ISMLA advice on good practice – Duncan Byrne
Read also the notes on the powerpoint presentation
· Get all departmental staff involved in the exchange. Spread the trips around year on year rather than the same colleague being responsible each year; otherwise an exchange will die once a colleague moves on.

· Create close personal relationships with partner school staff. My preference is that staff stay with each other’s families rather than in hotels. This keeps costs down for pupils (inclusivity?) and helps to create these relationships, which are vital when things go wrong (as they inevitably will!).

Positive Publicity

· Publicity depends on the year group concerned.
· Tailor your publicity to the audience: stress educational value to SMT/parents and fun aspects (excursions etc.) to pupils.
· Publicise in assemblies / school magazines
· Make a video and post on school website / intranet
· Create Facebook group
· Twitter feed or Blog with uploaded pictures for parents while on trip. This can counteract pupils’ phone calls home about homesickness!
· Plan excursions really well. If pupils return from a trip raving about their excursions, news will filter down to the year group below for the following year. Such trips in my experience have been the tour of Mont St Michel over the quicksand with guides! (teacher gets stuck up to waist in sand and kids photograph); Brewery tour with tasting of non-alcoholic products for Year 11; vineyard and wine-tasting for U6th; chocolate museum in Cologne)
· Use local knowledge for excursions – when in Besançon for an exchange, I would never have thought to go to Lausanne (Switzerland) but this was suggested by partner school because of visit to Olympic Museum there – a clear hit for a boys’ school. 
· Similarly, if doing a town trail, think carefully about where to start/finish. I did the Annecy tour twice before realising that starting in front of the ice cream shop was a winner – the pupils speak non-stop about the 59 flavours!
· Ensure a high profile for the British leg of the exchange. Can pupils prepare an assembly for the relevant section of the school? Can you get other staff involved by teaching the exchange group how to play cricket etc. 
Senior Management

· Persuade SMT that all school trips needs to be advertised together at the end of the previous academic year. The exchange is always the cheapest and parents will often choose the trip with academic value if only they know it is an option. 
· The ski trips are always booked a year in advance so exchange trips must be too! We have a tendency to agree dates for the following year while on the current year’s exchange – this is too late!
· Ensure that pupils get a tangible benefit from participating. Persuade SMT to let pupils accompany partners during the British leg. The message then gets out that one gets a ‘day off’ if one participates! SMT likes boasting about its language exchanges to prospective parents – it must understand that for exchanges to flourish, such concessions help to create excitement and a desire to participate.
· When taking out foreign colleagues for a meal during the British leg, invite members of SMT.
Documentation

· The profiling form for arranging pairing of partners is difficult to get right. Here are some ideas:
· Information to be included will be photo, full contact details (inc. parents’ mobiles), information on hobbies and interests, siblings (and other adults living at the property – relevant particularly if parents are separated), special dietary requirements, medical information (allergies), religion (don’t pair a Muslim with a family that spends all Sunday at church).
· Include a section for parents to include their perspective on their child’s personality and interests.
· I would recommend that the profiling form is completed in the native language; although we tend to use the form as an opportunity to use the language, I would argue that it is more important to be certain that key information has not been made ambiguous by language mistakes.
· During pairing process, frequent phone calls / e-mails will be required before finalisation of pairs. Therefore leave plenty of time so that mistakes can be spotted.
· Start by pairing those with medical/dietary requirements. This will often need close liaison to find foreign families who are sympathetic to vegetarians etc.
· Try to pair pupils with severe allergies / asthma with partners whose parents are medical professionals.
· To meet the criteria established by the DCSF in Spring 2010, parents must be able to reject a pairing arrangement if they are dissatisfied. Clearly, we want to avoid this possibility by being upfront on the pairing procedure, but we must accept that this is their right even if it leaves us with a huge problem. I have been bailed out many times by questions I always include on the profiling form: “Are you prepared to host 2 visitors?” and “Are you willing to receive a visitor even if your son/daughter is unable to travel abroad with the trip?” When I have been left with late withdrawals, I have been able to go back to these forms and find host families at relatively short notice.
