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FOREWORD

The purpose of this brochure is to introduce to you this Uni*ersity's

Language Lab facilities and services. We hope that you will feel at home

in our labs sand accept our offer to help extend your effectiveness ts a

foreign language teacher.

As with language itself, merely being acquainted with the labs it' not

enough. A further step is needed -- actual practice and experience,, We

would li-ke to suggest that your minimum training prOgram inour labs

,include (1) the study of this brochure, 2) the experience of listening to

the student Orientation Tape, and (3) attending one of our Workshops on the

use of the teacher console.

Currently, the FOREIGN LANGUAGE LABORATORIES' mission is to support

the programsof six other' departments in the College of Arts & Sciences:

EAST ASIAN LANGUAGES, EAST ASIAN LITERATURE, ENGLISH AS A SECOND LANGUAGE',

EUROPEAN LANGUAGES &,LITERATURE, INDO- PACIFIC LANGUAGES, and LINGUISTICS.

The measure of our lab effectiveness is in great part contingent upon the

value of the taped programs themselves. These, of course, art the responsi-

bility of the teachers who produce or select them. On the other hand, we
40P ,

do have the sole responsibility for maintaining the equipmep t in the best

of condition and for giving all possible assistance to tho who wish to -

profit by the, labs, whether students or teachers.

We hope that this brochet will -answer most of your questiont regarding,.

our organization. If not,, Please ask us. Well be glad to discuss with

you any aspect of our lab operations.

First Edition
August 1972
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5ENE'PAL DESCRIPTIO

LONG TIME AWAITING

The language lab complex -- 8.1,850 square feet of facilities on the

first and second'floors of Moore Hall -- opened its doors on November 10,

19701 The fun of planning for it had begun in 1964. It took six years

and 5411,585 to bi-ing about this cusdeom installation intended to accommodate

about 3,500 foreign language students enrolled in 120 lab courses.

On the first floor are the student facilities: the Student TaPe

Library and four "Library" Labs totaling 174 booths of the level-III type

-(audio-active-record).

On the second floor are the teacher facilities: the Master Tape

Library, the Recording Studio, and two "Class" Labs totaling 60 booths,

also of the level-III type.

QUITE DIFFERENT

Anyone wishing to learn about this University'.s lab facilities is

invited' to listen to our 12-minute Orientation Tape whose purpose is fo

introduce .the Library Labs to the students. '.Not mentioned on the tape,

however, is the interesting story behind our choice of equipment. Three'

years ago, when the project went out for, bids, the tape cassette industry

had riot yet produced any equipment that could sustain daily lab use and

abuse. Since a Student Tape,Library based -on open-reel tapes in boxes.

would have been extremely cumbersome, we had to shop far and wide to find

the student cartridge deck we have. It's manufactured by CLARKE CSMITH LTD.

of England' where the machine is used as a "Talking Book" for the blind.

It's so easy to operate that we cotildn't resist adapting it to our lab needs.
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Another innovation 'in our labs is the Dual-Teacher Console. It,

too, will be found relatively easy to operate once its functional logic

is understood. For this reason, console training is best conducted in a

Workshop situation where both the theoretical and practical aspects of a

class lib session can be adequately covered.

STANDING OPERATING PROCEDURES

An organization the size of ours was bound to develop extensive

stapding operating procedures. These are essentially intended to provide

the most and best services possible given a specific and limited budget.

As our financial outlook changes, so will our ability to respond to your

needs, especially if they happen to be outside the scope of our current

mission.

e

k
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PART' I.

STUDENT FACILITIES

(Ground Floor)

1. THE STUDENT TAPE LIBRARY

2. THE LIBRARY LABS

3. LIBRARY LAB NO. 4
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1. THE STUDENT TAPE' LIBRA.RY**

Ours is a "library" system of lab operation whereby students check

out prerecorded cartridgeS from the Student Tape Library for immediate use I/

on -the lab premises. We do not keep on our shelves all the cartridges that

will be needed throughout the year by the 120 courses, requiring lab practice:

This convenience would require an investment of about.half-a7million dollars

in cartridges alone! What we do is mass produce cartridges daily in pro-
,

portion to course enrollment and in accordance with the lab schedules

submitted by the course coordinatgrs. After a weWs.time, when they are

no longer in "current" use, the cartridges are erased and recycled, except

for two copies which are kept on our "previous" shelves. This means that

a student will always be ableto review or catch up, as the case may be,

but will not be able to go ahead of his course schedule. Since the word

"library" is quite ambiguous when applied to language labs, it is recom-

mended that the students be informed of its real meaning at the first

opportunity you will have to talk about the labs to your classes.-

2. THE LIBRARY LABS

The Library Labs are whole the students go to practice independently,

at their own times, and for as long as they wish. .

The best introduction to these labs is our 12-Minute Orientation Tape

which is used in conjunction with mural displays illustrating "Hbw to psi('

a Cartridge". This.short but comprehensive talk on all aspects of our labs

will be found at the beginning of all the Clvartridges.produced during the .

, 9



first'kek of instrucbp.

As you enter Moore 16 or 155, otice the

N

nctional characteristics

of the Library Labs -- the 1oc tion of t teacher nsoles, the orientation

of the student booths, 4hetr col schemes, theit iden fltation pattern.

, Look or walk 'inside the glass-enclo d Control oom separ ting each pair of

labs and observe the dual-teacher cons es, the demote program racks and,

401
in the case of Moore 153, the impressive

looking like something out of "2001".

3. LIBRARY

-slave cartridge du\ icator

LAB

This 30- position. lab is different from the othen three on the-grO nd

. floor. Eighteen booths (rows A, B and C) aloe equipped with an additi al

WOLLENSAK recorder of the open-reel type to .provide students with opttmuni\
\;

flexibility in recording themselves, in accessing programs,and in dubbing :\

them. The remaining twelve booths. (rows 0 and E) also have a specia'ized ,

\

application -- training in Simultaneous Interpretation. Essentially, tbese

i \

booties make it possible for a.studentto record his translation onto a '

blank cartridge while listening to a simulated conference from a remote

program.source and talking into a mike devoid of audio feedbaCk whieb, in

this particular case, would interfere with the listening process.
1



PART II

.

TEACHER 'FACILITIES

(Second Floor.)

,

1

4

A. YHE RECORDING STUDIO

5.. THE '1 ,TER TAPE LIBRARY

6. THE CLASS LABS

\

.\\
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4. THE RECORDING ST6'DIO

The Recording Studio may well be considered the cornerstone of our

entireOrganiiation inasmuch as approximately '50% of all the taped materials

used in the labs originate from there. This is particularly true of the

"exotic" languages for which tapes are not commercially available. But

teachers, of all languagais like to make tapes, especially for,testing

purposes.

,A
Thowe are two ty0tiof activities associated with the Re9ording Studio

area: live recording and duplication. By the time an original recording

. reaches-the students' ears, it has gone through three stages of production --

master tape,' worliwcopy, studey.t sartridge -- losing quite a bit of its audio

.Auality in the rocess. This is the reason you will find strictly profession'al

equipment in tA .studio area, to'insure that the end product in the student ,

q
booths is asclose to the original as possible.

1
I.

5. T H E MASTER TAPE LIBRARY

We have
.

a dollection of abOut 10,000 open-reel tapts in 30 languages.as,

.One bird of thellare masters, the balance Work copies. Tape boxes are

-_identified with colored labels: red for master tapes made in our recording
.--,

id, Orange for masters purchased from publishers, black for work copies.

used in cartridge duplication, and green for work copies used as remote

programs. Our ambition is not to become 'a Smithselan Institution, however.

IR We'are looking forward each summer to culling from-our shelves all the tapes

that 41 no longer be used in the fall because of textbook changes.



41,

16

publishers,' masters withdrawn from circulation are returned to the

Depariment who bought them to dispose as they see fit.

THE.TAPE CATALOG. For every tape on our shel.ves, you will find s

4" x 6" card in our,catalog files. Tapes are identified with the help of

a code system_deVeloped over the years. It has served us well, perhaps

because it is both:flexible and meaningful -(see appendix).

Of course, the cards should never be removed from the files. But we

shall be glad to', provide course'coordinators with photo copies of all the

cards needed for the planning of a course syllabuS.

TEE TEACHER CARRELS. Three teacher carrels, large enough for double

occupancy, Ire available in the -Plaster Tape Library area. Being equ'ipped

'With both an open=reel and a cartridge deck, they carr be used for editing

masters or for the'correction of,speaking tests, especially if the grading

is to be done by two teachers simultaneously. Headsets are provided and

their use is recoMmended.

THE E CLASS LABS
, f

The Class Labs area-where teachers periodically meet ith th r

Alp

students for training,monitq ng, and testing purposes.

The characteristics ofhese labs will be found quite diffe -nt from

those observed in the Library Labi. Each student pasition is s .11 equipped

with the Same dual track cartridge recorder but does not have ny program

dubbing facilities or remote-program access. The dual-teach console is

.

now located in the lab and facing the students. The booths are color -coded

and identified along longitudinal lines to insure direct .'e contact with



one's own students,,when ver two teachers are sharing the'same.lab and

console.
I

Class Lab acti ties have been categorized into 5 types of Tab sessions

for the sake 'of T ming how to use the console: (1) console program only,

.(2) werecorded artridges only, (3) console program and blank Cartridges,

.44) mike,program and blank cartridges, and (5) automatic test tape and

blank cartridges. As can be guessed from the above, proficiency in_the use

.. n.,./ . - , r

of the:teacher console cannft be achieved from reading about it.. Starting
,

this fal1,7we'are inauglirkting a new service to teachers -- the Workshop --

'which will include a blend of theory, practice and testing on class lab

.utilization. 'These workshops will be offered at the beginning of each

.

-semester and for as 'long as needed to bring each.teacher's proficiency to

where he can fly solo at the console.

oWe would Tike to add, to encourage you, that wekhave taken agood look

at thqdfrequency and types of the mistakes made atthe console in the past

- and tat we have now modified the Control Panel to be as 'failsafe" as
I

possible.

17
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PART III

STANDING OPERATING PROCEDURES
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7. STUQENT LAB RE9STRATION

8. SCHEDULING CARTRIDGE PROGRAMS

9. SCHEDULING REMOTE PROGRAMS

ING THE RECORDING STUDIO

11.. BOOKING A CLASS LAB

12. LOAN OF PORTABLE EQUIPMENT

3. MASS TESTING SERVICES
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7. STUDENT LAB. REGISTRATIaN,

.

Students enrolled in lab courses receive two IBM registration cards:

a class card and a le card, almost identical in looks. The lab card is

the one,which carries a lab section but no credit hours. Also, it-is

a.

stamped t back.

Student lab registration procedures involve both the teachers and the

labs:

NORkAL REGISTRATIOS

At the first class meeting, you iSlePtestudents to PRINT

the information requested on the flack of their IBM lab cards.

If a student has failed to receive an IgM lab card together
i

with his IBM class card, have hip PRINT the needed information

on a piece of paper:

You collect the IBM lab cards and announce to your class

that their lab I'D cards will billittributed at the next class

meeting and that there will be no lab until then.

You bring the IBM lab cads to us (Moore 256) immediately

after the first class. We'll prepare your students' embossed

lab ID cards in time for you to pick up and distribute at your

c-second class meAing.'

LATE REGISTRATION a

A late.registrant may be sent to.us (Moore 250- after you

sign his IBM lab card to certify his enrollment-in yOur course.

Short of your signature, the student will be required to show

his U.H. registration fee receipt.
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This method of lab registratien has proved highly successful because,

above all, itioives the teacher ample time to talk aboutall aspects of the

labs before a student arrives in the labs for his first session. If, then,

he li.sten§ to
1

the Orientation Tape and follows our instructions, we can rest

assured that we have done all we can to get him started the correct way.

'Yet, students.will ask, "Why do -we have to register for lab at all or

be issyed ID cards?" You should kn6w the answers: it provides u5 with

%Stant statistics on course enrollment which we. need for our cartridge

production; it also is a means of safeguarding State property, as each

cartridge. costs about S8. We prefer our system to costly turnstiles and

undignified searches.

8. SCHED..LING CARTRIDGE 'PROGRAgS

In multi- section courses,, cartridge program scheduling is the

responsibility of thg coordinator in charge. In the case of.a single-

seCtion course, its the responsibility of the teacher himself.

Schedules can be submitted as part of the course syllabus for an

entire emester or on a week-to-week basis using the appropriate lab form.

1
N. a

At th beginning of semester, they are to be subMitteto our Programs
.,

Coordinator one week before the first day of instruction. Thereafter,

Wednesday, 12:00 Noon, is the deadline for programs scheduled to begin on

the following week.

Generally speaking, tapes are scheduled in'the labs to provide

stUbenttwith the specific materials they need to pctice in preparatioh
. .

L , for their next class performance., The timing is essential both to the
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students and to us in our cartridge production. Do not request to have

ready on Monday all the tapes that will be needed for the week. We cannot

cope with the load and the students themselves will not know how to pace

themselves.

Because of our "library" system of lab operations which provides a

certain flexibility in requesting cartridges, it is also essential that

your students understand our tape code system as it applies to their course

They will, need that information to kno,a4which cartridges to check out from

the Student Tape Library, especially for review purposes.

IMPORTANT: Under our current lab registration procedures, students

do-eot have access to the library Tabs until after their second class

meeting, i.e., after they have received their lab ID cards: Their first

lab session will therefore be in preparation for their third class meeting.

THE TENDENCY FOR THE COURSE COORDINATOR TO CRAM INTO THE STUDENT'S FIRST

IP
LAB SESSION THREE LESSONS WORTH OF TAPED MATERIALS MUST BE RESISTED AT ALL

COST. If the students are to be given a chancel°. listen to our 12-minute

Orientation Tape, your first lab assignment should not exceed 18 minutes in

length. In the past, a student's first lab encounter has often been&

traumatic experience because he Was under considerable pressure to accomplish

too much at once. The results -- skipped orientation and a lasting

negative-attitude. If there are any surplus taped materials which cannot

be fitted in the lab schedule, what better place to practice them than in

the classroom?

23
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9. SCHEDULING REMOTE PROGRAMS

Remote programs are quite popular in the labs. 'cot only do they

provide a break from drill materials but also an opportunity to enlarge

one's cultural horizons. They can be lectures, music, poetry, operas, etc.,

almost anything that will add a new dimension to the basic text routine.

Please note, however, thaour business is not necessarily to entertain.

For this reason, rock'and classical music -- which are widely available

elsewhere -- are not exactly the type of supplementary programs we would

like you to select or contribute..

Remote programs are played from ID open-reel decks mounted on racks

that can be observed inside each Control ROW. These machines are designed

to start by the clock. Programs under 28 minutes start on the hour and on

the half-an-hour while programs over 28 minutes start on the'half-an-hour

only. Of course,'students do not have control over these-learning materials

but they do have the option to listen passkelyJwith their microphones dead

or actively with their microphones live. The record button on top of the

stickshift will effect the microphone changes, as explained in the Orien-

tation Tape.

We shall welcome "cultural" contributions from anyones4private

collection, especially if they Can be related to classroom activities, such

as songs whose lyrics are often first introduced to the students in class.

Our plans are to offer 10 remote progratr§ per week, 'although we may have

a hard time filling the quota. Elept for a fetv-European Languages, most

of the tapes-on oUr shelves are of the drill type.
1

./."7

It would be highly desirable if, at the beginning of each semester,

course coordinators would submit to us.a list of at least 10 selections



which we would schedule at our discretion to provide for a balanced variety

of new programs each week.

BOOKING .THE R-ECORDING STUDI0

LIVE RECORDING. The booking of a recording session is usually

preceded by a Conference intended to de rmine the scope of the project,

the length of the proposed recording(s , the code number(s) to be used,

the wording of the instructions, -the availability of the studio and techni-

cian, the need for tone signals sal'i'vating bells, music, etc.

DUPLICATING. The duplication of our homemade Masters poses no problem.

Before we can make ~work copies out of publisher masters, however, a nrelimi-

nary conference is also essential, We need to determine the criteria to be

used by the teacher for Biting the original tapes into smaller work units,

the method to be used for conveying instructions to our technicians, the

code number(s) to be assigned, etc.

Editing publisher masters often requires great pedagogical discernment

if reorganization or selection of the materials is involved. It is our

opinion that the edjting of publisher tapes should always be done by the

course coordinators-themselves in.smuch as great insights as to the best

utilization of the materials can be gainea during the editing process.

PURCHASE OF MASTER TAPES. Since the selection of textbook materials

is completely outs* our purvieW, it follows that the purchase of all ,

,masters -- whether tapes or records -- is also a responsibility of the
_ w

department involved. A-financial 'problem does arise for the labs, however,

'each time a department decides to borrow, rather than buy, a'set of masters

25
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for us to duplicate. Our lab budget does/not have any provisions for

unpredictable expenses such as these. For this reason, it is important that

you consult with us before you commit yourself to adopting new texts and

tapes that will involve the use of our tape stock, equipment and labor in

the making of masters. ;There is another important reason why we do not

S
recommend the borrowing of masters -- their poor quality. In any case, it .

is always a good policy t submit to us a sample tape for evaluation. There

isno guarantee on the and o quality of tapes purchased from publishers,

let alone borrowed.

4-

11. BOOKING A CLASS LAB

Language teachers in Europe would not subscribe to our "library" style

of lab operatioo whereby students caf practice on their own withott teacher

supervision. Lab utilization, where there are labs, is usually restricted

to class lab sessions under the guidance of the teachers themseives,who

spend, perhaps, half of their teaching time at the console. All language

students at this University can also benefit from this type of lab training

on an estimated average of about once a week. Our two 30-position class

labs were especially designed for that purpose.

The booking of a class lab always involves a conference to determine

your specific needs and to help you plan the session in detail. We have

developed a convenient form to facilitate the task. Thereafter, you should

consider yourself entirely on your own, as we do not have the staff to stand

by to help you'at the consoles.

Lab sessions are usually for periods of no.more than 25 minutes at a



time. Studies have been made to confirm our own experience that the

wearing of a headset, let alone listening to distorted sound, can be

extremely tiring and unproductive after a mere 20 minutes under the best

of circumstances.

The sessions need not be scheduled during class times. In fact, we

would like to recommend a recent and successful experiment whelreby students

enrolled in multi-section purSes are given a choice of class lab sessions

to sign up for, outside of class times. There are many advantages to this

arrangettnt: fewer class lab sessions, student exposure to other teachers,

saving of precious class time, especially if a long hike is involvpd between

classroom and lab. Sorry, we no longer have a substitute classroom to offer

you in Moore Hall.

We shall welcome being invited to address your students in a class lab

situation if only to answer their questions about the labs. We have pro-

vided for a Suggestions/Comments book outside the Student Tape Library, but

there is no substitute for a live encounter to.turn frowns into smiles.

12. LOAN. OF PORTABLE EQUIPMENT

Tapes in the classroom do provide for an often-needed change of pace.

We have 24 portable cassette players available for loan, each equipped with

a special siipback featUre (instant replay) particularly useful for drills.

The Oailability of the players and the cassettes -- which must be specially

made -- is.subject to advance-1;tioking.

Our audio inventory a)so includes 18 open-reel recorders which can be,

borrowed either for classroom or temporary office use.

1

27
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WE DO NOT HAVE ANY 24*-V EQUIPMENT TO LOAN. Slide projectors, film

projectors, screens, etc., must all be. borrowed and arranged .for either

from the DepartMents themseilyes or from AudiovisuailServices (ext. '8298,

4
8009). They notonly have an Equipment Pool in the bas ment_of the Sinclair

Library but also in 11 other buildings throughout the ca us. Reference is .

made to.their Guidelines to Instructional Resources, pp. 7-16.

We have requested that Moore 259 be permanently assigned to the Labs

to serve as substitute classroom and also as a place suitable for A-V pro-

ductions. Unfortunately, the room will not be available until next summer.

13. MASS TESTING SERVICES

We shall .be glad to provide the setting -- 234 student positions in

six labs -- whenever language tests are to be administered to' large groups
a

of people. These can be Placement Tests, High School Contests, Final Exams,

MLA Proficfenc Tests, etc. The extent of our services, however, does not

include the actual responsibility for administering the tests nor any o#

the proctoring functions that may be called for. Indeed, all tests must be

conducted under the direction of an appropriate instructional staff whom we

shall be glad to assist.
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