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	Note on Registration

See Information Circular (paragraph 2) on procedure for registration/payment.
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Staff Development and Training Unit

LANGUAGE AND COMMUNICATION TRAINING PROGRAMME

The goal of the Language and Communication Training Programme is twofold:

Language training courses in the six languages, Arabic, Chinese, English, French, Russian and Spanish are organized, upon demand, in order to promote linguistic balance within the Secretariat and to improve the language capabilities of its staff as mandated by General Assembly resolution 2480 B (XX111) of 21 December 1968 and 43/224 D of December 1988.  The purpose of these courses is to provide staff members with the opportunity to achieve proficiency in other official languages.

Towards this end of gaining proficiency in official languages, the United Nations Language Proficiency Examination (LPE) is the official test of a staff member’s knowledge of the language and may be taken both by participants who have completed the last level of a language programme and by staff members who have achieved proficiency from outside sources.

The aim of the communication skills course is to address job-related concerns of staff members who wish to improve their ability to communicate effectively, either in writing or speaking.

Helping You Develop Job-related Abilities
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OFFICE OF THE CHIEF OF ADMINISTRATION

    _______________

INFORMATION CIRCULAR

 ________________

To:

All Members of Staff              




                         United Nations Organizations, Embassies



and Consular Missions in Nairobi
From:

Alexander Barabanov, Chief                



Division of Administration

Subject:
Language and Communication Training Programme 2006, First Term

1.
The schedule for language courses for the First Term 2006 is as follows:


Registration:

3rd January 2006 – 12th January 2006  


Placement Test
Thursday 12th January 2006  




1:00 P.M.





STDU-Central Area

            First Term 2006:
 Monday 16th January 2006 to Friday 7th April 2006
            Second Term 2006:
Monday 24th April 2006 to Friday 14th July 2006
            Third Term 2006:
Monday 18th September 2006 to Friday 8th December 2006
 
2. The Language Proficiency Examinations are scheduled as follows:

             First session

             Tuesday 17th January 2006:            Chinese, English, Russian
             Wednesday 18th January 2006:       Arabic, French, Spanish
              Second session
              Tuesday 16 May 2006:                   Chinese, English, Russian
              Wednesday 17th May 2006:            Arabic, French, Spanish
3.
REGISTRATION
a) All staff members who wish to register for language and communications training must complete the attached registration form, obtaining approval from their Supervisor and getting a certifying officer to provide account and signature.  It is to arrive at the Language and Communications Training Unit no later than 12th January 2006 for the term beginning 16th January 2006. 
b)  
A minimum of seven students must register to enable the formation of a class.  

4.
Payment of Fees for Fee-paying Registrants in the Language and Communication Training Programme
The procedure outlined below regarding payment for courses is in line with UN Staff Rules 108.2 and 108.3 on the handling of money and your cooperation in this matter is greatly appreciated. Thank you.

Language and Communication Training Programme (LCTP) Registration forms, duly completed, should be submitted to the self-registration station in the Language and Communications Training Unit (LCTU).  Incomplete registration forms will not be processed.
The LCTU will inform the registrants before 16th January 2006 if the desired course will be held (having reached the minimum participants required).  Upon confirmation that the course will be held, registrants should have their registration form approved with an official stamp and signature and should take it to the Cashier Office - Room V-245 for payment.  When payment is made, your form will be stamped paid at the Cashier Office.  Registrants are then requested to bring their paid form back to LCTP. This certified-paid form will serve as a confirmation for attendance in the desired course. Within two weeks, the Cashier’s Office will forward a receipt to all registrants paying in this manner from LCTU.

All payments should be made before the course starts on Monday 16th January 2006. 

No application will be allowed after this date.  

For special courses starting after 16th September 2006 payments should be done one day before the beginning of the course.  All rules for payments will remain the same. 

Payments should be made payable to United Nations Office at Nairobi (UNON) preferably by wire transfer to the following accounts: 

1.
UNON Gains A/C


    2.
Kenya Commercial Bank

No. 485-000555




UNON KES account

JP Morgan Chase



No. 234 676150

International Agencies Banking


UN Gigiri Branch

1166 Avenue of the Americas


P.O. Box 39402

USA





Nairobi, Kenya

ABA No. 021 000 021

Swift code: CHASUS33XXX

Chips UID: 0002




However, US Dollars or Kenya Shillings cheques will also be accepted.  Cash payment in US$ and in Kenya Shillings is not encouraged.  Registrants will need to have to provide wire transfer receipt at the Cashier’s Office.

Fees are not reimbursable except if withdrawal from a regular language course is reported in writing before the second week of the term. For Intensive classes, fees are not at all reimbursable once enrolment has taken place.

Please note that fees are not reimbursable after the second week of class and salary deductions will continue even if the staff member later withdraws from the course.  

5.
ATTENDANCE
(a)
Students with less than 70% attendance rate may not be allowed to sit for final examination unless the teacher so authorizes and will be considered as repeaters unless the absence was due to sick leave or official mission.  Staff members in lunch time classes are reminded that the twenty minute period allowed for lunch immediately before or after class should be strictly observed.

(b) The instructor must be informed of the reason for absence due to sickness, mission, or occasional pressure of work.

6.
EXAMINATIONS


Examinations are held at the end of each level and Language Proficiency Examinations are held twice a year as advertised in a special circular.

Note:
Students who withdraw from courses for one term or more will have to take a placement test to be readmitted to the programme.

7.
REPETITION OF COURSES

          Staff Members sponsored by an Agency will not be permitted to repeat a course unless an authorization is provided by the Agency.  Fee paying participants can repeat a course only once at any level including Level 8.  After Level 8 students wishing to continue studying a language can apply for special or conversation courses.

For further information, contact Jean-Luc Wasse, ext. 4037, Jean-Luc.Wasse@unon.org or 

Fatma K. Gatabaki, Ext. 3996, Fatma.Gatabaki@unon.org  
Language and Communication Training Programme
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LANGUAGE PROFICIENCY

	UN OFFICIAL LANGUAGES


	Languages:          
Arabic, Chinese, English, French, Russian, Spanish

Duration:              48 hours/12 weeks

DESCRIPTION:       The overall aim in language proficiency courses is to enable participants                        to communicate in the four skills of the language - reading, writing, listening and speaking while developing a knowledge of its grammatical structures and 

                                      vocabulary.

Levels:                   Each language programme has 8 levels.  Each level is completed in one 

 term (12 weeks).

The 8 levels are:

Level 1 – 3     Beginner

Level 4 – 6     Intermediate

Level 7 – 8     Advanced – Proficiency

Eligibility:         Placement test.




SPECIAL LANGUAGE CLASSES

	CONVERSATION IN UN LANGUAGES:-  INTERMEDIATE/ADVANCED LEVEL


	Languages:       Arabic, Chinese, English, French, Russian, Spanish

Duration:           24 hours/12 weeks

DESCRIPTION:    Conversation classes provide participants with opportunities to develop their                                                                                                                                 

                                  speaking skills through discussion and role play.  A variety of stimulating 

support materials are used including visuals, authentic reading materials, 

audio and video components.

Eligibility:       Pre-requisite:  Intermediate-Level Proficiency; participants who have 

passed the level 4 examination or have been placed in the intermediate 

level after taking the placement test.

DATES:                   See Circular




SPECIAL LANGUAGE CLASSES  Cont’.

	INTENSIVE ARABIC, ENGLISH, FRENCH, SPANISH AND KISWAHILI  COURSES


	LANGUAGE:              Arabic, English, French, Spanish, Kiswahili 

DURATION:               20 hours

DESCRIPTION:         Beginner, Intermediate and Advanced courses aimed at providing the

   participant with the ability to function in the language and in a                         variety of everyday settings.

                                       Also special courses organised for UN Proficiency Examinations

ELIGIBILITY:           Placement test

SCHEDULE:              10 sessions of 2 hours each,  twice a week
                 
DATES                         23rd January 2006 to 15th February 2006
                                       Monday/Wednesday

                                       21rst February 2006 to  16th March 2006 
                                       Tuesday/Thursday




LANGUAGE FOR SPECIAL PURPOSES

	INDIVIDUAL OR SMALL GROUP TUITION


	Languages:          
Arabic, Chinese, English, French, Russian, Spanish

Duration:              As requested by applicants.

DESCRIPTION:        To provide participants with special purposes language training, for example,                                                                                       

                                      improve oral presentations, special reports, special mission preparation etc.

Eligibility:                Those who need to improve language skills in specific work-related situations.
DATES/TIME:          As requested.




	ADMINISTRATIVE WRITING COURSE   –     PART 1


	LANGUAGE:             English

DURATION:
This 12-hour course is held twice a week for four weeks.

DESCRIPTION:        Upon successful completion of the course participants will be able to 

                                      produce work-related correspondence that is simple, clear and free of  

                                      errors that interfere with understanding.
ELIGIBILITY:         Those who draft letters and memos. Proficiency-level English is required.

TIME/DATE:            1 hour 30 minutes twice a week for 4 weeks.  See Registration Form.

FIRST COURSE:                        FORMCHECKBOX 
  24th  January 2006 to 16th February 2006
                                                             Tuesday/Thursday

                                                             1:00 p.m. to 2:30 p.m.

SECOND COURSE:                   FORMCHECKBOX 
  21rst February 2006  to 16th March 2006
                                                            Tuesday/Thursday

                                                            1:00 p.m. to 2:30 p.m.




	ADMINISTRATIVE WRITING  COURSE   –    PART 2


	LANGUAGE:             English

DURATION:
This is a 1½ hour sessions twice a week for 4 weeks (12 hours).

There has been a persistent demand for a follow-up to the original Administrative Writing course

whose aim is to help participants produce clear, concise, accurate documents for the United

Nations. 
Therefore the aims of this course are to reinforce and develop further the writing skills which 

were introduced in the first course.  It will do this by providing materials for discussion and 

analysis and new exercises for practice.  This course will also introduce sessions on taking 

minutes and e-mailing.

FIRST COURSE:             FORMCHECKBOX 
  March  2006 (details will be posted on the Bulletin Board

                                                  in due course) 



	PRINCIPLES OF REPORT WRITING



	LANGUAGE:           English

DURATION:            15-hours.

DESCRIPTION:
 Upon completion of Principles of Report Writing participants will have

                                     become familiar with the format and style recommended for writing 

                                     reports for the Organization. Participants will be able to write reports that are 

                                     action-oriented, clear and concise.
ELIGIBILITY:
Staff members who are required to draft reports.

FIRST COURSE:               FORMCHECKBOX 
      23rd January 2006 to 13th February 2006
                                                        Monday, Tuesday, Thursday

                                                        4:00 p.m. to 5:30 p.m.

SECOND COURSE:               FORMCHECKBOX 
      27th February 2006 to 20th March 2006
Monday, Tuesday, Thursday
4:00 p.m. to 5:30 p.m.




	ADVANCED WRITING SKILLS 



	LANGUAGE:           English

DURATION:            12 hours (2 hour sessions, twice a week for 6 weeks).

                                    The main objective of the course is to enable participants write 
                                    fluently and accurately, using a wide range of grammatical structures, 
                                    vocabulary and idiomatic expressions.

FIRST COURSE:      FORMCHECKBOX 
     February 2006 (details will be posted on the Bulletin Board

                                               in due course) 



	ENGLISH EXAMINATION PREPARATION


	Duration:              48 hours/12 weeks.

DESCRIPTION:       Preparation to the Cambridge First Certificate English:

                                     Intermediate level exam which is widely recognized by business and 

                                     educational organizations throughout the world.

Preparation to the Cambridge Certificate in Advanced English:

A high level qualification for those wishing to use English socially

and at work.

Preparation to the Cambridge Certificate of Proficiency in English:

The advanced-level exam which is recognized by British Universities as

proof of language ability needed to study in English at degree level.

Eligibility:          Placement test.
DATES:                      On Request



COMMUNICATION AND EFFECTIVENESS SKILLS

	FAST EFFECTIVE READING


	LANGUAGE:                      English

DURATION:                       Four sessions of 1 hour 30 minutes each.

DESCRIPTION:                 This course presents a rationale and a strategy for faster more effective reading of a wide variety of documents.  We will look at the common problems, which limit reading speed and do a series of exercises to overcome them.

 COURSE SCHEDULE:     On Request                
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