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Dear Prospective UCIEP Member,
Thank you for your interest in joining University and College English Language Programs (UCIEP), the premier membership organization dedicated to English language program management, leadership, and professional development for university and college governed programs. UCIEP member schools share relevant and timely information across programs, collaborate on English language program advocacy, and engage in professional development opportunities for program leadership.
There are two types of UCIEP membership:
· Associate Membership is for English language programs wishing to join UCIEP which do not yet meet the criteria for Full Membership but are working toward it. 
· Most begin as an Associate Member until they can finish the paper application and meet all UCIEP guidelines.
· Associate Membership status allows a maximum of three years to achieve meeting all guidelines and become a Full Member. 
· Associate Members do not receive a publicly available UCIEP profile until they achieve Full Member status.
· Associate Members are encouraged to submit their completed paper application before the three-year period. Their UCIEP profile will be made public when the UCIEP Board approves Full Member status.
· Associate Members who do not meet guidelines during the three-year period may not be renewed. 
· Full Membership is reserved for those programs that meet all UCIEP guidelines.
The application process is as follows:
1. Fill out the online eligibility form.
2. Register online as an Associate Member; you must have completed the online eligibility form in order to gain access.
3. Wait for a confirmation email confirming your eligibility.
a. Most start right away as an Associate Member. If eligible for Full Membership, you may choose to apply initially as a Full Member so you don't have to pay the Associate Membership fee. Please note that if you choose to bypass the Associate Member status, you do not gain access to the UCIEP network for support until you have completely finished the application, passed the site visit, and been voted in from the Board.
4. Pay the membership fee if you do not choose to wait until becoming a Full Member.
5. Begin filling out this paper application.
This paper application contains a detailed membership application. Please complete each question comprehensively. If you have questions, please do not hesitate to contact the membership coordinator at prospect@uciep.org. If any responses are unclear or appear to not meet the guidelines, the UCIEP Board will ask for more information and this could delay the processing of your application.
When the application is complete, please upload it to your online portal or send it to prospect@uciep.org. 
The UCIEP board reviews applications three times a year at the regularly scheduled board meetings in February, June, and October.
Upon approval by the UCIEP Board, Associate Members can take advantage of UCIEP support, professional development, advocacy, promotion of professional standards, and conferences but may not be voting members or serve on the board, identify as full UCIEP members, or use the UCIEP branding. Associate Members are required to demonstrate they meet UCIEP Guidelines by the end of their three-year membership in order to gain Full Membership. Full Membership is dependent upon an on-campus site visit and then final approval of the UCIEP Board. 
Final approval for Full Membership is dependent upon a recommendation by the UCIEP Board to proceed with an on-campus site visit by two representatives of UCIEP and final approval of the UCIEP Board. The prospective program will be invoiced $2000 for the site visit.
We are excited to welcome high quality programs into our organization. UCIEP is respected because of the quality of the member programs and the leadership and advocacy that we provide our membership. For over 55 years, UCIEP has served the professional needs of university and college governed ELPs. 
Sincerely,
UCIEP Board
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Please complete each question comprehensively. If you have questions, please do not hesitate to ask the membership coordinator via email, prospect@uciep.org. If any responses are unclear or do not meet the criteria, the UCIEP Board will ask for more information. 
· In reviewing your application for Full Membership, the UCIEP Board may determine to offer Associate Membership if not all criteria are met.
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1. Name of program:   

2. Date established:     

3. Name of accredited university or college where the program is located: 

4. Program address: 

5. Contact Telephone Number:

6. Website:  

7. Name and title/rank of the chief administrator (herein referred to as "director") of the English Language Program (ELP): 

8. E-mail address of director:  

9. Is the ELP accredited by The Commission on English Language Program Accreditation (CEA)? If so, when does the current accreditation expire?

10. Please list all the types of English language programming that you offer and mark the one which is considered the core program. Examples include but are not limited to intensive English programs, pathway programs, custom programs, pre-matriculation programs, etc. A pre-populated list is provided; please add and delete rows to reflect the programs offered by your ELP.

	Program
	Core

	Intensive English (non-credit or credit full-time study)
	

	Undergraduate pathway (English language + for-credit courses) program
	

	Graduate pathway program
	

	Academic/Professional English support courses (a la carte courses)
	

	Custom and/or short term programs/courses
	

	Online programs/courses
	

	Exam preparation course (TOEFL/IELTS)
	

	Teacher (TESOL) training programs/courses
	

	Summer programs
	

	Youth programs
	

	International Teaching Assistant Program
	

	Other: 
	

	Other:
	

	Other:
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UCIEP Guidelines require that the ELP is managed by the home institution; is adequately supported and yet has sufficient delegated authority from the home institution; is recognized by the home institution; and has clearly established goals which provide adequate and appropriate education to meet the students’ and the institution's language objectives.

1. Is the ELP administered by the university/college named in Section A3 above? If not, please explain.   

2. Is the university/college currently accredited by its regional accrediting agency?  If not, please explain: 

3. Are the faculty and staff of the ELP directly employed by the university/college? If not, please explain.

4. Please include an organizational chart that shows where the ELP is administratively housed within the university/college and to which office and person (title) the program reports.

5. In terms of its administrative reporting channel, is the program sufficiently independent to permit the smooth functioning of its activities? Please elaborate.

6. How does the university/college explicitly recognize the role of the ELP?  Also, in what ways does the university/college support the program? Please discuss facilities, funding, technical support, etc.

7. Please give a brief history of the ELP and discuss its current strengths and weaknesses.

8. Please provide a link to a program brochure or information page and a student application form.
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UCIEP Guidelines specify that program administrators must have at least a master's degree in TESOL/TEFL, or a master's degree in a related field with coursework in the areas of linguistics and English linguistics, culture and society, educational foundations, second-language pedagogy, second- language assessment, and language teaching practicum; substantial prior TESOL/TEFL credentials which include teaching experience and administrative experience or training.

1. The English Language Program has a program director, which is defined in UCIEP By-Laws as the program’s chief administrator with decision-making authority. 

2. The program administrator has the preferred qualifications in the following two areas at minimum:
a. a master's degree in TESL/TEFL, and preferably a doctorate; and 
b. university administrative experience and training that may include such areas as budgetary planning and personnel management. 

In addition to a substantial prior TESOL/TEFL credential which ideally includes teaching experience, the administrator has administrative experience or training, or is provided with such training. Administrative experience and training is understood to include such areas as teacher supervision, curriculum development, budgetary planning, and personnel management. 

In the case where expertise is lacking in TESOL/TEFL, the program administrator must have at least a Masters degree and supervise direct reports who are professionals responsible for the following areas according to the structural needs of the program: 

· Curriculum 
· English for Academic Purposes and understanding of English language skill demands for university student success 
· Structures of English language (phonology, grammar/syntax, lexicon/vocabulary) 
· Student Assessment (testing, placement of students, progression of students) 
· Adult Second-Language-Acquisition Theory, Teaching Methods, Materials/technologies 
· Faculty Supervision and Assessment 
· Professional Development 
· Teaching Evaluation 
· Teacher Supervision 

In the case where expertise is lacking in administration, the program administrator must supervise direct reports or have direct support of university experts who are professionals responsible for the following areas according to the structural needs of the program: 

· Strategic Planning 
· Budget 
· Personnel Management 
· Promotions and Marketing, Recruiting for University and/or Program Liaising both internally and externally 
· Fundraising 
· Events planning 
· Immigration
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1. In what month and year was the director hired (for the position of director)?

2. Include a CV that summarizes the director's academic and administrative qualifications. If the director does not meet the qualifications specified in the UCIEP Guidelines (noted above), please provide a justification.

3. What are the director's other responsibilities, if any, in addition to directing the ELP?

4. If the director does not have experience/education in all the areas listed above, does the director supervise direct reports who are responsible for areas where the director lacks expertise? Such expertise may include curriculum development, strategic planning, fundraising, etc. Please refer to the guidelines for examples. Explain who holds that expertise and the chain of command to the director (reference the submitted org chart).

5. Does the director receive a formal agreement of full-time employment on at least an annual or academic-year basis? If not, please explain.

6. Is the director's appointment renewable? If not, please explain.

7. Is the director eligible for the institution's benefits program? If not, please explain.

8. How does the position of the director fit into the classification system of the university/college as a whole?

9. Is the director evaluated on a regular basis? If so, how? If not, please explain.

10. What professional development opportunities are available to the director? 
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Does the program have one or more assistant/associate directors? (If NO, go on to section D; if YES, answer questions 1-9 about each position.)

1. Name and title:

2. What are the administrator's academic and administrative qualifications? Please describe and include a CV that includes the required qualifications.

3. What are the administrator's responsibilities? 

4. Does the administrator receive a formal agreement of employment on at least an annual or academic-year basis? If not, please explain.

5. Is the administrator's appointment renewable? If not, please explain.

6. Is the administrator eligible for the institution's benefits program? If not, please explain.

7. How does this position fit into the classification system of the university/college as a whole?

8. Is the administrator evaluated on a regular basis? If so, how? If not, please explain.

9. What professional development opportunities and support are available to the administrator?
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There are several ranks of instructional faculty, as defined by the UCIEP Guidelines. 
1. Core faculty are the main ELP faculty who teach the majority of ELP courses. Core faculty are offered full-time appointments, but may choose part-time status. Appointments are renewable and provide eligibility for the institution's benefits program. A continuing core faculty is necessary to provide programmatic stability and continuity. UCIEP recommends that 51% of the faculty be core. The core faculty meet these qualifications in the following areas:

a. Core faculty have prior ESL/EFL teaching experience;

b. Hold at least a master's degree in TESOL/TEFL, or a master's degree in a related field with documented coursework for credit in the areas of linguistics, culture and society, educational foundations, second-language pedagogy, second-language assessment, and language teaching practicum. 

c. Preferably, core faculty members also have knowledge of or previous formal study of a second language. 

2. Part-time or adjunct faculty members are defined as those who do not meet all specifications for core faculty listed in items D.1 above. UCIEP Guidelines specify that part-time or adjunct faculty must have education and experience equivalent to the minimal standards required for the core faculty (see Guidelines).

3. Teaching assistants are taking or have taken graduate work in TESOL/TEFL. Those lacking substantial teaching experience should have at least one semester of graduate coursework in the discipline prior to hiring.
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Please provide information about core faculty in the ELP. Core faculty are defined as those who meet the qualifications as defined in D1, receive appointments for a minimum of an academic year, who are offered full-time employment (but may choose part-time appointment), whose appointments are renewable, and who are eligible for the institution's benefits package. 
Over 50% of the faculty over a 12-month period should be core faculty as defined above. At a minimum, the prospective school must demonstrate that at least 51% of the instructional hours are provided by personnel who meet the professional requirements of core faculty described above.

1. Please include information about core faculty in the ELP on the faculty tab in the Membership Application Data Template (https://www.uciep.org/docs/UCIEP_Member_Application_Data_Template_2.24.xlsx).

2. If a core faculty member does not meet the qualifications specified in the UCIEP Guidelines (noted above), please provide a justification.

3. Full-time teaching load (maximum average number of contact hours per week): 

4. Other responsibilities: 

5. Performance evaluation procedures: 

6. Benefits provided by the institution: 

7. Opportunities for professional development: 
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Part-time or adjunct faculty members are defined as those who do not meet all specifications for core faculty listed in items D above. UCIEP Guidelines specify that part-time or adjunct faculty must have education and experience equivalent to the minimal standards required for the core faculty (see description under D above). 

In exceptional cases, temporary faculty who lack these qualifications may be hired but must be closely supervised in their ELP teaching assignments by either the program administrator or by designated members of the core faculty, and must be provided with ongoing professional training. Continued employment of such faculty is contingent upon their working toward meeting the minimum requirements. If this is not the case, please submit a detailed explanation of the situation.

1. Please include part-time or adjunct faculty information about other faculty in the ELP on the faculty tab in the Membership Application Data Template. 

2. How does the program define part-time or adjunct faculty?

3. For any faculty member who does not meet the UCIEP educational standards for other faculty (noted above), please explain how the ELP provides the specified supervision and in what manner the faculty member is working toward meeting the minimum educational requirement:

4. Performance evaluation procedures: 

5. Benefits provided by institution: 

6. Opportunities for professional development: 
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1. Please include information about graduate teaching assistants in the ELP on the faculty tab in the Membership Application Data Template (https://www.uciep.org/docs/UCIEP_Member_Application_Data_Template_2.24.xlsx)

2. List the required qualifications including courses the teaching assistant must have completed before teaching in the ELP: 

3. Pre-service orientation and training:  

4. Performance evaluation procedures:  

5. Supervision received:  

6. Opportunities for professional development: 
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In addition to completing the faculty tab in the Membership Application Data Template and responding to the statements above for all faculty members, please provide the following:

1. A position announcement or job description showing minimum and preferred qualifications when hiring new core faculty, part-time or adjunct faculty, and/or graduate teaching assistants.
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Instructional hours are those classes that form the regular class offerings of the ELP and do not include one-on-one tutoring by qualified teachers. Please provide the total percentage of courses taught by each type of faculty for the most recent academic year on the faculty tab in the Membership Application Data Template.
1. If total percentages do not equal 100%, please explain.

2. If core faculty members do not teach more than 50% of instructional hours, provide a written explanation.
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1. Please provide the student numbers in ELP programs for the most recent calendar year in the students tab in the Membership Application Data Template.
2. One element of program stability is diversity in the student population. Over the last 12 months, please list the number of countries represented in each program and the percentage of students from each of the top five countries. 

3. Are your students subject to the rules and regulations governing student conduct at your university? If yes, is this specified in the program handbook? If no, please explain.

4. Does your program adhere to FERPA regulations regarding student privacy rights? If no, please explain.

5. Enrollment History - What is the enrollment history for the past 3 years?

NOTE: Programs holding current CEA accreditation need not complete sections F and G. Please insert or attach documentation showing CEA status. 
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1. Does the program use educational consultants/agents? If yes, please provide a copy of a sample agreement. (Please scan and attach as PDF.)

2. Does the program adhere to recruiting practices that are in accordance with NAFSA’s Statement of Ethical Principles. 

3. Please list other recruiting activities.
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1. The ELP should have clearly established goals for the language training programs it provides. What are these goals? 

2. How many hours of classroom instruction per week, not including language laboratory hours, do your ELP students attend?

3. How many weeks of instruction per year are offered by your English Language Program?

4. What has been the average number of proficiency levels offered each session in your program over the past 24 months?

5. What is your average class size, smallest class size, largest class size over the past 24 months? Please add an explanation if any class has fewer than 5 students or more than 25: 

6. How are classes structured to recognize that language learning is an interrelated, interdependent, sequential process in which all language skills are addressed? (Include in your answer an outline of the courses offered at each proficiency level and the number of hours per week they constitute.)

7. How does your program ensure that students who are pursuing an academic program are adequately prepared for success at the university/college level, not only in terms of English proficiency, but also in terms of academic and cultural orientation?

8. What student placement and promotion procedures are used in the ELP?

9. How do you assure that the testing instruments are valid and reliable?

10. What textbooks and other materials are used in the ELP? Please attach a separate listing of texts and materials used at each level, by class.

11. What additional or special facilities or services are available to students in the ELP?
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Have each of the following people sign this application acknowledging its accuracy as well as showing their support to becoming a member. 
1. the head of the administrative unit to which the program reports

Signature __________________________	Title_________________________

Typed Name _______________________	Date_________________________

2. a representative of the core teaching faculty

Signature __________________________	Title_________________________

Typed Name _______________________	Date_________________________


Name, title, and signature of person completing this form:

Signature __________________________	Title_________________________

Typed Name _______________________	Date_________________________
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