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Profile & History of International Language Homestays

International Language Homestays (ILH) is an extremely reputable international company whose founder pioneered the Language Homestay approach to language learning in the early 1980s. 

From small beginnings in the South of England, where the first immersion courses were organized, the company has grown into the largest language homestay organization in the world – thanks to a concept that was totally original. ILH now offers 10 languages in 20 countries worldwide. 

It has been possible to offer such an extensive range of language courses in the country where the language is spoken thanks to the system of Local Organisers established by ILH over the years. This system has ensured that top quality host teachers are recruited, closely supervised and supported in each centre in each country. The Local Organisers work exclusively for ILH and are extremely dedicated and motivated. Many have been working with the organization for over 10 years and understand fully both the needs of the students and their host teachers. Many of the host teachers, too, have been successfully receiving students for over 10 years.

More recently other language organizations have come to realize the originality and business potential of the ILH formula and have imitated the programme. ILH has taken this as a considerable compliment! Also, this situation has helped the general public become more aware of this type of language learning programme, which is very positive. However, experience and dedication count in this specialist field, especially if courses are to be carried out successfully on such a large, global scale. And, in the final analysis, experience and dedication are the reasons why so many language travel agents worldwide, big and small, trust ILH and work with ILH.

ILH has always taken a long term approach in its business view. Its ongoing policy to invest in better and better resources, both human and material, has proved beyond doubt to have been the key to achieving and maintaining its position as market leader in the language homestays field.

International Language Homestays is recognized by the Association of British Language Schools (ABLS). This means that strict criteria regarding management, office systems, academic standards, resources and welfare are followed, guaranteed by a yearly inspection which additionally includes lesson observations. The current ABLS report finishes with this summary: 

“International Language Homestays is an efficient and well run organization which has good support from a supportive office.  It is aware of where it is, what it is doing and how it can maintain its postion.  It is very fortunate in having its top management with TEFL skills as well as management skills.”

ILH is also in association with Margate Language Centre, which is recognized by the British Council.

AGENTS – WHERE WE GET OUR STUDENTS FROM

The majority of students, around 95%, who come on an ILH course are enrolled by agents, and the marketing strategy of ILH is always to increase the number of active agents who send students. These agents operate in the economic circumstances of their country at any given time and the numbers of students they send from their country will always be contingent on the current economic situation. Hence, although there may many students of a certain nationality one year, it does not necessarily follow that this will be repeated in a subsequent year.

In working with a wide range of agents around the world, ILH always aims to have a good overall supply of students. Our success at maintaining our agents depends of course on the service we provide and the price we charge. In an ever more competitive world, the ratio of quality to cost becomes increasingly vital, and the payment we make to our teacher-families is always in relation to our price. If our price remains static, so normally do payments. To increase payments, we have to raise our price. Getting our price and family payments right without jeopardizing the supply of students is one of our most crucial jobs. It is useful for everyone, Local Organisers and host teachers alike to understand this. Some competing organizations may pay more. But they will not have the stable marketing position of ILH.

In this respect, it is worth pointing out that some host teachers may be tempted to work with another organization that pays more in the summer, and then apply to  come back to ILH for the rest of the year. This is not an acceptable position for ILH, as all available host teachers are needed in the summer period.  Generally, if a host teacher is not prepared to take a student in the summer, then they should not be given one in the off-peak period, unless absolutely genuine reasons apply.

Agents can never really know how many students they will recruit in a given year, nor to which of our published centres (geographical areas) these students will ask to go. Hence, we can never say for sure in advance how many students there will be for a particular centre. Host teachers often want to know how many students they are likely to have.  This is always a very difficult question to answer, for the two reasons just given.  

However, one thing is certain.  If a Local Organiser has good host teachers and works quickly in making placements, his/her centre will tend to grow in popularity and be more and more sought after by agents. Needless to say, the staff at the Student Reservations Office in Margate also appreciate a quick response and this in turn oils the wheels with agents.  Local Organisers should be aware, however, that if they are not receiving the students they think they should be getting, this is not because ILH is not sending the students to them.  It is because the students themselves are not asking for their particular centre.  

Naturally, we are grateful for the local information, leaflets etc that Local Organisers send to us on their area and this will be useful to send to our agents.  Local Organisers should be aware, though, that this information in itself will not necessarily result in an immediate increase in student numbers.

One point finally is that this can often be a ‘last minute’ business, especially in the peak periods. Agents are very impressed if we can place a student satisfactorily at relatively 

short notice, and Local Organisers are often  asked to do this in the course of a year.

Types of Courses Offered  (see also brochure insert for new courses)
Standard Course

Languages & Countries:


The Standard Course is available in all languages and in all countries offered by ILH.

Hours & Duration:


Students may choose 15, 20 or 25 hours’ individual class per week. The minimum course duration is 1 week (except Weekend Course – see below). The average course duration is 2/3 weeks. The lessons run from Monday to Friday. Note: 1 hour is 60 minutes. Additional hours’ class beyond 25 hours may be possible and the cost will be quoted on request.

Aim:


The overall aim is to make rapid progress in the language, with special emphasis on improving oral ability. As always, learners additionally play an active part in family life, joining in conversation at mealtimes, meeting people socially and experiencing the culture of the country. Students are carefully matched with host teachers in accordance with their age, interests, job/studies and other relevant criteria.

Course Content:


The formal lessons contain a mix of oral work, grammar, reading & discussion, vocabulary extension, listening comprehension, pronunciation, role play etc. At all times the student’s particular needs are taken into account in the planning and delivery of the lessons.

Students:


This course suits all general learners, including children & teenagers, college students, adults and the retired. The teaching can also be orientated to certain examinations (see Examinations). People in work needing the language for general purposes will find these courses suitable. Language teachers wishing to update their language and trainee language teachers will also find these courses suitable.

Dates:


Courses run from Saturday to Saturday (preferred) or Sunday to Sunday. If it is impossible to start on a Saturday or Sunday, owing to problems with travel, other start days may be accepted, subject to availability. Note: a week is 7 days, and if students arrive on a Saturday, they may leave on a Saturday. Courses are calculated in whole weeks. There is no price reduction for leaving a day early. In general, it is helpful if students arrive in the afternoon and leave in the morning.

Recommended Hours:


It is usually best for very low level learners to do 15 or 20 hours’ class per week, rather than 25 hours.

Recommended Duration:


The general rule is that the lower the start level, the longer is needed for good, useful progress to be made. It is better for an elementary student to do 3 weeks with 15 or 20 hours’ class per week than to do 1 or 2 weeks with 25 hours’ class per week.

Levels:


All levels, but courses are not very suitable for complete beginners.

Executive Plus

Languages & Countries:


The Executive Plus course is available only in English in the UK and Ireland.

Note that placement with the most suitable and best qualified host teacher will take precedence over a request for a specific location.

Hours & Duration:


As for the Standard Course, learners may choose 15, 20 or 25 hours’ individual class per week. The majority of Executive Plus learners tend to choose 20 or 25 hours. Note: 1 hour is 60 minutes. Additional hours’ class beyond 25 hours may be possible and the cost will be quoted on request. The minimum course duration is 1 week. The average course duration is 1 or 2 weeks.  The lessons run from Monday to Friday.

Aim:


The aim of the course is to enable executives and professionals to achieve effective communications skills in English in their particular work situation. Only host teachers of a suitable age with a relevant professional background and/or considerable ESP experience are used for this programme.

Course Content:


Each course is designed and taught according to individual professional requirements and includes:

Development of listening/speaking skills and key grammar teaching in the specific professional context.

Important work-related vocabulary and terminology.

Language work based on professional texts.

Key areas such as presentations and meetings.

Relevant role-play and simulation exercises.

Specific skills development, such as telephone English, writing reports and memos, professional correspon​dence.

English for social situations.

Students:



This course is especially for business executives and all professional people. Typically these will be in the areas of business, banking, marketing, finance, law, medicine, engineering, military, computers, hotel and tourism, telecommunications, electronics.

Dates:



Courses generally run from Saturday to Saturday (preferred) or Sunday to Sunday, though there is further flexibility in this to accommodate work schedules and travel plans, subject to availability. Note: A week is 7 days and courses are calculated in whole weeks. There is no price reduction for leaving a day early. In general, it is helpful if the learner arrives in the afternoon and leaves in the morning.

Recommended Hours:


It is usually best to do 20 or 25 hours, especially if the course is short, but see also Levels below.

Recommended Duration:


The higher the start level of the learner, the more he/she will benefit from it in a limited time period. Lower level learners should try to do a minimum of 2 weeks.

Levels:



All levels, but this course is most suitable for Low Intermediate and above. Elementary learners are advised to do 15 or 20 hours’ class, and not 25 hours.

English in Spain

This is for all agents seeking quality English courses in the teacher’s home in a warm climate.

New Concept

For the first time, students can benefit from a full immersion English course in an English teacher’s home in Spain. International Language Homestays offers English host teachers within easy reach of Alicante who provide the same high standard of course as given in England.

Programme

Following the usual formula, the student receives 15, 20 or 25 hours’ individual lessons per week.  Intensive weekend programmes are also available (arrival Thursday, departure Sunday). The course includes the usual excellent accommodation with full board and active participation in the English speaking family and social life of the host teacher. The teacher/family undertakes to occupy the student fully after class time and provides a wide variety of opportunities to continue practising English.

See Standard Course above for Aim, Course Content, Students, Dates, Recommended Hours, Levels. For the intensive weekend programme see Weekend Course below for Hours & Duration, Aim & Course Content, Students, Levels, Options, and note that this course is available all year in Spain. It should be noted that this programme is likely to be relatively shorter and more intensive than usual (intensive weekend, one week, two weeks), and that the typical learner would be an adult needing English for work purposes.

English Community

Even though the course takes place in Spain, the host teachers, living within the English community, will integrate their students into a completely English way of life.  They will speak only English, watch English TV, listen to English radio and read English newspapers.  Visits to other English friends, to English clubs and societies, English speaking theatre, cinema and so on will all be arranged during the course, time permitting. The population of the English community on the Costa Blanca is 60,000.

Teachers

Many highly qualified and experienced English teachers and other professionals live on Spain’s Costa Blanca. Many are retired in their 50’s or even younger, and some have worked for International Language Homestays in England. International Language Homestays has selected from this community only teachers who meet or exceed the strict selection criteria applied in England. They all offer first class accommodation, generally with a separate bathroom for their student’s exclusive use (at no extra cost) and, importantly, a great deal of time to dedicate to their student. They have all been personally interviewed and their homes inspected, and they have attended the usual International Language Homestays training course.

Transfers

Families will be happy to collect students free of charge within a radius of about 10 kilometres, from a bus station, bus stop or local railway station. For those arriving at Alicante Airport or Alicante Railway Station students are advised to take a taxi from the taxi stand to their host teacher (cost should not exceed €60 Euros each way).

City Plus

This option guarantees that students taking a course in a major city will be accompanied by their teacher or adult family member to visit a place of interest, theatre/concert etc (the choice is theirs), on three separate half days each week within the city. Please note that students will enjoy their family’s company and share their social life at the weekend in the way that is customary for all ILH courses.

To book City Plus students will need to pay a supplement. The cost of the teacher’s travel and their own travel is included in the price they have paid. However, they will have to pay any applicable entrance fee, theatre/concert ticket etc, both for themselves and for the accompanying person. 

Host teachers chosen for this option will all be within easy reach of the city centre and will be selected because they are especially helpful with students wishing to see and visit important sights and events in the city.
Special Summer Course

Languages & Countries:


The Special Summer Course for teenagers is available only in English in Southern England.

Hours & Duration:


There are 15 hours of shared class per week. Lessons run from Monday to Friday.  Courses run for 2 weeks from the  first weekend in July. A student may arrive 1 week before, or may depart 1 week after, the 2 week period. In this case the 15 hour Standard Course price will apply. Note: If we are unable to find a suitable partner for any part of the 2 week course period, the student will receive 15 hours’ Standard Course at the Special Summer Course price.

Aim:


The aim is to provide an interesting course where two teenage students of different nationalities are placed together in the same teacher-family. As well as sharing the class, they will share their free time and do activities together. As they will not speak the same language, they will have to communicate in English with each other, as well as with the family. Students will be placed with young families with children wherever possible.

Course Content:


As for the Standard Course, though this will be a shared General English course and cannot normally be orientated to a specific objective (such as a particular examination). 

Students:


This is a special course uniquely for youngsters aged 13 to 17 years old who wish to share lessons with a student of a different nationality. 

Dates:


Courses run from Saturday to Saturday from the first weekend in July for 2 weeks (see above for earlier arrival and/or later departure). 

Levels:


This course is recommended for students who have done at least 2 years of English up to high intermediate level. It is not suitable for very elementary or for advanced students. 

Transfers: 


Airport transfers from and to London airports are arranged. 

Weekend Course

Languages and Countries:


The weekend course is available in London, Southern England and the Costa Blanca, Spain, only.

Hours & Duration:


Students may choose 15 or 20 hours’ tuition. The lessons are distributed by agreement over the time available.

Aim & Course Content:


As for the Standard Course. Executive Plus is also available on this course.

Students:


This will typically suit the busy professional person with little time to spare.

Dates:


Students arrive at the family from mid-day Thursday through​out the year except July and August. Departure is the following Sunday – students must leave the family by 16:00.

Levels: 


All levels, but this course is not suitable for beginners/ very elementary students.

Options: Executive Plus, Two Student Option and Private Bathroom Option are also available.

Two Student Option

Languages & Countries:


The Two Student option is available in all languages and in all countries offered by ILH.

Hours & Duration:


As for the Standard Course.

Aim:


The aim is for two students of similar language level to make rapid progress during their shared classes.

Course Content:


As for the Standard Course.

Students:


This option is suitable for friends, couples and relatives who wish to share lessons and accommodation in the same teacher-family.  It will suit all general language learners.

Dates: As for the standard Course

Recommended Hours: As for the Standard Course

Recommended Duration: As for the Standard Course.

Levels:


All levels. Very elementary students may find this option a little easier owing to the mutual support they can give each other.

Examination Preparation Course

Languages & Countries

Special preparation courses are offered at a supplement for the following examinations in English:

Cambridge Preliminary English Test, Cambridge First Certificate in English, Cambridge Advanced English, Cambridge Proficiency in English, IELTS, TOEFL and TOEIC.

These courses are available in England, Scotland and Ireland only.

Hours & Duration

Students may choose 15, 20 or 25 hours’ individual class per week. The minimum course length is 1 week, though realistically for meaningful examination preparation, courses should be a minimum of 2 weeks, and 3 or 4 weeks would, naturally, be better. Generally students will already be preparing to take the examination in question in their own country, or about to embark on a preparation course. Our course will, therefore, usually represent an additional and supportive (or preliminary) element to their longer-term preparation at home. If students want to take any of the examinations indicated above in the UK or Ireland we can usually enter them as long as we are given sufficient notice and are paid the examination entry fee. 

Aim

The course focuses clearly on the examination that the student is preparing for. The aim is to raise the student’s linguistic standard significantly by doing solid examination-orientated practice in the four skills areas, and to extend and improve their oral/aural skills informally after class. 

Course Content

The content of the course is determined by the content of the examination.  Special examination preparation materials are provided, covering all aspects of the examination, and students may request to emphasize certain skills areas according to individual need. The examination preparation materials may be kept by the student.

Students

This course will typically be for students and young adults who need the examination for work purposes.

Dates

As for the Standard Course.

Recommended Hours

If the course is short (1 or 2 weeks) it is best to do 20 or 25 hours’ class per week. For longer courses 15 hours is an option.

Recommended Duration

A minimum of 2 weeks is recommended, and ideally 3 or 4 weeks (see above).

Levels

Students should be at or approaching the level corresponding to the chosen examination in order to do the examination preparation course. If they are significantly below the level and want a preliminary to course to enable them to start an examination preparation course then the Standard Course is recommended.

Other Examinations

The Standard Course can, in a more limited way, be orientated to help students preparing for the examinations indicated below, though special examination preparation material cannot normally be provided. There is no supplementary cost for this service.

England

Common Entrance


GCSE (O & A Level)

London Chamber of Commerce

England/USA

GMAT

France

Baccalauréat


Concours Grandes Ecoles


CAPES

DEUG


HEC


Certificat Européen

Germany

Abitur

Italy

Maturitá

Spain

BUP


COU


Oposiciones

Language and Hobbies/Sports

It is possible to combine a course with a special activity. Activities that can be typically arranged are:

Golf
Tennis
Swimming Music
Horse riding
Sailing Painting/Art
Water sports
Flying

Ski-ing
Bridge
Cookery

An extra cost will be payable in most cases, depending on which activity is chosen and in which country. This cost will be quoted on request.

Some activities are only available in specific centres and countries:

Golf  in South East Kent, England, and in Scotland.

Flying  in South East Kent, England.

Bridge  in Edinburgh, Scotland.

Ski-ing  in the South of France and Austria.

Certain very localized activities can also be arranged, such as visiting the Chateaux in the Loire Valley, France. 

Any request will be considered and checked against the range of activities offered by host teachers and against availability. Note that full student details, including requested course dates, must be received by the Student Reservations office before an answer can be given to a request.

Family Bookings

ILH courses allow great flexibility. Those who wish to bring their partner and/or their children are very welcome. ILH has many host teachers with houses spacious enough to accommodate families. It may be that one person alone wishes to have classes, or perhaps two people wish to share classes together. Those not having classes come on an accommodation only basis. 
Relevant prices for this type of programme are shown on the fees sheet.

Private Bathroom Option

The meaning of Private Bathroom Option is that a private bathroom is guaranteed. 

The Private Bathroom Option is available in Great Britain, Ireland, the USA, Canada, Malta, South Africa, Australia, France, Germany and Italy.

The following courses can normally be upgraded to Private Bathroom Option:

Standard Course
Executive Plus
Two Student Option

Family Booking
Weekend Course

Please note that on the Two Student Option the supplement payable for this option would be shared by the two students.

Accommodation Only

Students who are booked on to a course and who wish to have one or two extra days’ accommodation may do so. They will pay an Accommodation Only rate for this, which is shown in the fees sheet and calculated on a daily basis. This is primarily to allow a degree of flexibility in making travel arrangements at busy times of year. 

For Family Bookings, those members of the family not receiving classes may also come on an Accommodation Only basis. This may be for all or part of the accompanying student’s stay. The cost will also be calculated on a daily basis. There are reduced rates for children. Prices are shown in the fees sheet. Please give warning to clients that this is family accommodation, and that the family do not provide hotel-type accommodation or hotel-type services.

Split Stays

Sometimes it is necessary to book part of a course with one host teacher and part with a second host teacher . Although ILH tries to minimize split stays, these can happen when:

1. The course is longer than 3 weeks. A host teacher often will not accept a student for more than 3 weeks; in any case, it is often better for the student to experience a second host teacher on a long course.

2. The booking is late and the only availability possible is a placement with two host teachers.

3. The student insists on a specific location, but there is only limited availability in that location.

Staff at the Reservations Office

Staff at the Student Reservations Office dealing with International Language Homestays:

Adam Wilton





Managing Director  

Richard Lewis





Academic Director 

Cherry Thompson




Assistant Academic Director

Ross Emans





Operations Manager

Michel Beldin 





Booking section

Ann Learmonth




Booking Section

Max Keogh





Accounts and Systems Manager

Consultants to International Language Homestays:

Malcolm Bruce




Financial Consultant

Duties of an ILH Local Organiser

The basic duties of an ILH Local Organiser consist of placing students with the most suitable host teacher in their centre, monitoring courses while they are underway, dealing with any problems that may arise, helping teachers with advice and administering teaching materials in conjunction with the Student Reservations Office in Margate, England. When necessary, it is also the duty of the Local Organiser to recruit new host teachers and to ensure that these host teachers are fully aware of their duties and obligations (see 7 below).

Local Organisers are paid a set amount for each week students are on a course in their centre (referred to as payment per student week); they also have their expenses reimbursed, eg for mileage, telephoning, advertising. It is expected that all Local Organisers will be on e-mail.

1. Placing Students
Details of a new student to place will be sent to the Local Organiser and the Local Organiser will then proceed to check the best available host teacher who will accept this student. In placing a student with a suitable host teacher it is important to match the student to the host teacher according to age as far as possible. For example, many of our students are younger students and it is naturally desirable to place these with younger, nuclear host teacher families preferably with children at home of about the same age. 

Language level must also be considered. If a student is at either extreme of the scale, beginner/near-beginner or advanced, then this placement is best made with a more experienced teacher with training and a track-record at these more demanding levels. 

Students are asked to state their interests and hobbies and these are also indicated.  A shared interest or hobby can greatly enhance the course and provide rich subject matter for class-time discussion which is intrinsically interesting to both teacher and student, and needless to say also greatly contributes to the leisure time experience. It may well be that a student specially asks to play golf, for example, and if this student can be placed with a golf-playing family this will create satisfaction all round.

It is increasingly the case that host teacher families are non-smoking and generally the majority of our students now are non-smokers who ask for a non-smoking family. However, there still are smoking students and there still are some families where a member of the family smokes, so a smoking student should clearly be placed with a smoking family as long as the rest of the profile is generally compatible. If other student characteristics rule out the placement with a smoking family, the student in this case should be placed with the best match taking the other aspects into account and will be asked to smoke outside. 

Absolutely essential considerations are, finally, allergies and dietary requirements. Some students state that they are allergic to the fur of pet animals such as cats and /or dogs, for example, and in these cases such students should be placed with host teachers who do not have cats or dogs as pets at home. In other cases students may indicate a certain food or foods which they cannot eat: the family should be told about this to be sure they agree to accommodate the request in their preparation of meals. In extreme cases the student may, for example, be vegetarian or need a gluten free diet and this will limit the choice of host teachers to those who have indicated a willingness to accommodate such diets.

2. Airport Transfers

It may well be that the student requests airport transfers and these too will have to be arranged by the Local Organiser. Depending on the area, the Local Organiser will either arrange for the host teacher to collect and return the student at an agreed price or arrange the transfer with a local taxi company in consultation with the Student Reservations Office.

3. Monitoring Courses

The Local Organiser must check to see that each student is getting on well on his course and is happy with his host teacher. This monitoring will normally take the form of a visit to the host teacher’s home so that both the student and the teacher can be interviewed. A special Student Visit Check-List form is provided by ILH and should be completed by the Local Organiser during the visit. This form highlights the salient points to check and indicates at what point the student and teacher should be interviewed alone and when they may be interviewed together. The ideal time to carry out this visit is two or three days after the student’s arrival.

4. Dealing with problems

Any problems that arise are normally generated by the student not being happy for some reason with the host teacher or by the host teacher not being happy with the student. The family will usually have no hesitation in contacting the Local Organiser if something is amiss from their point of view. However, generally, students are reluctant to make a complaint to the Local Organiser if something is amiss from their point of view because they know it will get back to the family and upset the relationship. Local Organisers should recognize that although students may say everything is fine during the Local Organiser visit, they may nonetheless have something troubling them that they do not want to tell the Local Organiser. If this really is a problem for them, they will tend to contact their agent in their own country, who will then contact the Student Reservations Office. A member of the Student Reservations team will then contact the Local Organiser and explain the problem. Typically, this may be related to the teaching or to the fact that the student is being left alone after class. Whatever the problem, it will need solving by the Local Organiser with tact. Normally, problems can be solved amicably, though in some cases it may be necessary to move the student to another host teacher.

5. Giving Advice

New host teachers will naturally often need advice on a variety of topics, ranging from laundry to teaching problems. This is simply a case of the Local Organiser drawing on his/her experience as a host teacher and helping out over the phone. 

6. Administering Teaching Materials

The form this takes can vary from country to country and centre to centre and the Student Reservations Office will always discuss this with each Local Organiser. It may be that teachers are simply asked to obtain their own materials in line with a recommendation made by the Local Organiser; teachers may be supplied with materials direct from the Student Reservations Office, with a small stock being held by the Local Organiser; it may be that the Local Organiser holds a larger stock and lends out all materials to teachers as appropriate. Whatever the arrangement, a procedure will be agreed with the Student Reservations Office to suit local conditions and preferences.

7. Recruiting New Host Teachers

From time to time, normally in spring or early summer, it will be necessary to recruit new host teachers, either to replace host teachers who are no longer able to continue or to expand on the existing number. This is generally done by placing appropriate advertisements in the local press, the cost of which is paid for by ILH. Applications will either be received direct by the Student Reservations Office, with suitable ones being forwarded to the Local Organiser for following up, or will go directly to the Local Organiser (application forms are supplied for issue). In either case it will be the duty of the Local Organiser to visit suitable-looking host teachers, inspect their home and interview them.  In this respect, Local Organisers should check the ‘Criteria for Teacher Selection’, the ‘New Host Teacher Inspection Check List’ and ‘The Recruitment of Non-TEFL Qualified Teachers’.  The ‘New Host Teacher Inspection Check List’ should be completed during or after the interview of a new host teacher and inspection of their home, and then emailed to the Student Reservations Office.

Successful host teachers will be given two copies of the ILH Terms of Agreement, both of which must be signed, with one copy being sent to the Student Reservations Office and the other copy being retained by the host teacher. They will also be required to complete a more detailed host teacher information form so their details can be entered into the data base at the Student Reservations Office. This may be done online and Local Organisers should obtain the relevant link from the Student Reservations Office to give to new host teachers so that they can complete and send the form online. It is the job of the Local Organiser to explain fully to new teachers their duties regarding teaching, welfare and leisure, in accordance with the ILH programme (see ILH brochure and Information for Host Teacher Applicants) and as set out in the Teacher’s Manual.
INTERNATIONAL LANGUAGE HOMESTAYS

Terms of Agreement

for Local Organisers placing students on behalf of ILH

1. The Local Organiser will be responsible for recruiting local host teachers and placing ILH students with them according to age, sex, nationality, level and interests.  If advertisements are placed to help with recruiting, International Language Homestays will reimburse such reasonable expenses provided the invoice and copy are supplied to ILH.

2. The Local Organiser will select host teachers only after a thorough inspection of accommodation and after being completely satisfied that the teacher has all the qualifications necessary to teach the language efficiently and in a pleasant and enjoyable manner.  The Local Organiser will present such families with the ILH Certificate of Teaching Competence.  The Local Organiser will supply ILH with full details of the composition of the family – dates of birth of the children, pets, smoking habits, general interests etc. on the Host Teacher Information Form supplied for this purpose.

3. The Local Organiser will ensure that each family has signed the Terms of Agreement and also (for UK only) the Children’s Act 1989 Declaration before accepting a student.

4. The Local Organiser will ensure he/she has fax/ e-mail or access to this for communication purposes (communication by e-mail is preferable).

5. The Local Organiser must arrange a time with ILH at which he/she can normally be contacted at a specific telephone number.  The Local Organiser will naturally sometimes be on holiday or unavailable and in these cases the Local Organiser undertakes to find a capable deputy to act in his/her absence and to notify ILH of the time and method of contacting the deputy.

6. The Local Organiser undertakes to check that each student is getting on well on his/her course and is happy with his/her host teacher. This monitoring is normally to take the form of a visit to the host teacher so that both the student and the teacher can be interviewed. The special Student Visit Check-List form is to be completed by the Local Organiser during/after the visit and emailed to the Student Reservations Office. If a visit is impossible then a telephone call must be made instead. In this case the date and time of the telephone call must be noted by the Local Organiser so that the student cannot deny at a later date that the call has been made.  The Student Visit Check-List form must still be completed in the case of a telephone call. The first student with a new host teacher must be visited, not telephoned. The visit/ telephone call is to be made two or three days after the student’s arrival.  If there is a problem, the Local Organiser undertakes to make a personal visit, and arrangements to change the student’s family must be made if either the student or the family are unhappy with each other.  ILH must be notified of any such changes.

7. If a family is being used after an interval of a year or so without having a student, their home must be re-inspected and their Host Teacher Information Form updated.

8. The Local Organiser will arrange at least once a year to hold a meeting for host teachers so that they can talk to their counterparts in the area, exchange ideas on teaching methods and suggest improvements in our service.  Reasonable costs of refreshments will be met by ILH provided that supporting invoices are provided by the Local Organiser

9. The Local Organiser will be paid the sum of ……………….  per week for each student placed by him/her in his/her area for the full period of the booking unless the student is staying with the Local Organiser him/herself.

10. The Local Organiser will carry out his/her duties exclusively for International Language Homestays and will not act in a similar capacity for any other language organization while representing International Language Homestays.

11. The Local Organiser will pass on to ILH any information received directly from ILH’s agent or agents and will not enter into a direct or private arrangement with any such of ILH’s agents.

12. I hereby acknowledge that I am self-employed in this capacity and am responsible for any taxes, Social Security payments and any other State deductions.


Signed: ………………………..(Local Organiser)

Date: ………………
Received by: …………………………….… (for International Language Homestays)    

Date: ……………………

Recruitment of non-ESL qualified teachers

Information for Local Organisers

ILH host teachers are recruited from a wide variety of educational and commercial backgrounds. As a minimum qualification requirement they must have a higher education certificate or diploma, preferably a university degree and/or a teaching certificate, and all must have teaching or training experience. While it has not been an absolute requirement to date that they have an ESL qualification, given that a great number of qualities and other factors are required for a successful language homestay, it is naturally advantageous if they have a qualification in ESL.  It is ILH’s ongoing policy to recruit an increasing number of ESL qualified host teachers.  With this in mind, Local Organisers are asked to encourage all non-ESL qualified host teachers to gain ESL qualifications and, when recruiting new host teachers, increasingly to take on ESL qualified host teachers wherever possible. Where a non-ESL qualified teacher is taken on, the relevant Local Organiser is asked to state on the ‘New Host Teacher Inspection Check-List’ the justification for this.

INTERNATIONAL LANGUAGE HOMESTAYS

Please reply to: Student Reservations Office, 38 Hawley Square, Margate, Kent CT9 1PH, England

Tel: (0)1843 227700
Fax: (0)1843 223377
e-mail: info@ilh.com

CRITERIA FOR TEACHER SELECTION

Qualifications

Generally, potential teachers should have a minimum of a higher education certificate/diploma (any discipline will do); ideally, of course, they would have a degree or equivalent and/or a teaching certificate.

They should preferably also have a recognized qualification in teaching the language to foreigners (see above).
Proof of all qualifications must be produced by potential teachers for inspection.

Relevant language school-type experience is also advantageous.

All new teachers must be issued with the Teacher’s Manual and they must study this carefully. They may contact the Academic Director or Assistant Academic Director at the Student Reservations Office to discuss queries and to receive general advice.

If any new teachers do not have a specific qualification in teaching the language to foreigners, it is important to realize that, even though they may have other qualifications and  considerable teaching experience, possibly in other disciplines,  they will be experimenting and finding their way with the first students placed with them. It is best for all concerned therefore that these first students should be regular bookings, rather than special or difficult bookings.

Potential teachers who have been in commerce or the professions will, of course, normally have a higher education certificate/diploma. Normally they should have been involved in training as part of their background. They should be encouraged to follow an introductory language teaching course if they have not already done so.  In any case, they should demonstrate a willingness to learn a new skill.

Personal Qualities
It is, of course, essential to judge whether any potential teacher can communicate effectively with foreign students, even at a very low level, and establish a rapport with them. Personality is important here, and clarity of speech. They must show that they will be sensitive to the student’s linguistic needs and allow them to talk as much as possible, rather than talk all the time themselves. They must demonstrate that they will show flexibility rather than authoritarianism or rigidity in their teaching approach to their students (novice teachers, because of their lack of experience and self confidence, tend to rigidity in the beginning). At the same time, they must show that they will display professionalism in delivering the correct number of formal lesson hours and an intellectual ability to plan or construct a course according to the needs of each individual. Also, especially if they are youngish housewives with children, they must establish the fact that the children will be looked after during class time and not be in the class area or disturb the lessons.

Naturally, both the teacher and his/her spouse must be the kind of  people who will do their utmost to welcome the student, who will appreciate the problems the student may have with cultural differences and who have a genuine interest (rather than a purely financial one!) in foreign students. A couple is obviously better than a single person, unless that single person will devote him/herself to the student. A single mother who needs to spend all her spare time with her child/children would, for example, not be very suitable. Also, a single person does not strictly meet the brochure promise of a “teacher-family”, unless he/she lives at home with other members of his/her family.

Interestingly, experience tends to show that the teacher-families who do best with students are those who have themselves lived abroad, or where one of the spouses is of a different nationality (as long as he/she can speak the language clearly, without heavy accent, that is).

Accommodation
The accommodation offered by potential teacher-family should be in a pleasant area, be clean and tidy and provide a good level of comfort. The actual size of the house or flat is not as important as the size of the room to be used by the student. The room should be of a reasonable size and the student should not be asked to share.

Every student should have a comfortable, full-size bed (bunk beds are not permissible) with a good supply of blankets, ample drawer and wardrobe space, a writing desk or table and chair, a mirror and a waste paper bin. There should be good lighting by the bed, over the mirror and at the desk. Adequate heating should be provided.

Some students expect a daily bath or shower; showers are usually more popular with students and mean big savings in both water and fuel. It is therefore advantageous if the teacher-family has a shower in the bathroom.

LOCAL ORGANISER ADMINISTRATION , PROCEDURES & PAYMENT

Bookings

On receipt of a booking for your centre, a member of the Reservations Department at the Student Reservations Office emails to you an information sheet, entitled New Student Information.

This sheet contains all the relevant information that we have received about this student, with any additional comments that we think you should know. These latter comments are entered in the section Local Organiser notes, and their purpose is to give you any confidential information we may have which will help you with your placement. This information is not passed on to the host teacher. Typically, such comments will be Fussy student needing a lot of attention, VIP student - one of your best families. Should not be placed in an isolated spot etc.  

This sheet will also indicate whether arrival/departures transfers are required, which it will be you responsibility to organize (see below).

When you have satisfactorily placed your student with the most suitable host teacher, you should email back the New Student Information sheet showing the name of the family you have placed this student with, plus the costs of the airport transfers, if applicable. A fast turnaround with your placement is greatly appreciated, and we would always hope to receive it within a week. If this is not possible for any reason, such as the family you hope to place the student with being away on holiday, you must let the Reservations Department know, so that they can give the relevant explanation to the agent/student.

When we have received confirmation of your placement, we email to the designated host teacher the student details and the amount they will be paid; around 3 weeks before the course start date we mail a pack to the host teacher containing relevant course documents, Student Wallet, and a Personal Course Booklet (these last two to give to their student).

Prospective Booking

From time to time we receive an enquiry about doing a course where the agent or student wants to know if a certain type of course is possible in a certain location, without commitment at this stage, and/or wants to see the details of our proposed host teacher before they accept and confirm the booking. 

When this happens, a member of the Reservations Department will email details of a prospective student to you with as much information as we have on this student. You should understand in these circumstances that this is not yet a confirmed booking. However, in order to answer the enquiry you will need to contact the most suitable host teacher and check if they could take the student if the student confirmed. Once you have the name of a possible host teacher you should email this to the Reservations Department, together with the nearest arrival point, e.g. port, airport, and the cost of a transfer each way. Again, a fast turnaround on this is appreciated, and a deadline may be specified to you. We in turn give the agent/student a deadline by which to confirm the booking to us, and this is normally not more than a week from the time we receive your proposed host teacher.

Cancellation

Cancellations are unfortunate and do happen from time to time. When we receive notification of a cancellation we will immediately inform you so that you can warn the host teacher . Normally, you will be notified by a member of the Reservations Department by email, confirming the cancellation.
You should note that, under the Terms of Agreement with the host teacher, ILH is under no obligation to make any compensatory payment to the family in the event of a cancellation. Naturally, every effort will be made to find another student to take the place of the cancellation, though this is not guaranteed and is normally quite difficult to achieve.

Transfers

Generally, we recommend that the following types of students have a transfer:

· under the age of 17
· low language level, particularly the Japanese

· arriving at night

In practice, the majority of students end up asking for a transfer, at least on arrival. Those who do not are told that if they telephone ahead to say what time they will arrive at the nearest railway station, the family will come and pick them from the station free of charge.

When a transfer is requested, you must arrange that a member of the family goes to collect the student, or if this is not possible you must use a reputable local taxi company. In some cases the Local Organiser chooses to do the transfer him/herself. However this is arranged, you must indicate who is going to do the transfer and at what cost on the New Student Information sheet that you fax back to the Reservations Department with the placement. If the request for a transfer comes in later, after you have emailed this sheet back, you should send a separate email indicating this information. 

If it is the family who is doing the transfer you should ensure that they use the ILH Meeting Sign supplied to them which they can hold up with the student’s name on at the appropriate exit. The ILH Meeting Sign comes with each student’s confirmation documents. 

Very often we do not receive a student’s travel details at the same time as receiving the request for a transfer. As soon as these details are received a Local Organiser Transfer Information sheet is emailed to the Local Organiser.

Taxis and families should be instructed that if for any reason they miss their student as he/she exits, they should go to the nearest information point, have the student paged and wait there. Students are similarly instructed to go to the information point if they miss the person meeting them. The payment to families for doing a transfer is added to their payment for the relevant course.  Taxi companies send in their invoices to the Student Reservations Office for settlement. 

Teacher Applications

Sometimes teachers apply to the Student Reservations Office to become a host teacher because they have heard of ILH through a friend, sometimes they apply because of a recruitment advertising campaign. 

When potential teachers apply they are sent an application form, an information sheet (see below) on being an ILH host teacher and the weekly payment rates. When the completed application form is received back by the Student Reservations Office, it is then sent on to the relevant Local Organiser. The Local Organiser should telephone the applicant within three days to acknowledge their application, as no acknowledgement will be made by the Student Reservations Office. While on the phone the Local Organiser should make a preliminary assessment.  If the application looks useful, a visit should be arranged. If the application is clearly not viable, the applicant should be informed of this there and then.

If a visit is arranged, every effort should be made to meet and talk to both the teacher and his/her spouse. If the host teacher and the accommodation meet the ILH selection criteria and, of course, meet with the Local Organiser’s approval, the Local Organiser then confirms that they have been accepted as an ILH host teacher. The Local Organiser should then ask the teacher to input their host teacher-family information online by using the following link: 

http://www.ilh.com/newhostteacher/application.htm
Both the link and the procedure are explained in a “welcome letter” which you will give to the new host teacher. Together with this letter will be two copies of the Terms of Agreement, the Children Act form and a prepaid envelope. Please let Cherry (cherryt@ilh.com) know how many “welcome letters” you think you will need as well as the other items and prepaid envelopes.

Once the completed information form has been transported onto the database a copy will be sent to you for your records.

If it really isn’t possible for a teacher to use the online information form then please supply them with the paper version instead, or ask them to request it from the Student Reservations Office.
The Local Organiser may also at this stage give the teacher the appropriately completed  ILH Certificate of Teaching Competence. If a Local Organiser does not have copies of this certificate he/she should contact the Student Reservations Office and request that blank copies be sent on to him/her, or else download a copy from this pack (see below).
 If it is decided by the Local Organiser, following the visit, that the application is not acceptable, the applicant must be informed of this without delay.
In most cases, advertising campaigns will be conducted locally, and applicants will apply directly to the Local Organiser. The Local Organiser must then carry out the initial steps indicated above and, if the host teacher is accepted, must ensure that the Host Teacher Information Form is completed and sent to the Student Reservations Office. The costs of mounting such an advertising campaign must always first be discussed and approved by the Student Reservations Office, together with the method for paying for the advertisements.

Student Visit Checklist for Local Organisers

You should fill in the Checklist during your visit to a student on a course. If for some reason a visit is not possible and you have to monitor the course on the telephone, you should still try to complete the Checklist over the phone.

This Checklist should subsequently be emailed to the Student Reservations Office (email: cherryt@ilh.com). 

Student Questionnaire Results

Once a questionnaire is received at the Student Reservations Office and the results entered into the database, the results will be periodically emailed both to you and to the relevant host teacher. This is valuable feedback will show you who is doing well and who may be a weak link, and will serve to indicate to the teacher any possible room for improvement. 
If you would like to discuss any of these results further you should contact the Student Reservations Office.

Complaints

When a written complaint is received from a student after he/she has returned home, the complaint is copied or summarised to the Local Organiser, who is then requested to investigate the complaint and write a report in answer to it. 

This report should then be emailed to the Academic Director or Assistant Academic Director at the Student Reservations Office together with a copy of the Student Visit Checklist. 

Local Organiser Payments

Your payments are calculated at the end of each month and are based on the students who have departed within that month. If a small sum is involved for a given month, and if a bank transfer is required for payment, it may be that this sum will be carried forward to the next month’s payment. If there is any doubt or query on this subject it can always be discussed with the Student Reservations Office.

HOST TEACHER PAYMENT RATES PLUS PAYMENT PROCEDURE

The basic payment rates are for the 15, 20, 25 or 30 hour Standard Programme, though there is a variety of permutations beyond this, e.g. two students sharing a course, Private Bathroom Option, accommodation only rate etc. 

You will be notified of the payment rates for the current year applicable to your centre as soon as these have been determined. 

If you require these now, please request them from the Student Reservations Office.

Payment to families (normally bank transfers) are actioned on the second Wednesday of the course (or the first Wednesday if the course is only one week long). If the course is four weeks long the payment is divided into two: payment for the first two weeks is made on the second Wednesday of the course, and payment for the last two weeks is made on the Wednesday of the fourth week.

INFORMATION FOR HOST TEACHER APPLICANTS

When an application is received from a potential host teacher, the ILH ‘Information for Host Teacher Applicants’ leaflet together with the current payment rates should be sent to the applicant.
See separate attachment for the relevant leaflet.
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BOOKS, MATERIALS, TEACHER’S MANUAL

PERSONAL COURSE BOOKLET

COURSE RECORD, STUDENT QUESTIONNAIRE, STUDENT WALLET

Books, Materials, Teacher’s Manual

There are various approaches to supplying teachers with books and materials to use with their students, depending on country and local circumstances.
Local Organisers generally suggest the names of useful course books to teachers and expect them to get their own copies for use with their students. Alternatively, it is possible for ILH to pay for a small stock of relevant course books for a Local Organiser to hold with a view to lending these out to teachers for a particular course. If a set of three or four basic course books at different levels is lent out, a deposit system will be implemented. In this case, the Local Organiser must immediately inform the Student Reservations Office when a set is lent out, so that an arrangement can be made to collect the appropriate deposit from the host teacher. By the same token, when the books are returned, the Local Organiser must inform the Student Reservations Office so that an arrangement can be made to reimburse the deposit.  Needless to say, it is essential that the Local Organiser keeps accurate records of books lent out and returned, and establish a viable method for getting the books to teachers and ensuring their return. In the case of the USA and Canada, a set of course books at three levels is automatically issued direct from the book supplier and a deposit of $50 charged unless the host teacher already has suitable materials and informs the Local Organiser beforehand that he/she does not want them. The Local Organiser must immediately inform the Academic Director or Assistant Academic Director at the Student Reservations Office if a new host teacher does not want the books.
Outside Great Britain and Ireland, there are currently special Diagnostic Tests only for North America. It is possible that teachers of English in other Anglophone countries where ILH courses take place may like to use the tests designed for GB/Ireland or North America, even though they do not relate to the course books they are using.  If a Local Organiser thinks they will be useful for his/her centre he/she should ask the AD or AAD for sets, which will be posted on. 

Currently, the Teacher’s Manual exists in a British English, American English, French, German and Spanish version.  All teachers (irrespective of country) must have this manual, which will be sent by mail when the first student is booked in. In the British English version, Section Two currently only applies to course books in Great Britain and Ireland.  However, Section One and Section Three are relevant to all countries. In the American English version, Section Two only applies to course books in North America; also, the Appendix only contains details of recommended American English ESL books

Personal Course Notebook

This notebook is automatically sent from the Student Reservations Office direct to the host teacher to give to their student. The notebook is designed so that the student can keep a personal record of work done on the course. It can be used instead of or as well as an exercise book and contains pages to write in vocabulary, grammar summaries, exercises and idioms; there are also pages where a diary can be kept and, at the end, a check list of irregular verbs.  The student can take this notebook away at the end of the course and it will serve for future reference.

The notebook exists in English, French, German, Italian and Spanish. Abbreviated versions in Dutch and Russian also exist.

Course Record, Student Questionnaire, Student Wallet and other items
When a Local Organiser notifies the Student Reservations Office of a student placement, confirmation details regarding the student, dates, travel, level etc are emailed from the Student Reservations Office direct to the host teacher. Two weeks before the course start date an envelope with the student details and containing the following items is sent: 

a) Course Record: a single four page document, which contains an Hoursheet & Work Report to complete as the course progresses and a Course Report to complete at the end of the course. 

b) Course Planner: a blank grid to allow the teacher to plan and write in a timetable of work.

c) Pre-paid envelope in which to return the Course Record document to the Student Reservations Office at the end of the course.

d) ILH Meeting Sign

e) Student Questionnaire: this is for the student to complete confidentially at the end of the course with his/her evaluation.

f) Pre-paid envelope in which the student may return the Student  Questionnaire.

g) Personal Course Notebook : see above.

h)  ‘Basic Points regarding your course’ sheet: guidance notes for the student on what to expect on their course.

i) Student Wallet: the letter to the family accompanying this plastic wallet explains that they should write the name and telephone of their Local Organiser on the card at the front of this plastic wallet. They should put into the wallet various items that have been enclosed: a welcome letter for the student, the student questionnaire (see above) and the envelope in which to return the questionnaire; the Personal Course Notebook (see above); ‘Basic points regarding your course’ sheet; any local information, leaflets and bus/train timetables etc. that they think will be of use and interest to their student.  They are asked to give this wallet to their student on arrival.

When making a student visit, or if necessary phoning to check that a student’s course is going satisfactorily, the Local Organiser must check that the Hoursheet & Work Report section of the Course Record document is being properly completed and signed each day by the student. At the head of this section is space for the student to sign to confirm that he/she has received the Student Wallet and the name and telephone number of his/her Local Organiser in case of any query or problem. The Local Organiser must also check that this confirmation has been signed.

It is absolutely essential that the above procedures are carried out by teachers, and Local Organisers should impress the importance of this on their teachers. The vast majority of complaints are made only after the student has returned home and to counter complaints we always need the Course Record, duly completed by the teacher and signed by the student in the relevant places.

MEALS, LAUNDRY, VISITS, FIRE SAFETY, FIRST AID

The various day-to-day practicalities of hosting a student are covered in Section Three of the Teacher’s Manual, entitled Essential Points and Procedures.

However, with regard to meals, it should be explained to new host teachers that they must provide their student with three meals per day. The following are the basic requirements:

Breakfast:
Fruit-juice, cereal, boiled/scrambled egg, toast, coffee/tea etc.

Lunch:

A light lunch (but sitting at the table, and not just sandwiches)

Dinner:
A cooked, substantial evening meal

It goes without saying that students should always have their meals with the family, and not be asked to eat on their own.

Families sometimes ask how much laundry they are expected to do. The general rule here is that they would do their student’s light laundry, eg underwear, handkerchiefs, T- shirts etc, normally putting this in with their own wash.  Families may need to explain this to their students, including how many times a week they do a wash, as in some countries, for example Spain, they are used to doing a wash every day. It would not be reasonable to expect a family to wash larger or bulkier items, such as trousers or jackets. Students wanting such items cleaned should be asked to take them to a local launderette. Ironing is discretionary, though if a student is on a long stay some items, such as shirts, may need to be ironed.

On this subject, families must provide their students with towels.

Another area that families are sometimes concerned about is their obligation regarding taking students out on visits. The first thing to say here is that the general philosophy of an ILH course is that after class the student simply participates in the daily life of the family, and does what they do, however mundane the activity may be (eg shopping). Nonetheless, families generally will want to take their student to visit some places of interest during the course. These will often involve an entrance fee.  The student will need to be pre-warned about this fee by the family so that they clearly understand that they will have to pay it themselves. It will therefore be useful to explain to families that, when suggesting a visit, they specify that there will be an entrance fee of such and such, and to check that this will be all right for their student. This will avoid embarrassment when the time comes for entry tickets to be bought. On no account should students be asked to share petrol costs if the visit is by car, though if it is by train they will be expected to pay their own train fare.

Regarding fire-safety, Local Organisers are advised to inform all families that they should have smoke detectors fitted in their home and that they should give their student clear fire escape procedures on arrival. Families should also have a well stocked, clearly identified First Aid kit available in the home (though this should not contain aspirin or other pain killers).

Student Absence Policy
If a student misses a class then the host teacher must ask them to sign the Course Record in the box relating to the day of absence to confirm that they themselves have elected not to have the class that day. If there are mitigating circumstances (eg illness or unavoidable outside commitment) then the host teacher would normally be expected to make up the missed class during the rest of the course, providing this is feasible within the time available.  This is at the discretion of the host teacher.

If a student does not arrive at the host teacher’s home as booked the host teacher must inform their local organiser immediately.  The local organizer will then inform the Student Reservations Office who will then pursue the matter. 
If a student leaves the course prematurely, or leaves for an extended period without explanation, the host teacher must also notify their local organiser immediately so that this information can be passed to the Student Reservations Office for investigation.  

INTERNATIONAL LANGUAGE HOMESTAYS

CERTIFICATE OF TEACHING COMPETENCE

INTERNATIONAL LANGUAGE HOMESTAYS

Recognises     
as a competent International Language Homestays teacher and certifies that the 

accommodation offered has been inspected and found satisfactory.
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Richard Lewis BA(Hons), MA, Dip(TEFL)RSA

Academic Director
INTERNATIONAL LANGUAGE HOMESTAYS

NEW HOST TEACHER INSPECTION CHECK LIST

FOR LOCAL ORGANISERS

Please complete and email/fax to the Student Reservations Office after inspection

Name of Host Teacher Applicant: 

……………………………………………
Host Teacher
1.Does the teacher have a TEFL qualification? 



Yes
No

If ‘yes’, please specify: ………………………….

2. List other qualifications: ……………………………………………………………………………………

3. Have you had sight of the certificates/diplomas?



Yes
No

4. Briefly summarize relevant teaching experience: ……………………………………………………………

…………………………………………………………………………………………………………………..

5. Assessment of the teacher’s suitability and justification for considering his/her application if he/she does not hold a TEFL qualification: ………………………………………………………………………………………………

…………………………………………………………………............................................

………………………………………………………………………………………………

………………………………………………………………………………………………

Family

Do you feel the teacher and spouse/family will make the student feel at home?Yes
No

Will they spend time with the student after class?



Yes 
No

Will they organize outings/ activities for the student?


Yes
No

Comments on the above: ………………………………………………………………………………………………

………………………………………………………………………………………………

Accommodation

Is the approach/ entrance to the accommodation tidy & well presented?
Yes
No

Is the accommodation in good repair and good decorative order? 

Yes 
No

Is the accommodation generally clean, tidy and hygienic?


Yes
No

Are smoke alarms fitted?






Yes
No

Has the gas boiler been serviced by a Gas Safe registered plumber within 

the last 12 months? 







Yes
No

Is the location suitably pleasant?





Yes 
No

Are there local amenities nearby?





Yes
No

Is the location well connected by public transport?



Yes
No

Comments on the above: ………………………………………………………………………………………………

………………………………………………………………………………………………

………………………………………………………………………………………………

Teaching Area
ILH criteria are that the teaching space should be a quiet area away from any possible disturbance, brightly lit, with a window, sufficient space to move around, uncluttered with extraneous objects and provided with an adequate table and chairs.

Does the teaching area conform to ILH criteria? 



Yes 
No

Comments on the above: ………………………………………………………………………………………………
………………………………………………………………………………………………
………………………………………………………………………………………………
Student’s Room
The normal expected minimum size would be approximately 4 metres by 4 metres.

Does the room meet the minimum expected size?



Yes
No

The room should contain a full size bed, ample drawer space, ample wardrobe space, writing desk/table and chair, mirror, waste paper bin, adequate heating, good lighting at desk/table, lighting by bed.

Does the room contain all of these things?




Yes
No

Comments on the above: …………………………………………………………………………………………….
………………………………………………………………………………………………
………………………………………………………………………………………………
Any Further Comments
………………………………………………………………………………………………
………………………………………………………………………………………………
………………………………………………………………………………………………
………………………………………………………………………………………………
Name of Local Organiser: ………………………………………… 

Area: ………………..
Signed: ………………………….

Date: …………………
INTERNATIONAL LANGUAGE HOMESTAYS

ILH HOST-TEACHER APPLICATION FORM

Name of Tutor:

Address:

Postcode:
Tel. No. (incl. Code):

Tutor’s occupation:
Age:

Qualifications (Degrees, teaching diplomas, etc.):

Teaching experience (if any):

Spouse’s name (if applicable):
Age:

Spouse’s occupation:

Children (sex & ages):

Family interests & hobbies:

Please give a brief description of your home and neighbourhood:

Age Preferred:  
Under 18    (

Over 18
  (

Any      (
Would you be available for part/all of July & August?

How did you hear about our organisation?

Please give any additional information that you may consider relevant to your application.

(Please use the back of the form)

A photograph of you, your family and home would be appreciated.
INTERNATIONAL LANGUAGE HOMESTAYS

STUDENT VISIT CHECKLIST FOR LOCAL ORGANISERS

Local Organiser: ………………………………..

Centre: …………………

Student: …………………………………………
Teacher: ………………………

Date of visit: …………………..

1.
(May be carried out in the presence of the teacher)

i) Journey/transfer satisfactory?




[   ] Yes     [   ] No
If no, comment …………………………………………………………………………………..

ii) First time in country?





[   ] Yes     [   ] No

iii) Checked what work they have been doing, inspected Personal Course
Notebook, exercise book, text book and other teaching material?

[   ] Yes     [   ] No

iv) Checked Course Record is being satisfactorily completed?

[   ] Yes     [   ] No

v) Is class carried out in a suitable place, without disturbance from
children etc?






[   ] Yes     [   ] No
If  no, comment …………………………………………………………………………………..

1. (Private interview with student)

i) Is class work what they want and what they expected?


[   ] Yes     [   ] No
If no, comment, ..………………………………………………………………………………

ii) Do they think they are making and will make good progress?

[   ] Yes     [   ] No
If no, comment, ………………………………………………………………………………..

iii) Are they happy with their teacher and teacher/family?


[   ] Yes     [   ] No
If no, comment, ………………………………………………………………………………..

iv) Is the accommodation in general and their room in particular satisfactory?[   ] Yes     [   ] No
If no, comment, ...……………………………………………………………………………...

v) Is the location satisfactory and what they expected?


[   ] Yes     [   ] No
If no, comment, ……..………………………………………………………………………….

vi) Is the food satisfactory?





[   ] Yes     [   ] No
If no, comment, …………………………………………………………………………………

vii) Are they being adequately occupied in their spare time?


[   ] Yes     [   ] No

viii) If no, comment, ..……………………………………………………………………………….

2. (Private interview with teacher)

i) Is the class work going satisfactorily?




[   ] Yes     [   ] No
If no, comment …………………………………………………………………………………….

ii) Do they think the student is making or will make good progress?

[   ] Yes     [   ] No
If no, comment …………………………………………………………………………………….

iii) Are they happy with the student?




[   ] Yes     [   ] No
If no, comment …………………………………………………………………………………….

iv) Do they think the course is generally going well so far and will continue

v) to do so?







[   ] Yes     [   ] No
If no, comment……………………………………………………………………………………..

ANY FURTHER COMMENTS?

Signed: ………………………………………… (Local Organiser)

INTERNATIONAL LANGUAGE HOMESTAYS
HOST TEACHER TERMS OF AGREEMENT
1.
The student’s room will be that inspected by the Local Organiser. Linen and towels will be   provided by the family and will be changed, and the room cleaned, regularly, in accordance with the family’s usual schedule.

2.
Meals will be supplied on the basis of full board: breakfast, light lunch, cooked, substantial evening meal.  The student must eat with the family. 

3.
Light laundry should be done, if requested, together with the family’s usual laundry schedule. Heavy items, such as jackets and trousers, and ironing, may be reasonably excluded.

4. No other foreign students, paying guests or au pairs shall be accommodated at the same time as those introduced by International language Homestays.  If special circumstances obtain, these must be discussed with the Local Organiser.

5. The teacher may not engage in full or part-time employment while he/she is providing a course for and teaching a student placed by International Language Homestays.

6.
In cases where host teacher is requested by International Language Homestays to meet a student from an arrival point other than a local railway station or local meeting point and or/return him/her there, the host teacher will be reimbursed appropriately.  No transfer costs will be reimbursed if such a transfer is requested privately by the student but has not been requested by International Language Homestays.

7.
Host teachers must ensure that their students have the name and telephone number of the Local Organiser from the first day, and also the telephone number of the Student Reservations Office in England – (0)1843 227700.  The Local Organiser should be contacted immediately if any problems arise. If a family takes their student with them for a stay at another location, over the weekend or at any other time, they must give their contact telephone number to the Local Organiser.

8.
In the event of the teacher’s qualifications being queried by the student, it must be made clear that all International Language Homestays teachers, in addition to whatever other academic qualifications they may have, possess the International Language Homestays ‘Certificate of Teaching Competence’.

9.
If any suitably qualified/experienced family member wishes to teach a student on a specific course as well as or other than the designated teacher who signs below, this must in each case be discussed and agreed beforehand with the Local Organiser. Such a family member must request the ILH ‘Certificate of Teaching Competence’ (see above).

10.
The teacher must give the stated number of hours of teaching as stipulated by the Local Organiser and by the letter of confirmation.  If there is a discrepancy between what the Local Organiser has confirmed by telephone, and what is stated in the written confirmation, the host teacher must ask the Local Organiser to contact the Student Reservations Office, England, rather than relying on the student’s word as to what the correct number of hours should be.

11. The family undertakes as far as possible to contribute to their student’s improvement in the language outside the formal class time, on a social basis. Any costs incurred by the student on an outing or a visit (entrance costs, refreshments, extras at pub/restaurant etc,) will be payable by the student. This will not include sharing petrol costs on a family outing (unless a student specifically asks to go to a relatively far location), or restaurant costs where part of the full board arrangement is offered in a restaurant, all of which costs will be the family’s responsibility.

12.
In the event of a booking which requires the private use of a bathroom for the student (currently known as Private Bathroom Accommodation Option), the bathroom will be for the sole use of the student, and not shared with a third party.

13.
The teacher must complete the Course Record in accordance with the instructions given on the facing page of this document. If the student refuses to sign the Hoursheet & Work Report to confirm the number of lessons received, the Local Organiser must be informed immediately. The completed Course Record must be returned at the end of the course to the Student Reservations Office, England, in the envelope provided.

14.
If the student cancels or cuts short his/her stay for any reason, or International Language Homestays feels that a change of family would be in the student’s interests, payment will be made to the family on a pro-rata basis for the actual number of days the student is with that family and the number of hours taught and signed for.  In the event of a student cancelling prior to arrival, International Language Homestays is under no obligation to make payment to the host teacher with whom that student had been placed.

15.
Under no circumstances is the host teacher to discuss with the student fees paid to the family by International Language Homestays, or the price charged to the student by the booking agency.  All queries must be addressed directly to International Language Homestays.

16.
In a case where a family feels they should be financially compensated for unforeseen expenses of whatever kind caused by their student, International Language Homestays will give every assistance in the furtherance of all justified claims, but does not undertake to provide financial compensation.

17.
The host teacher undertakes not to accept direct bookings from students first introduced to them by International Language Homestays. In the case of a student wishing to return to a host teacher for a subsequent course, the host teacher in question will request the student to book with International Language Homestays.

18 If a host teacher has a grievance or complaint against International Language Homestays they must put this in writing and send it to International Language Homestays.  
I agree that these terms and conditions will apply to every student sent to me by International Language Homestays.  

I hereby acknowledge that I am self-employed in this capacity and that I am responsible for any taxes, Social Security payments and any other State deductions.

Teacher’s name and address: ………………………………………………………………

………………………………………………………………………………………………

Teacher’s signature: ………………………………….     Date: …………………………

Please sign and date this form and return one copy . The second copy of the Terms of Agreement is for your own records.

INTERNATIONAL LANGUAGE HOMESTAYS

Student Reservations Office, 38 Hawley Square, Margate, Kent CT9 1PH

Tel: 01843 227700
Fax: 01843 223377
Email: info@ilh.com
Dear Host Teacher

We are pleased to welcome you as a new host teacher for International Language Homestays (ILH).

We ask you now to input your host teacher-family information on to our website by following this link:  www.ilh.com/newhostteacher/application.htm
Please also sign and return a copy of the Terms and Conditions. If for whatever reason you are unable to input your information on to our website please complete the paper Host Teacher Information Form (request this from your Local Organiser or the Student Reservations Office) and return it with the above items.  
We also need copies of your relevant qualifications. Please enclose these now, or send/email/fax them to Cherry Thomson at the Student Reservations Office (Email: cherryt@ilh.com) as soon as possible.

Local Organiser

Your main point of contact regarding students will always be your Local Organiser.  Your Local Organiser receives details of students requesting your area from the Student Reservations Office and then proceeds to place them with suitable host teachers.  Your Local Organiser also contacts each student on a course to check all is going well, gives general support to host teachers and deals with emergencies. Normally, your Local Organiser is also responsible for organising airport transfers, when these are requested.

Student Reservations Office

Student bookings are received and processed centrally by the Student Reservations Office in Margate, Kent. All documents relating to the courses are administered by this office, as is the payment to ILH host teachers.

There is an Academic Department at the Student Reservations Office offering support with teaching and teaching materials. 

Student Confirmation

Once you have agreed to host and teach an ILH student, you will receive an initial confirmation indicating the student details and your payment.  Then, two weeks before the arrival date, you will receive a pack containing a variety of course documents and materials, many of which are to be given to your student. 

Teacher’s Manual and Teaching Materials

When you receive your first booking, the Teacher’s Manual will be sent to you by the Academic Department. If you are a teacher in the USA or Canada you will also be sent a set of course books, unless you have notified your Local Organiser that you have your own books and do not require the set. For this set of books there is a deposit of $50 payable which will be deducted from your first student payment.  This deposit (and any postage costs) will be refunded when you return the books to your Local Organiser
Booking Pattern

The summer months are normally the busiest times of year for ILH courses.  Many bookings are made at relatively short notice.  Therefore, if you were recruited in the Spring and have still not received a booking by 1 May, please be aware of the reason why this may be. You still have every expectation of receiving students.

We wish you happy teaching.

The Directors

International Language Homestays
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Please use this when meeting a student



































