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IGRP guidelines and expectations

The ANSI International Guest Researcher Program (IGRP) is designed to facilitate information sharing and staff-level relationship-building between ANSI and our counterparts around the globe. This program creates an opportunity for interested professionals to conduct research or to work on projects at our headquarters in Washington, DC for periods ranging from two months to one year.  IGRP participant work on projects or undertake research that brings mutual benefit both to their home institute and to ANSI. This document outlines the guidelines and expectations for individuals participating in the IGRP.

roles and responsibilities
Reporting structure: Guest researcher(s) will work under the supervision of and will report to Ms. Elise Owen, Director of International Development. Guest researcher(s) will refer to Ms. Owen or a designated member of his/her team for daily interactions, including:

(1) receiving and reporting work assignments;

(2) requesting assistance in daily work activities;

(3) addressing questions or concerns with work at ANSI or with life in the U.S.;

(4) discussing weekly schedule, approving planned and unplanned leave; 

(5) completing quarterly and final performance evaluations.

Initial Briefing: Upon the guest researcher’s arrival at ANSI, he/she will be provided with a briefing to review all of the guidelines and expectations outlined in this document; to receive an overview of ANSI, its roles and responsibilities; and to review the guest researcher’s objectives for their time at ANSI.

Workplace facilities: ANSI will provide each guest researcher with a work station at ANSI’s Washington, DC offices (1819 L Street NW, Sixth Floor; Washington, DC 20036) including a fixed line telephone, wireless internet access, office supplies, and access to printing facilities. The guest researcher is responsible for bringing his or her own laptop computer to be used while working at ANSI.

Responsibilities: Guest researcher(s) will assist the ANSI International Policy Department with agreed upon tasks and projects as outlined in Annex Three of this document.
Performance Evaluations: ANSI will conduct a quarterly performance evaluation of each individual guest researcher to assess the quality of the work produced, provide high-level guidance, and to discuss and concerns of ANSI or the guest researcher. 
Mission Evaluation: At the completion of his/her time at ANSI, each individual guest researcher will be asked to write a report and deliver a presentation to relevant ANSI staff and members summarizing his/her experiences at ANSI, what he/she has learned, how he/she will use the information gained through the experience at ANSI, and proposed recommendations and next steps. 
Living Expenses: Housing, transportation and other associated living expenses are strictly the responsibility of each individual guest researcher and/or the guest researcher’s home organization. To assist in facilitating the transition to Washington, D.C., guest researchers can find useful information on housing at the following sites:

· Average rental prices in Washington, D.C. metro area
· Average rental prices in Washington, D.C.
· Craig’s List
· Google
· Rentals.com
· Washington Post
· Rent.com
· 4wallsindc.com
· 4wallsindc.com (Student Directory)
· Average rental prices in Washington, D.C.
(Please note than these sites are provided by ANSI for information only and are in no way endorsed by ANSI)

ansi workplace expectations
Workweek: ANSI’s normal work week (5) days, Monday through Friday. On work days, guest researchers will be expected to be physically in the ANSI offices during the normal work hours of 9:00 a.m. through 5:00 p.m. unless alternative arrangements have been made in advance with ANSI.

Vacation: Guest researchers will accrue vacation days at a rate of 0.83 per month. For a one year mission, this is equivalent to 10 vacation days throughout the year. Vacation must be taken in a minimum of half-day increments, and must be approved at least one week in advance by the IGRP Administrator. Vacation should be scheduled at a mutually convenient time for the guest researcher and ANSI, so as not to cause any undue disruption in work.

Dress code: Guest researchers should wear business attire to the office. Additional information regarding on ANSI’s dress code are outlined in Annex One. Any questions regarding ANSI’s dress code should be directed toward the IGRP Administrator.

Use of Information Technology System: All guest researchers are required to comply with the policies and procedures contained in ANSI’s “Information Technology (IT) Systems Policies and Procedures Manual” (The “IT” Manual). The IT Manual will be provided to guest researchers when they are issued IT equipment and will serve as the guideline for the use of IT computer and telephone systems hardware, software, and other services. Guest researchers should direct any questions or concerns regarding this manually or ANSI’s IT policies to the IGRP Administrator. 
English Language Skills: Guest researchers are expected to be able to read, write and speak the English language well enough to interact comfortably with ANSI staff and members, and to perform all project and tasks assigned to them. Guest researchers should have at least the equivalent of a Level 3 on the U.S. Interagency Language Roundtable (ILR) scale. Additional details regarding about English language skill expectations for guest researchers can be found in Annex Two. 

I understand and agree to abide by the International Guest Researcher Program Guidelines and Expectations. 
Guest researcher
(Print Name)

(Signature)

(Date)
Senior representative of Guest researcher’s Home organization
(Print Name)

(Signature)

(Date)
Representative of the american national standards institute (ANSI)
(Print Name)

(Signature)

(Date)
Annex one:  dress code
Guest researchers should wear business attire to the office and at all other work-related meetings and functions. ANSI’s Business attire generally includes:

· Suit (pants/skirt and jacket) 

· Button-down shirt (for men)

· Tie (for men)

· Dress shoes

As a general rule, the following guidelines should provide reliable indicators for acceptable attire:

· Necklines should be conservative

· Shoulders should be covered

· Skirts should be at least knee-length or longer

· Fitted attire or attire bearing large, conspicuous logos is not permitted

· Hats, sunglasses are not permitted

· Jeans are not permitted

· Athletic shoes/sneakers are not permitted

Annex Two:  Expectations for English Language Skills
Guest researchers are expected to be able to read, write and speak the English language well enough to interact comfortably with ANSI staff and members, and to perform all project and tasks assigned to them. Guest researchers should have at least the equivalent of a Level 3 on the U.S. Interagency Language Roundtable (ILR) scale. The specific criteria are outlined below, and additional information (including a self-assessment tool) can be found at the ILR Homepage: 
Speaking: Able to speak the language with sufficient structural accuracy and vocabulary to participate effectively in most formal and informal conversations in practical, social and professional topics. Nevertheless, the individual's limitations generally restrict the professional contexts of language use to matters of shared knowledge and/or international convention. Discourse is cohesive. The individual uses the language acceptably, but with some noticeable imperfections; yet, errors virtually never interfere with understanding and rarely disturb the native speaker. The individual can effectively combine structure and vocabulary to convey his/her meaning accurately. The individual speaks readily and fills pauses suitably. In face-to-face conversation with natives speaking the standard dialect at a normal rate of speech, comprehension is quite complete. Although cultural references, proverbs and the implications of nuances and idiom may not be fully understood, the individual can easily repair the conversation. Pronunciation may be obviously foreign. Individual sounds are accurate: but stress, intonation and pitch control may be faulty.

Examples: Can typically discuss particular interests and special fields of competence with reasonable ease. Can use the language as part of normal professional duties such as answering objections, clarifying points, justifying decisions, understanding the essence of challenges, stating and defending policy, conducting meetings, delivering briefings, or other extended and elaborate informative monologues. Can reliably elicit information and informed opinion from native speakers. Structural inaccuracy is rarely the major cause of misunderstanding. Use of structural devices is flexible and elaborate. Without searching for words or phrases, the individual uses the language clearly and relatively naturally to elaborate concepts freely and make ideas easily understandable to native speakers. Errors occur in low-frequency and highly complex structures. 

Listening: Able to understand the essentials of all speech in a standard dialect including technical discussions within a special field. Has effective understanding of face-to-face speech, delivered with normal clarity and speed in a standard dialect on general topics and areas of special interest; understands hypothesizing and supported opinions. Has broad enough vocabulary that rarely has to ask for paraphrasing or explanation. Can follow accurately the essentials of conversations between educated native speakers, reasonably clear telephone calls, radio broadcasts, news stories similar to wire service reports, oral reports, some oral technical reports and public addresses on non-technical subjects; can understand without difficulty all forms of standard speech concerning a special professional field. Does not understand native speakers it they speak very quickly or use some slang or dialect. Can understand implications and emotional overtones.
Reading: Able to read within a normal range of speed and with almost complete comprehension a variety of authentic prose material on unfamiliar subjects. Reading ability is not dependent on subject matter knowledge, although it is not expected that the individual can comprehend thoroughly subject matter which is highly dependent on cultural knowledge or which is outside his/her general experience and not accompanied by explanation. Text-types include news stories similar to wire service reports or international news items in major periodicals, routine correspondence, general reports, and technical material in his/her professional field; all of these may include hypothesis, argumentation and supported opinions. Misreading is rare. Almost always able to interpret material correctly, relate ideas and "read between the lines," (that is, understand the writers' implicit intents in text of the above types). Can get the gist of more sophisticated texts, but may be unable to detect or understand subtlety and nuance. Rarely has to pause over or reread general vocabulary. However, may experience some difficulty with unusually complex structure and low frequency idioms. 
Annex three:  igrp workplan 
Note:  The following is a sample outline of responsibilities based on the responsibilities of a past guest researchers at ANSI.  The outline will be tailored to the tasks and projects agreed upon by ANSI and each individual IGRP candidate.
The guest researcher will support the expansion of Standards Portal (www.standardsportal.org) to include information on the U.S. standards and conformity assessment system in the Korean language, and information on the Korean standards and conformity assessment system in the English and Korean languages.  

Prior to arrival at ANSI, the guest researcher should work to gather information on the Korean standards and conformity assessment systems, and other key information that would be of interest to U.S. companies and other stakeholders.  This effort will support successful completion of Tasks 1, 2 and 3 below.

Upon arrival at ANSI, the guest researcher’s principle tasks will include:

(1) Drafting information on the Korean standards and conformity assessment systems that U.S. businesses could use to access the Korean market more effectively.  This information will follow the structure and format used for U.S. content on Standards Portal and will include (but not limited to) information on:

· Korean Standardization System, including how the system functions, who the key actors are, and a summary of the Korean standards strategy 

· Korean Conformity Assessment System, including conformity assessment approaches used, key actors involved, and a summary of the Korean conformity assessment principles

· Organizational charts of key institutions in the Korean standards and conformity assessment systems

· Directories of Korean standards developing organizations (SDOs) and/or technical committees, conformity assessment bodies, regulatory agencies, and trade associations.  These directories should follow the format for U.S. directories of SDOs and trade associations outlined on the Standards Portal test site (http://testportal.ansi.org).

(2) Translating the content currently found on the Standards Portal test site (http://testportal.ansi.org) from English to Korean.

(3)  Working with ANSI to develop a promotion plan to raise awareness of the Standards Portal among Korean policy makers, companies and other stakeholders.  The guest researcher will provide guidance on local Korean culture, customs, events, etc.

(4) Ongoing tasks to support ANSI International Policy Department operations.  These tasks will

be assigned on a day-to-day basis by the IGRP Administrator.

At the conclusion of the guest researchers’ time at ANSI, the outcomes of Tasks 1-3 above will be reviewed by ANSI, and by the guest researcher’s home organization.  If the outcomes of these tasks are suitable to both organizations, then the information on the Korean standards and conformity assessment systems and the Korean language version of the information on the U.S. standards and conformity assessment systems will be added to the Standards Portal.
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