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Preparing to Write Exam @rds

Before writing any exam questions for Free World U, it is essential that you understand our
instructional flashcargrogramand familiarize yourself with the resourcesidable through the
California Department of Education. The principles of teaching well in general also apply to
teaching well with flashcards. Flashcards are simply a differenfdoptoviding instruction

one that allows us to reach students in shfy@nnovative way.

Understand the Scope of Each Subtopic

Our curriculum writers have designed a scope and sequence guide for each core subject. These
annotated guides tell our writers exactly what to include in each subtopic. The guides allow
writers tofocus tightly on individual topics, so our students can quickly choose which subtopics
they need anthenzero in on the knowledge they are seeking. Each flashcard should contain
only one single piece of information, calleéaatoidor fact unit

Beforewriting exam questions for a subtopic, you must spend some time exploring the way that
the concept being assessed is explaingkde scope and sequence guade revieving the

California released test items relav#o your assignment. Re#lte scope angequence guide
notesthatlist important concepts. Be sure to read the portion of the California Curriculum
Frameworks relating to the grade level and subject for which you are writing.

You may download the CA Frameworks PDF hditp://www.cde.ca.qgov/be/st/fr/
Released Test Questions can be accesgsathatwww.cde.ca.gov/ta/tg/sr/css05rtg.asp

Understand the Ofference between Flashcard Instructbon and Exam Questions
The theory behind writing flashcards for Free World U differs greatly from that for exam card
writing.

Flashcard instruction: Flashcard instruction at Free World U takes each instructional topic
and breaks it into its very smallest{za analogous to atoms in chemistry. Students
assimilate these factoids in isolation, and then synthesize them through application
flashcards, before ultimately putting the factoids together to demonstrate each skill outlined
in the curriculum standards.

Exam card scopeExam questions assess only the stated outcomes of the curriculum
standards. Individual factoids are rarely assessed independietitdystudent has learned
therelevantfactoids, he will be able to answer our exam questions. As arrtenppart of

the team, your job is to pull together the standards and our flashcards and from them create
an assessment tool to gauge student comprehension.

Exam card quantity:Each subtopic should be able to be assessed with between one and four
exam cads. The number will depend on the complexity of each stan&ouohe standards

are quite straightorward and are able to be easily assessed in one to two quesfiorss.
complex standards require thred@ur questions.
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Understand theCurriculum Strand for the AssignedSubtopic

Understand exactly what c@mprisedn the curriculum strand for the assigned subtople are
assessingnly what is expressly included in each curriculum strand. Yes, thersargother
interestingrelated factsve might Ike studets to learn, but the proper venue for such enrichment
is our flashcard progrankxam cards must remain tightly focused ondheiculumstandards.

How to Use the ReleasedestItems

When you look at a PDF from the California releatsstitems, you will ndice that the last few

pages include a comprehensive list that shows which standard each released question is designed
to test. For example, if you are writing questions based on standard 2.0 of Algebra 1, you would
see that questions@test that standdr You could then use those questions and their forasats

a guidefor writing your own questions. We woulavercopy the question used on a California

exam or any other state exam. All our questionistbe original. The released items, however,

can bevery helpfulif you are uncertain how to test a particular standard.

Using Grade Level Appropriate Vocabulary

We cannot adequately assess how well our students are doing if we are using vocabulary words
and sentence structure too difficult for them to ustderd. Keep your vocabulary within two

grade levels of the grade you are teaching. For a-grdtie exam card, for example, the reading
level of the card should be no lower than fourth grade and no higher than eighth grade.

Microsoft Word has a texevding option (turn it on under Tools>Options>Spelling and
Grammar). To determine an exam cardés reading
complete a spelling/grammar check. You will see readability statistics after the grammar check

has run.

If the reading level is more than two grade levels above the one that you are teaching, you may
follow these suggestions:

1 Firstlook to see if sentence structure can be simplified. In many cases, breaking down
sentences brings the reading level into thgdtarange.

1 If this does not bring the card into the target range, check for vocabulary required by the
subtopic.

1 Substitute generic words for the specific vocabulary and recheck using MS YA&rd.
long as this lowers the reading level to within the targeu can be comfortable that the
sentence structure and ressential vocabulary are appropriate.

1 Example A Grade 2 Soci al Studies card which r
to solve the problem. 0 has umrequresgoatoi | i ty r
teach about the use of diplomacy, so you are compelled todgduenacyin the
sentence. To follow the readability level tips, change the dipidmacyand check the
readability: i T kindneds@ saldee¢he probker 6 edh e or eadabi |
now 3.6, which is within the target range. From this, you know that the sentence
structure and all neessential vocabulary words are ag®ropriate. You may keep the
card as you originally wrote it.
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Writing Exam Cards to Stand Alone

Each exam question should be short and to the point. Each must, however, contain enough
information that a student encountering that question out of order can answer the question. No

card should be dependent upon information presented on a prexamnsard. Students who

have difficulty on one part of the exam will see those questions again in the future, but they will
seeonlythose questions they missed, hence the need for questions to absolutely stand alone.

Formatting Exam Questions
Exam questios are formatted differently than flashcamlseveral important ways:

Exam Cards are Multiple ChoiceEach exam question includes four possible answers. You

will write these four answers, indicating which one is correct.

Exam Card Answers Have a HintThis next step is an important one because it separates

our testing from what yowill find anywhere elseints for correct answers will reinforce
why the answer is corredtachincorrect answer must be supplied with a tip that will help

redirect the studentds thinking. olMotethhti
whil e we want to redir exawanttolsuplysthe calrecnansiver.

For example:
Make a donation Forum Feedback Llogowt  Register *
s/ FREE WORLD U Search for.., s s
Global education Is in the cards Pages - _Sexch |
Home Flashcards Your Account Visitors Students and Parents

Tests> Middle School >Fifth Grade> Mathematics> Measurement and Geometry> Visualizing Shapes

— What does this three-dimensional
2;:}* shape look like from the front? ul)p
v Review is needed. When looking v

at an object from the front, you
will only see the front faces, not
the side or top faces.

side
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Next Question > |
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Exam card answer side, showing incorrect answer with hint.

/ FREE WORLD U

Global education is in the cards, P age | 3

way

t hin



Exam Card Question Style Guidines

Important note: This sectioraddressegquestion styles only. You will need to supply a hint to
reinforce or redirect the studentds thinking
example of this critical step.

1 Multiple choice questions include an am®es stem and four answer choiéesne correct
answer and three distractors. Answer choices are labeled A, B, C, and D, which are not
followed by a period.

Q: Inwhich season does the story take place?

winter

spring

summer

fall

o 0O wm >

1 Answer choices shodlbe similar in length. Answer choices that are significantly longer or
shorter than the others should not be used.

INCORRECT:

Q. When Union forces seized and took control of Vicksburgn 1863,they alsogainedcontrol of
the Mississippi River.

all of the Confederate troops west of the Missouri River.

the Confederate army capital in Richmond, Virginia.

O 0O W >

the entire Confederate Army.

CORRECT:

Q. When Union forces seized and tookontrol of Vicksburg in 1863, theyalsogainedcontrol of
the Missisgppi River.
Richmond, Virginia.

the Confederate Army.

o 0O o >r

Appomattox Courthouse.
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1 Questions that require students to complete a sentence begin with appropriate capitalization
and are not followed with a punctuation mark. Answer choices that com@eteritence
begin with lowercase letters and are followed by appropriate punctuation.

Q. Themain purpose of this essay is to

A convince the reader to adopt healthier eating habits.

B entertain the reader with an anecdote about th
C persuade the reader to eat only produce that is locally grown.
D

explain the authorés motivation for eating a v

1 The following emphasis words are italicized in the question stetnbest mainly, most
mostly except

Q. Inthis passage, thauthor expresses all of these emotiorexcept
anger.
frustration.

apathy.

o0 wm >

sadness.

1 Vocabulary words in the question stem are underlined. Vocabulary words in the answer
choices are italicized

Q. The relationship betweerppenand closedis the sane as the relationship between
A tiedandbound

B light anddark

C purpleandgreen
D

car andbike

1 Answer choices that follow a stem with a question mark are incomplete sentences and begin
with a lowercase letter. Answer choices that are incomplatersses have no end
punctuation.
Q. How does Wylie attempt to make Berand Vivian feel better after their dog runs away?
A by baking them cookies
B by giving them a gift
C by buying a new puppy
D

by taking them to the movies
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1 Question stems should includs much information as possible to reduce redundancy in the
answer choices. Answer choices following incomplete question stems should begin with

unique words.

INCORRECT:
Q. Themain purpose of this report is
A to describe the agotetmmentdts opinions on | ocal
B to describe the authords opinions on democracy
Cto describe the authordés opinions on education
Dto describe the authordos opinions on capitalis
CORRECT:
Q. Themainpur pose of this report is to describe the
A localgovernment.
B democracy.
C education.
D capitalism.

1 Answer choices that follow a question stem with a question mark should follow elliptical
format.
INCORRECT:
Q. How can the authorbestprovide support for the main idea in this essay?
A adddetailsaboa s hi ngt onds military career
B include a picture of George Washington
C describe George Washingtondéds house at Mt. Vern
D summari ze George Washingtonds early 1|ife
CORRECT:
Q. How can the authorbestprovide support for the main idea in this essay?
A byadding details about Washingtonés military ca
B by including a picture of George Washington
C by describing George Washingtonds house at Mt.
D by summari zing George Washingtonds early 1ife
/ FREE WORLD U
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NOTE: Asking good questions is only part of th&WU examwriting process. A key

component of the FWU exams is providingeinforcement tips for correct answers and

hints to redirect the student 0s Sinteithegtudeny i n t
will encounter the question again in her studieshte hintsfor incorrect respomsesmust not

give away the answer to thguestion but r at her redir eHeteisathe st uc
example with hints provided in parenthesis:

Q. Themain purpose of this essay is to

A convince the reader to adopt healthier eating
convinee readers to eat healthy foods.)

B entertain the reader with an anecdote about th
she tells a funny story from her childhood, this is not the main idea of the essay.)

C persuade the reader to eat only paathat is locally grown. (Review is needed. Eating locally
grown produce is important to the author, but this is not her main purpose in writing the essay.)

D explain the authordés motivation for eaoting a Vv
a vegetarian. A vegetarian is a person who does not eat meat.)

Youdo not have to type the words fACorrectyou. or fARev

Special Instructions for English Language Arts Writers

You will need to provide examples of short narratives, news articles, poetry, and expository
writing for students to read and answer questions about. If you are an ELA writer, your editor
will forward additional information about this process to you. Please carefully review the way
the California exams use this type of writing prior to beginning work on exam cards.

Common Exam Card Errors

Avoiding these common errors will help us attain the comisey and the high level of
excellence that will most benefit our students.

Exam car ds t hat Oudstudedts dosdt @ways see kexam @rds sequentially;
therefore, no cards should rely on another card. Exam cards that begin with phrasés hike

next step i séo or AAnother reasonéodo depend o
cannot be used.

Broken-up fact units: Questions such as complete the sentence and elliptical questions must
testan entirefactunit For exampl e,sofedateniteas i®mtl r onuiscd le or ai
f or e st .odlyparedcs a factugit and leaving the rest gives students too much of a clue,

and results in a giveaway question.
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Questions thataretoohardAs ki ng students to esthemate t he
nearest 10,000 is too haimilarly, avoid makinghe question too easy by using only one
estimate that is within billions of the correct population.

Questions that are above grade levBkudents are required to know only what the standards
for theirgrade level demand. We must provide these questidaaguage appropriate to the
grade level being testédee earlier tips about using your computer to check readability
levels). Familiarizing yourself with the material taught in the subtopic of ftadbawill give

you a good feel for the appropriate questions and vocalfolatlye grae level.

Questions that give away too much informatiowe want to test what our studsrnow,

so we need to provide a grade lezppropriate challenge for them.idtimportant to include
enough context in your question for the student to be able to formulate a correct answer.
However, there should not be hints embedded in the question.

Some flashcard formats may seem useful, but do not teach concepts as wdthrasatse
described aboveThey are equally inappropriate for exam cafdsid the following types of
cards:

Yes/no questions and True/Fals¥es/no exantards do not keep students engaged as well

or cause them to think astively as other types of exarards. It is of the utmost importance

that the answer should not be evident from the way the question is phrased. Exam questions
will always have four possible answers.

Either/or questions:Similar to yes/no questions, either/or questions do not requick mu

student thought and are therefore fAgiveaways

possible answers.
Q: The lion sleeping.
Ais
B are

Questions that have more than one answer listdde dondét want to confus

more than one an®g#, so avoid situations in which multiple answers are correct (e.g. A and
B are both corredh the example

Q: Which expression correctly shows the product of 3 and x added to the product of 2
and y?

A 3x+2y
B 3(x) +2y
C 3xT 2y
D 371 2xy
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Using HTML

In our flashcardand exam cardspecial characters, font effects, and spacing must be expressed
in HTML. This versatile language is surprisingly easy to use and can help authors create many
different effects in their flashcards. Many of thest commonly used HTML codes have been
preformatted and are provided in a chaigpvn menu within Azucar, our exam card writing
software.

Please refer to the Flashcard Writing Summary for additional hints on using html codes.

Guidelines for Using HTML in Exam Cards
Most HTML coding that you will use is already programmed into our system and can be
accessed with a quick mouse click. The most commonly used are:

Italics. Test questions use italics on wotbe writerswant to emphasize. For example:

"Which daim isleastsupported in this passage?" and "Based on the short story, the narrator
mostlikely believes that ..." or "... which step should youfidst?" Italics are used for
emphasis. Bold type is not.

Underlining. Underlining isused to emphasizearticular words in a passage that a student
will be asked aboutor example, you mightrite a paragraph with the wordelancholy
underlined and enough context to help the student understand the meaning of théoword.
examquestion would ask, "Based ¢the passage, what daeglancholymean?"

Note: See the Exam Card Question Style Guide beginning on page 4 for more
instruction about the use of italics and underlining in exam card questions.

Line breaks.Line breaks, again accessible by just one maoliske, are commonly used to
separate a question from additional information. For example:

Q: Which word in the sentence is a common noun?
(followed by two line breaks <br><br>)

Jack jumped over the candlestick.

(followed by the A, B, C, D choices)

Others. If you are writing math questions, you may need html coding for some special
symbols. A simple search can help you locate codes for division symbols and other special
symbols. Your editor can help direct you to more resources if necessary.

Do not overug HTML code.We do not usBOLD type orunderlinedwords to spice up the
appearance of exam cards. TisiRighly distractingto readers
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Note to ELA writers:We have the ability to link to a POFom multiple exam cardso several
guestions can be askabout a specific piece of writing. Ask your editor for details about how to
do this. We will convert your document into a PDF and supply you with the coding needed to
link the exam card to the document.

Common Grammatical Errors

Good grammar is criticab writing good exam cards. Always pay attention to the rules of

grammar and usage when writing exam cards for Free World U. Errors in spelling, sentence
structure, style, and diction erode our wusers
changeshat your editors make to your exam cards, and work to avoid making similar errors on

future cards. Some of the most common grammatical errors that we see include:

Faulty elliptical structure: When read as a statement instead of as a question, the answer

sloul d plug into the question to form a compl
AWhat is the | argest object that orbits the
orbits the Eartho is not a compbret@& sentence
Hasty proofreading:Before submitting your exam cards, please proofread them at least

twice. On the first time through, ask yourself if you are testing the subject well. Check your

work against the standards. Have you tested what the standard®asts®second edit,

check your spelling, punctuation, spacing, and other technical issues. Your editors should

have difficulty finding things to change on your exam cards. Use the previeactm

view every card before submitting them for editing.

Spelingerrors:P| ease carefully double check your sp

guestions in a word processing program with spell check capabilities, then to paste them into
Azucar. As with any writing, do also pay attention to commonly mistakiestisutions of
homophones that can occur when typing quickly, such as to/two/too, which a spell checker
will not always catch. When in doubt, use a dictionary.

Numbers/Numerals used incorrectllRemember to spell out numbers less than 10, unless
the numlers are part of a math problem, used in a measurement or percentage, act as noun
modifiers, or are used next to another number.

Missing serial commasStyle guides differ on the use of the serial comma, or the comma
that comes before the conjunction ilish. Some style guides say to write milk, eggs, and
cheese; others say that milk, eggs and cheese is correct. When writing for FWU, please use
the serial comma consistently, always writing milk, eggs, and cheese.
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Using Azucar

Starting Out with Azucar

Exam writing at Free World U is donssing acustom created program, Azucar. Azucar closely
resembles our online Bulk Editor, used for flashcard productf@mu may refer to Free World

Ubs Flashcard Writing Summar y ohlioeBulkEdgot ruct i on
When you have been approved to wekam ards on behalf of Free World U, instructions for
downloading Azucar will be sent to you.

When you launch Azucar, Azucar Login
you will see a login screen
like the one to the right ECARE WORLD U
'obal education is in the cards.
The User Name and Password User Name
for Azucarare the same ones Password
you use to access your account | r—

at www.FreeWorldU.org.

It is typical to have a delay following your login, in which it may appear that your computer has
frozen. This will seHresolve as the program launches. You will then see the following screen:

=
m‘ Your Account  Admin  Window
Click Flashcardsto [ Centeiners |
access the drop dow Category Containers
TOC Editor
menu. User Flashcards

Click onContainers.

If you have been working on any exam cards, theynoi be displayed in listiew:

& Azucar - [Containers]

& Flashcards YourAccount Admin  Window -8 X

Add New Container
Your Name

CR/ Jal/ LT3/ 312/ Mid/ Grade 5/ Social Studies: Making a New 6 Numbers 14, 18, and 23. CR

Nation/ Course and Consequences of the Revolution/ States'

Constitutions

CR/ Jal/ LT3/ JI2/ Mid/ Grade 5/ Social Studies: Making a New 2 6,13, and 15 are exam guestions. CR
Nation/ Course and Conseguences of the Revolution/ Land Palicies

Container Title (includes listing of Number of cards =~ Comments (in this case, listing of
initials for those who have workedaltered in Azucar  which flashcards have exam cards
with the container) associated with them)
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If you have not bgun working on exam cards, or if you would like to begittinmg exam cards
for a new subtopic, click oAdd New Container,

| #. Azucar - [Containers]

(% Flashcards VYour Account  Admin  Window - 8 X

Add New Container

Your Name
CRY Jal/ LT3/ 12/ Mid/ Grade 5/ Social Studies: Making a New 6 Numbers 14, 18, and 23. CR
Nation/ Course and Consequences of the Revolution/ States’
Constitutions
CR/ Jal/ LT3/ JI2/ Mid/ Grade 5/ Social Studies: Making a New 2 6. 13, and 15 are exam guestions. CR
Nation/ Course and Conseguences of the Revolution/ Land Palicies

When you select Add New Container, you will need to drill down through a series of expanding
menus to get to the desired subtopi

For example, to write exam cards for tffégdade math subtopic Volume Using Units, you will
first click onThird Grade (1), which will open the subjects available in this grade level. Next
you will selectMathematics(2), then the topidvieasurementand Geometry(3), and finally the
subtopicVolume Using Units(4). When you have selected the desired subtopic, Slake(5).

. L& NewContainer = I S~

Select a subtopic:

E\" angellenae -
[ Kindergarten
- First Grade
w Second Grade
[#- Second
- dixeland
= Thind Grade < 1
[#- English/Language Ats
(- intemet
[+~ Social Skills
[#- Social Studies: Continuity and Change
=~ Mathematics < 2
¢ [ Mumber Sense
(- Algebra and Functions P
£} Measurement and Geometry 3
¢ e Metric and .S, Measurement
- Area Using Units
< 4
- Polygons —
- Polygons: Finding Perimeter
- Measuremert Conversions
-~ Measurement Conversions: Time
- Attibutes of Triangles
- Atributes of Quadrilaterals

1

- Right Angles
- Identification and Properties of 3-Dimensional Objects
- Description and Classffication of 3-Dimensional Objects 5
i+ Recognizing Object Relationship N -
Title: Volume Using Units

Comments

Note: The drill down menu for new containers follows the
same path as the flashcard subtopic published on
www.FreeWorldU.org.

‘ XCanceI | |E Save

__/ FREE WORLD U
Global education is in the cards Page |12



Writing Exam Cards Using Azucar

It can be very helpful to compose your exam questions, possible answer chaldgsisto
accompany incorrect responses in a word processing progiaisiwill allow you to effectively
check spelling and readability levels.

When your exam questions for a subtopic are composed, and you have opened the relevant
subtopic container iAzucar following the instructions above, you are ready to begin adding the
exam questions to the cards.

To begin writing exam cards in Azucar, you will click on @entainer Title for thesubtopic
container you wish tavrite for. This action will bring gu to a screen similar to the osigown
below. Notethe title of the container (the initials of those who have worked with it, followed by
the school, grade, sjdtt, topic, and subtopic name), located at the top of the screen.

& Azucar - [Container: Elementary School/Second Grade/Language Arts/Reading /Writing Strategies and Writing Applications/Evaluation and Revision]

o) Flashcards Your Account  Admin  Window

Title LT/CR/SA/LB2/Elem/Grade 2/Language/Writing Strategies/Evaluation and Revision

User Your Name Last Modified On Edit All

Edit Modified

Submit to ME
Send To User
Make Live

Comments &, 10, and 12. CR

Delete Container
Rename Container
Add Comment

Currently sorted by Position Sort by Last Modified
Title Status Last Update Question

If exam cards are prest already (for example, if you began working on a subtopic but did not
complete the exam cards and are now returning to them), the associated cards will be listed under
the headings Title, Status, Last Update, and Question.

Note: Questiorrefers to tle flashcard question associated with the exam card, not to the exam
guestion.

Whether exam cards have already been written or not, you will click on Edit All, located at the
top of the right menu, to begin writing your exam cards.

The next screen will brgnyou to the Azucar version of the online Bulk Ed{faictured on the
next page)

The Azucar Bulk Editor will automatically load with the fifishcardof the subtopic visible.
Theflashcardquestion, complete with any html additions, the answer, lmdraphic will be

visible to you. The number listed underneath the card title corresponds to the position of the live
flashcard in the subtopic.
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Azucar Bulk Editor view, showing the first subtopic flashcard displayed in Azucar (above).

Corresponding flashcard live on the Free World U website (below).
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