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	Checklist for application





Before completing your first application for accreditation, you should read the Handbook carefully, particularly the section called ‘becoming accredited’. Ask yourself:
	Does the organisation meet the eligibility criteria for accreditation? (See our online handbook, sections 1.1 and 1.2)* or complete our eligibility survey at https://forms.office.com/e/hydxm60yPB
	Yes   FORMCHECKBOX 



	Have I investigated the qualifications of the academic management staff to ensure that they meet the requirements of inspection criterion T9** of the ‘Criteria, requirements and guidance ‘document?***
	Yes   FORMCHECKBOX 



	Have I investigated teacher qualification requirements by reading ‘Academic staff profile’ in our online handbook and the ‘Teaching and learning’ section of the ‘Criteria, requirements and guidance’ document before completing my application forms? 
	Yes   FORMCHECKBOX 



	Would it be beneficial for some of the staff to attend a Pre-inspection briefing ?
	Optional  

	Would a consultancy visit from English UK help us to be better prepared and more confident? (For more information, https://www.englishuk.com/ or telephone 0207 608 7960.)
	Optional  


*Please do not proceed with your application without ensuring that your provision is eligible and that your academic staff comply with inspection criteria T1-T10 of the ‘Criteria, requirements and guidance document’.   
** Criterion T9 requires academic managers to hold a diploma-level ELT qualification (plus three years’ relevant experience): where this criterion is not met, accreditation cannot be awarded.  
Please see the ‘Criteria, requirements and guidance document’ and also document 4.2 ‘Academic staff qualifications’ 
***The ‘Criteria, requirements and guidance’ document and document 4.2 are both available on request via email to  accreditation.unit@britishcouncil.org
Before sending your application for accreditation, please ask yourself:

	Are my expectations about the length of time the process takes from application to award of accreditation realistic? (See our online handbook, ‘Becoming accredited’)
	 Yes   FORMCHECKBOX 

  

	Will I have on-site ELT teaching taking place?*  

Will inspectors be visiting at an appropriate time get an accurate picture of the organisation’s ELT activities such as courses run and numbers of students?**
	 Yes    FORMCHECKBOX 

 Yes    FORMCHECKBOX 


	Have I researched the costs associated with accreditation ?
	 Yes    FORMCHECKBOX 


	Am I aware that payment for the First inspection application scrutiny fee and upfront payment for the first inspection must both be paid prior to the inspection being set up?
	 Yes    FORMCHECKBOX 
  


*If there is no guarantee of the Inspectors being able to observe face to face teaching, you must apply for Provisional accreditation. 

** A full inspection is only possible at a time when you have ELT students on-site because teaching observation is an essential part of the full inspection. A full inspection at peak time or close to peak is ideal. 

If you have any questions about Provisional accreditation, please email the Unit: accreditation.unit@britishcouncil.org
Documents that you will be asked to prepare later for ‘Stage1 documents upload’
	Digital ELT brochure attachment (or a link to the brochure/publicity if hosted on your website)
	

	A copy of the appropriate qualification certificate of at least one member of the academic management team – See criterion T9– (DELTA or MA in TESOL/TEFL) and evidence of at least three years’ full time relevant teaching experience. 
	

	Evidence of ownership (Private sector only)
	

	Statement of any changes in ownership or senior management in the last year 
required if you have stated “yes” to either of the relevant questions on the application form
	

	Current certificate of employers’ liability insurance
	

	Current certificate of public liability insurance
	

	Evidence of appropriate registration with the Local Authority/permitted planning use for the premises (educational: F1 (D1 prior to July 2021)
	

	Evidence of registration with local Environmental Health Officer (if food is prepared on the premises. Or a written statement to say why one is not required)
	

	Evidence of conformity to fire and safety standards
	

	CLA / ERA / NLA licences (Or a written statement to say why each one is not required)
	

	Please also read section 2.1 of the Handbook on Legal and regulatory compliance as you will be asked to sign your agreement to this once your Protecht user licence is issued.   
	


We will not be able to progress your application to inspection until all of the necessary documentation detailed in the table above is uploaded.

Notes on completing the First inspection application form:

· Name of provider

This will be the name used on the inspection report and the certificate of accreditation (if accreditation is awarded). This will be the name used in all listings of the organisation for accreditation purposes.
· Qualification status

Refer to the status as described in the Criteria and guidance document, Teaching and learning section Academic Staff profile, for example TEFLQ diploma or TEFLI certificate.  
· Preferred dates for inspection

Please give a range of possible dates and indicate any days within the range which will not be suitable for inspection (e.g. full-day outings, first day of a new course, etc.). The dates given should be at a time when the inspectors will be able to see a representative range and volume of the organisation’s activities. 

· Accommodation

Description of accommodation categories can be found in the Criteria and guidance document under criterion M26.  State whether students are placed in homestay, private home, residential and/or hotel accommodation.  Please specify if accommodation is arranged by an outside organisation/agency and provide details.

· Information asked for which is not applicable 

State N/a on the form if we are asking for any data which does not apply to you.
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