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Language and communication skills courses in Arabic, Chinese, English, French, Russian and
Spanish are offered to promote linguistic balance and multilingualism within the Secretariat and to
improve the language abilities of staff, as mandated by the General Assembly in its resolutions 2480
B (XXIII), 43/224 D and 50/11. The courses provide staff members and external participants (see
para. 21-24 below) with the opportunity to learn the official languages of the Organization and to
improve their communication skills.

The present Terms and Conditions contain information on the official policies of the Language and
Communications Training Unit (LCTU) at the Capacity, Development and Operational Training
Service, Officeof Support Operations, Department of Operational Support. These Terms and
Conditions also contain information on the types of training, schedules and delivery formats available,
the calendar of offerings, eligibility criteria and registration procedures, the responsibilities of
participants and additional information, including where to address enquiries.

Participants in the Language and Communications Training Unit training abide by the terms and
conditions contained in the present document, as well as those to be found on languages.un.org.

TYPES OF COURSES

4.

The Language and Communications Training Unit offers learning activities for developing proficiency
as well as work-related communication skills, in the six United Nations official languages. These
activities are available as language acquisition courses, specialized courses and self-study courses

LANGUAGE ACQUISITION COURSES

5.

Language acquisition courses build on each other and are aligned to a UN | or Basic Level of
Language Competence; UN Il or Intermediate Level of Language Competence; and UN Il or
Advanced Level ofLanguage Competence. The UN Levels are defined by the United Nations
Language Framework.

Language acquisition courses are multiple skills courses that focus on all language activities
involving reception (listening and reading), written and spoken production and interaction, and are
aimed at developing both knowledge and use of language.

SPECIALIZED COURSES

7.

Specialized courses focus on specific language skills, communication skills, and UN-related tasks
or substantive topics. They are offered in all six official languages and include preparatory courses
for the language proficiency examinations, courses aimed at improving participants’ understanding
of the Sustainable Development Goals and learning activities focused on improving writing or
spoken fluency or promoting cultural awareness.

Specialized courses vary by term, length and delivery mode. New courses are introduced
to address the needs of participants.
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SELF-STUDY COURSES

9.

Self-study courses are not tutored. Registered participants learn flexibly and at their pace.
Self-learning and engagement is reinforced by multimedia, interactive activities, automated
reminders and a system of rewards.

CUSTOMIZED TRAINING

10.

The Language and Communications Training Unit can also customize training for specific entities,
including writing, oral presentation skills, data presentation, implementation of the United Nations
Language Framework, gender-inclusive language, training of trainers and many other topics. Further
information can be obtained at this email address: dos-cdots-Ictu@un.org.

SCHEDULES

11.

12.

13.

14.
15.

Language acquisition courses include 30 hours over a 10-week or 11-week duration: 20-25 hours in a
virtual or physical classroom, typically twice a week. Course participants will complete the other 5-10
hours doing tutor-assisted self-paced activities online. Class sessions take place before work (from
8.00 am New York time); at lunchtime (between 12:00 and 3:00 pm New York time); or after work
(from 4.00 pm New York time).

Specialized courses vary in the number of hours, course length and type. Virtual of physical
classes generally meet once a week. Specialized courses may also include a tutored, online self-
paced component for group interaction and common learning progression.

Self-study courses are completely self-paced and flexible. Individual participants progress and
complete the courses at their own pace.

Schedules for customized training are tailored to the specific needs of the requesting entity.

Other course schedules may be offered during the year.

COURSE DELIVERY FORMATS

16.

To serve staff both at Headquarters and in the field with varied working conditions and schedules, the
courses indicated above are offered in a variety of formats. Courses include various formats and a
combination of learning modalities:

COURSE FORMATS

a. In-person instruction. Live classes will be held at the United Nations Learning Centre for
Multilingualism and Career Development, located in the 3rd basement of the General Assembly
Building (NL-3B).

b. Online instruction. Live classes are held via videoconference.

¢. Hybrid instruction. Classes are scheduled either in-person or online for all participants. The course
includes classes of both modalities.

LEARNING MODALITIES

a. Group live sessions: Students participate in real time in guided online or in-person discussions.
The sessions are focused on vocabulary, grammar, language revision, etc. Students get
immediate feedback and answers to their questions.

b. Group interactive activities: Group exercises hosted on a learning platform that are

JANUARY 2024


mailto:dos-cdots-lctu@un.org.
https://hr.un.org/page/united-nations-learning-centre-career-development-and-multilingualism-unlc
https://hr.un.org/page/united-nations-learning-centre-career-development-and-multilingualism-unlc

guided/moderated and do not happen in real time. Some examples are forum discussions or
collaborative test drafting.

c. Individual learning activities: These individual exercises largely hosted on the learning platform do
not happen in real time. They mainly help retention or offer learning strategies. Most of them are

self-correcting.

17. The calendar of offerings for language and communications consists of three terms (Winter, Spring,
Fall) and an additional term in Summer.
Registration starts various weeks before the classes begin.

18. Self-study courses are offered all year round.

19. Exact dates for the registration period and classes period (LCTU yearly calendar) can be consulted
on languages.un.org

20.Placement tests are online and offered all year round.

ELIGIBILITY FACTORS

21. The LCTU provides a local offering and a global offering to Secretariat staff members and
external students. Eligibility is determined by two factors:

a. Physical location
b. Affiliation

22. Participants based in New York are eligible for local courses (New York-based brochure).
Participants based outside New York are eligible for global courses (Global brochure)

23. Detailed information about eligibility criteria and requirements based on participant’s
affiliation can be found on languages.un.org.

24. The term “external students” refers to all eligible participants that are not UN Secretariat
staff members.

25. Non eligible personnel may visit languages.un.org for additional opportunities for language learning.
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VALID UNITED NATIONS GROUNDS PASS OR CONTRACT

26.

27.

To register in a course, staff members” contracts must be valid until at least the end of that course. If
the contract expires before the end of the course, staff members may still register if they submit an
official letter or e-mail from their direct supervisor or Executive Officer confirming that their contract is
expected to be extended until at least the end of the course and providing the expected dates of the
contract extension.

All participants in language courses delivered via in-person classroom instruction must have a United
Nations” ground pass valid until the end of course for which they register.

TUITION FEES AND PAYMENT

28.

29.
30.

31.

32.

33.

Only certain external participants (e.g., spouses and partners of staff members, members of
Permanent and Observer Missions, and spouses or partners of delegates of Permanent and
Observer Missions) are required to pay tuition fees upon registration. Detailed information about
paying and non-paying external participants can be found at languages.un.org

Information on tuition fees can be found at languages.un.org

Once the registration has been submitted and the tuition fee has been paid, credit for future terms
maybe issued if a participant cancels their registration within the established deadline in
http://inspira.un.org or http://elearning.un.org (par. 51 and 59). This credit is valid for nine months
from the date when the original course was due to start.

Once the course has started and the established deadline to cancel participation is past, no credit or
refund can be granted.

Refunds will be issued only on a case-by-case basis. For requests, send an e-mail to dos-
cdots-Ictu@un.orq.

Payments are done by credit card during the registration at http://elearning.un.org and in accordance
with the UnitedNations Cashier’s policy and procedures.

GENERAL INFORMATION

34.

35.
36.

37.
38.

Registration for language courses must be submitted in http://inspira.un.org or
http://elearning.un.org for external students. Supporting documentation related to the enrolment
might also be required and submitted when registering.

No in-person registration is available.

Step-by-step instructions on accessing http://inspira.un.org , http://elearning.un.org and
registering for training, as well as a contact form (Registration Assistance Form) are available on
the video-tutorial Registration for Language Learning at
https://vimeo.com/718468225/c87dd9cc99 and at languages.un.org

Registration procedures for placement tests vary and can be consulted at languages.un.org

Registration does not guarantee enrolment if the application is incomplete (i.e., supporting
documentation or payment missing in http://inspira.un.org / http://elearning.un.orqg), if the applicant is
not eligible or if the course is full.
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39.

40.

41.

42.

Enrolments will be reviewed for completeness and to ensure that eligibility conditions are met for
admission to courses. Those who submitted an incomplete registration and/or do not meet the
eligibility conditions (para. 21-33) will receive a notification via e-mail. It is critical that applicants
take immediate action, as instructed.

Participants will not be allowed to attend classes, in any format, without being enrolled in Inspira
or e-learning. Participants who are not sure about their enrolment status should send an e-mail
to_cdots-Ictu@un.org

Wait-listed participants should regularly check their “My learning” page in http://inspira.un.org to
see if their status for the course has changed from “wait-listed” to “enrolled”.

Wait-listed participants who change to “enrolled” when the course has started are responsible
for catching up on their first class content and assignments. If they do not wish to continue, they
have to notify in writing the course teacher and dos-cdots-Ictu@un.org and cancel (drop) the
course in http://inspira.un.org.

REGISTRATION RESTRICTIONS

43.

44,

45,

46.

47.

48.

Participants may register for courses in one or more languages in the same term, up to 50 hours and
for a maximum of four courses each term.

Participants may register for one 30-hour language acquisition course (10-week) in one language in the same
term.

Participants may register for only one section of a course. If they register for more than one, the
registration will not be accepted.

Specific registration restrictions and requirements that apply to “external students” due to their
affiliations can be consulted at languages.un.org

Participants who inadvertently register for more than the maximum allowed per term might be
notified to cancel their registrations.

Participants who repeatedly register for more courses than allowed and/or do not react to
notifications to cancel their enrolment might be rejected and loose the possibility for a future
registration.

DEADLINES AND WAITING LISTS

49.

50.

51.

52.

Participants must register for their selected course before the “last day to enroll” listed in http://inspira.un.org
or http://elearning.un.org for each course. Before registering, participants are encouraged to verify on the
interface the number of “available seats for the course” and “available seats for the waiting list”.

Participants who have registered for a course and realize afterwards that they won’t be able to attend must
cancel their enrolment in http://inspira.un.org or http://elearning.un.org, within the cancellation date, the “last
date to drop” (para 59-64).

Wait-listed applicants might move up and eventually move into the participant’s registered list before the “last
day to enroll”.

Wait-listed applicants might be contacted by the LCTU during the first week/day of their course if a possibility
to accommodate them arises.
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REGISTRATION PRIORITIES

53.

Complete applications are processed in the order in which they are received. However, in the
following cases, the LCTU might decide to give priority to participants who have not
previously taken the course:

a. When the number of applications for a specialized course is higher than the maximum
allowed.

b. When an applicant wishes to repeat a language acquisition course after
successful completion.

c. When and applicant has registered for the same course in previous terms and not
completed it.

In the above cases, participants may be waitlisted.

PLACEMENT TESTS

54.
55.

56.

57.

Only beginners may register directly in the initial language acquisition course (1) at a UN | Level.
A patrticipant should take a placement test for a language if he or she is:
a. A new learner who has some knowledge of the language;

b. A returning participant to the Language and Communications Training Unit who has not taken
a course in that language in the nine months preceding the start date of the course.

Placement test results are valid for nine months. The Language and Communications Training Unit
will provide a list of suggested courses with the placement results. However, a placement test
might be taken any time following the LCTU advice or if the participant considers that there is a
significant advance or decline in their language skills.

Participants are encouraged to complete a placement test, regardless of any other proof of their level
of proficiency, as the diagnosis is the best way for themselves and the LCTU to ensure homogeneous
classes and a better learning experience for all. Participants can contact dos-cdost-Ictu@un.org for
any question.

COURSE CANCELLATION AND COURSE START DUTIES

58.

59.

60.

61.

The course cancellation date is the “last date to drop” (cancel) a registration for a course and can be
consulted in http://inspira.un.org or https://elearning.un.org. The “last date to drop” (cancel a
registration) is usually set 24 hours after the courses first live session.

Enrolled participants who realize during the registration period that they will be unable to attend their
course must immediately cancel (drop) their registration in http://inspira.un.org or
http://elearning.un.org to allow others the benefit of registering or moving up from the waiting list.

Enrolled participants in tutored courses will receive a mail notification from their assigned teacher
shortly before the course start. They must reply to the mail and follow the indications received to
ensure a smooth course start for all.

Enrolled participants who are unable to attend the first and subsequent sessions of a course must
inform their teacher or cancel (drop) their registration within the “last date to drop”. Participants who
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do not attend the first week of classes, and who do not inform their teacher and/or dos-cdots-
Ictu@un.org in advance, may have their enrolment cancelled.

62. Enrolled participants who do not cancel their registration and do not attend the classes might be
rejected and loose the possibility to register in following terms

63. Opportunities to change to a different course shortly before or after a course start are extremely
limited. Any authorized change of course is final.

LEARNING COMMITMENT

PUNCTUALITY, ATTENDANCE, ACTIVE PARTICIPATION

64. The punctuality of teachers and participants is an important part of the learning process. Learners are
expected to arrive on time and actively participate in their classes, from the beginning to the end.

65. In the case of live online instruction, participants are required to have cameras and microphones
available, and to actively participate. They are expected to be ready to turn on their camera
during the session and to turn on and mute the microphone as indicated by the teacher.

66. Participants should inform their teacher in advance if they will arrive late, leave early or be absent.
Participants are responsible for catching up on the course content and assignments. Teachers are not
required to provide an opportunity for the participants to make up the work missed.

67. For language acquisition courses, the required minimum attendance in scheduled group live sessions
is 50%. The expected participation in group interactive and individual learning activities is
communicated at the beginning of the course.

68. For specialized courses, unless otherwise specified, the required minimum attendance is 50%
(scheduled live sessions). The expected participation in group interactive and individual learning
activities is communicated at the beginning of the course.

69. For self-study courses, the minimum required completion is specified for each course.

ASSESSMENT

70. Continuous assessment is an integral and mandatory part of the language acquisition
courses of the Language andCommunications Training Unit.

71. To advance to the next course in a language acquisition sequence, participants must pass all
components of the continuous evaluation, as established for each course and each language.

72. Participants may, however, submit in advance a written explanation to the teacher if they are unable
to take all components of the continuous evaluation. The teacher will then determine whether the
reasons provided justify an alternative assessment.

73. Participants who pass a course but choose to repeat it may do so in the subsequent term,
depending on availability. In such situations, participants must take all components of the
continuous evaluation.

ROLE OF SUPERVISOR

74. Participants are required to discuss with their supervisor any plan to take language classes and to
agree on a learning plan before submitting their registration.

75. Supervisors, taking into account the exigencies of service and requests received from other staff
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76.

77.

78.

79.
80.

81.

82.

83.

members, are encouraged to consider the approval of such requests.

Staff members in New York are entitled to a one-hour lunch break, which may be used instead for in-
house training, such as a language class. In this case, it is recommended that supervisors grant an
additional 20 minutes for a quick meal before or after the class.

For lunchtime courses that last more than 60 minutes, supervisors and staff members should agree
on the coverage of duties when they agree on the learning plan.

A course that does not have the minimum number of participants may be cancelled. In such cases,
participants will be notified. As a special courtesy, participants who were registered in the cancelled
course may be enrolled into another course appropriate to their level of proficiency and needs if that
option exists and the participant agrees.

No classes will be scheduled during United Nations New York official holidays.

Cases of force majeure may affect the total number of hours of some courses. No refunds will be
given in the case of missed or cancelled classes.

Participants are responsible for purchasing (digital) textbooks or other course materials, as
instructed by theteacher shortly before or during the first week of the course.

Participants are responsible for having the necessary equipment to access the virtual environment
and participate in the class activities, and for making responsible use of the learning materials.

For general enquiries and information, participants may contact the Language and Communications
Training Unit via e-mail: dos-cdots-Ictu@un.org.
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