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About this Manual

This Manual contains important information about: 

· Tester availability and scheduling protocol
· Conducting the Oral Proficiency Interview 

· Rating the speech sample 

· Reporting the rating
· Submitting invoices to LTI

· Appropriate testing procedures and protocols

There are three Appendices included with this Manual:

· Appendix A-Forms and Other Tester Documents 

· Appendix B-The Internet Utility Manual

· Appendix C-The Internet Voice Recording (IVR) Manual

Please carefully read the contents of this document and acknowledge receipt and understanding of the material contained herein by signing both copies of the “Receipt and Acknowledgement of ILR Qualified Tester’s Test Procedures and Protocol Manual” (See Appendix A) and returning one copy to ACTFL for our files. 
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Foreword

Congratulations on successfully completing ACTFL/ILR OPI Tester training and welcome to the corps of ACTFL/ILR Qualified OPI testers! You are one of a very select group of individuals who has demonstrated the ability to administer oral proficiency interviews, and reliability rate according to the ILR Language Descriptors for Speaking. 
Very soon you will receive a “New Tester Memo” from LTI, the ACTFL Testing Office. LTI handles all scheduling, administration rating and reporting for all ACTFL tests. The “New Tester Memo” will provide you with your tester log-in and password and an individual Tester IVR access code. This information will make it possible for you to begin testing and second rating through LTI.
As a Qualified ACTFL/ILR OPI Tester, you must be aware of the following important information:

· Only currently Qualified ACTFL/ILR OPI testers in good standing may conduct official ACTFL OPIs. 

· ACTFL/ILR Qualified OPI Testers are Independent Contractors, who are contracted on a "per-interview" or "per-project" basis to perform official OPIs, second ratings, arbitrations, and other special projects.
· ACRFL/ILR Qualified OPI testers are NOT employees of ACTFL or LTI.  

· Qualified testers may be contacted to perform assessments and other projects based on expressed availability and willingness to do the assignment.

· All Testers working as independent contractors must submit an invoice on letterhead to LTI, in order to receive payment. LTI will pay testers only upon receipt of an invoice on letterhead of the Tester. (A sample invoice form is included in Appendix A) LTI payment terms are 30 days from receipt of invoice. Checks are issued on the 15th and the end of each month.
I.     ACTFL/ILR Qualified OPI Tester Availability and Scheduling of Proficiency Assessments

A.  Tester Availability
Each month, ACTFL/ILR Qualified OPI Testers are expected to communicate their availability for testing and second rating for the following month.  Tester availability can be communicated through your individual tester home page (see Tester Availability message) and/or by going to http://www.languagetesting.com/tester/index.cfm yolivares@actfl.organd entering the days and times when you will be available.  Each month you will receive an email from , reminding you to submit your availability for the next month.   Remember, you will not be scheduled for work if you do not submit your availability each month.
B.  Scheduling Telephonic Interviews
An LTI Test Coordinator from the ACTFL Testing Office will match a client's request for an OPI with the tester’s availability. The Test Coordinator will call or email the tester to offer her/him the opportunity to conduct the test.  If the tester accepts the test request, the Test Coordinator will give the tester the following information:

· The day and time of the interview

· The candidate's name

· The name of the client (Fort Bragg, Secret Service, etc.)

For most ACTFL/ILR testing, the Tester is required to place the call through the IVR system to conduct the OPI.  
· Test Coordinator sends the Tester an IVR Call Candidate Form 
· This form details the candidate name, ID info and the number to call 877-314-7042 (see IVR Tester Manual in Appendix C) to conduct the OPI. 
· As a back-up, (if the IVR system is not available) LTI provides the Tester with a phone number to call the candidate directly. In such situations, a calling card number is included on the “Call Candidate” form. 

If at any time a tester needs to cancel or reschedule an appointment, the tester should call or e-mail the LTI Test Coordinator immediately.  Tel: 1-800-486-8444 ext.112 or ext. 115; Email: willette.mccurdy@languagetesting.com
Access to Tester information including the Tester Schedule, individual Test access codes, as well as the ability to listen to and report test ratings are available for testers on LTI’s Tester Utility website.  A Login and Password is required for entry into the site.  A Tester Access number is required to use the system for listening, rating, and reporting ratings. 

II.      Preparing to Conduct an OPI

A. 
Digital (IVR) recording of Interviews
The automated IVR system will record all tests digitally that are placed through the IVR Call Center. Additionally, all tests must be manually recorded on cassette tapes as a back-up to the IVR system. 

B.
Tape Recording of Interviews

· The Tester is responsible for recording the OPI as a back-up to the IVR recording.  The Tester is to make his/her best efforts to produce a clear, complete recording of each OPI* 

· Tester should use only 1 cassette tape per interview

· Testers will be notified by LTI in the event that the cassette tape needs to be forwarded to LTI. All tapes should be held for 90 days. If not called for, tapes can be reused or recycled

· Each cassette must be clearly marked with the name of the candidate, the date of the interview and the name of the client

· Do not write the rating on the tape or on the case

* Please note that for audio-recording of OPIs, a tester needs the following equipment and supplies:

1. Tape recorder with a separate microphone jack (provided during Phase II workshop)

2. A telephone coupler, for connecting the telephone to the microphone jack of the tape recorder (provided).  It is necessary to insert the telephone wire into the coupler, and the coupler wire into the telephone.

3. A hard-wired telephone with jacks which can be unplugged either at the handset or the base of the telephone, supplied by tester. 

4. A supply of fresh batteries or AC plug 

5. A supply of blank tapes (send receipt to LTI for reimbursement)

6. A supply of blank “Tester Interview Review Grids” for recording notes while conducting the OPI

7. All other supplies are to be supplied by the tester

  C.
Before Conducting a Telephonic OPI
· Be certain to conduct interviews in quiet, private room where you will not be disturbed.  
· Unless notified to the contrary all tests will be recorded digitally through IVR Call Center. 

· All tests must also be recorded on cassette tapes as a back-up.
· Have your Tester Binder open to: 

· OPI introduction page 

· Test Format

· Role Plays

· Preludes 

· Be certain your cassette recorder is working and contains a cassette tape.

If you detect any telephone problems, problems with the IVR system or recording

equipment or any other mechanical failure, which prevents you from conducting the 

Interview or making a clear recording of the interview, call the Test Coordinator 

immediately at 1-800-486-8444 Ext. 112. If you get a voice message, transfer to 

Ext. 310. 
III. Beginning the Oral Proficiency Interview 

At the appointed time, you will call the client at the telephone number you have been given for the OPI using the IVR system (or the calling card number if instructed to place the call directly.)  

Once connected with the client:

· Identify yourself to the Test Proctor.  
· A Test Proctor must introduce all telephone candidates; the candidate may not introduce him/herself unless you have been given special instructions to the contrary (e.g. for Secret Service you will call the candidate directly and use ID info – birthdates and/or badge numbers- to verify the candidate’s identification.)

· If you call at the appointed time and there is no answer, keep trying for 5 minutes and then call LTI immediately at, 1-800-486-8444 Ext. 112. If you get a voice message, transfer to Ext. 310. 

· The test will be recorded by the IVR system as soon as the call is connected. 
· For the “back-up” cassette recording, press the record button to start recording as soon as the candidate is ready.  
· In English, ask the candidate to state his/her full name and the last four digits of the social security number. (Be certain that this part of the interview is recorded on the cassette) 

· Read in English, the OPI Introduction (See Appendix A). 
· After reading the introduction, ask the candidate if she/he has any questions.  You may answer questions related to test format, for example: “How long will this take?” or What if I do not understand a particular word or question?”

· For any questions related to test outcome or rating; for example: "When will I know the results of this test?", or “What rating do I need in order to pass?” -  have the candidate direct all questions of this nature to the Test Proctor.  
· When the test candidate indicates that he/she has no additional questions, begin the OPI.
· Begin with a thorough warm-up, and follow the prescribed test format as contained in the OPI Test Format document.  
· Have a blank Tester Interview Rating Grid available so that you can jot down notes in the appropriate sections during the interview.  A sample Grid is included in Appendix A.  
IV.
Conducting the Oral Proficiency Interview
A.
ACTFL/ILR OPI Testers are expected to conduct all assessments with professional integrity.

· Maintain an impartial and professional attitude at all times.

· Encourage candidates to perform to the best of their ability. Do not coach, provide vocabulary, or help in any other way. 

· Avoid any form of favoritism or prejudice either in interviewing or rating.

· Do not ask questions or make comments that might be construed to be insulting, suggestive or embarrassing. 

· Maintain confidentiality regarding the content, comments, and initial rating of an interview. Ratings and comments are only to be communicated to the ACTFL/LTI Testing Office.

B.
Follow the required ACTFL/ILR OPI Test Format. 
· The goal of every interview is to produce a ratable sample of speech, which clearly demonstrates the candidate’s “floor” and “ceiling.”

· Testers are required to follow the prescribed ILR OPI Test Format. 
· Role-Plays:  With the exception of 0+ interviews, all OPI’s require one or more role plays. 
· Testers are required to use the approved L3 and L4 Preludes contained in the Tester Binder.

· Preludes created by individual testers must be approved by ACTFL prior to use in an OPI. 

C. 
Pursue topics related to content and areas of interest that are volunteered by the candidate.  

· Warm-up topics should focus on autobiographical information, educational background, work or profession, interests, hobbies, etc.
· The tester’s role is to develop topics that are of interest to the candidate so that the candidate is engaged in the discussion naturally and spontaneously.
· Topics to pursue (if previously mentioned by the candidate) include: 
Education, work experiences, future career ambitions, consumerism, customer service, sports, exercise, the workplace in the 21st Century, innovations, urban, suburban, rural communities and lifestyles, transportation, traffic, ecology, the environment, industry (financial, service, manufacturing), classical culture, art, music, popular culture, TV, movies, fashion, technology, computers, hobbies, special interests, food, diet, entertainment, pets, automobiles, tourism, travel, science, medicine, history, etc.
D.   
Testers must avoid the initiation, encouragement, and discussion of topics of a personal or highly inflammatory nature.

· There are certain questions requesting personal information that Testers are prohibited by law from asking during an oral interview.  These are questions regarding:

· Age, sex, race, color, religion, national origin, sexual preference, marital status, health, political point of view.   

· Highly controversial topics (volunteered by the candidate) must be handled with sensitivity.  Testers should avoid discussions of such topics when the topic appears to make the candidate uneasy or the direction of the discussion may be misinterpreted by the candidate. Topics that fall into this category include some of the following:   

· Abortion, gun control, racism, immigration laws, corporal or capital punishment, homosexuality, religion, war, political point of view, etc.

· A summary of “Topics to Pursue” and “Topics to Avoid” can be found in Appendix A of this Manual. Please familiarize yourself with these topic recommendations and restrictions.

E.
Testers should observe basic interviewing courtesies.
This is a formal assessment. Testers should give undivided attention to each candidate. Therefore, during the interview observe the following courtesies:

· Do not interrupt the interview in order to speak to anyone else or for any other reason.

· If you have call-waiting, disable it for the duration of the test. If you are unable to disable, do not respond to call waiting, and do not put the candidate on hold to answer your call-waiting. 

· Do not eat, work on the computer, wash dishes, open cabinets or engage in any other activity while you are interviewing.
· Be aware of and reduce background noises such as loud voices, paper rustling, computer sounds, radio or TV noises, sounds made by children or pets, etc.

· As soon as the OPI Is finished, say good-bye and end the call. 

Do not engage in any further questions, conversation or solicitation of any 
kind with the candidate.

V.
Rating the Speech Sample and Reporting the Rating

A.      
Assigning a Rating
· Follow the rating protocol learned during the tester training 
· Rate all samples according to the assessment criteria contained on the Rating Factor Grid.

· Use the Tester Interview Review Grid to record notes and comments about the contents of the interview.

· Be certain to use the same terminology contained in the ILR Rating Grid Terminology page (see in Appendix A) when describing the sample.

· Review (re-listen to) the sample, adding to the notes taken during the interview.

· At times a tester may encounter an unusual proficiency profile and have questions about rating.  In such cases, the tester should immediately e-mail ACTFL (yolivares@actfl.org) with the specific question. The question will be forward to a qualified trainer or mentor. 
· Assign a rating. In order to assign a rating, the sample must contain of the required tasks for the rating across multiple topics.  This includes a minimum of two probes at the next higher level to assign a base level rating and four probes at the next higher level to assign a plus rating.

· Tester Interview Review Grid notes should be maintained in a personal file for future reference should there be any questions regarding a rating. 
· From time to time, testers will be asked to submit a fully completed Tester Interview Review Grid.  

· Testers will be notified specifically by LTI when a completed Review Grid must be submitted.  

· Testers will be compensated for this additional task. 
· The standard ILR Rating Grid Terminology (See Appendix A) must be when preparing grids for submission to LTI.
B. Reporting Ratings to LTI

Ratings must be communicated to the LTI Test Coordinator by 4:00 PM of the first business day after conducting the OPI or following a request for a second rating.  
Testers are able to submit ratings to LTI in a variety of ways:

· Testers may submit ratings by entering and confirming the rating on the Internet Tester Site. A rating can be submitted by clicking on the “Rate Selected Appointments” button. 

· A Tester may submit ratings via fax by faxing the “Rating Transmittal and Invoice Form”(see example in Appendix A) to 1-800 -778-4468
· A tester may phone in a rating to LTI by calling 1-800-486-8444, Ext 112

· A tester may submit ratings via E-mail to testing@languagetesting.com  or willette.mccurdy@languagetesting.com.
C.  Confidentiality of OPI Ratings

OPI ratings and tester comments are highly confidential and may only to be released to the ACTFL/LTI office.  If any company, agency, client or other individual calls a tester directly, requesting a rating or comments, testers must refer them to the LTI office. 

 D.  Submitting Invoices to LTI
All Qualified ACTFL/ILR OPI Testers are Independent Contractors and, as such, must submit an invoice to LTI in order to receive payment.  

· LTI will pay Testers only upon receipt of an invoice.

· The invoice must be on the letterhead of the Tester. 

· A sample invoice form (Rating Transmittal and Invoice) is provided in Appendix A.

· The invoice must contain all the information detailed on the sample, but may be in any format the Tester wishes. 

· The invoice may be submitted electronically as a Word or PDF attachment to test@languagetesting.com.

· The invoice may be faxed to  1-800-778-4468

· The invoice may be mailed to:  LTI, Attn: Accounting Department, 3 Barker Ave, White Plains, NY, 10601.

LTI payment terms are 30 days from date of invoice. Checks are issued on the 15th and end of each month. 
Testers must invoice LTI in order to receive payment.

E.
Forwarding Cassette Tapes of OPIs (if required)   

In the event that an OPI fails to record on the IVR system, and the tester’s audio tape copy is the only record of the OPI, a tester may be instructed to forward that tape to LTI. The instructions for shipping are: 

· Mark each tape clearly with the full name of the candidate and the date of the OPI.  
· Do not write the rating you assigned on the tape label or in any of the accompanying correspondence.

· Carefully package the tapes in padded envelopes or with padding to insure that they are not crushed in transit. An overnight cardboard envelope is insufficient to protect the cassette.
· Send tape via FedEx Super Saver (unless instructed differently). 
· Use the LTI FEDEX number: 1890-1887-8.  
· If there is any recording problem on a tape, inform the Test Coordinator before forwarding the tape to a second rater. 
· All official tapes and the content of the interviews are confidential. OPIs may NOT be copied or discussed, except for official testing or review purposes.
F.
Second Ratings and Arbitrations

All testers are asked to blindly second rate OPIs that have been conducted by other testers.  A Test Coordinator will send second rating requests either by telephone, E-mail or postal mail.

All OPI information is entered into the ACTFL Testing Database. ACTFL generates data on an on-going basis concerning inter-rater reliability and effective elicitation.  Analysis of the data is a critical component of the ACTFL/ILR Quality Assurance procedure.  Inter-rater reliability information is provided to ACTFL for the purposes of test validation and reliability studies.  This information is also made available to testers for self monitoring and calibration purposes.

VI.
Client/Candidate Contact and Information
Client/candidate contact with a Tester should always be limited to conducting the OPI.  This includes the introduction of the candidate, notification of time delays, cancellations and courtesies (i.e. apologies from the client for delays). Testers are not authorized to give ratings directly to clients.
The tester should always refer the client to the LTI Test Coordinator for:

· Rescheduling tests

· Additional test requests

· Ratings

· Information or questions about the OPI

· Comments regarding a candidates performance

· Requests for additional support services

Information regarding ACTFL/ILR Qualified Testers, The ACTFL/LTI Testing Office, clients, client contacts, testing, procedures, testing programs, etc. is strictly proprietary and confidential.  Under no circumstances may this information be shared with an outside party or disseminated in any way.

Testers should NOT engage in any non-OPI related discussions with the test candidate before, during or after the OPI . There should be:
· No solicitation of the test candidate for employment

· No exchange of contact information

· No discussion of the rating
· No personal, “chatty” discussions before or after the OPI. 
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APPENDIX A: 

· Receipt and Acknowledgement Form (sign and return 1 copy to LTI)
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Receipt and Acknowledgement of the ILR Qualified

OPI Tester Testing Procedures and Protocol Manual 

This Protocol is an important document containing the procedures and protocol to be followed when performing testing for LTI. This protocol is intended to address all circumstances a tester may face when performing testing for LTI: however, circumstances may arise which are not addressed herein. LTI must be notified of such an unusual situation as soon as practical, preferably before action is taken, to receive direction. In all circumstance the action must be consistent with this Protocol. 

This Protocol contains Confidential & Proprietary information belonging to ACTFL and/or LTI and is being furnished only for use in connection with your performance as a tester on behalf of LTI or ACTFL. This material may not be reproduced or disclosed to any other person or company without the express written consent of ACTFL/or LTI and may not be used by your for any purpose other then administering tests for LTI or ACTFL

Please sign a copy of this letter indicating that you have received a copy of the Protocol, read it and understand the material contained therein and agrees with its terms. 

Further it is understood that ACTFL may change the Protocol at any time and will send you a written addendum, which may require your signature.

This Protocol supersedes all other statements concerning procedures and protocols as of the date of this Protocol.










Elvira Swender
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Tester’s Printed Name






ACTFL
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Tester’s Signature






               ACTFL Authorized Signature

Date








Date

Please return one signed copy of this letter for our files either by e-mail, mail or fax to: 

Yesenia Olivares 

Tester Quality Assurance Coordinator 

American Council on the Teaching of Foreign Languages (ACTFL)
3 Barker Avenue - Suite 300
White Plains, New York  10601
Fx:  (914) 963-1275   E-mail: yolivares@actfl.org 

Retain the second copy for your records. 
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Receipt and Acknowledgement of the ILR Qualified

OPI Tester Testing Procedures and Protocol Manual 

This Protocol is an important document containing the procedures and protocol to be followed when performing testing for LTI. This protocol is intended to address all circumstances a tester may face when performing testing for LTI: however, circumstances may arise which are not addressed herein. LTI must be notified of such an unusual situation as soon as practical, preferably before action is taken, to receive direction. In all circumstance the action must be consistent with this Protocol. 

This Protocol contains Confidential & Proprietary information belonging to ACTFL and/or LTI and is being furnished only for use in connection with your performance as a tester on behalf of LTI or ACTFL. This material may not be reproduced or disclosed to any other person or company without the express written consent of ACTFL/or LTI and may not be used by your for any purpose other then administering tests for LTI or ACTFL

Please sign a copy of this letter indicating that you have received a copy of the Protocol, read it and understand the material contained therein and agrees with its terms. 

Further it is understood that ACTFL may change the Protocol at any time and will send you a written addendum, which may require your signature.

This Protocol supersedes all other statements concerning procedures and protocols as of the date of this Protocol.










Elvira Swender

Tester’s Printed Name






ACTFL

Tester’s Signature






               ACTFL Authorized Signature

Date








Date

Please return one signed copy of this letter for our files either by e-mail, mail or fax to: 

Yesenia Olivares 

Tester Quality Assurance Coordinator 

American Council on the Teaching of Foreign Languages (ACTFL)
3 Barker Avenue - Suite 300
White Plains, New York  10601
Fx:  (914) 963-1275   E-mail: yolivares@actfl.org 

Retain the second copy for your records. 

ACTFL/ILR OPI Introduction 

To be read in English by the Tester prior to starting the OPI
I am a certified proficiency tester who has been asked to evaluate your speaking proficiency in standard (language). This is a test of your ability to express yourself in (language).   Please use (language) throughout the interview.


The interview is being recorded and will last between 15 and 40 minutes.  This recording shall remain the sole property of ACTFL and shall not be released to you or to any other party under any circumstances. The ACTFL Testing Office shall only provide the final rating.   

During the interview, we will discuss a variety of topics.  If you are uncomfortable with, or not authorized to speak about, a topic that I may introduce, please let me know and we will discuss another topic.  There may be instances when I need to interrupt you in order to change to a different topic.

Your personal opinions and points of view will not in any way affect your rating. However, in some cases, your ability to state and support opinions will be evaluated.  

At some point during the interview I may ask you to participate in one or more role play situations with me.   I will introduce the role play in English; then you and I will act out the situation in (language). 

Your participation in the interview is very important and will help you to show your (language) ability at its best.  

Do you have any questions before we get started?

ACTFL/ILR OPI

Topics to Pursue and Topics to Avoid
Title VII of the Civil Rights Act of 1964 clearly states that in the course of hiring an employee, prospective employees may NOT be asked their age, sex, race, color, religion or national origin.  The EEOC has enlarged the prohibition to include:  sexual preference marital status, health and political view point.  This legislation is meant to protect the candidate's personal rights and privacy.  In addition to these exclusions, other subjects that are highly sensitive or controversial in nature should be avoided.   Therefore, when conducting OPIs
Do NOT ask any candidate questions regarding any of the following: 
Age

                                 



Sex








Race







Color







Religion

National Origin

Sexual preference

Marital Status

Health

Political view point
Highly controversial topics (volunteered by the candidate) must be handled with sensitivity.  Testers should avoid discussions of such topics when the topic appears to make the candidate uneasy or the direction of the discussion may be misinterpreted by the candidate. Topics that fall into this category include some of the following:   

· Abortion, gun control, racism, immigration laws, corporal or capital punishment, homosexuality, religion, war, political point of view, etc.

ILR Testers are asked to restrict the content of OPI to the discussion of topics related to candidate's educational background, work experience, and interests etc.  It is critical during the Warm-Up to have the candidate tell the tester what topics are of interest to them.  

It is very important to follow these guidelines when interviewing in order that the purpose of the OPI or the tester are not misinterpreted because the topic made the candidate uneasy.  The tester's role is to develop topics that are of interest to the candidate so that he/she engages in the discussion spontaneously and naturally.

TOPICS TO PURSUE IF PREVIOUSLY MENTIONED BY CANDIDATE:

EDUCATION (HS AND COLLEGE)


CLASSICAL CULTURE (ART, MUSIC)

WORK EXPERIENCES



POPULAR CULTURE (TV, MOVIES, ETC)

FUTURE CAREER AMBITIONS


FASHION

CONSUMERISM/CUSTOMER SERVICE

COMPUTERS/TECHNOLOGY




SPORTS/EXERCISE




HOBBIES OR SPECIAL INTERESTS

THE 2004 WORKPLACE



DIET/FOOD/ENTERTAINMENT

INNOVATIONS




PETS

URBAN OR RURAL LIVING



AUTOMOBILES

TRANSPORTATION/TRAFFIC


TOURISM/TRAVEL/VACATION

ECOLOGY/ENVIRONMENT



SCIENCE/MEDICINE



INDUSTRIES: FINANCIAL, SERVICE, MANUFACTURING, ETC.
INVOICE #:  
Date:




Sample invoice format – submit on 


Must be submitted on Tester Business Letterhead



TO: 
LTI

Name:







3 Barker Ave

Address:






White Plains, NY, 10601

Address






FAX: 800-778-4468

Social Security Number:





actfl certified tester

RATING TRANSMITTAL AND INVOICE

	Candidate


	Test Date
	Client
	Language
	Rating
	Cost

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	 
	
	
	
	
	


Total Cost of OPIs conducted/rated:
$
Postage, Tapes, Shipping, etc.


$







---  Please attach receipts

ILR Rating Grid Terminology
In ILR OPI testing, standard terminology is used to refer to the functions and other features of the specific levels.  Please use these terms when completing Rating Grids.

General terms: Floor, Ceiling, Linguistic breakdown, Warm up, level checks, Probes, Consistent performance, Sustained, Unsustained, Across levels, Across topics, Function, Language task, Comprehensibility, (Non) Sympathetic interlocutor, Listener, Rationale, Criteria, Text type, Content, Context, Accuracy, Assessment, Interview, Grammar, Time frame, Globally/holistically

Terminology to use when assessing grammar: sporadic errors, frequent errors, pattern of errors that interfere with communication would bother/rarely bother native speakers

	Level
	Terminology

	0
	· memorized material and structures

· no control of structures

· limited

· individual words and phrases

· immediate survival needs

	1
	· create  with the language

· ask and answer questions

· simple short conversations

· daily routine, survival situation

· simple daily needs

· frequent errors in basic structures

· discrete sentences

· interacts with speakers used to dealing with foreigners

	2
	· narrate in past, present, or future times

· detailed description in past, present, or future times 

· detailed description comparing and contrasting

· provides directions/instructions

· situation with a complication

· current events

· cohesive, connected discourse

· paragraphs

· interact with and understood by speakers not used to dealing with foreigners

	3
	· converse extensively; extended discourse

· casual and professional topics

· support opinion

· hypothesize

· unfamiliar topics and situations

· abstract concepts 

· structured argument 

· cohesive discourse

· elaborate structures

· inaccuracies rarely cause misunderstanding

· sporadic errors in highly complex structures

· cultural references

	4
	· tailors the language to fit the audience

· formal and informal contexts (both tailoring role plays successful)

· persuade, convince, and negotiate

· elaborate concepts freely

· convey nuances 

· addresses topics abstractly in a more global fashion

· organized discourse

· rhetorical devices

· high-level discourse structures

· set and shift tone  appropriately in a variety of social contexts

	5
	· functionally equivalent to a highly articulate, well-educated native speaker of a standard dialect 

· breadth of vocabulary and idioms

· reflects cultural standards of country


ACTFL/ILR OPI Tester Interview Review Grid
     Tester Trainee Name: __________________________  
Interviewee Name:  __________________________   Rating:  _______     Language of Interview:  _________________
	Warm up: 


	Tasks
	Level of task
	Topic
	Questions
	Level Check or Probe
	At level Response?

	
	
	
	
	
	Yes
	Partially
	No

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	Interviewee Rating Rationale: 



	Can do:


	Cannot do:
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LTI Language Testing International
www.languagetesting.com/tester

Revised 2008

LTI INTERNET TESTER UTILITY USER MANUAL

FOR ACTFL/ILR TESTERS

I. INTRODUCTION

Purpose of the Internet Tester Utility

The LTI Internet Tester Utility allows testers to access their LTI language testing information via the Internet.  This secure LTI site allows authorized testers “location free” access to their testing information and the ability to report ratings in real time.  

What language test information can be accessed or reported through the Internet Tester Utility

As November, 2004, the Tester Utility enabled testers to:

·  See Tester IVR Access Code: To access Internet Recording System (IVR) system by computer or telephone.  (See IVR User Manual)
· Send Rating to LTI:  Report ratings of OPIs the tester conducts

· Listen to Test/Send Rating Option: Listen to tests conducted on the IVR system and report ratings of OPIs conducted by other testers

· View the Tester’s Schedule:  See their OPI test schedule for any time period

· Rate Writing Test:  View Internet delivered Writing tests to rate.

· See the Tester’s Rating History
II. LOGIN ACCOUNTS AND PASSWORDS

Tester Utility Account Login and User Passwords

To initiate access to the Tester Utility, the LTI Site Manager will email the tester the Login ID and Password information for that tester. A tester can request a password change at any time by contacting the LTI Site Manager.

Other Security Measures

Users should always log-out of the Tester Utility when they are finished using the system.  Should the user forget to log-out or log-out incorrectly, the system will automatically log them out after 30 minutes of no activity.

LTI Contact for Tester Utility Support

The LTI Site Manager is Hogan Lam, contact info:hlam@languagetesting.com or 914-963-7110 extension 121.  LTI Test Coordinators have also been trained on this utility to add support.  Test Coordinators can be reached at extension 112 or 115.  

III. USER INTRUCTIONS 

1. Signing on: 

The website address of the Internet Tester Utility is http://www.languagetesting.com/tester.
2. LTI Tester Utility Login Screen.  The first screen that comes up is a login screen.  
In the Login ID space the tester types their ID.  In the Password space the tester types the tester enters his/her password.  Note these fields are case sensitive; Login ID and Password must be typed using the correct upper and lower case letters, hyphens, numbers etc. 
3. Tester Utility Main Menu.  Once the tester has successfully logged-in, the following statement is printed 

Welcome, “YOUR NAME
Your Tester access code is “ACCESS CODE” 

Please verify your name. If it is in error please call the LTI contacts listed above. The Tester Access Code is required for you to listen to digital recordings made through the IVR system (see IVR User Manual)

In the Main Menu there appears a listing the following options:


[Send Rating to LTI]: To report ratings for OPIs conducted by the tester 


[Listen to Test/Send Rating Option]: Listen to tests conducted on the IVR system and report ratings of OPIs  

        conducted by other testers
[Tester Schedule]:  To access a schedule of OPIs assigned to the tester and view/print a Call Candidate Form.

[Rate Writing Test]: To be able to retrieve, read and rate an internet version of the ACTFL writing test.

[Rating History]: To view how other raters have rated speech samples the tester has rated.


[Log out]: To log off the site.

4. Send Rating to LTI Option.  This option allows the user to view and print a list of unrated OPIs and report ratings. When the user clicks on this option, the Send Rating to LTI - Criteria Screen appears. 

· Send Rating to LTI - Criteria Screen.  The tester scrolls in the range of dates of tests, then clicks on the [Select] button
Other features to note on the Send Rating to LTI - Criteria Screen:  In the left upper hand corner is an oval [Main Menu] icon.  Clicking on this icon will bring the user back to the main menu.   In the lower right hand corner of the bar on the bottom of the screen is [Log out]. Clicking on the word [Log out] will exit the user from the Tester Utility. Clicking on [Help Pop] will give you a list of LTI support email addresses.  For a time zone conversion reference, click on [Time Zone Pop]. 

Once the user has scrolled to the desired test dates to be reviewed and clicked [Select], the list of OPIs requested will be displayed on the screen.

· Selected Test List for Rating. The list of OPIs will display the following information for each test slot: Test date and time (in the tester’s time zone), Tester’s name, Candidate’s name, Candidate’s Social Security Number, and Company/Institution that requested the proficiency test. (The user can print this list using the print key or print prompt on the user’s computer toolbar.)
The tester selects the OPI(s) the tester would like to rate by clicking in the box on the far left hand side of the test records, creating check marks in the boxes.  After the selection has been made, the tester clicks on [Rate Selected Appointments.]

· Enter Ratings Screen: The next screen displays all the individual test records of the OPIs the tester selected on the Test List for Rating.  The following format is display in a grid format with fields for the tester to fill in: 

· Each test record is headed with the Candidate Name, Appointment Date and Time, and Language. 

· In the second row, the tester enters the two-character abbreviation of the ACTFL rating in the “Rating” field and then enters it again in “Confirm Rating” field.  It is required that the tester enters the rating in both fields.

· Rows 3-5 allow the tester to note any differences between the data in the test record and the information given to the tester by the candidate.  Row 3 asks the tester to note any difference in the first or last name of the candidate; Row 4 allows the tester to note any difference in the actual test date and time, and row 5 asks the tester to note any difference in the social security number given by the candidate.

· The last two rows of the grid allow the tester to make any other changes or comments regarding the interview, i.e. poor recording, URS: Only established a floor at Advanced, etc. 

Once the tester is finished entering ratings and edits to each test record, the tester should click on the [Send to LTI] button at the bottom of the page.

· Rating Confirmation Report: The program will display a summary of the test records and tester’s entries that have been sent to LTI.  It also instructs the tester to report any errors to Willette McCurdy by email.  The tester can exit this report by clicking on [Press here to go back to main menu.]

4. Listen to Test/Send Rating Option.  This option allows the user to listen to a test via the IVR system and to view open 2nd and 3rd ratings and report 2nd or 3rd ratings.  (The procedure is very similar to that for sending ratings for OPIs conducted by the tester.) When the tester clicks on this option, the Send Rating to LTI - Criteria Screen appears. 

· Listen and Send Rating to LTI - Criteria Screen.  At the top of the screen is the facility to access the IVR system to listen to a test: Listen to Voice Test then proceed for rating
In order to access the actual recorded test, you must know your Tester Access Code and the Test Access Code. The Tester Access Code appears on the Main Screen (see above). The Test Access code can be acquired by entering the Send Rating to LTI – Criteria Screen as described below 

· Send Rating to LTI - Criteria Screen.  The user scrolls in the range of dates of the OPIs, then clicks on the [Select] button. To get a full list of open tapes for 2nd or 3rd rating the tester should put in a FROM date that is a least 6 weeks previous to the current date. 

Other features to note on the Send Rating to LTI Criteria Screen:  In the left upper hand corner is an oval [Main Menu] icon.  Clicking on this icon will bring the user back to the main menu.   In the lower right hand corner of the bar on the bottom of the screen is [Log out]. Clicking on the word [Log out] will exit the user from the Tester Utility. Clicking on [Help Pop] will give you a list of LTI support email addresses.  For a time zone conversion reference, click on [Time Zone Pop]. 

Once the user has scrolled to the desired test dates to be reviewed and clicked [Select], the list of OPIs for 2nd or 3rd rating that was requested will be displayed on the screen.

· Selected Test List for 2nd or 3rd Rating. The list of OPIs will display the following information for each proficiency test: Company/Institute that requested the test; name and social security number of the candidate; test date and time, Test Access Code, IVR Recorded and the name of the interviewer. 
The Access code is used in conjunction with the Tester Access Code to enter the IVR system and retrieve the digital recording of the OPI you are being asked to rate. (See IVR User Manual)
Next to this information are two additional columns: 2nd Rating and Arbitration.  The program will place a horizontal line in the appropriate box to indicate whether the tester is second rating or arbitrating the interview. (The user can print this list using the print key or print prompt on the user’s computer toolbar.) If the tester wants to exit this report without selecting OPIs to second rate, the tester can do so by clicking on the LTI icon in the upper left had corner of the screen.

The IVR Recorded column will contain a “y” next to a test that has been recorded on the IVR system. If the test has been recorded, note the Test Access Code and return to the previous screen to listen to the recorded test. Follow the prompt (copied below) to play the recording:

	
	

	How to listen:
The recording is available in mp3 format which may be heard using any mp3 player. If you are having trouble hearing the recordings, you may wish to download the free version of the Realaudio program. If you do not have this program installed, you may obtain it from this link. 



To post ratings to any of the OPIs, the tester selects the OPI(s) the tester would like to rate by clicking in the box on the far left hand side of the test record(s) to make the selection and a check mark.  After the selection has been made (check marks in the boxes) the tester clicks on [Rate Selected Appointments.]

· Enter Ratings Screen: The next screen displays all the individual test records of the tests the tester selected in the previous screen. Below are instructions for posting ratings:

· Each test record is headed with the Candidate Name, Appointment Date and Time, and Language. 

· In the second row of the test record, the tester enters the two-character abbreviation of the rating in the “Rating” field and enters it again in “Confirm Rating” field.  It is required that the tester enters the same rating in both fields.

· The last two rows of the test record grid allow the tester to make any comments regarding the interview, i.e. poor recording, URS: Only established a floor at Advanced, etc. 

Once the tester is finished entering ratings and edits to each test record, the tester should click on the [Send to LTI] button at the bottom of the page.

· Rating Confirmation Report: The program will display a summary of the test records and tester’s entries that have been sent to LTI.  It also instructs the tester to report any errors found to Willette McCurdy by email.  The tester can exit this report by clicking on [Press here to go back to main menu.]

6. Tester Schedule Option.  This option allows the tester to view/print a schedule of upcoming test appointments that have been booked.  When the user clicks on this option, the Test Schedule 1 Screen appears. 

· Test Schedule 1 screen.  The user scrolls in the range of dates for the schedule, then clicks on the [Select] button.  Note: The selection asks from what date to what date not through what date. Fill the period you wish to see.

Other features to note on the Test Schedule 1 Screen:  In the left upper hand corner is an oval [Main Menu] icon.  Clicking on this icon will bring the user back to the main menu.   In the lower right hand corner of the bar on the bottom of the screen is [Log out]. Clicking on the word [Log out] will exit the user from the Customer Utility. Clicking on [Help Pop] will give you a list of LTI support email addresses.  For a time zone conversion reference, click on [Time Zone Pop]. 

Once the user has scrolled to the scheduled test dates to be reviewed and clicked [Select], the Tester Schedule requested will be displayed on the screen.

· Selected Test Schedule.  The schedule of booked test appointments will display the following information for each proficiency test: Tester Date and Time, the Telephone Number the client will call for the test; the ACCESS Code, the Name of the candidate; the Company/Institution requesting the test and the Language to be tested. The tester can print this schedule using the print key or print prompt on the user’s computer toolbar. To exit this report, the tester clicks on the LTI logo in the upper left had corner of the page.
Call Candidate Information: The Tester Schedule utility also allows the tester to view/print a Call Candidate form when they have been advised by email or telephone by LTI to call the candidate for an OPI instead of receiving the call from the candidate’s institute.  Institutions and programs that require testers to call candidates include: IIE/NSEP, AED/NSEP and other clients from time to time. To get the test information to place a call for an OPI, the tester brings up the Test Schedule, finds the candidate’s test record and clicks on the [Select] button in the left hand column of the candidate’s test record.

The Test Access Code is used in conjunction with the Tester Access Code to enter the IVR system and retrieve the digital recording of the OPI you are being asked to rate. (See IVR User Manual)
After pressing [Select], a Call Candidate Form appears with:  candidate’s name, date and time of OPI, IVR system telephone number, (if required) candidate’s telephone number; calling card account number to use to place the call if the IVR system fails, directions on how to place the call using the calling card number; and an alternative calling card number should the first one not work.  It also gives other information about the test candidate: personal info to use to verify the candidate’s ID and the name of the tester to whom to forward the tape for second rating. To exit the Call Candidate Form the tester should click on the [Click Here to Go Back to Main Menu] message in the top left hand corner of the form.

7. Rate Writing Test:  The ACTFL Internet Writing Proficiency Test (WPT) is currently available in Spanish, English (2), Italian, French (2), Portuguese and German.  The WPT is taken on an LTI Internet site and the completed test is stored on the site.  If a tester (currently Spanish testers) is emailed to rate an Internet Writing Test the email will contain a test code.  To access the actual test, s/he need only:


Go to the Main Menu of the Tester Utility and Click on “Rate Writing Test”.


Enter the test code in the designated area on the screen.


View writing test (you may print it using the normal print functions on your computer.)

At the bottom of the screen there is an area to “Enter the rating” 

After you have entered the rating, click Go
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LTI INTERNET VOICE RECORDING (IVR) SYSTEM 

TESTER MANUAL

I. INTRODUCTION

Purpose of the IVR System

1. Records the telephonic test digitally through the LTI phone conferencing system.

2. Allows the Tester and Raters to listen to the recorded test at any time via the telephone and the computer

3. The test can be downloaded to the Rater’s computer to be recorded on to a CD from the IVR web site 

4. The test may also be recorded by the tester onto an audio tape from the telephone utilizing the telephone coupler.

All Tester recordings are for rating and related LTI or ACTFL purposes only. Unless notified to send the taped copy of tape to LTI, they should be erased or otherwise disposed of after 60 days.   

Definitions

1. IVR – Internet Voice Recording System

2. TESTER ACCESS CODE – A permanently assigned ID, permitting an ACTFL/ILR Tester access into the voice recording system. The code is printed on the Home Page of the LTI Tester Website,.

3. TEST ACCESS CODE – A unique code assigned to each test. The code may be accessed from the LTI Tester Website in the Schedule report, if you are the Tester, or in the Listen to Test/Send Rating Option testers, if you are asked to rate the OPI.

II. Calls received or placed utilizing the IVR system

The Test Administrator (TA) or Candidate (C) calls the Tester (TA/C)

1. The TA/C will call 877-314-7042 and enter the TEST ACCESS CODE provided to them in advance

2. The system will automatically place the call to the proper telephone number entered in the Database for that OPI.

3. The Tester will not be aware of any difference from a direct dialed call.

4. IVR system will digitally record the interview.

5. If the test is interrupted and the Test Administrator calls the Tester back, the recording will begin recording the call back after the previously recorded data.

The Tester Calls the Candidate

1. The Tester should call the “800” number (877-314-7042).

2. An automated attendant will greet the Tester and list the options. 

3. The system will then ask “if you are a Tester and ready to begin the test press 2”

4. Upon pressing 2, the system will ask for the (TEST) ACCESS CODE (that is the unique code assigned to each test and available at the LTI Internet Tester Utility, under SCHEDULE

5. When prompted enter the 6 digit TEST ACCESS CODE on the telephone key pad. The call will be placed to the candidate automatically.

6. Once the call is connected to the telephone number (including rings, busy, voice message, etc.) it will begin to record the call. 

7. Conduct the test as if the call was placed directly.

8. If there is no connection, you may try the call again using the same ACCESS CODE at a later time

9. If you need to place the call later, follow the same procedures as above. Each time the number is contacted the new data will be appended to the previous content.

10. If the test was interrupted and you have to call the candidate back, the recording will begin recording after the previously recorded data.

III. Listening to tests recorded on the IVR system - Telephone

1. The Tester or Rater should call the IVR “800” number (877-314-7042).

2. The system will greet the Rater and will ask if you have an access code and offer options. 

3. Select the following option:  “If you are a Tester or Rater and wish to listen to a test please press 3”  

4. Upon pressing 3, the system will ask for the (TESTER) ACCESS CODE. Enter YOUR UNIQUE code on the telephone keypad .

5. The system will then ask you for the (TEST) ACCESS CODE. Enter the 6 digit ACCESS CODE on the telephone key pad.

6. The recorded test will then play beginning at the time the telephone connection was made or appended. You may fast forward or reverse by pressing the 1 through 9 keys. -1 -being the beginning of the recording and -9- the end.

7. When finished you may just hang up.

IV. Listening to tests recorded on the IVR system – Computer

(The Tester must have the unique Tester Access Code and the Test Access Code which is available at the Tester Internet Utility either in the Scheduled Test Option or the Listen to Test/Send Rating Option

The Tester may listen to the test on the computer directly by at https://audio.languagetesting.com
or from the Tester Internet Web site in the Listen to Test/Send Rating Option. See the Tester Manual for directions.

Follow the directions at the site, as copied below

	
	

	How to listen:
The recording is available in mp3 format which may be heard using any mp3 player. If you are having trouble hearing the recordings, you may wish to download the free version of the Realaudio program. If you do not have this program installed, you may obtain it from this link. 



V. Recording tests from the IVR system to your computer or CD

Through the Realaudio program, described above, you may burn the recording onto a CD or MP3 player by saving

The recording to the Player, Blank CD (if you have the capability to “burn a CD) or directly to your MP3 player if it attached to your computer.
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