National Qualifications Authority of Ireland
Accreditation and Coordination of English Language Services 

 Inspection/ Recognition Scheme
Aims, Criteria and Procedures, 2011/12
Section 1: Aims and Objectives of the Inspection Scheme
1. The principal aim of the inspection is to ensure that organisations meet the Regulations Governing the Recognition of English Language Teaching Organisations. In this way, English language learners coming to study in Ireland, their sponsors and agents can be assured of high educational standards as well as regulations and procedures in place to ensure the welfare, safety and social benefit of students during their courses here.

2. Those organisations which demonstrate through the Inspection Scheme that they have attained the standards laid down will receive a quality mark in the form of Department of Education and Skills recognition which will enable them to provide evidence of independent external verification of their services in line with national and international norms and standards. 
3. A further aim of the Scheme is to enable organisations to benefit from an inspection in such a way that it becomes more than a snapshot of the organisation in action on a particular day but forms part of an ongoing process of improvement and development. Organisations should therefore be encouraged, through this process of quality assurance, to implement and sustain systems and procedures in their organisation which fit their context and enable the organisation to aspire to even greater levels of effectiveness, and efficiency through regular self assessment activities.

4. The inspectors’ task will be to:

· verify the information and declaration given in the application form for recognition/renewal of recognition;
· ensure that regulations are adhered to and fully implemented;
· verify the academic provision and organisation operations as described by the organisation in its Documented Curriculum Framework;
· ensure that courses included on the Internationalisation Registers (for purpose of access to employment of students who are citizens from outside the EU/EEA or Switzerland) conform with Register requirements, including the taking of the end-of-course EL proficiency exam as specified on the listing on the Register;
· evaluate the work that the organisation is doing in pursuit of its declared aims

· scrutinise the performance of the organisation according to the criteria laid down in Section 2;
· make recommendations and give advice to the organisation on areas for improvement.

Section 2: Criteria for Inspections

Note: These criteria should be read in conjunction with the Regulations Governing the Recognition of English Language Teaching Organisations.
     The inspector(s) will evaluate the performance of the organisation in the following   

     areas:

1. General Management and Administration

2. Academic Management

3. Teaching Performance

4. Social Programme/Student Welfare

5. Premises

1. General Management and Administration

The inspector will pay particular attention to the following points:

· the management structure including the delegation of responsibilities and lines of communication with, managerial and administrative staff involved in academic management, marketing, accommodation, the social programme etc.;
· the everyday management of the organisation;
· documented complaints procedures for students and staff and others;
· procedures for obtaining and acting on feedback from students, agents, QA bodies etc;
· administrative policies and procedures for registering new students and maintaining accurate records, e.g., student progress, attendance, absenteeism;
· evidence to show that the organisation is being administered in accordance with the law and with full regard to the safety and welfare of all employees and students;
· procedures for the recruitment of all staff, academic and administrative;
·  list of academic staff currently employed and copies of all academic qualifications of staff (the centre where staff are working is required to have copies of staff qualifications on site);
· procedures for support of academic managers;

· procedures for liaison with host families and the monitoring of all accommodation provision; 

· content, accuracy and veracity of all publicity and promotional materials, including the website.

2. Academic Management

In accordance with Regulation 6.3a, organisations are required to submit a Documented Curriculum Framework (DCF) with the application for recognition/ renewal of recognition. The DCF is required to cover all of the areas listed below including a comprehensive description of the syllabi, course programmes and assessment framework. 
Two hard copies should be sent to Deborah O’Brien at NQAI-ACELS. 
The following points will be covered during the Inspection:

2.1 Syllabus and course programmes including management of resources

· syllabi for all courses offered including course programmes and assessment framework;
· approaches and methodology(ies) advocated;
· all materials available to the learners and the teaching staff (course books, supplementary materials, multi-media etc.); 
· procedures for the management of resources to promote effective learning in line with the learner needs, syllabi level learning outcomes and end of course target learning objectives;
· selection, maintenance, review and development of all resources.
2.2 Management of teaching staff

· qualifications, experience and competence of teaching staff;
· recruitment and selection procedures;
· induction and probation procedures ;
· systems and opportunities for Teacher Development within a framework of Continuous Professional Development;
· policies and procedures for in-service training (opportunities for up-skilling through further qualifications) and general support for teaching staff;
· monitoring of classroom performance e.g., systems of observation, supervision, guidance and appraisal;
· formal channels of communication between academic manager and teacher, between teachers at different levels and between teachers sharing the same level/course.
2.3 Procedures for student assessment
· placement of students;
· student needs analysis;
· assessment of student progress;
· assessment of student achievement;
· assessment of student proficiency, e.g., exit exams;
· monitoring  of validity and reliability of assessment procedures;
· assessment of learners in mixed ability groups;
· systems for carrying out assessment and examination sessions;
· reporting and recording of students’ results;
· assessment feedback to students;
· the use of assessment data in advising students on further learning objectives;
· certification of in-house assessment of students;
· entry, sitting and recording of student results re external exams, e.g., IELTS, TIE, TOEFL etc.
In addition to the above, the inspector will evaluate the qualifications, experience and competence of the academic manager in relation to training, experience and professional development activities undertaken (see Regulation 6.1f).
3. Teaching Performance

The teaching performance of the organisation is evaluated on the basis of classroom observation of the teachers.

The inspector considers the following points:

· lesson planning and preparation

· relevance to the course programme

· methodology

· classroom management

· lesson delivery 

· teacher and student roles

· language awareness

· student participation 
· achievement of learning objectives

For a detailed description of these criteria and notes on aims and procedure of the classroom observation, refer to Form 3A - TEACHER OBSERVATION - NOTES FOR TEACHERS.
4.0     Social Programme and Student Welfare

4.1     Where a social activities programme forms part of the overall package, the      

     inspector verifies that:

· the programme in place matches the claims and descriptions contained in promotional literature;
· there is a varied and interesting programme, organised under the direction of an appropriately qualified and experienced person, who is responsible for the proper provision for health and safety;
· for students under the age of 16, there is a complete schedule of organised activities appropriate to the age and interests of the age group;
· the programme is integrated into the course programme;

· where activities are offered at extra charge, this is stated explicitly in promotional literature and is made clear to students at the beginning of the course.
4.2      The inspector verifies that:

· all due care and attention is taken to ensure the welfare and safety of the students;
· students receive orientation to local facilities, services and amenities;
· procedures are in place to deal with emergencies and that students and host families are able to contact the director or delegated person, in the case of emergencies, at all times;
· first aid facilities and access to local medical assistance are available;
· for students experiencing problems or difficulties, there are clear procedures for seeking advice.
4.3    Premises

The inspector verifies that

4.1  all premises comply with the Regulations;
4.2 safety requirements regarding emergency procedures, fire escapes, fire drills, extinguishers, exit routes etc are documented; 
4.3 the location, features, facilities and general environment of the organisation match claims, descriptions and photographs contained in promotional literature.

Form 3A
INSPECTION SCHEME

TEACHING OBSERVATION – NOTES FOR TEACHERS

Aim of Classroom Observation

The principal aim of these observations is to gain an overview of the teaching performance of the organisation – appropriacy and effectiveness of methods, use of resources, the teachers’ classroom expertise, etc. The observation does not constitute an assessment of individual teachers and no grades on individual performance are issued. Feedback on observation forms part of the inspection report, which is sent electronically to the director.

PROCEDURE
1.0 The observations are carried out by an NQAI-ACELS inspector(s), whose 
name(s) is provided in advance of the inspection.
2.0 The director/ director of studies is informed of the day of the inspection and 
asked to have copies of all the day’s lesson plans available for the inspector. 
3.0 The inspector observes between 15 and 30 minutes of a lesson. Seating for an 

inspector should be available at the back/ side of the class so that s/he can enter and leave unobtrusively.
4.0 Copies of  lesson plans for the day of inspection should be available for the 
inspector. There should be a clear timetable fit with learning objectives specified for the lesson. These plans should enable the inspector to see how the observed part of the lesson fits into the overall plan.

The plan should contain:

4.1 name of teacher 
4.2 class type and level

4.3 materials (e.g. course book, supplementary materials, handouts etc.)

4.4 learning objectives/ intended learning outcomes with list of stages and 
procedures

4.5 projected timings 

4.6 interaction patterns 

5.0 Copies of all materials to be used in the lesson should accompany the lesson plan given to the inspector

6.0 During the observation, the inspector will be paying particular attention to some or all of the following areas where they are deemed appropriate to the lesson (or part of lesson) observed:
6.1 Lesson planning: the teacher’s competence in planning and organising learning in a coherent and principled manner which considers the level of the learners, the needs of the class and intended learning outcomes of the level, and the part of the course being delivered.
6.2 Methodology and techniques: the teacher’s competence in
6.2.1 planning and selecting tasks appropriate to the learning situation, 
6.2.2 pace the lesson appropriately, 
6.2.3 applying an appropriate methodology(s) re the learning objectives,

6.2.4 demonstrating an understanding of methodology in the lesson delivery,

6.2.5 varying activities and foci appropriate to the learning objective and in response to the learners, 
6.2.6 providing instructions,
6.2.7 grading language appropriate to the level and the task, 
6.2.8 promoting learner participation,

6.2.9 creating an atmosphere conducive to learning,
6.2.10 providing feedback and evaluation of learning.
7.0 Classroom management: the teacher’s competence in managing the learners, as a whole group, as small groups, or individually, in relation to the lesson’s intended learning outcomes and the overall end-of-level learning outcomes.
8.0 The role of the teacher: the teacher’s competence in effecting optimal learning – this may require the teacher to take on different roles, e.g., as a facilitator, monitor, advisor etc, as appropriate.

9.0 Language awareness: the teacher’s knowledge of language systems, and competence in applying appropriate techniques to promote accurate and appropriate language learning. 
10.0 Learning objectives: the teacher’s competence in engaging learners in active learning, evaluating their success in terms of the aims of the lesson, and providing formative feedback.

Section 3: Procedures for inspections

Full inspections are carried out:

· in all organisations applying for recognition for the first time;

· at the discretion of the NQAI-ACELS and at least once within a three-year period, in all recognised organisations; 
· in all additional centres of organisations either applying for or renewing their recognition (in this case, at least once within a three year period). 
Following a successful inspection, the NQAI-ACELS will recommend recognition to the Department of Education and Skills.  In the case of an unsuccessful inspection, organisations may request a review, once the outstanding issues and requirements have been addressed. This may involve a follow-up inspection. 

Spot check inspections are carried out in the following instances:
i) a change in the ownership of the organisation
ii) the appointment of new general or academic managers

iii) a change of location of premises, or additional premises being acquired

iv) complaints 
Please note there is a non-refundable fee of EUR 300 for i,ii and iii.

Follow up inspections are carried out as a result of issues arising from a previous inspection in which either  
i) recognition was referred on the basis of non-compliance of requirements 
ii) recognition was conferred on the assurance of changes implemented, with accompanying documentary evidence, post the previous report. 
The Authority reserves the right to carry out inspections at any time.
1.0
Pre-Inspection Procedures

1.1 New organisations may submit an application for recognition at any time during the year.  
1.2 For annual renewal of recognition, applications must have been received by the last working day in May in any given year for recognition for the following year. Late applications may be received up to the last working day of June, but incur a late application fee of an additional 20%. 
1.3 Any renewal applications received post the last working day in June will be treated in the same way as new applications. 
1.4 Recognised organisations that are due a full renewal inspection will be informed of this by the Authority by May of the relevant year.
1.5 A date, proposed by the Authority and agreed with the organisation, will be set for the full renewal inspection of the main centre.  The Authority strives to arrange each three year renewal inspection at varying times of year. 

1.6 Prior to the agreed date of inspection, the Authority informs the school of the name(s) of the inspector(s) that has/have been allocated and the following information is requested:
1.6.1 two hard copies of the updated Documented Curriculum Framework for 

that year;
1.6.2 the number of classes taking place on the day of inspection (incl. all shifts) 
specifying level and class types;
1.6.3 a list of teaching staff employed over the previous 12 months, including 

details of qualifications and ELT experience; 

1.6.4 a list of teachers who will be working on the day of inspection;
1.6.5 a list of non-academic employees (accommodation officer, social 

programme organiser etc);
1.6.6 a list of organised activities covering the month in which the inspection 

takes place;
1.6.7 schedule for the day, specifying the classes and break times and 

confirming the interview times together with staff names (a proposed 

schedule for this is provided);
1.6.8 one copy of any promotional literature including website home pages, 

brochures, leaflets, enrolment forms and fees, advertisements, that were 

not submitted with the application form.
Documentation for the inspection must be submitted to the Authority a minimum of 10 working days prior to the date of inspection. The inspection must have been paid (see Application Form for details of payment) prior the inspection taking place. Non-payment of the inspection fee will result in the inspection being cancelled. 
2.0
Inspection Procedures for the day of Inspection 
In the case of a school with 8 classes or less, the inspection will be carried out by one inspector. In the case of 9 classes or more, the inspection will be carried out by two inspectors. 
If the organisation operates an evening shift, the second inspector will join the first inspector at midday. Both inspectors will take part in the inspection in the afternoon. The second inspector will stay to inspect the evening shift operations. 

2.1 
General Management and Administration, the Social Programme and Student Welfare
An interview of approximately 1 hour will be held with the director/principal of the organisation. 
Please refer to Section 2.1 and 2.4 of CRITERIA FOR INSPECTIONS

2.2  
Premises

The main premises and any overflow premises used by the school will be i
nspected.

 
Refer to Section 2.5 of CRITERIA FOR INSPECTIONS
2.3  
Teacher Observation

All levels will be observed with a range of teachers. Most observations take place in the morning, although some may also take place in the afternoon according to the timetable of the organisation. If the organisation operates an evening shift, the second inspector will observe the evening classes and will interview the academic manager in charge of this shift. 
2.4  
Academic Management

The inspector will interview the person responsible for the Academic Management for a period of approximately 1 ½ hours.

 
Refer to Section 2.2 of CRITERIA FOR INSPECTIONS

Class timetables for the day of inspection, indicating names of teachers, class levels and room numbers, should be sent to NQAI-ACELS a minimum of 10 days prior to the inspection, along with other details requested.

 
Refer to Section 2.3 of CRITERIA FOR INSPECTIONS and TEACHING 

OBSERVATION – NOTES FOR TEACHERS (FORM 3A)
2.5   
Student Focus Group

Organisations will be asked to select 5 to 6 students to represent a cross–section of the student body. The inspector(s) spends approximately 30 minutes discussing all aspects of the programme with them. In preparation for this, a questionnaire is sent to the organisation to be given to the selected students. 
2.6  
Teacher Focus Group

Organisations are requested to select a representative group of teachers. The inspector(s) spends approximately 30 minutes with the group discussing aspects of their roles and provision for teaching within the organisation. 
Notes on the Teacher Focus Group are sent out with the pre-inspection documentation. 

3.0     Student Welfare

3.1 Management of Student Accommodation: an interview of approximately 30 minutes will be held with the person responsible for this area. Documentation (e.g. feedback forms, schedule for monitoring visits of host families) should be available to the inspector during this interview
3.2 Management of Social Programme: an interview of approximately 30 minutes will be held with the person responsible for this area. 

3.3 Management of Student Welfare: an interview of approximately 30 minutes will be held with the person responsible for this area. 
At the end of the inspection, the inspector provides feedback to the director. 
4.0     Post Inspection Procedures

4.1 The inspector is required to send by email attachment a full confidential report to NQAI-ACELS Project Administrator (dobrien@nqai.ie) to be received within a maximum of 10 working days from the inspection date. All hard copies of any documentation collected during the inspection should be submitted by post to the NQAI-ACELS Administrator. 
4.2 Reports will be presented to the next scheduled meeting of the Recognition Committee and, in the event that recognition is recommended, the Department of Education and Skills will be notified to this effect. 

4.3 The NQAI-ACELS Project Administrator will send a copy of the report to the 

school director under the headings:

4.3.1 General Management 

4.3.2 Academic Management

4.3.3 Teaching Performance

4.3.4 Social Programme/ Student Welfare

4.3.5 Premises

4.3.6 Summary of Requirements and Recommendations

Note: The Authority may contact the school before a formal decision on recognition has been taken (this would occur, for example, where recommendations made by inspectors need to be implemented immediately). 
4.4 In the event that the Recognition Committee recommends that recognition be referred or withdrawn, a copy of the report will be sent to the director.  The director may request a follow-up inspection once outstanding issues have been addressed.  The follow-up inspection will take place at a time deemed appropriate by the Authority and without prior notification of the date. The fee of EUR 300 must be paid prior to the inspection. Non-payment will result in the inspection being cancelled.
4.5 Where recognition is recommended by the Recognition Committee after the follow-up inspection, the Department of Education and Skills is notified.  An organisation that is not recommended for recognition at this stage may appeal the decision to an independent moderator, nominated by the Authority. 

INSPECTION FEES for 2011/12:
Note: Organisations with additional centres only pay a full inspection fee for the main centre: no fee applies to inspections in additional centres. 

€300 full inspection fee (1 inspector); €600 full inspection fee (2 inspectors);

€300 follow-up inspection fee;

Appeal to independent moderator - fee to be agreed in advance.

The sole responsibility of complying with statutory provisions and requirements of local and other competent authorities, including health and safety requirements, lies with the school. “Seal of Approval” does not imply certification that those requirements have been complied with. Inspections are by way of verification only of the details supplied by the school.

Section 4: The Inspection Panel

1. The Inspection Panel consists of an expert group of nominated inspectors who are  unaffiliated to any recognised organisation. This group is managed by the Project Manager who also carries out inspections. 
2. Inspectors are required to list organisations with which they have/have had personal or professional links and are debarred from carrying out inspections in these organisations.

3. Inspectors are nominated for inspections taking into account availability, location and suitability for particular organisations e.g., expertise in areas such as teenage learners, ESP, EAP etc.
4. Minimum requirements for inspector qualifications are: Level 7 qualification, a Diploma in English Language Teaching and a minimum of 5 years’ recent experience of teaching EL in Ireland. Other experience and qualification in relevant fields such as teacher training, academic management, and/or overseas and expertise/experience is also considered and valued.

5. As positions for inspectors arise, these will be publicly advertised. Candidates meeting the requirement criteria are interviewed by a Panel, nominated by the NQAI.

6. All inspectors serve a 1 year renewable term, renewable by mutual consent.

7. Newly appointed inspectors are required to undertake initial training and to shadow an inspector. Thereafter, inspectors are required to attend annual training days.

8. Inspectors’ contracts are agreed and signed on an annual basis.

9. Inspectors are expected to carry out their duties in a professional, ethical and respectful manner and are required by contract to guarantee absolute confidentiality in all matters relating to inspections they have carried out.
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