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Certificate in English Language Teaching (CELT) Handbook for Course Providers:
Key Standards & Guidelines

INTRODUCTION 

Background

The English Language Teaching Registration & Qualifications Recognition Project was launched in July 2000 with an overall objective of further promoting and establishing Ireland as a centre for excellence in English language education.  With this in mind, one of the primary aims of the project is to develop a framework for recognition of English Language Teaching qualification awards offered in Ireland and provide routes for career development for English Language  professionals in Ireland.  The initiative for the scheme was conceived and developed with stakeholders from across the recognised ELT sector and the principle of consultation, feedback and evaluation has been maintained throughout the development of Stage One (Initial TEFL Qualification Awards) of the scheme.
In early 2007, with feedback from course providers and trainees, we upgraded the certificate standards to bring them in line with international norms, and to meet the increasingly diverse needs of the EL learning sector in Ireland.  This change takes effect as of September 2007, with a rebranded certificate called the Certificate in English Language Teaching (CELT) being on offer from this time. This replaces the Initial TEFL Certificate.
Aims 

The aims of the project were to promote and sustain the good practice standards of the ELT awards provided in Ireland, and this remains the overall aims of the scheme as it has been implemented and upgraded.  The process of recognition sets out to formally recognise these standards.  It also provides a guarantee of the quality standards of the ELT qualifications for the following:

 • potential trainees planning to undertake ELT courses;

 • inservice English Language (EL) teachers who are interested in furthering their 
    professional development; 

 • organisations that employ EL teachers .

Specifically the recognition scheme has the following objectives:

• to clearly articulate the key standards upon which recognition of courses leading to 

  ELT qualifications is determined;

• to ensure an independent quality guarantee of these standards for all those qualifications 

  that are recognised;

• to provide a clear and unambiguous application process for those course providers
  applying for recognition for their qualifications;

• to support those applying for recognition with this handbook for the pre-service award 
  which explains the framework of recognition and procedures to be followed.

Who is Eligible?

Educational organisations of all types, nationally and internationally, that provide courses leading to ELT qualifications and who:


• provide ELT courses in Ireland;


• are deemed to fully satisfy the key standards for their ELT qualification as described in 

  the Handbook;


• successfully complete the application process. 

How long does the application process take?

Applications are scrutinised by the Accreditation and Coordination of English Language Services (ACELS), a section of the NQAI,, normally within eight- ten weeks. 

Who does what?

It is the task of ACELS to scrutinise all applications and determine an outcome. The Head of ACELS reports to the Recommendation Committee.  The Committee makes the decision on whether a course provider receives recognition or not.  It is envisaged that the decision-making structure will be revised in line with the Higher Education Training and Awards Council (HETAC) validation procedures.

For the initial period, the formal statement of recognition is endorsed by the Department of Education & Science and issued by ACELS on their behalf.

How is the scheme financed?

This scheme is self-financing.  It is proposed to finance itself via an initial application fee, an annual fee for renewal of recognition per course provider, a fee for moderation, and a levy of Euro 35 for the issuance of the recognised certificate for each successful trainee of a recognised course.  ACELS reserves the right to levy an application fee to cover administration costs for award bodies applying from outside Ireland.
Who applies for recognition?

Applications for the recognition of (a) course(s) leading to a specific ELT qualification are made by the course providers.  Applications are accepted from:

• organisations recognised by the Department of Education & Science for the teaching of English as a foreign language (English Language Teaching Operations) which provide ELT courses;

• educational institutions in the state sector which provide ELT courses, e.g., universities, institutes of technology, VECs. 

The recognition, once awarded, applies to 

· all course providers 

· a successful graduate of any of these recognised courses.

What awards levels are covered by recognition?
· the pre-service certificate (CELT) - see Section 1
· the inservice certificate for state-qualified teachers for the teaching of English as a foreign language to secondary level students (PrepCert ELT) - see Section 2
· the inservice diploma (tba)
Certificate in English Language Teaching - CELT
What are the standards that must be satisfied by all recognised course providers?

The baseline standards upon which the recognition of pre-career ELT Certificate Courses in Ireland are based are expressed as five Key Standard Statements (see Section One).  These key standards reflect the ELT context & good practice standards in Ireland and international ELT norms & good practice.  The Key Standards describe the benchmark minimum standards of pre-career certificate courses on the understanding that the certificates gained from these courses signify a formative starting point for teachers in the ELT sector.  
The Key Standards cover the following areas:

•the entry requirements for applicants and the entry procedures for admission 

 on to course programmes;

•the course programme duration and the number of course programme hours;

•the course programme design and ELT content;

•the procedures for the assessment of trainee achievement following the Common Assessment Framework (see Annex 1));

•the procedures that assure the quality of the management and the delivery of 

 course programmes and the assessment of trainee achievement.

To ensure that each Key Standard is transparent and accessible, related guidelines have been developed that outline the processes required to satisfy each Key Standard.  The guidelines for each of the Key Standards aim to provide

· a guideline description of what is included in each key standard;

· clear statements of the assessment outcomes for each of the Key Standard guidelines for course programmes

· documentation that can be used to demonstrate that each Key Standard is being met.

Conditions governing use of legend for recognition

Once recognition has been conferred, recognised CELT course providers may use the following legend on their promotional material: 

‘The Certificate in ELT (CELT) is recognised by the Accreditation and Coordination of English Language Services (ACELS), a section of the National Qualifications Authority of Ireland.’

Note:
i) Course providers no longer recognised must omit the legend from publicity material and headed paper.

ii) Course providers which have applied for, but have not yet been granted recognition may not indicate in any way on their promotional material or headed paper that they are in the process of application.

iii) The NQAI-ACELS reserves the right to visit or inspect a course provider at all reasonable times. All recognised course providers are automatically included in the moderation of courses.
You may consult the ACELS website for further information at www.acels.ie (click on the Teacher Training button)
Section One 

All courses leading to the Certificate in English Language Teaching (CELT) must satisfy the following key standards.

KEY STANDARD 1: Trainee Entry 

1 Trainee entry

Decisions to accept or reject an applicant should be informed by procedures that satisfy course providers that trainees have the skills and language competence to undertake the course, and also that:

1.1 Trainees have the study skills required to complete a pre-career ELT course and 


course work.  Specifically providers should use: 

• application procedures that obtain all the relevant information about an 

  applicant’s qualifications and previous educational and, where relevant, 

  work experience; 

• screening procedures that enable individual applicants to demonstrate 

  that they have the study skills required to complete the course 

  programme and course work.

1.2 Trainees are able to communicate clearly, correctly and appropriately in spoken 

and written English.  Specifically providers should:

• use assessment procedures, at entry, that confirm the level of each 

  course applicant’s spoken and written English;

• accept applicants on to courses only when they demonstrate that they 

  meet the standard of written and spoken English required to undertake 

  the course programme and complete the course work.

KEY STANDARD 1:
Trainee Entry 

Required documentation for Key Standard 1
The course submitted for recognition satisfies Key Standard 1 and related guidelines for trainee entry.  

The following documents provide evidence of the delivery of this key standard and are attached in appendix 1.

Please tick the boxes below, to indicate submission of the required documentation.  If necessary, please add reference to any other relevant documentation you have included, as evidence to support the delivery of this key standard:

I. application form and accompanying information for trainees.

II. procedures for screening applicants, e.g. interviews, 

  pre-course tasks

III. standard criteria for accepting an applicant onto a course

IV. standard letter to applicants of acceptance on course

         V. 
standard letter to applicants of non-acceptance on course


  VI. 
form specifying requirements for non-native speaker 

applicants (if relevant)

KEY STANDARD 1: Trainee Entry Requirements
Points of clarification
1a
Application form: preliminary information should specify the minimum eligibility requirements needed for a place on a training course.

1b
Eligibility: applicants are required to attach copies of their qualifications when submitting their application form.  A C.V. is not sufficient.

Note: Non-Level 7 (normally an Ordinary degree on the NFQ) holding applicants may be admitted onto courses.  It should be communicated in writing pre-course that the applicant will not comply with the Department of Education & Science criteria for employment of English language teachers in the recognised ELT sector in Ireland.
KEY STANDARD 2: Course Duration and programme hours

2
Course Duration and programme hours

Course programmes will be no less than four weeks duration and include no less than 120 hours of study for each trainee.  

Programmes will incorporate a combination of:

- input sessions*;

- feedback sessions;

- review and evaluation sessions;

- micro and team teaching;

- classroom observation;

- assessment;

- trainer-directed study

- supervised practice teaching.
Courses are required to include the following:

· a minimum of 100 hours input
•include trainer assessed practice teaching of genuine EL learners by each trainee.

*Note: where input sessions are concerned, it is understood that allowance is made for the trainer’s arrival and departure, intervals for transition, ‘breathing spaces’ etc.
KEY STANDARD 2:
Course duration & programme hours 

Required documentation for Key Standard 2
The course submitted for recognition satisfies Key Standard 2 and related guidelines for course duration and programme hours.  

The following documents provide evidence of the delivery of this key standard and are attached in appendix 2.

Please tick the boxes below, to indicate submission of the required documentation.  If necessary, please add reference to any other relevant documentation you have included, as evidence to support the delivery of this key standard:
V. copies of timetables for all course programmes offered 



   (including trainer-directed study)

VI. a list of all input sessions on the course specifying the 
  total time allotted to their delivery

VII. documentation describing the attendance policy, and procedures 

  for trainees who do not meet minimum attendance specifications

VIII. a list of activities carried out by trainees as part of the trainer-   
                directed study 
KEY STANDARD 2: Course Duration and programme hours

Points of clarification


2a
Duration: courses may be full time or part time.  Full time courses 



must be a minimum of 4 weeks duration.

2b
Teaching Practice (TP): there should be a minimum of 6 

supervised and assessed TPs for each trainee.  These should represent a total of 360 minutes organised in blocks deemed appropriate by the course provider.  A minimum of 360 minutes must be assessed and count towards the trainee’s final grade.

2c
Trainee attendance requirements: a minimum of 90% of the  programmed hours must be attended.  100% attendance for 

teaching practice is compulsory.


2d
Classroom observation: there should be a minimum of 6 classroom 

observations.  These should represent a total of 6 hours organised in blocks deemed appropriate by the course provider.  These should be a combination of live observation and video observation of real classes.  Of these, there must be a minimum of 2 live observations of 2 distinct levels of a full lesson.  The remaining time may be made up of video observations.

2e
Team teaching: the first teaching practice may be delivered as a team (2-4 trainees) and this is calculated as the number of minutes taught for each trainee, e.g.. 4x 15 minutes= 60 minutes (to be calculated as 15 minutes TP per trainee).

2f
Trainer-directed study: this should comprise required set tasks and assignments throughout the course to be completed by the trainee with clear guidelines and guidance from the trainer(s). These should be done independently by the trainee with a focus on raising self-awareness and enabling structured reflection on learning. 

KEY STANDARD 3: Course programmes

3 Course programmes
Course programmes should be designed to incorporate a balance between face-to-face input & trainer-directed study.  Specifically this includes:

3.1 Input that introduces planning, preparation and evaluation of individual lessons 

      and programmes of work.  This should include an introduction to:

• the principles of effective planning and evaluation of individual 

  lessons and programmes of work;

• familiarity with different types of lesson plans, syllabuses and 

  programmes of work and how they are used to plan and prepare for 

  teaching.

Assessed course work, including practice teaching, that enables successful trainees to demonstrate that by the end of the course they can:

• plan and prepare individual lessons (which are clearly part of a 

   programme of work) for learners at a variety of levels;
  • evaluate their own and others planning and preparation and learn 

  from this feedback to improve future practice.

3.2 Input that introduces the background to the English language and the language 

      systems of English and how to apply this basic knowledge to effective 

      learning.  This should include an introduction to:

• the relationship between language and culture; 

• the 
practical implications of some of the significant similarities and 

  differences in English with reference to other languages;

• the basic concepts and terminology for analysing and describing 

  language.

Assessed course work, including practice teaching, that enables successful trainees to demonstrate that by the end of the course they can:

• use basic concepts for the analysis and description of language and 

  language use and apply this basic knowledge to planning and 

  teaching;

• identify some significant differences  between English and at least 

  one other language and use and apply this knowledge to their 

  planning and teaching.

3.3 Input that introduces current language learning theories and teaching 


methodologies relevant to ELT.  This should include an introduction to:

• language learning theories and teaching methodologies relevant to 

  ELT;

· the concept of learner training and the development of learner independence.

Assessed course work, including practice teaching, that enables successful trainees to demonstrate that by the end of the course they are:

• able to apply and use these current language learning theories to  

  support their planning and preparation for teaching groups of 

  learners;

• able to apply and use these current language learning theories to 

  their teaching.

·  able to foster and integrate learner training and the development of learner independence in the classroom

3.4 Input that introduces a range of teaching techniques to support and facilitate 

      learning and performance.  This should include an introduction to:

• techniques for teaching language systems and  related aspects of 

  language including phonology, grammar, lexis, and discourse;

• the basic principles of teaching reading, speaking including 

  pronunciation, listening and writing to a variety of levels of learners;

• techniques for teaching learners how to communicate in English, 

  relating language form to its communicative purpose.

Assessed course work, including practice teaching, that enables successful trainees to demonstrate that by the end of the course they can teach learners to:

• develop and sustain their language and language skills so that 

  learners relate language systems and form to communication, i.e. 

  meaning;
3.5 Input that introduces classroom management. This should include an 

      introduction to:

• the management of learners, classroom technology, aids & resources, specifically:

· the background to effective classroom management techniques that foster learning; 

· the background to the effective organisation of the classroom 


and management of whole group, small group and pair work.

· a range of classroom technology, aids, resources and how to select 


use and manage them effectively. 

· a range of teaching situations from resource limited to resource rich classrooms
Assessed course work, including practice teaching, that enables successful trainees to demonstrate that by the end of the course they can:

• manage and facilitate learning through whole group, small group, 

  pair and individual work;

• select and use a range of classroom technology, aids and resources 
  appropriately in the classroom.

3.6 Input that introduces how to evaluate, select and adapt ELT course materials 

      and resources for use with learners at different levels.  This should include an 

      introduction to:

• a range of published ELT course books, materials and resources, 

  including teachers’ books, a range of authentic material for use with
  EL learners; 

• the basic criteria for the evaluation and selection of published ELT 

  course books, materials& resources and authentic material;

• how to use ELT course books and teachers’ books for EL planning 

  and teaching purposes;

• how to adapt ELT course books, materials & resources  and 

authentic materials to meet the backgrounds and needs of learners.

Assessed course work, including practice teaching, that enables successful trainees to demonstrate that by the end of the course they are:

• able to select from a range of published ELT course books, resources  

  and materials for use with specific groups of learners;

• able to use and adapt ELT course books ,materials & resources and 

  authentic materials so that they meet the language learning needs of 

  specific groups of learners.

3.7 Input that introduces how to monitor and evaluate learners’ language learning 

      needs, competence and achievements.  This should include an introduction to:

• the concept of needs analysis and how this is applied to identifying 

  and evaluating the language learning needs of learners;

• the background to sources of error, and techniques used for error 

  correction, 
·  methods for evaluating learners’ language competence, progress 

  and achievements;

• familiarity with the task types and formats used in a limited range of 
  formal and   informal ELT placement, progress and achievement tests.

Assessed course work, including practice teaching, that enables successful trainees to demonstrate that by the end of the course they can:

• identify and analyse learners’ language learning needs at a basic   

  level, and use this knowledge to plan and teach learners;

• monitor and evaluate learners’ performance and progress and 

  use this knowledge to plan and teach groups of EL learners;

• identify learning outcomes for individual learners and suggest ways 

  in which their learning needs can be met;
·  identify errors and use appropriate error correction techniques.
3.8 Input that introduces the concept of continuing professional development for 
      ELT and how to evaluate, review, and reflect upon feedback about teaching

and use this to inform future good practice.  This should include:

• what constitutes continuing professional development, and its 

  importance for ELT professionals;

• practical approaches to self, peer and independent review and 

  evaluation of practice;

• career development pathways for the professional EL teacher in the 
  context of an institution and the ELT profession generally.

Assessed course work, including practice teaching, that enables successful trainees to demonstrate that by the end of the course they can:

• reflect on and evaluate their own practice and benefit from feedback 

  by peers and course tutors.

KEY STANDARD 3:
Course programme 
Required documentation for Key Standard 3
The course submitted for recognition satisfies Key Standard 3 and related guidelines for course duration and programme hours.  

The following documents provide evidence of the delivery of this key standard and are attached in appendix 3.

Copies of timetables and lists of input sessions, submitted under KS 2: Documentation Required, must show evidence that input for KS 3 (3.1-3.8) has been covered.
Please tick the boxes below, to indicate submission of the required documentation.  If necessary, please add reference to any other relevant documentation you have included, as evidence to support the delivery of this key standard:

IX. documentation describing supervised and assessed TPs

 – standard procedure, feedback cycle, intended outcomes,


  recording of grade 

X. copies of observation sheets for supervised and assessed TPs 

XI. documentation describing team teaching – standard 



procedure, rationale and intended outcome(s) 

XII. documentation describing micro-teaching – standard 

procedure, rationale and intended outcome(s) 


XIII. documentation describing classroom observations – 

rationale, standard procedure for arranging observations,

intended outcomes

XIV. documentation describing review& evaluation sessions – 

rationale, standard procedure for sessions, intended outcomes

VII.
a list of the recommended and required pre-course and course    

reading 


XV. a list of all ELT literature, journals and published research 

available to the trainee


XII.
list of all teaching aids and technology available to the trainee

KEY STANDARD 3: Course programme 
Points of clarification

3a
Course syllabuses: the syllabuses should illustrate a range of different types of syllabus, e.g. communicative, task-based, grammar translation, functional.

3b
Programmes of work: the programmes of work should illustrate a range of different types of course programme.
3c
Teaching Practice: supervised and assessed TPs are observed by a trainer for the whole duration of the teaching practice.  The trainee receives post lesson feedback of minimum 20 minutes duration with written feedback.  There should be a minimum of 1 supervised assessed TP which requires the trainee to plan and deliver a 45-55 minute lesson, i.e. a full lesson.  A TP must have a minimum of 3 genuine EL learners taking part.

Supervised and assessed TPs are observed by a trainer and the trainee 

receives a grade with written feedback.  There must be a minimum of 6 supervised and assessed TPs.  Assessed TPs must be planned and delivered by a trainee to a group of genuine EL learners with a trainer observing and assessing. 

3d
Observation sheets for TPs: there should be a separate observation sheet for each TP.  The observation sheets should be signed by the trainee and the trainer and the original copy retained in the trainee’s file.  The grade awarded must be recorded on the observation sheet.

3e
Team teaching: this involves the team planning and delivery of a complete lesson by a maximum of 4 trainees.  
3f
Micro-teaching: this involves group or individual planning and delivery of a lesson or part of a lesson to a group of peers.  

3g
Classroom observation: these must include a pre-specified purpose, e.g., observing classroom interaction patterns, and an opportunity for post observation reflection on the part of the trainee

KEY STANDARD 4: Assessment of trainee performance

4 Assessment of trainee performance
The assessment of trainee performance follows the Common Assessment Framework (see Appendix 1 of this document) and includes the two assessed components (Teaching Practice; Portfolio modules). This covers continuous and end-of-course assessment, moderated by an inspector from the external recognition body.  

Specifically the assessment of course work assignments, by not less than two course trainers, should ensure:
· a range of course work assignment types designed, in combination, to allow 

 trainees to demonstrate their  achievement of all the learning outcomes, derived 

 from key standards 3.1 to 3.8 inclusive, for course programmes;

· assessment criteria for each assessed module or teaching practice that are 
 anchored at the level of the learning outcomes for the relevant key standard(s); 

· assessment criteria and related mark schemes for each assessed module or 


  teaching practice that are descriptive and analytical;

· formative assessment of each trainee’s achievement for both their written work 

 and their teaching;

· summative assessment of each trainee’s achievement for both their written work 

 and their teaching;

· access for all trainees to groups of genuine EL learners at a minimum of two 

 levels of language ability, for assessed planning and practice teaching purposes;

· individual feedback on, and access to records of, progress and performance for all 
 supervised and assessed course work, for each trainee;

· clearly documented rules and procedures for all results and awards;

· information for all trainees about modular arrangements, attendance 

requirements,  assessment, assessment procedures, the criteria for assessment,  submission dates  and arrangements for resubmission, transfer, withdrawal, complaints and appeals; 

· information for trainees in regard to the external recognition of certificates.
KEY STANDARD 4:
Assessment of trainee performance
Required documentation for Key Standard 4
The course submitted for recognition satisfies Key Standard 4 and related guidelines for course duration and programme hours. 

The following documents provide evidence of the delivery of this key standard and are attached in appendix 4.

Please tick the boxes below, to indicate submission of the required documentation.  If necessary, please add reference to any other relevant documentation you have included, as evidence to support the delivery of this key standard:

XVI. a breakdown of all elements, e.g. modules (incl. tasks, activities), 

TPs, required and/ or assessed for the awarding of the trainee’s 

final grade

XVII. documentation describing assessment criteria for the trainee’s 
assessed modules (incl. tasks, activities) covering continuous and 
end-of-course assessment

III.

the criteria for assessment of supervised TPs


IV.
documentation describing the rules and procedures for trainee 



results and grades
V. documentation for trainees outlining course requirements 



including attendance, assessment, assessment procedures, the 

criteria for assessment, submission dates and arrangements 

for resubmission, transfer to another course, complaints and 

appeals, withdrawal from course


VI. documentation providing information for trainees on the 


external recognition of certificates

KEY STANDARD 4: Assessment of trainee performance
Points of clarification

4a
Trainee assessment: the documentation describing the assessment should clearly specify the system proposed.
4b
Assessed Teaching Practice: the assessment criteria of any teaching practice should reflect the input already provided on the course.  Trainees should have previously observed a lesson at the level of the proposed TP class before the assessed teaching practice takes place.

4c
Assessed Teaching Practice: each assessed TP should be carried out and assessed by one allocated member of the training team.  There should be a minimum of 2 trainers involved in carrying out the total number of each trainee’s TPs.

4d
Assessed Teaching Practice: it is compulsory for a trainee to pass the teaching practice component of their overall assessment in order to pass the course.  

4e
Awarding of final grade: the awarding of each trainee’s final grade is carried out by the Course Director in consultation with the training team.

KEY STANDARD 5: Quality assurance

5 Quality assurance

The quality of the delivery of courses, the assessment of trainees’ achievement, the award of the certificate, the premises and the resources should be assured by appropriate management systems.  Specifically the quality assurance should guarantee:

5.1 The course programme is designed, delivered and evaluated by 

experienced teacher trainers and that there is a formal process of 

feedback, review and evaluation of the course programme on a 

systematic basis.

      This includes:

• employing a nominated Course Director responsible for all aspects 

related to the organisation and delivery of courses;

· employing a course team of teacher trainers with a variety of 

  teaching, teacher training, course design and evaluation experience;

• regular opportunities for staff development and standardisation; 

• arrangements for gathering feedback on a regular basis from trainees 

  and course trainers;

• the regular review and evaluation of the course programme that takes 

  account of developments in ELT professional research & practice 

  and feedback from trainees and course trainers;

• management systems that ensure that all the key standards and 

  related guidelines and specifications are satisfied at all times.

5.2 The assessment of candidate achievement ensures that the pre-career certificate 

      in ELT is only awarded to those trainees that have completed the course 

      attendance requirements and demonstrated their achievement of the learning 

      outcomes for the key standards, 3.1 to 3.8 inclusive.  This includes: 

• clear documentation about the professional role, responsibilities and 

  accountabilities of course trainers involved in the assessment of 

  candidate achievement;
• clear documentation about the appointment, induction and 

  standardisation procedures for all course trainers;

• access to the terms of reference for the external inspector;

• a specified time frame for the communication to trainees of all final 

  results and granting of awards;

• maintenance of permanent records in secure conditions of all results and 

  awards;

· a system for communication to the external recognising body detailing 
  all results and certificates awarded.
5.3 The premises and resources for the course include accommodation, and 

practice teaching and observation opportunities in classrooms with 

appropriate technology and classroom aids. 

For the duration of the course this includes:

• appropriately furnished, ventilated and heated accommodation 

  designated for the use of trainees and trainers with:

- * the use of sufficient teaching, and study space;

- access to an ELT library / designated ELT library space to support 

  the reference and study demands of the course programme;

- classrooms that include appropriate technology and aids for ELT 

  teaching purposes.

• access to a range of up-to-date ELT classroom teaching materials, 

  technology  and classroom aids;

• available opportunities to observe experienced EL teachers teaching a 

  range of genuine EL learners, both live and on video;

• available opportunities to practise teach genuine EL learners at different 

  levels of ability.

* adequate space must be provided per trainee (minimum of 1.56m sq. per trainee)
KEY STANDARD 5:
Quality assurance
Required documentation for Key Standard 5
The course submitted for recognition satisfies Key Standard 5 and related guidelines for course duration and programme hours.  

The following documents provide evidence of the delivery of this key standard and are attached in appendix 5.

Please tick the boxes below, to indicate submission of the required documentation.  If necessary, please add reference to any other relevant documentation you have included, as evidence to support the delivery of this key standard:
I. a role description for the Course Director





II
documentation specifying the recruitment and induction requirements and procedures for trainers


III
documentation specifying the qualifications and work 

experience of the training team members


IV.
documentation specifying the roles and responsibilities 


of the training team and training team members

V. documentation detailing policy and support for the 


professional development and further training of the 


teacher trainers including a record of any activity 


undertaken by a trainer

VI.
sample copies of trainee course feedback and evaluation 


forms 

VII.   a policy document describing procedures for regular 

review and evaluation of courses including copies of sample feedback forms from trainers


VIII.
sample copies of promotional literature for the award 


including website pages where appropriate

IX. documentation describing the system and procedure for 


recording, storing and archiving results and awards in 


secure conditions

X. documentation outlining the system for communicating to 

the external recognition body including issuing of recognised certificates and payment  to external recognition body.

KEY STANDARD 5: Quality assurance
Points of clarification

5a
Teacher Trainer: All trainers must have the minimum teaching requirements and demonstrate an active commitment to having undertaken/ undertaking further ELT related qualifications, participation at professional ELT conferences, seminars, workshops etc.
5b
Training team:  the team should demonstrate a range and variety of specialisations, knowledge bases, professional experience and interests.

5c
Appointment of new trainers: all proposals and/ or decisions relating to the appointment of new trainers to the training team are the responsibility of the Course Director.

5d
Review and evaluation of courses: this should involve a minimum of 2 training team meetings over a course which all trainers involved in any aspect of the course delivery and assessment of trainees must attend.  Data should be collected from trainees and trainers to inform this process.

5e
Archiving of results and awards: these need to be kept in secure conditions for the length of time in keeping with legal requirements.
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