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for Running Sustainable Teachers’ Associations

The CITA Project has been funded under the auspices of the 2014 call
for proposals KA2 Cooperation and Innovation for Good Practices, of
the newly born ERASMUS+ programme of the European Union.
One of the main objectives of this Key Action within the Erasmus+
programme is to establish strategic partnerships between
educational institutions and peers in other countries in their own
sector, in order to foster quality improvements and innovation.
In the case of CITA, the partnership has been established between
English teachers’ associations, and the institutions involved have
been the following:
CITA PARTNERS
APABAL (Associació de Professors d’Anglès de les Illes Balears) was
created fairly recently, in 2010. It is an active, non-profit association
focused mainly on serving the needs of teachers from all educational
levels, ranging from kindergarten to university, in both the private
and public sector. We are located in Palma, but we cover the rest
of the Balearic Islands, where we currently have a number of
local members. We also network with similar associations on the
mainland, and are privileged to have the support of the British
Council in Spain.
Our main ongoing objectives are:
• To give support to CLIL teachers by organising various
developmental events in both formal and informal settings. Most
of these activities can be validated by the local Department of
Education.
• To raise awareness of the importance of learning English in a
community such as ours, where tourism is the main economic
activity.
• To promote lifelong learning, so as to give people educational
opportunities at any stage of their life.
• To organise high-quality professional events, such as our annual
convention, as well as leisure-time activities.
It is one of our priorities to attract the widest range of people, with
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special interest in serving those less affluent, such as unemployed,
novice or retired teachers, as well as trainees.
Our association also places special emphasis on recognising the
value of cultural diversity and different types of identity.
Our board members are all recognised ELT teachers and teacher
trainers who work at all levels of education.
IATEFL-Hungary (International Association of teachers of English
in Hungary) was founded in 1990 and has already celebrated its 25th
anniversary. Throughout these years it has been a very active nonprofit association.
Our main aims are:
• To encourage the exchange of ideas, information, resources and
experience amongst language teachers.
• To provide members with information about opportunities for
professional development in Hungary and abroad.
• To establish and maintain contact with other national and
international English language teachers’ organisations.
• To create training and development opportunities for teachers all
over Hungary.
We organise multiple national and international projects to promote
collaboration among English language teaching professionals.
By doing so, we aim to support high quality ELT in Hungary, for
everyone. Our main event is the annual conference, with a large
number of national and international speakers. We also organise
regular events once a month all over the country. We are looking for
cooperation with stakeholders and are working in partnership with
other teacher organisations.
Our board members are all recognised language teachers in various
institutions ranging from primary schools to university. Many of our
members are also involved in material-writing, as well as in testing
and assessment, teacher education, educational management and
various activities related to the ELT profession.

for Running Sustainable Teachers’ Associations

LAKMA (Lith. Lietuvos Anglų kalbos mokytojų asociacija, Eng.
Lithuanian Association of Teachers of English as a Foreign Language)
is a voluntary organisation of ELT professionals in Lithuania. It links
pre-service and in-service teachers of English, teacher trainers,
educators and publishers, working in both public and private
sectors, connecting those who are interested in interacting, sharing
experience and communicating innovative ideas in ELT. Founded
in 1993, LAKMA has become widely recognised by the whole
community of ELT specialists in Lithuania, as well as by the national
educational authorities.
Our major goals are:
• To provide professional development opportunities to ELT
specialists through national and international conferences, projects,
workshops, competitions and other types of events.
• To offer recommendations to national educational authorities on
language policy, school curricula, state examinations, integration of
CLIL etc.
• To promote ELT related activities among pre-service and
novice teachers, as well as among teachers working in socially
underprivileged areas of Lithuania;
• To create and maintain partnership networks with teacher
associations of other countries and to represent ELT specialists of
Lithuania in international institutions and organisations.
Our board members are ELT professionals representing all levels of
education and all types of institutions, as well as the major towns/
regions of Lithuania; this contributes to the success of our activities
throughout the country.
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CITA PARTICIPANTS

APABAL
Carmen Moreno Huart. Board member. CITA Project coordinator
Montserrat García Comino. President. Advisor and trainer
Aina Carreras Nadal. Vice President. Advisor and trainer
Assumpta Sureda Obrador. Board member. Advisor and trainer

IATEFL-H
Nóra Tartsay Németh. Former President, now Vice President. Trainer
Beatrix Price. President of IATEFL-H. Trainer
Francis J. Prescott-Pickup. Board member. Advisor and trainer
Anikó Almási. Board member. CITA Coordinator and trainer

LAKMA
Loreta Andziulienė. Board member. CITA coordinator. Advisor and
trainer
Loreta Zavadskienė. Board member. Advisor and trainer
Elmyra Jurkšaitienė. Board member. Job-shadowing coordinator
Jurgita Norvaišaitė. Board member. Communication and
administration.
External Evaluator
Neus Lorenzo Galés, education inspector. Department of Education
of the Goverment of Catalonia. Expert evaluator of European
projects, both for the Spanish national agency (SEPIE) and the
European Commission.

We are not saints,
but we have kept our
appointment*.
How many people
can boast as much?
— Samuel Beckett

*”Appointment” is one of the meanings of the Spanish word “cita”
(acronym of our project title)
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1. PRESENTATION
CITA (Cooperation and Innovation in Teachers’ Associations)
was born on the initiative of APABAL, a fairly new English
teachers’ association wanting to incorporate the European
dimension to their activities, while at the same time getting
new ideas to innovate and improve their management and
service to their local education community.
Soon IATEFL-H (International Association of Teachers of
English as a Foreign Language – Hungary) and LAKMA
(Lithuanian Association of Teachers of English as a
Foreign Language) came on board; these are two national
associations with a longer tradition and experience. They
saw the opportunity of giving a boost to their motivation
through international cooperation. A perfect match. A new
baby project was born under the umbrella of Erasmus+, the
European Union programme for education, training, youth
and sport 2014-2020.
In the first call for proposals of the programme in 2014 our
application was approved and we started to grow together,
feeding the CITA project through our scheduled meetings,
research, teacher training and cultural activities until the
present day. And so it is that now, two years later, we are
able to present our conclusions in this publication that we
hope will be useful not only to other teachers’ associations,
but also to all those non-profit organizations wishing to
increase their opportunities of professional exchange and
identify good practices for collaborative international work
at teacher and community levels.
At this point we must thank all the English and CLIL
teachers, members and non-members of our associations,
who have participated in our activities. Without their
enthusiasm, hard work and intelligent contributions, the
development of the project would not have been possible.
We are grateful to all of them for staying with us throughout
this two-year exploration, in an adventure that was
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sometimes difficult, but in the end gratifying and positive
for each of us, and hopefully beneficial for our students too.
We would also like to mention the support received by
our national agencies, the SEPIE (Servicio Español para
la Internacionalización de la Educación) the Tempus
Public Foundation (TPF) from Hungary and the Education
Exchanges Support Foundation from Lithuania. Without
these bodies we would have been unable to overcome some
of the unexpected difficulties and administrative hassles
that came up. Special thanks to Neus Lorenzo Galés, our
external evaluator, whose professional feedback throughout
the project has been invaluable, and essential in its success.
Though CITA has only started, we can now tread on solid
ground. But there is a long path ahead of us that we are
going to travel on together, in constant search of new
adventures. You are all invited to join us. We can be found at
https://citaproject.wordpress.com/
Carmen Moreno Huart
CITA coordinator

2. INTRODUCTION: CONTEXT AND OBJECTIVES
Given the present situation of education in most
European countries, with continuous budget cuts,
overworked and underpaid teachers and poorlymotivated students who face an uncertain professional
future, the role of teachers’ associations is becoming
clearly apparent. They function as institutions that
facilitate networking for both professional and personal
development.
At this particular point in time it is especially important
for local associations to develop and modernize our
organisations through international cooperation,
sharing common interests and experiences and looking
for ways to make the most of our scarce resources.
That’s what “CITA: Cooperation and Innovation in
Teachers’ Associations” is all about.
The project has aimed to expand the European
dimension of teachers’ associations through best
practice sharing, in order to offer attractive and
innovative activities to teachers and to the community
in general. The implementation of these activities
would keep them informed, updated and entertained,
occupying a niche in teacher training that other more
“official” institutions cannot fill, due to their more
formal and tighter regulations.
CITA has focused on the following: validating informal
learning, defining innovative profiles for the teaching
profession and teacher training, especially regarding
the challenges involved in CLIL teaching, the English
teacher’s profile, sustainability of associations, and the
implementation of engaging activities for the entire
community that facilitate the construction of shared
knowledge and the promotion of plurilingualism.
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APABAL (Associació de Professors d’Anglès de Balears)
has coordinated the project. Our partners IATEFL-H
(International Association of Teachers of English in
Hungary) and LAKMA (Lithuanian Association of
Teachers of English as a Foreign Language) were chosen
from among those non-profit associations of teachers
in Europe whose main objectives are to promote and
exchange ideas among teaching professionals, and
organise activities aimed at improving the quality of
the teaching profession. The quest was to explore new
directions in methods and approaches, in order to share
beliefs and practices in language and CLIL teaching.
The different contexts and the variety of professional
backgrounds and expertise of the CITA team have been
key factors in the achievement of the objectives of the
project, which has been developed in an atmosphere of
friendship and common trust.
Our final intellectual output “CITA Guidelines for
Running Sustainable Teachers’ Associations” has been
accomplished through the development of a series of
activities: a survey on the contexts and needs, two
short staff training courses (one on CLIL and another
one on the new English teacher’s profile), six job
shadowing opportunities on CLIL and English teaching,
and the implementation of a variety of selected
common activities within the annual programmes of
our associations.
With regard to dissemination, apart from organising
the final CITA Conference in June 2016, in all three
countries we have done our best to be present in
the media as often as possible to publicise our main
activities and results. Our local annual or biannual
conferences and our regular magazines and newsletters
have witnessed the development of the project and so
have grown to be better known and more professional,
thanks indeed to the international cooperation
facilitated by CITA. We hope that these “CITA

Guidelines” will help disseminate the results, while
also providing sustainability to the project through
helping other institutions improve their management
and performance.
3. THE STARTING POINT: A NEEDS ANALYSIS
QUESTIONNAIRE
First things first: consult the membership. It was
important for us to involve our members as much as
possible in the development of the project right from
the beginning; that is why our very first activity was to
create the CITA Project Needs Analysis Questionnaire
(see template in Tool 1 in the CITA tools section), whose
aim was to find out background information about our
members, their opinion of the work of the association
and what they would like from us in the future. We
also wanted to see in what ways our membership
had similar expectations and in what ways they
differed. The three associations began working on the
questionnaires during the first CITA meeting in Palma
in November 2014 and the initial version was piloted
in December 2014 by each association, using a few of
their members and asking them to give feedback on
questions that were not clear. After improving the
questionnaire accordingly and agreeing on the final
version, it was sent out online to our members.
The final version of the questionnaire consisted
of 115 items in seven sections. It was composed of
mostly 5-point Likert scale questions, asking for the
respondent’s opinion and posing some multiple choice
questions. There were also a few partly-open items,
asking for suggestions and ideas. The first section (7
items) asked for some personal and professional data.
The second section, which was by far the longest
(60 items), inquired about all aspects of association
activities, as well as about what other activities
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respondents might be interested in. It also asked
what the respondents thought the reasons were that
many teachers did not join the association (a common
problem for all three associations.) The third section (20
items) was about the effectiveness of the association’s
means of communication. In the fourth section the
publications of the association were the focus (6 items)
and the fifth section consisted of a single open item
asking for ideas for fundraising and sponsorship. The
sixth section (14 items) inquired about the respondent’s
views on the association’s being involved in outreach
work in other sectors of education and public life. The
final section (8 items) requested some ideas for new
directions and activities that the association could put
into practice.
Each association managed to get at least 50 filled-in
responses (APABAL 54, LAKMA 54, IATEFL-Hungary
52) in January 2015. The present report will give an
overview of the overall results of the questionnaire, and
draw some tentative conclusions based on these.
General data about the participants
The questionnaire was filled in by 160 people altogether.
Eighty-six per cent of them were female, and 82% were
aged between 35 and 65. Only 15% were aged below
35, highlighting one of the problems experienced by all
three associations: the difficulty of attracting younger
members. There were no dramatic differences between
the three associations as regards the proportion of
female members, or as far as the age distribution of the
membership was concerned.
Regarding the amount of time the respondents had
been members, 41% had been members for between
two and four years and only 33% had been members
for more than five years. Ideally, each association
would want to have a larger percentage of long- term
members, and so one possible step would be to look

at the long-term membership benefits and emphasize
these more in the communications of each association.
The vast majority of members (82%) are EFL teachers,
a fact which is not surprising. By age group taught,
secondary teachers are the biggest group (58%) and
adult teachers (43%.) Primary school teachers are the
third biggest group with (34%.) The figures indicate
that the majority of the associations’ members are from
the public education sector.
Association Activities
When it comes to attending activities organised by
the association, the Balearics, Lithuania and Hungary
all have the same challenge – to get more members
to attend association events on a regular basis. While
47% say that they attend events quite often, 30% say
that they attend very rarely. One of the reasons for this
may be that events are held either in the capital city
(Vilnius, Budapest, or Palma) making it difficult for
members from smaller islands or outside the main city
to take part.
The main reasons members give for attending
activities are because they want to learn, or because
they are looking for professional development, or for
information. Only 16% say that they attend events
for certificates or credit points. As to the (the most
important ) objectives of the teacher association,
67% think that the main goal should be to promote
quality language teaching, 59% think that it should
be to organise teacher training events, and 51% think
that it ought to be to provide a meeting point for
discussion and sharing. Seventy-five percent also rate
as important or the most important that events should
be for networking. As to which events have proved
most useful, only three types of event were rated as
most important by more than, or close to, fifty percent
of respondents: workshops (56%), training courses
(51%), and conferences (48%), but Special Interest
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Group (SIG) activities are rated useful by only 16% (the
most important), which is disappointing. However, this
low rating is partly due to the fact that APABAL does
not have any SIGs. Nevertheless, it does seem that SIGs
are not felt to be very important by many members.
Projects, too, are rated as the most important by only
21%, but 59% say they are important or very important.
In regard to both the SIGs and project work, these
results may indicate the need to better publicise and
communicate the benefits and aims of these two types
of event.
As for activities that the respondents think it would
be important to organise, only one was rated as such
by more than half the respondents: films in English
were rated as important or the most important by 57%.
While APABAL regularly have events where such films
are shown, the other two associations do so much less
often or not at all. Interest was also shown in trips
(43%) and second-hand book sales (42%.)
Reasons that were offered as to why many teachers do
not join the association (percentage of important and
most important responses) were as follows: teachers
are too tired after classes (59%), the activities are too
far away from their homes (52%), they do not find the
activities relevant (25%), they think there are already
enough activities in their community (18%), and the
membership fee is too high (18%.) Some of these factors
are impossible for our associations to do much about,
and they reflect the difficult conditions with which
all three associations are familiar. However, among
the answers to the “other” option it was mentioned
that “they don’t know about it”, and this points to the
importance of good communication. Using 21st century
communication tools – social media, websites and good
old email – a teaching association can reach teachers
in all parts of the country and clearly communicate the
benefits of being in an association, while also providing

online events such as webinars, and advertise gettogethers when these are organised.
When asked about the most important topics, there
was broad agreement among the members of all three
associations that the most important topics were the
practical ones. Ninety-five percent of respondents
said that FL teaching methodology was important
or the most important. Other topics that were felt
to be important, in decreasing order, were CLIL
methodology (77%), using ICT (69%), cultural topics
(68%), EU programmes (67%), psychological topics
(64%), children with special needs (63%), and subject
knowledge (60%.) When it came to what the members
thought about the effectiveness of the training events,
the results were very similar: the top five which
were felt to be the most effective were examples of
good practice (87%), pedagogical workshops (83%),
training for trainers (80%), school-based in-service
training (76%), and language courses (76%.) The
criteria for choosing training events were also very
similar across the three associations: the vast majority
of respondents answered that importance for the job
(95%) and personal growth and development (92%)
were either important or most important, and 79%
said the same about the educational process. These
findings are very significant indicators of the areas in
which each association should make efforts to offer
their members attractive events. Happily, these are for
the most part the areas that each association already
works in, although in Hungary CLIL workshops are not
a common event. On the other hand, training courses
for children with special needs are one of Hungary’s
strong points. These results may indicate that for each
association there are one or two areas that they might
want to address more fully.
The final question about association activities asked
respondents to compare events offered by the
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association with those proposed by other organisations;
the results to this question were encouraging for all
the associations. Association events were considered
to be better than those of other organisations in
several ways: 67% thought associations provided more
practical examples (agree/strongly agree), 66% believed
association events were more fun, 63% said they were
better organised, 62 % felt the fees are more affordable
or reasonable, and 57% indicated that they feel more
comfortable asking questions in association events.
One of the “other” responses sums up the reason why
association events are considered superior, in the
main: “Our events are organised by fellow teachers and the
audience also consists of people close to us professionally”.
Associations are essentially closer to their members;
that is largely because they are voluntary, and the
volunteers come from the membership. Of course, this
does not mean that the work of the associations cannot
be improved or that the service they provide cannot be
made more appealing, as other results indicate.
Communications
This section had three parts, the first of which asked
about improving the association website (those filling
in the questionnaire were asked to choose the three
most important features from a list of seven.) Ninety
percent of respondents agreed or strongly agreed
that adding a teacher resource page would be an
improvement, and 86% felt that information about
local and national events would be good (agree/strongly
agree.) There are problems with both of these ideas.
Putting teacher resources on the association website
requires both time and money. Moreover, there is a
wealth of resources available on the internet for free.
One solution might be to post links to good resources
on one page of the website and arrange them by skills.
Putting information about forthcoming local and
national events is also problematic because somebody
needs to update the information regularly. This is much

more easily done using social media. IATEFL-Hungary,
for instance, uses its Facebook page for this purpose,
and for sharing relevant information generally.
Other suggestions for improving the website that
received significant responses (agree/strongly agree)
were a newsletter (64%), a notice board (54%), more
adverts related to the profession (47%) and a live chat
or forum (43%.) Here again there are obvious problems,
and this item in the questionnaire, perhaps more than
any other, highlights the need for the careful framing
of questions. A regular newsletter is a communications
tool in associations and in fact two associations already
have one. A notice board, on the other hand, is not
so common, and it is not even clear exactly what it is
or how it differs from news delivered through social
media. More adverts related to the profession are fine,
if companies can be found who are willing to pay for
them. A live chat or forum is an interesting idea, but
again it takes time and technical know-how to do
it properly. However, the webinar is becoming an
increasingly popular vehicle for delivering online talks
and workshops, so it may be worthwhile to find techsavvy members who might be interested in developing
such an idea.
The next question asked members how important
they felt it was for the association to be present on
different social networking sites. The most popular, by
a significant margin, was the association website (89%
agree/strongly agree.) The only other option which
was felt to be important by a majority of members was
Facebook (68%.) This is interesting to know, but not
greatly surprising; in any case, all of the associations
already have a website and a Facebook page, so there
is no new action that can be taken. Having a YouTube
channel, a LinkedIn account or a Twitter account were
not felt to be very important by members (YouTube was
the highest, with 48% agree/strongly agree.)
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The final question about communications asked
respondents about the efficiency of communication
tools and here again there were few surprises. E-mail
was felt to be by far the most efficient means (94%
agree/strongly agree), and a newsletter (76%) and
Facebook (60%) were also felt to be useful. These
results merely reflect the main communication tools
the three associations already use.
Publications
The types of article that the respondents wanted to see
in association publications are basically the same as
those expressed in their feelings about the best topics
for association activities. Examples of good practice was
the most popular type, with 97% agree/strongly agree.
Articles on project experiences (75%), socio-cultural
experiences (70%), and articles from well-known
authors (66%) were also felt to be desirable. Theoretical
articles (41%) were felt to be much less desirable – it
seems clear from their ideas of good activities and
interesting articles that members are much more
interested in practical topics. Of course, this does not
mean that theory is not important and should be totally
ignored.
The majority of respondents (71%) felt that it was
enough to have publications that are online only.
Since a printed publication is much more expensive
and takes more time to produce, this is an interesting
finding. At present, two of the associations have printed
publications; APABAL and IATEFL-Hungary produce
one printed magazine a year. LAKMA, however, uses
electronic publications only.
Fundraising and sponsorship
This single item asked respondents to suggest potential
sponsors that the association could ask for support.
It was hoped that it might produce some new ideas.
Unfortunately, the request did not achieve its aim.

The ideas mentioned were either already being used
and quite obvious (commercial firms and international
companies, publishers and language schools), or
not practicable in the current economic climate
(universities, libraries.) Perhaps it would have been
more useful to ask respondents to think of imaginative
ideas for fundraising activities, and this could be done
in a future questionnaire.
Involvement in outreach work
The first item in this section asked whether respondents
felt the association should be open to various other
sectors beyond the English teaching sector. Perhaps the
most interesting finding here is that the sector which
most respondents felt should be reached out to was
CLIL teachers (78% agree/strongly agree.) In fact, CLIL
teachers are an important part of the EFL world in all
three countries, but they are not well-represented in
any of the associations; this is definitely an area where
all the associations can look to attract new members
and find a new audience. Indeed, CLIL activities and
events are a key focus of the CITA project, and hopefully
this will have a long-lasting, beneficial effect for all
three associations.
Other sectors felt to be important were the Englishspeaking community (65%) and students (60%.) Here
again there is a problem with the terms of the question
since “English-speaking community” is not clearly
defined. One association, APABAL, has held events
(film screenings in English) which were open to the
general public, but how other associations could make
events intended for English teachers relevant to a nonspecialist audience is a question that would need to be
considered carefully. The student sector is obviously
important for any teaching association, but again there
is a question of how best to organize events that will be
attractive to students who may go on to be teachers.
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Calling for fresh ideas
The final section of the questionnaire asked the
respondents what they thought about some new
directions that the associations could go in. Of the
options mentioned, more than 50% of respondents
agreed or strongly agreed that the following
possibilities were desirable: promoting in-service
training (87%), closer cooperation with other teacher
associations(84%), influencing policy makers on EFL
and CLIL (82%), making education administrators
aware of our activities (79%), guidelines for designing
instructional materials (78%), implementing curricula
and aligning curricula with demands (68%), promoting
ourselves to the general public (66%), and searching for
cooperation for permanent head office (63%.)

1. promote in-service training / 2. promote closer cooperation with
other TAs / 3. influence policy makers on EFL & CLIL / 3. make education
administrators aware of TAs activities / 4. produce guidelines to design
instructional materials / 5. implement curricula and align them with
demands / 6. open associations to the general public / 7. search for
cooperation for a permanent head office

The trouble with this section is that the options were
suggested to the membership, so it is not clear in what
sense they are really fresh at all. They rather reflect the
thoughts of the three association committees, and to
differing degrees they also describe what is actually
happening in the three associations. For instance,
LAKMA, and to a lesser extent APABAL, do have some
influence on education policy and administrators in
their country, but IATEFL-Hungary does not. On the
other hand, IATEFL-Hungary has found a cooperative
arrangement for a permanent central office. All three
associations are of course involved in close cooperation
with other associations through the CITA project. For
genuinely fresh ideas about the particular directions
the associations could take, a guided but open series of
questions might have elicited something new from the
respondents.
Conclusions
Overall, the CITA Project Questionnaire did succeed in
fulfilling its main aim: it gave all three associations a
clearer picture of the makeup of their membership and
what their membership wanted from their association.
In all three cases the answer was very similar – practical
training and events and anything that could help the
members in their professional lives. The questionnaire
also gave some indications of where the associations
could look for new members, as well as providing a
few ideas as to what the main weak points of each
association were. Again, these were practically the
same across all three associations. CLIL teachers and
younger teachers are obvious groups that are underrepresented. Among the weaknesses highlighted
are the relative inability to attract members from
outside the capital or centre of the country, and the
lack of success in overcoming the teacher apathy and
exhaustion that come about as a result of the tough
reality of the job in all three countries.

page 26

page 27

For these findings alone it was worth doing the
questionnaire, and it would be worth repeating the
exercise in a few years’ time to compare the results
and see what progress has been made. However, where
the questionnaire was less successful was in eliciting
new ideas for funding and new ways of working.
There were several questions which could have been
devised much better, such as the section asking for
ideas about fundraising. In retrospect, there seems little
point in asking questions about issues about which the
answer is already known, such as on the best means
of communication. It is also important to design more
open items if new ideas are sought, rather than offer
the respondents the chance to choose from among the
present committee’s ideas, or simply endorse these.
Perhaps the single most important finding from the
questionnaire comes as no great surprise either. It is
the need for all the associations to communicate the
benefits of being a member more effectively and to get
across the message about what beneficial opportunities
a teachers’ association can give. All the associations
have reason to be proud of the quality of the events and
activities they offer their members, and it is heartening
to see that that was acknowledged by the vast majority
of respondents. It is to be hoped that through the
CITA Project we can all seize a valuable opportunity to
publicize ourselves on a much broader stage and reach
many more teachers, as well as other associations.
4. The three hats of Teachers’ Associations
The results of the questionnaire were key in the
redefinition of the focus of the project and in obtaining
some answers to the questions we had asked ourselves
during the preparation of the project: What is the
role of Teachers’ Associations? What is our niche and
appeal? What services can we provide the teaching

profession with that nobody else is able to give? Having
carried out the study, we see ourselves mainly as
teacher trainers, cultural promoters and motivators, as
well as managers and administrators.
4.1 Associations as teacher trainers
We have discovered how satisfactory it can be to
design the course you really believe the teachers need,
doing it the way you want without the restraints of
the Education Authorities or other sponsors such as
universities, teachers’ centres or publishing houses.
The associations, whose membership is mostly made
up of brilliant, well-trained, enthusiastic professionals,
have been able to design “different” courses that
participants have greatly appreciated. At the same time,
we have validated them so they can count towards the
participants’ CV’s and salaries.
4.1.1 Content and Language Integrated Learning (CLIL)
course
“The most important part of our work is practice. Thus,
planning joint lessons with colleagues from Hungary and
Spain and giving pilot lessons were the keystones of the
seminar.” Kristina Urbonienė (LAKMA)
Introduction
The Content Language and Integrated Learning (CLIL)
course was a planned transnational training and
learning activity based on CLIL teacher needs analysis
carried out at the initial stage of the CITA project (see
section 4.3.1. Identification of target groups.) All
partners actively participated in planning, running and
monitoring the CLIL teacher training course that was
coordinated and organised by LAKMA. A three- day
(30 hours) CLIL teacher training course was held from
30 June to 2 July, 2015 at the Lithuanian University of
Educational Sciences in Vilnius, Lithuania.
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The course aimed:
• To introduce CLIL methodology and compare CLIL
contexts and methodology in partner countries.
• To analyse the CLIL teacher profile.
• To transfer and scaffold input.
• To develop the practical classroom skills for teaching
CLIL.
• To reflect on the role of language in a CLIL context.
• To utilize the tools, techniques and strategies for
teaching content in cross-curricular subjects.
• To explore and generate classroom materials.
• To present a proposal of a cross-cultural practice in
CLIL.
The content of the course (see programme of the course
in Appendix 1) concentrated upon the practical aspects
of teaching CLIL. It reflected on the following:
• Comparison of CLIL teaching contexts in partner
countries.
• Setting up CLIL.
- CLIL key concepts
- CLIL teacher profile
- Cooperation and reflection (cooperation between
Language area specialist (LAS) and Subject area
specialist (SAS)
• Strengthening language in CLIL.
- Types of language in our lessons
- Language of learning, for learning, through
learning
- Content – obligatory, compatible or autonomous
language
• Activating thinking skills.
- Bloom’s taxonomy (Hots/Lots)
- Materials development
- Typology of activities
• Scaffolding techniques to improve tasks.
- The role of scaffolding in CLIL
- Developing strategies and skills to transfer input
- Providing task support (before/during/after)

• CLIL teaching unit.
- The requirements of an ideal teaching unit
- Stages towards lesson planning
- Development of teaching materials
- Micro-teaching
Methodology of the course: CLIL course participants
were provided with some pre-reading materials
on CLIL before the course, which, according to
some participants, was a necessary revision of some
theoretical background. Theoretical input and
practical activities during the course were presented
through action, experience sharing and reflection.
CLIL experts from all three associations, along with a
few Lithuanian guest speakers, guided, observed and
evaluated participants, as well as providing immediate
feedback to them. CLIL concepts were examined with
regard to cultural differences, and different levels of
expertise were taken into consideration. International
participant groups developed their own examples of
CLIL lessons and taught fragments of these to their
colleagues. Micro-teaching was reflected upon in a
joint participant-staff discussion.
Context: the course was open to secondary and primary
subject teachers who had been implementing CLIL
knowledge and skills acquired in previous CLIL teacher
trainings. Participants were expected to have B2 level
of English according to Common European Framework
of Reference and at least a few years of CLIL teaching
experience. Ten teachers were selected from each
country, taking into account regional and school type
balance, as well as a subject being taught using the CLIL
approach. The course and the social events were free
of charge to all participants, thanks to the EU grant,
but the Lithuanian participants had to cover their local
travel and subsistence expenses.
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Evaluation of the course: benefits and takeaways
The transnational CLIL course was evaluated positively
by the participants, organizers and the external
evaluator Neus Lorenzo Galés, who noted in her 2015
evaluation report of the CITA project that “the course
was of the appropriate volume and was well conceived. The
sessions demonstrated good quality management, support
and practical arrangements, selection and preparation of
participants, teaching and learning agreements, monitoring
of teaching and learning activities, and the ensuring of the
safety of participants”.
• Learning more about CLIL: most of the participants
talked about learning new methodology and theory to
do with CLIL. LOTS and HOTS, scaffolding techniques,
CLIL lesson planning were reported as being the most
valuable considerations while planning teaching
units during and after the course. “Talking about lesson
planning, all the templates given served as invaluable aids
to my future lesson planning. The strategies on how to give
a successful lesson will help me a lot..” Kristina Urbonienė
(LAKMA.) Nearly all the participants mentioned the
opportunity to learn about CLIL teaching in other
countries and make comparisons, and appreciated the
proposed methodology and the materials offered on
this course: “The contents was useful as well as the way
it was taught - they used some CLIL methodologies” Martí
Serra (APABAL.)
• Learning by practicing: all the participants
appreciated the chance to do some peer teaching on
the course. They learnt from the practical work on the
course and gained valuable insights from playing the
role of a student in the mini-lessons. “As for the microteaching morning, I think it was one of the best moments
of the course, because everyone could experience being
for example a primary student again (learning geometry
with Maria was absolutely wonderful), being a teacher
and the most boring but necessary part, being an observer,
which also helped one to realize, on the one hand, common

mistakes we all do(sic) as teachers and on the other,
watch and acquire other teaching styles” Eva Maria Vives
(APABAL.) Both the participants and the staff agree that
micro-teaching was the highlight of the course.
• Cultural exchange and cooperation: everybody
enjoyed the icebreaking session and the cultural
exchange evening. They said that it gave them a chance
to learn a lot about the other cultures and was useful
for group-building. The joyful anticipation of possible
future collaboration was mentioned by the participants
from all partner countries. “The course was so useful
that all of the participants decided to work on some sort
of collaboration from the starting of the next school year.
A Facebook group has already been established, materials
are shared through Google drive. Hopefully we can carry
on with working together” (IATEFL - H.) “As teachers we
have to be open-minded and co-work with our mates and in
this course we had a great opportunity to deal with it as we
did a multiple-country project in which different education
models and laws were mixed as well as the multiculturalism
of the participants” Maria Adrover (APABAL.)
• Improving inter-personal and communicative skills:
classroom and social activities served as icebreakers and
contact-makers. Participants valued the opportunity to
practice authentic English: “The greatest advantage was
that we almost always had possibilities to communicate in
English. Mixed teams/groups motivated us not to get lost in
the situation - encouraged to communicate the way we were
able” Asta Navickaitė (LAKMA.)
• Lessons learnt: A couple of the participants would have
preferred to have social events at the beginning of the
course so that participants could understand each other
better: “Had it been in the very beginning of the course, lots
of cultural misunderstanding and tension might have been
avoided during the first two days.” (IATEFL-H.) Participants
clearly welcomed practical work over theoretical inputs
and expected to get more organised feedback from the
other participants on the micro teaching.
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Conclusion
The international assemblage of participants guaranteed a
rich cultural and multicultural experience and the sharing
of ideas and practices from different countries, as well as
the possibility to develop new international cooperation.

CLIL course in
Vilnius

4.1.2. New English Teacher Profile (ETP) course
“In the end, there was an outstanding feeling of community
that developed among the participants, and though shortlived, this sense of community has, at least in my case,
stayed with me and I suspect will do so for a long time to
come” James Miele (APABAL participant)
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International
dinner at the
ETP course
(Budapest)

Introduction
The English Teacher Profile was a three-day thirty-hour
teacher training course organised by IATEFL-Hungary
and held on 27-29 October, 2015 in Trefort Secondary
Grammar School in Budapest. The planning of the
syllabus and the running the course were the joint
effort of the three partners of the CITA project. (See the
course programme in Appendix 2.)
Aim and content: the aim of the course was to provide
professional development for experienced English
teachers in those areas which are currently most
challenging to the 21st century teacher. The following
five such areas were identified:
• The role of the English teacher in supporting CLIL
courses
• ELT and world Englishes
• Continuous Professional Development
• Integration of ICT in the classroom
• Dealing with diversity: mixed-ability groups and
special needs education
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Context: the course was open to secondary and
primary teachers who were members of their teaching
association in each country. The participants had to
have a minimum of 10 years’ teaching experience.
They had to submit a CV and motivational letter, and
if they were selected they had to write a final report
on the course. 10 teachers were chosen from each
country, taking into account regional and school-type
balance. The course and social events were free, with
the Hungarian participants having to pay for local travel
and accommodation, as the EU grant did not cover the
expenses of participants from the host country.
Methodology of the course: The schedule was divided
into 5 blocks of content which were delivered by
international teams formed by experts who provided
the theoretical input and participants responsible
for exemplifying with classroom activities the main
aspects of each topic. These more formal sessions were
followed by time for swap shops, where teachers were
able to share ideas and draw conclusions “These swap
shops have been really the cherry on the cake, being able
to interact, work, share, build with teachers from other
countries with different backgrounds has been the best from
this experience” Nela Hidalgo (APABAL.) This scheme
has proved to be very successful and resulted in a very
dynamic course, giving all attendees the chance to
participate both as “trainers” and “students”.
Evaluation of the course: benefits and takeaways
The overall evaluation of the course was
overwhelmingly positive. A quote from one of the
Spanish teachers best sums up this positive feeling: “The
course has re-energized me, as I have gained an impulse
to actively improve my classroom practice from what I
have learned during the course”. The following points
are based on the most obvious areas of agreement from
the summaries of the feedback reports of all three
associations.

• Social events and cultural exchange: it was clear
from the feedback that all the participants enjoyed
the opening ice-breaking session and the other social
events, particularly the social exchange evening. The
ice-breaking session assisted in setting a good dynamic
for the whole course and, along with the cultural
exchange, helped teachers from the three associations
to get to know each other quickly: “Exchanging/sharing
gifts, books, our personal stories helped us get to know each
other very quickly, and a big group of people, who just a few
days before had not known each other, became very close in
one day” (LAKMA participant.)
• Methodology of the course: the way the course was
taught was regarded in a mainly positive way by the
participants (see “Possible improvements” below for
some criticisms.) Both the Lithuanian and the Balearic
teachers found the prior reading materials useful.
The possibility of working in international teams was
seen as a highly positive element of the course and the
chance to choose the working groups according to topic
of interest was also mentioned by several participants
from all three countries.
• Using English intensively: although it was only
mentioned explicitly by a couple of the Hungarian
participants, it does seem likely that the opportunity to
use English intensively for several days while working
with colleagues from different nations was seen as a
benefit by many of the teachers. One teacher saw it as
a valuable opportunity to improve her rusty language
skills: “there were place and time to use foreign language to
communicate for some days but literally all around o’clock
… It was very exhaustive, but really necessary, because
the more than twenty-year teaching at a primary school
has made my English a poorer version” (IATEFL-Hungary
summary.)
• Professional development / Areas of most interest: the
most frequently-mentioned area by participants from
all three associations was ICT. Typically, participants
talked about learning new techniques and tools and
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about feeling more confident: “the best thing for me
was talking about smart phone applications, as this is
an area I am very inexperienced in” (IATEFL-Hungary
summary); “the participants were given the opportunity
to learn about gamification, new websites, mobile apps, QR
coding” (APABAL summary.) Even teachers who used
digital technology in their classes felt they learned
something: “Although I use IT quite a lot in my lessons, this
meeting inspired me to learn more” (LAKMA summary.)
The other topic area that featured prominently in the
participants’ feedback reports was CLIL. Here it was
noticeable that the participants from Hungary and
Lithuania felt that they had learnt from the Mallorcan
teachers, who were much more experienced in CLIL
teaching.
• Impact on future career: in all three summaries there
were instances of teachers talking about the positive
effects of the course on their career, and the overall
impression of the course from teachers’ feedback
seemed to be that they had all taken something valuable
away from it. In several instances teachers from all
three countries had formed working partnerships with
colleagues from other associations: “Another fruit of the
training was a joint project with a Lithuanian colleague.
Our students – 9th grade at pre-intermediate level –
exchanged e-mails giving information on various topics
to each other. Getting information from someone their age
from a different country in the language they are learning
thrilled them” (IATEFL-Hungary summary); “Together
with [a Hungarian teacher] we recorded the videos about
‘My Favourite Food’ and found it very interesting for our
students. They sent us the Goulash soup video and recipe – a
traditional Hungarian soup and my students want to cook it
and send the feedback” (APABAL summary.) It is worth
noting here that the Facebook group formed for this
course was a very useful tool for facilitating cooperation
between the participating teachers. It enabled them
to ask and answer questions, as well as to share their
experiences and set up cooperative projects between

their classes.
There was also evidence of longer-lasting change, in
the form of altered attitudes and views of self. One
Hungarian participant commented on the way that she
could now “realise the changing of my attitude towards
the mixed-ability classes and the ICT in my teaching” and
another clearly felt the impact of the course afterwards:
“‘And then, everything went back to normal...’ – if I wrote
this, I would not write the truth. I am not saying everything
changed. I changed, that is for sure.” Several of the
Lithuanian teachers spoke of their renewed enthusiasm
for CLIL teaching and the help that the course, and in
particular the teachers from Mallorca, had given them.
Here is an example: “Shortly after this course I‘ve started
a CLIL class at my school for 10-11 years old students…I got
a special help from Elena Serra Marí (APABAL participant)
who directed my first steps in this subject.”
Dissemination of the course: many examples were
given of how the course has already been disseminated
in the three associations’ countries. The LAKMA
summary mentioned an article in a local newspaper,
presentations given to other school teachers and
materials being shared with English teachers in the
region, and holding open CLIL lessons for colleagues.
Hungarian teachers said they were happy to share
new information and materials with English teacher
colleagues and even with teachers of other subjects,
and one teacher held a workshop in the Creative café
of IATEFL-Hungary and in the English Department of
their school.
Possible improvements: a number of suggestions
were made by teachers from all the associations about
possible improvements. LAKMA teachers would have
liked to have more time for their presentations, and
felt this would have benefited them more. They would
also have liked a little more free time, a common wish
with intensive courses. The APABAL teachers wanted
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the organisation of the materials produced during the
course to be arranged in a systematic or thematic way
and to be made available on the APABAL website. They
also would have liked the participants to have had the
opportunity to observe each other’s lessons during the
course. The Hungarian participants did not mention
any improvements, perhaps because they were more at
home during the course.
Conclusion
The most striking feature of this intensive general course
was how positive the feedback from all three groups of
teachers was. This showed that a course which featured
several different foci could be successful if these were felt
to be relevant. As one of the Hungarian teachers put it:
“A ‘21st-century smorgasbord’ – for me that is the best way
to express my impressions of the CITA Teacher Course, which
I had the privilege to attend in October, 2015.”
Another important element of the course to note was
how the participants were able to learn from each
other, both during and after the course, and how
the course served as a valuable networking platform.
Participants were able to share their expertise and
compare their teaching contexts. They maintained
contact after the course and many of them were
involved in professional collaborations, bringing
another culture into their classroom. The use of a
Facebook group for the course facilitated this process.
The success of the course shows the potential for this
kind of collaboration between teaching associations
to further widen understanding and to promote the
mutual development of their members through the
sharing of expertise and experience. With the necessary
funding this could be a model for how associations can
work together and create fruitful connections between
teachers across Europe.

4.1.3. Job shadowing activities
“We understood job shadowing as an exchange programme
for teachers, which evolves as time is spent alongside the
host teacher in her or his day-to-day work and leisure. It
proved to be a good approach, as both sides were elated
at the end of each shadowing week”. Apol·onia Alou
(APABAL) and Lina Morkuiene (LAKMA)
Job-shadowing as a training activity was new to all
three associations, since it is not a widespread practice
in our countries. Therefore there was no previous
experience to rely on; everything had to be developed
from scratch. With this activity we aimed to increase
exposure to new educational contexts for a few
selected teachers whose expertise would allow them to
spread the experience to other colleagues and schools.
Exposure would come from a reciprocal one-weeklong total immersion stay in a foreign school, where
the participants would be involved in the following
practices:
- peer teaching
- observing the educational system
- participating with a joint presentation at the local
teachers’ conferences
- raising cultural awareness
The participants were asked to keep a regular video
diary to help them talk about the most important
parts of their experience as they stepped into another
teacher’s shoes and lived in their world. By keeping
this short video log, they were able to verbalise and
explore their experiences while they were still fresh,
refer back to them later and share them with organisers
and colleagues. They were given some guidelines for
keeping a video diary that can be found in Appendix
3.“How to keep a video diary of your job shadowing”.
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Context
The participants were selected from primary and
secondary schools (see graphic below); a letter
explaining the procedure and what the activities
consisted of was sent to the principals of the schools, in
order for them to open the doors to the foreign teachers.

The added benefit of the job shadowing programme was
that the cultural aspect brought teachers from all the
three nations together on every exchange.
Benefits and takeaways
• Teachers have valued highly the opportunity to
team-teach with other colleagues from whom they
have learnt new ways of managing the classroom. By
following their partners throughout the working day
they have been able to observe new teaching practices
that could be implemented in their own schools
and they have come face-to face with a variety of
organisational issues.
• There were also benefits for the school, in the
sense that by hosting a foreign teacher they had the
opportunity to learn about a new educational system
and work conditions.
• The participants also appreciated the challenge of
putting together and presenting their joint work at the
local international conferences.

• The experience opened up new avenues for further
collaborations in European projects and in cultural and
language exchanges.
• On the personal level, all the participants enjoyed
doing things they would otherwise not do, for example
giving a CLIL lesson, or teaching their mother tongue
with English as a reference language. “The culture
shock is evident from the start, but as you immerse in the
experience, you realise you need to empathize with them,
try to understand their ways”. Aina Trias (APABAL)
• The length of the programme also permitted them to get
to know each other and the culture in much greater depth.
Ideas for the future
Different varieties of job shadowing could be
implemented in the future, always bearing in mind
that the teachers must be carefully selected, since it
is not only professional expertise that counts; social,
communicative and people skills are equally important
for the programme to succeed. We recommend this
activity as one of the most beneficial from both the
professional and personal points of view. In addition,
this programme is fairly easy to organise and the costs
are reasonable as well. The benefits, then, are numerous
and affect the different levels: students, teachers,
schools and even the educational systems.
4.1.4. Conferences
All our teacher associations organise conferences
regularly, either every year or every second year.
Conference participation in APABAL is offered as a
member benefit and in order to increase membership,
participants are encouraged to join the association
and go on to attend the conference for free. IATEFLHungary and LAKMA offer reduced prices for members;
a number of non-members are invited to participate
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and pay a conference fee, in the hope of making the
event profitable for the association.
The conference venue is chosen by associations to
host 100-400 participants, so generally a university is
approached that would offer the auditorium for free.
LAKMA and APABAL generally organise the conference
in the same venue in the capital, whereas IATEFLHungary aims to contact a different university or
possible venue each year, from all around the country.
Teacher conferences can be one, two, or three days
long, and they are usually at the weekend (Friday
to Sunday.) Sessions last between 30 minutes to 90
minutes, depending on the types of sessions (plenary
presentations, research reports, workshops, round
tables.)
The contents of the conference can focus on any
given subject; those dealt with usually have to do
with innovations and current, up-to-date issues (for
example, CLIL, green issues, or ICT), and well-known
plenary speakers are invited, chosen according to the
particular topic being tackled.

2015 CLIL
Conference
(LAKMA)

In regard to the timing of the conference - when you
aim to organise a conference every year, it is highly
advisable to have it in the same month of the year, so
that participants are able to plan ahead. It is important
to know educational deadlines and annual events to
find the best dates
(for example,
APABAL organises
their conference in
March, because this
is the time when
teachers have to
decide on which
coursebook they
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CITA round
table at the IV
APABAL
Convention

will use from the following September onwards, and
publishers can present their new materials; IATEFLHungary have their conference at the beginning of
October, after the teachers have started the new school
year and have some time to focus on professional
development; LAKMA hold their conference at the end
of October, because in their country a number of other
teacher conferences are organised in spring, and so
teachers have more time in the autumn.)
Teacher conferences tend to host a book exhibition
and fair, for two reasons. On the one hand, publishers
can share their materials and let participants know
about the new products they offer. These publishing

IATEFLHungary
Conference
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houses can also support the conference financially by
paying a conference fee and by offering merchandise
for the conference bags and the raffle. Raffle tickets are
either offered as a conference benefit for free, or sold to
participants for a small fee.
During the CITA project, the representatives of the
associations were invited to participate and present at
the conferences and introduce their experiences with
CITA.
4.1.5. How to organise an international course (Generic
Guidance to International project course organisers)
All project partners should assume full responsibility for
planning, execution and evaluation of the course. The
host country assumes control over assigned personnel,
the course venue, the necessary equipment and
materials. The host partner must involve and integrate
other partners in designing the course, as regards both
the contents and the methodology.
When planning:
• Make sure all partners agree on the best course dates,
venue, participant selection criteria and procedures.
• Select course participants against agreed criteria and
conditions.
• Inform the selected course participants of the project
terms (financial aid, expected participation mode,
commitment to assignments, etc.)
• Send official project coordinator invitation letters to
each course participant’s school authority. (See Tool 2.
“Invitation letter” in the CITA Tools section.)
• Develop a timeline for the course planning process.
• Put together a system of five meetings: concept and
content, resources, course participant, execution and
evaluation (see ”System of meetings“ below.) Agree on
face-to-face meeting dates and place.
• Draw up a course schedule and plan that achieves the
learning objectives connected to the course.
• Implement lessons learned from international courses

organised previously (share good practice of other
projects, if available.)
• Conduct course preparation meetings according to
timeline developed (see ”System of meetings“ below.)
• Coordinate topic distribution, balance of theory and
practice, methodology to be used, feedback format.
• Utilize and employ assigned resources.
• Provide clear guidance to guest speakers; ensure
communication between all the presenters to avoid
overlapping in content.
• Plan awareness raising, experience sharing, material
development and other active learning activities in
international groups.
• Exploit every opportunity to involve participants e.g.
to share experience, give presentations, run workshops.
• Ensure provision of all necessary documents,
handbook, preparatory readings, course evaluation
forms.
• Elaborate on the detailed course programme, showing
the actuality, background, expected outcomes and
the contents of the course. (See CLIL and ETP course
programmes in Appendices 1 and 2.)
• Create the participant Facebook group for the
participants to get acquainted before the course, to
ensure they have a means of communication open to
them if they need it, and to post newsfeed.
• Work out informed consent form to be signed
by participants (video, pictures, ideas, developed
materials published online.) (See Tool 3. “Consent
form” in the CITA Tools section.)
• Prepare “Useful information” leaflet for course
participants to have forwarded to them by e-mail and
published on Facebook two weeks before the course.
(See Tool 4. “Useful information for a course” in the
CITA Tools section.)
• Ensure the participant names on the course list are
correct, so as to avoid misprints on certificates.
• Prepare the ‘Participant list’ that is to be signed on
each day of the course as a proof of participation.
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• Reserve the hotel for participants to stay in (it is
recommended that they should stay at the same hotel.)
Negotiate the best prices.
• Make a list of recommended places in which to have
lunch and dinner. Learn about participants’ dietary
issues in advance.
• Organise a sightseeing event. Inform participants of
the possible costs.
• Organise social events, e.g. “Food and culture
sharing” event and farewell dinner. Have all
participants seated at one table. Pre-ordering the food
is helpful (be sure to have the list of who ordered what.)
• Assign the person who will be responsible for social
and cultural events. Prepare “bring to the course” list,
team - building activities, exploit opportunities to
involve participants.
• Send participants a welcome letter. Include
preliminary programme, indicate hotel and course
venue address, the route from the hotel to the venue,
“Bring to the course” list, pre-reading list, ‘useful
information’ leaflet. Prepare participant files, including
a notepad, pen, participant list with names, schools,
e-mails and space for remarks, city map, useful
information leaflet, etc.
• Have necessary copies made before the course.
When implementing:
• Meet course participants at the hotel upon their
arrival.
• Meet course participants at the hotel on the first day
and take them to the course venue.
• Reserve time for an external evaluator, if one is
present, to contextualize the course.
• Reserve 10-15 minutes floor time for the introduction
of the project coordinator and partners.
• Give out participant files.
• Have the informed consent forms signed.
• Have participants sign the “Participant list” each day
of the course.

• Follow course schedule, especially timing.
• Track group work, checking that is carried out in
international groups.
• React to any deviation from the approved plan.
• Ensure at least one staff person is with participants in
all phases of the course, in case unexpected problems
occur or support is neePublish materials produced,
videos recorded and pictures taken, on a project blog
(this can be done later, if any polishing is needed.)
• Have an IT technician on duty in case assistance is
needed.
• Reserve 10-15 minutes floor time for summing up
the course, answering questions, and explaining the
guidelines and deadlines of the course report.
• Award certificates. (See Tool 6. “Certificate of
attendance” in the CITA Tools section.)
Throughout the entire course the host country course
coordinator is available any time for discussion,
clarification, further guidance etc., both to participants
and to staff.
When evaluating:
• Perform in-process evaluation during the course to
monitor if learning objectives are being achieved.
• Allocate time for informal feedback on the course.
React accordingly if necessary.
• Have students fill in the course evaluation form at the
end of the course.
• Analyse the evaluation forms and report results to
partners.
• Analyse participant reports about the course
and prepare the presentation to share results with
partners. Each partner evaluates their country’s course
participant reports.
• Discuss the lessons learnt as regards organising,
executing and evaluating the course. Implement those
while preparing another course; share experiences with
third parties.
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System of Meetings
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4.2 Associations as cultural promoters and motivators
How to organize cultural activities, not only for our
members but also for students and citizens interested
in the English language and its culture, has been
something we have learned from each other, and has
proved to be one way of increasing our membership and
becoming better known. (See Tool 5. “Event evaluation
form for organizers” in the CITA Tools section for hints
on aspects to be taken into account in organising these
activities.)
4.2.1. Lecture Series
Lecture series offered by teachers’ associations to their
members add significantly to the role of associations
as cultural promoters and motivators. APABAL has
considerable experience in organising this type of activities,
the examples of which are thematic lecture series (4 or 5) a
year followed by a short musical performance by talented
teachers (opera songs, Celtic music, etc.)

Lecture series.
Palma

Inspired by their Spanish colleagues, LAKMA invited
its members and non-members to “Open All-Campus
Lecture Series” (February-May, 2015.) The main aims

of this activity were to increase the attractiveness of
studies to university students, as well as to encourage
the university lecturers to communicate with their
students and each other, and to promote the university
itself. Thanks to this activity, the name of LAKMA
has become better known not only to students from
all the faculties, but also to a wider audience outside
the university. It should also be admitted that this
series of lectures was of a non-traditional format and
enabled students who were striving to find something
different from traditional lectures to profit immensely
from them. At the same time, the series helped the
organisers to increase the attractiveness of studies at
a university which is preparing future teachers. Most
importantly, prospective teachers have become aware
of LAKMA, the organisation providing its members
with a whole range of activities.
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4.2.2. Creative Cafés
The idea of the Creative Café was born in IATEFLHungary in 2013 and has been running for three years
in Budapest in the same venue, every first Friday of
the month. There have been a total of more than 25
Creative Cafés. This idea of organizing a series of events
aiming to gather small groups of teachers in an informal
setting and on a regular basis for them to share good
practice and professional concerns was borrowed
from the Hungarian association (IAETFL-Hungary) by
APABAL during the development of the CITA project.
APABAL has held two events in two different venues
in Palma, and even though they have just started to

- APABAL
Creative Café
- IATEFLHungary
Creative Café

page 53

bring into practice this new activity, they believe that
this kind of events has great potential, Future activities
have to be carefully planned and fully adapted to the
Balearic social environment, however. For this purpose,
members’ opinions need to be collected, as do those
of English speakers living in the islands, to whom the
activities are also addressed.
The organisers of the Creative Café events have, as a
result of the CITA project, exchanged ideas about the
strong points and benefits for their associations, as well
as discussing issues needing improvement. Some key
points have been identified:
- The events should take place at the same venue, on a
regular basis.
- Attendance sheets could be kept at each event.
- Prior registration may / or may not be required.
- Filling in of feedback sheets could be requested after
the event.
- Credit points could be given to participants after a
number of events.
- Presenters should be asked for teasers to be placed
in the newsletters / on the websites / on Facebook / in
emails / in the press, etc.
- The Creative Café events could have a logo which
helps participants identify the upcoming event and
associate them with past ones.
- Certificates and/or small gifts can be given to the
presenters as an acknowledgment for their work.
(See “Event evaluation form: Creative Cafés” in
Appendix 6)
4.2.3. Film series
Based on the extensive experience of APABAL, which
has been running the film sessions almost since the
association was created, film screening series were
adapted by LAKMA and IATEFL-Hungary. This was
a completely new activity offered to their members,

and has proved itself to be successful in both partner
countries. Although the overall feedback provided by
the participants of the events was highly positive, the
organisers have to keep an eye on the aspects that did
not work well and which are to be improved.
Over the years,
APABAL has
been improving
the aspects that
did not work
well, such as the
forum sessions,
which have been
replaced by
short interesting introductions from film moderators.
LAKMA has introduced the idea of screening
theatrical performances from the Globe Theatre, which
in the future could include the work and plays of
other relevant literary authors, seeking recognized
moderators in the field to present the sessions. Only
LAKMA gives credits for attendance, which is an aspect
that should be reconsidered by the other associations.
Now that the activity has been evaluated by all
associations, it might be concluded that thanks to the
CITA project, this film series was not only an attractive
event for the attendees; it also enabled them to increase
their linguistic competence. As for the associations,
the event enabled them to achieve their main purposes
- to provide teachers and the community in general
with professional support, together with interesting
and innovative activities, thus raising interest in the
association and producing greater motivation towards
participation in it.
There is no uniform recipe ensuring success, but this is
certainly an activity that, once adapted to the different
cultural contexts, has had remarkable results in all countries.
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APABAL
Film series
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4.2.4. Building branches
Trying to decentralise our action and strengthen the
links with regions away from the capital cities is a
shared concern of the three associations. LAKMA and
IATEFL-Hungary, with their track record and long
tradition, can be good examples of how to meet this
objective. APABAL is still trying to devise its own
strategies to reach the rest of the Balearic Islands apart
from Mallorca; this will surely be one of its priorities in
the near future.

Building
Branches
in Hungary

LAKMA has contact persons in different regions of
Lithuania. These are the people who have contact
details of the teachers in the region, and help the
association to spread the word about LAKMA itself and
its activities, thus encouraging teachers to actively
participate in its events not only in the region (contact
persons help with the facilities for workshops and
look after the lecturers), but also in any other region of
Lithuania.
Following the LAKMA strategy of having contact
people in the regions and giving talks and workshops
regularly in those areas, IATEFL-Hungary decided

to activate that resource by connecting their contact
people in the regions with a specific plan for a series of
events: planting trees as part of a jubilee celebration,
given that in 2015 IATEFL-Hungary celebrated its
25th anniversary. As part of the celebration year they
decided to plant trees, one in each of those 12 cities
where conferences had been held in the past. With
these events their aim was to enable colleagues living
in the region to get to know IATEFL-Hungary, and to
discover the benefits of being a member.
The tree planting project has proved that personal
initiatives, commitment and collaboration with others
bear fruit in communities. It has also meant that is
was easier to find key contacts who could become
regional coordinators for whom the following tasks and
responsibilities have been identified:
• Represent the association in the region, based on the
values and mission of the association.
• Find and contact colleagues from the region and build
a network.
• Give local colleagues the chance to get to know the
association and become a member.
• Organise 1-2 professional events per school year.
• Obtain feedback from the participants about local
events/needs/problems/issues.
• Inform colleagues of events/teacher development
opportunities.
• Conduct regular online and face-to-face meetings and
educational seminars
• Contact schools/educational institutions in the region
in order to
- let them know about the Regional Branch and the
work of the association.
- find possible partners for local events (e.g.
language schools, TAs of other languages, publishers,
local native speakers.)
• to find local sponsors/supporters who can
- advertise the events.
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- sponsor the events (by providing free venue,
materials, etc..)
How would the association co-operate with the
regions? It would help the Regional Branch coordinators
in the following ways:
• Help in advertising the birth/events of the RB via
mailing lists, website and newsletter.
• Give technical support/help on how to organize an
event.
• Provide ideas/trainers for workshops if needed, but it
would be better if local experts could be involved.
• Give space in the monthly newsletter to advertise
local events.
• Give space in the association magazine for articles
written by the local coordinator, or other colleagues.
In addition, the association would also offer benefits for
the regional coordinators for their work. They could:
• Get more closely involved in the work of the
association by becoming our regional representatives
(and this looks good in their CV :-) .)
• Make new acquaintances by building the network of
their RB, which they can benefit from professionally
and personally.
• Build expertise in organising, coordinating and
promoting events.
• Promote their own professional development by all of
the above.
Another way of expanding the association and
motivating the work in the regions is the constitution of
special interest groups (SIGs) which serve as a platform
for professional and personal development. LAKMA,
for example, currently has four SIGs functioning:
CLIL, Curriculum and Exam, IT, and Young Learners;
IATEFL-H has five: Culture and Literature, Young
Learner, ICT, Business English, and Mentor.

The overarching aims of all SIGs are to provide their
members with the opportunity to disseminate good
practice by exchanging experience and to increase their
level of competence through round table discussions,
seminars, workshops and conferences.
4.2.5. Publications
Magazines and newsletters are valuable tools for
disseminating the activities carried out by the
association and also for maintaining contact with the
members on a regular basis. It is also a service we can
offer our members for them to publish their research
and experiences.

Magazines are published by APABAL (APABAL
Magazine) and IATEFL-Hungary (mELTing Pot.) They
are distributed free of charge to members, and provide
a platform for sharing good practice and interesting
reflections about different professional issues. There
is hard work involved in collecting articles, editing,
printing and distributing the magazine; that is why
someone on the board with the necessary skills and
the right dose of enthusiasm should be responsible. At
the same time, we need to say that the membership
greatly appreciates the effort, and the visibility that it
gives to the associations means that it is worth doing.
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The three partners have
collaborated with articles
on different topics in the
magazines during the
development of the CITA
project, and we hope to
continue doing so.
LAKMA prefers a more
frequent and informal
contact through their
online newsletter, which
has the advantage of
keeping the membership
updated in regard to activities of the association and
other events that may be of interest to the teachers.
Newsletters, informative emails to the members of
the association, are sent almost every week and they
include both LAKMA and national news. The possibility
of starting up a magazine/journal similar to APABAL’s
and IATEFL-H’s was discussed at length at LAKMA’s
last general assembly, but it was finally decided not to
pursue that new adventure.
In addition to their magazine, IATEFL-Hungary also
publishes a monthly newsletter online.
4.2.6. Contests
One activity that makes teacher associations visible
is organising contests and competitions for students.
They are not connected to the associations directly, but
teachers can benefit a lot by being involved in these
activities. Here are some examples of activities of this
kind organised by our associations.
IATEFL-Hungary organised a national competition for
primary and secondary school students in Hungary. The
competition focused on using both online and offline
dictionaries and consisted in learning about the spelling
of English words and in using ICT. Students were asked

to compete in an online round and answer vocabularyrelated questions in groups; in the second round they
were requested to record a group video of them spelling
thematic words.
LAKMA organised a virtual writing contest for
secondary school students on emigration, a European
issue that affects adults as well as youth. There was
a web site designed specially for the contest and
advertised in local mass media, as well as on the
association’s website. The organisers created contest
rules, the marking rubric was set, sponsors were
found, and a celebration event for the participants was
planned. 49 youth from 20 schools, supported by 30
teachers, entered the contest. They wrote essays and
creative texts related to the topic of emigration and
the search for happiness. Some texts were informative,
others were creative, and there were those that were
deeply personal. Prizes were awarded for content,
originality, and use of language. The place of English
as the most widely-used international language was
evident, in that almost everyone who emigrates to
Europe uses English on a daily basis. The contestants
received certificates for participation, and the winners
of the contest were awarded special prizes. As a followup product of this contest there is going to be a printed
selection of essays, which will undoubtedly be an
excellent teaching aid for teachers.
APABAL borrowed the idea from IATEFL-Hungary and
LAKMA, and launched a video contest “Lights, Camera,
Action” where teachers had to video-record interesting
teaching activities carried out with their students. This
contest was directed at activities for primary students
of age 10-11, and also secondary students of age 1213. The video had to be no longer than 5 minutes.
Pedagogical and creative aspects are taken into
account. The winning teacher is awarded a two-week
in-service teacher training course.
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Even though the models are quite different, we all
agree on the fact that a competition is a way to interact
with the teaching community, motivate teachers
and students, and give visibility to the associations;
in many cases this activity may lead to an increase in
membership.
4.3. Associations as managers and administrators
Being non-profit associations makes paperwork
management and administration of financial resources
one of the main obstacles for board members of the
associations. The resources are very limited and not
enough to count with proper administrative help.
Nevertheless, we have tried to single out the main
problems and come up with some solutions.
Identifying target groups, membership issues,
paperwork and funding are some of the aspects
discussed in this section as being crucial to the
sustainability and management of the associations.
4.3.1. Identification of target groups in the membership
Once again, the CITA Needs Analysis Questionnaire
was very useful. In this case in order to get to know
the groups under-represented in our membership as
well as ways to attract them to our associations. CLIL
teachers and teachers who had recently joined the
profession were selected, and in order to look into
their needs and expectations we developed two online
questionnaires: the CLIL Teachers Questionnaire and
the Novice Teachers Questionnaire.
(See templates in Tools 7 and 8 in the CITA Tools
section, and graphical analysis of the results of both
questionnaires in Appendices 4 and 5.)
4.3.1.1. CLIL teachers questionnaire
CLIL teachers are a very important group of teachers
and they tend to be under-represented in our teaching
associations. It was decided to try and find out more

about them by sending out a short questionnaire. There
were 12 questions, and they were filled in by a total of
119 respondents (45 each from APABAL and LAKMA and
29 from IATEFL-Hungary.)
Level of English and qualification
The level of English of the teachers was mostly B2 and
above in all three associations, but there were some
significant differences. The 29 teachers from Hungary
were all at least B2 level, with 61% at C1 and 32% at C2.
Only 2% of APABAL teachers were below B2 level, with
51% at B2, 29% at C1 and 18% at C2. The 45 Lithuanian
teachers rated their language level significantly lower,
with 4% indicating A2, 27% B1 and 58% B2. Only 11%
of the Lithuanian teachers said they were C1 or C2. Of
course, it must be remembered that this data was based
on self-reporting, but there does seem to be a clear
disparity in the levels between the three associations.
There were also differences in the qualification of
the teachers in the three associations. Eighty two
percent of the Hungarian respondents were teachers,
with only 14% being senior teachers and 4% being
methodologists. The qualifications of the Lithuanian
teachers were quite different: 11% indicated they were
experts and 38% were methodologists. Only 22% were
teachers and 29% were senior teachers. No data on
teachers’ qualifications was available from APABAL.
Teaching level, teaching experience and subject
Data about the educational level at which the teachers
taught was only available for APABAL and LAKMA.
Most of the Spanish teachers taught at Infant or Primary
level (64%), with 36% teaching at Secondary level. The
majority of LAKMA teachers (64%) taught at Upper
Secondary level, with 31% teaching at Lower Secondary
and 18% teaching at Infant/Primary level.
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The overall teaching experience was quite diverse,
but there were some broad differences. The teachers
from Hungary and Lithuania were somewhat more
experienced than those from the Balearics. Seventynine percent of the Hungarian teachers and 76%
of the Lithuanian teachers had more than 10 years’
experience; 39% of Hungarian teachers and 38%
of Lithuanian teachers had more than 21 years of
experience. By comparison, 60% of teachers from the
Balearics had more than 10 years’ experience and 11%
had more than 21 years’ experience.
There was a wide variety of subjects taught by the
teachers from the three associations; this is so wide that
it is difficult to make any generalisations. However,
there were some interesting features in the data. In
Hungary the vast majority of teachers taught English
(76%), while neither of the other associations indicated
English as their subject. Twenty-four percent of
APABAL teachers taught Arts and Crafts, 18% taught
Science and 13% taught ICT. In Lithuania the most
frequently-mentioned subject was ICT (11%), but 36%
of the teachers did not specify a subject.
Work experience as a CLIL teacher and CLIL
background
The question about work experience as a CLIL teacher
was not obligatory; there was no data on it from
IATEFL-Hungary, and 73% of the LAKMA teachers did
not answer. Twenty percent of them had up to two
years’ experience and 7 percent had three to four years’
experience. For the APABAL respondents, 47% had up
to two years’ experience and 33% had three to four
years’ experience. Twenty percent of APABAL teachers
had five or more years of CLIL experience.
When it came to CLIL background, most of the teachers
had some CLIL training and were not full time CLIL
teachers (APABAL 64%; LAKMA 58%; IATEFL-Hungary

57%.) The only teachers who said they worked full
time as CLIL teachers were from APABAL (13% with
some training and 7% with no training) and LAKMA
(20% with no training.) Obviously working full time
without training is far from ideal, but it does reflect a
widespread lack of adequate support for CLIL teachers
in many European countries. There were also 16%
of APABAL teachers who taught some CLIL classes
without training and 27% of LAKMA teachers who did
the same. Sixteen percent of LAKMA teachers said they
taught CLIL classes in cooperation with a language
teacher, which is obviously a much better situation.
Willingness to share CLIL experience
A minority of the teachers in all three associations said
they were willing to share their CLIL experience with
their colleagues (IATEFL-Hungary 46% and 32% not
sure; LAKMA 42% and 58% no; APABAL 29% and 73%
not sure.) This may indicate a general lack of confidence
in their own expertise, which again may be due to a
lack of adequate institutional and government support.
Those teachers from the three associations who were
willing to share mentioned that they would do so by
sharing teaching materials, giving workshops and
demonstration lessons, and by being a consultant on
methodology.
Desire for training and training interests
An overwhelming majority of the teachers indicated
their desire for some CLIL training (IATEFL-Hungary
100%; LAKMA 98%; APABAL 73% and 22% not sure.)
However, the most popular subjects for training
differed somewhat between the associations. The
LAKMA teachers were very interested in CLIL lesson
planning (84%), CLIL methodology (80%), CLIL
materials design (71%), and Classroom English (60%.)
Thirty-nine percent of the Hungarian teachers were
interested in CLIL materials design, 21% in CLIL
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Methodology, and 18% in CLIL lesson planning. The
APABAL teachers were more or less equally interested
in CLIL materials design (28%), Assessment in
CLIL (24%), CLIL lesson planning (22%), and CLIL
methodology (21%.)
IATEFL-Hungary and APABAL teachers felt that
workshops would be the most effective form of training
(68% and 50% respectively), with 40% of APABAL
teachers also indicating lesson observations as being
useful, and 21% of the Hungarian teachers indicating
the same. Online courses were chosen by only 10% of
teachers from APABAL and 11% from IATEFL-Hungary.
No data on this question was available from LAKMA.
English was favoured as the language for training by
APABAL (80%) and IATEFL-Hungary (71%) teachers.
Seven percent of the Spanish teachers would favour
training in their own language, and 13% indicated the
language was not important. Twenty-nine percent of
IATEFL-Hungary teachers indicated that the training
should be given in both languages. Again, no data was
available from LAKMA teachers.
Conclusion
The data from the questionnaires gave some valuable
information about the background of this group of
teachers. It showed that CLIL teachers are undersupported in all three countries and that they have
a strong desire for training that would help them
professionally. This is very important for all the
associations, because by filling this need they can attract
a significant group of teachers to be new members, and
at the same time, help to improve the quality of CLIL
teaching in their country materially. They can thus go
some way to redressing the lack of adequate support
for these teachers. It is also worth mentioning that
through the activities of the CITA project it has also been
possible to promote the professional development of

CLIL teachers by making lasting connections between
teachers in all three associations.
4.3.1.2. Novice teachers questionnaire
The aim of the CITA Novice Teachers Questionnaire was
to find out more about the characteristics and needs
of newly qualified teachers in each country. The target
group was teachers with up to five years’ experience
since their qualification. There were 99 respondents (40
from IATEFL-Hungary, 33 from LAKMA, and 26 from
APABAL.) The questionnaire was short and easy to fill in
– there were seven closed or semi-closed items.
Work experience, teaching area and language level
There was a cross section of work experience amongst
the teachers. LAKMA had the largest percentage of
teachers with less than a year of experience, but in all
three associations the largest proportion had 4-5 years
of teaching (65% in APABAL, 42% in LAKMA and 30%
in IATEFL-Hungary.)
When it came to the teaching area, many teachers
worked in more than one sector, which was why the
total of the percentages was more than a hundred in
the case of LAKMA and IATEFL-Hungary. APABAL
teachers were split equally between Infants, Primary,
and Secondary (27.5%), and the rest taught adults. In
IATEFL-Hungary 60% of the teachers taught at Primary
level and 52% taught at Secondary level, but 47.5%
also taught adults. The teachers in LAKMA were split
between Primary (51.5%) and Secondary (66.7%), with
only 9% adults.
For language level, most of the teachers indicated they
were either C2 or C1, which is to be expected among
newly-qualified teachers, but 11.5% of the APABAL
teachers rated themselves at B2, and 21% of LAKMA
teachers rated themselves as B2, with 3% rating
themselves B1, which is somewhat surprising.
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Academic major and methodology training
In APABAL, 69% of respondents had a major in English
or Anglo-German Philology or in English Studies.
Nearly 8% had a Teacher Training major and around
4% had majors in Translation and Interpretation,
Business and Communication or in another Master’s
Degree. In IATEFL-Hungary and LAKMA 80% and 88%
respectively had an English or English Studies major.
Regarding methodology training, 85% of the teachers
from LAKMA had a degree which included methodology.
For teachers from IATEFL-Hungary this was 62.5%, but
for the APABAL teachers only 28.5% had a methodology
component in their degree, although 27% of them had
attended some methodology workshops or lectures
and 25% had been on short training courses (less than
20 hours.) It is interesting that less than a third of the
APABAL teachers had a solid grounding in teaching
methodology, but this may be something to do with the
relatively low sample size (26.)
Desired trainings and interest in SIGs
In all three associations it was methodology workshops
that the novice teachers most wanted, but there was a
marked difference between the level of demand. It was
highest in LAKMA (88%) and IATEFL-Hungary (67.5%)
and lowest in APABAL (28%.) Cultural activities
to refresh their English and work groups to share
experience and materials were also felt to be highly
desirable by LAKMA (76% and 73%, respectively)
and IATEFL-Hungary teachers (55% and 67.5%),
but APABAL teachers rated training in materials
development in second place (26%), indicating it as
almost as desirable as methodology training. LAKMA
and IATEFL-Hungary teachers were also interested in
materials development (61% and 47.5%.) Overall, it
was obvious that novice teachers wanted training that
could directly help them in their job.

When it came to Special Interest Groups, a majority
of the teachers in all the associations said they
were interested in these. IATEFL-Hungary teachers
expressed the most interest (82.5%) and 73% of
LAKMA teachers were interested with 27% not sure. By
comparison, only 54% of APABAL teachers expressed
an interest, with 35% saying they were not sure.
This may be because APABAL does not currently have
any Special Interest Groups, so their teachers are not
familiar with the concept.
Conclusion
By means of a simple questionnaire quite a lot of useful
information can be found out about the background
and needs of this group of teachers. They are a
particularly important group because they represent
the future of any teaching association, and therefore
it should be a primary aim to attract newly-qualified
teachers into the association and encourage them to
become active members. In order to do this effectively,
it is necessary to know what kinds of activities they
are most interested in and then to explicitly target this
group with these sorts of activities. The questionnaire
succeeded in showing the most likely areas where this
could be done.
4.3.2. Management and administration
The management and administration aspects of running
our associations have been discussed at length during
the CITA project, as these matters are time-consuming
and not very pleasant to deal with. Nevertheless,
they have to be carried out with the few resources in
our hands, and as efficiently as possible. We all have
different management systems, but the same needs.
We haven’t come up with any magic recipes but CITA
has given us the opportunity to share and identify some
good practices that we think can help others to ease the
burden of paperwork and clerical tasks.
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The committee/board
The roles of board members should be clear: president,
vice-president, treasurer, secretary, conference
organiser, newsletter/magazine editor, communication
manager, international or SIG coordinator, are some
of the responsibilities assigned to the members of our
committees. Obviously, depending on the situation
and activity of the association, other roles might be
necessary, and one committee member can end up
undertaking several roles. To help them deal with these
issues, and in order to activate members, IATEFLHungary has established a system of volunteers (two
volunteer-editors of the printed magazine, and one
member responsible for Creative Café), something that
APABAL has also tried out.
The most important role of the committee is strategic
planning. The committee must have a vision, at least
for the period they are elected for, and in accordance
with that, they have to agree on the annual budget. The
committee must plan the annual finances and make
sure that the activities planned can be covered from the
association’s budget. Fundraising is an inevitable part
of the financial planning as well (see section 4.3.7.), as
the membership fees cover only part of the costs.
The members
The core of the organization should be the membership,
and our action should focus on their interests and needs.
The association leaders must know the membership
expectation; that is why we recommend doing a needs
analysis questionnaire (see chapter 3) that will open a
door to the members’ perception of the association’s
work and our leadership, as well as reveal their hopes.
Even though decision-making processes should
basically be in the hands of the committee, on certain
occasions the membership could be involved (eg.
voting on projects, polls.) Volunteers, students, active

members, people hired, sponsors, and members of
the community also need to be part of the activity, to
increase the impact and the membership.
Members can be more active and proactive through
encouraged participation: providing them a field in
which to participate, to do their share of leadership.
Use different strategies to build up participation,
not always by paying, but eg. certifying completion,
publishing in different magazines, acknowledging
work well done in public.
Administrative paperwork
Administrative paperwork should be clearly identified,
rationalised and protocoled for the granting of legal and
official documentation, accurate budget management
and optimal organisational communication.
The identification could be done at two levels:
1. Protocols that are needed to run the budget and
official documentation
(simple and clear – when and who.)
2. Organisation of communication plans, have a clear
idea of how the creative ideas are accepted (protocols
for accepting creative ideas, eg. add idea with a
coordinator and budget.)
Archives and documentation should be treated with
privacy; documentation and copyright protocols
should be developed.
Minimising paperwork
Focusing on environmental issues, not only at events
and summer courses, but also in our everyday work,
is a must for any institution nowadays. We aim to run
green associations, minimizing paperwork by making
administration as efficient as possible.
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With the extensive use of online resources, our
associations have managed to reduce paperwork to a
large extent. Registration to conferences and events we
organize is done solely online using Google as the main
resource. Google Forms handle online registration and
questionnaires and the results can be exported to Excel
sheets. These sheets can be accessed by those who need
to work with the data (conference organisers, events
managers, the committee members, the secretary, or
any other appointed personnel.)
Google Documents are used to create documents online
in a team. The committee can modify and edit the
documents independently and follow the changes as
the projects develop. Google Sites can be set up for the
committee, research groups, SIGs, etc, in order to store
the basic (non-confidential) documents and data of
the association. Doodle.com is often used for arranging
meetings or events.
Clerical help
In order to avoid burnout of board members, we
strongly recommend that the hiring of secretarial
help, if only on a part-time basis should be prioritised.
A secretary can be responsible for administering the
membership, the office issues, and the mails. They can
keep a record of course and conference applications,
prepare certificates, send invoices and give information
by e-mail or telephone.
4.3.3. Reaching out to the community
Treading the CITA path together has made us all
realize how important it can be to reach out to other
members of the community apart from the English
teachers, as a way to expand the association and enrich
it with different points of view, fields of expertise and
expectations.

These are some of the initiatives we have carried out in
order to achieve this objective:
- Organise activities that are not educational only,
eg. a Film Club which is open to the English-speaking
community
- Establish contact with the government and
administration to make the associations visible for the
decision makers
- Support summer schools and competitions for
children, so that the children of the members or the
community can also benefit from the association and
we thus get visibility in society
- Conduct workshops in schools and extracurricular
activities for schools (workshops for teachers and
students)
- Organise teacher training events for education
activities and teachers’ centres. LAKMA is already
doing this in different parts of the country and APABAL
is also in the process of designing a teacher-training
program that could implemented in the Balears.
4.3.4. Membership issues
This is certainly one of the most difficult aspects of
running an association. Throughout the project we
have been sharing practices in order to overcome some
of the difficulties entitled when it comes to registering
and maintaining membership, getting fees paid,
communication issues or just issuing membership
cards.
We must admit that no agreement has been reached
in regards to best practices since each association has
to take into account their national legal contexts and
above all, the clerical help available, if any.
Registration of new members
Online registration is open all year round but some
prefer to concentrate it at the beginning of the calendar
year while others do it coinciding with the annual
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Conference. All offer discounts and benefits to teachers
wanting to join o renew during those periods.
Option 1. Calendar year (LAKMA)
Option 2. Conference to conference (APABAL)
Option 3. Twelve months from payment (IATEFLHungary)
Payment
Payment is difficult to handle and no solution works
really well.
The options cash, bank transfer or bank withdrawal,
are all difficult to manage, being the main problem
members “forgetting” to pay. The tasks of invoicing,
keeping track of payments and sending reminders are
tedious and time consuming. A good practice to check
membership is to keep an updated list in the webpage.
When the time comes to renew, highlight the names
before they are deleted
Fidelity management
Keeping members on board is sometimes more difficult
than getting new ones. Here are some ideas that can
help handle this issue:
- Personalise reminders
- Each board member takes care of a group of member
and looks after them
- Create SIGs (Special Interest Groups) or research
groups, sponsored by the association but linked to a
university
- Get discounts for members at local bookshops,
cinemas, museums…
Membership cards
If benefits such as discounts in bookshops, museums
or cinemas, are going to be offered to members, a
membership card is needed. But the fact that they need
to be updated each year is expensive and involves a lot
of administrative work. They need to be professional if

other institutions are going to give them credit. A good
idea for the future would be to develop an application
with a code proving membership.
Making the association grow
Using a needs analysis questionnaire (see chapter 3)
has proved to be in the CITA project an invaluable
tool to get to know our associations much better,
their strengths and weaknesses, but above all the
expectations of the profession in regards to our
performance.
Through this online questionnaire, very easy to create
in Google forms or any other ad hoc programme in the
market, we have also identified the areas in which we
had to put special emphasis if we wanted to grow. Rural
and isolated areas are logically less in contact with us,
also some groups of professionals (like CLIL teachers or
novice teachers) and finally people not in the teaching
profession, but interested in the English language and
culture who are happy to contribute and attend our
social and cultural activities.
Here are our hints for expanding the associations:
- Offer training activities for the under-represented
groups
- Organise activities outside the main cities
- Create SIGs whose leaders reside in more isolated
areas
- Introduce cultural and leisure activities like lecture
series, film series or creative cafes (see sections 4.2.1 ,
4.2.2. and 4.2.3)
4.3.5. Communication and dissemination
Communication with members
Newsletters or regular mails have proved to be
efficient for sending reminders of events, keeping
the membership aware of upcoming deadlines and
updating them on professional issues.
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ABABAL
and CITA
in the press

We rely a lot on social media as well. We are trying to
motivate members to check the website, ‘like’ our
Facebook page and join our Facebook group. On the
Facebook page we post official news items, events in

the region, online events, or links to useful resources;
whereas in the Facebook group we encourage our
members and friends to add their own questions and
suggestions. The Facebook group is moderated by one
committee member. Facebook is the social network
that seems most efficient in order to accomplish this
purpose.
Dissemination and communication with the
community
Keeping websites and Facebook pages and groups active
and updated is indispensable in giving visibility to our
activities and line of work.
Magazines, hardcopy and online, monographic or not,
offer a platform to members and non-members to
publish professional articles, best practices, reports on
events, book reviews, etc.. They are also very useful
when it comes to giving visibility to the association
and disseminating the outcomes of courses, projects or
research.
We have also made every effort to be present in the
media, as this is the only way to gain wider recognition
and acceptance in both the profession and the
community. Local newspapers, TV and radio channels
are contacted every time we organise an event and
articles are sent regularly for inclusion in the education
supplements that most newspapers publish on a weekly
basis.
Establishing good relationships with the media,
especially with those journalists in charge of
educational matters, is worthwhile; they may often
seek our expert opinion on certain issues of social
concern related to education. It is a way of broadening
our scope of influence in the community.
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Networking with other associations
Most of us have links with other associations at
a national or international level. Both LAKMA
and IATEFL-Hungary are members of IATEFL
and collaborate with similar associations in their
neighbouring countries, attending and presenting at
their conferences. APABAL works with other members
of ELTA Iberia (English Language Teachers Associations
of Spain and Portugal) and it is considering joining
IATEFL.
The CITA project has opened a door to collaborating
closely and regularly with associations that are not in
our immediate surroundings, obliging us to come to
terms with unfamiliar working cultures and contexts.
Realizing how much more similar than different we are
has been very enriching and satisfying, with the feeling
of collaborating in the construction of Europe being a
central outcome of this process.
4.3.6. Certification and validation
In teachers’ associations, acknowledgement plays an
important role in fostering motivation. It is relevant
for teachers to have a valid proof that they have
attended or participated in activities focusing on their
professional training or contributing to it. Besides,
getting accredited by a professional body can also be
an extra incentive to join a teachers’ association. It also
contributes to maintaining membership, provided that
the quality of activities offered is always high.
That is why one of the aims of the CITA project has been
to certify the training activities delivered for members
so that they count towards their salaries or professional
development. Taking into account that it is informal
training, they are not recognised automatically by
the educational authorities. Consequently, different
processes have to be applied in all three countries,
depending on their requirements and legal regulations.

So far, in the CITA project we have managed to certify
all the activities implemented, since it is a benefit for
the members as well. Here is a description of some of
the procedures required in each country.
APABAL, as a non-profit association aiming to support
educational practices, is authorized to ask for validation
and certification of specific teachers’ activities to the
Regional Educational Authorities. In order to validate
this type of training, the association should observe
the following protocol established by the Education
Authorities: a month before the activity takes place,
APABAL must submit a request for approval to perform
a training activity or a teachers’ conference. Such
request must contain an annex including the activity
data and a preliminary design. Once the activity is
finished, the association should deliver a final report
containing the following documents: minutes of
meetings, final evaluation report, evaluation sheets and
certificate proposals. All these documents should be
submitted within a month after the activity has ended.
APABAL gives one credit for every 10 hours of training.
These credits count towards the teachers’ salary and
professional CV’s. Normally, teachers need 100 hours of
in-service teacher training every 6 years to go up in the
salary scale, but due to the economic cuts in education,
the system has been “frozen” for the last few years.
Still, certification increases attendance, therefore
learning from the experience of our partner associations
we can consider whether it would be advisable to
extend accreditation to some other cultural activities
that are found to contribute to the members’ personal
and professional fulfilment.
LAKMA is also authorized to organise professional
development events and activities and they have an
officially and legally approved certificate form. The
certificates indicate the competences to be developed
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in the activity and the length of the activity (if it is
a conference, they indicate the number of days; if it
is a workshop, they indicate the number of hours,
which could vary from 3 to 8 hours.) These hours
count to the mandatory 5 days (usually 6 hours per
day) of professional development per year. In other
words, they have a non-formal accreditation, but the
certificates issued are officially accepted by schools
as professional development hours. They hope to get
a formal accreditation too after the description of the
teacher professional development procedure will have
been improved.
In Hungary the system of continuous professional
development (CPD) requires teachers to collect 120
points every seven years by attending workshops
in their field. In most cases these workshops are
accredited and range from 30 to 120 points, (one point
is given for every 45 minute lesson of the course.) In
order for a course to be accredited it has to go through
a long and costly process in the Ministry of Human
Resources. There is, however, some extra leeway for
associations, non-profit organisations and publishers
offering teacher training courses.
In general, the workshops regularly offered by
IATEFL-Hungary (e.g. the Creative Café) take place
on weekday afternoons, and as a consequence, their
duration is no longer than 2-3 hours. However, there is
another regulation stating that points can be collected
from workshops lasting for a minimum of 5 lessons.
Participants at the Café would only be able to earn
credit points if they attended regularly, at least 3 times
a year, but it is quite evident that the Creative Café
is not attended by teachers for the credit points. The
annual conference, which is a 3-day event with 80
workshops, is another possibility for teachers to earn
credit points. All in all though, it can be stated that the
strict regulations create an unfavourable environment

for the certification of the CPD workshops offered
by the association (See Tool 6. “CITA Certificate of
attendance” in the CITA Tools section.)
4.3.7. Funding
Financial management involves yearly collection of
the membership fee from individual and institutional
members (see 4.3.4 Membership issues.) Every year
members either renew their membership or new
members join the association. There are different fees
for teachers, students, and institutions, and a variety
of strategies for calculating the membership fee. Each
association has a different approach. For example,
the price of one private lesson or one theatre ticket a
year, or a cup of coffee a month. This would help the
members realise the amount of money they spend
on a voluntary institution that aims to increase their
professional development.
But if we want to keep reasonable membership fees, we
need to find other sources of funding. Here are some ideas:
• Almost every month of the calendar year, a
professional development event is held in cooperation
with partners who provide their premises, or organize
coffee breaks, or give raffle gifts, or volunteer to be
part of the management team. In some associations,
the participant fee is differentiated between members
and non-members, offering the members a discount.
Students are encouraged to attend events too, as well
as members of the community interested in the English
language and culture.
• Teacher associations hold regular international
conferences which are generously supported by
partners. The conference fee and the sponsors cover
the conference expenses, with some benefits for the
associations (appr. 10%.)
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• Another way of getting income is giving service to
other institutions who organise training activities,
for example educational authorities, universities, or
teacher centres. In some cases, for example in the
case of LAKMA, the income from such activities make
34.6% of the association’s funding.
• Associations can submit applications for projects in
the national and international programmes and project
competitions, as coordinators or as partners.
• Citizens in some countries like Lithuania or Hungary
can offer support off the paid income tax for a chosen
institution or organization as part of the country’s Tax
Policy. It could be a very good option of fundraising if
taken with due attention and commitment.

4.3.8. Organising international meetings
During the development of the CITA project six
international project meetings have taken place, two
in each of the partner countries. This fact has provided
us with enough experience and feedback to draw
reliable conclusions in regards to how to organize them
efficiently. Neus Lorenzo, our external evaluator, was
present at two of them and her hints on improvement
are also present in this section.
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Vilnius project
meeting

Before the meeting
1. The coordinator should send a draft of the agenda
to all participants well in advance so that they can
make contributions. The host partner should deal with
the venue, accommodation arrangements and social
programme (see Tool 9. “Meeting agenda” in the CITA
Tools section.) Opportunity to get to know some of the
language, culture and educational characteristics of the
host country should be provided.
2. Invitation letters have to be sent by the host
organization to participants so that they are authorized
to attend by their employers, if necessary.
3. The contents should be realistic timewise and include
a variety of activities to involve all participants in
different groupings and settings so that everybody is
active, feels their expertise is indispensable and don’t
get bored!
4. Free time for participants to be on their own or
with those of their own nationality is as important as
activities where they have to mingle with people don’t
know so well. Those meetings are short but intense and
people need time to relax in their own languages.
5. There should be a well-balanced set of activities
among the partners, shared tasks and personal
responsibilities well distributed.
6. It is nice if participants can take some small gifts
(souvenirs for the other partners and food from their
countries to share during the coffee breaks.)
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Palma project
meeting

During the meeting
1. The project coordinator should conduct the meeting
in an efficient way in order to cover all the items in the
agenda on time.
2. One of the participants should be in charge of
writing the minutes. The minutes should be detailed
and sent to participants as soon as possible after the
meeting.
3. A summary of the works done so far, followed by
the aims of the meeting and outcomes expected should
open the meeting.
4. An atmosphere of trust should be created by allowing
everybody time to intervene, taking into account
different levels of knowledge of the project common
language as well as cultural differences in regards
to speaking dynamics. It is also important to make
sure that every participant has had time to think and
build criteria to express freely, in order to guarantee
transparency and equity in the final results.
5. Decision making should be transparent,
collaborative, realistic and suitable for producing
the expected results. The coordinator should prompt
interaction and facilitate general voting and individual
objection when appropriate to ensure the European
dimension of decisions made during the meeting.

6. At the end of the meeting the coordinator should
summarise outcomes, revise “homework” and
deadlines and alter the previous project workplan as
needed.
7. An evaluation of the meeting needs to take place
before departure and results sent to all participants (see
Tool 10. “Meeting evaluation form” in the CITA Tools
section.)
8. An attendance log should be kept with daily
signatures and certificates of attendance distributed
to participants at the end of the meeting (see Tool 6.
“Certificate of attendance in the CITA Tools section”.)
After the meeting
1. Minutes and conclusions from the evaluation should
be sent to participants as soon as possible.
2. The coordinator should send to all partners the
modified working plan and a summary of the tasks to
be carried out until the next meeting.
3. Reminders of “homework” should be sent to partners
as agreed deadlines come close. The coordinator needs
to make sure that all tasks are fulfilled before the
deadlines expire if the project is going to be developed
according to the workplan, the objectives are going to
be met and the outcomes achieved.
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5. Hints for success
If you want to run your association more efficiently
• Analyse your needs through an online questionnaire
to detect not only training demands but also underrepresented groups, and your members’ perception of
your strengths and weaknesses.
• Distribute roles and responsibilities to board members
according to their expertise and motivation.
• Board members should change gradually to ensure
continuity
• Calculate your membership fee taking into account
a practical example you can advertise: the price of one
private lesson, one theatre ticket a year, or a cup of
coffee a month.
• Get additional funding through:
- conferences and other training events.
- cultural activities.
- sponsoring (publishing houses, bookshops,
enterprises.)
- giving service to other institutions, for example
education authorities universities or teachers’
centres.
- fundraising activities: raffles, second-hand book
sales...
- applying for projects in the national and
international programmes and project competitions.
• Administrative paperwork should be clear: identify,
rationalise and protocol your official documentation
and administrative procedures to ensure an accurate
budget management and optimal organisational
communication.
If you want to organise training activities leading to
innovation and improvement in teaching and learning
• Organise activities that differ in content, methodology
and dynamics from the ones offered by universities and

education authorities. A good balance between high
standard theoretical input, opportunity to get involved
in the practical sessions and good quality leisure time is
desirable.
• Webinars are getting increasingly popular to deliver online
talks and workshops and should be more often organised.
• Training teachers needn’t be the only aim of the
association, cultural and leisure activities open to
students and members of the community will increase
and enrich your membership.
• Members might become more active, productive
and validated by the group through encouraged
participation and guided interaction, meeting bottomup and top-down initiatives.
If you want to expand your association and improve
the impact of your activity in the profession and the
community
Improve your communication strategies
• Establish efficient communication strategies: means
and people in charge (who, when and how.)
• Keep your webpage/Facebook and other social
networks updated. Links to innovative resources and
information about local and national events are much
appreciated.
• Give the chance to members to take an active part
in your publications. To break the ice, ask different
people every time to “volunteer” for reporting on
selected activities to be published in your magazines or
newsletters.
• Make education authorities aware of your activities, to
facilitate certification and increase your visibility and
influence in the system.
• Make every effort to be present in the media as a
way to gain recognition and acceptance in both the
profession and the community.
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• Network with other similar associations at both
national and international levels. Taking part in a
European project is great way to bring fresh ideas
into your association. Microsoft Connect, for example,
is a good platform to share, create networking and
disseminate results.
Increase/sustain your membership
• Communicate efficiently the benefits of being a
member (support innovation, networking, good for
their CV’s, preference for attending popular activities,
special discounts…)
• Get more teachers involved by setting up and
coordinating special interest groups (SIGs.)
• Try to reach rural or more isolated areas by setting up
selecting Regional Branches with regional coordinators
who would organise activities there with your support.
• Try to get your activities certified by universities or
education authorities so that they count towards the
teachers’ salaries and CV’s.
• Hosting a contest is a good way to involve students of
all levels in our associations.
• Offer training activities for the under-represented
groups.
• Introduce cultural and leisure activities like lecture
series, film series or creative cafes.
• Take care of your members: personalise reminders;
each board member takes care of a group of members
and looks after them.

6. Main achievements and conclusions
CITA stands for Cooperation and Innovation in
Teachers Associations and thanks to the project we
have certainly been able to instill innovation in our
associations, as well as establish strong links among
ourselves that will surely lead to further cooperation.
Empowerment of the associations in relation to the
authorities and the community, together with all the
benefits related to internationalization, are the other
two main achievements of the project.
Thanks to the EU grant we have managed to accomplish
all our initial objectives, in line with those of the
Erasmus + KA 2 Strategic partnerships whose funding
aims to promote “projects designed to develop and
share innovative practices and promote cooperation, peer
learning, and exchanges of experiences in the fields of
education, training, and youth”.1
The fact that the three project partners are associations
of English teachers has given us a common ground to
work on but, at the same time, the variety of national
languages and cultural backgrounds involved, the
different fields of expertise of their members and the
activities realised in each context have provided a lot
to share and learn from one another. Plurilingualism,
interculturality and international collaboration have
been part of our common organisational strategies
for developing knowledge building and inclusive
institutions.
All in all, we can conclude that innovation,
internationalisation and the establishment of

1
Erasmus Plus Program Guide. 2016 [http://ec.europa.eu/programmes/
erasmus-plus/sites/erasmusplus/files/files/resources/erasmus-plus-programme-guide_en.pdf.]
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appropriate links for further cooperation and impact
have been the main achievements of the CITA project,
all aims of the Erasmus+ Programme and European
policy 2
INNOVATION
Providing teachers and the community in general with
professional support and interesting and innovative
activities, leading to collaboration for formal, informal
and non-formal training as well as to greater interest
in, and motivation towards the profession have been
central to our activity during the past two years.
Collaborative work has helped us gather information,
share decisions and write professional documents for
orienting and improving professional action.
The innovation infused in our institutions is based
on both our agile networking organisation and the
quality of the illustrative documents we have produced.
During the project, three transnational joint staff
training events have been organised, along with
several cultural, social and research activities that
constitute the core of the project and reflect the shared
knowledge of the partnership, their expertise and their
innovative views on education. We have come up with
some new insights into the way CLIL programmes are
implemented in the different countries, as well as some
clues on how to tackle the current challenges in the

COMMUNICATION FROM THE COMMISSION TO THE EUROPEAN PARLIAMENT, THE COUNCIL, THE EUROPEAN ECONOMIC AND SOCIAL COMMITTEE AND THE COMMITTEE OF THE REGIONS Draft 2015 Joint Report of the
Council and the Commission on the implementation of the Strategic framework for European cooperation in education and training (ET2020) New
priorities for European cooperation in education and training {SWD(2015)
161 final} [http://ec.europa.eu/education/documents/et-2020-draft-jointreport-408-2015_en.pdf]
COMMISSION STAFF WORKING DOCUMENT Supporting the Teaching Professions for Better Learning Outcomes. Strasbourg, 20.11.2012
SWD(2012) 374 final [http://eur-lex.europa.eu/LexUriServ/LexUriServ.
do?uri=SWD:2012:0374:FIN:EN:PDF ]

2

profession, especially in regards to using ICT, dealing
with special needs students, mixed ability groups, or
plurilingual education.
INTERNATIONALISATION
The project aim of expanding the European dimension
of our national and regional associations has been fully
accomplished. At a period of time when resources
are scarce, it is especially relevant not to be isolated
and to be as creative as possible when it comes
to optimising our strengths. Networking among
institutions from different countries that have similar
objectives is vital nowadays. During the development
of the project, participants have become aware of the
different cultural communication styles, and have
learned to value international exchange as part of their
internationalisation process.
We have to mention here again how interesting project
participants have found not only the experience of
working in international teams to design and deliver
training courses, but also the opportunity to take part
in group work during transnational project meetings,
as well as in informal chats and discussions on common
concerns. The process of contributing together to
building European common goals and targeting
common educational training needs has been very
gratifying for all of us.
FURTHER COOPERATION AND IMPACT
European cooperation between the partners will
continue, since CITA has given us hints on how to
improve the efficacy of our joint projects, making
them long-lasting and cost-efficient. The personal
links established during the project will enable the
associations to continue cooperation after the grant
is terminated, through the ongoing organisation of
mainly mobility activities for teachers using our own
resources. Besides, the activities promoted will be
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easily maintained, as we have designed them to be
long-term and low cost, looking for sustainability,
efficiency and transferability. The waterfall effect
brought about by organising some of the project
activities will see the cost and efficiency of further
events reduced.
These CITA Guidelines have been promoted and
disseminated at the final CITA Dissemination
Conference, with the participation of education and
civil stakeholders, both at national and European levels.
Diffusion of the different stages of the project has taken
place in the media, the local professional magazines,
teacher training activities, partners’ webpages and
social networks, as well as in local and international
teachers ‘conferences.
Thanks to the Erasmus+ grant, our common work will
hopefully be useful for other teachers and professionals,
and will be reflected in the daily teaching practice
of our members, providing a direct impact on the
education system.

7. CITA tools
Tool 1. Needs analysis questionnaire (sent online with
Google forms)
CITA NEEDS ANALYSIS QUESTIONNAIRE
Comments: Here is the original questionnaire that we
sent to members at the very beginning of the project.
Once the responses were analysed (see chapter 3), we
recommended the following changes:
- Do not ask questions to which the answers are
predictable or already known, such as on the best
means of communication.
- Keep the survey as short as possible to facilitate
getting as many responses as possible.
- Design more open items if new ideas are sought,
rather than offer the respondents a choice from among
your own ideas. For example, regarding fundraising,
it could have been more useful to ask respondents to
think of imaginative ideas for fundraising activities.

you can find Word templates of most tools at
(https://citaproject.wordpress.com)
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Tool 2. Invitation letter to participants’ education
authorities

CITA project
Doc. 2
Date: 16/10/14
From: MG
To: LT partners
This is to invite ……………………. , all members of LAKMA
(Lithuanian Association of Teachers of English as a
Foreign Language), to the first meeting of the project
CITA: Cooperation and Innovation in Teachers’
Associations,
2014_1_ES01_KA200_003382, of which LAKMA is a
partner organisation.
This project has been approved by the European
Commission to receive funding within the framework
of the programme Erasmus+, Ka2 Cooperation and
Innovation for the Exchange of Good Practices, and has
a duration of 24 months, from September 2014 until
August 2016. It is coordinated by APABAL (Association
of English teachers of the Balearic Islands), the third
partner being IATFL-HU (International Association of
English Teachers- Hungary.)
The meeting will take place in Palma (Mallorca, Spain)
from November 6 to November 9, 2014.
Palma, October 16, 2014
……………………………………
President of APABAL
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Tool 3. Consent form

Recording consent form
I hereby consent to being video recorded and/or
photographed during my participation in the Erasmus+
CITA project CLIL course in Vilnius on 30 June – 3 July
Date, name and signature
______________________________________

Permission of usage
I hereby give permission for the use of content
produced by me during the Erasmus+ CITA CLIL Project
in Vilnius on 30 June – 3 July to be used on online sites
and in face to face presentations for the sole purpose of
dissemination of educational knowledge and practice,
with full attribution to the author and the Erasmus+
CITA Project.
Date, name and signature
_____________________________________

Tool 4. Useful information for course participants

European project: Cooperation and Innovation in Teachers’
Associations (CITA)
CITA meeting 25-29 Oct 2015, New Teacher Profile
Course 26-30 Oct 2015
Useful Information
Accommodation for staff and ETP Course participants:
Arcadia Hotel
- 3 Madách Imre Square Budapest,1075
ETP Course venue: ELTE Trefort Ágoston Secondary
School 8 Trefort Street Budapest,1088
Emergency Services: 112
Currency: HUF – Hungarian Forint – central rate as of
today: 1 euro = HUF 309
Banks have a big margin between their sell /buy rates,
so it is better to look for Currency Exchange places:
VISTA 1061 Budapest Andrássy Street 1. (Entrance from
Paulay Ede Street) [TÉRKÉP]
STAR Exchange: 56 Bajcsy Zsilinszky út. 1057 Budapest
http://starchange-penzvalto.hu/elerhetoseg.php
Tourist Information Centres:
BUDAPESTINFO POINTs
• 1052 Budapest, Sütő u. 2. (Deák Ferenc tér) Open:
8–20
• 1146 Budapest, Olof Palme sétány 5. (Műjégpálya
épülete) Open: 09-19
BUDAPESTINFO POINT PARTNERs
• Vásárcsarnok, 1093 Budapest, Vámház körút 1–3.
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Open: H 6–17, K–P 6-18, Sz 6–15
• Keleti Railway Station, Információ Open: 7–19
• Budavár, 1014 Budapest, Tárnok u. 15. (Szentháromság
téri pavilon) Open: 9-18
Nearest ATM: http://atm.apoi.hu/
Public transport: Both the hotel and the venue of the
training are located in the city centre and it is an approx. 10
minute walk between the two places.
For bus, tram, metro – single ticket costs HUF 350, but
you can get a book of 10 tickets for HUF 3000. Tickets
must be bought in advance at newsagent’s or Ticket
Machines at the entrance of the Metro stations. Taxi:
+36 2 222 222
CONTACT PERSON in case you are lost :
………………………….. CITA coordinator from IATEFL-HU
mobile phone: +36 …………………

Tool 5. Event evaluation form for organisers
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Tool 6. Certificate of attendance

Tool 7. CLIL needs analysis questionnaire (sent online
with Google forms)
CLIL NEEDS ANALYSIS QUESTIONNAIRE
Dear Colleague,
This questionnaire is part of the CITA project
(Cooperation and Innovation in Teachers Associations)
funded by the European Union under the framework
of the Erasmus+ programme, Strategic Partnerships
KA2. The project is being developed by APABAL
(Balearic Islands), IATEFL-HU (Hungary), and LAKMA
(Lithuania.)
The purpose of this questionnaire is to gather general
information about practising CLIL teachers in Hungary,
Lithuania and Spain, as well as to learn what training is
necessary.
If you want to be contacted when CLIL teacher training
is available, please fill in the section with your personal
data.
It should take you about 5 minutes to complete the
questionnaire.
Your responses will be used for survey purposes only.
Thank you very much for your time.
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Tool 8. Novice teachers needs analysis questionnaire
(sent online with Google forms)
NOVICE TEACHERS NEEDS ANALYSIS
Dear Colleague,
This questionnaire is part of the CITA project
(Cooperation and Innovation in Teachers Associations)
funded by the European Union under the framework
of the Erasmus+ programme, Strategic Partnerships
KA2. The project is being developed by APABAL
(Balearic Islands), IATEFL-HU (Hungary), and LAKMA
(Lithuania.)
The purpose of this questionnaire is to gather general
information about teachers who have recently entered
the profession in Hungary, Lithuania and the Balearic
Islands, in order to know which support activities each
teachers’ association may offer.
Your responses will be used for survey purposes only.
It should take you about 5 minutes to complete the
questionnaire.
Thank you very much for your time.
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Tool 9. Meeting agenda
CITA project-Palma meeting
6-9 November 2014
Attendants:
APABAL: ……………………………
IATEFL-H: ……………………………………………..
LAKMA: ………………………………………………..
Accommodation and meeting rooms:
………………………………………………….
Agenda
Thursday, 6
Arrival of delegations
20:00 Evening get-together at hotel bar (street level)
Friday, 7
Morning session 9:30- 13:00
Lunch break: 13:00-14:30
Afternoon session: 14:30-18:00
• Introduction of partners: each partner explains the
context of their institutions, main activities carried out,
strengths and weaknesses, project expectations.
• Project overview: objectives, activities, outcomes and
evaluation
• Work plan discussion. Timeline revision
• Questionnaires (activity O1-A1 pg.17)
- Final drafts
- Target participants
- Planning of data analysis (activity O1-A2 pg. 18)
- Deadlines for tasks
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18:00 Palma City Tour http://www.mallorcatour.com/
(optional)
Free time and dinner
Saturday, 8
Morning session 9:00- 13:00
Lunch break: 13:00-14:30
Afternoon session: 14:30-16:00
• Planning of activities to be carried out by each
organisation from March to December 2015 (activity
O1-A3, pg. 18)
• Work planning in relation to the study of management
and administration issues (activity O1-A4, pg. 19)
• Budapest meeting (February 2015): tentative dates and
agenda
16:00 Optional visit to Palma city centre and shopping
21:00 Farewell dinner (sponsored by APABAL.)
Restaurant ……………………….
Sunday, 9 Departure of delegations

Tool 10. Meeting evaluation form
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Aspects to improve:
.......................................................................................
.......................................................................................
.......................................................................................
......................................................................................
Highlights
.......................................................................................
.......................................................................................
.......................................................................................
.......................................................................................
Comments
.......................................................................................
.......................................................................................
.......................................................................................
.......................................................................................

8. Appendices
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Appendix 3. How to keep a video diary
Dear job shadowing teacher,
I am Frank Prescott from IATEFLHungary and I’m going to give you some guidelines for
doing the video diary of your job shadowing.
First of all, I’d like to tell you what the purpose of
keeping a video diary is. The main purpose is to help
you to reflect on this extremely valuable developmental
opportunity and get the most out of it. By keeping
a regular diary, it is hoped that you will be able to
reflect on and talk about the most important parts of
your experience as you step into another teacher’s
shoes and live in their world. Inevitably you will
make comparisons, questions will arise and you will
have ideas for how you could try new things in your
own teaching context. By keeping a short daily video
diary, you will be able to verbalise and explore these
experiences while they are still fresh, and later you will
be able to refer back to them.
Another very important aim of creating a video diary is
to enable other English teachers in all three countries
involved in the CITA project, teachers who are not able
to do the job shadowing themselves, to be able to learn
from your experience by watching your diary. You may
also be able to make short videos in your host school
and to interview your host teacher (you will have to
get permission of course) and this too will be extremely
interesting to other teachers. For this reason we need
to get your signed permission to share your video diary
on our website so that many other teachers can benefit
from your experience.
A third reason is that I think it will make your job
shadowing even more rewarding to be able to share
what are you seeing and learning and to be able to
create a long lasting product of your stay. You can be
creative in where you make your videos and what you
choose to show in them about your surroundings and
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the places you are seeing. I think we all enjoy making
things and I really hope you will enjoy making a video
diary.
So, how do I do it?
Well, it’s really very simple: you need a video recording
device – if you have a smartphone that’s perfect, or
you can use a digital camera or a small flip camera
if you have one – and somewhere to upload your
recordings. In this case, I am going to ask you to use
Google Drive for uploading. Most of you will already
have a Google account (if you don’t, it’s very easy to
set one up) and you can then open your own Google
Drive folder very easily. Videos can be uploaded onto
it from a laptop or directly from your phone. You can
find out about it here: http://www.gcflearnfree.org/
googledriveanddocs/2/print
A suggested approach
I suggest you try the following approach:
a.
First experiment by making a short video
with your device and uploading it onto Google
Drive, just for practice.
b.
Make your first video entry just
before you leave, recording your thoughts and
expectations.
c.
Each day make a short video about what
you have experienced that day and your reflections
on the most interesting points.
d.
Finally, when you get home make
one last video looking back on the whole job
shadowing experience and reflecting on what you
have learnt.
Once you have finished your video diary please share it
with us: citaproject@googlegroups.com
And if you have any questions or problems, please
contact me and I’ll try to help: ......@gmail.com

Appendix 4. Graphic analysis of the CLIL questionnaire
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Appendix 5. Graphic analysis of the Novice Teachers
questionnaire
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Appendix 6. Event evaluation form: Creative Café
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