewer words the 
better
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Lara’s blog: Recycled art competition

A group of us in my class recently entered an art competition for 
teenagers. We had to create a sculpture, but the thing that made it 
unusual was that we could only use recycled materials to create our 
artwork. The organisers said we mustn’t buy anything new, or use 
anything in our design that we had at home but still needed, like 
plates, books, or stuff like that. They also said we ought to check with 
our parents whether we were taking something broken that they 
planned to fix. We couldn’t stick things together with glue or new tape, 
either, just old bits of ribbon or string that had already been used for 
something else. They said that we mustn’t use anything sharp, like 
glass or nails, in case we hurt ourselves, and that we should be 
sensible and avoid taking anything we found in bins in public places.

We spent several days collecting lots of bits, without knowing what our 
sculpture would actually be or look like. Finally, we decided to make a 
horse pulling a cart – it was a photograph on the internet that gave us 
the idea. We followed all the competition instructions carefully, in case 
the organisers sent back our sculpture saying we’d broken the rules! 
We used cardboard from cereal packets and some old pieces of wood, 
all tied together with old bits of string, balloons and old (clean) socks. 
We decorated the cart with sweet wrappers and coloured paper from 
old magazines. Though you could only just about see it was a horse 
and cart, we thought it was the best thing ever. We didn’t win a prize, 
but we had a lot of fun doing it!

1. The teenagers had to mend 
some things their parents gave 
them. T / F

2. The teenagers chose 
everything they took from bins in 
the street very carefully. T / F

3. The group decided what to 
make after seeing a picture 
online. T / F

4. The competition organisers
sent the sculpture back at first 
because the teenagers made a 
mistake. T / F

5. It wasn’t very obvious that the 
sculpture was a horse and cart. 
T / F
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• State your questions as clearly and unambiguously as possible.

• Keep your questions short and to the point. Never try to cover multiple ideas or 
notions with a single true/false question.

• Every question must present itself as a statement that is unequivocally true or false, 
and that does not allow any exceptions.

• Avoid using negative constructions in questions.

• Common misconceptions make fine true/false questions (example: “The Great Wall of 
China is the only human-made object visible from the Moon: true or false?”). Use them 
to check the learners’ understanding of the material.

• Construct your questions in such a way as to make incorrect answers appear more 
tempting to learners who do not know the correct answer.

• Randomize the order in which questions based on true or false statements are 
presented.

• Do not introduce ambiguity to your questions by using words such as “sometimes”, 
“the majority”, “most likely”, “some”, “usually not”, “best”, “worst”, etc.

True/False (what to do) 
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Next
…
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Read a teenager called Jim’s blog about moving away from the city to live in 
the countryside. For each question, choose the best answer, a, b or c.

A year ago, just before the summer holidays, my parents announced that they 
were planning to move out of the city to live in the countryside. They said they 
were tired of their stressful lives in the city, and the high prices. My mother’s a 
writer, so if there’s an internet connection, she can work wherever she is. My 
father’s a musician, so it isn’t that simple for him, but he explained that he hoped 
he could find work locally, teaching children to play the piano and the guitar.

Well, the news was completely unexpected, and of course my sister and I weren’t 
interested in hearing about all the advantages of being out of the city – the open 
spaces, the wildlife, enjoying the changing seasons, no pollution, all that sort of 
thing. We didn’t want to leave our friends, or all the facilities available to us. My 
sister’s mad about skateboarding, and we both suddenly realised that our school 
wasn’t too bad, despite all the homework!

Instead of listening to us and changing their minds, my parents insisted that it was 
a great idea. According to them, we were young enough to handle such a big 
change in our lives fairly easily, and they said they had dreamed of doing this for 
years. Even worse, they told us they had found a big house in a small village, and 
that they were selling the flat we lived in so they could buy it. My sister and I 
imagined it must be a ruin. After all, how could we possibly afford a big house? 
But actually, we could, because houses are reasonably cheap in the countryside 
compared to those in the city, and when they showed us pictures of it online, we 
saw that, in fact, it looked pretty nice.

A month later, here we all are, in a tiny village thirty kilometres from the nearest 
town. We’ll have to get up early to catch a bus to school when the new term starts, 
which I’m definitely not looking forward to. My sister’s taken up mountain biking 
with some of the local kids, so she’s happy. I still miss my friends, but some of 
them are coming to stay next week, and I’ve made some new ones, too. One of 
them’s into making animated films, and I’ve discovered that’s really interesting. 
Who knows, maybe I’ll be a famous film-maker one day!

a) They wanted to feel less worried and more relaxed.

b) They couldn’t afford to live there any longer.

c) The jobs they did had changed.

1. Why had Jim’s parents decided to leave the city?

a) surprised his parents hadn’t asked him what he 

thought about it

b) worried about the way his life would change

c) grateful for the chance to go to a different school

2. How did Jim feel about moving?

a) able to deal with the move.

b) right to be excited about the future.

c) lucky to have this opportunity.

3. Jim’s parents said that Jim and his sister were

a) It was older than their flat in the city.

b) It was better than he had expected.

c) It was extremely expensive.

4. What does Jim say about their new house?

a) He has found a new hobby.

b) He lives fairly near his new school.

c) He is going to visit his old friends soon.

5. What is Jim pleased about now?

• What is this task?
• What is expected from the

students?
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What are we assessing
with

Multiple Choice
questions?
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• They can be used to assess students' ability to:

• recall information;

• interpret graphs and diagrams;

• understand concepts;

• discriminate between fact and opinion;

• make inferences from data; and

• solve problems.

Multiple choice 

They assess students' ability to 
recognise a correct answer, 
rather than to construct an 

answer.
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A multiple-choice question (MCQ) is composed of 
two parts: 

a stem that identifies the question or problem, 
and a set of alternatives or possible answers that 
contain a key that is the best answer to the 
question, and a number of distractors that are 
plausible but incorrect answers to the question. 

Multiple choice 
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Key points when
designing stems
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When creating the item, ask yourself if the students 
would be able to answer the question without looking at 
the options. This makes the purpose of the question 
clear.

1.Express the full problem in the 
stem

Poor : Grading is

A) Most often used to distinguish between
students.

B) A way of reporting students’ progress. 

C) The only reason student study.

D) Something teachers put off if they can.

Better :What is the main reason most
universities use a letter-grading system?

A) Convenience in reporting students’ 
progress. 

B) Utility in keeping permanent records.

C) Ease in distinguishing among students.

D) Usefulness in motivating students to
learn. 
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Negative wording often confuses students,

Poor : Which of the following is not a characteristic of 
Brutalism?

Better: Which of the following best distinguishes
Brutalism from other architectural movements?

2. Avoid negative wording
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Irrelevant information in the stem 
confuses students and leads them to 
waste time:

A number of books have been published 
about the University of Waterloo. These 
books fall into various genres such as 
photographic histories, biographies of 
prominent people involved with the 
University, and accounts of the history of 
individual departments. Among them was a 
book whose author is known as "Simon the 
Troll". What is the title of this book?

a.) Dreaming in Technicolor
b.) Water Under the Bridge
c.) Of Mud and Dreams

3. Eliminate excessive wording and irrelevant 
information from the stem

Most of the stem is not necessary to 
answer the question. A better question 
would be:

What is the title of the book about Waterloo 
written by “Simon the Troll”?

e.) Dreaming in Technicolor
f.) *Water Under the Bridge
g.) Of Mud and Dreams
h.) Images of Waterloo
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Key points when
designing alternatives
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Avoid having two or more options that are correct. 
The distractors should be incorrect answers to the 
question posed in the stem.

1.Make sure there is only one
answer
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If the distractors are farfetched, students 
will too easily locate the correct answer, 
even if they have little knowledge. When 
testing for recognition of key terms and 
ideas keep the distractors similar in 
length and type of language as the 
correct solution. When testing 
conceptual understanding, distractors 
should represent common mistakes 
made by students.

Waterloo Counselling Services provides 
workshops about:

a.) cooking skills
b.) hockey refereeing
c.) *study skills

2.Make the distractors appealing 
and plausible

It is unlikely that students would choose 
options a, b, or d, even if they didn’t 
know the answer. A better question 
would have plausible links between the 
stem and the distractors:

Waterloo Counselling Services provides 
workshops about:

a.) preparing for marriage
b.) presentation skills
c.) * study skills
d.) psychotherapy research
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Make the alternatives mutually exclusive. It should 
never be the case that if one of the distractors is 
true, another distractor must be true as well.

3. Avoid overlapping choices

What is your age?

A) Under 18
B) 18 - 24
C) 24 - 34
D) Over 34

In this example, students will not know
whether to select the former or the later
answer choice. 

Instead …

What is your age?

A) Under 18
B) 18 - 24
C) 25 - 34
D) 35 or over
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There is no clear question being asked, and the 
choices are often heterogeneous. Such questions 
are better presented in the form of True/False 
questions.

4. Avoid questions of the form 
“Which of the following statements is 
correct?”
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Read a teenager called Jim’s blog about moving away from the city to live in 
the countryside. For each question, choose the best answer, a, b or c.

A year ago, just before the summer holidays, my parents announced that they 
were planning to move out of the city to live in the countryside. They said they 
were tired of their stressful lives in the city, and the high prices. My mother’s a 
writer, so if there’s an internet connection, she can work wherever she is. My 
father’s a musician, so it isn’t that simple for him, but he explained that he hoped 
he could find work locally, teaching children to play the piano and the guitar.

Well, the news was completely unexpected, and of course my sister and I weren’t 
interested in hearing about all the advantages of being out of the city – the open 
spaces, the wildlife, enjoying the changing seasons, no pollution, all that sort of 
thing. We didn’t want to leave our friends, or all the facilities available to us. My 
sister’s mad about skateboarding, and we both suddenly realised that our school 
wasn’t too bad, despite all the homework!

Instead of listening to us and changing their minds, my parents insisted that it was 
a great idea. According to them, we were young enough to handle such a big 
change in our lives fairly easily, and they said they had dreamed of doing this for 
years. Even worse, they told us they had found a big house in a small village, and 
that they were selling the flat we lived in so they could buy it. My sister and I 
imagined it must be a ruin. After all, how could we possibly afford a big house? 
But actually, we could, because houses are reasonably cheap in the countryside 
compared to those in the city, and when they showed us pictures of it online, we 
saw that, in fact, it looked pretty nice.

A month later, here we all are, in a tiny village thirty kilometres from the nearest 
town. We’ll have to get up early to catch a bus to school when the new term starts, 
which I’m definitely not looking forward to. My sister’s taken up mountain biking 
with some of the local kids, so she’s happy. I still miss my friends, but some of 
them are coming to stay next week, and I’ve made some new ones, too. One of 
them’s into making animated films, and I’ve discovered that’s really interesting. 
Who knows, maybe I’ll be a famous film-maker one day!

a) They wanted to feel less worried and more relaxed.

b) They couldn’t afford to live there any longer.

c) The jobs they did had changed.

1. Why had Jim’s parents decided to leave the city?

a) surprised his parents hadn’t asked him what he 

thought about it

b) worried about the way his life would change

c) grateful for the chance to go to a different school

2. How did Jim feel about moving?

a) able to deal with the move.

b) right to be excited about the future.

c) lucky to have this opportunity.

3. Jim’s parents said that Jim and his sister were

a) It was older than their flat in the city.

b) It was better than he had expected.

c) It was extremely expensive.

4. What does Jim say about their new house?

a) He has found a new hobby.

b) He lives fairly near his new school.

c) He is going to visit his old friends soon.

5. What is Jim pleased about now?
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• Write the stem, either as a question or an incomplete statement. It should be written clearly and 
concisely, and contain as much of the relevant information as possible.

• Write distractors that are credible. It is better to provide less options than have obviously wrong 
alternatives. Providing they are credible, the more distractors, the less likely students can guess 
the correct answer.

• Make sure that the options are grammatically consistent with the stem.

• Check that there are no clues to the right answer.

• Avoid using keywords in the options.

• Avoid the use of words such as never, always, all, and only.

• Check only one correct answer is provided.

• Make sure the correct answer is randomly placed. Some people tend to place the correct 
answer in the middle.

• Keep vocabulary and sentence construction as simple as possible.

• Avoid double negatives.

• Make sure second question is not related with the content of the first one. 

Mutiple Choice (What to do)
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You can use any text as long as it is 
relevant to your students’ level.

Time to Create your
own questions
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Which
level is 
this text?
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• Multiple choice

• True False

• Matching

• Table 

completion
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Peer-assessment
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• How do you prepare the key?

• Who prepares the key?

Preparing the Key

 It should also be possible to respond to all questions in the 
time allowed. To check the exam, ask a teacher/s to take 
the test – if they can’t complete it in *estimated time then 
the exam needs to be revised.

 *Estimated time: 10 mins for a teacher is 40 mins. for a student.

 The key should be prepared by different teachers. 
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• Why ?

• Why not?

• How would the
students feel if they
saw their question/s in 
the exam?

Do you let your students write the
exam?
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Let’s test 
ourselves?
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