Checklist of Responsibilities for Associates’ Contact Person with IATEFL

In order for communication to be effective between your Association and IATEFL International, and between your Association and other Teacher Associations (TAs) there needs to be a person on your committee who is in charge of this. Here is a checklist of things that the IATEFL contact person ( liaison officer/branch secretary/international relations officer?)  needs to do:

· Make sure all your Committee members are on IATEFL PAL, the e-list where TAs associated to IATEFL can communicate. To sign-up, contact Gavin Dudeney at dudeney@encomix.es  .

· Regularly check PAL and respond to requests for information about your Association.

· If someone else takes over from you as IATEFL Contacts, or if there is a change of address, please inform IATEFL. (Contact Glenda Smart at Glenda@iatefl.org. and Gavin Dudeney at <dudeney@encomix.es>).

· Check that your Associates’ Agreement is still valid. It needs to be updated every three years. (Contact Glenda Smart at Glenda@iatefl.org.)

· Send two copies of your Newsletter to Head Office (IATEFL,Darwin College, University of Kent, Canterbury, Kent CT2 7NY, UK. Tel: +44 (0)1227 276528. Fax: +44 (0)1227 274415 ). One of these two copies should be addressed to Martin Eayrs, ISSUES Editor c/o of  Head Office. 

· Send one copy of your Newsletter to the Associates’ Coordinator (Margit Szesztay, 1121 Budapest, Fülemile út. 12-18. 9-B. HUNGARY.)

· Send information about the events your Association organises to the editor of ISSUES <martin@eayrs.com> and to Gavin Dudeney <dudeney@encomix.es> to go on the Associates Website (our website will be up and running from 5 January 2004).

· Make sure that the annual IATEFL International Conference and other IATEFL events are publicized in your Newsletter and at your professional events. 

· Make sure that your Association publicises the different types of  IATEFL membership – if it is affordable in your country. 

· If your Association has had a successful bid for the Wider Membership Scheme, i.e. basic membership at affordable rates, make sure your Association publicises this opportunity e.g. in your Newsletter and at your events. 

· Make sure that whoever represents your Association at the annual IATEFL Associates’ Day and at other TA events is well informed about Associate matters.

Suggested (more creative) things to do:

· Introduce a regular agenda item at your committee meetings to report on links and the exchange of information with IATEFL and other associations.

· If you’ve read all this, it’s probably time for a cup of tea and some rest!

· ????????????????????

