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7. Teaching And Learning and Assessment

Introduction

Teaching and learning are at the heart of ELI Schools' mission to provide high-quality English language
education. This chapter articulates the principles, policies, and procedures that guide our commitment to
effective teaching, learning support, and fair assessment aligned with QQI standards, CEFR frameworks, and
contemporary pedagogical research.

Our integrated approach ensures:

High-quality, learner-centered teaching and learning experiences

Fair, transparent, and consistent assessment practices

Accurate student placement and progression

Systematic preparation for external examinations required by visa regulations
Compliance with copyright and intellectual property requirements

Educational Philosophy

ELI Schools' approach to language education rests on four foundational principles:

Principle 1: Meaningful Real-World Communication Students develop proficiency through engagement
with authentic, purposeful communication tasks reflecting their professional, academic, and personal
contexts. Language is practiced in realistic scenarios, not systems in isolation.

Principle 2: Integrated Skill-Building Language systems (vocabulary, grammar, pronunciation, discourse)
develop most effectively when taught together through communicative contexts. Reading, speaking,
writing, and listening are developed simultaneously, mirroring authentic language use.

Principle 3: Empowered Learner Autonomy Learners achieve their potential when empowered to direct
their own learning journey. ELI Schools fosters autonomy through regular progress monitoring, feedback
dialogue, goal-setting, and metacognitive awareness development. Teachers act as learning facilitators,
not information deliverers.

Principle 4: Individualized Pathways Each student brings distinct backgrounds, learning preferences,
goals, and timelines. ELI Schools adapts its approach to accommodate different learner types through
diagnostic assessment, flexible pacing, and customized learning plans aligned with individual objectives.
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7.1 Teaching and Learning Policy

QA Area(s) e Teachingand Learning
Applies to Staff only [ Learners only [1 Staff and learners
Policy Owner Senior Director of Studies

Policy Statement

ELI Schools is committed to providing high-quality English language education through effective teaching and
learning practices aligned with our educational philosophy and QQI Core Statutory Quality Assurance
Guidelines.

Core Commitments:

e Learner-Centered Education: Active learning and achievement of intended learning outcomes

e Meaningful Real-World Communication: Experiences connecting classroom learning to professional,
academic, and personal contexts

e Integrated Skill-Building: Language systems developing together through authentic communicative tasks

e Student Empowerment: Learner autonomy, self-assessment, and ownership of learning goals

¢ Individualized Pathways: Diverse learning styles, backgrounds, and objectives accommodated through
customized trajectories

o Technology-Enhanced Learning: Strategic digital tool integration supporting authentic communication
and personalized learning

o Systematic Monitoring and Continuous Improvement: Aligned with CEFR standards and QQI guidelines

Scope
This policy applies to:

e AllEnglish language courses delivered by ELI Schools

e Allacademic staff, including teachers and academic management

e Allteaching and learning activities, including classroom delivery, assessment, and student support
e Allmodes of delivery (face-to-face, blended, and online learning where applicable)

Evidence Base
This policy is supported by evidence including:

e |esson plans with clearly articulated learning outcomes

e Course syllabi systematically aligned with CEFR levels

e Student assessment records and progress documentation

e Classroom observation records (walk-through and developmental)
e Peer observation records and feedback

e Systematic student feedback forms and survey data

e Teacher continuing professional development records

Version 1.0
Date Approved March 2026
Approved by Board of Directors
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7.2 Teaching and Learning Procedure

QA Area(s) e Teachingand Learning
Applies to Staffonly [ Learnersonly [1 Staff and learners

Policies this Procedure

BN Teaching and Learning Policy

Pedagogical Approach and Methodology
Foundation: Communicative Language Teaching

ELI Schools' teaching practice is grounded in Communicative Language Teaching (CLT), ensuring every
classroom activity serves authentic communication purposes. This approach directly supports our educational
philosophy by engaging students in meaningful real-world tasks while naturally integrating all language skills.

Complementary Methodologies

Teachers flexibly draw from additional methodologies to respond to specific learning needs:
e Task-based learning (students complete genuine projects mirroring real-world language use)
e PPP framework (Presentation-Practice-Production) for targeted skill development
e |exicalapproach (emphasis on vocabulary acquisition and collocation patterns)
o Dogme methodology (learner-generated content and authentic communication)
e Drama-based learning (performance and roleplay for communicative fluency)

Intercultural Awareness and L1 Sensitivity

Teachers at ELI Schools are expected to demonstrate active awareness of the intercultural diversity present in
their classrooms. Lesson planning and delivery take into account learners' cultural backgrounds,
communication norms, and prior educational experiences. Teachers also develop familiarity with the common
linguistic challenges faced by learners from different first language backgrounds — including grammar
interference patterns, pronunciation challenges, and vocabulary transfer — and adapt their approach
accordingly. This awareness supports more responsive, inclusive, and effective teaching across all levels and
nationalities.

Technology Integration

Technology enhancement occurs through digital collaboration tools, authentic online resources, and
multimedia content. Technology amplifies opportunities for personalized practice, autonomous learning, and
engagement with authentic materials rather than replacing human interaction.

Lesson Planning and Quality Assurance
Planning Requirements

Teachers prepare and submit lesson plans weekly through Microsoft Teams before the start of each teaching
week. Plans may be modified throughout the week to respond to student progress and emerging learning
needs; significant changes are documented in the comment section.

Required Components:

e Aims and Learning Outcomes: Connected to real-world communication contexts, using CEFR "can do"
descriptors

e Language Elements: Grammar, vocabulary, pronunciation, functional language, skills focus

o Complete Resource References: Specific coursebook pages, supplementary materials, digital resources,
authentic materials

e Logical Lesson Staging: Clear progression showing advancement with appropriate pacing
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e Interaction Patterns and Grouping: Individual, pair, group, and whole-class configurations strategically
selected

o Technology Integration: Where appropriate, with clear learning rationale

e Learner Training and Study Skills: Where appropriate, lesson plans incorporate explicit opportunities to
develop learners' study skills, learning strategies, and language learning autonomy — including dictionary
use, note-taking techniques, self-correction strategies, and approaches to independent vocabulary
acquisition. Teachers are expected to build learner awareness of how to learn effectively, not only what to
learn.

e Self- and Peer Evaluation: Lesson plans incorporate structured opportunities for learners to evaluate their
own performance and that of their peers, particularly following speaking and writing tasks. Self- and peer
evaluation activities are designed to develop learner awareness of learning objectives, build critical
reflection skills, and foster a collaborative classroom culture aligned with the school's commitment to
learner autonomy.

e Lesson Reflection Notes: Teachers include a brief reflection note in their lesson plan following each
lesson, commenting on what worked well, what required adaptation, and any aspects of learning to carry
forward into the next session. This reflection informs future planning and contributes to the teacher's
ongoing professional development. Significant adaptations made during delivery are also documented
here.

Academic Management Review

At the start of each week, academic management reviews all lesson plans to ensure:
e Alignment with curriculum objectives and educational philosophy
e Clear learning progressions building systematically
e Appropriate resource integration and variety
e Compliance with planning standards
e Strategic technology integration

Feedback is provided when adjustments needed. Teachers receive administrative payment (half an hour at
administrative rate per class group per week) for lesson plan submission, recognizing planning as essential
professional work.

Support for Newly Qualified and Less Experienced Teachers

Academic management provides dedicated support to newly qualified and less experienced teachers to help
them develop effective lesson planning and classroom delivery skills. A member of academic management
meets regularly with NQTs at the start of their employment to review lesson plans, discuss pedagogical
approaches, and offer guidance tailored to their class group and level. In addition, suggested lesson plan
templates and exemplar plans are made available to new teachers on Microsoft Teams, providing practical
models that demonstrate the school's planning standards and CEFR-aligned approach while supporting
teacher confidence and consistency.

Teaching and Learning Resources
Core Coursebooks

ELI Schools utilizes Headway and English File as primary coursebooks, selected for their communicative
approach and alignment with CEFR frameworks and institutional objectives. All teachers receive personal
copies for thorough preparation.

Coursebook Flexibility

The Director of Studies may recommend alternative coursebooks when specialized content required (e.g., C2
advancement, English for Specific Purposes instruction). This flexibility ensures appropriate challenge and
sustained motivation.
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Supplementary Resources

Each campus maintains physical teaching materials including language-focused games, specialized
dictionaries, supplementary textbooks, workbooks, and reference materials enabling differentiation and
responsive pedagogy.

In addition to physical resources, digital supplementary materials are stored for teachers in the
"Supplementary Materials" channel on Microsoft Teams. These resources, created by the school and its
teachers, are all reviewed and approved to ensure quality and alignment with CEFR level descriptors,
supporting consistent and standards-compliant teaching practice across all campuses.

Digital Integration
Digital Library (Microsoft Teams):

e Interactive coursebook versions with multimedia components

e Comprehensive audio and video libraries aligned with course content
e Supplementary exercises for differentiation and reinforcement

o Unit-specific digital materials

e Professional reference materials

Custom Digital Resources: ELI Schools has developed custom resources aligned with coursebook units,
including interactive platforms (Quizlet, Bamboozle, Kahoot) ensuring high-quality, consistent content delivery.

Technology in the Classroom:
Technology integration aims to:

e Personalize learning experiences according to individual needs
e Provide immediate, actionable feedback

e Enable autonomous learning beyond classroom

e Create engaging, interactive lessons maintaining motivation

e Supportdiverse learning styles

Graded Readers Library

Supports extensive reading, independent reading at proficiency levels, and exam preparation. IELTS materials
include official practice tests, specialized preparation textbooks, and exam-specific resources.

Resource Guidelines
All staff must:

e Useresources per copyright regulations and intellectual property protections
e Maintain physical resource condition

e Contribute to organized storage and cataloguing

e Reportresource issues to academic management

e Follow proper borrowing and return procedures

Quality Monitoring and Enhancement
Teaching Observation Framework
Three observation types serve different functions:

e Walk-Through Observations: Short, unannounced visits conducted by academic managers as a quality
assurance measure. These observations provide regular, systematic evidence of classroom practice across
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all campuses, enabling management to monitor adherence to the school's teaching standards and identify
any areas requiring support or follow-up.

o Developmental Observations: An hour and a half professional development observations forming part of
the school's CPD cycle. Each observation is followed by a structured post-observation feedback session,
during which the observer and teacher collaboratively reflect on the lesson, explore teaching strategies,
and agree on areas for continued professional growth. Developmental needs identified through this
process directly inform each teacher's individual CPD plan.

o Peer Observations: Structured observations conducted between teaching colleagues, taking place twice
per academic year. Teachers observe one another's lessons and provide constructive written feedback,
fostering a culture of collaborative professional learning, shared best practice, and mutual accountability.

Observation Feedback and Documentation

All observation feedback is formally documented and stored to ensure transparency and support teacher
development. Following a Walk-Through Observation, a summary feedback email is sent to all observed
teachers by academic management. Following a Developmental Observation, the teacher receives a written
observation report, a list of recommended materials and resources for further professional development, and a
structured reflection form to be completed and returned within three weeks of the post-observation meeting.
Peer Observation reports are completed by both the observer and the observed teacher and are stored in each
teacher's designated folder on Microsoft Teams.

Student Feedback and Learner Voice

Student feedback is gathered at two key points in the academic cycle. At weeks 6-7, academic managers
conduct structured Focus Group feedback sessions with learners, providing a mid-cycle opportunity to capture
student experience, identify any emerging concerns, and make timely adjustments to teaching, course
content, or the learning environment before the cycle concludes.

At the end of each cycle, a comprehensive student feedback survey is administered, covering teaching
effectiveness, course content, learning environment, and resource adequacy. The systematic collection of
feedback at both stages provides invaluable insights that directly inform improvement strategies and ensure
ongoing responsiveness to learner needs.

Professional Development Planning

CPD is carefully planned based on concrete evidence: observation outcomes, student feedback trends,
emerging best practices, and teacher requests. This responsive approach ensures training addresses real
needs while incorporating current research.

Quality Monitoring Through Specialized Panels

e Academic Governance and Quality Panel: Reviews teaching standards, observation outcomes, and
student experience data to evaluate quality process effectiveness and identify enhancements.

o Program Development Panel: Examines curriculum implementation, course content, and teaching
methodologies ensuring programmes remain current and effective.

o Assessment Panel: Analyses assessment results, moderation processes, and progression data
maintaining assessment integrity and consistency.

Each panel conducts detailed data analysis and develops specific improvement recommendations. Findings
are presented to Academic Governance Panel for review and approval, ensuring alighment with strategic
objectives and quality standards.

Course Programmes and Curricula

Programme Structure
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ELI Schools delivers General English at seven CEFR proficiency levels (A1- through C1), each providing
internationally recognized examination certification opportunities. Programmes systematically align with the
Common European Framework of Reference for Languages.

Primary Educational Focus

Language education equips students to communicate effectively across diverse contexts and purposes.
Cultural understanding and practical skills development are deliberately integrated, recognizing that effective
communication requires both linguistic proficiency and cultural awareness.

Learner Support and Progress Monitoring

Each learner receives structured, ongoing support with clear progress indicators and achievement
benchmarks. Systematic assessment includes three-unit tests, Progress Tests, and a recognised external
English language proficiency examination as final achievement benchmarks.

Note: ELI Schools is currently transitioning from the Test of Interactive English (TIE) to the Oxford Test of English
(OTE) as its primary external examination. Both examinations are aligned with CEFR level descriptors. This
transition is being managed by the Assessment Panel and all relevant documentation will be updated
accordingly.

Target Learner Profile
International students requiring English for:

e |ntegration into English-speaking communities
e Academic study in English-speaking universities
e Career advancement in international companies

Programme Outcomes

Graduates achieve measurable improvements across all four language skills—reading, writing, speaking,
listening—aligned with CEFR descriptors and international assessment benchmarks. Graduates are prepared
for internationally recognized examinations and possess language competence for chosen objectives.

Academic Calendar and Curriculum Delivery
Four-Cycle Academic Year

ELI Schools operates structured four-cycle academic year alternating between English File and Headway
materials:

e Cycle 1 (English File): January - April

e Cycle 2 (Headway): April - July

e Cycle 3 (English File): July - October

e Cycle 4 (Headway): October - December

Each cycle maintains consistent structure with integrated assessment schedules enabling systematic
progression monitoring and seamless transitions.

Two-Book Rotation Scheme

Systematic alternation between English File and Headway addresses curriculum delivery needs while
enhancing student learning experiences:

o Prevents repetition and disengagement for students remaining at same proficiency level for
consecutive cycles

o Provides complementary learning experiences - each coursebook offers distinct language
acquisition approaches
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e Strengthens learner resilience through adaptability to different teaching approaches
o Reinforces core competencies through varied contexts and methodologies
Scheme of Work

ELI Schools Scheme of Work provides comprehensive curriculum delivery framework systematically designed
to meet QQI standards and CEFR requirements. Framework offers structured teacher guidance while
maintaining pedagogical flexibility for responsive adaptation to specific student needs.

Each level follows systematically structured curriculum incorporating:
o Weekly learning objectives using CEFR "can do" descriptors
e Specified teaching materials with clear resource mapping
e Assessment schedules with identified checkpoint dates
e |ntegrated exam preparation components

Specialized Programmes
Elective Programme

Supplements core General English through specialized one-hour sessions addressing students' particular
learning goals:

e Speaking and Fluency: Spontaneous communication, discourse management, communicative
confidence

o Business English: Professional communication in international business contexts

e Academic English: Language specific to academic study (essay writing, discussion, research
communication)

e Pronunciation Remedial Support: Individual learner needs and intelligibility development

e Job Club: Employment readiness (interview techniques, professional communication)

o External Examination Preparation (TIE or OTE): Intensive focused exam preparation

School Groups: English in Action Programme

Closed school group immersion (1-2 weeks) with authentic real-life English through project-based learning.
Materials prepared specifically for culturally rich content meaningfully connecting language learning to
authentic Irish experiences.

Modular Program System: Themed, self-contained modules aligned with CEFR descriptors. Teachers
strategically select modules based on activities, learning objectives, student interests, group dynamics, and
CEFR level.

Course Scheduling
General English Schedule
Majority of students enrolin core General English requiring 15-hour weekly commitment (Monday-Friday):

e Morning: 09:00-12:15 (Monday to Friday)
e Dublin Afternoon: 13:00-17:00 (Monday to Thursday)
o Drogheda Afternoon: 13:45-17:00 (Monday to Friday)

Intensive Option

Limited students select 20-hour weekly course: 15-hour General English plus daily 60-minute specialized
elective class.

Online and Remote Provision Contingency

While ELI Schools primarily delivers face-to-face English language programmes, a written Remote Delivery
Contingency Plan is maintained to ensure continuity of learning if a move to online provision is required.
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7.3 Policy on Assessment

QA Area(s) e Assessment of Learners
Applies to Staffonly [ Learnersonly [1 Staff and learners
Policy Owner: Quality Officer

Policy Statement

ELI Schools is committed to implementing fair, transparent, and consistent assessment practices aligned with
CEFR frameworks and QQI guidelines. Our assessment framework ensures accurate student placement,
monitors ongoing progress and level transfer, and systematically prepares students for external examinations
required by visa regulations and further study aspirations. Assessment serves three critical functions:

e Access: Initial placement testing ensuring accurate determination of student proficiency level and
appropriate class placement

o Transfer: Regular progress monitoring throughout programmes enabling students to transfer to more
advanced levels as they develop proficiency

e Progression: Systematic preparation for progression tests and external examinations enabling students to
advance to higher levels and fulfil visa requirements

Scope
This policy applies to:

e Allstudents enrolled in ELI Schools programmes

e Allassessment forms including placement tests, formative assessments, summative assessments,
external examinations, and internal progression tests

e All programmes across all locations

Core Principles
Student-Centered Assessment:

e Alignment with curriculum and learning outcomes

e (Clear expectation communication from programme commencement
e Comprehensive support and targeted exam preparation resources

e Reasonable accommodation for diverse learners

Quality Assurance:

e Standardized procedures aligned with CEFR frameworks and QQI guidelines

e Regularreview cycles informed by effectiveness evidence and learner feedback

e Ongoing CPD for assessment methodologies, rubric application, and marking calibration

o Internal verification ensuring institutional consistency; external authentication confirming alignment with
standards

Stakeholder Engagement:

e Regular consultation with staff, students, and external partners
e Transparent communication channels
e [Effective coordination with examination bodies

Validity, Reliability and Impact: All assessments at ELI Schools — whether placement, formative, or
summative — are designed and reviewed with reference to the three core principles of assessment quality:
validity (the assessment measures what it claims to measure), reliability (results are consistent and can be
fairly compared across learners and cohorts), and impact (the effect of the assessment on the learneris
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considered and managed to ensure a fair and supportive experience). These principles are embedded in the
design of all internal assessment tools and are reviewed regularly by the Assessment Panel.

Reasonable Accommodation: ELI Schools is committed to ensuring that assessment is accessible to all
learners. Where a learner has a specific learning need or disability — including but not limited to dyslexia,
visual impairment, or auditory impairment — the school will endeavour to make reasonable adjustments to
assessment conditions to ensure fairness and equal access. Learners requiring accommodation should notify
the Academic Office at the earliest opportunity. Reasonable accommodation provisions are reviewed by the
Academic Manager on a case-by-case basis.

Assessment Information for Learners

Learners are informed about the assessment framework at the start of their programme. A Cycle Overview is
displayed in each classroom and on notice boards, clearly showing the assessment calendar for the cycle,
including the scheduled dates of all formative tests, the end-of-cycle summative assessment, and any
progression test opportunities. This ensures learners know in advance when, how, and why they will be
assessed throughout their programme. Additional information on assessment types and expectations is
communicated by teachers at the start of each cycle and is available from the Academic Office on request.

Assessment Framework Review

The assessment framework is formally reviewed by the Assessment Panel on an annual basis, or more
frequently if required by emerging evidence, changes in learner needs, or updated guidance from QQlI or
external examination bodies. The review process examines the effectiveness, fairness, and continued
relevance of all assessment types and instruments across the school's programmes. Any amendments to the
framework are approved and documented by the Assessment Panel, with findings reported to the Academic
Governance Panel. Records of all reviews and approvals are retained as part of the school's quality assurance
documentation.

Evidence Base
This policy is supported by evidence including:

e Assessment schedules and detailed planning documents

e Systematic student assessment records and progression documentation

e Continuing professional development records related to assessment training
e Assessment Panel meeting minutes and deliberations

e Quality assurance audit trails and review findings

e Student feedback data on assessment fairness and clarity
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7.4 Procedure on Assessment

QA Area(s) e Assessment of Learners
Applies to Staffonly [ Learnersonly [1 Staff and learners

Policies this Procedure

Policy on Assessment
relates to: y

Assessment Integrity and Security

ELI Schools maintains clear procedures to protect the integrity and security of all assessment materials and
processes. All assessment materials, including test papers, marking rubrics, Google Forms assessments, and
student results, are stored securely online, with access restricted to authorised academic staff only. Productive
skills assessments — writing and speaking — are standardised through the use of shared, calibrated rubrics,
which are reviewed by the Assessment Panel to ensure consistent application across teachers and campuses.

Learners are informed about academic integrity expectations as part of their induction and through information
provided at the time of assessment. Teachers are responsible for ensuring that all assessments are conducted
fairly, and any suspected breach of academic integrity is reported to the Academic Manager for investigation
and appropriate follow-up.

ACCESS: Initial Placement Assessment
Purpose

Initial assessment accurately determines each student's current English proficiency level, enabling appropriate
class placement and personalized learning pathways. Assessment identifies strengths, areas for development,
and any special learning requirements.

Two-Phase Assessment Process

Phase 1: Pre-Arrival Online Assessment

Timing: 1-2 weeks before programme start

Online Placement Test (Approximately 60 minutes):

e Standardized online placement test via secure testing platform

e FEvaluates: Reading comprehension (varied text types and complexity), Writing proficiency (accuracy and
communicative effectiveness), Listening skills (conversational and academic contexts), Grammar
knowledge, Vocabulary range

e Automated scoring and immediate results recorded in Orion student management system

o Results provide quantitative profile of English proficiency across key language domains

Speaking Assessment via Zoom (10-15 minutes):

e |ndividual assessment conducted by qualified academic staff (Director of Studies, Academic Manager, or
trained Mentor)

o FEvaluates: Speaking ability (accuracy and fluency), Listening comprehension during interactive exchange,
Interactive communication skills

Assessor gathers information on:

e Educational background and prior formal study
e |earning objectives and specific language goals
e Previous English language learning experience and formal qualifications
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e Anyspecial learning requirements or accommodations needed

e Allassessmentresults and comprehensive student information recorded in Arrivals spreadsheet
Phase 2: In-Person Assessment (Alternative)

e Circumstances: When students unable to complete pre-arrival assessment due to technical barriers,
scheduling conflicts, or exceptional circumstances

e |n-person speaking assessment upon arrival at ELI Schools

e Maintains consistent assessment format and objectives with remote assessments

e Conducted by same qualified academic staff under identical protocols

Duration: 10-15 minutes
Class Placement Decision
Academic team synthesizes comprehensive assessment data considering;:

e Combined results from online and speaking assessments (both technical skills and communicative
competence)

e Student numbers and class composition (pedagogically appropriate group sizes and diversity)

e Special learning requirements and identified accessibility needs

Placement Flexibility and Early Adjustment
Students have explicit opportunity during first week to request level change if initial placement inappropriate.
Process:

e Student communicates concern to Academic Office

e Academic Office notifies class teacher to conduct focused, systematic observation

e Teacher monitors student's performance across all language skills throughout remainder of week

e Teacher provides detailed, evidence-based feedback about student's performance and level suitability

e Academic Office makes informed decision based on teacher feedback and initial assessment results

e |f appropriate, student is moved to more suitable level

e This early adjustment period ensures students are placed at most suitable level for their language
development, considering both initial assessment results and authentic classroom performance.

Responsibilities

e Academic Office: Coordinates pre-arrival and in-person assessment administration; manages Orion entry
and Arrivals spreadsheet

e Academic Staff: Conduct speaking assessments, assessment observation, initial feedback

e Director of Studies/Academic Coordinator: Final placement decisions and early adjustment decisions

e Teachers: First-week observation and feedback for placement adjustments

TRANSFER: Progress Monitoring and Level Transfer
Purpose

Regular formative assessment throughout each 12-week cycle enables monitoring of student progress and
provides opportunities for students to transfer to more advanced levels when ready. Transfer ensures students
are appropriately challenged and supported in their language development.

Formative Assessment Schedule
3-Week Interval Testing Throughout 12-Week Cycle:

o Week 3: Grammar & Vocabulary (Google Forms) + Writing (Teacher-evaluated)
o Week 6: Grammar & Vocabulary (Google Forms) + Speaking (Teacher-evaluated)
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o Week 9: Grammar & Vocabulary (Google Forms) + Writing (Teacher-evaluated)
o Week 12: Grammar & Vocabulary (Google Forms) + Speaking (Teacher-evaluated)

Assessment Components
Grammar & Vocabulary Component:

o Delivered via Google Forms for efficient administration and standardized marking
o Covers language material from three most recently completed course units

e |ncludes automated, personalized feedback through Google Forms functionality
e Results automatically recorded and analysed

Productive Skills Component (Writing or Speaking):

e Evaluated by teachers using standardized, carefully calibrated rubrics

e Communicative focus with authentic task design aligned with course objectives
e Topics aligned with target course content

e Speaking assessments conducted one-to-one or small group basis

o Writing assessments completed as timed assessments

Alignment with External Examination

Writing and speaking assessments are deliberately designed to reflect the format of the school's current
external examination partner while maintaining direct links to classroom content. Assessment tasks mirror the
structure and style of the external examination but are aligned with units covered in class, enabling students to
demonstrate course mastery while progressively building familiarity with the examination format through
regular, low-stakes exposure.

Note: ELI Schools is currently transitioning from the Test of Interactive English (TIE) to the Oxford Test of English
(OTE) as its primary external examination. Assessment tasks and preparation materials are being updated to
reflect the OTE format. This transition is overseen by the Assessment Panel, and all references to external
examination preparation in this document should be read in light of this change.

Benefits of Integrated Approach:

e Students gradually become familiar with external examination formats through regular exposure
e Assessment content remains directly relevant to recent classroom learning
e Regular practice with exam-style tasks may reduce test anxiety through progressive desensitization

Progress Monitoring and Documentation
Teacher Responsibilities:

e Complete detailed progress documentation following each assessment

e Record formative assessment results for all students in class group

e Document specific progress observations and areas of notable achievement
o |dentify skills or content areas requiring additional support or remediation

e Provide tailored, practical recommendations for future learning

e Track trends across assessment points to inform teaching adjustments

Academic Management Responsibilities:

e Review progress documentation within five working days of submission
e Monitorindividual student progress and overall class performance
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e Analyse patterns and trends across all classes and proficiency levels
e Share findings with Assessment Panel for systematic review

Assessment Panel Responsibilities:

e Conduct regular reviews of formative assessment system effectiveness
e Ensure system serves intended pedagogical purposes
e Recommend adjustments to assessment methods, timing, or components as needed

Remedial Support

Remedial support is available to any learner who is experiencing difficulty with their language learning
progress. Support may be initiated by the learner themselves through a request to the Academic Office, or by
the class teacher where performance data or classroom observation indicates that a learner would benefit
from additional assistance. The Academic Office, in consultation with the relevant teacher, identifies the most
appropriate form of support, which may include referral to a relevant Elective class, one-to-one guidance, or
targeted study recommendations. All remedial support arrangements are documented and monitored by
academic management.

Assessment Feedback and Learner Tutorials

Following each formative assessment, teachers provide individual written feedback to learners, clearly
identifying strengths and areas for development in relation to the learning objectives assessed. Learners are
encouraged to discuss their results and learning needs with their teacher, and teachers are available for one-
to-one discussion during or following lessons. At the end of each cycle, a formal individual feedback session is
conducted with each learner, providing a structured opportunity to review overall progress, discuss
assessment outcomes across all four skills, and agree on priorities for further development. Learners preparing
for external examinations receive additional targeted feedback and guidance following any mock examination
or exam-focused assessment activity.

PROGRESSION: Progression Testing and Level Change
Purpose

Structured progression assessment enables students to advance to higher CEFR levels as they develop
proficiency. Progression is distinct from transfer (which occurs within the same proficiency level). The
progression process ensures students have achieved substantive competence at their current level before
advancing.

Level Change Eligibility and Initiation
Teacher Recommendation:

e Teachers identify students demonstrating clear readiness for next proficiency level

e Typically identified after minimum 8 weeks at current level

e Based on consistent performance across all language skills (formative assessment results, classroom
participation, productive skills demonstrations)

Student Request:

e Students may request level assessment through their teacher or Academic Office
e Student must express feeling ready for advancement

Level Change Assessment Procedure
Supervised Assessment Administration:

e Conducted in designated quiet room
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e Duration: One hour
e Comprehensive evaluation across all language domains appropriate for target level
e Assessment evaluates skills required for successful participation at next level

Assessment Content:

e Reading comprehension at target level

e Writing proficiency at target level

e Listening comprehension at target level

e Speaking ability at target level

e Grammar and vocabulary appropriate to target CEFR level

Assessment Evaluation and Progression Decision
Marking and Scoring:

e Tests marked according to established standardized criteria
e Score of 85% or higher required for progression to next level
e This threshold ensures students have achieved substantive competence at target level

Communication of Results:

o Director of Studies or Academic Manager communicates results via email or meeting

e Successful candidates (=85%): New class details and start date provided; class teachers notified of
change; student records updated to reflect level change

e Unsuccessful candidates (<85%): Detailed feedback provided; specific recommendations for improvement
and future progression attempt outlined

Transition Process:

e Successful students transition to new level following week
e C(Class teachers notified of incoming students and their background/previous level
e Orionrecords updated to reflect level change

Progression Support
Students attempting level change but not meeting 85% threshold receive:

e Detailed feedback on specific areas needing development
e Practical recommendations for targeted skill development
e Suggested timeline for next progression attempt

e Additional support or specialized sessions if needed

Responsibilities

e Teachers: Identify student readiness; recommend progression candidates

o Director of Studies/Academic Manager: Conduct level change assessments; make progression
decisions; communicate results

e Office Staff: Process progression paperwork; coordinate transitions; update records

e Academic Coordinator: Oversee progression process and standards

End-of-Cycle Assessment and Certification
Purpose

End-of-cycle assessment provides comprehensive evaluation of student achievement across all language
skills. Assessment determines course completion and certifies student's proficiency level. Assessment results
enable students to pursue external examination certification or receive ELI Schools internal certification
recognizing achieved level.
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Summative Assessment Structure
Week 13 End-of-Cycle Assessment (Comprehensive Evaluation):

o Reading: Comprehension of authentic and adapted texts at appropriate complexity levels

e Writing: Productive written communication demonstrating range, accuracy, and communicative
effectiveness

e Listening: Comprehension of varied audio contexts and speaker types

e Speaking: Spontaneous and interactive oral communication demonstrating fluency and accuracy

Assessment Administration
Timing: Full week allocated for test administration (Week 13)

e Flexibility: Teachers maintain professional flexibility in scheduling tests based on their professional
judgment regarding group needs and preferences:

e May distribute tests across different days of week

e May conduct all assessments in single focused session

e May use alternative scheduling based on class circumstances

Test Access and Materials:

o Alltest materials accessible through Teams "Teaching Cycle Progress Tests" folder from beginning of test
week
e Enables teachers to plan assessment schedule suited to their class

Assessment Methods

e Reading and Listening: Conducted through Google Forms (automatic grading, immediate results)
e Writing and Speaking: Evaluated by teachers using standardized, carefully calibrated rubrics provided in
Teams folders

Progress Reporting and Feedback
Progress Report Documentation (Due: Within 3 Working Days of Test Week Completion):

e Teachers complete individual Progress Report Forms for each student that provide:

e Testresults for all four language skills (reading, writing, listening, speaking)

e Overall evaluation of progress throughout teaching cycle

e Specific areas of notable achievement and improvement demonstrating growth

e Skills or content areas requiring additional support or remediation

e Tailored, practical recommendations for future learning aligned with student goals

e Assessment Panel recommendation for next steps (progression to next level, repeat current level, other)

Quality Assurance Review:

o Academic Management reviews all Progress Report Forms within five working days of submission
e Review ensures consistency, completeness, and adherence to school standards
o All forms systematically archived to enable long-term tracking of student development

Individual Feedback Sessions (Final Day of Test Week):

Teachers conduct individual feedback sessions with students following completion of progress reports.
Sessions include:

e Review of test results across all four skills
e Explanation of overall performance and progress made
e Discussion of any upcoming level changes
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e Feedback on strengths and areas for development
e Practical recommendations and next steps

Student Record Documentation:

e Students receive Progress Report (printed copy during session or via email)
e Clear summary of performance and guidance for continued learning
e Feedbackrecorded in student's file for reference

Assessment Appeals

Learners who consider an internal assessment result to be unfair or incorrect have the right to request a formal
review. The appeal process is as follows: the learner submits a written request to the Academic Office within
five working days of receiving their result, clearly stating the grounds for the appeal. The Academic Manager
reviews the assessment and the original marking against the applicable rubric or marking criteria. Where
appropriate, the assessment may be reviewed by a second qualified member of academic staff. The learner
receives a written outcome of the appeal within ten working days of submission. The decision of the Academic
Manager is final at internal level. All appeals and outcomes are documented and retained on file.

Certification
ELI Schools Internal Certificate
For Students Not Pursuing External Examination:

e Students completing a full programme cycle (12 weeks) receive ELI Schools Certificate of Achievement
(need to attend 85% of the classes)

o Certificate recognizes proficiency level achieved based on end-of-cycle assessment

e C(Certificate issued upon course completion and final assessment completion

o Certificate specifies: CEFR level achieved, programme attended, dates of attendance, level of proficiency
demonstrated

External Examination Certification

For Students Pursuing Recognized External Examinations:

See Section 7.8: Policy on External Exams and Section 7.9: Procedure for External Exams
Responsibilities

e Teachers: Conduct end-of-cycle assessments; complete progress reports; provide student feedback
e Academic Management: Review progress reports; archive records; coordinate certification
o Office Staff: Prepare and issue certificates
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7.4 Policy for Copyright Compliance

QA Area(s) e Teachingand Learning
e Information and Data Management

Applies to Staff only I Learners only [ Staff and learners
Policy Owner Senior Academic Manager

Purpose

The purpose of this policy is to ensure that ELI Schools and all staff comply with copyright law in the use of
materials for teaching and learning, respecting the intellectual property rights of creators while enabling
effective teaching.

Scope
This policy applies to:

e Allteaching staff at ELI Schools (full-time, part-time, freelance, at all locations)
e All materials used in teaching (textbooks, photocopies, digital materials, videos, audio, online resources)
o All contexts (classroom teaching, materials shared with students, materials in resource libraries)

Policy Statement
Commitment to Copyright Compliance:

ELI Schools is committed to full compliance with Irish copyright law (Copyright and Related Rights Act 2000, as
amended). We respect the intellectual property rights of authors, publishers, artists, and other creators. We
ensure that all materials used in teaching are used legally and ethically.

Legal and Ethical Responsibility:

Copyright compliance is both a legal obligation and an ethical responsibility:

Legal: Breach of copyright is illegal and can result in prosecution and significant fines

Ethical: Creators have moral rights to their work and deserve fair compensation for their efforts
Educational: Teaching students respect for intellectual property

Balancing Rights and Educational Needs:

e Copyright law recognizes educational exceptions (fair dealing), but these are limited. ELI Schools balances
respect for copyright with the practical needs of teaching by:

e Purchasing legitimate materials (textbooks, licensed resources)

e Using materials within legal limits

e Seeking permissions when required

e Using openly licensed and public domain materials where available

e (Creating original materials

What is Copyright?
Copyright is automatic legal protection for original creative works:

e Literary works (books, articles, poems, etc.)

e Artistic works (photographs, illustrations, paintings, etc.)
e Musical works (songs, compositions)

e Dramatic works (plays, films)

e Sound recordings

e Films and videos
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e Computer programs and databases
e Typographical arrangements of published editions

Copyright gives creators exclusive rights to:

e Copythe work

e Distribute the work

e Perform or display the work publicly

o Create derivative works (adaptations, translations)

Using copyrighted work without permission or beyond legal exceptions is copyright infringement.
Copyright Duration

Copyright protection lasts for:

Literary, dramatic, musical, artistic works: Life of author plus 70 years

Films, sound recordings: 70 years from creation/publication

Typographical arrangement: 25 years from publication

After copyright expires, works enter public domain and can be used freely.

Practical implication: Most materials teachers want to use are under copyright (anything published in last 70+
years).

Educational Exceptions (Fair Dealing)

Irish copyright law provides limited exceptions for educational use ("fair dealing for purposes of teaching and
learning"). However, these exceptions are narrow:

Fair Dealing allows:

o Using short excerpts of copyrighted works for teaching

e Generally, up to 5% of a work or one chapter from a book or one article from a journal
e Must be for genuine educational purpose

e Must acknowledge source

e Cannot be systematic or widespread copying

Fair Dealing does NOT allow:

e Photocopying entire textbooks or substantial portions

e Creating course packs or anthologies of copyrighted materials

e Systematic copying of articles or chapters

e Making multiple copies for students beyond limited fair dealing

e Sharing digital copies of copyrighted materials widely

e Important: Fair dealing is not a blanket exemption. It is limited and must be genuinely "fair." When in doubt,
assume permission is needed.

Compliant Practices at ELI Schools
1. Using Purchased Textbooks:
Best Practice:

e Students purchase their own copy of the required textbook

e Students use their own textbook in class

e Teachers use teacher's copy

e Fully compliant and supports publishers who create valuable resources
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Challenges:

e Some students may not have textbook on first day
e Textbooks can be expensive
e Some students may forget textbook

Solutions:

e Communicate textbook requirements clearly before course starts
Have small loan library of textbooks students can borrow temporarily

Photocopying occasional pages for students who forgot textbook (limited fair dealing)
2. Photocopying:
Permissible (within fair dealing):

e Short excerpts (up to 5% or one chapter/article) for teaching purposes

e QOccasional, unsystematic copying

e Copies for small number of students (class size)

e Acknowledge source

e Example: Copying one article from magazine to use in class, or one chapter from grammar book as supple-
mentary material

NOT Permissible:

e Photocopying entire textbook or workbook for students

e Photocopying substantial portions of books

e Systematic copying (photocopying from same book every time you teach course)
e Creating "course packs" of multiple copyrighted materials

e Replacement for purchasing textbooks

ELI Schools Rule: Photocopying is allowed only within fair dealing limits. Teachers must not photocopy entire
books or substantial portions. If materials needed regularly, purchase class set or use legitimate alternatives.

3. Digital Materials and Online Sharing:
Permissible:

e Sharing links to publicly available online resources (articles, videos, websites)

e Using materials with Creative Commons or other open licenses (within license terms)
e Using public domain materials

e Sharing teacher's own original materials

e Using materials from resource subscriptions (if license permits sharing with students)

NOT Permissible:

e Scanning entire textbooks and sharing PDFs with students

e Sharing PDFs of copyrighted articles or book chapters (unless open access or licensed)

e Uploading copyrighted materials to learning platforms or shared drives where students can access
e Sharing copyrighted videos or audio files

ELI Schools Rule: Do not scan and share copyrighted materials digitally. Link to legal online sources. Use
openly licensed materials. If in doubt, ask.

4.Videos and Audio:
Permissible:

e Showingvideos in class that school has purchased or licensed
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e Showing publicly available videos (YouTube, etc.) in class for educational purposes (fair dealing)
e Playing audio from CDs that school owns or that accompany purchased textbooks

NOT Permissible:

e Showing pirated films or videos

e Copying DVDs orvideos and sharing with students

e Downloading copyrighted videos and sharing

e Public performance of films (showing film to large audience as entertainment rather than teaching)

e ELISchools Rule: Use videos and audio legitimately. YouTube videos freely available online can be shown
in class. Do not use pirated content.

5. Music:
Permissible:

Using short music excerpts for language teaching purposes (analysing lyrics, discussing music, listening
comprehension)

NOT Permissible:

e Playing music as background entertainment (requires performance license)
e Using music in public performances without license

ELI Schools Rule: Music used for teaching purposes (analysing language, culture) is permissible. Music as
background entertainment requires license (ELI Schools should obtain if regularly playing music publicly).

6. Images and Photographs:
Permissible:

e Usingimages with Creative Commons or other open licenses (within license terms)
e Using public domain images

e Usingimages from purchased resources

e Using own photographs

NOT Permissible:

e Copying images from internet without checking copyright and using extensively

e Using copyrighted images in materials without permission

e ELISchools Rule: Check copyright status of images. Use openly licensed images (many available on sites
like Pixabay, Unsplash, Wikimedia Commons with appropriate licenses). Acknowledge source.

7. Teacher-Created Materials:
Encouraged:

e Teachers creating own original materials (worksheets, handouts, activities)
e Using own materials freely
e Sharing with colleagues

Intellectual Property:

e Materials created by ELI Schools teachers in course of employment are property of ELI Schools (see em-
ployment contracts)

e Teachers can use materials while employed at ELI Schools

e ELISchools owns materials after teacher leaves (unless otherwise agreed)

8. Materials from Internet:



E LI ENGLISH
7 INSTTOTE.
7

Approach with Caution:

e Many materials on internet are copyrighted
e "Free" does not always mean "free to use for any purpose"
e Some materials are openly licensed (Creative Commons), others are not

ELI Schools Rule: Check copyright status and terms of use before downloading and using materials from
internet. Use openly licensed materials where possible. If unsure, create own materials or purchase legitimate
resources.

9. Licensed Resources and Subscriptions:

e |f ELI Schools has subscriptions to online resource banks, e-libraries, or platforms:

e Use within terms of license

e Check license terms for what's permitted (sharing with students, downloading, printing, etc.)
e Do not share login credentials beyond permitted users

e Respectlicense terms

Seeking Permission
If teachers wish to use copyrighted materials beyond fair dealing, permission must be sought:
Process:

e |dentify copyright holder (publisher, author, rights organization)
e Contact and explain intended use

e Request permission (may involve fee)

o Use only if permission granted and conditions met

o Keep record of permission

Note: Seeking permissions is time-consuming. Generally, more practical to use materials within fair dealing,
use openly licensed alternatives, or create original materials.

Openly Licensed and Public Domain Resources
Teachers encouraged to use:
Creative Commons Licensed Materials:

e Resources explicitly licensed for reuse

e Various CC licenses with different permissions (some allow any use, some restrict commercial use or re-
quire attribution)

e Checklicense terms and comply

e Many educational resources available with CC licenses

Open Educational Resources (OER):

e Teaching materials openly licensed for reuse and adaptation
e Many high-quality OER available for language teaching
e Teachers can adapt to suit needs

Public Domain:

o  Works where copyright has expired or never applied
o Classic literature, historical texts, old images
e (Can be used freely

Sources of Openly Licensed Materials:
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e Creative Commons search

e Wikimedia Commons (images)

o OER repositories (MERLOT, OER Commons, etc.)
e Many universities and organizations share OER

Responsibilities
All Teaching Staff:

e Complying with this policy in all use of materials

e Using materials within fair dealing limits

e Not photocopying or sharing digital copies of substantial copyrighted materials
e Checking copyright status of materials before using

e Seeking guidance if unsure

e Creating original materials where feasible

e Respecting intellectual property

Academic Managers / Programme Leaders:

e Ensuring teachers aware of copyright policy

e Monitoring compliance

e Providing guidance to teachers

e Ensuring programme materials (core texts, resources) are legitimate
e Addressing breaches if discovered

Senior Academic Manager:

e Overallresponsibility for copyright compliance in teaching
e Policy implementation and monitoring

e Staff training on copyright

e Liaison with publishers or rights organizations if needed

Operations Manager:

e Ensuring photocopiers used compliantly
e Providing guidance on photocopying limits
e Monitoring photocopying volumes

Quality Officer:

e Monitoring copyright compliance as part of QA
e Reporting breaches if identified

Managing Director:

e Overall accountability for legal compliance including copyright
e Ensuring adequate resources for legitimate materials (budget for textbooks, resource subscriptions)

Consequences of Non-Compliance
For ELI Schools:

e Legalliability for copyright infringement

e Fines and legal costs (potentially substantial)
e Reputational damage

e Breach of accreditation standards (QQI)

For Individual Staff:
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e Disciplinary action (warning, dismissal for serious or repeated breaches)
o Potential personal legal liability
e Professional reputation damage

Non-compliance is taken seriously and will be addressed through disciplinary procedures if necessary.
Support and Guidance
Teachers needing guidance on copyright should contact:

e Academic Manager or Senior Academic Manager
e Quality Officer

Resources available:

e Copyright guidance document (summary of rules)
e List of openly licensed resource sources
e Support creating original materials

Training:

e Copyright compliance included in teacher induction
e Periodic refresher training
e Guidance available on request

Review

This policy will be reviewed biennially or when copyright law changes to ensure continued compliance and
alignment with legal requirements.

Version 1.0
Date Approved March 2026

Approved by
Board of Directors

Related legislation, regulation or guidelines:

e Copyright and Related Rights Act 2000 (Ireland), as amended

e Copyright Directive 2001/29/EC (EU)

e (Core Statutory Quality Assurance Guidelines 2016 (QQI)

e Code of Practice for Provision of Programmes of English Language Education to International Learners
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7.5 Procedure for Copyright Compliance

QA Area(s) ° Teaching and Learning
Applies to Staff only [J Learners only [J Staff and learners

Policies this Policy for Copyright Compliance (7.4)
Procedure relates
to:

Purpose

This procedure provides practical, step-by-step guidance for teachers on how to use materials compliantly and
how to check copyright status, seek permissions, and find alternative resources when needed.

Procedure
PART A: BEFORE USING ANY MATERIAL - CHECK COPYRIGHT STATUS
Step 1: Identify the Material Type

o What type of material do you want to use?
e Textbook or book

e Article from journal or magazine

o Worksheet or handout from internet

e Image or photograph

e Video (DVD, YouTube, etc.)

e Audio (CD, podcast, music)

o Website or online resource

Step 2: Determine Copyright Status
Ask these questions:
A. Is it your own original work?

e |f YES: You can use it freely (but note: materials created for ELI Schools are ELI Schools' property)
e IfNO: Continueto B

B. Is it in the public domain?

e Works published before approximately 1950 (more than 70 years ago) may be in public domain
e Check publication date

e Public domain works can be used freely

o |fYES: Use freely

e |[fNO or UNSURE: Continueto C

C.lIsitopenly licensed (e.g., Creative Commons)?

e Lookfor Creative Commons logo or license statement

e Common on educational websites, Wikimedia Commons, some YouTube videos
e |fYES: Check license terms and comply (see Part B below)

e |f NO or UNSURE: Continue to D

D. Is it from a resource ELI Schools subscribes to or has purchased?
Does ELI Schools have subscription or license?

e Check with Academic Manager or Office Manager
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If YES: Check license terms for permitted uses
If NO: Continue to E

E. Is it copyrighted?

If published recently (within last 70 years) and not openly licensed, assume it's copyrighted
e Continueto Step 3

Step 3: Determine How You Want to Use It
A. Linking to publicly available online resource (e.g., YouTube video, website, online article)?

e Thisis generally permissible - you're not copying, just directing students to existing content
e Ensure source is legitimate (not pirated content)
e (Go ahead and use (link to resource)

B. Using material in class (showing video, using textbook activities, displaying image)?

e |fyou own legitimate copy (textbook, DVD, etc.): Use in class teaching (fair dealing)
e |f short excerpt from copyrighted work (article, book chapter, image): Fair dealing likely applies
e Go to Part C for fair dealing assessment

C. Photocopying or creating digital copies for students?

e This requires careful consideration
e Go to Part C for fair dealing assessment

D. Sharing digital files with students (PDFs, scanned documents, video files)?

e This is high-risk for copyright infringement
e Go to Part C for fair dealing assessment

PART B: USING OPENLY LICENSED MATERIALS (CREATIVE COMMONS)
Step 1: Identify the License Type
Creative Commons licenses vary:

e CCO (Public Domain): Can use for any purpose, no restrictions

e CC BY (Attribution): Can use for any purpose, must credit creator

e CC BY-SA (Attribution-ShareAlike): Can use and adapt, must credit creator, must share adapted work un-
der same license

e CC BY-ND (Attribution-NoDerivatives): Can use but not adapt, must credit creator

e CC BY-NC (Attribution-NonCommercial): Can use for non-commercial purposes only, must credit creator
(ELI Schools is commercial, but educational use generally considered non-commercial)

e CCBY-NC-SA: Can use and adapt for non-commercial purposes, must credit, must share adapted work
under same license

e CC BY-NC-ND: Can use for non-commercial purposes, cannot adapt, must credit

Step 2: Comply with License Terms
Attribution (required by all except CCO0):

e Creditthe creator
e Include title of work, creator name, source (link if online), license type
e Example: "Image: 'Students in Classroom' by John Smith, Wikimedia Commons, CC BY 3.0"

Non-Commercial (if NC license):

e Use for teaching purposes (hon-commercial)
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e Do not sell materials or use for profit

No Derivatives (if ND license):

Use as-is, do not adapt or modify

ShareAlike (if SA license):

If you adapt the work, share your adapted version under same license

Step 3: Use the Material

Use according to license terms. Acknowledge source appropriately.

PART C: FAIR DEALING ASSESSMENT - CAN | USE THIS UNDER FAIR DEALING?

Fair dealing allows limited use of copyrighted materials for education. Assess whether your intended use
falls within fair dealing:

Fair Dealing Checklist:
Is it for genuine educational purpose (teaching or learning)?

e [fYES: Continue
e |f NO: Fair dealing does not apply

Is it a short excerpt (up to 5% of work, or one chapter/article)?

e [fYES: Continue
e |f NO: Too much - fair dealing likely does not apply, seek alternative

Is it occasional and unsystematic (not copying same materials every time you teach course)?

e [fYES: Continue
e |f NO: Systematic copying not permitted - must purchase resources

Is it for small number of students (class size, not widespread distribution)?

e [fYES: Continue
e |f NO: Fair dealing does not cover mass distribution

Will you acknowledge the source?

e |f YES: Continue
e |f NO: Must acknowledge source for fair dealing

If all answers YES: Likely within fair dealing - proceed with use, but minimal copying

If any answer NO: Not within fair dealing - must seek alternative

Decision Tree:
Scenario A: | want to photocopy an article from a magazine to use in class (class size 12 students)

e Educational purpose? YES

e Short excerpt (one article)? YES

e Occasional? YES (not photocopying multiple articles systematically)
e Small number (class size)? YES

e Will acknowledge source? YES

Decision: Permissible under fair dealing - photocopy the article for class
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Scenario B: | want to photocopy entire workbook for all students to save them buying it

e Educational purpose? YES
e Short excerpt? NO (entire book)

Decision: NOT permissible - students must purchase workbook
Scenario C: | want to scan a chapter from a grammar book and upload to Google Classroom for students

e Educational purpose? YES

e Short excerpt (one chapter)? YES
e Occasional? YES

e Smallnumber (class size)? YES
e Will acknowledge source? YES

Question: Is digital sharing same as photocopying?

e Digital sharing more risky - easier to distribute further, permanent copies created
e Recommendation: Photocopy and distribute in class (more defensible as fair dealing) OR link to legitimate
online source if available OR create own materials OR students purchase book

Decision: Borderline - avoid digital sharing, use alternatives
Scenario D: | want to show a YouTube video in class

e Videois publicly available on YouTube (not pirated)
e Showingin class for educational purpose

Decision: Permissible - link to YouTube video and show in class
Scenario E: | want to use 5 pages from a 100-page textbook as supplementary material

e 5pagesoutof100=5%
e Short excerpt for teaching
e Occasionaluse

Decision: Likely permissible under fair dealing
Scenario F: Every time | teach Intermediate course | photocopy 10 pages from Grammar Book X
Systematic copying from same source every course

Decision: NOT permissible - systematic copying - must purchase class set of Grammar Book X or use
alternative

PART D: IF FAIR DEALING DOESN'T APPLY - ALTERNATIVES
If you cannot use material under fair dealing, consider alternatives:
Alternative 1: Purchase Legitimate Resources

e Buy textbooks for students (students purchase own copy)
e Buy class set of resources for school
e Recommend to Academic Manager if resources needed regularly

Alternative 2: Create Your Own Materials

Write own worksheet or activity
Take own photographs
Create own content

e Time-consuming but fully compliant and tailored to students
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e Search for Creative Commons licensed alternatives
e Use OER (Open Educational Resources)
e Many available online

Sources of Openly Licensed Materials:

e Creative Commons search: search.creativecommons.org

o Wikimedia Commons (images): commons.wikimedia.org

e Pixabay (images): pixabay.com

e Unsplash (images): unsplash.com

e OER Commons (educational resources): oercommons.org

e British Council Teaching English: teachingenglish.org.uk (some resources openly licensed)
e ESL Discussions: esldiscussions.com (free, permissible for educational use)

Alternative 4: Link to Legitimate Online Resources

e |nstead of copying, link to online articles, videos, resources
e Students access directly (you're not copying)
e Ensure source is legitimate and publicly available

Alternative 5: Seek Permission

e |fyoureally need to use specific copyrighted material extensively, seek permission from copyright holder
e Contact publisher, author, or rights organization

e Explainintended use, request permission

e Mayinvolve fee

e Time-consuming

Alternative 6: Use Different Material

e Find similar material that is openly licensed or public domain
e Adaptyour lesson to use alternative resources

PART E: SEEKING PERMISSION (if necessary)
Step 1: Identify Copyright Holder

e For published books/articles: Publisher (check copyright page)
e Forimages: Photographer orimage agency
e Formusic: Record label or rights organization (IMRO in Ireland)
e Forvideos: Production company or creator

Step 2: Contact Copyright Holder
Step 3: Await Response

e Allow 2-4 weeks for response
e Follow up if noresponse

Step 4: If Permission Granted

e Comply with all conditions (fee payment, attribution, limitations)
e Keep copy of permission letter
e Useonly as permitted

Step 5: If Permission Denied or Fee Too High



e Use Alternative (see Part D above)
e Cannot use without permission

Step 6: If No Response

e Do not assume silence means permission
e Use Alternative
e Cannot use without clear permission

PART F: PHOTOCOPYING - PRACTICAL GUIDANCE
What You CAN Photocopy:
Within Fair Dealing Limits:

e One article from magazine or journal (for class)
e One chapter from book (up to 5% of total book)
e Short excerpt from longer work

e Occasionally, not systematically

e Foryour class only (not sharing widely)

Your Own Original Materials:

Freely photocopy materials you created yourself

Openly Licensed Materials:

Materials with Creative Commons or similar licenses allowing copying
What You CANNOT Photocopy:

Beyond Fair Dealing:

e Entire textbooks or workbooks

e Substantial portions of books (more than one chapter or 5%)

e Multiple chapters from same book

e Systematic copying from same source every time you teach

e Creating course packs or anthologies of copyrighted materials

Pirated or Unauthorized Copies:
Do not photocopy materials that themselves are unauthorized copies

How to Photocopy Compliantly:

e Step 1: Check material is within fair dealing (use Part C assessment)
e Step 2: Make only necessary number of copies (class size + teacher copy)

ELI
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e Step 3: Include source acknowledgment on photocopies: "Source: [Article title] by [Author], [Publication],

[Date]. Copied under fair dealing for educational purposes."
e Step 4: Use photocopies in teaching

e Step 5: Do not keep and reuse photocopies systematically term after term (becomes systematic copying)

If Photocopying Regularly from Same Source:

e This becomes systematic copying - not permissible

e Recommendation: Purchase class set of the resource
e Or create own alternative materials

e Oruse openly licensed alternatives

PART G: DIGITAL MATERIALS - PRACTICAL GUIDANCE
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What You CAN Share Digitally:
Links to Publicly Available Resources:

e Share links to YouTube videos, websites, online articles, resources
e Students access directly (you're not copying or distributing copyrighted file)

Your Own Original Materials:

e Upload materials you created to Google Classroom, Moodle, shared drives

Openly Licensed Materials:

e Upload CC-licensed materials (within license terms)

Materials from Licensed Resources:

e If ELI Schools has subscription allowing sharing with students, use within license terms
What You CANNOT Share Digitally:

Scanned Copyrighted Materials:

e Do not scan textbooks, workbooks, book chapters and share PDFs
e Do not scan articles and share PDFs (unless open access)

Copyrighted PDFs:

Do not share PDFs of copyrighted articles, chapters, books
Video or Audio Files:

Do not share copyrighted video or audio files

Pirated Content:

Do not share any pirated or unauthorized content

Why Digital Sharing is Higher Risk:

e Digital files easily distributed further beyond intended recipients
e Permanent copies created

e More detectable (online sharing leaves traces)

e Rights holders more vigilant about digital piracy

Recommendation: Be extra cautious with digital sharing. When in doubt, link rather than share files.
PART H: VIDEOS AND AUDIO - PRACTICAL GUIDANCE

Showing Videos in Class:

Permissible:

e DVDs orvideos that ELI Schools owns and has legitimately purchased

e Publicly available YouTube videos (shown directly from YouTube)

o Videos from licensed streaming services (if license permits classroom use)
o Videos you created yourself

e Openly licensed videos

Showing videos in classroom for educational purposes generally falls within fair dealing.
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e Pirated orillegally downloaded videos

e Videos ripped from DVDs and shared digitally
e Showing films as public entertainment (rather than teaching) without performance license

Playing Audio in Class:
Permissible:

e CDsthat accompany textbooks ELI Schools purchased

e Audioyou recorded yourself

e Podcasts or online audio freely available

e Openly licensed audio

e Short music excerpts for language teaching (analysing lyrics, discussing music)

NOT Permissible:

e Pirated audio
e Playing music as background entertainment without performance license

Practical Steps:

e Check source is legitimate (not pirated)

e Use for educational purpose (teaching, not entertainment)

e Show/play in class (not copying and distributing to students)

e If YouTube video: Show directly from YouTube (streaming) - do not download and share file

o |f DVD: Play from legitimate DVD in class

e If music for analysis: Short excerpts for language teaching purposes (fair dealing)

o |If background music: Check if ELI Schools has performance license (required for playing music publicly as
entertainment)

PART I: IMAGES - PRACTICAL GUIDANCE
Finding and Using Images Compliantly:
Step 1: Source Openly Licensed Images
Recommended Sources:

e Pixabay (pixabay.com): Free images, CCO (public domain) or Pixabay License

e Unsplash (unsplash.com): Free images, Unsplash License (free to use)

e Wikimedia Commons (commons.wikimedia.org): Many CC-licensed images (check individual license)
o Pexels (pexels.com): Free images

e Creative Commons Search (search.creativecommons.org): Search across multiple sources

Step 2: Check License

o Readlicense terms
e Most of these sources allow free use for educational purposes
e Some require attribution

Step 3: Download and Use Image
Step 4: Provide Attribution (if required)
Example: "Image: 'London Street Scene' by Jane Smith, Unsplash"

Using Images from Google Image Search:
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DO NOT simply use any image from Google Images:

e Manyimages in Google search results are copyrighted
e "Appearing in Google" does not mean "free to use"

IF using Google Images:

e Use Tools > Usage Rights > "Creative Commons licenses" to filter
e Check actual license on source website
e Comply with license terms

Your Own Photos:
Use freely - photos you took yourself are your copyright (or ELI Schools' if taken for work purposes)
Avoid:

e Copying images from websites without checking copyright
e Assumingimages are free to use without checking

PART J: MATERIALS FROM INTERNET - PRACTICAL GUIDANCE

Many ELT websites offer free teaching materials. Are these okay to use?
It Depends on Terms of Use:

Check the website's Terms of Use or Copyright statement:

e Scenario 1: Website explicitly permits free use for educational purposes Example: "All materials on this
site are free to download and use for educational purposes" Decision: Use freely within stated terms

e Scenario 2: Website has Creative Commons license Decision: Use within CC license terms (see Part
B)

e Scenario 3: Website has "All Rights Reserved" or copyright notice with no permission statement Deci-
sion: Assume permission not granted. Contact website owner for permission or find alternative

e Scenario 4: No clear copyright statement Decision: Assume copyrighted. Contact for permission or
find alternative

Recommended ELT Websites with Free, Permissible-to-Use Materials:

e British Council Teaching English (teachingenglish.org.uk): Many resources free for teachers to use
e BBC Learning English (bbc.co.uk/learningenglish): Free resources for learners and teachers

e Breaking News English (breakingnewsenglish.com): Free lessons for teachers

e ESL Discussions (esldiscussions.com): Free discussion materials

e Many university and educational organization OER sites

Always check terms of use and comply.

PART K: IF YOU'RE UNSURE - DECISION FLOWCHART
"l want to use [material] for teaching. Can I?"
Question 1: Did | create this material myself?

e YES > Use freely
e NO » Continue to Question 2

Question 2: Is it in public domain (published more than 70 years ago)?

e YES > Use freely
e NO or UNSURE ~» Continue to Question 3
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Question 3: Is it openly licensed (Creative Commons, etc.)?

e YES > Check license terms and use within those terms (see Part B)
e NO or UNSURE ~» Continue to Question 4

Question 4: Is it from a resource ELI Schools has purchased or licensed?

e YES > Check license terms and use within those terms
e NO or UNSURE ~» Continue to Question 5

Question 5: Am | just linking to a publicly available online resource (not copying/sharing files)?

e YES > Permissible - share link
e NO ~» Continue to Question 6

Question 6: Is my use within fair dealing limits? (use Part C assessment)

e Short excerpt (up to 5% or one chapter/article)

e Educational purpose

e Occasional, not systematic

e Small number (class size)

e Willacknowledge source

e AILYES - Likely permissible within fair dealing (but be cautious, especially with digital sharing)
e Any NO - Continue to Question 7

Question 7: Can | find an openly licensed or public domain alternative? (see Part D)

e YES > Use alternative
e NO > Continue to Question 8

Question 8: Can | create my own material instead?

e YES > Create own material
e NO > Continue to Question 9

Question 9: Is it important enough to seek permission? (see Part E)

e YES > Contact copyright holder and request permission
o NO - Use different material or approach

Question 10: Still unsure?

e ASK: Contact Academic Manager or Senior Academic Manager for guidance
e When in doubt, DON'T USE without checking

PART L: GETTING HELP

If you are unsure about copyright compliance for any material:
Step 1: Don't assume - ASK

Step 2: Contact:

e Your Academic Manager or Programme Leader
e Senior Academic Manager
e Quality Officer

Step 3: Provide details:

o What material you want to use
e How you want to use it (photocopy, digital sharing, show in class, etc.)
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How much of the work (short excerpt or substantial portion)
How often (once or systematically)

Step 4: Await guidance

Step 5: Follow advice given

It is always better to ask than to risk copyright infringement.

PART M: REPORTING CONCERNS

If you observe potential copyright breaches:

Examples:

Colleague photocopying entire textbooks for students
Copyrighted materials systematically shared digitally
Pirated videos or software being used

Step 1: If comfortable, raise concern directly with colleague

They may be unaware of copyright rules
Share this procedure
Encourage compliant practice

Step 2: If issue continues or is serious, report to:

Academic Manager
Senior Academic Manager
Quality Officer

Step 3: Report handled confidentially and appropriately

Purpose: Protecting ELI Schools from legal liability and ensuring ethical practice, not punishing
colleagues. Education and support are first response.

PART N: COMMON SCENARIOS - QUICK REFERENCE

Scenario: | want to use a textbook in my class Answer: Students should purchase their own copy. Teach-
ers use teacher's copy.

Scenario: Student forgot textbook. Can | photocopy pages for them? Answer: Occasional photocopying
of a few pages for student who forgot textbook is within fair dealing. Don't do this systematically every les-
son.

Scenario: | found a great worksheet on a teachers' website. Can | use it? Answer: Check website's
terms of use. If it says free for teachers to use, yes. If copyright is reserved without permission, contact
website owner or find alternative.

Scenario: Can | show a YouTube video in class? Answer: Yes, if video is legitimately available on YouTube
(not pirated). Show directly from YouTube.

Scenario: Can | photocopy an entire workbook for my students? Answer: No. Students must purchase
workbook.

Scenario: | want to scan a chapter from a grammar book and share PDF with students Answer: Avoid
digital sharing of copyrighted materials. Alternative: Photocopy the chapter for in-class use (within fair deal-
ing) OR direct students to purchase the book OR use openly licensed alternative OR create own materials.
Scenario: Can | use images from Google in my PowerPoint? Answer: Not without checking copyright.
Use images from Pixabay, Unsplash, or other openly licensed sources instead. Or use Google Images with
Creative Commons filter and check actual license.
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Scenario: | want to create a course pack of materials from various sources Answer: This is systematic
copying of multiple copyrighted sources - not permissible. Alternative: Purchase licensed course pack if
available, or use openly licensed materials, or create own materials, or direct students to sources to read.

Scenario: Can | make a copy of a DVD to have a backup? Answer: Generally, not permitted. Use original
DVD.

Scenario: | want to share a link to a news article with students Answer: Yes - sharing links is permissi-
ble.

Scenario: | want to share a PDF of a news article with students Answer: Avoid sharing the PDF file. Share
the link to the article online instead. If article is behind paywall or not available online, fair dealing may al-
low photocopying one article for class (but not digital sharing).

Scenario: | created materials for ELI Schools. Can | take them with me if | leave? Answer: Materials cre-
ated for ELI Schools in course of employment are ELI Schools' property. You cannot take them when you
leave unless ELI Schools agrees. Your employment contract may specify this.

Scenario: | want to use materials | created at a previous job Answer: Check your previous employment
contract. Materials may be property of previous employer. If in doubt, create new materials for ELI Schools.

PART O: RECORD KEEPING

Teachers should keep records of:

Permissions Obtained:

If you obtained permission to use copyrighted material, keep copy of permission letter
Note what use is permitted and any conditions

Source Acknowledgments:

Keep note of sources of materials you use
Ensure photocopies and handouts include source acknowledgment

Openly Licensed Materials Used:

Note license type and terms
Ensure you're complying (e.g., providing attribution if required)

Materials Created:

Keep copies of original materials you create
These are valuable resources

Why Keep Records:

Demonstrates compliance if questioned
Helps you remember what you can/cannot use
Professional practice

PART P: TRAINING AND UPDATES

Copyright Compliance Training:

All new teaching staff:

Copyright compliance covered in induction
Provided with this procedure
Opportunity to ask questions

All teaching staff:

Periodic refresher training on copyright
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e Updates if copyright law or policy changes
e Accessto guidance and support

Responsibility:

e Senior Academic Manager ensures training provided
e HR Managerincludes in induction
e Allteachers responsible for compliance

Updates to Procedure:

e This procedure reviewed regularly
e Updated when law changes or issues identified
e Teachers notified of updates

PART Q: SUMMARY - KEY POINTS TO REMEMBER
DO:

o Use materials within fair dealing limits (short excerpts, occasional, educational purpose)
e Use openly licensed materials (Creative Commons, OER)

e Use public domain materials

e Linkto online resources rather than sharing files

e Create your own original materials

e Askifunsure

DON'T:

e Photocopy entire textbooks or substantial portions
e Systematically copy from same sources

e Scan and share copyrighted materials digitally

e Use pirated content

e Assume "free on internet" means "free to use"

e Ignore copyright - it matters legally and ethically

REMEMBER:

e Copyright protects creators' rights

e Fairdealing has limits

e Digital sharing is risky

e Openly licensed alternatives often available

e Creating own materials is compliant and tailored
e When in doubt, ask

COPYRIGHT COMPLIANCE IS:

e legalrequirement

o Ethical responsibility

e Professional standard

e Everyone's responsibility

Responsibility
All Teaching Staff:

e Understanding and complying with copyright law and this procedure
e Checking copyright status before using materials
e Using materials within fair dealing limits



E LI ENGLISH
< wcuc:

e Seeking guidance when unsure
e Creating original materials where feasible
e Reporting concerns if breaches observed

Academic Managers / Programme Leaders:

e Ensuring teachers in their teams understand copyright requirements

e Providing guidance and support

e Monitoring compliance

e Addressing breaches if discovered

e Ensuring resources available (legitimate textbooks, access to openly licensed materials)

Senior Academic Manager:

e Overall responsibility for copyright compliance in teaching
e Policy and procedure implementation

e Training provision

e Liaison with publishers or rights organizations if needed

e Handling copyright issues escalated

Quality Officer:

e Monitoring compliance as part of QA

e |dentifying breaches through document reviews or audits
e Reporting issues

e Supporting improvement

Operations Manager:

e Ensuring photocopying facilities used compliantly
e Providing guidance on photocopying
e Monitoring photocopying volumes for patterns suggesting systematic copying

Managing Director:

e Overall legal accountability
e Ensuring adequate budget for legitimate resources
e Handling serious legal issues if arise

Version 1.0
Date Approved March 2026
Approved by Board of Directors

Related legislation, regulation or guidelines:

e Copyright and Related Rights Act 2000 (Ireland), as amended

e Copyright Directive 2001/29/EC (EU)

e Core Statutory Quality Assurance Guidelines 2016 (QQI)

e Code of Practice for Provision of Programmes of English Language Education to International Learners
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7.6 Policy for Artificial Intelligence (Al) Use

QA Area(s) e Teachingand Learning
e Marketing and Student Recruitment
Applies to Staff only Learners only Staff and learners

Policies this Procedure

BN Teaching and Learning Policy

This policy establishes principles and guidelines for Al use at ELI Schools, balancing innovation with quality
assurance, academic integrity, and student protection.

o Applies to: All staff, students, programmes, and locations
o Al covered: Generative Al (ChatGPT, Claude, etc.), language learning apps, translation tools, automated
feedback systems, chatbots, administrative Al, any machine learning technologies

Guiding Principles

e Education-Centered: Al serves educational goals; doesn't drive them

e Human Primacy: Teachers teach; students learn; humans decide; Al assists

e Transparency: Al use openly disclosed; no deception

e Academic Integrity: Al doesn't substitute for learning or original work

e Quality Assurance: Al tools and outputs meet quality standards; subject to QA processes
o Equity: Al doesn't create disadvantage; accessible to all

e Privacy: Personal data protected (GDPR compliance - Section 10)

o Ethics: Responsible use aligned with ELI Schools values

e Critical Literacy: Staff and students understand Al capabilities, limitations, implications
¢ Innovation with Caution: Open to Al benefits; thoughtful about risks

Al Use by Staff
Permitted Uses
Teaching and Materials:

e Generating ideas for lessons, activities, materials (with teacher review and customization)

e Drafting lesson plans or worksheets (teacher reviews, adapts, takes responsibility)

e Creating examples, exercises, or scenarios

e Translation assistance (with verification)

e |nstitutionally Supported Tools: ELI Schools provides access to Twee.com, an Al lesson planning tool
designed specifically for English language teachers. Staff may use Twee to generate and adapt teaching
materials in accordance with the principles in this policy. All Twee-generated content must be reviewed,
customized, and approved by the teacher before use with students. Training and support available from
Directors of Studies.

Administrative:

e Drafting emails, reports, documents (with human review)
e Data analysis and summaries

e Scheduling and organization

e Creating templates and forms

Assessment Support:

e Generating feedback ideas (teacher reviews and personalizes)
o Creating assessment tasks (teacher validates; subject to moderation)
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e Analysing assessment data
Professional Development:

e |earning about teaching methods, topics, research
e Exploring pedagogical approaches

Communication (Limited):

e Al-powered tools in learning platforms (clearly identified; human support available)
e Chatbots for basic info (timetables, locations; not replacing human interaction)

Prohibited Uses

o Replacing human teaching, judgment, or interaction (Al cannot teach classes, provide pastoral support,
make student decisions alone)

e Assessment without human oversight (Al cannot grade or assess students alone)

o Processing sensitive personal data inappropriately (see 3.3 below)

e Creating deceptive content (fake work, fake references, impersonation)

o Violating copyright (Section 7.4)

e Bypassing quality assurance (fake data, fake evidence)

Data Protection
DO NOT input into third-party commercial Al (ChatGPT, Claude, etc.):

e Student names, contact details, addresses
e Sensitive data (medical info, disabilities, safeguarding concerns, ethnicity, religion)
e Confidential information (staff data, financial data, passwords)

May input:

e Anonymized student work (for feedback ideas)

Generic descriptions (without identifying individuals)

If institutional Al systems deployed: Follow specific system guidance and data agreements

For significant data processing: Conduct Data Protection Impact Assessment (DPIA - Section 10.3)

Transparency
Staff must disclose Al use:

o To students if Al meaningfully contributed to materials or assessment
e To colleagues in collaborative work
e |ndocumentation where authorship matters (programme development, research)

Quality Assurance
Al use subject to:

e Teaching observations (Directors of Studies evaluate Al use)
e |esson planreview

e Assessment moderation (Section 8.4)

e Programme Boards (discuss Al impact)

e Student feedback (course reviews)

e Academic Committee oversight
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Training
All staff receive:

e |nduction training on Al policy

e Annualrefresher training

e Ongoing CPD on pedagogical Al use

e Support from Directors of Studies, Senior Director of Studies, Quality Officer

Al Use by Students
Approach

e "Teach, Don't Ban" - ELI Schools teaches responsible Al use rather than attempting blanket ban
e Core principle: Students must learn and understand content; Al-generated work without learning
unacceptable

Permitted Uses
Learning (Encouraged):

e Explaining concepts, vocabulary, grammar

e Providing examples and practice

e Answering questions to deepen understanding

e Translation for comprehension (not completing assignments)
e Pronunciation practice apps

Brainstorming:
Generating ideas for topics, arguments, projects (student develops ideas, not just copying)
Editing (Limited):

e Grammar/spell checking on drafts (like grammar checker)
e |dentifying errors (student understands corrections)

Not for final assessed work unless teacher permits
Research (With Caution):

e Finding information (verify accuracy - Al can "hallucinate")
e Always cross-check with reliable sources
e Cite original sources, not Al

When Teacher Explicitly Permits:

e Follow specific instructions for each task
e Disclose Al use as instructed

Prohibited Uses

o Completing assessed work without permission (plagiarism)

e Taking tests or exams (cheating)

e Submitting Al-generated work as own (academic misconduct)

e Replacing learning (using Al to avoid engaging with material)

o Violating academic integrity (Section 8.2)

o Inappropriate content (offensive, harmful, bullying, impersonation)
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Transparency Required
Students must disclose when:

e Al used significantly in assignment
e Al generated substantial content appearing in submitted work
e Teacherrequests disclosure

How: Include statement in assignment: "l used [tool] to [purpose]. [Extent of human work]."
If uncertain whether to disclose or whether Al permitted: Ask teacher before using
Failure to disclose significant Al use = plagiarism (Section 8.2)

Student Guidance

Critical Evaluation:

e Verify Al information (can be inaccurate)
e Recognize bias
e Understand limitations

Effective Use:

e Tool, not crutch
e Develop own thinking
e Learnfrom Al, don'tjust copy

Ethical Use:

e Be honest (disclose use)
e Respect others
e Protect privacy

When in doubt, ask teacher
Al Literacy
ELI Schools teaches students:

e WhatAlis; capabilities and limitations
e How Al supports language learning

e Critical evaluation of Al outputs

e Recognizing inaccuracies and biases
e Academic integrity and Al

e Ethical implications

Delivered through: Lessons, orientation, Student Handbook, discussions
Assessment Design
Teachers maintain assessment integrity by:

e Specifying Al use clearly for each assessment (permitted? prohibited? to what extent?)

o Al-resistant assessments: In-class tests, oral assessments, process-based (showing drafts),
personalized/contextualized tasks, analysis requiring critical thinking

e Al-integrated assessments: Tasks requiring Al use with reflection (e.g., "Use Al to generate three outlines.
Evaluate. Write essay explaining your approach.")
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Varying methods: Mix of assessment types ensures comprehensive evaluation
All assessments subject to moderation

Detecting and Addressing Misuse

If suspected Al misuse:

Conversation with student (gauge understanding; can they explain work?)

If misuse confirmed: Apply Plagiarism Policy (Section 8.2 and 8.3)

Consequences: Warning and resubmission (first minor offense) to serious penalties (repeated/serious
offenses)

Educational approach: Use as learning opportunity

Documentation: Record incident and outcome

Due process: Students can appeal (Section 3.3 and 3.4)

Al detection tools: May be used but imperfect; not conclusive alone; teacher judgment essential

Al Tool Procurement

Evaluation Criteria

Before adopting Al tools, assess:

Educational value and alignment with goals

Quality, accuracy, reliability

Data protection and GDPR compliance (DPA in place)
Equity and accessibility

Bias monitoring and mitigation

Transparency about how tool works

Human oversight capability

Alignment with this policy

Cost and sustainability

Procurement Process

Proposal: Staff submit to Quality Officer/Senior Director of Studies

Initial Review: Assess alignment with principles and priorities

Data Protection Review: Operations Manager reviews DPA, privacy, security; DPIA if significant data
processing

Pilot: Small-scale trial (4-12 weeks); collect feedback; evaluate

Decision: Academic Committee (academic tools) or Management Team (operational tools) decides: adopt,
adapt, or decline

Implementation: Training, communication, monitoring

Annual Review: Continue, modify, or discontinue
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o Permitted: Drafting copy (with human review), generating images (not deceptive), translation, chatbots for

basic inquiries, data analysis

o Prohibited: Deceptive content, fake testimonials, misleading claims, impersonation, privacy violations
e Oversight: Marketing Manager ensures compliance; Quality Officer and Managing Director oversight

Decision-Making

e Human oversight required for: Admissions, assessment/grading, progression, accommodations,
complaints/appeals, staff recruitment/performance, strategic decisions
e Alrole: Provides information, analysis, recommendations; humans make final decisions and are

accountable

e Transparency: Disclose Al use in decision-making to affected individuals
o Fairness: Monitor for bias and discrimination

Accountability

Roles and Responsibilities

Role

Board of Directors

Managing Director

Academic Committee (Senior
Director of Studies chairs)

Quality Officer

Senior Director of Studies

Directors of Studies

Operations Manager / Senior
Operations Manager

Teaching Staff

Students

HR Manager

Responsibility

Policy approval; oversight; resources; accountability

Overall implementation; strategic decisions; reporting to Board

Oversight of Al in teaching/learning/assessment; approving tools;
monitoring impact; policy review

Policy coordination; monitoring across organization; data protection
oversight; training coordination; inspections/compliance

Leading Al integration in teaching; pedagogical guidance; chairing
Academic Committee Al discussions

Implementing policy at centres; guiding teachers; quality assurance;
educating students; addressing misuse

Data protection compliance for Al; operational Al use

Using Al responsibly; disclosing use; teaching students; designing
assessments; detecting misuse

Using Al responsibly, ethically, honestly; complying with policy;
disclosing use

Al in recruitment/performance (ensuring fairness); training coordination
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Sanctions

o Students violating policy: Plagiarism Policy applies (Section 8.2) - warning to expulsion depending on
severity

e Staff violating policy: Performance management or disciplinary procedures - guidance to dismissal
depending on severity

Monitoring And Review
Monitoring
Quality Officer monitors Al use through:

e Staff and student surveys

e Teaching observations

e Programme Boards

e Academic misconduct data

e (Quality data (outcomes, satisfaction)

Annual Al Use Report to Academic Committee and Board (extent of use, benefits, challenges, misuse
incidents, impact, recommendations)

Review
Policy reviewed:
Annually (minimum) given rapid Al developments

More frequently if: Major Al developments, significant issues, regulatory changes, inspection
recommendations

Review process:

e Quality Officer leads

e Consultation with Academic Committee, staff, students, management

e Consider sector best practice, EAQUALS guidance, research, ELI Schools data
e Updates approved by Academic Committee and Board

Complaints And Appeals
Concerns about Al use raised through:

e Complaints Procedure
e Appeals Procedure
e Academic Committee
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7.7 Policy on Academic Management and Teacher Contact Hours

QA Area(s) e Teachingand Learning
Applies to Staff only Learners only Staff and learners

Policies this Procedure

BN Teaching and Learning Policy

Purpose

This policy sets out the framework for academic management staffing, teacher contact hours, and class sizes
at ELI Schools. It ensures appropriate levels of academic oversight, sustainable workloads for teaching staff,
and optimal learning environments for all learners.

Academic Management Staffing

Staffing Ratios

ELI Schools maintains an academic management team based on student enrolment:
e Ratio: 1 full-time Academic Manager per 160 students

¢ Allocation: Academic management roles are distributed across the Director of Studies, Assistant
Director of Studies, and Academic Manager positions

o Flexibility: Staffing may be adjusted based on centre size, programme complexity, and quality
assurance requirements

Role and Responsibilities

Director of Studies Leads teacher and student management across the centre
(DOS) e Oversees teaching staff recruitment, onboarding, and professional development
e Manages all aspects of quality assurance and compliance
e Ensures curriculum delivery and learning outcomes
e Supervises teaching quality through observations and feedback
e Coordinates timetabling and class allocations
e Manages learner progress, assessment, and achievement
e Handles academic complaints and concerns
e Reports to the Senior Academic Manager on academic matters

Teaching Load

¢ Maximum substitution teaching hours: 5 hours per week

e Rationale: Limits teaching to enable focus on management and quality
assurance responsibilities

o Definition: Substitution teaching refers to teaching undertaken to cover staff
absences or programme needs beyond scheduled management duties
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The Assistant Director of Studies:

Supports the Director of Studies in all academic management duties
Assists with teacher and student management

Contributes to quality assurance and compliance activities
Supports curriculum delivery and assessment processes

Assists with teacher observations and feedback

Provides cover for DOS duties during absences

Maintains records and documentation

Reports to the Director of Studies

Teaching Load

Average substitution teaching hours: 10 hours per week

Maximum substitution teaching hours: 15 hours in any teaching
session

Rationale: Allows the ADOS to maintain teaching currency while
balancing management responsibilities

Definition: Substitution teaching refers to teaching undertaken to cover
staff absences or programme needs

The Academic Manager:

Manages academic compliance across the centre
Ensures adherence to QA Manual policies and procedures
Maintains accurate learner records and documentation
Manages data collection and reporting

Coordinates internal review and self-evaluation processes
Prepares documentation for external quality reviews
Monitors compliance with regulatory requirements
Supports the Director of Studies with administrative duties
Maintains quality assurance systems and processes

Teaching Load

Substitution teaching hours: Limited or none

Rationale: Focuses the Academic Manager role on compliance and
administrative duties rather than teaching

Exception: In exceptional circumstances (e.g., staff illness), limited
substitution teaching may occur with Director of Studies approval
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Maximum Contact Hours

Limit: Maximum 30 contact hours per week for all teachers

Definition: Contact hours include all scheduled teaching, including
group lessons, one-to-one tuition, and examination preparation classes
Rationale: Ensures sustainable workloads, maintains teaching quality,
and allows time for lesson planning, assessment, professional
development, and administrative duties

Workload Management
Beyond contact hours, teachers are expected to:

Plan and prepare lessons (minimum 1 hour per 30 contact hours
Mark and assess learner work

Prepare feedback and progress reports

Participate in professional development

Attend staff meetings and professional development sessions
Contribute to curriculum development and review

Maintain accurate records and documentation

Engage in self-reflection and quality improvement

ELI Schools maintains the following maximum class sizes:

Adult Classes

Closed Groups - Short-
Stay Programmes

Junior Programmes

Implementation And Monitoring

Academic Management

Teacher Contact Hours

Class Sizes

Maximum: 15 learners per class

Rationale: Enables effective interaction, individual attention, and optimal
learning conditions for adult learners

Standard: Most adult general English classes operate at this maximum

Maximum: 18 learners per group

Definition: Closed groups are pre-arranged groups (e.g., from a single
organization) attending for a defined short-stay period (typically 1-4
weeks)

Rationale: Reflects the nature of closed group programmes and the
cohesion of existing groups

Maximum: 12-15 learners per class (depending on age and level)
Rationale: Reflects the greater supervision and pastoral care needs of
junior learners

Specific limits: Determined by age group, level, and programme type

Staffing ratios for Academic Management are reviewed by the Senior
Director of Studies and the Managing Director.

Teacher contact hours and non-contact hours are reviewed by the Director
of Studies and recorded for payroll by the Academic Manager

Class sizes are monitored by the Academic Manager and further policy and
procedure on this is detailed in the QA Manual Chapter Academic
Compliance



