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Foreword

IS0 {the International Organization for S%andarmzaﬂon} isay fdwide fi of national

(IS0 member bodies). The work of p carried out |hmugh ISO

technical committees. Each member hudy |nlerestsd ina wb;ect for wmch a tachmr.ai committee has been

established has the right to be represented on that committee. | ions, ge and

mn-gavemmenlal in ﬁa|son with 1SO, also take part in the work. ISO ‘collaborates closely with the
El G ion (IEC) en all matters of electrotechnical standardization,

International Standards are drafted in accordance with the rules given in the ISO/EC Directives, Part 2.

The main task of lechmr:al wmmlllees rs to prepare | i Standards. Draft | i Slandard:
adopted by the tech to the member bodies for voting. Publication as an
mtemallonal Standard requires apprcwal hy at least 75 % of the member bodies casting a vote.

Aftention is drawn to the possibility that some of the elements of this document may be the subject of patent
rights. 130 shall not be held responsible for identifying any or all such patent rights.

ISOMC232  was prepared by Technical Commiltes ISOITC 232, Language fraining services —Basic
requirements.
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Introduction

Language is one of the most effective tools for the ian of international cooperation and communication,
and thus more and more people engage in language training. This standard draws on the basic understanding
of language, language learning and | ing and gives basic requirements on language training

services.

The objective of this standard is to imp the quality of language training services, to promote the

development of the international language training industry in a speedy, healthy and orderly manner, and to
protect leamers’ rights and benefits.

150 2009 - All rights reserved v
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Language training services — Basic requirements

1 Scope

This standard specifies basic requirements for language training services for non-native speakers in the non-
formal education sector.

2 Terms and definitions

For the purp of this d the ing terms and definitions apply.

24
language training services
a sequence of activities or desi to provide ge training

22
language training organizations
izations which provide | training services

23

target language

language which learners learn in language lraining services

3 Language training organizations

3.1 Qualification

The language training organization shall have corresponding qualification according to national law and
regulations, where applicable and have the conditions which match the language services that the
organization provides

3.2 Staff

Staff includes managerial staff, hers and logistic |

The language training organization shall:

&) develop standards on staff recruitment procedures and requi for

b) periodically organize staff training;

¢} establish performance evaluation system and evaluale staff perf periodically.

©150 2009 - Al rights reserved 1
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3.3 Teaching environment and facilities

331  Teaching environment

The language lraining organization shall provide the teaching environment which meets the following
requirements:

appropriate space of teaching, which matches the number of learers;

L)

lighting and illumination is sufficient;
c) temperature and humidity is proper;
d

air quality is good;

e) thereis an envi of leaming |

3.3.2 Teaching facilities

The language training organizations shall:

a) provide equipment which matches the teaching needs;

b} make full use of information technalogy o improve the quality of language training.
Note: Faciliies may include language labs, mullimedia classrooms, VCR, TV, camputer, VCD, DVD, elc.
3.4 Contract

The language training organizations shall sign contract with the leamers.

The contract shall include provisions on language training courses, training time, training cost, safequards of
senvice interruption, compensation, efc.

3.5 Social responsibility

3.5.1 Staff development

The language training organizations shall

a) employ staff fairy;

b) provide safe and healthy working environment;

¢) provide the learmning opportunity,

d) encourage and support leachers' professional development
3.5.2 Environment protection

The language training organizations shall fix the environment protection in mind, conserve the energy and
improve the comprehansive utilization rate of resources.

3.6 Safety

The language lraining orgnizations shall:

2 S0 2009 - All rights reserved
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a) ensure the safety of teaching environment and facilities;

b} equip and maintain the safety facilities accarding to national law and regulations, where applicable;
c) provide safety training for the staff;

d) develop the plan for emergency handling.

3.7 Communication

3.7.1 External communication

The language training organization shall provide the channel of external communication which may include
internet, telephone, mail, message, ete.

The ication of the | Iraining organization shall include:

a) senvice commitment;
b) customer satisfaction;
c) customer complaint.
37.2 Internal communication

The language training organization shall provide the channel of intemal communication which may include
meeting, bulletin boards, internal publications, audio-visual ials, the Intemet, telephone, mail, etc

The internal ication of the | training organization shall include:

a

vision, mission, value and performance aim;

b)

share of language teaching experience among staff;

C

learners' requirements on the quality of training;
d) staff's requirements to crganizalion and organization's feedback;

&) organizations’ requirements to staff and staff's feedback

3.8 Learners' information management

The | training organization shall establ: " information archives.

The language training organization shall prolect the leamers’ personal information. Personal information can
not be revealed without learner’s permission or under the mandatary provisions of relevant laws.

4 Teachers for language training
4.1 Basic knowledge and skills
411 Basic knowledge

Teachers for language training shall master the following basic knowledge:

a) knowledge about the target language;

B 150 200% - All rights resenved 3
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b} basic knowledge of education and psychology.
4.1.2 Skills

4.1.2.1 General

Teachers for language training shall be proficient in the target language with strong listening comprehension,
oral communication, reading comprehension, writing and translation skills,

41.2.2 Listening comprehension

In terms of listening comprehension skills, teachers for language training shall be able to:

a) understand the main points and relevant details in extended oral discourses;
b) understand the general ideas of what has been heard;

c) tell the real intention of the speaker,

4123 Oral communication

In terms of oral o ication skills, teachers for | training shall be able to:

a) communicate orally af normal speed;
b) use larget language to express ideas and present viewpoints accurately,
¢} arasp the important and teaching difficult points of the target language

4.1.24 Reading comprehension

In terms of reading ct | skills, teachers for | ge Iraining shall be able to:
a) skim and scan written materials for the main ideas and important information;

b) understand general reading methods and skills and apply them to the reading process;

4.1.25 Written communication

In terms of written cc ication skills, teachers for language training shall be able to:
&) write target language using both formal and informal styles;

b) write with clarity, accuracy and logic.

4.1.26 Translation

Teachers for language training shall master the basic translation skills.

4.2 Cross-cultural competence

421 Culture

Teachers for language training shall:

4 © 150 2009 - All rights reserved

123



124 HIEA U=

b

c]

d|

SUMU|~ FHEES A ALY

ISO/WD

be familiar with and have a basic understanding of history and culture in target language countries and be
able to inlegrate of these subjects into their practice,

be familiar with and have a basic understanding of religions and culture in target language counlries and
be able to teach objectively and accurately;

be famillar with and have a basic understanding of appreciate literature and art in target language
C ies and | k of these subjects into their teaching practice,

be familiar with and have a basic understanding of folk culture on traditional festivals, food culture,
customs and taboos, and teach objectively and accurately.

422 C Itural icati

Teachers for language Iraining shall:

a)

]

€

d|

be knowledgeable about cross-cullural communication and their roles in language training and be able to
apply them to their teaching praclice;

be knowledgeable about the develop | stages of world civilization and be able lo compare them with
the develog t of civilization in target | couniry, and apply such knowledge to teaching practice;

be knowledgeable about the political and legal syst in the: target languag ies, and be able to
make comparison with the other countries, and apply such knowledge to teaching practice;

be able to adjust one's speech acls according to the cultural norms of the country where one teaches.

4.3 Second language acquisition theory

Teachers for language training shall:

a)

b)

c)

be knowledgeable about the basic theory on second language acquisition and apply it to teaching practice;

understand the role of native language in the leaming of second language and identify the similarities and
differences between native language and the second language;

understand the leamers’ factors which influence the second language learning and be able to adjust
teaching methods based on leamers’ lzaming sirategies.

4.4 Teaching methods and skills

Teachers for language training shall:

a) understand and master language teaching methods and skills and apply them to the teaching praclice;

b) be familiar with and effectively use verbal and non-verbal language to create, strengthen and support the
classroom interaction;

c) take the appropriate teaching methods to meet some learners’ special needs,

d) understand and grasp the technology-ent lang ing and be able to apply them to teaching
practice.

4.5 Sustained professional improvement

Teachers for language training shall:

a)

participate in the training provided by language training organization;

S0 2008 - All rights resenved 5
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b) continue self-study.

5 Curriculum development
51 General
Curticulum development shall:

a) ider the istics of different |

b) develop a wide range of training courses to meet the basic needs of different leamers.

5.2 Needs analysis

Thel training izations shall conduct needs analysis, It shall

a) set up procedures to analyze leamers’ needs in terms of language leaming;

b) find out the needs and expectations of different target groups on training content, arrangement, result, ete.
5.3 Syllabus design

Language Iraining syllabus design shall:

a) follow the sound principals language leaming;

b) consider the needs and ch islics of iology and hology of different I

c} consider the language level of different learners,

5.4 Teaching materials

Teaching malerials may include classroom books, as well as wall charts, cards, audio and video tapes,
multimedia CD-ROM and other supporting materials.

Teaching shall be well-designed, i g, flexible and open

55 C and teachers arr t

Considering the course position and the needs of learners, course time, frequency, class capacity and elc.
shall be arranged.

Teachers shall be amanged considering the needs of the learners, the syllabus and the qualification of the
teachers.

5.6 Curriculum revision

L ge lraining shall collect the information by the following channels in order to revise the

curmiculum:

a) discussions between the leachers;
b) feedback from leamers;

¢) supervision of managerial staff;

6 © 150 2008 - All rights reserved
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d) guidance of experts.

6 Language training services procedures

6.1 Enrolment
Language training organizations shall;

&) accurately release enrolment information, including training courses, time, number of leamers teachers,
cost, application methods, ele;

b) provide enrolment counseliing;
c) sign the training contracts,
6.2 Examining learners’ existing language level

Language training organizations shall make diagnostic test on the language levels of leamers free of charge,
decide the placement and adjust the leaching plan according to the test result.

6.3 Delivery of training services

Language training organizations shall:

&) design the lraining courses in aceordance with syllabus;

b) make the best use of targel language;

¢} focus on the combination of teaching language skills and cultural knowledge;
d) create the opportunities for language practice;

&) provide language training after class;

f) comply with contracts and service commitments.

6.4 Measurement of training result

Language training organizations shall race the teaching and pericdically collect the feedback fram leamer and
teachers,

At the end of the training, language training izations shall lest the | \ the t and
make the records

7 Evaluation and improvement of language training services

7.1 Satisfaction

Language Iraining organizations shall get satistaction information from leamers, staff and society from the
following source:

) direct communication with leamner and staff;

b) questionnaire survey,

©150 2009 - AB rights reserved 7
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c} information collected boxes;
d) learners' complaints;

&) media coverage;

f) others.

7.2 Continuous improvement

Language Iralmng organizations shall periodically aggregate information on customer satisfaction and

slatistical mett to analyze the information,

unpruvsmanL

and put forward measures for

150 2008 - Al rights resensed
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