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Application Form – General

for INSTITUTIONS APPLYING for ACCREDITED Membership OF EAQUALS, and for ACCREDITED Members APPLYING FOR FOUR-Yearly Re-inspection

Organisations seeking full membership of EAQUALS are required to undergo an inspection. As a first step, background information about the institution is required, and that is the purpose of this application form. It is important to note that only institutions that have been operating fully for at least two years may apply for EAQUALS membership.

Members of EAQUALS applying for re-inspection are also required to complete this form again in order to record changes that have occurred since the previous inspection.

EAQUALS membership and accreditation applies to eligible courses and provision in the entire institution. It covers courses in all foreign languages, whether these are run on the institution’s premises or elsewhere (for example, in companies, mainstream schools, government departments etc), as well as teacher training courses. IT IS THEREFORE VERY IMPORTANT TO INCLUDE IN THE APPLICATION FORM DETAILS OF ALL THE ELIGIBLE COURSES, AND TO REQUEST INSPECTION OR RE-INSPECTION AT A TIME WHEN ALL OR AS MUCH AS POSSIBLE OF THE ELIGIBLE PROVISION CAN BE INCLUDED IN THE INSPECTION.
All information will be confidential to EAQUALS staff, the Executive Committee and to the relevant inspectors. In the interests of all EAQUALS members, any organisation found to be providing untrue information will be liable to have membership denied or withdrawn. 

Decisions on the outcome of EAQUALS inspections are taken by the Accreditation Panel. By signing and submitting this application form, institutions undertake to accept the Panel's decision. 

The inspection fee is payable before the inspection is carried out, and no refunds will be made.

Please return the completed form by e-mail to the Services Manager, Anna Andor: aandor@eaquals.org. 

	Date of your application:  
	

	Which do you require  

(delete ‘yes’ or ‘no’):
	Preferred dates – please offer 3 alternatives below

	An Advisory Visit prior to inspection
	YES/NO
	1st preference:
	

	A first inspection
	YES/NO
	2nd preference:
	

	A re-inspection
	YES/NO
	3rd preference:
	


Please note that there is the possibility to request a pre-inspection advisory visit carried out by an EAQUALS advisor, which usually lasts for one day. 
The main aim of such a visit is to check in which areas the institution already meets EAQUALS standards and in which areas is further development needed. The findings of a pre-inspection advisory visit are summarised in a written report, which includes professional advice on how the institution can best meet EAQUALS requirements. For further detail on pre-inspection advisory visits please contact the Services Manager, Anna Andor at aandor@eaquals.org 
	PRIVATE
1. Your school or organisation

	1.1 Name of organisation or department
	     

	1.2 Name and position of contact person for this application
	     

	1.3 Address 
	     

	1.4 Telephone number
	     

	1.5 Fax number
	     

	1.6 E-mail address
	     

	1.7 Website address
	     

	State or public institutions should now go to item 1.11

	1.8 Details of your company, organisation as filed at the national company registration authority
	     

	1.9 Other trading name(s), if any


	     

	1.10 Is the institution part of a group of schools which are owned and managed by the same company or body?
	 YES/NO

	1.11 Names of the organisation of which this is a department or subsidiary
	     

	1.12 Address or addresses of institution’s premises 

Other sites where language classes are held
	     


	1.13 Year of foundation of organisation named in 1.1 
	     

	1.14 Names and addresses of two referees who can provide letters attesting to the good standing of the institution or organisation
	1.     
2.     

	1.15 Names of other professional or trade organisations or quality control schemes to which the organisation belongs
	     


	2. PRIVATE
Personnel

	2.1 Name of the legal owner (private sector) 

Name of the head of institution/college (public/state sector)

Address if different from that given above.

Date of appointment or acquisition
	     
     

	2.2 Name of school principal/centre manager, or head of department

Date of appointment
	     

	2.3 Qualifications and experience of the person named in 2.2 


Length of service with the organisation
	     

	2.4 Nature of contract of the person named in 2.2 (permanent or fixed term - if fixed term, state length of contract)
	     

	2.5 Name of director of studies or academic manager(s)
	     

	2.6 Qualifications of the person(s) named in 2.5 

Length of service in this role

Experience
	     

	2.7 Nature of their contract(s)
	     

	2.8 Name of senior administrative member of staff
	     

	2.9 Qualifications of the person named in 2.8 

Length of service in this role

Experience 
	     

	2.10 Nature of their contract
	     

	2.11 Name of person responsible for accounts/finance
	     

	2.12 Qualifications of the person named in 2.11 

length of service in this role

Experience
	     

	2.13 Nature of their contract
	     


2.14. & 2.15 For further information please see 

	the Application form – Staff information

	3. For further information please see the Application form – Information on the institution’s activity

	4. Summary of academic managementPRIVATE


	4.1 Please indicate briefly your broad approach to methodology - i.e. use of such methods / approaches as communicative approach, direct method, audiovisual, translation;/materials: in-house, course book, etc.



	4.2 Please indicate your procedures for in-service training and staff development for teaching staff


	4.3 Please describe the procedures for testing and assessment of course participant progress


	4.4 Please describe the procedures for the selection and/or production of teaching materials



	5. Organisational AimsPRIVATE


	Please provide a mission statement or a brief statement of the organisation’s aims



	Declaration of non-discrimination 

I certify that the institution observes the EAQUALS non-discrimination clause:

“EAQUALS members undertake not to discriminate in any way against course participants on grounds

of gender, race or religion.”
 Signature







Date


I confirm that, to the best of my knowledge, the information above is complete and accurate. I agree to supplement this information with further details and documentation as required by EAQUALS.

Date:

Signed:



Position held: 


EAQUALS SECRETARIAT: P.O. Box 95, Budapest, H-1301 Hungary

Email: info@eaquals.org  Internet: www.eaquals.org
EAQUALS is a company limited by guarantee, registered in England & Wales: 07727406, UK charity: 1143547
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