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Style Guide 

Candidates are assessed on the basis of both knowledge and writing technique (see 

Sample Report Form available on Speech New Zealand website). This style guide is 

intended to assist candidates and their teachers best to prepare for online written 

examinations and research assignments, at all levels. In brief: 

1. Understanding the question is of vital importance (p.2). The most common 

reason candidates do not achieve the standard is that they have not responded 

fully to the question. Candidates are advised to read the question thoroughly 

and ensure that the terms, scope, and balance of the question are properly 

understood.  

 

2. Consult the learning criteria (p.3). Questions are set to according to the 

learning criteria outlined in the relevant syllabus. Candidates would be well-

advised to consider these learning criteria, not only in developing readiness to 

sit the examination/prepare the assignment, but also in reviewing the question. 

(N.B. – Questions may cover any or all learning criteria for the relevant paper.) 

All syllabi can be found online at https://www.speechnz.co.nz/examinations/ 

 

3. A formal essay style is expected (p.3).  Candidates should use formal 

language, avoiding contractions, colloquialisms, and personal pronouns 

(unless the question requires it). 

 

4. A logical structure is expected (p.3). Candidates should outline their 

response to the question and the points that they will cover in their opening 

paragraph (introduction).  Paragraphs should follow a basic structure with an 

opening statement that responds to the question. A conclusion to the response 

is helpful. (Please note: while candidates may consider it useful to plan their 

work, the examiner does not consider this when deciding the grade.) 

 

5. Credible examples strengthen an answer (p.4). Candidates are encouraged 

to consult published, reputable sources in developing their response. These 

should be appropriately referenced (see – Referencing Guide). 

 

6. Candidates are strongly advised to leave time to proof-read their work 

(pp.4-6). Spelling and grammatical errors are problematic when they become 

intrusive. It is of vital importance that all technical terms are spelt correctly, as 

correct usage of these terms demonstrates the candidate’s knowledge. 

Americanised spelling should also be avoided.  

Each of these statements is covered in more detail below. 

https://www.speechnz.co.nz/examinations/
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1. Understanding the question is of vital importance 

Candidates are advised to take the time to ensure that they thoroughly understand 

what the question is asking and to ensure that the terms, scope and balance of the 

question are properly understood. The most common reason candidates do not 

achieve the standard is that they have not responded fully to the question, whether by 

misinterpreting it or by not providing enough weight to each element of the question.  

Common keywords used in Speech New Zealand examinations are listed below: 

Analyse: Examine in detail. Usually involves taking prose or poetry “apart” to find its 

constituent elements, to find out how particular and general effects have been 

achieved. 

Comment on: Provide explanatory notes; give supported opinions. 

Compare/contrast: To compare means to show similarities; to contrast means to 

show dissimilarities. These terms are frequently used in conjunction. 

Consider: Write about all aspects related to the topic and give an opinion. 

Define: Declare the exact meaning, or scope of a term. 

Demonstrate: Show, by using examples. 

Describe: Put into words the characteristics of the term. 

Discuss: Consider the advantages and disadvantages posed by a problem or 

statement. It also calls for the reasons on which given opinions are based.  

Evaluate: Show if you agree or disagree with the statement and support opinions with 

reasons and examples. 

Examine: Analyse in detail all aspects related to topic. 

Explain: Make known in detail. 

Illustrate: Examples must be given to support opinions offered. 

Justify: Explain your position and give reasons to validate it. 

Outline: An outline must provide sufficient information for the examiner to understand 

the plan proposed. Such devices as diagrams or flow-charts may be used, if 

appropriate, for clear exposition of intent. Examples from texts should support such 

methods.  

Suggest: Demonstrate practical experience, imagination, creativity and thorough 

understanding, proposing methods of approach to particular problems or issues. 

Be sure to give equal weight to ALL parts of the question. It is often tempting to provide 

generalised information, but this should be brief while the focus remains on answering 

the question posed. 

Candidates may also wish to refer to the syllabus glossary to clarify terms or define 

them within the response. 
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2. Consult the learning criteria. 

All questions are designed to test knowledge of the relevant syllabus’ learning criteria. 

Any or all of these criteria may be covered by the question. Candidates should ensure 

that the response fully covers the question with these criteria in mind. 

The glossary may provide clarification when uncertainties arise. 

 

3. A formal essay style is expected 

It is important that the formal tone of the response is preserved, by avoiding the usage 

of the personal pronoun where the question does not require it, colloquialisms (e.g. – 

use ‘children’ rather than ‘kids’), and contractions (e.g. – use ‘does not’ rather than 

‘doesn’t’), etc. 

 

4. A logical structure is expected. 

There is no prescription for the type of structure a candidate uses, and a candidate 

should not become preoccupied by the structure or allow it to dominate the response. 

Rather, ideas should be arranged in a logical way so that the reasoning can be clearly 

followed. 

Candidates will achieve this by outlining their response to the question and the points 

that they will cover in their opening paragraph (introduction).  Paragraphs should follow 

a basic structure with an opening statement that responds to the question. A 

conclusion to the response is helpful. 

A strong introduction/opening paragraph will: 

i) State what is going to be covered in the body of the essay and in what order 

it is to be written about; 

ii) Use the words of the question wherever possible; and, 

iii) Avoid the first person singular (e.g. use ‘This essay will explain’ rather than 

‘I will explain’). N.B. – This does not necessarily apply to questions that ask 

things such as “How would you achieve…” 

Groups of ideas should be organised into paragraphs. Some useful paragraph 

structures include: 

i) T.E.D.S – Topic sentence; example; detail; summary.  

ii) S.E.X.Y. – Statement; explanation; example; your perception. 

iii) T.E.D.E.E. – Topic sentence; example; deconstruct example; explain; 

evaluate. 

The final statement of each paragraph can be used to link this paragraph to the next 

paragraph. 
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The overall structure as well as the structure of the individual paragraphs, as well as 

the response more generally, can be simply put as: tell them what you’re going to tell 

them/tell them/tell them what you’ve told them.  

 

5. Credible examples strengthen an answer. 

In general terms, credible examples (i.e. – from published, reputable sources) will 

strengthen an answer. However, candidates should ensure that their response is 

crafted to the demands of the question. (e.g. – Questions that seek to elicit a response 

about the candidate’s teaching practice will necessarily require a large amount of 

material from the candidate’s own perspective. Questions about teaching philosophy, 

by contrast, would benefit from the inclusion of relevant sources.) 

Whenever material is presented that is not the candidate’s own original thought, it 

should be referenced. Any acknowledged, consistent referencing system is accepted, 

although the latest APA format is preferred. Candidates should consult the 

Referencing Guide available on the Speech New Zealand website.  

 

6. Candidates are strongly advised to leave time to proof-read their work. 

It is imperative that time is allowed for proof-reading the response. Be sure to read 

what has actually been written, rather than what was intended to be written. While 

examiners are not ‘nit-picking’, repeated misspellings, improper punctuation, or 

grammatically incorrect sentences disrupt the flow of what has been written and thus 

effect the quality of the response. 

i) Punctuation 

Proper punctuation is essential for the sense of the candidate’s submission. It also 

demonstrates proficiency. 

Every sentence must start with a capital letter and end with a full-stop. All proper nouns 

should be capitalised. Commas are metaphorical or literal ‘breathing spaces’ in a 

sentence. (Please note: SNZ makes no prescription for the Oxford Comma.) The colon 

(:) acts as a pause that introduces related information. It can be used to introduce a 

list or present a conclusion. The semi-colon (;) represents a break within a sentence 

‘stronger’ than a comma, but less final than a full-stop. They may be used to separate 

items in a list where commas are also required, and to link closely-related sentences. 

It is preferred that candidates use a hyphen to connect two words when this enhances 

a reading of the script (e.g. – as in ‘closely-related’ above).  

Candidates are encouraged to use full-stops with abbreviations and titles (e.g. – ‘N.B’., 

‘i.e.’, ‘Ms.’, ‘Dr.’) Full stops should come within a bracket/quotation mark when an 

entire sentence is contained within, and outside of the bracket when it includes only 

part of the sentence: e.g. – ‘(This was not the opinion in years to come.)’ vs. ‘This was 

not the opinion in later years (when a thoroughgoing modernism had subsumed this 

view).’ 
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Double quotation marks should be used to show that you are quoting from referenced 

material. If a common phrase or example that requires inverted commas is used, 

candidates may prefer to use the single inverted comma.  

 

Apostrophes are important in ensuring the sense and flow of presented work. They 

may be used: 

1. In place of a letter, making it a shortened form of two words (e.g. – ‘it’s’, instead 

of ‘it is’). 

2. To show possession: ‘the girl’s pen’ (the pen belonging to the girl), ‘the girls’ 

pens’ (the pens belonging to the girls). N.B. – in the plural use, the apostrophe 

comes after the ‘s’.  

a. If a word is already plural (e.g. – children), it is used before the ‘s’ (i.e. – 

‘the children’s pen’) 

b. Sometimes, if a word ends in ‘s’, the apostrophe is used directly after the 

‘s’ to denote belonging to (e.g. – ‘Jones’ pen’. This avoids the rather ugly 

‘Jones’s pen’.) 

3. The apostrophe is not used in the possession of ‘it’ (e.g. – ‘its lid’). 

4. In temporal expression (e.g. – ‘one day’s work’, ‘two weeks’ notice’). 

Abbreviations should be written out in full at their first usage, with the abbreviation 

following in brackets. This abbreviation need not include full stops. (e.g. – ‘Speech 

New Zealand (SNZ)’. Thereafter, the abbreviation may be used in-text.  

 

ii) Spelling 

It is critical to spell technical terms, including authors’ names, correctly. This 

demonstrates the candidate’s knowledge. Other common misspellings should also be 

avoided. Americanised spellings are not accepted. This includes terms that include 

the American ‘z’ instead of the New Zealand ‘s’ (e.g. – ‘realise’, not ‘realize’) and omit 

the New Zealand ‘u’ (e.g. – ‘colour’ not ‘color’). Remember also that in New Zealand 

English, ‘practice' is the verb; ‘practise’, the noun (similarly with ‘licence/license’, 

‘defence/defense’). 

iii) Grammar 

Sentences should be complete and properly constructed. Consider: 

1. Concord – Where the subject is singular/plural, the verb is the same (e.g. he 

writes vs. we write). 

2. Tense – Whichever tense you start to write in should be continued wherever 

possible (i.e. – maintain verb tense, writes/wrote/has written/will write). The 

exception to this may be in the introduction where future tense may be used 

(e.g. – “this essay will show…”). 

3. Avoid: 

a. Absolute modifiers (e.g. – very unique, absolute best). 
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b. Split infinitives – this occurs when an adjective is inserted between two 

parts of a verb. The most famous is Star Trek’s “to boldly go”, which 

should read “to go boldly”. 

c. Dangling prepositions – preferably, sentences should not end in 

prepositions or incomplete prepositional phrases (e.g. – ‘which the 

student thought of’ vs ‘of which the student thought’). 

d. Tautologies (e.g. – ‘Continuing on’). 

e. Replacing: 

i. ‘have’ with ‘of’ (e.g. – he has got to have it done rather than he 

has got to of done it) 

ii.  ‘who’ with ‘that’ (e.g. – the person who ate the apple rather than 

the person that ate the apple). 

It is important to know when to use: 

1. That vs. which – ‘that’ is used when the sentence needs the phrase beforehand 

to make sense; ‘which’ is used when the sentence could stand alone and 

should be used after a comma. 

2. Who vs. whom – who is the subject vs. whom is the object (i.e. – who is doing 

what to whom?). 

3. You and me vs you and I – Take out the word ‘you’ to see what sounds correct 

(e.g. – You and I went to the show rather than me went to the show vs. The 

man will listen to you and me rather than the man will listen to I). 

4. Fewer vs. lesser – Fewer should be used for single items, lesser for a group 

(e.g. – fewer people but a lesser crowd). 

5. Digits vs. numbers – numbers up to nine should be written in words; from 10 

on in figures. When starting a sentence with a number, it should be written as 

a word; in a sentence, it should be a figure (e.g. – “Fifteen years’ ago, a poet 

blogging was virtually unheard of” or “It was virtually unheard of for a poet to 

be blogging 15 years’ ago.”). 

6. However – This should be used as a modifier/intensifier at the beginning of a 

sentence, followed by a comma; at the end of a sentence following a comma; 

it may also be used after a semi-colon with a comma following it. 

7. Conjunctives such as “but” and “and” – These are usually used in order to turn 

a simple sentence into a compound sentence and should not be used to start 

a sentence. 

 

 

  


