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TASK 1 
HOW TO END A CONVERSATION POLITELY 
 
ANSWER BOX   

EXTRACTS 0 1 2 3 4 5 6 7 8 9 

STATEMENTS K D F C M G J L B I 

 

TRANSCRIPT 

K. TIPS TO FINISH CONVERSATIONS NICELY 
0. So we're gonna’ to talk about ways that you can end these conversations politely.  
 
D. COMMUNICATION IS A BIDIRECTIONAL PROCESS 
1. Number one, you have to end on your turn. So, in a conversation, there's a back and forth dynamic to 
communication. And when you want to end the conversation, you do it when you're already talking. You can't 
interrupt the other person because that will not come across as polite, that's an interruption. So, you fight for some 
talking turn, say what you have to say, and then during that talking turn, you signal that you're ending the 
conversation. You have to end on your turn. All the rest of the tips flow from this concept.  
 
F. LET THEM KNOW HOW LONG IT SHOULD BE 
2. Tip number two, set a time limit. Somewhere in the conversation, you have to indicate how much time you 
have to talk. You may do it at the very beginning of the conversation and say, “hey, it's good to see you, Steve, 
I've got about 5 minutes to talk, what's up?” Or you can do it somewhere in the middle of the conversation. You 
might say something along the lines of, “I have about one more minute before I have to go but let me finish with 
this thought.” And somewhere in there, you're signaling the time. And then they hear, “oh, okay, this conversation 
is going to end”. And that's the way normal people do this. They let you know that they have about a certain amount 
of time, and then they end the conversations. This is going to be familiar to people.  
 
C. BODY LANGUAGE CAN PROMPT THE END OF THE CONVERSATION 
3. The third thing you want to do is like a little secret technique. You pack up your stuff. This is a non-verbal way 
to show them that you are leaving and moving on to the next thing. So, you start putting things in your bag. You 
get your keys out, you put your coat on. This shows them, “oh, something's changing here, Alex is about to leave.” 
So that's a non-verbal signal that shows, it’s reinforcing the fact that you're leaving verbally. You already 
said you're going to leave, you have about a minute left or so and then you put your stuff on, you're committing to 
this non-verbally. By the way, these are called “leave-taking behaviors”, and this is what we all do naturally when 
we're about to go. And so, these cues are really powerful to most people. They will pick up on them.  
 
M. YOU ARE NOT BEING TACTLESS BY DOING THIS 
4. The fourth thing you want to do is tell them that you have to go. So, you have to use phrases that they're used 
to hearing, like, “I've got to run,” “I've got to get going.” Those are phrases that signal once again that you're going 
to go. A lot of times people even feel like just saying that feels rude, but I assure you this is just common 
phrases that, wrapped into the other tips, they're going to understand that this means you're gonna’ go. 
 
G. REALLY, IT’S NOT YOU; IT’S ME 
5. The next tip you want to do is tell them what you're about to do next. And you don't want to be too specific. Keep 
it nice and concise. But if you say things like, “I have a meeting to go to,” or “I have some projects that I've got to 
get back on,” or “I'm a little behind on some work,” then they'll know that “oh, he's not just abandoning my, this 
conversation because he doesn't like me, he's going because he has something else to do.” 
 
J. SHOW THEM SOME GENUINE KINDNESS 
6. So, the tip after that is to use politeness. This is what we do when we like a conversation with someone, when 
we're happy that we've seen them. We say toward the end of it, “it was really great catching up,” “I'm so glad I 
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bumped into you.” “This is a great conversation.” Now, of course, you want to be honest, but pick something that 
is honest and is true to who you are and express that politeness to them, because that shows them a little 
bit of respect.  
 
L. USE EXPRESSIONS TO ROUND OFF THE CONVERSATION 
7. Also, this is the way we signal that we're wrapping up normally, so, again, it will be familiar to them and it'll set 
off those cues for them: “oh, I guess we're wrapping up.” Like if somebody says, “it was so great catching up with 
you,” “I'm so glad I bumped into you,” we don't normally say that at the beginning of the conversation, we 
say it toward the end. And so that'll let them know, yet another way, that the conversation is ending. 
 
B. BE FIRM BUT POLITE 
8. And the last thing you want to do is to apologize and repeat. Now, you wanna’ say, if they're stubborn and 
they're not breaking off, you wanna’ say, “I'm really sorry, but I do have to get going” or “I apologize, but 
I've got to go to my meeting now.” A lot of times people need that little extra reinforcement toward the end. 
And by the way, saying you're sorry real quickly or apologize, you don't want to drag it out, make too a big a deal 
of it. But this is the way people talk in a normal kind of polite conversation. They say little phrases like that. It doesn't 
mean you've actually done something wrong that you need to apologize for. It's just a way, once again, to signal 
that you're trying to be respectful to that person. 
 
I. SET THE KINDS OF LIMITS YOU NEED TO 
9. Now let me reassure you that if you do these techniques or even some of these techniques, you will come 
across as polite. A lot of times when we're maintaining a boundary, we feel like just maintaining a boundary around 
our time, around our energy and our focus, that's impolite. But the truth is that only you can maintain your 
boundaries. Other people are not going to do that for you. And if you're routinely getting painted into a corner in a 
conversation by somebody, they need a reminder of where that boundary is. And if you do it politely, they should 
respect it, their feelings are not going to be hurt if you handle it this way. 

(Adapted from: youtu.be/LgRf1WU3li4, 15/12/22, 5:04 minutes) 

TASK 2 
YOUR IDENTITY IS YOUR SUPERPOWER 
 
ANSWER BOX  

0. she was 15 

10. in broken English 

11. her identity 

12. a chance 

13. a/the white role 

14. losing a job 

15. less value 

16. courage to question 

17. superpower 
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TRANSCRIPT 

When I was 15, I got my first professional audition (0). It was a commercial for cable subscriptions or bail 
bonds, I don't really remember, but what I do remember is that the casting director asked me, could you do that 
again? But just this time, sound more Latina. It took me most of the car ride home to realize that by sound more 
Latina she was asking me to speak in broken English (10), and I couldn't figure out why, the fact that I was an 
actual, real life, authentic Latina didn't really seem to matter. 

Anyway, I didn't get the job, I didn't get a lot of the jobs people were willing to see me for. The gangbanger's 
girlfriend, the sassy shoplifter, pregnant, chola number two. These were the kinds of roles that existed for someone 
like me, someone they looked at and saw as too brown, too fat, too poor, too unsophisticated. I kept receiving the 
same message again and again and again that my identity was an obstacle I had to overcome (11). And so, I 
thought, “come at me obstacle” I'm an American. My name is America. I trained my whole life for this. I'll just follow 
the playbook. I'll work harder. I stayed out of the sun so that my skin wouldn't get too brown. I straightened my curls 
into submission. I constantly tried to lose weight. I bought fancier and more expensive clothes also, that when 
people looked at me, they wouldn't see a too fat, too brown, too poor Latina. They would see what I was capable 
of and, maybe, they would give me a chance (12). Just a few years ago, my agent called to explain to me why I 
wasn't getting a role in a movie. He said “they love you and they really, really do want to cast diversely, but the 
movie isn't financeable until they cast the white role first.” (13) 

I went through this process for years of accepting the failure as my own and then feeling deep shame that I couldn't 
overcome the obstacles. But this time I heard a new voice, a voice that understood my tears and my pain 
were not about losing a job (14). They were about what was actually being said about me, what had been said 
about me my whole life by executives and producers and directors and writers and agents and managers and 
teachers and friends and family, that I was a person of less value (15). I couldn't change what a system believed 
about me while I believed what the system believed about me. And I did. I, like everyone around me, believed that 
it wasn't possible for me to exist in my dream as I was. And I went about trying to make myself invisible. 

What this revealed to me was that it is possible to be the person who genuinely wants to see change while also 
being the person whose actions keep things the way they are. Change will come when each of us has the 
courage to question our own fundamental values and beliefs (16) and then see to it that our actions lead to 
our best intentions. 

I am just one of millions of people who have been told that in order to fulfill my dreams, in order to contribute my 
talents to the world, I have to resist the truth of who I am. My identity is not my obstacle. My identity is my 
superpower (17). I, for one, am ready to stop resisting and to start existing as my full and authentic self. 
 

(Adapted from: youtu.be/XQJhRDbsDzI, 15/12/2022, 4:17 minutes) 

 
TASK 3 
THE POWER OF THE ENGLISH CROWN 
 
ANSWER BOX  

QUESTIONS 0 18 19 20 21 22 23 24 25 

ANSWERS A B C A B B A C A 

 
TRANSCRIPT 

The passing of Queen Elizabeth II has brought the British monarchy into focus. And while most people are 
familiar with the fanfare that surrounds the monarch ceremonial role, what you might not know is the 
extent of some of the perks and powers that come with it (0). There are some odd ones, such as not 
needing a passport or a driver's license and the fact that they can't be prosecuted under civil or criminal law. 
There are some unfair ones, like not having to pay inheritance tax, even on an estate valued at tens of 
millions of pounds. And then there are those that sound unlikely to be used, such as to call an election or 
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even to choose the Prime Minister (18). There's also the fact that the monarch signs in all new laws, but 
the Crown doesn't have any real power, right? 

The Crown does not meddle in the affairs of Parliament. That is the cornerstone of Britain's system 
of constitutional monarchy (19), or at least it's supposed to be. Many people are unaware, but the monarch 
and their heir have the right to see all draft laws that might affect their personal interests, sometimes even 
before our elected representatives have seen them. So, this can include anything that might affect any of the 
private assets owned by the royal family, such as the Duchy of Lancaster or the Duchy of Cornwall, a portfolio 
of lands, properties and assets with a combined worth valued over 1.6 billion. 

Under Queen Elizabeth II, this right was called Queen's consent. It will now be known as King's Consent. 
But this consent goes further than simply viewing draft laws. The monarch can request that the 
government change parts of the laws that might affect them (20).  

In 1968, the palace negotiated controversial clauses in the Race Relations Act, exempting the Queen and 
her household from laws that prevent race discrimination. The palace argued in confidential documents that 
as senior posts within the Duchess of Lancaster and Cornwall were not advertised, they would 
therefore be outside the scope of the bill (21), and that in clerical and office posts it was not the practice 
to appoint colored immigrants or foreigners. The palace achieved its goal before the bill even reached its 
second reading in Parliament. It had gained an exemption which grouped it, with the diplomatic service, in 
such a way that it wouldn't appear it was trying to make itself a special case. Furthermore, complaints would 
not go to court, but would be privately dealt with by the Home Secretary (22). This exemption extended 
to later acts, including the Equal Pay Act of 1970 and the Sex Discrimination Act of 1975. 

Consent was also used in 1992 by the then Prince Charles to pressure John Major's government (23) 
into exempting the village of Newton St. Louis from a leaseholder reform Housing and Urban Development 
Bill. The Duchy of Cornwall owned the village, and the bill would have given tenants the right to buy their 
homes. Prince Charles was against the idea, and a government memo stated: “it has been made clear to me 
that if the government wishes to press ahead on this issue, The Prince will wish to discuss it at the highest 
levels.” The government was keen to avoid a standoff with The Prince and to keep his interjections out of the 
public eye. Ultimately, government ministers backed down and Newton St. Louis was exempted, thus barring 
the tenants from the right to buy their own homes. The prince's interference in the law only came to light 
in 2020 (24). 

Britain prides itself on its parliamentary democracy, delivering the will of the people. And yet, at the heart of 
power, the monarch and their heir are able to pressure governments into changing legislation without 
the knowledge of the people (25) or their elected representatives. This is reinforced by the fact that the 
royal household has an exemption from the Freedom of Information Act. Since Britain doesn't have a written 
constitution, it relies on those in power to merely act above board and to not exploit political conventions for 
personal gain. As things stand, The Monarch has a lot more power than their subjects realize. 

(Adapted from: youtu.be/pbixAzhDLrU, 15/12/2022, 4:14 minutes) 


