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Preface

loL Educational Trust (loLET) is the only specialist languages awarding organisation in the
UK. It is the sole organisation recognised by Ofqual to deliver graduate and postgraduate
level professional qualifications for translators and interpreters. It also provides intermediate
and high level qualifications for applied language professionals as well as other general and
bespoke language qualifications.

loLET's suite of nationally accredited qualifications is underpinned by expert language
knowledge and expertise and ensures a route to qualification for all those seeking
recognition of their language skills. Around 3,000 candidates sit loLET examinations
annually in over 40 countries worldwide through a network of centres authorised to deliver
its qualifications. Last year examinations were set in over 50 language combinations and 14
different pathways.

The Chartered Institute of Linguists (CIOL), of which IoLET is an associated charity, holds a
unique position as the only languages professional body representing the whole of the
languages sector from primary through to higher education and training, from education
through to government and the professions. Founded in 1910, the Institute now has
around 5,700 Fellows, Members, Associate Members and Students. [t aims 1o

w serve the professional interests of its members

w set the professional standard for language practitioners

w be an autharitative and respected voice promoting the learning and
use of languages

w provide advice to organisations engaged in the formulation of policy
and strategy affecting languages in the UK

The Institute publishes a bi monthly authoritative journal, The Linguist, and is actively
involved in promoting languages as well as raising awareness of the importance and
relevance of language knowledge and use through engagement with national and
imernaticnal projects.

This specification launches the Certificate in Languages for Business examination. A new
examination introduced for first examination in June 2015, this qualification meets the
needs of learners wishing to acquire language skills for the workplace. Suited to school,
college or university learners as well as business and industry training programmes, the
qualification serves as an entry level qualification and accredits skills at level A2/B1 of the
Common European Framework of Reference for languages.

Ann Carlisle
Executive Director, loLET
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Special note

loLET organises thousands of individual examinations every year. The vast majority
proceed without a hitch. However, there are occasional and isolated instances of
unforeseen problems. In such circumstances loLET always does its best to rectify such
problems as soon as possible, but may have to make alternative arrangements, such as
a re sit at the next examination session. loLET will not be responsible for any
consequential losses to candidates or centres arising from such problems.

Equal opportunities policy for examination candidates

loLET takes into account all current legislation in relation to diversity and equality. loLET is
committed to equality of access to its examinations for all candidates regardless of gender,
age, ethnic origin, nationality, creed, sexual orientation, marital status, employment status
or disability.

laLET seeks to ensure that:

W the content and assessment of its examinations are non discriminatory and are
appropriate to the knowledge and skills specified;

w the style and language of loLET documentation is readily understood and does not
reflect stereotyped or biased attitudes;

w all persons associated with the examinations lollow fair and just processes and
procedures. In the case of a query relating to this policy, candidates should contact
loLET in writing.
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Introduction

This Handbook should be read in conjunction with the Examination Candidate Regulations,
available from loLET or from the CIOL website www . ciol.org.uk.

Why choose loLET?

loLET is the only specialist languages awarding organisation in the UK. It offers accredited
qualifications at all levels providing routes to qualification for specialist and non specialist
language learners in schools, colleges and universities as well as in business and industry.

Organisations providing teaching for the qualification can be assured of the quality of
examinations through our Ofqual accreditation which ensures that our examinations are
regularly monitored for validity, reliability, consistency and fairness.

Objective of the Certificate in Languages for Business

This is a new, innovative qualification which aims specifically to satisfy the needs of young
people and adults requiring the use of a foreign language in the workplace. It measures
communicative competence and the ability to deliver practical work related tasks using a
foreign language.

The Certificate in Languages for Business develops a learner's ability to communicate
effectively using speaking, listening, reading and writing skills in a foreign language in the
workplace.

It builds a learner's confidence in the practical application of language skills and
understanding of the importance of languages to the workplace in a world which is
increasingly multilingual. Most learners are highly likely to spend some of their career
working overseas or working in teams in the UK where other languages are spoken.

It encourages learners to use language skills for economic benefit and 1o draw advantage
from an understanding of other cultures and behaviours.

The Certificate in Languages for Business and career development
The Certificate in Languages for Business:

w delivers a qualification which reflects practical and authentic application of foreign
languages in the workplace;

w promotes independent, confident and effective linguists with the language skills
required to make a positive and effective contribution to international economic
activity;

w enhances access to a language qualification for all abilities, including those who
have not traditionally taken academic language qualifications;

w provides a rigorous qualification mapped against the National Occupational
Language Standards.

& lol Educational Trust 2014 4



Availability of the Certificate in Languages for Business

The Certificate in Languages for Business examination is held annually in June or July.
Dates are published on our website.

Examination centres

Schools will act as examination centres for students studying for the Certificate in
Languages for Business in their own schools.

If there is sufficient demand from candidates whao are not studying for the Certificate in a
schoaol, there may in future be an loLET Open Centre in Londaon.

Key skills

Preparation for the examination and the assessment and examination themselves will
provide opportunities for candidates to acquire the key skills of:

w working with others
w impraving own learning and performance

® problem solving

Further information about the qualification and loLET is available on our website:

www. ciol.org.uk
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Qualification overview

UNITO1

Speakingand Listening (language) in a

Busines€ontext

3 Catrolled assessnents
(35%)
Internally markedand edernally
moderaed

Examination (65%) An
externally marked
synoptictask

UNIT02
Realingand Writing
(language) in aBusiness

Context

3 Cmtrolled assessnents
(35%)
Internally markedand edternally
moderaed

Examination (6%) An
externally marked
synoptictask
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About the Certificate in Languages for Business qualification
Context

The Certificate in Languagesfor Businessis set within a work context with emphasis
on the application of practical language skills in a professional setting. Candidates
are examined in one language to be agreed between the candidate, the centre
and IoLET. IoLET reservesthe right not to set a particular language in any given
year due to insufficient demand.

Candidates should be familiar with and able to use the concepts and language
used for communication in a work context. The assessmentsand examinations
therefore test the ability of candidates to communicate effectively at the standard
required in authentic work- related tasks.

Languages

The qualification is available initially for French, German and Spanish
only. Further languages may be available in future years.

Level of the Certificate in Languages for Business

The Certificate in Languages for Businessis entered in the Regulated
Qualifications Framework at Level 2.

Level of linguistic proficiency

The level of linguistic proficiency expected isthat of the National Languages

Standards Level 2 or GCSE.Candidates are required to demonstrate at least this
level of competence in the chosen language, both spoken and written .

Total Qualification Time (TQT)

The Total Qualification Time (TQT) is the estimated amount of preparatio n time needed to
complete t he qualification. The TQT includes, Guided Learning Hours (GLH), private study
time and assessment time.

IOLET Level 2 Certificate
in Languages for Business

Guided Learning Hours 140

Assessment time 1.5
Private Study 140
TQT 282
Total Credits 28
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Qualification format
The qualification consists of two units asfollows:

Unit 01 Speaking and
Listening Unit 02 Reading
and Writing

Eachunit consistsof:

3 controlled assessments (35%)
1 synoptic examination (65%)
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Structure of units

Wherever possible, authentic (or adapted} materials are used for
assessmentsand examinations. All oral units will be recorded for marking
and moderation purposes. Candidate ARENOT allowed to make their
own recordings.

Unit 1 -Speaking and Listening [language] in a business
context Controlled assessments:

Speaking (Salesand Marketing}
Speaking and Listening (Customer
Services)Listening (Internationa | trave I}

Examination:

A synoptic task testing speaking and listening skills covering one or more of
the 6 topic areas

Unit 02- Reading and writing [language] in a business
context Writing (Companies and Organisations}

Reading and Writing (Communication}
Reading (Rulesand Regulations}

Examination:

A synoptic task testing reading and writing skills covering one or more of the 6
topic areas

Grading

Each controlled assessmentor examination in each unit receives a numerical mark
and a grade result as follows: Pass(4-6}, Merit (7-9}, Distinction (10-12}. A mark of
Not Achieved is given to candidates who do not achieve at least a Pass.

A unit grade is calculated from the marks awarded and the weighting attributed to
each assessmentor examination in that unit.

The full certificate grade is calculated using the average mark across units01 and
02.

Rules of combination

Candidates may register to take one or both units inthe same language . A result
in both

units is required for award of the full qualification certificate.
© lol Educational Trug 2014 1



To achieve the full qualification, candidates must achieve a minimum mark of 4 in
each unit.
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Responsibilities

Controlled assessmentsare delivered by assessorsat approved centres. Assessors
must attend training to be authorised to deliver controlled assessments.Trained
assessorsmust attend annual standardisation/moderation meetings. The centre
will be responsible for delivering and upholding the rigour of controlled
assessmentsin respect oftimetabling, authenticating learner identity,

invigilating, recording (where appropriate) and submitting examination material.

Timespan for completion

Candidates have a five year timespan, from the time they first successfully
complete a unit, in which to complete the qualification, e.g., if afirst unit is
passed in 2015, they have until 2019 to complete the qualification.

Resits

Candidates may only resit a unit in which they receive a 'not achieved' result.
Candidates are not permitted to resit a 'passed’ unit. There is no limit to the
number of resits within the timespan for completion of the qualification.

Scripts and recordings

Candidates' scripts and recordings remain the property of IoLET at all times and

are not

returned to candidates under any
circumstances.

Qualification content

The qualification focuseson authentic work-related scenariosand taskswith realistic
outcomes.

The content covers sixthematic areas:
Companies and Organisations
(writing)

Businesscommunication and correspondence (reading and writing)

International travel
(listening) Salesand

marketing (speaking) Rules
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and regulations (reading)

Customer service (speaking and listening)
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Unit 01 Speaking and Listening (language) in a Business Context

The unit consists of 3 controlled assessments and 1 examination.

Learming outcomnes
The learner will:

Agsagsmeant criteria
The lesrmer can;

1. be able 1o spesk using routine
larguage in familiar work and
social contexts

(NOS CRALANGZ. 3, K2, K10, P4)

1.1 use common words and set phrases for the work place
1.2 use common ways to ask permission and give instructions
1.3 mazke requests and give invitations

2. be able to exchange business
and personal information in
routing work contexts

(NOS CRALANG 2.3 K9, K3)

2.1 express factual information

2.2 use 3 range of commaon question structures and words,
2.3 express feelings, agreement and disagreement

2.4 express points with confidence and politeness

3. be able to use simple
sentences (o provide routine
work-related information

INO5 CRALANG 2.3, K&

3.1 use simple and routine grammatical constructions
3.2 use routing numerical terms
3.3 interact with confidence and without hesitations

Controlled assessments:

i) participate in a spoken dialogue in the foreign language (5 mins)

ii) listen to a recording in the foreign language and respond to questions in English
(20 mins)

iii) deliver a short presentation in the foreign language (3 mins]

Examinaticon:

A synoptic task: Listen to a recording in the foreign language to understand specific
information, respond to questions in English, then give an oral response in the foreign

language from a brief provided.

Sample exarmination task: You are asked to listen to a veicemail in the foreign language.
You respond to questions in English asking for specific information in the voicemail. You
then provide an oral response to the voicemail, in the foreign language, from a brief in

English.

Unit 02 Reading and Writing (language) in a Business Context

& lol Educational Trust 2014
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The unit consists of 3 controlled assessments and 1 examination.

Lesarming outcomes Agsessment criteia
The learner wil|; The learner can:

1. be able to understand routine | 1.1 read a range of words and set phrases for the work
messages of e-mails in workolace | place

and social contexts, 1.2 distinguish past, present and future events

(NOS CRALANG 1.3 K2, K7, F2) 1.3 identify specific details and information

2. be able to make routine 2.1 create a coherent and accurate text.

written enquiries, requests and 2.2 combine set phrases and familiar, everyday

invitations on workplace and language.

social topics, 2.3 use a range of common question structures and
words,

INOS CRALAMNGE. S, K2 KT

3. be able to understand routing | 3.1 use positive and negative statements

instructions and write routine 3.2 use a range of everyday connectors

formal and informal messages. 3.3 use polite way to express feelings, agreement and
disagrasment

(MOS CRALAMG 3,3 K5 K2

Controlled assessments:
i) read a text and write an appropriate response in the foreign language (40 mins)
i) read a text in the foreign language and respond to questions in English {20 mins)

iii) write a text, including the translation of detail, in the foreign language, from a brief in
English {40 mins)

Examinaticon:

A synoptic task: Read a text in the foreign language to understand specific information,
respond to questions in English, then write a response in the foreign language, from a brief
in English. (65%:)

E.g.: You are asked to read a letter enquiring about a product from a company overseas.
You respond to questions in English asking for specific information in the letter. You then
write a reply to letter, in the foreign language, from a brief in English.

Assessment Criteria
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Unit 01 — Speaking and listening in [language] in a business context

The assessment of this unit takes into account the effectiveness of the candidate in fulfilling an
authentic task, using [language], to the standard of the examination.

The unit is assessed under 3 aspects for each of the controlled assessments and the
examination.

Vocabulary and content
The candidate (statements relate to the highest level of performance, Band A):

® completes all aspects of the task

w understands and uses a full range of vocabulary making appropriate choices to
convey meaning accurately

w understands and uses specialist vocabulary as necessary and appropriately

Completeness and effectiveness

The candidate (statements relate to the highest level of performance, Band A):
@ completes the task achieving effective communication with a highly effective
outcome

w Includes all relevant information from a given brief in their response

w expresses self with consistent confidence and fluency

W uses appropriate style and register throughout the task

Grammar and pronunciation

The candidate (statements relate to the highest level of performance, Band A):
W consistently demonstrates correct use of relevant grammatical constructions
w has clear pronunciation which can always be easily understood

w speaks with an excellent accent

CLB criteria statements for unit 01: Speaking and listening in [language] in a
business context (for all controlled assessments and the examination)

& lol Educational Trust 2014 12



Wocabulary and conlenl

Cormpletoness and ofleotivenoss

Cirarnemar ared pronuncialson

can distort the meaning

does not demonstrate understanding or
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is unable to use appropriate style and
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o ex x s . r . - .
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B Marks 7 & Marks 7 % Marks 7 &
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C manages o convey meaning despite information from a given brief in their | _ ooeals wllb 8 salis oy Avcen
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B Marks 1 3 Marks 1.3 Marks 1 3
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D [ R A TRE T . .
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D use often use it approprately which i thoir response from a given brief

o s without derorstraneg the
relevant accent

Assessment Criteria
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Unit 02 — Reading and writing in [language] in a business context

The assessment of this unit takes into account the effectiveness of the candidate in fulfilling an
authentic task, using [language], to the standard of the examination.

The unit is assessed under 3 aspects for each of the controlled assessments and the
examination.

Vocabulary and content
The candidate (statements relate to the highest level of performance, Band A):

w completes all aspects of the task fully

w understands and uses a diverse range of vocabulary making appropriate choices to
convey meaning accurately

w understands and uses specialist vocabulary as necessary and appropriately

Completeness and effectiveness

The candidate (statements relate to the highest level of performance, Band A):
w completes the task achieving effective communication with a highly effective
outcome

w includes all relevant information from a given brief in their response

e

produces text with excellent coherence and cohesion

W uses appropriate style and register throughout

Grammar and accuracy

The candidate (statements relate to the highest level of performance, Band A):
W consistently demonstrates correct use of relevant grammatical constructions

w demonstrates excellent accuracy in all aspects of their understanding and writing
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CLB criteria statements for unit 02: Reading and writing in [language] in a
business context (for all controlled assessments and the examination)

Vocabulary and conlenl

Complalenass and alleclivenass

Cirarmrmar and acouracy

iy st e rneseng

does not demonstrate uncgerstanding or
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rdorsards ane ses o setslactony demaonstrates satistactory accuracy inall
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MEnagqes o convey meaning despite TEHS[IC TS
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oL EDUCATIONAL TRULST ¢ GERTIHCATEIN LANGUAGESFORBUSNESS¢ [DATH
UNT01: SHEAKING & LISTENNG [LANGUAGH IN A BUSNESSGONTEXT

MARKSHEE
CENTRENAME CENTRENUMBER CANDDATENUMBER UNITO01 ¢ please indicate the task being assessed
ontrolled] ontrolled Controll Examinatio
~ Nt . Listenina | Assessnent
LANGUAGE

There are 3 categories of Assessment Ciiteria. Each category has 4 bands, D, C, B, A, which are described in the Ciiterion Satements. Readthe
Satements for each category and allocae the number of marks you consder most appropriate to the candidate@ performance in that category. Write

your saresin the blank boxes;total the marks and circle the overall grade.

Gomment
briefly on
performance.
If NOT

Vocabulary and Content

ASSEISENT CRTERA

Gompleteness and effectiveness

Grammarand pronunciation

LACHEVED

grade, Sate
the reason
why

giving
examples

Mark Band
Marks

7-9

1012

4-6 7-9 1012 1-3

19
1Z

Marks Awarded

Total Marks

Overall Grade (please circle)

i lal Fauycationa

F
Teyst 2011

P

M

D

17

Fal = Fewer than 12 marksor fewer than 4 marksin any one
category. Pass=A minimum of 12 markswith no fewer than 4 marks




per category. Merit =A minimum of 21 markswith no fewer than 4
marks per category.
Distinction = Aminimum of 30 markswith no fewer than 4 marks per category.

EXAMINEwv SNAME REFNo.: SGNATURE DATE

loL EDUCATIONAL TRUST ¢ GERTIHCATEIN LANGUAGESFORBUINESS¢ [DATH
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UNT 02: READING AND WRITING [LANGUAGH IN ABUSNESSGONTEXT

MARKSHEE
CENTRENAME CENTRENUMBER CANDDATENUMBER UNITO02 ¢ please indicate the task being assessed
Gontrolled| Gontrolled | Controll Examinatio
Assessne | Assessne ed n
- - Assessnent
LANGUAGE
There are 3 categories of Assessment Ciiteria. Each category has 4 bands, D, C, B, A, which are described in the Ciiterion Satements. Readthe
Satements for each category and allocate the number of marks you congder most appropriate to the candidate@ performance in that category. Write
your saresin the blank boxes;total the marks and circle the overall grade.
ASSEISSENT CRTERA
Cb_mment Vocabulary and Gontent Completeness and effectiveness Grammarandaccuracy
briefly on
performance.
If NOT
| ACHEVED
grade, sate
the reason
why
giving
examples
Mark Band D C B A D C B A D C B A
Marks 1-3 4-6 7-9 1012 1-3 4-6 7-9 1012 1-3 4-6 7-9 10
12
Marks Awarded
Total Marks Overall Grade (please circle) Fdl =Fewer than 12 marksor fewer than 4 marksin any one
= p M D category. Pass = A minimum of 12 markswith no fewer than 4 marks
per category. Merit =A minimum of 21 markswith no fewer than 4

marks per category.
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