HOW TO WORK WITH ENGLISH LANGUAGE FELLOWS 
(Recommendations were developed at the Umbrella-7 Gathering in Ryazan in 2008)  

The following document presents a number of suggestions on how to best work with English-Language Fellows from the U.S. and how to make the most of their participation in Association Activities. For more information on requesting a Fellow to come to your region, please  see the Request form (in “Fellows and Specialists” section). 

Before the Fellow arrives: 

1. study all the English Language Office papers outlining the requirements you must meet to host a fellow (registration rules, medical service, accommodation, business schedule, etc.) 

2. talk with the administration of the institution to find out whether it can host a Fellow on thе terms listed in the requirements including temporary quarters (e.g. university hostel) for the first days of the Fellow’s stay 

3. in this talk you should cover the main aims of the Fellow’s work (teacher training ranging from your institution up to the regional scope) 

4. meet with the Organizing Committee of your Association to discuss the main guidelines of the work of the Association and the Fellow’s future participation in it 

5. learn as much as possible about the personality of the invited Fellow, his/her special needs (rent budget and type of apartment, which floor the apt. should be on, walking distance from your university, nearby shops, bank, pharmacy, dry cleaner etc.) 

6. fill in a Request for a Fellow (see Forms section to the left) 

7. check on processing an official invitation 

8. DHL the official invitation to the Fellow 

9. consult with ELO on every step of the process

The more details you get the better you can satisfy the needs of the Fellow and make his/her adaptation to your city and university quicker and more successful. 

Logistics once the Fellow arrives: 

Before the Fellow arrives, the person responsible for the Fellow’s program (e.g. the President of the inviting Association or the Head of the inviting University department) should appoint two teachers to accompany/support the Fellow and help him/her at least during the first three months. 

These teachers should be properly instructed by the person responsible for the Fellow how to help with the Fellow’s registration (within three days of arrival) and with scheduling the first days of his/her stay. The teachers should help the Fellow with the following: 

1. show the apartments found for him/her from which he/she can choose 

2. show all the important places which the Fellow needs to know: e.g. shops, bank, pharmacy, clinics and hospitals, transportation system, Internet access etc. Find a person or a Company to help with computers in case of a problem 

3. take him/her around the university, acquaint him/her with the head of your department and colleagues 

4. organize an excursion in your native city and tell about its theatrical, cultural,art life: invite the Fellow to the theatre or a museum 

5. tell about the people and the way of life in your city including some peculiarities (holidays and traditions) 

6. advise about the weather in your region and recommend what and where to buy necessary things at a reasonable price 

7. warn about the places where he/she’d better not visit and explain why 

8. if the Fellow has seriously fallen ill, don’t waste time and bring him/her immediately to the doctor 

9. taking into account some negative experience we strongly recommend your Fellows: 

· always have a copy of his/her registration certificate and the mobile phone numbers of people to contact in case of any trouble or emergency 

· do not carry large sums of money, better keep it in the bank (and withdraw as needed) 

· do not keep expensive jewelry at home or in a hand bag: better keep it in a bank safe 

· while signing the apartment rental agreement with the landlord, thoroughly study its terms 

· when paying the apartment rent, do not forget to take a document certifying payment

Planning the Fellow’s work: 

The key words for this aspect of preparing to host a Fellow are: pre-planning, coordination and analysis of the work to be done.  The next steps are extremely important: 

1. appoint a meeting of the Fellow with the President of your Association or Head of your Department before he/she starts to work: find out your Fellow’s ideas for ways to work with the teachers of your region 

2. describe to the Fellow the traditional forms of teachers-training at your university and in the city and share your ideas on his/her involvement in them 

3. guidelines of your future joint work should be made with the Fellow’s participation 

4. e-mail the guidelines to the members of the Association for their comments and feedback 

5. as soon as you have the short- and long-term joint work plan adopted by the Association (including the range of the Fellow’s involvement) make an appointment with the Administration of the Institution to introduce the Fellow and his/her future projects 

6. arrange an appointment with local city authorities to tell them about the prospects of the projects in the field 

These are only a short list of recommendations to take into account to make your cooperation with a Fellow effective. Hopefully they will be of some help to you. The following are a few more important things contributing to the effectiveness of the joint efforts working with the Fellow. Don’t forget to include coverage, analysis and evaluation of the work done. 

1. cover all the important events of the project in all mass-media available 

2. send copies of the mass-media comments, video-photo materials, feedback from participants of seminars to ELO 

3. conduct discussion of all the events with the Association, keep comments and recommendations for future work with Fellows and send them to ELO 

4. consider whether it is possible or feasible to renew the Fellow project for a second year

  

 

