BAS HANDBOOK

CRITERIA FOR ASSESSMENT
	INTRODUCTION

BALEAP has operated an Accreditation Scheme for EAP courses since 1991. The overall aims of the Scheme are quality enhancement of EAP courses through peer review and quality assurance in relation to a set of criteria agreed as best practice by the profession. The current criteria for assessment of EAP courses derive from a Code of Practice established in 1989, which has undergone several revisions, most recently in 2011, 2014 and in 2016. 
For the purposes of the BALEAP Accreditation Scheme, the definition of EAP is taken from Bruce (2011)
:
[…] the study of English for the purpose of participating in higher education. This study will be centred on the texts (spoken and written) that occur in academic contexts and will include the discourses and practices that surround and give rise to such texts (p 6). EAP course design needs to be grounded in knowledge of the more general assumptions, values and practices of universities as well as understandings of the more specific differences that can occur among different subject areas (p 35).
During an accreditation visit, the Assessors will use documentary evidence, observation of teaching and interviews with key stakeholders to determine whether or not the course submitted for accreditation meets the Criteria. Key stakeholders may include some of the following:

Course directors

Teaching staff

Students on the course

Administrative staff responsible for student welfare/ progression

Director of learning and teaching

Head of department/school/faculty

Staff in receiving department/school/faculty

The assessors will prepare a written report for the BALEAP Accreditation Scheme Committee specifying the extent to which these Criteria are met.
	DOCUMENTARY EVIDENCE

Documentary evidence should be submitted in advance for each of the courses seeking accreditation. Where a course is divided into blocks, the information should be provided for each block.
Documentary evidence should be submitted electronically in folders labelled with the relevant numbered criteria. It should be accompanied by a short narrative indicating which criterion the evidence supports.
Beside each set of criteria is a checklist of suggested information to send in advance or have available during the assessors’ visit. Other evidence or documentation may also be offered in support of an application for accreditation.

If insufficient or incomplete documentation is submitted, an accreditation visit may be cancelled. 

The BASC welcomes comments on this checklist from Assessors and institutions as it is reviewed regularly.




5. CRITERIA FOR ASSESSMENT
	5.1 INSTITUTIONAL CONTEXT

The course will be well-integrated within the wider institution in terms of relevant institutional policies and procedures. Specifically:

5.1.1 
There will be effective lines of communication and support between the managers of the course and the broader management structure within the institution in which it operates.

5.1.2 
 Course Directors will nurture relationships with receiving departments, in order to understand the academic culture and work in receiving departments.

5.1.3
Course Directors will have an active relationship with relevant services of the university, including the international office, admissions, accommodation, library, computing services and the student union.

5.1.4
Procedures for staff recruitment will align with institutional practice and be informed by the TEAP Competency Framework,

5.1.5 All academic, academic related and non-academic staff will be appointed on the relevant institutional salary scale and will enjoy standard terms and conditions of service. Pro rata appointments will be made for staff employed on contracts of less than one year.

5.1.6 
Staff will be offered professional development opportunities in line with wider institutional practice.

5.1.7
Staff will have the use of office space or a staff room which is adequate for the purposes of lesson preparation, marking, the completion of related administration and communication with other members of the course team. There will be adequate facilities for relaxation and refreshment.

5.1.8
A sufficient number of support staff will be employed to deal with secretarial and clerical support and with matters relating to the administration of the Course, student welfare, teaching equipment or other resources.

Note: The wider institution has responsibility for 
· legal requirements for students on Tier 4 Visas (responding to enquiries promptly, keeping accurate student records including emergency contacts, monitoring attendance)
· other legal requirements (health and safety, risk assessment, copyright)

· the provision of adequate learning and teaching spaces with appropriate equipment, 
· access to normal learning and welfare resources (libraries, computing facilities, accommodation, health and welfare support services)

The assessors may comment on examples of best practice (or poor practice) relating to these aspects.

	DOCUMENTARY EVIDENCE

• Information presenting the role and position of the member institution in the broader university context.

• A statement outlining the current position of the member institution including the following:

- courses

- any recent/planned developments

- any particular difficulties overcome or currently faced

- any outstanding achievements

- an account of any reasoned departure (if any) from the Criteria.

• A diagram showing the management structure of the member institution with names of key roles.

• Information on and evidence of contact with other departments, e.g. minutes of meetings or emails to staff.

• Statement of University pay scales and conditions of employment.

• Employment documentation

- job specification and samples of contracts for full-time and part-time academic and non academic staff.

• Staff handbook with information about the institution, the course parameters and teaching support. 
• Brochures or prospectuses of the university that include information relating to the member institution. Website urls may be included in the advance documentation.

• Publicity (brochures, leaflets) for the member institution and the courses subject to accreditation.

• Student handbook with general information about living, working and studying in the institution.

• A map of the premises, indicating offices, classrooms and resource areas for the relevant courses.

• Information on access to the premises, public transport and car parking facilities.

• Information on library and computer availability and access for students.
• Statement and documentation on any staff development policy including, for example, information about staff development sessions, support for staff members to attend professional conferences and/or courses and a record of attendance of recent years.


	5.2 COURSE MANAGEMENT

The course will have dedicated management which has ultimate responsibility for all aspects of quality assurance and quality enhancement on the course. Specifically:

5.2.1
The Course Director/s will be senior members of the EAP Unit and, preferably, full-time employee/s of the institution for the duration of the course. They will have a minimum of five years’ relevant teaching experience, which will include substantial EAP work in further and/or higher education. They will be able to demonstrate competence in needs-driven, genre-informed syllabus design and assessment for EAP.
5.2.2
The overall management structure will be made clear to students and staff. The responsibilities of the Course Director/s and teaching staff will be specified clearly. The role of administrative and other support staff in the running of the course will be clearly understood by all members of the course.

5.2.3 The Course Director/s will be directly responsible for course management including course design, timetabling, principled grouping of students and allocation of teachers to classes, and monitoring all records of teaching and assessment.
5.2.4
Teaching staff will be given an induction, which includes the principles on which the Course is designed, materials and resources available, and assessment.

5.2.5 There will be a principled approach to monitoring the effectiveness of teaching, informed by the TEAP Competency Framework, with observers trained and standardised appropriately, regularly and effectively. Examples of EAP-specific areas for consideration during observation include:

· the extent to which teachers explicitly link teaching aims and learning outcomes to the course syllabus and assessments
· the extent to which teachers explicitly relate lesson aims, activities  and tasks to students’ future academic contexts

· the extent to which teachers take a discourse approach to skills and language development

· the extent to which teachers exploit opportunities, both planned and unplanned, to raise students’ awareness of academic values and practices.

See Appendix 9 for a sample observation format.
5.2.6
All teachers will be observed at least once during the Course (or within four months of the Course start or end dates for permanent staff), using an observation schedule informed by the TEAP Competency Framework. All newly-appointed teachers will be observed early within their contract by the Course Director/s, with follow up, e.g. for dealing with unsatisfactory teaching performance, as appropriate. 
5.2.7
On-going and end-of-course evaluation will be carried out with students and staff. Records of outcomes and follow-up actions will be kept.
5.2.8
There will be arrangements for adequate liaison between staff and between students or staff and management. Regular staff meetings and student-staff liaison meetings will be held and minutes kept.


	DOCUMENTARY EVIDENCE
• Job descriptions of relevant staff with information about positions of responsibility, allocations of administrative duties e.g.
- staff recruitment

- course planning

- timetabling

- provision of materials

- provision and administration of assessment
- resources (including staff and student access to these)
- allocation of classrooms

- student recruitment

- student allocation to classes

- social events

- student welfare.

• Course and student profiles (see Appendix 3).

• Teacher Induction Programme.

• Timetables for the course showing teachers’ names, group, class and room numbers (to aid Assessors in planning an observation timetable).

• Information on number of teachers per group/class and Course Director’s contact with students.

• Class lists for each component with student names, nationalities, gender, future course, proficiency level and number of teachers.

• Attendance records.

• Staff Handbook with information related to observation of teaching and follow up support.
• Teaching observation records.

• Information on evaluation procedures e.g. on-going, midcourse, end of course and post-course, samples of any questionnaires used,
• Minutes of staff meetings.
• Course reports and summaries of previous course evaluation exercises.
• Any relevant audit or quality assurance reports from internal or external bodies.


	5.3  COURSE DESIGN

The Course will adhere to the principles of needs-driven, genre-informed syllabus design and assessment to enable students to acquire the knowledge, skills and attributes required for successful study in further or higher education. Specifically:

5.3.1
The Course will be designed according to clearly articulated principles of language learning and the development of academic literacy in relation to the needs of students in English-medium academic contexts.
5.3.2
The Course design will explicitly link course aims and learning outcomes to language and academic literacy skills teaching, with clear routes of progression.
5.3.3 The Course syllabus will have an explicit organising principle with a coherent set of components which allow for progression, recycling and transfer of language knowledge, academic literacy skills and study competence to target academic contexts.
5.3.4
The development of student autonomy and critical engagement with academic texts and practices will be integrated and made explicit throughout the syllabus components.
5.3.5 The syllabus components will have explicit teaching aims and learning outcomes with an outline plan, specified materials and teaching notes established before the start of the Course.

5.3.6
The Course will include an introduction to the use of the library and on-line learning facilities.

5.3.7
Provision will be made for regular timetabled individual consultations or tutorials as one way to encourage students to develop as independent learners.

5.3.8
The syllabus components will be made clear to teachers and students and will be reflected in the timetable.

5.3.9
There will be adequate and appropriate provision of relevant learning materials, teachers’ reference materials, professional journals and facilities relevant to course design and the student profile.

5.3.10
Teachers will be encouraged to contribute to the further development of the Course.
5.3.11
The Course will evidence quality enhancement through active exploration and innovation in methodological approaches to the teaching of EAP and development in course design with regular revision and adaptation.

	DOCUMENTARY EVIDENCE

• Statement of principles of course design.

• Student and staff handbooks with information about the course syllabus, teaching aims and assessment.
• Component syllabuses/ outline plans for the teachers.

• An overview timetable with named components to reflect the overall balance and progression of the syllabus.

• Information on materials identified and available for each named course component.

• Information on the introduction to the use of the library and computers.

• Statement of any research and development policy practised by the member institution including, for example, time allowed for individual research and preparation, any materials or test development related to the courses applying for accreditation, any study leave allowance, or relevant research conducted in the department.



	5.4  TEACHING AND LEARNING
The course will be delivered by suitably qualified professionals who understand the principles of needs-driven, genre-informed syllabus design and assessment for EAP and can integrate these within their teaching. Specifically:
5.4.1 
The course will be taught by graduates with a relevant teaching qualification, with the majority of teachers having diploma level teaching qualifications and experience teaching EAP in higher education. (See Appendix 7 for guidance.)
There will be a valid rationale for the employment of any teachers without the appropriate ELT/EAP qualifications. In such cases, appropriate mechanisms will be in place to support and monitor their development.

5.4.2
All teachers will have relevant experience in teaching English to speakers of other languages. There will be a range of EAP experience appropriate to the programme. For those teachers without such EAP experience, appropriate mechanisms will be in place to support and monitor their EAP competence. These could include mentoring, observing teaching, and/or regular meetings.
5.4.3
Teachers will understand the overall syllabus and its relationship to students’ future academic studies. They will understand the links between various elements of the syllabus: the aims and learning outcomes of each component and each lesson; the materials; the assessments. This understanding will be reflected in lessons.
5.4.4
Lesson preparation will give due attention to academic literacy and engagement. Lesson plans should include:

· clear teaching aims and intended learning outcomes in relation to previous and future lessons and to the overall syllabus

· deployment of materials and teaching aids appropriate to the aims of the lesson
· rationalised progression of activities relating to the syllabus, timetable and future academic needs
· appropriate weight/time given to salient tasks essential for delivering the learning outcomes of the lesson.

Note: A written lesson plan will be available to the Assessors for all lessons observed during the visit.

5.4.5
Lesson delivery will employ a communicative, genre-informed, task-based approach appropriate for EAP in the given context. Lessons will include:

· a clear introduction, making explicit the teaching aims, intended learning outcomes and rationale (which may be linked to assessment of current needs or anticipated future needs)
· a progression of activities clearly linked to the aims with appropriate weight/time given to salient tasks essential for delivering the learning outcomes.
· appropriate management of physical resources, teaching aids and materials.

· a clear conclusion, allowing for reflection on learning and its future application
5.4.6
Lessons will demonstrate the professional competence of the teacher who will have or be developing an understanding of the competencies required by students in their future academic work. This includes:

· awareness of the range of academic genres which contribute to the construction and dissemination of knowledge

· understanding of the different audiences and purposes of a variety of academic and non-academic genres

· understanding of the ways that choices of content, organisation, lexis and syntax combine to deliver the text purpose for a specific audience.
5.4.7
Students will have access to facilities for independent learning with a range of appropriate, related multi-media materials organised in a user-friendly way. Advice will be available on the use of these resources with the aim of encouraging independent learning.
5.4.8 
Students will have access to a social and cultural programme to help them settle into their new learning environment. They will be informed in advance of any additional costs that this programme entails. Visits and excursions will be supervised and adequately insured.

5.4.9
Students will have access to relevant and impartial advice and support in relation to their future academic studies, in particular if they are moving to a different institution.
	DOCUMENTARY EVIDENCE

• An accurate and up-to-date CV for each member of academic staff, giving

- qualifications

- relevant experience

- photocopies of certificates degrees.

Each CV should include the date the teacher took up the present post.

• Staffing profile (Appendix 4).

• Preparation for observation of teachers during the accreditation visit

• Lesson plans available for each class taught during the visit.

• Records of teaching plans and materials/handouts used for each component.

• Samples of students’ assignments/files.

• Statement of how teaching materials are used, shared and developed by academic staff on the course.
• Information on student access to independent learning facilities and copies of any information sheets given to students on the use of such resources.




	5.5  ASSESSMENT, EVALUATION AND PROGRESSION
Assessment will clearly reflect the academic expectations of receiving departments and faculty, and will be comprehensible and relevant to students and receiving departments. Specifically:

5.5.1
The overall course design will link explicitly to summative assessments, providing clear routes of progression. These will be made known to both teachers and students, taking into account those students joining at later entry points.

5.5.2
Assessment will be as closely linked to receiving departments’ academic expectations as possible, in terms of both content and procedures. This might be achieved by dialogue with academic staff, analysis of sample coursework and exams and/or access to sample scripts.
5.5.3
Students will be informed in advance of assessment procedures and criteria to be used on the Course, including any opportunities for resubmitting coursework or resitting exams for students who failed to meet the required level.

5.5.4
Students will receive timely and useful feedback on their progress and on their strengths and weaknesses.

5.5.5
On intensive courses of more than six weeks, formal assessment of students’ progress will be carried out at regular intervals with feedback given and records kept.

5.5.6 
Measures will be taken to ensure standardisation, fairness and consistency in all student assessment procedures across teachers and tasks.

5.5.7 
Students will be encouraged to monitor and take responsibility for their own progress, with particular attention paid to the take up of feedback from their teachers.

5.5.8
Exit assessment procedures and reports will be comprehensible and useful to both the student and the receiving department.

5.5.9
Support and clear information, e.g. relating to visa extensions or registration, will be provided to students transitioning from the Pre-sessional course to university programmes.

5.5.10
Effective systems will be in place to formally monitor the subsequent academic achievement of students who have completed the pre-sessional programme through some form of tracking. Such a follow-up exercise will be undertaken at regular intervals and will include consultation with past students and with staff in receiving departments.
	DOCUMENTARY EVIDENCE 

• Information on entrance requirements for course(s) to be accredited.

• Information given to students on assessment procedures (including opportunities for resubmitting coursework or resitting exams).

• Evidence of discussion of assessment with other departments.

• Account of procedures for ensuring fairness and equivalency of assessment procedures (including assessment criteria given to students and standardisation sessions with staff).

• Evidence of written or oral feedback on performance given to students.

• Account of procedures for record keeping, reporting to sponsors, departments, etc. and sample documents.

• Sample test reports or certificates given to students and receiving departments.

• Information regarding any external examinations for which students are entered.
• Statements about help students receive with police registration, visa renewal and registration for degrees.

• Evidence of follow-up exercise on students’ progress in consultation with receiving departments.


� Bruce, I. (2011) Theory and Concepts of English for Academic Purposes. Houndmills, Basingstoke: Palgrave Macmillan.
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