Guidelines for schools receiving

Japan in Your Classroom volunteers

Please remember that the Japanese visitors to your school are volunteers who are giving up their free time without receiving any payment. They are not usually trained teachers in the U.K. In order to make their visit run as smoothly as possible, please take note of the following:
Pre-visit

· Ensure the volunteers have clear directions to the school. Where necessary fax a map in plenty of time directly to the volunteers or to Japan 21. Please arrange parking where necessary.
· When contacted by the volunteer in charge of the visit, please discuss the content in detail and confirm the time and length of lessons.
· Check if the school needs to provide any equipment (in most cases the volunteers bring the bulk of things required for their visit).
· If you need to change arrangements (such as class times, or age group being taught), please make sure the volunteers are informed before the day of the visit.
During the visit

· The volunteers greatly welcome class teachers’ participation in their sessions. Please encourage all staff to be fully involved. 
· The class teacher should manage classroom discipline and control of noise levels. The volunteers should not be left alone with the class.
· Please ensure basic classroom equipment such as board markers and eraser is provided. Note that volunteers may wish to put up posters with blue-tack if wall/board space is available.
· Remember that to reach some schools, the volunteers may have travelled quite far. If there is time, a cup of tea/coffee on arrival would be welcomed.
· When classes take place in both the morning and afternoon sessions, volunteers should be provided with lunch.
Post-visit

‘Thank you’ - If you enjoyed the visit, let the volunteers know what was good. It is always useful to get feedback, whether this is a few minutes in the staff room or a letter from the students. Volunteers may ask you to fill in a feedback sheet. 
If you have any suggestions for improving the Japan in Your Classroom scheme, please contact Japan 21.

Please ensure that all teachers concerned receive this information

and that those whose classes will be visited understand the nature of the visit.
Japan 21, Swire House, 59 Buckingham Gate, London SW1E 6AJ

Tel: 020 7630 8696 Fax: 020 7931 8453 Email: hiroko@japan21.org.uk
