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INTRODUCTION

What is the Panglos Language Audit System?

The Panglos Language Audit System is a software package which

enables organisations to use a methodological approach to identify

and evaluate it’s English language training needs and priorities.

The system performs an analysis of information that is obtained from

templates and questionnaires that the users complete.

The system offers maximum flexibility in that the templates and

questionnaires can be completed on line (via internet) or off-line

(data is stored locally and periodically uploaded via internet).

Who is the Panglos Language Audit System designed for?

The system is designed for SME’s who need to use English for

business communication with clients, suppliers or associate

companies.

Whereas most large companies have separate Training or Human

Resource departments which are able to analyse training needs and

plan the necessary training programmes to meet those needs,

SME’s often don’t have the time, resources or expertise to do so.
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What are the end results?

The audit system identifies the real English language training needs

and priorities of the SME, identifying the roles and areas and levels

which are critical, and providing the information necessary for

defining training course content and typology.

In a nutshell, the objective of the system is to provide the analysis on

which to base training investment decisions and optimise the return

on those investments.
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PANGLOS – THE PLATFORM

The Panglos language audit system is built around a central

database located on an internet server. The database stores the

data that is input by the users as well as the information to guide the

user in the use of the system.

Why On Line?

An on-line system enables many users to access and update a

central database and, therefore, to perform tasks in parallel.

Any modifications to the data stored on the central database are

immediately accessible to all authorised users.

Why Off Line?

On-line systems require a fast and reliable internet connection. The

Panglos Language Audit System requires the exchange of large

amounts of data over significant periods of time. However, in many

areas of Europe, access to internet is neither fast nor reliable.

For this reason Panglos offers an ‘Off-line’ alternative – after the

initial data input session (which requires the input/addition of data

‘records’, and the transfer of these records to a central on-line

database), the information (data fields) relative to each record can

be input, or modified, off-line and stored locally.
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This locally stored data is periodically uploaded to the central data

base using a ‘batch processing’ procedure.
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HOW TO USE THE PANGLOS LANGUAGE AUDIT SYSTEM

Before beginning define the company structure:

1) Definition of Company Structure

The audit system is designed to identify the training priorities in the

SME organisation. This means that the organisational structure of

the SME needs to be defined. It is clear that in SME’s this is not a

simple task as the same person may cover more than one role,

however an approximation of the company “organisational chart” is

needed.

Lets consider an example:

CogTech Ltd is a company which manufactures high precision

components for industrial machines. The company has 30

employees.

1) List of Employees

Each employee in the company needs to be associated with a

“department” Organisational area or sector – e.g.

“Purchasing” in the example above.

Managing

Design/
Production

Production Purchasing

Sales/Marketing Finance/
Accounting/
Legal Affairs

CogTech Ltd
Company Organisation
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“Supervisor” The person who directly coordinates the

employee and, therefore, has a clear

understanding of the usage of English

required for the job functions covered by the

employee.

“Authorisation“ The level of authorisation determines which

information the person can access.

…see below .

There are three levels of “Authorisation” in the company:

“CompanyAdmin” Company Administrator, the owner or

managing director of the company – only

this level has access to the final results of

the audit.

“Supervisor” The person who directly coordinates,

supervises or has visibility of the work

performed by the employees in a specific

organisational sector. The supervisor has

access to the information regarding the

employees in his or her sector, but does not

have access to the information relative to

employees in other sectors and does not

have access to the final results of the audit.
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“Candidate” The employee him/herself – the candidate

has access only to the information regarding

his/her role and can not access information

entered by his/her supervisor, information

relative to other employees or the audit

results.

So, before beginning to input the data and complete the

questionnaires, we should have a table that looks something like the

table below:

Employee Department Supervisor Authorisation
DRAKE David Finance DRAKE CompanyAdmin

ADAMS Alan Design&Planning DRAKE Supervisor

COLLINS

Chris

Design&Planning ADAMS Candidate

BLACK Brian Design&Planning ADAMS Candidate

ELLIS Edward Production ADAMS Superviser

FRENCH

Frank

Production ELLIS Candidate

GREENE Gary Production ELLIS Candidate

HATTER Harry Production ELLIS Candidate

INERMANN

Ian

Production ELLIS Candidate

etc.… etc.… etc.… etc.…
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Note 1: Each Supervisor has, in turn, a supervisor. Consider the

example of ELLIS Edward in the above table. We have five people in

production, including ELLIS. In the audit, ELLIS will complete the

“Supervisor Questionnaire” for FRENCH, GREENE, HATTER and

INERMANN, while the “Supervisor Questionnaire” for ELLIS himself

will be completed by ADAMS, the person who supervises ELLIS.

Note 2: In micro enterprises and/or enterprises in which the
managers trust the employees’ self-evaluation, it is not
necessary to complete the supervisors’ questionnaire.
However it is recommended that the supervisor review the
completed candidate questionnaire before elaborating the audit
results.
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HOW TO USE THE PANGLOS LANGUAGE AUDIT SYSTEM –
AN OVERVIEW

The audit has three phases:

1) Data input (Interview with the Company ‘Administrator’)

2) Interviews (Analysis of Employee skill level/need

according to the employee and supervisor)

3) Results – Analysis of results for

programming training investment
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HOW TO USE THE PANGLOS LANGUAGE AUDIT SYSTEM –
A STEP BY STEP GUIDE

1) – Opening the file
If you are using the on-line version, open your internet browser and

enter the url: www.panglos.org

Wait for the page to open…this may take a few moments.

To start, enter your Partner Password and click on the 'Enter'

button.

If you are using the off-line version, locate and open the file

panglos.exe
Wait for the file to open…this may take a few moments.

To start, enter your Partner Password and click on the 'Enter'

button.

http://www.panglos.org/
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HOW TO USE THE PANGLOS LANGUAGE AUDIT SYSTEM –
A STEP BY STEP GUIDE

2)  – Select the language

Select the language you want to use.

We highly recommend using the english version because this
is the standardized one.

To select the language,
simply click on the
corresponding button
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HOW TO USE THE PANGLOS LANGUAGE AUDIT SYSTEM –
A STEP BY STEP GUIDE

3) – Log In
PartnerPass, User name and Password will be assigned to each

Company by the corresponding Auditor.

First Time Login
The ‘first time’ log-in has to be performed ‘on-line’ – either via

internet or via the ‘projector’ (panglos.exe) with an active internet

connection. In the left-hand column (Access Server”, enter user

name and password, click the "Retrieve data" button. Wait until the
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button changes colour to yellow and displays the message "

OK…verified". You can then proceed by clicking the green

"continue…download data" button.

Successive Log-in…

If you are using the on-line (www.panglos.org) interface, follow the

procedure for ‘first time’ log in, as outlined above.

But - If you are using the off-line interface, and the last time you

saved data was on local storage, then follow the right-hand column,

indicating the location of the directory in which the data is stored

(C:\…). Important: if you are using both on-line and off-line modes,

be sure to upload data from the last location that you stored the data

(Local or Internet).

http://www.panglos.org/
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HOW TO USE THE PANGLOS LANGUAGE AUDIT SYSTEM –
A STEP BY STEP GUIDE

4) Retrieving/Saving Data

If you are entering the system, click the 'download data from server

option' or, if you have saved the data locally, click the 'load data from

C' option. (Note, the system default settings locate the storage files

in the same directory as the application itself. So, if you are running

the application from a pen-drive or other read/write media, you don't

need to specify a path. Otherwise, specify a directory - e.g. a:\ or

c:\panglosdata).

If you are leaving a session, save the data before exiting - you can

save on the server (if you are connected to internet), or a local

directory, or both.

Attention: keep track of where and when you last saved the
data to avoid overwriting!!!
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Note. You can save locally only if you are working with
‘panglos.exe’ on a local work station (i.e., not via internet,
www.panglos.org)
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HOW TO USE THE PANGLOS LANGUAGE AUDIT SYSTEM –
A STEP BY STEP GUIDE

5) Select Operation (data Input, Interview, Audit Results, etc

The operations available will depend on you level of authorisation.

There are 5 different levels of authorisation which correspond to the

characteristic of the user.

1. Administrator - (in this case, the project coordinator). The

Administrator has access to all data in the system.

2. Auditor - The auditor has access to all the information for the

companies in his or her area. The User Name and Password for

the auditor are generated automatically by the system and

obtained directly from the Administrator.

3. Company Administrator - has access to the data for his or her

company. Password for the Company Administrator is obtained

from the auditor. (In the trial version, the username is 'AdminA'

and the password is 'AdminA'

4. Supervisor - has access to data relative to the people he or she

supervises.

5. Candidate - has access only to his or her own personal data.

Each user can access the usernames and passwords of those below

them in the system hierarchy.
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The Options:
 DATA INPUT -
 'Company Profile': To add new companies (Administrator or Auditor) or to modify
company profile details (Administrator or Auditor or Company Administrator)
 'Candidate Details': To add new candidates (Administrator or Auditor or Company
Administrator) or to modify candidate details (Administrator, Auditor  Company
Administrator or Supervisor)
 INTERVIEWS -
 'Candidate Interview': Pre-coded analysis of English use in current job function - to be
completed by the candidate. (Authorised Access - Administrator, Auditor, Company
Administrator, Supervisor and Candidate)
 'Supervisor Interview': Pre-coded analysis of English use in current job function - to be
completed by the supervisor.(Authorised Access - Administrator, Auditor , Company
Administrator and Supervisor)
 RESULTS -
 'Statistics' - Visualisation of  audit results in graphic format.(Authorised Access -
Company Administrator)
Pass words -
 - Visualisation of usernames and passwords for the current user and those with a lower
level of authorisation.
Upload/Download -
 - Return to Upload/Download options.
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DATA INPUT – (PHASE 1)

Company Profile

Some important notes:

1. Only Administrators and Auditors can add new companies -

Company Administrators can edit their own company profiles.

2. All fields have to be completed.

3. If you are an auditor or system administrator, you can add or

delete companies. If you do so there are some important points

to be remembered:

a. All additions or deletions have to SAVED on the SERVER

before further changes are made in the interview sections.

b. the short company name must be unique - duplicates are not

accepted.

c. to delete a company, simply enter 'xxx' in the

'FULL_COMPANY_NAME' box and save the data to the

SERVER.
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DATA INPUT – (PHASE 1)

Candidate Details

Some important notes:
1. All fields have to be completed

2. If you are a company administrator, auditor or system

administrator, you can add or delete candidates. If you do so

there are some important points to be remembered:

a. All additions or deletions have to saved on the SERVER

before further changes are made in the interview sections.

b. to delete a candidate, simply enter 'xxx' in the

CANDIDATE_SURNAME box and save the data to the

SERVER.
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See next page for an explanation
of the candidate characteristics
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CANDIDATE CHARACTERISTICS - RIGHT OF THE SCREEN

The candidate characteristics table is intended to be a
comparative rather than absolute scale.

The 'characteristics' are to be evaluated on a 'one to six' scale, ( 1 =

low, 6 = high). the characteristics are the following:

LEARNING ABILITY: The speed and ease with which the candidate

generally assimilates new information and learns new skills.

EXPERIENCE REQUIRED FOR ROLE: How much prior experience

and/or training must a person have to cover the role in question.

LEVEL OF AUTONOMY REQUIRED: Can the candidate rely on the

help of other colleagues (Low autonomy) or does the candidate have

to perform the job without support (High autonomy).

IMPORTANCE OF PERSON TO COMPANY: How important is it for

the company to keep the person. This "level of importance" could

depend on many factors, for example, the amount of classified or

sensitive information that the person possesses, the negative impact

the persons departure could have, etc.

TRANSFERIBILITY OF PERSON: How easy would it be to transfer

the person to other roles in the company. The higher the

'transferability' of the person, the greater the probable long term
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return on investment in training.

QUESTION 6: To be determined by the company - i.e., a company

specific parameter
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INTERVIEWS – (PHASE 2)

Candidate Interview

This questionnaire should be performed in two steps.
STEP 1 - Select only the 'functions' needed for each skill area.

STEP 2 - Complete the questionnaire for the selected 'functions' in

each of the five skill areas .

In detail:
STEP 1 - Select only the functions needed:

The candidate should indicate which of the listed functions in EACH

of the FIVE skill areas needs to be (or should be) performed in

English in the current role - (NOTE: when you enter this section, only

the first of the five skill area questionnaires is visible. This section

uses an 'overlay' format. To view the other skill areas, click on the

title at the top of the questionnaire area).

For example, start with 'Speaking Production' . The first column

gives a list of 'functions' which require 'Speaking Production' skills,

and the second column contains a 'yes/no' selection box ('0' = 'No',

'1' = 'Yes').

Decide if the function is needed or not and, if it is needed, click on

the corresponding selection box in the next column.

When you click on the box, a drop down menu appears and,

simultaneously in the top left part of screen, a 'key' appears.
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As you move the mouse over the numbers in the drop down menu,

the corresponding definitions in the 'key' are highlighted. When you

find the right definition - in this case corresponding to '1' or '0' -click.

When you later return to the 'Skill Area' questionnaire, the 'functions'

that have been selected as 'needed' will appear highlighted, while

those 'not needed' will appear less bright.

STEP 2 - Complete the questionnaire for the selected 'functions' in

each of the five skill areas

The candidate should go back through the FIVE skill areas and

complete the remaining questions for each of the functions that has

been selected. Each column after the first 'skill function' column

corresponds to a parameter (e.g. Importance, Frequency, etc).

This parameter name is highlighted in yellow when the mouse is

positioned over the selection box. When the selection box is clicked,

a drop down menu appears and, simultaneously in the top left part of

screen, a 'key' appears.

As you move the mouse over the numbers in the drop down menu,

the corresponding definitions in the 'key' are highlighted. When you

find the right definition, click.

The last two columns refer to present and target Communication
Skill Levels. The CSL (Communication Skill Level) scale describes

language level in terms of communication ability for the various

functions that are performed in SME’s. The scale respects the

traditional division of language skills into five areas (‘Speaking
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Production’, ‘Speaking Interaction’, ‘listening’, Reading’, ‘Writing’) in

that each of the ‘communication functions’ ( e.g. “requesting

information and clarification”) has been associated with one of the

five linguistic skill In the case of “requesting information and

clarification” the skill is ‘Speaking Interaction’).

The CSL scale is also compatible with the CEF, with the important

difference that the intermediate levels in the CEF have been

subdivided.

CEF: C2 C1      B2       B1 A1 A2

CSL:  8 .7 6 5 4 3 2 1

IMPORTANT: Check that you have completed the questionnaire
for all FIVE skill areas.
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CANDIDATE INTERVIEW

This is questionnaire layout
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The key appears when the user
clicks on the ‘selection’ box
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INTERVIEWS – (PHASE 2)

Supervisor Interview

Note: The supervisor interview follows the same format as the

Candidate interview (see above). As mentioned above this phase
may be omitted in cases in which the candidates’ self-
evaluation is considered accurate and reliable.

This questionnaire should be performed in two steps.

STEP 1 - Select only the 'functions' needed for each skill area.

STEP 2 - Complete the questionnaire for the selected 'functions' in

each of the five skill areas .

In detail:
STEP 1 - Select only the functions needed:

The supervisor should indicate which of the listed functions in EACH

of the FIVE skill areas needs to be, will need to be, or should be

performed in English by the candidate in the current role - (NOTE:

when you enter this section, only the first of the five skill area

questionnaires is visible. This section uses an 'overlay' format. To

view the other skill areas, click on the title at the top of the

questionnaire area). For example, start with 'Speaking Production' .

The first column gives a list of 'functions' which require 'Speaking

Production' skills, and the second column contains a 'yes/no'
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selection box ('0' = 'No', '1' = 'Yes'). Decide if the function is needed

or not and, if it is needed, click on the corresponding selection box in

the next column. When you click on the box, a drop down menu

appears and, simultaneously in the top left part of screen, a 'key'

appears. As you move the mouse over the numbers in the drop

down menu, the corresponding definitions in the 'key' are

highlighted. When you find the right definition - in this case

corresponding to '1' or '0' -click. When you later return to the 'Skill

Area' questionnaire, the 'functions' that have been selected as

'needed' will appear highlighted, while those 'not needed' will appear

less bright.

STEP 2 - Complete the questionnaire for the selected 'functions' in

each of the five skill areas

The supervisor should go back through the FIVE skill areas and

complete the remaining questions for each of the functions that has

been selected. Each column after the first 'skill function' column

corresponds to a parameter (e.g. Importance, Frequency, etc). This

parameter name is highlighted in yellow when the mouse is

positioned over the selection box. When the selection box is clicked,

a drop down menu appears and, simultaneously in the top left part of

screen, a 'key' appears. As you move the mouse over the numbers

in the drop down menu, the corresponding definitions in the 'key' are

highlighted. When you find the right definition, click.

IMPORTANT: Check that you have completed the questionnaire
for all FIVE skill areas.
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RESULTS – PHASE 3

Select the results section:

Note – when you select the section, the system elaborates the data.

This operation may take a few seconds, and while it is in progress a

red bar appears with the message :

“please wait…processing”

This section shows the results of the AUDIT:

 Candidate profile:
 The LEVEL; TARGET, PRIORITY for each
candidate for overall COMMUNICATION SKILL and
separately for each of the FIVE SKILL areas. In
addition, this section identifies the TOP 5 TRAINING
PRIORITIES in terms of SKILL and specific function,
identifying the present and target level for each. This
information provides the basis for the subsequent
training programmes in terms of type of course and
specific contents.

 Company by Department:
 How total and average LEVEL, GAP and PRIORITY
is distributed through the company

 Company Level Distribution:
 The distribution of the population according to
present level, and the total and average GAP and
PRIORITY associated with each level. This indicates
level of training which the company should be
investing in.

 List by Level, Target, Priority.
 An ordered list of the results for the whole company.
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RESULTS – PHASE 3

Candidate profile:
The LEVEL; TARGET, PRIORITY for each candidate for overall

COMMUNICATION SKILL and separately for each of the FIVE
SKILL areas

In addition, this section identifies the TOP 5 TRAINING PRIORITIES
in terms of SKILL and specific function, identifying the present CSL

and target CSL for each. This information provides the basis for the

subsequent training programmes in terms of type of course and

specific contents.
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Example: If the training priority is focussed on ‘speaking

interaction’ then the ideal training course would be based on small

groups of students who can study and practice the ‘speaking

interaction’ together for the functions that have been identified as

priority. On the other hand, reading and writing skills can be

improved with courses that have a significant multimedia or

elearning content.
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RESULTS – PHASE 3

Distribution of Company Priority by Department:

How total and average LEVEL, GAP and PRIORITY is distributed

through the company

These two graphs help to decide on which areas are critical and

therefore need the major investment in training. The graph showing

the totals is the more indicative.

Note: we often see an apparent contradiction - the departments that

have the highest average level of English often have the highest

priority for further investment in training. The level is higher in these

departments because English is needed and spoken regularly - the

priority is high for the same reason.
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Company organisation areas
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RESULTS – PHASE 3

Distribution of Company Priority by Department:

This graph shows the totals rather than the averages. Here we see

clearly that the second department has by far the highest training

priority and, therefore, should receive a significant share of the

training budget



PANGLOS USER GUIDE

www.panglos.org 39

RESULTS – PHASE 3

Distribution by Level:

This section shows the distribution of the population according to

present level, and the total and average GAP and PRIORITY

associated with each level. This indicates the starting level of

training which the company should be investing in.

Graph 1
Here. In this first graph, we see the distribution of the population

according to present level.
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RESULTS – PHASE 3

Distribution by Level – Training Gap:
Graph 2
Here we see how Training Gap is distributed according to present

level. It is clear we find the highest gap at CSL level 4, but there is

also a significant Gap at level 2 and 3. The real question we need to

ask is how important is it for the company to reduce these Gaps.

This question is answered by graph 3 on the next page
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RESULTS – PHASE 3

Distribution by Level – Training Priority:
Graph 3
Here we see how Training Priority is distributed according to present

level. On the previous page we saw that about 50% of the Gap was

at CSL 4. The graph(3) below shows however that CSL 4 accounts

for over 70 % of the training priority

The conclusion to be drawn is that the company should privilege

investment in training courses at CSL level 4
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RESULTS – PHASE 3

List by Level, Target, Priority:

An ordered list of the results for the whole company.

Click  the Buttons to change the order of the list.
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RESULTS – PHASE 3

List Username, Password and Authorisation:

FOR FURTHER INFORMATIONS E-MAIL TO cla@galileo.it
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