Aids to Assist TCO/ATCOs in
Understanding , Organizing, and Keeping ECL Records

Being an ECL TCO/ATCO of necessity entails following many regulations which can seem rather daunting.  In order to make the assimilation of these duties as easy and efficient as possible, the DLIELC Testing Department has developed some training aids.  This document contains these aids as well as the forms to which they refer.  They are linked internally – hold the Ctrl button (bar becomes pointer), move your mouse over a (usu. blue) link, and click.

[bookmark: contents]Contents:
· Condensed Overview of TCO Duties @ DLIELC Instruction 1025.15 
· TCO Interactive Checklist and Step-by-step Records for Some Required ECL Procedures
· MFR s 
· Ordering and receiving new ECLs 
· Destroying superseded ECLs 
· Sending required documents to DLI (Packing List, Certificate of Destruction, Test Log)
· Sending in Used Answer Sheets
· Appended documents required to be sent in to DLI
· Test Log
· MFR
· Questionnaire
· Certificate of Destruction
· Sample filled-in Certificate of Destruction
· Appended documents for information required to be kept at site
· Test Roster
· ECL Inventory form
· Continuity Book (required) – suggested organizational format


[bookmark: overview]
Condensed Overview of TCO Duties @ DLIELC Instruction 1025.15   (return to contents)
· TCO makes sure ECL is used to qualify ONLY within-range CONUS training candidates. 
· Use ALCPT to screen candidates with unknown language capabilities.
· Annually, TCO must order new FY ECL test.  Upon receipt of ECL forms, TCO must:
· inventory materials using the included packing list receipt.
· sign the Packing List receipt
· destroy previous year’s ECL materials by shredding/burning (2 signatures)
· complete the Certificate of Destruction (AF Form 1565 included in shipment)
· send the following to DLIELC/LEAT:
1. Signed Packing List receipt
2. Certificate of Destruction
3. previous year’s Test Administration Log (can use DLIELC Form 1025.15A  enclosed with Instructions 1025.15)
· TCO stores received ECL forms in a standard safe or metal file cabinet equipped with a key and bar-locking mechanism.  Only TCO/ATCO has access.
· TCO randomly rotates ECL form used, logs out said form on DLIELC Form 1025.15A, and logs said form back in after each test session. In addition, TCO annotates number of candidates tested after each test session.
· TCO checks the candidate’s identity using approved government form of photo identification before each test session. TCO will keep a record of everyone tested in order to avoid testing the same candidate again with the same ECL form, and to make sure candidates attain score within 105 days of US training.
· TCO must wait 30 calendar days before retesting a candidate.
· TCO will not administer ECL more than once every two weeks. If an additional test session is absolutely necessary, a waiver for said each extra test session must be requested through DLIELC/LEAT. 
· TCO completes the header section of the blank ECL test answer sheet prior to the test session. However, TCO writes in which ECL form was used after the test session.
· TCO mails in all used ECL test answer sheets to DLIELC/LEAT on a monthly basis. Ensure that no photocopies of the answer sheets have been made and no marks of any kind have  made during the scoring process.
· TCO provides additional proctors to monitor large ECL test groups; 1 monitor/every 15 test candidates. For example, 15:1, 30:2, etc.  (Proctors must be U.S. citizens and U.S. government employees.)
· TCO ensures that:
· Candidates bring only photo ID into test session.
· No notes are made by candidates during the test session.
· Candidates do not communicate with each other (ex: blinking, tapping, patting head, etc.) during the test session. 
· TCO provides everything candidate needs – pencil, blank answer sheet, and ECL test booklet which has not been written in.
· TCO checks each booklet after each test session to ensure that there is no writing in the test booklet.
· TCO immediately notifies DLIELC/LEAT in the event of:
· Loss or compromise of the ECL forms or used ECL test answer sheets. If a compromise takes place, immediately stop all testing with said compromised materials.
· Need for a waiver to conduct additional test sessions.
· Change of TCO or ATCOs. Include an updated MFR for ECL TCO.
· Change of contact information (i.e. physical or email addresses).
· TCO 5.1.2.14.  Maintain copies of ECL test program documentation (TCO Appointment MFRs, submitted ECL Questionnaires, signed packing lists, Certificates of Destruction, etc.) in a file or continuity book for inspection purposes.


FY10 - TCO Interactive Checklist for Some Required ECL Procedures
(not to take the place of a thorough familiarity with all regulations in DLI Instruction 1025.15)
[bookmark: P1testroster][bookmark: P1ContBk]NOTE:  Keep records of  TEST ROSTER - everything relating to ECLs (except copies of used answer sheets) in a Continuity Book.

(Ctrl + click to navigate)	

		MFRs 	(rtn to contents)
	[bookmark: RANGE!E3] 
	Initial MFR Date
	MFR Update
	MFR Update
	MFR Update

	[bookmark: RANGE!E4][bookmark: MFRcklist]Email DLI an  MFR  whenever there is a change in TCO/ATCO
	 
	 
	 
	 

	 
	Checklist for Paperwork

	[bookmark: RANGE!E6]TCO/ATCOs are qualified by rank/grade  (≥ E5/GS5), US citizens, etc
	 
	 
	 
	 

	[bookmark: RANGE!E7]MFR signed by all TCO, ATCO, Agcy Chief (except departing)
	 
	 
	 
	 

	People departing / replaced are listed
	 
	 
	 
	 

	Test site number included
	 
	 
	 
	 

	A copy is filed in the Continuity Book
	 
	 
	 
	 



[bookmark: QstnrCkList]4-Yr.  Record of Ordering New ECL Materials
New ECL testing materials must be ordered annually.  Use of new FY tests begins 1 Oct. (rtn to contents)
	 
	Order Date
	Order Date
	Order Date
	Order Date

	Questionnaire sent to DLI (date)
	 
	 
	 
	 

	
	Checklist for Paperwork

	[bookmark: RANGE!E16]New materials quality checked and inventoried
	 
	 
	 
	 

	Packing List Signed
	 
	 
	 
	 

	Packing List filed in the Continuity Book
	 
	 
	 
	 



[bookmark: superseded]4-Yr. Record of Destroying Superseded ECL Materials (rtn to contents)
Follow directives in 1025.15
	
	Checklist – write in the dates of completion 

	[bookmark: RANGE!E23]All old materials (except used answer sheets) listed & destroyed IAW 1025.15
	 
	 
	 
	 

	AF Form 1565  Certificate of Destruction duly signed with witnessing official
	 
	 
	 
	 

	Copy of Certificate of Destruction filed in the Continuity Book
	 
	 
	 
	 




[bookmark: SendRqDocs]4-Yr.  Record of Emailing Required Documents to DLI (rtn to contents)

	 Checklist for Items Sent to DLI – write in the dates of completion

	Signed Packing List
	 
	 
	 
	 

	Signed Certificate of Destruction
	 
	 
	 
	 

	Test Log for the previous year
	 
	 
	 
	 

	(Copy of the Test Log filed in the Continuity Book)
	 
	 
	 
	 



[bookmark: AnsShtCKlst]4-Yr Checklist Record of Sending DLI Used Answer Sheets (rtn to contents)
	
	Oct
	Nov
	Dec
	Jan
	Feb
	Mar
	Apr
	May
	Jun
	Jul
	Aug
	Sep

	FY____
	
	
	
	
	
	
	
	
	
	
	
	

	FY____
	
	
	
	
	
	
	
	
	
	
	
	

	FY____
	
	
	
	
	
	
	
	
	
	
	
	

	FY____
	
	
	
	
	
	
	
	
	
	
	
	






Some Information from 1025.15 re Used Answer Sheets
TCO will….
6.1.6.6.  Not fax or make copies of the used answer sheets for any purposes.  For reference, the TCO should maintain a record of information such as names of examinees tested, test dates, test form administered and ECL scores.  An ECL Test Roster (Encl E6) can be used for this purpose.

6.1.7.  Disposition of scores/answer sheets.  The TCO will:
6.1.7.1.  Prepare the used answer sheets (not copies) for shipment with a double wrapping and will label the inner envelope or package:
 (
FOR OFFICIAL USE ONLY
TEST MATERIAL
TO BE OPENED BY THE NONRESIDENT ECL TEST MONITOR ONLY
)






6.1.7.3.  Using the DLIELC/LEAT mailing address on the outer envelope or package, send the used answer sheets by certified or registered mail to DLIELC/LEAT once a month.  The TCO can ship via diplomatic pouch if certified/registered mail is not available.  The TCO will ensure the TCN is entered in the boxes at the top right-hand corner of each answer sheet.  The TCO can review paragraph 6.1.2.3. of this instruction for procedures on preparing answer sheets for examinees to ensure all sheets have been properly completed.  …
DLI address to be on BOTH inner and out wrapping/package
 (
DLIELC/LEAT 
2230 Andrews Ave. 
Lackland AFB TX 78236-5207 
)




[bookmark: TestLogForm]
Test Log (DLI 1025.15(A) :  Whenever ECL materials are removed from their secure location, this information MUST be supplied.    (go back to checklist)               (rtn to contents)
This form can be resized and downloaded.


[bookmark: MFRform]
MFR form for appointing/changing TCOs and ATCOs:                    	 (back to checklist)       (rtn to contents)
MEMORANDUM FOR RECORD

SUBJECT:	Appointment of English Comprehension Level (ECL) Test Control Officer (TCO) and 
	Alternate Test Control Officer (ATCO)

REF:  DLIELC Instruction 1025.15 (latest issue)

1.  The following personnel are appointed subject duties for Site #__________ IAW reference, effective 
		 or until officially relieved or released from appointment.  Signatures below signify that the appointee has read and understood DLIELC Instruction 1025.15 and agrees to follow its provisions.


												
  TCO (print or type name)				RANK			SERVICE

												
  E-MAIL ADDRESS					SIGNATURE


												
  ATCO (print or type name)				RANK			SERVICE	

												
  E-MAIL ADDRESS					SIGNATURE


												
  ATCO (print or type name)				RANK			SERVICE	

												
  E-MAIL ADDRESS					SIGNATURE


												
  ATCO (print or type name)						RANK				SERVICE	

												
  E-MAIL ADDRESS					SIGNATURE


2.  Appointments above supersede those of the previous TCO/ATCOs (provide names):

												


3.  Please mail to:	DLIELC/LEAT		OR      FAX to:	DSN 473-0211
	2230 ANDREWS AVE	COMM (210) 671-0211
	LACKLAND AFB TX  78236-5207

		________________________  
Signature of Appointing Official (Installation Commander or SAO)	                  Date

		________________________  
Name/Rank/Title of Appointing Official (typed or printed)		            E-mail Address

[bookmark: Questionnaire]
ECL Questionnaire:	(back to checklist)     (rtn to contents)

FY10 SERIES ECL QUESTIONNAIRE

Please provide the information requested below.  Please use the MEMORANDUM FOR RECORD to indicate any TCO or ATCO additions/changes.  If TCO is scheduled to rotate, please inform DLIELC/LEAT.  If there is no requirement for ECL testing, annotate below and return this form with a Certificate of Destruction (AF Form 1565) for all ECL materials.

SITE NUMBER:  

TEST CONTROL OFFICER: 

ALTERNATE TEST CONTROL OFFICERS:
______________________________________________________________________

MAILING ADDRESS: 
ACTIVITY:
STREET:
CITY/STATE/ZIP:

PHYSICAL ADDRESS (if different from mailing address): 
ACTIVITY:
STREET:
CITY/STATE/ZIP:

COMM PHONE:
DSN PHONE:
COMM FAX:
DSN FAX:
E-MAIL:
MESSAGE ADDRESS:
______________________________________________________________________

FY10 ECL TEST MATERIALS REQUIREMENTS

NUMBER OF ECL FORMS REQUIRED:  _________________

NUMBER OF TEST BOOKLETS PER FORM:  _____________

UNLESS SPECIFICALLY REQUESTED, AUDIO TAPES WILL NOT BE SENT.  1 CD WILL BE SENT PER FORM.

NUMBER OF ECL ANSWER SHEETS (FORM 6748A) REQUIRED FOR FY10:  		

IS THE ECL ADMINISTERED IN A LANGUAGE LAB?  YES _____  NO _____

IF SO, HOW MANY POSITIONS ARE IN THE LAB?  _____

REMARKS:  __________________________________________________________________

PERSON COMPLETING THIS FORM:  _____________________________

DATE:  _________________________

[bookmark: certificate]
Certificate  of  Destruction (2 pages)                                          (return to checklist)      (return to contents)   
To see a filled-in sample of the Certificate of Destruction, press Ctrl + point/click on this link:  http://dlielc.edu/testing/AF1565Sample.pdf  
[bookmark: SampleCoD]

Sample Certificate of Destruction – filled in (2 pages)	(return to contents)




[bookmark: TestRoster]Test Roster	(to return to checklist)   (rtn to contents)

	[bookmark: RANGE!P2]Test Roster.  You may use another Test Roster form as long as it contains the same information.  The required information must be kept on file to make certain that no candidate is tested twice with the same form, no candidate is re-tested before 30 days, and that a candidate is tested within 105 days of the start of his training.  
You do not need to send DLIELC a copy of this form.

	

	

	



This form can be copied, resized, printed.




[bookmark: Inventory]
ECL Inventory Record	(rtn to contents)

The TCO shall:

5.1.2.5.  Inventory ECL materials every six months and upon assuming or relinquishing TCO duties.  The TCO will notify the appropriate combatant command and DLIELC/LEAT immediately of any discrepancy.  
Note:  this information does NOT need to be sent to DLI
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	Conducted by
	Form
	Booklet #s
	Tapes/CDS
	Answer Keys
	Where Located
	Continuity Book Current

	
	
	
	
	
	
	
	

	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 





	(return to p.1 checklist)     (rtn to contents)

How to Organize a Continuity Book:

The TCO shall:
5.1.2.14.  Maintain copies of ECL test program documentation (TCO Appointment MFRs, submitted ECL Questionnaires, signed packing lists, Certificates of Destruction, etc.) in a file or continuity book for inspection purposes.


(rtn to contents)

[bookmark: ContinuityBk]Suggested Organization of Continuity Book Tabs (and e-folders):

1. Test Roster (make sure people aren't being re-tested too early or with same test form)
2. Test Admin Log (keep handy so people will properly sign in/out the test materials
3. TCO Checklist and Summary of Duties (keep it easy to refer to) (checklist also has copies of most of the documents you need to send in.)
4. ECL Record of Inventories (twice annually + whenever TCO arrives/departs
5. MFRs
6. Questionnaires
7. Packing Lists
8. Certificates of Destruction
9. Official Regulations (DLI Instruction 1025.15)
10. Email and other communications of significance
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ENTRY, RECEIPT AND DESTRUCTION
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1 REMOVAL AND ENTRY DATA
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5. BASIC DOCUMENT (Title, date, aad control number) 6. AMENDMENT (Change no., date, copy no., and control/register page no.)
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