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| NFORVATI ON Cl RCULAR

To: Menbers of the staff at Headquarters
Menbers of permanent nissions to the United Nations

From The Assistant Secretary-General for Human Resources Managenent

Subj ect: LANGUAGE AND COVMUNI CATI ON SKILLS TRAI NI NG -
1997 PROGRAMVE

1. Ef fective communication anong staff fromdifferent |inguistic backgrounds
is fundanental to carrying out the work of the Organization. Language training
courses in Arabic, Chinese, English, French, Russian and Spani sh are organi zed
in order to pronpte linguistic balance within the Secretariat and to inprove the
| anguage capabilities of its staff as nmandated by General Assenbly resol utions
2480 B (XXI'11) of 21 Decenber 1968, 43/224 D of 21 Decenber 1988 and 50/ 11 of

2 Novenber 1995. The purpose of these courses is to provide staff menbers with
the opportunity to learn and use in their work the official |anguages of the
Organi zation, bearing in mnd their needs and their office hours. As stated in
information circular ST/1C/ 1996/2 of 9 January 1996, staff nmenbers are
encouraged to nmake use of the |language training facilities available to them
Witten and oral comunication skills courses, such as drafting and presentation
skills, enhance staff nenbers' abilities to performtheir jobs with greater
conpet ence

. ELIGBILITY

2. (a) Al staff nmenbers of the United Nations Secretariat and staff of other
organi zati ons of the common system who have appointnents for at |east six nonths
beyond the deadline of the registration period for the termin question or who
have the expectancy of continued enploynment, as certified by their Executive
Ofice, may register for |anguage courses. A staff nenber's application to
start or continue studies of a | anguage nust have the endorsenment of the staff
nenber's i medi ate supervisor before it is submtted for registration. Priority
for adm ssion is given to staff nmenbers; nmenbers of pernmanent mssions to the
United Nations will be admtted as space pernmits. Applications from

consul tants, staff of non-governmental organizations, press correspondents
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accredited to the United Nations and staff of other organizations of the conmon
systemw || be considered in the Iight of available resources (see para. 8 bel ow
for information on fees);

(b)

Consul ar staff, spouses and children are not admitted to United

Nati ons | anguage courses.

1. 1997 COURSE CALENDAR

3. The 1997 course calendar is as foll ows:

(a)

(b)

(c)

January 1997 term

Language cl asses: 6 January-28 March
End- of -t er m exam nati ons: 31 March-4 Apri

April 1997 term

Language cl asses: 21 April-11 July
End- of -t erm exam nati ons: 14-18 July

Sept enber 1997 term

Language cl asses: 15 Sept enber-5 Decenber

End- of -t er m exam nat i ons: 8- 12 Decenber

[11. REG STRATI ON SCHEDULE

4. The registration schedule for | anguage and communi cati ons courses is as

foll ows:

(a)

(b)

(c)

(d)

Regi stration for January 1997 term

11-19 Novenber 1996

Registration for April 1997 term

24 February-7 March 1997

Registration for Septenber 1997 term

9-20 June 1997
2-5 Septenber 1997

Registration for the January 1998 term (tentative schedul e)

Early Novenber 1997
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Reqgi stration procedure

5. (a) New participants may register for a |anguage course by filling out a
registration form which may be obtained fromthe Language and Communi cati ons
Skills Training Programe, room S-606, during the established registration
period between 1 and 3 p.m and returning it to the same room before the
publ i shed deadline. Those who have sone prior know edge of the |anguage they
wi sh to study nmust nake an appoi ntnment for a placenent test when they register;

(b) Once registered in a | anguage course, participants will be given an
opportunity in class before the end-of-term exan nation to renew their
registration for regular courses in subsequent terns. Participants who fail to
re-register at that tinme will be dropped fromthe programe unl ess they have
submtted a witten explanation of their special circunstances to the
appropriate | anguage coordi nator

(c) Al those who wish to participate in conversation classes or speci al
courses, such as the advanced readi ng wor kshops, the pronunciati on wor kshops or
comuni cation skills courses nust fill out the appropriate registration form
whi ch may be obtained in room S-606 during the registration period;

(d) Returning participants who have been absent froma course of study for
two ternms or nore will be required to take a placenent test in order to re-enro
in the programre.

Language of study

6. Prospective participants should exercise particular care in choosing the

| anguage in which they wish to take either a regular or an accel erated course,
for they may register for only one such course each termand may not interrupt a
course of study in one | anguage in order to begin studying another w thout the
aut hori zation of the Training and Staff Devel opnent Service. Students in the
programme nust wite to the Training Oficer in charge of Language Training to
request such a change

Notification of enrol ment

7. Staff menbers and ot her participants whose registration is current or who
have registered within the established registration period should check the
class lists, which will be posted on the sixth floor of the Secretariat building
in the SA-B classroom area and on the second floor of the UNDC-2 buil ding during
t he week before the begi nning of each term

Tuition fees

8. (a) Menbers of the United Nations Secretariat are adnmitted to regul ar and
accel erated | anguage courses, as well as conversation and special courses, free
of charge. Fees of staff of other organizations of the common system are paid
by their respective organizations. |In accordance with section XVIl of Genera
Assenbly resol ution 36/235 of 18 Decenber 1981, accredited diplomatic staff of
per manent m ssions at Headquarters may enrol free of charge in regular and
accel erated | anguage courses and in conversation and special courses. O her
staff of permanent m ssions (admnistrative, technical and service) and al
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other participants will be charged the standard fee of $350 for each regul ar and
accel erated course, $200 per termfor two-hour per week conversation and specia
courses and $100 for all one-hour per week special |anguage courses. No tuition
fees will be refunded after the second week of the term Please note that,
owi ng to budgetary constraints, it will only be possible to admt Secretariat
staff, accredited diplomatic staff, retired United Nations staff nmenbers and
United Nations guides to | anguage courses free of charge;

(b) Participants who repeat a regular or accelerated course at any |eve
wi Il be charged a repeater fee of $100. However, the repeater fee will not be
charged if they need to repeat the course as a result of absences of three weeks
or nore attributable either to certified sick |eave or to a m ssion assignnment
of which they were unaware at the tine they enrolled in the course.

Partici pants who have been assigned to mssion service must provide witten

notification fromtheir executive/adm nistrative officer or, in the case of

m ssion personnel, their supervisor, giving the particulars of the dates and
duration of the assignment.

Cancel lation of registration

9. Partici pants who believe that they will be unable to conplete the course in
which they are enrolled and wish to withdraw nust do so by conpleting the
change-of -registration formin roomS-606 between 1 and 3 p.m wthin the first
two weeks of the term If these students wish to re-register for the sane
course in a subsequent term they must cone in person to room S-606 during the
announced regi stration period to conplete the necessary registration forns.
Those paying participants who cancel their registration after this two-week
period will be considered participants for the termand will be charged the ful
fee for each course in which they have registered. No tuition fees will be
refunded after the second week of classes. After this period, reinbursenent of
fees will also be granted only if the participants who have w t hdrawn neet the
sane criteria as listed in paragraph 8 (c) above.

V. LANGUAGE TRAI NI NG

10. Four types of |anguage training courses are offered each term regular,
accel erated, conversation and specialized courses. |In addition, the Training
and Staff Devel opnent Service al so designs and conducts special job-related

| anguage training courses to nmeet specific | anguage needs at the request of
depart nents.

Regul ar _cour ses

11. (a) Regular courses neet for one-hour periods, three or four times a week,
dependi ng on the | evel
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(b) Casses are offered at the follow ng tines:
Before work: 8.30 a.m

Lunch hour: 12 p.m

1 p.m
2 p.m
After work: 5.45 p.m (6.15 p.m during the General Assenbly
sessi on)
It should be noted that not all levels of a given | anguage are offered at each

of these tines. Draft schedules, posted in room S- 606, should be consulted at
the tine of registration. Every effort will be nade to place registrants
according to the tine preferences they indicate; however, because the nunber of
pl aces in lunch-hour courses is linmted, there is no guarantee that registrants
will be given the tine they have chosen

Accel erated courses

12. Accelerated courses are offered as an intensive alternative to the regul ar
programme. C asses neet five days a week from8.30 to 9.30 a.m Witten

aut horization is required for staff nenbers wi shing to take such courses. This
aut horization must be renewed each time the staff menber re-registers for an
accel erated course.

Conversation courses

13. Conversation courses are provided for staff menbers who have passed the

| anguage proficiency exam nation or who have a sufficiently advanced know edge
of the | anguage. Those enrolled in the upper four levels of a | anguage
programme are also eligible to participate. The purpose of these courses is to
devel op oral expression and to supplenment the instruction provided in the other
courses. Conversation classes neet two hours a week.

Speci al courses

14. Specialized | anguage workshops in a variety of |anguage skill areas are
of fered; advanced reading, listening and pronunciation skills workshops are
avai | abl e. These workshops allow participants to focus on and inprove their
abilities in specific skill areas. At the tinme of registration, participants

may check whi ch workshops are available in the | anguage they w sh to study.

V. COWMUNI CATI ON SKI LLS TRAI NI NG

15. To address the needs of the Organization for staff nenbers to develop their
comuni cations skills for job-related purposes, training courses have been

devel oped as part of the managenent training plan outlined in the report of the
Secretary-Ceneral on the training progranme in the Secretariat (A C 5/47/9).
Courses under this heading are listed in detail in the Staff Devel opnent
Programme bookl et .
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16. The witing training conponent of comunications skills training addresses
the need to inprove the drafting skills of staff nenbers whose functions require
themto draft in a working | anguage of the Organization. The witing workshops
and eligibility requirenments are described below. Witing workshops generally
neet from3 to 5 p.m one day a week

Expository witing

17. Expository witing workshops are open to staff nenmbers who wish to inprove
their basic witing skills and who have passed the | anguage proficiency

exam nation in English or have conpleted the | ast |evel of the English
programme. They are also open to native English speakers. Staff nenbers nust
apply during the registration period, obtain witten authorization fromtheir
supervi sors and take a pl acenment exam nation

Drafting letters and nenoranda (English and French)

18. Drafting letters and nenoranda witing workshops in English and French, the
wor ki ng | anguages of the Secretariat at Headquarters, are available to those
staff nenbers whose function requires themto draft letters and nenoranda and
who have passed the | anguage proficiency exam nation or are native speakers of

t he | anguage. The goal of these courses is to develop the participants’
abilities to wite clearly, concisely and correctly, using the style appropriate
to United Nations letters and nenoranda. Staff nenbers wi shing to take such
courses must have witten authorization fromtheir supervisors and take a

pl acement exam nati on.

Principles of report witing (English)

19. The principles of report witing workshops cover the format and style
recommended for witing reports for the Organization. Enphasis is placed on
witing action-oriented reports that present essential information as briefly
and clearly as possible. The workshops are open to those whose function
requires themto draft reports in English. Along with their application forns,
applicants must submit a report they have witten recently.

Gving oral presentations (English and French)

20. The giving oral presentations workshops of fer staff nenbers whose functions
i ncl ude speaki ng before groups the opportunity to develop their abilities to do
so. Participants prepare presentations tailored to the audi ence and purpose.
These presentations are videotaped and partici pants recei ve feedback and
coaching on their presentations. Those staff nenbers whose function requires
themto make oral presentations may take these workshops at the request of their
depart ment .

V. ADDI TI ONAL | NFORVATI ON

Sel f-study and resource centre

21. The Training and Staff Devel opnment Service operates a self-study and
resource centre (UNDC-2, room 203), consisting of a resource centre and a
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multi-media | aboratory for individual study. The self-study centre offers audio
and video materials, and conmputer software and CD-ROM as well as other |anguage
trai ni ng manual s which are geared to the further devel opnment of acquired
linguistic skills for United Nations-rel ated purposes. Sonme conmuni cati ons
skills self-study nmaterials are al so avail abl e.

22. The hours during which the self-study and resource centre are open are
posted on the bulletin boards on the second floor of the UNDC -2 building and the
sixth floor of the Secretariat at the begi nning of each term The self-study
centre will also be open before and after working hours during the termso that
staff can avail thenselves of this resource on their own tine.

Lunch- hour attendance of | anguage courses

23. Staff menbers attending classes during their lunch hour are allowed 20
m nutes for a quick neal before resum ng their work

Absent eei sm

24. Participants who fail to attend class during the first week of the term
will automatically be dropped fromthe class list and their places may be
allotted to persons on the waiting list unless they have infornmed the | anguage
coordinator in witing. Absences fromclass during the termshould be expl ai ned
inwiting to the appropriate |anguage coordi nat or

Course materials

25. Participants will be informed on the first day of class of the materials
that will be used during the course. 1t should be noted that course nmaterials
produced by the Training and Staff Devel opnent Service are intended for use
exclusively by participants in the |anguage courses offered by that Service.

End- of -t erm exam nati ons

26. (a) Exam nation schedules are posted during the |ast nmonth of classes.
Exam nations are an integral part of the teaching programre, and it is nandatory
to take them Participants who do not sit for the end-of-termexamnation wll
be dropped fromthe progranme unl ess they have subnmitted adequate witten

expl anation to the appropriate coordinator in advance of their absence;

(b) Exami nations are given after the |ast week of classes for regular and
accel erated courses to determ ne whether a participant will pass to a higher
| evel or repeat the course. The exam nations consist of witten and ora
conponents, both of which nust be passed to enable a participant to go on to the
next level. Participants who fail a course nay arrange to have a genera
di scussion of the results of their exam nation by maki ng an appointnent with the
appropriate | anguage coordi nator one week after the beginning of a term

(c) Participants who are prevented by conpelling circunmstances fromtaking
t he exam nation as schedul ed and who wi sh to request a nake-up exam nation nust
wite a nmenmorandumto the coordi nator of the |anguage they are studying.
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Language proficiency exani nation

27. The United Nations |anguage proficiency examnation is the official test of
a staff menber's know edge of a | anguage and nmay be taken both by participants
who have conpleted the last |evel of a |anguage course and by staff menbers who
have achi eved proficiency fromoutside sources. The | anguage proficiency
exam nation will be given on 21 and 22 January 1997. This exam nation is the
official test of a staff nenber's know edge of a | anguage. Application to take
this exam nation nust be nade separately. Further details can be found in an
i nformation circular issued each year. There are no nmake-up exam nations for
t he | anguage proficiency exam nation

VI1. | NQU RIES

28. The information desk in the Secretariat Building, roomS-606, is open from
1to 3 p.m on weekdays for inquiries.

29. Tel ephone nunbers to call for information
I nformati on desk: 963-7056
Sel f-study and resource centre: 963-2482
Language proficiency exam nations: 963-9503

Pedagogi cal inquiries and appoi ntments with | anguage coordi nators and head
t eachers:

Ar abi c: 963- 9506

Chi nese: 963-2481

English: 963-7027

French: 963- 7019 and 963-5153
Russi an: 963- 7063

Spani sh:  963-7026 and 963- 2765
Teachers' room 1B-24: 963-5155
Teachers' room DC-2-201: 963-2480

Fax machine No. for Language and Communi cations Trai ni ng Programe,
room S-606: 963-6016

Staff nmenmbers who wish to consult a | anguage coordi nator or head teacher should
t el ephone in advance to nmake an appoi nt ment.



