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TIE PROVIDER APPROVAL APPLICATION FORM 2011

National Qualifications Authority of Ireland

Test of Interactive English (TIE) Provider Approval Application Form 2011
5th Floor, Jervis House, Jervis Street, Dublin 1
Tel.: +353 (0)1 8871504, Fax: +353 (0)1 8871595
E-mail: shackett@nqai.ie  Website: http://www.nqai.ie
APPLICATION FOR TIE PROVIDER APPROVAL
THIS APPLICATION FORM IS CONFIDENTIAL

APPLICATIONS ON APPROVED FORMS MUST BE COMPLETED TO THE SATISFACTION OF THE AUTHORITY.

IT IS A REQUIREMENT FOR APPROVAL THAT ALL PROVIDERS PROVIDE COMPREHENSIVE INFORMATION IN RESPONSE TO PART A AND PART B OF THIS APPLICATION FORM.

THIS COMPLETED FORM SHOULD BE SUBMITTED AS PART OF THE APPLICATION FOR TIE PROVIDER APPROVAL AND SHOULD BE ACCOMPANIED BY:
· An Organisation chart showing the parts of the organisation which will be responsible for the quality assurance system

· Supporting documentation in relation to all sections in Part B

· A copy of Tax Clearance Certificate

· A three year business plan to include objectives, plans for TIE promotion, development, targets and resources

· Summary profiles of staff engaged in Test Administration and Quality Assurance

· A recent copy of audited accounts, bank statements and credit references.

· Signed acknowledgement that the organisation make financial returns that are obligatory

· References from other accreditation bodies/organisations if the applicant is registered, accredited or a member of a body, association or sectoral body in the testing, education and training sector.

· Organisation mission, history and context of operation relevant to application
PART A:  ORGANISATION PROFILE
Name of Organisation: 


Status of Organisation (limited, charity: ____________________________________
Trading As (if different from above)________________________________________
Name/s of Registered Owner/s____________________________________________
Name/s of any associated sister companies: ________________________________
Any Previous legal name: _______________________________________________
Any pending or old legal actions: _________________________________________
Office Address: 


Name of Manager: 


Office Telephone No: _____________   Office Fax No: ________________________
Email for confidential purposes, e.g., quality reports: 


General email address (if different from above): _____________________________
Website address (please include all websites of organisation): 

Name of third party to liaise with NQAI in the event of a cessation of business. The person must be a solicitor or accountant and they must agree (by letter) to act on behalf of the applicant:
______________________________________________________________________
Do all your premises meet with the statutory requirements of local and other authorities in regard to planning, construction, water supply, sewage disposal, fire precautions and general safety?
                                          Yes
(
 No
(
Name of Insurance Co: ____________________    Policy No: 


Please state limit of indemnity cover:   _____________________________________
Is your current insurance cover adequate?
Yes
(
No
(
PART B:  STANDARDS AND CRITERIA
Please ensure you have provided appropriate documentation in response to each of the following standards and criteria

1 Standard: Documented examination administrative systems containing the following core components:
Criteria:
a. a system of application for candidates

b. procedures for arranging and delivering exam sessions

c. a system of grading and marking candidate performance

d. a system to ensure exam security

e. a robust and secure system of archiving and storage of results and papers

f. a system for managing appeals and complaints

2 Standard: A documented business plan containing the following core components:
Criteria:
a. A marketing plan which describes how the test will be promoted and developed over the next 5 years, with projected candidate numbers for each year. A multi-media plan which sets out how various media (e.g. website, social media, applications etc) are to be utilised to further promote the test.

b. An operational plan which sets out in detail the objectives of the first year of operation and also identifies the challenges, opportunities and risks. Annual operational plans will be prepared for each subsequent year of the Approved Provider agreement. 

c. a financial plan which has been designed to meet the needs of the business plan (annual over 5 years)

3 Standard: Documented Internal Quality Assurance System 
Criteria:
1. A quality assurance system which describes how the test is to be managed and developed ensuring that the test design principles are maintained and the quality is assured in all aspects of design, delivery, grading and certification.

2. Specific procedures in relation to the following operations

a. Operation of an examinations board with a documented remit and functions
b. Procedures to assure quality of test arrangement, test delivery and post test  procedures
c. Procedures for the training and ongoing maintenance of examiners (oral and written)
d. Procedures for checking grading re analysis of examiners’ performance, double marking etc
e. Evaluation of tests re measures of reliability (e.g., inter and intra rater reliability) and validity (e.g., construct, content, face, scoring)
f. Statistical analyses  re reliability of test tasks, e.g., through correlation, IRT, SD analyses
g. Systems for the collection, analysis and reporting on stakeholder feedback on examination operations 

4. Standard: Documented Staffing and Organisation Structures, Systems, Policies and Procedures.

Criteria:    
a. Internal governance and management structure

b. Procedures for the recruitment, induction and performance management in relation to all staff that are required to administer the examinations effectively.

c. An internal system of effective communication between all staff involved in the management, grading and administration.

d. A system of communication with all external stakeholders (candidates, teachers, examiners, centres etc)

ANNEX 1: Guidelines on documentation to be submitted with application. 
The following indicates the additional documentation to be submitted in support of an application. 

1        General

a. Candidate Handbook (appropriate for proposed candidate cohort)

b. TIE Centre Handbook

c. General Guidelines for TIE

d. Candidate Application form

e. Quality Assurance Handbook

2 Oral TIE 

a. Protocol for sessions

b. Grading sheet 

c. OTIE pack contents:

1. Scheduling procedures for exam sessions

2. Grading sheet

3. Examiner feedback sheet

4. Recording equipment

5. Payment claim form

6. Incident Report form

3 Written TIE


a. 
Grading sheet

b. 
System of grading and finalising of grade

4 Administration

                  A TIE Administration Handbook to include the following.
1. Organigram of company with positions.

2. Flow chart of system from application to certification

3. Communication systems with 



- exam centre



- candidates



- examiners



- graders

4. Exam Session Administration: Procedures and Systems

5. Duties of  office administration, session leader, invigilator and
       examiners
6. TIE grading sheets – OTIE; WTIE

7. Procedures for recruitment ,appointment, training, standardisation & development of examiners

8. Maintenance of examiners’ and graders’ documentation

9. Security procedures, (re exam papers, data protection of 
       results)
10. Archiving procedures

11. Procedures re setting up of OTIE sessions

12. Procedures re the grading of WTIE papers

13. Certification procedures 

NOTE: INCOMPLETE APPLICATIONS WILL NOT BE EVALUATED

DECLARATION

I undertake to comply with the regulations and requirements prescribed by the National Qualifications Authority of Ireland. I declare that the particulars given are true in every respect.

Signature of Organisation Manager: 
Position:…………………. 
Date: …………..
Please note that misleading or incomplete information may lead to refusal or withdrawal of approval.
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