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Regulations Governing the Recognition of English Language Teaching Organisations 2011/12
1. The recognition of organisations is granted on an annual basis by the Department of Education and Skills on the recommendation of the National Qualifications Authority of Ireland - ACELS.
2. New Applicants: New applications can be submitted at any time during the year. Before making a recommendation to the Department, it shall be the policy of the Authority to carry out a full inspection of the organisation on a mutually agreed date. 
a  If the organisation is found to be satisfactory, the Authority will recommend 
recognition to the Department. 
b In the event of an unsatisfactory inspection, a follow-up inspection may be carried out when notification has been received that outstanding issues have been addressed. The date for this will be at the discretion of the Authority. 
c If an inspection or a follow-up inspection has not been arranged within 30 working days of receipt of the application or receipt by the applicant of the inspection report, the application will be deemed lapsed. In this event, a new application must be made in the normal way.

3. Organisations renewing recognition: Recognised organisations will be inspected at the discretion of the Authority and at least once within a 3-year period.  Applications for renewal of recognition for 2012 must be submitted on the official application form by 31st May 2011. 
4. Organisations must seek recognition/renewal of recognition for all ELT centres. 
If additional centres are taken on post the application, i.e. they are not listed on the 
application form, NQAI-ACELS must be informed, and the relevant fee paid in January. Where centres declared on the application form do not open, the organisation must inform NQAI-ACELS and the relevant fee will be removed from the January invoice.
Note: if an organisation rents additional rooms as a temporary measure, NQAI-ACELS must be informed of this. These premises may be spot checked.

5. All English language courses offered by the organisation must be subject to the Department of Education and Skills Regulations Governing the Recognition of English Language Teaching Organisations (as of January 2012).
6. In order that the Authority can advise the Department that an organisation be given official recognition, the organisation must ensure that
6.1 Management: 
a) satisfactory quality standards in regard to management, staffing and administration as set out in Annex 1 are met;

b) all health and safety legislation is complied with and safety statements and logs are available;

c) all obligations in the area of employment legislation are complied with;

d) the immigration requirements for students laid down by the immigration authorities are adhered to (see Department of Justice and INIS  websites - www.justice.ie; www.inis.ie );  

e) adequate public and employer liability insurance cover is in place; 

f) those with academic management responsibilities, e.g., Directors of Studies 
i
in year round organisations, must meet the minimum teacher requirements, have a minimum of 5 years recent and consecutive experience in ELT and can provide documented evidence of CPD in their personnel file (for recruitment post 1st June 2011);
ii
in junior summer centres, must meet the minimum teacher requirements, have a minimum of 2 years recent experience in this sector and have received training (documented by the organisation) relevant to their responsibilities.
g) induction and continuous professional development (documented) for administrative staff is provided;

h) all professional development activities are logged and contained within each staff member’s portfolio/ personnel file;
i) a designated member(s) of staff should be available in each centre during operational hours to deal with the day-to-day management of the centre;
j) all information contained in advertising and promotional material, e.g. websites, printed material, must be clear, accurate and verifiable and must conform to the statutory provisions relating to advertising;
k) in the event of 

i    change in the ownership of the organisation, 

ii   the appointment of new general and/ or academic managers,
iii   a change of location of premises or additional premises being acquired,  

the Authority must be notified in writing and an inspection may subsequently take place. A fee of EUR 300 is charged for this service.
i) All organisations are required to hold a current photocopy licence, renewable annually (www.icla.ie). A copy of this should be on display above any photocopy machines.  All photocopied materials should be credited with book and author’s name.

6.2  Academic Management:

a) each centre has an Academic Manager/ Director of Studies with appropriate skills, experience and qualifications in the field of academic management to oversee the management and delivery of the curriculum, and that this person is accessible to students and staff at all periods when classes are taking place; 
Note: when a centre has a maximum of 3 classes, the Academic Manager may teach on the condition that adequate time is allocated for teacher and student support (throughout the year or at certain times).
b) placement procedures are valid and that students are placed in class according to proficiency level;

c) all academic staff have:

i) a major award at minimum Level 7 on the National Framework of Qualifications (e.g. Ordinary Bachelor Degree) ; 

      

ii) an NQAI -ACELS  recognised ELT qualification (see Annex 2)

d) teacher induction and continuous professional development (CPD) for academic staff is provided and records are kept by the organisation;

e) lists of a maximum 15 students should be established for each class-students are required to attend their allocated classes on a regular basis and are not allowed to attend other classes of the same level during the course.

6.3  Courses:

a) the course(s) provided are educationally sound and have content appropriate to their stated objectives within a documented curriculum framework (see Annex 1);

b) the courses reflect Irish life and culture where appropriate;

c) the maximum number of students per class should not exceed 15;
d) programmes should clearly state the number of classroom tuition hours. The number of hours of classroom tuition must be a minimum of 15 (15x 60 minutes) per week.

6.4  Student Welfare:

a) a complete schedule of supervised activities forms an essential part of the course(s) for junior programmes;

b) accommodation where provided conforms to the Requirements for Host Family Accommodation or Residential Accommodation (see Annex 3) and is subject to inspection by the Authority at any reasonable time.

6.5  Premises:
a) all premises comply with the statutory requirements of local authorities in planning, construction, water supply, sewage disposal, fire precautions and general safety.

b) all premises are appropriate to the needs and requirements of the students and of the staff and are maintained in good decorative order and properly cleaned. (See Note 1)

c) all premises have a suitable means of heating capable of maintaining, when required, a room temperature of 18.5 C.

d) each centre provides an environment which is conducive to learning and teaching.(See Note 2)
e) each classroom has:

i. a floor area for seated occupancy of not less than 1.56 sq. meters per person;
ii. at least one window with a minimum glass area equivalent to one-tenth of the floor area, and of which at least one part shall open;
iii. suitable fittings and equipment.

f) each centre has recreation or common room(s) appropriate to the number of students, where they can meet and relax between classes - the room(s) should be furnished and equipped so as to create an atmosphere that is friendly and relaxing;

g) all premises contain in a separate compartment a suitably located wash basin, together with WC for every fifteen persons who are students or staff members and that these facilities are adequately cleaned and maintained.

h) all centres have:

i. an office staffed during operational hours for

handling enquiries, complaints and financial transactions

ii. assisting students with problems, i.e. illness, accommodation, stress, loss of property, travel etc.

iii. first aid facilities 

iv. emergency procedures in place both during and outside operational hours.

Note 1: Staff should have exclusive use of an adequately resourced room where they can prepare classes, correct students' work etc., and relax between classes.

Note 2: Resources should be made available in a designated area (e.g. library or self-access centre) which is accessible to students at all reasonable times.
Please note that all the above sections should be contained and described within an organisation’s Documented Curriculum Framework (DCF).  An inspection will not take place prior to receipt of two copies of the organisation’s DCF.

7 In circumstances where students are referred to other organisations for tuition, the following procedures must be adhered to:

a) the organisations must be recognised by the Department of Education and Skills for English Language Teaching;

b) name(s) and address(es) of such organisation(s) should be provided on the annual Application Form.

8 Recognised organisations are required to work only with other recognised organisations in the provision of English language services.

9 Organisations applying for Department of Education and Skills recognition must submit a current tax clearance certificate.
10 The Authority may at any time advise the Department of Education and Skills to withdraw recognition from an organisation.

11 Refusal/ withdrawal of recognition from one centre may, at the discretion of the Authority, lead to the refusal/ withdrawal of recognition from the organisation.

12 NQAI-ACELS reserves the right to visit or inspect a recognised organisation at all reasonable times.
13 The Authority may at any time and with due notice alter these regulations.

14 Only centres which have been inspected by the Authority at specified address(es) and for which recognition has been granted can be advertised in publicity material and the legend used referring to the Department of Education and Skills recognition will be :

RECOGNISED BY THE DEPARTMENT OF EDUCATION AND SKILLS FOR ENGLISH LANGUAGE TEACHING (ELT)
The following conditions apply to use of the legend:

· Organisations no longer recognised must remove the legend from all promotional materials and websites as soon as recognition is no longer in place.  
· Organisations which have applied for, but have not been granted recognition, must not refer to their application in any of their promotional materials or websites. 
· Any organisation offering other services, e.g., academic year school placements, translation courses, which are not covered by the Inspection/ Recognition scheme must ensure that it is clear in their promotional materials and websites that these services are not recognised under the scheme.  
APPLICATION FEES

Fees for the current year are:

New applications:       €870 for organisations providing courses for adults
                                     €520 for organisations providing courses for juniors

                                     €280 for each additional centre

Renewal application: €870 per organisation operating a minimum of 11 classes in the
                                     main centre;

                                     €520 per organisation operating a maximum of 10 classes in the
                                     main centre;

                                     €280 for each additional centre;

                                     €520 for multi-centred organisations operating a maximum of 
                                     10 classes (or less).
N.B: Application fees are non-refundable.

INSPECTION FEES

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




€300 follow-up inspection (1 inspector) 
€300 change of premises, management etc inspection fee

Appeal to independent moderator (fee to be agreed in advance).

*When calculating the number of classes, please ensure that all classes operating on the day of inspection are included, i.e., AM, PM and evening;
N.B.: Inspection fees are non-refundable.
Payments should be made by direct bank transfer to (please note that cheques cannot be accepted): 
National Qualifications Authority of Ireland, 
Bank Name:              Allied Irish Bank, Bank Address: 126-128 Capel Street, Dublin 1, 
Account Number:     06627008, 
National Sort Code:  93-11-01,  
IBAN:                         IE88 AIBK 9311 0106 6270 08, 
BIC:                            AIBKIE2D
Annex 1
Quality Standards: Management, Personnel and Administration

In order for Recognition to be granted or renewed, the Authority must be assured that the organisation can demonstrate that it meets satisfactory quality standards in regard to:

1. General Management and Administration

a. the everyday management of the organisation;
b. the delegation of responsibilities to, and lines of communication with, managerial and administrative staff involved in academic management, marketing, accommodation, the social programme etc.;
c. arrangements for handling general enquiries, bookings, refunds etc.;
d. documented complaints procedures for students, and staff and others;
e. procedures for obtaining and acting on feedback from students, agents, QA bodies etc; 
f. administrative policies and procedures for registering new students, and maintaining accurate records, e.g., student progress and achievement, attendance, absenteeism;
g. 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

h. procedures for the recruitment of all staff, academic and administrative;
i. 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);
j. procedures for the support of academic managers;
k. procedures for liaison with host families and the monitoring of all accommodation provision;
l. content, accuracy and veracity of all publicity and promotional materials.

2. Academic Management

1. Syllabi and course programmes including management of resources
a. syllabi for all courses offered including course programmes and the assessment framework;
b. methodology (ies) appropriate to the different courses offered;

c. the role and use of materials (course books, supplementary materials, multi-media) in support of the fulfilment of the stated syllabus level learning outcomes;
d. compatibility of the above with learners’ levels, needs, interests;

e. selection, maintenance, regular review and development of all resources;
f.           procedures for the monitoring of mixed ability groups.

2. Management of teaching staff
a. qualifications, experience and competence of teaching staff;
b. recruitment and selection procedures;
c. monitoring of classroom performance including observation, supervision and guidance;
d. formal channels of communication between academic manager and teacher, between teachers at different levels and between teachers sharing the same level/course/ class;
e. induction, in-service training, professional development opportunities and general support for teachers.
3. Procedures for student assessment re
a. placement of students;
b
student needs analysis;
c
assessment of student progress;

d
assessment of student achievement;
e
assessment of student proficiency, e.g., exit exams;

f
monitoring  of validity and reliability of assessment procedures;
g
assessment of learners in mixed ability groups;
h
documented systems for carrying out assessment procedures, and 

examination sessions;
i
reporting and recording of students’ results;
j
provision of assessment feedback to students;
k
the use of assessment data in advising students on further learning objectives;

l
certification of in-house assessment of students;
m
entry, sitting and recording of student results re external exams, e.g., IELTS, TIE, TOEFL etc.
Annex 2

ELT CERTIFICATE REQUIREMENT FOR EMPLOYMENT
TEACHING IN THE DEPARTMENT OF EDUCATION & SKILLS RECOGNISED SECTOR IN IRELAND
For the purposes of employment in the recognised ELT sector in Ireland, all academic staff need to hold

1. A minimum of a major award at Level 7 (www.nfq.ie ), normally an Ordinary Bachelor Degree 

2. An ELT certificate from one of the following categories: 

1.1 ELT programmes leading to an NQAI-ACELS Certificate in English Language Teaching (CELT).

Notes: 
a) the list of recognised Initial ELT certificate course providers can be found on the ACELS website. 
b) This requirement (see Regulation 6.2c) applies to applicants who have done ELT courses post January 1st 2005. Qualifications required by regulations prior to January 1st 2005 continue to apply to those teachers qualified at that time i.e. 70 hour TEFL course (April 1995 to December 2004); TEFL course (pre April 1995).

1.2 ELT programmes of a minimum 115 hours duration leading to awards which are validated by the Higher Education and Training Awards Council (HETAC), the Dublin Institute of Technology, Institutes of Technology which have delegated authority from HETAC to make their own awards, the National University of Ireland and universities recognised under the Universities Act 1997. 

1.3 ELT programmes leading to awards which are validated or accredited by national awarding bodies which have a status in law or are otherwise recognised as having authority to make awards which have national recognition in their host jurisdiction (e.g. recognised universities, etc)

Notes: 
c) These awards include:
Cambridge ESOL CELTA 
Trinity College London Cert TESOL

Holders of other awards that are demonstrated to meet the Key Standards set out on www.acels.ie are required to present copies of certificates and transcripts to NQAI-ACELS. Applicants will receive either a standard letter signed by the Head of ACELS confirming that their award meets requirements and they are eligible to teach in the recognised sector in Ireland, or informing them that their award is not acceptable and does not enfranchise them for employment in the recognised sector in Ireland.

Teaching ELT in the second level sector (state-qualified teachers)
2.1 Any of the above (Section 1).

2.2  ELT programmes leading to an NQAI-ACELS Preparatory Certificate for English Language Teaching (awarded to state-qualified teachers).

Notes:
e) the list of recognised Preparatory ELT certificate course providers can be found on the ACELS website.
f) this requirement applies to teachers who have started working in this sector post January 1st 2005. Qualifications required by regulations prior to January 1st 2005 continue to apply to those teachers qualified at that time.

Annex 3

Requirements for Student Accommodation

Organisations are responsible for ensuring that all types of accommodation are monitored on a systematic and ongoing basis.  Host family and residential accommodation must comply with the requirements set out below.

HOST FAMILY ACCOMMODATION

The primary requirement is that the student should be well looked after and treated as a member of the family during his/her stay.
Host families should be visited and inspected by the organisation’s accommodation officer to assess their suitability as host families.
Host families should receive from the organisation an outline timetable of the students’ classes/activities.
Homes offering accommodation should be clean and well-maintained throughout.

A maximum number of three students may be accommodated in any household. 

It is strongly recommended that only one student of any particular mother tongue should be hosted by a family.  Not more than two students should be accommodated in the same bedroom.

A well-balanced and varied diet should be provided.

The following facilities should be available to the student:
· comfortable bed with good supply of quality bedclothes and weekly change of bed linen;

· adequate space for clothes storage;

· laundry or reasonable access to a washing machine;

· table and chair in bedroom for private study or access at all times to another room with facilities conducive to study;

· free access to bathroom and bath or shower daily;

· adequate heating, lighting and ventilation.

Residential Accommodation

1. All premises shall comply with the statutory requirements of local authorities in planning, construction, water supply, sewage disposal, fire precautions and general safety.

2. All premises should be appropriate to the needs and requirements of the students and should be maintained in good decorative order throughout the building(s).

3. Adequate insurance cover must be in place.

4. In the case of junior groups, adequate supervision must be in place.
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