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English for Business
—AnNn Exam Guide—

A quick read on EfB exams

Fundae require end-of-course exams every trimester so we need to give students tests in
March/April, June and December. A couple of pages is enough though up to four makes
sense. Please make sure all corrected papers say “Pass” or “Fail” and have a date plus the
student’s name. You have to write your own exam and it’s better to set it for a couple of
weeks before the trimester ends so you can use the last day to go over the test with
students.

e Write the exams yourself. Keep them to between two and four pages and base
them on what you’ve taught.

e Set them about a week before the end of the course so you have time to correct
and go over the tests in class.

e If you teach online, you can do the exam in class or send it by email so students
write them at home.

e Exams have to be written. Fundae does not accept oral tests!

e Make sure students write their names and the date.

o Write “Pass” or “Fail” on the first page and send the graded exams to
maria.montano@barcelonaenglish.com
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A thorough read

We have to keep exams on file because Fundae will request them in case of an inspection.

When should exams

be handed out?

How to hand them
out?

What to include?

Can the exam be
an oral test?

How should |
mark exams?

What do | do with
exams once
corrected?

What happens if a
student is absent?

Do | need to test

online + phone
students?

Lastly

Exams mark the end of each trimester and should be issued in
March/April, June and December. It makes sense to set the
test a couple of weeks before the last class so you can use the
last lesson to go over the results with students.

If your lessons are online send them by email or bring them
to class. If your lessons are face to face hand them out during
the lesson.

Exams should cover what you taught during the trimester. A
couple of sheets is enough. An example would be a fill-in-the
gap or a multiple-choice exercise plus a short writing.

Unfortunately not. Fundae will want to see a piece of paper
with marks and “Pass” or “Fail” written.

The easiest way is to use the Spanish grading system with
marks out of 10. Please write “Pass” or “Fail” on the first page
and make sure every exam has the date and the student’s name
on it.

Let your students have a copy and send
maria.montano@barcelonaenglish.com another one.

Send them the exam by email and correct it later. Please do
make sure the student does hand it in.

If you’re teaching phone + online classes (20-minute
conversation classes based on our Dexway platform) exams
already appear on the platform so you do not have to write or
set them. However students do need to complete the unit tests
and final test so remind them.

| hope you’ve found this guide useful. We are here to help so if you need anything give
us a call! Remember, our number is 934 230 229!



