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Key Listening Part 4: Listen and write –Teacher’s Notes 
 

Description 

Students do a lead-in activity on spelling. They answer questions to familiarise themselves with Key 
Listening, Part 4. Finally, students do a Part 4 task. 

 

Time required: 15 Minutes 

Materials 
required: 

 Handout 
 Recording of Sample Task (Key Listening Test 2 Part 4 Recording 

available with this resource) 

Aims:  to familiarise students with Part 4 of the listening paper 
 to practise listening and writing information 

 
Procedure 

1. As a lead in, write some letters of the alphabet on the board which are difficult for your 
students to recognise and/or say. Ask some students to say and then spell their names. 
Hopefully you have some students with names which include the tricky letters. 

2. Explain that people’s names and street names in England or the USA, etc. can be difficult to 
spell. Ask students what question they should ask if they want to know the spelling. Elicit How 
do you spell it? Ask students to work in pairs. Tell them to ask each other the names of their 
dad, their mum, their grandmother and grandfather and how to spell the names. Write the 
example on the board and ask two volunteers to read it out: 

A: What’s your dad’s name? 

B: It’s John. 

A: How do you spell it? 

B: J-O-H-N. 

3. Explain that in Part 4, they have to listen and write a word, or number(s) and that sometimes a 
name is spelled out and they have to write it down. Ask what they know about Part 4. Explain 
that they are now going to discover more about Part 4 by answering some questions. Give out 
the handout (not the tapescript yet) and read through question 1 with the students. Ask them 
to do question 1 in pairs. 

4. Check through the answers (see key). 

5. Ask students to look again at the Part 4 task and think about what sort of information they 
need for the answers. Ask them to do question 2 in pairs. 

6. Check the answers (see key) and ask if anyone has any questions. Point out that although 
here the answers are a name (spelled out), a sport, a number (date), a day and a price, the 
answers to other tasks may be other things like a time, a number (of people, etc), a street 
name (spelled out) or a simple word. Ask students if it’s quicker and easier to write a number 
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as digits or as words (digits). Advise students to write numbers as digits for their answers, not 
words. 

7. Explain that you will now play the recording and that they should complete Part 4. Play the 
recording once. Ask students to compare their answers with their partner’s. Play the recording 
again so that they can check their answers. 

8. Check the answers as a class (see key). Ask them to spell the answer to question 16. Point 
out that if the word is not spelled out, recognisable spelling is accepted, except with very high 
frequency words, e.g. bus. If a word is spelled out, it must be spelled correctly to get a mark. 

9. As a round up, ask students how they felt while they were doing this task. Was it easy or 
difficult? It is important to make sure students feel confident about doing this task as it’s the 
first task on the listening paper where they have to write words or numbers for the answers. 
Doing a note-taking task may worry some students. However, point out that if they know the 
alphabet, they can do the answer which is spelled out. Also point out that the cues for the 
answers mirror the tapescript and this guides the students through the task. The questions 
follow the same order as the information on the recording. 

 
 

Key to handout: 

1 

a) Two: it’s a conversation. Point out to students that Part 4 is always a dialogue and the dialogue is 
in an informal or neutral context, for example, between friends, in schools, etc. 

b) They are at a sports centre. Point out that sometimes the conversation can be on the phone. 

c) There are 5 questions. 
 

2 

16 D: a person’s name 

17 E: a sport 

18 B: a number 

19 C: a day of the week 

20 A: a price 
 
 

Key to sample task: 
16 LAWLOR 

17 tennis 

18 7(th) 

19 Monday(s) 

20 (£) 3.75 
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Suggested follow-up activities: 

1. If you want students to practise using the answer sheet, photocopy it from the Key Handbook 
and ask the students to write their answers in pencil in the spaces for the questions for Part 4. 

2. Hand out the tapescript. Ask students to find the information for the answers in the tapescript 
and to underline it. Check it. Play the recording again, asking the students to listen and read at 
the same time. 

 
 

Answers: 

Mary Hello, I'd like to learn a new sport here. Could you give me some information please? 

Man Of course. Could I have your name, please? 

Mary It's Mary Lawlor. 

Man How do you spell your surname? 

Mary L A W L O R. 

Man Thanks. Now which sport do you want to do? 

Mary What is there? 

Man Well, we've got volleyball, basketball, tennis, golf ... 

Mary Last year I played basketball so this year I'd like to do something different, tennis, I think. 
When can I start? 

Man Let me see (reading). The next volleyball course starts on the third of September; and, here 
we are, tennis on the seventh. There's room for six more people. 

Mary I'd like to play once a week. Which day can I come? 

Man Lessons are on Mondays and Fridays. 

Mary Monday is better because on Fridays I usually go out with my friends. I've just got one more 
question. How much do I have to pay? 

Man It's three pounds seventy-five a lesson, and it's five pounds for a key to the changing room. 

Mary That's fine.....(fade) 
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Key Listening Part 4: Listen and write – Sample Task 
 
 

1. Look at the Part 4 task and answer these questions. 
 

a) How many people will you hear on the recording? 
 

b) Where are the people? 
 

c) How many questions do you have to answer? 
 
 
 

2 Read questions 16-20. What information do you need for the answer? 
 

Match the question with the information you need for the answer. 
 

Question Information for answer 
16 

 
17 

 
18 

 
19 

 
20 

A a price 
 
B a number 

 
C a day of the week 

D a person’s name 

E a sport 

 
 
 

3 Now listen and answers questions 16-20. 
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Part 4 
Questions 16-20 

You will hear a conversation at a sports centre. 

Listen and complete questions 16-20. 
You will hear the conversation twice. 

 
 
 

DUXFORD SPORTS CENTRE 
 

First name: 
 

Mary 

Surname: 16  

   

Sport: 17  

   

Starting date: 18    September 
   

Day: 19  

   

Cost of a lesson: 20 £ 
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