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PEDAGOGY AND EDUCATION
	X
	
	CRITERIA
	EXPECTED DOCUMENTS
	COMMENTS

	COMPULSORY

	  FORMCHECKBOX 
  
	
	Mainstream French courses allow to develop linguistic competencies as described in the CEFR (oral and written production, oral and written comprehension, interaction)
	Courses description

grid of course observations
	     

	 FORMCHECKBOX 

	
	The teachers are qualified to organise, supervise and mark the official assessments
	Accreditation certificates
	     

	 FORMCHECKBOX 

	
	Copyright of teaching and learning resources is respected
	Local norms
	     

	STRONGLY RECOMMENDED

	 FORMCHECKBOX 

	
	The courses are aligned with the Common European Framework of Reference (CEFR)
	Courses scope and sequence, courses brochure
	     

	 FORMCHECKBOX 

	
	Courses preparation are built on training/ curricula/ programme guides detailing the learning outcomes, the means used to reach these outcomes and the assessment process
	Levels framework
	     

	 FORMCHECKBOX 
  
	
	Courses are detailed in the contract documents available before enrolment, and handed out to students on the onset of the course. When courses are built upon a manual, a scope and sequence is available for teachers and students
	Copy of course description, courses scope and sequence
	     

	
	
	Teachers set out the stages of learning in line with the objectives of the training
	Class folders

Observation of course
	

	
	
	The sessions are made up of a coherent set of sequences, the duration of which depends on their objectives
	Class folders

Observation of course
	

	
	
	Interaction during the class encourages learning
	Class folders

Observation of course
	

	 FORMCHECKBOX 
  
	
	The person in charge of course organisation has received training in implementation and consolidation of management and marketing indicators
	Management indicators and marketing plan
	     

	 FORMCHECKBOX 
  
	
	A teaching guide is available for the evaluation of course preparation and educational resources
	Organization chart, duty statement
	     

	
	
	Teachers know the fundamental methodology of the textbooks used; they have use of the teacher’s guide
	Pedagogical guide 

observation of course
	

	 FORMCHECKBOX 
  
	
	The manuals in use are less than ten years old
	List of manuals with publishing date included
	     

	 FORMCHECKBOX 
  
	
	Class visits are the subject of a protocol distributed to teachers
	protocol, observation grid
	     

	 FORMCHECKBOX 
  
	
	Class visits are regularly organised by the pedagogical referent
	Reports on class visits
	     

	 FORMCHECKBOX 
  
	
	Following each class visit a report is written by the Education Executive and signed by the teacher and an interview is organised shortly after
	Class visits reports
	     

	 FORMCHECKBOX 
  
	
	Regular professional meetings are held and reports communicated to all appropriate staff
	Last three meetings reports, communication procedure
	     

	 FORMCHECKBOX 
  
	
	A consultative process is implemented for all staff engaged in the inception of new courses and choice of manuals 
	Procedure

Manuals evaluation report
	     

	 FORMCHECKBOX 
  
	
	Necessary teaching resources are available to teachers (manuals, equipments…) as well as Internet access to prepare and deliver class
	List of teaching tools and equipment
	     

	 FORMCHECKBOX 
  
	
	Teachers fill a teacher’s diary after each class
	Teacher’s diary
	     

	 FORMCHECKBOX 
  
	
	Relief teachers procedures in place for absent teachers 
	Relief teachers procedures
	     

	 FORMCHECKBOX 
  
	
	The class allocation of students is built upon a test prepared and marked by teachers 
	Marked assessments and assessment grid
	     

	 FORMCHECKBOX 
  
	
	Teachers who are non-native speakers do have C1 level at least
	Levels certificates
	     

	 FORMCHECKBOX 
  
	
	For outreach classes, a needs analysis is undertaken and followed with a written programme estimate for the contractor
	10 detailed needs analysis samples
	     

	RECOMMENDED

	 FORMCHECKBOX 
  
	
	The school regularly organizes assessment times for official certificates and tests
	Calendar of last 3 years
	     

	 FORMCHECKBOX 
  
	
	Manuals in use are less than six years old
	List of manuals with publishing date included
	     

	 FORMCHECKBOX 
  
	
	Level certification is given at the end of each session or at least at the end of each CEFR level
	Copy of certification and end of session/level assessments
	     

	 FORMCHECKBOX 
  
	
	The school offers all learning levels from A1 to C1
	List of classes of the last two years 
	     

	 FORMCHECKBOX 
  
	
	18 is the maximum number of students per class, 16 for beginners 
	Class statistical data 
	     

	 FORMCHECKBOX 
  
	
	The use of ICT is recognized and encouraged (for example: an equipment plan, a teachers training plan, etc…)
	Equipment plan,

Training plan, etc…
	     

	 FORMCHECKBOX 
  
	
	Consultative process when a class requires the intervention of more than one teacher
	Procedure

Class diary
	     

	 FORMCHECKBOX 
  
	
	Teachers use a wide range of resources to reach the learning outcomes 
	Class preparation samples - class diaries
	     

	 FORMCHECKBOX 
  
	
	Mentored learning complementing the teaching is available (self-learning, tutors, advice, follow-up)
	A document displays the school offer 
	     

	 FORMCHECKBOX 
  
	
	When the school offers distance training follow-up is available
	A document displays the school offer
	     

	 FORMCHECKBOX 

	
	Teachers are engaged in the production of educational resources. They share their practices and the tools produced
	List of educational resources produced over the last three years, list of teachers sharing their teaching resources and tools, sharing procedure
	     

	
	
	
	
	     


RESOURCES AND DOCUMENTATION CENTRE

	X
	
	CRITERIA
	EXPECTED DOCUMENTS
	COMMENTS

	COMPULSORY

	 FORMCHECKBOX 
  
	
	Videos are bought from the copyright proprietors for individual viewing, and public viewing if deemed necessary
	Last year’s invoices
	     

	 FORMCHECKBOX 
  
	
	Copyright for resources are respected; the school might pay for reproduction and photocopy rights
	Tax invoice, display, staff information
	     

	 FORMCHECKBOX 
  
	
	Photocopies do mention relevant sources
	Photocopy hand-outs for class
	     

	 FORMCHECKBOX 
  
	
	Borrowing and return procedures implemented for all resources
	Procedure description
	     

	 FORMCHECKBOX 
  
	
	The school staff and teachers regularly inform the students of the documentation and resources centre 
	Procedure description, informative document conveyed
	     

	STRONGLY RECOMMENDED

	

	 FORMCHECKBOX 
  
	
	All resources are freely available and may be borrowed with only a few exceptions
	
	     

	 FORMCHECKBOX 
  
	
	Teachers have access to a reserved space provided in the building with the appropriate resources
	Plan of facility, list of and budget for acquisitions
	     

	 FORMCHECKBOX 
  
	
	The centre provides multi-media resources (books, CDs, DVDs, CD-ROMs, websites library)
	List of resources
	     

	 FORMCHECKBOX 
  
	
	Every year part of the budget is dedicated to purchasing and updating the resources and equipment of this documentation and resources centre
	Budget
	     

	 FORMCHECKBOX 
  
	
	Regular weeding of the collections is effected and agreed by the Executive
	Stocktaking
	     

	 FORMCHECKBOX 
  
	
	The resources centre subscribes to magazines, newspapers, French and francophone publications
	List of subscriptions
	     

	 FORMCHECKBOX 
  
	
	Listing of resources is available and easily accessible by users
	Resources listing
	     

	 FORMCHECKBOX 
  
	
	Simple labelling of the resources in the centre is user friendly 
	Photos
	     

	 FORMCHECKBOX 
  
	
	The resources centre is welcoming, well-lit and provides easy access to all users (particularly for children)
	Photos
	     

	 FORMCHECKBOX 
  
	
	Resources centre opening hours are adapted to various users
	Opening hours
	     

	 FORMCHECKBOX 
  
	
	Staff at the resources centre is in attendance
	Listing of staff and timetable
	     

	 FORMCHECKBOX 
  
	
	Internet connection available
	Number and place of Internet access tools on resources centre map
	     

	 FORMCHECKBOX 
  
	
	Staff in charge of the centre has diploma and/or training in librarianship/ICT
	Staff CV
	     

	 FORMCHECKBOX 
  
	
	Hourly usage statistical data of the centre is available and shows the quota of French classes students
	Statistical data
	     

	 FORMCHECKBOX 
  
	
	Regular assessment by the resources centre of its activities 
	Usage stats, resources borrowing and returns per media, participation quota per activity …
	     

	RECOMMENDED

	 FORMCHECKBOX 
  
	
	The centre must be of size relevant to the number of available references and its usage
	Facilities map
	     

	 FORMCHECKBOX 
  
	
	Resources centre is equipped with a library management computer network allowing management of resources, borrowings and returns
	Software
	     

	 FORMCHECKBOX 
  
	
	Resources are available to improve multiple linguistic competencies (in particular phonetics, grammar, oral expression, etc.)
	List of resources
	     

	 FORMCHECKBOX 
  
	
	There is a learner ‘s library
	catalogue of resources
	     

	 FORMCHECKBOX 
  
	
	A document presenting the centre and its resources is available
	Presentation brochure
	     

	 FORMCHECKBOX 
  
	
	Resources centre regularly offers cultural presentations in relation to the courses on offer 
	List of activities
	     

	 FORMCHECKBOX 
  
	
	Teachers and/ or education Executive Officer participate in the purchasing policy and the making of the learner’s library
	Meetings minutes
	     

	 FORMCHECKBOX 
  
	
	TV sets and computers are available for use by various users, including beginners 
	List of equipment
	     

	 FORMCHECKBOX 
  
	
	Resources centre offers Internet and network access (access to catalogue, teachers help…)
	Services description
	     

	 FORMCHECKBOX 
  
	
	A viewing area is available in the centre
	
	     

	 FORMCHECKBOX 

	
	Resources centre offers documentary resources targeted to teachers needs
	Reference files, press reviews, index reviews, etc.
	     

	 FORMCHECKBOX 

	
	Resources centre offers a tutored self-learning formula
	Description, tutor(s) lists, documentation on offer
	     

	 FORMCHECKBOX 

	
	Teachers offer individual educational pathways within the resources centre
	Pathways description, course recommendation procedure
	     


COMMUNICATION / MARKETING AND CUSTOMER RELATIONS

	X
	
	CRITERIA
	EXPECTED DOCUMENTS
	COMMENTS

	COMPULSORY

	 FORMCHECKBOX 

	
	The establishment uses branches use the official name and logo as well as the graphic chart of Alliance Française
	Communication tools and letterhead paper
	     

	 FORMCHECKBOX 

	
	A contract document detailing the general sales conditions is available for the students to sign or validate at the onset of their learning
	Contract document detailing general sales conditions
	     

	 FORMCHECKBOX 

	
	Documentation is available describing clearly the refund or deferment conditions
	Refund or deferment request forms
	     

	 FORMCHECKBOX 

	
	Each communication tool is presented in at least one of the local languages
	Communication tools (brochure, site, etc.)
	     

	STRONGLY RECOMMENDED

	 FORMCHECKBOX 
  
	
	Comprehensive documentation is available detailing the services on offer (sessions, enrolment procedures, costs and financial conditions, cancellation fees, place, certification…) 
	Documentation of last 3 years
	     

	 FORMCHECKBOX 
  
	
	The school publishes regularly promotion documentation
	Publication plan
	     

	 FORMCHECKBOX 
  
	
	Promotional documentation (visual, informative, etc.) is regularly updated
	Promotion documentation of last 3 years
	     

	 FORMCHECKBOX 
  
	
	A regularly updated Internet site is available displaying the school logo and containing at least the same information than other documentation material
	Site address
	     

	 FORMCHECKBOX 
  
	
	Communication is included in the budget
	Budget, communication plan
	     

	 FORMCHECKBOX 
  
	
	Office staff have received training (initial or continuing) and are competent in the French language and one of the local languages 
	CV or training certification
	     

	 FORMCHECKBOX 
  
	
	Office opening hours do match class times at least 
	Opening hours of office/enrolment, usage indicators
	     

	 FORMCHECKBOX 
  
	
	A satisfaction survey is handed out to all students at the end of each session
	Survey form
	     

	 FORMCHECKBOX 
  
	
	This survey enquiry is then analysed and potential remedy measures are communicated to all staff
	Staff communication plan, analysis, remedy plan
	     

	 FORMCHECKBOX 
  
	
	The organisation of enrolments is described by a clear procedure which is known to personnel and clients
	Enrolment procedures
	     

	
	
	The establishment is attentive to the management of the waiting time before dealing with a client
	Enrolment procedures
	

	 FORMCHECKBOX 
  
	
	A display panel for school communication is available and easily identifiable, its contents are updated
	Notice-board and location
	     

	 FORMCHECKBOX 
  
	
	The school’s business policy (customers, fees, etc.) is the responsibility of a specific mission comprising one or more staff
	Organizational chart, relevant staff duty statements, marketing plan 
	     

	 FORMCHECKBOX 
  
	
	The school promotes a business policy: market analysis, products development, fees policy
	Marketing plan, customers files, fees table
	     

	 FORMCHECKBOX 
  
	
	The school promotes mechanism for prospects research and revival 
	Prospects database
	     

	 FORMCHECKBOX 
  
	
	The school promotes a customer follow-up mechanism (subscription to members list, automatic recall, etc.)
	Customers database
	     

	 FORMCHECKBOX 

	
	Customers loyalty programme in place (members list, membership card for discounts, promotion offers on shows, invitations, competitions..)
	Documentation detailing customer loyalty programme
	     

	 FORMCHECKBOX 

	
	Alumni network
	Previous students files, information mail/e-mail 
	     

	RECOMMENDED

	 FORMCHECKBOX 
  
	
	An official brochure is available introducing the school to customers and partners
	Brochure
	     

	 FORMCHECKBOX 
  
	
	Internet site also available in French 
	Internet site in French
	     

	 FORMCHECKBOX 
  
	
	Multi-media communication
	Communication plan and samples
	     

	 FORMCHECKBOX 
  
	
	Businesses and other establishments are regularly contacted (departments, international organisations, NGOs..)
	Letters and contact lists 
	     

	 FORMCHECKBOX 
  
	
	Schools and universities are contacted regularly
	Letters and contact lists
	     

	 FORMCHECKBOX 

	
	The school offers various enrolment and payment procedures adapted to the local environment (on line, mail order, on site)
	Brochure, enrolment forms, Internet site
	     

	 FORMCHECKBOX 

	
	The school replies to information requests within two working days 
	Samples of letters, request and reply e-mails, from the previous and current year 
	     

	 FORMCHECKBOX 

	
	The school offers to students linguistic tours in francophone countries
	Posters or publicity material
	     

	 FORMCHECKBOX 

	
	The school networks with other similar establishments in the region or the country 
	Partnership conventions, co-ventures samples
	     


RESSOURCES HUMAINES
	X
	
	CRITERIA
	EXPECTED DOCUMENTS
	COMMENTS

	COMPULSORY

	 FORMCHECKBOX 

	
	Local welfare regulations are respected: presentation and content of work contracts, contract duration, trial period, leave entitlements, pay rates, working hours, (number of hours effected by employee), overtime rates
	contrats de travail
	     

	 FORMCHECKBOX 

	
	All staff have met legal requirements for visa and work permits
	permis de séjour et/ou visa, permis de travail
	     

	 FORMCHECKBOX 

	
	An organizational chart is in place
	Organizational chart
	     

	 FORMCHECKBOX 

	
	Rules of procedure are in place
	Rules of procedure
	     

	STRONGLY RECOMMENDED

	 FORMCHECKBOX 
  
	
	Employees receive health insurance cover
	Duty statement and selection procedures
	     

	 FORMCHECKBOX 
  
	
	For every new employment, a duty statement is prepared. Job advertisement conditions and selection procedures are transparent
	File or duty statements for all staff
	     

	 FORMCHECKBOX 
  
	
	A file detailing positions with duty statements for all is available
	Payslips
	     

	 FORMCHECKBOX 
  
	
	A payslip is sent to all employees
	Invoices
	     

	 FORMCHECKBOX 
  
	
	Independent contractors must produce invoices to be paid 
	Budget
	     

	 FORMCHECKBOX 
  
	
	Staff professional development is budgeted (not restricted to teachers)
	Professional development planning over the last three years
	     

	 FORMCHECKBOX 
  
	
	A yearly planning of professional development for teachers and administrative staff is in place
	Duty statement and selection procedures
	     

	 FORMCHECKBOX 
  
	
	A transparent wage awards agreement is in place
	Wage awards and pays for the last 3 years, communication tools
	     

	 FORMCHECKBOX 
  
	
	Transparent progress criteria are available
	Details of latest promotions and internal advertisement (i.e. job offers) 
	     

	 FORMCHECKBOX 
  
	
	Individual interviews are held yearly
	Anonymous interview reports 
	     

	 FORMCHECKBOX 
  
	
	Some teachers benefit from full-time and on-going employment
	Contracts
	     

	 FORMCHECKBOX 
  
	
	Particular attention is given to teachers -independent contractors to avoid subordinate links
	Protocol describing the relations with independent contractors
	     

	 FORMCHECKBOX 
  
	
	Teachers working hours are divided between face to face teaching and other clearly defined duties
	List of other duties and relevant pay entitlements 
	     

	 FORMCHECKBOX 
  
	
	Non FLE certificate teachers are encouraged to enrol in professional development to obtain certification
	List of enrolled teachers and training sessions
	     

	 FORMCHECKBOX 
  
	
	All student-teachers are paid for their teaching duties
	Student teachers enrolment and conventions advertised 
	     

	 FORMCHECKBOX 

	
	Induction and mentoring processes are in place for new teachers in the school
	Description and/or manual
	     

	RECOMMENDED

	 FORMCHECKBOX 
  
	
	A welfare report is communicated yearly to the board
	Welfare report (training sessions, gender equity, age chart, staff recruitment and departures)
	     

	 FORMCHECKBOX 
  
	
	A management plan of employment and competencies is in place
	Management plan agreement
	     

	 FORMCHECKBOX 
  
	
	Staff consultative mechanism is in place, with staff representatives in schools employing 10 staff or more 
	Latest minutes from consultative meeting
	     

	 FORMCHECKBOX 
  
	
	Significant proportion of permanent teachers within the teaching team 
	Teachers contracts
	     

	 FORMCHECKBOX 
  
	
	Significant proportion of full-time teachers within the teaching team
	Teachers contracts
	     

	 FORMCHECKBOX 

	
	Maximum 25 hours per week of face-to-face teaching (class)
	Work contracts
	     

	 FORMCHECKBOX 

	
	The school professional development plan training sessions are at least partly effected within working hours (other duties for permanent staff)
	Professional development planning 
	     

	 FORMCHECKBOX 

	
	Professional development with FLE certification is at least partially paid for by the school. A convention between the employee and the school details the training payment arrangements. 
	Enrolment slips and conventions
	     


FINANCIAL AND ACCOUNT MANAGEMENT
	X
	
	CRITERIA
	EXPECTED DOCUMENTS
	COMMENTS

	COMPULSORY

	 FORMCHECKBOX 
  
	
	The budget plan is approved by the Board
	Board approved budget 
	     

	 FORMCHECKBOX 
  
	
	Yearly accounts report approved by the Board
	Board approved accounts 
	     

	 FORMCHECKBOX 
  
	
	The accounts layout is in line with the country financial norms
	Accounts layout approved by treasurer
	     

	 FORMCHECKBOX 
  
	
	Project management including progress reports allows to follow up with the activity progress: different students, enrolments, hours/students, hours/teachers, participation ratio
	Progress reports of last 2 years
	     

	 FORMCHECKBOX 
  
	
	The school owns copyright on all software in use 
	Licences
	     

	 FORMCHECKBOX 

	
	All activities are complying with the relevant tax regulations (i.e. business matters like translations)
	Copy of tax declaration
	     

	 FORMCHECKBOX 

	
	The survey requested by the Fund is duly filled on a yearly basis and within deadlines 
	Survey filled within deadline
	     

	
	
	The establishment has programme source codes (internet, software created in-house or by an external supplier…)
	File for source codes
	

	
	
	There is a system of data backup (on an external server or on mobile support)
	Protection procedure regular or automatic
	

	
	
	Local legislation on making an internet connection available to the public (e.g. WIFI,…) is respected
	Local legislation
	

	STRONGLY RECOMMENDED

	 FORMCHECKBOX 
  
	
	The school teaching activity is at least self-financing
	Comprehensive report of last 3 years
	     

	 FORMCHECKBOX 
  
	
	Break even point and profitability threshold are calculated for each enrolment session
	Calculation of break even point and thresholds for all of last years sessions
	     

	 FORMCHECKBOX 
  
	
	Yearly audit of accounts by an independent accounting firm
	Audit report
	     

	 FORMCHECKBOX 
  
	
	Recording and information circulation procedures are in place
	Procedure description
	     

	 FORMCHECKBOX 
  
	
	Course management software is available 
	Software
	     

	RECOMMENDED

	 FORMCHECKBOX 

	
	Bookkeeping is kept as close as possible to management accounting 
	Accounts documentation
	     

	 FORMCHECKBOX 

	
	The activity report is regularly communicated to staff 
	Invites to the relevant meeting or report documentation
	     


FACILITIES
	X
	
	CRITERIA
	EXPECTED DOCUMENTS
	COMMENTS

	COMPULSORY

	 FORMCHECKBOX 
  
	
	All premises conform to the security norms in place in the country
	Advice of architect or  security commission
	     

	
	
	The procedures to be followed in case of danger are known to the staff and students
	Instructions or evacuation procedures
	

	 FORMCHECKBOX 
  
	
	The number of guests is not superior to the capacity recommended by the current local norms
	Local norms 
	     

	 FORMCHECKBOX 
  
	
	Facilities are insured for relevant activities and risks
	Insurance policy
	     

	 FORMCHECKBOX 
  
	
	All facilities have the authorizations required by the local regulatory institutions
	Authorizations
	     

	 FORMCHECKBOX 
  
	
	OH&S officer always in attendance
	Organizational chart, work contracts
	     

	 FORMCHECKBOX 
  
	
	First-aid officer always in attendance
	Copy of first-aid certificates
	     

	 FORMCHECKBOX 
  
	
	The emergency procedures are displayed in local language, French and pictograms
	Displays map 
	     

	 FORMCHECKBOX 
  
	
	Facilities are kept in good condition
	List of maintenance works for the last 3 years
	     

	 FORMCHECKBOX 
  
	
	Facilities are clean, aired, ventilated and well-lit
	Cleaning planning and facilities plan
	     

	 FORMCHECKBOX 
  
	
	When a cafeteria or snack bar are included, a certified rental / management contract is signed, and if deemed necessary a business or health inspection licence 
	Documentation as per quoted list
	     

	STRONGLY RECOMMENDED

	 FORMCHECKBOX 
  
	
	Facilities are handicap friendly
	Facilities map
	     

	 FORMCHECKBOX 
  
	
	The school is clearly visible and identifiable from outside, unless otherwise indicated by local authorities
	Photo of building façade
	     

	 FORMCHECKBOX 
  
	
	A room with working space is available to teachers
	Facilities map
	     

	 FORMCHECKBOX 
  
	
	Regular maintenance and timely upgrade of furniture items are budgeted
	Budget
	     

	 FORMCHECKBOX 
  
	
	Routine maintenance and periodic renewal of equipment are linked to projected actions included in the establishment’s long term plan
	Yearly action plan
	     

	 FORMCHECKBOX 
  
	
	A social area for students is available
	Facilities map
	     

	 FORMCHECKBOX 
  
	
	Staff enjoy facilities and necessary equipment adapted to their mission 
	Facilities map, listing of areas and equipment
	     

	 FORMCHECKBOX 
  
	
	Classrooms furniture is adapted to teaching requirements
	Photos of classrooms
	     

	 FORMCHECKBOX 
  
	
	Classrooms are equipped with audio and /or audiovisual equipment
	Classrooms inspection
	     

	 FORMCHECKBOX 
  
	
	Efficient sound-proofing of classrooms has been effected
	
	     

	 FORMCHECKBOX 
  
	
	Every desk or space has a one and only purpose
	Facilities map
	     

	 FORMCHECKBOX 
  
	
	Access to the school is easy (public transports, parking, etc.)
	Town map 
	     

	 FORMCHECKBOX 
  
	
	Inside the buildings, signage is clear, comprehensive and visible
	Photos and maps
	     

	 FORMCHECKBOX 
  
	
	A well-known procedure is in place for all staff to convey technical malfunctions (furniture, equipment, computers, etc.)
	Description of procedures
	     

	 FORMCHECKBOX 
  
	
	Toilets are in sufficient number to cater for the maximum use of general facilities; they are kept clean and male/female distribution is respected
	School map
	     

	RECOMMENDED

	 FORMCHECKBOX 

	
	Individual lockers are available for teachers
	
	     

	 FORMCHECKBOX 

	
	Classrooms are progressively equipped with electronic interactive whiteboards (IWB)
	Equipment plan
	     


CULTURAL ACTIVITIES MANAGEMENT 
	X
	
	CRITERIA
	EXPECTED DOCUMENTS
	COMMENTS

	COMPULSORY

	 FORMCHECKBOX 
  
	
	Activities on offer comply with the mission statement as detailed in the status 
	List of the year activities 
	     

	 FORMCHECKBOX 
  
	
	During cultural activities, the Alliance Française has been granted all local council authorizations, as well as emergency services and insurance approvals
	Copy of authorizations
	     

	 FORMCHECKBOX 
  
	
	The Alliance Française ensures that all guest artists have been granted the required visas
	Visa requests
	     

	 FORMCHECKBOX 
  
	
	The Alliance Française pays the relevant copyright 
	Declaration to the copyright proprietors
	     

	 FORMCHECKBOX 
  
	
	The Alliance Française only organizes viewing of movies for which copyright have been cleared
	Listing of movies screened and rental contracts
	     

	 FORMCHECKBOX 
  
	
	Each cultural event is duly budgeted 
	Budget for each of last year’s action 
	     

	 FORMCHECKBOX 
  
	
	Cultural activities are budgeted on a yearly basis
	Budget and report
	     

	STRONGLY RECOMMENDED

	 FORMCHECKBOX 
  
	
	Specific internal and external means allow the communication of events to staff and students at the school and outside
	Communication tools
	     

	 FORMCHECKBOX 
  
	
	A guest names contact list is regularly updated
	Last 3 years lists
	     

	 FORMCHECKBOX 
  
	
	The Alliance Française students are automatically invited by their teachers to the cultural activities, that might generate further class-work 
	List of actions targeted at students
	     

	 FORMCHECKBOX 
  
	
	The Alliance Française courses are automatically advertised during cultural events
	
	     

	RECOMMENDED

	 FORMCHECKBOX 
  
	
	The Alliance Française actively pursues a policy of sponsoring for its cultural events 
	Listing of businesses and partners, samples of partnership protocols
	     

	 FORMCHECKBOX 
  
	
	A policy advocating co-ventures with other local cultural associations is in place 
	Cultural events programmes
	     

	 FORMCHECKBOX 
  
	
	The Francophonie festival celebrates every year francophone cultures
	Last 3 years programmes
	     

	 FORMCHECKBOX 
  
	
	Francophonie festival, music festival, taste festival, etc. are regular events
	Last 3 years programmes
	     

	 FORMCHECKBOX 
  
	
	The Alliance Française associates with local festivals 
	Festivals programmes n’est pas dans la version en ligne de mars
	     

	 FORMCHECKBOX 

	
	The Alliance Française participates to projects within decentralised cooperation
	Events participation 
	     


GOUVERNANCE
	X
	
	CRITERIA
	EXPECTED DOCUMENTS
	COMMENTS

	COMPULSORY

	 FORMCHECKBOX 
  
	
	There are statutes which conform to local law and to the standard statutes in place and approved by the Fondation Alliance Française
	statutes (in the language of the country and in French)
	     

	 FORMCHECKBOX 
  
	
	The association has financial members
	Listing of members and receipts
	     

	 FORMCHECKBOX 
  
	
	The Board is elected by the General Assembly
	Minutes from the last 3 General Assemblies
	     

	 FORMCHECKBOX 
  
	
	The General Assembly convenes at least once a year
	Invites to meetings and agenda of last 3 General Assemblies
	     

	 FORMCHECKBOX 
  
	
	The Board convenes many times a year
	Invites to meetings and agenda of last 3 General Assemblies
	     

	 FORMCHECKBOX 
  
	
	A detailed agenda and prior information are communicated to committee members with the invitation
	Invites to meetings and agenda of last 3 General Assemblies
	     

	 FORMCHECKBOX 
  
	
	The Board decisions are entered in a report signed at least by the President
	Minutes from the last 3 Board meetings
	     

	 FORMCHECKBOX 
  
	
	A budget plan and a financial report of year to date are communicated and voted by the General Assembly 
	Agenda of last 3 General Assemblies
	     

	 FORMCHECKBOX 
  
	
	The Board is elected by the General Assembly
	Minutes of last 2 General Assemblies
	     

	 FORMCHECKBOX 
  
	
	The Board representatives are elected by the Board
	Minutes from the Board meeting
	     

	 FORMCHECKBOX 
  
	
	The school management suffers no interruption 
	
	     

	 FORMCHECKBOX 
  
	
	Clear designation of powers and signatures is in place, particularly regarding contracts settlements and financial commitments 
	Documentation signed by the President
	     

	 FORMCHECKBOX 
  
	
	No Board member is on the Alliance pay-list, even for specific outsourcing
	
	     

	 FORMCHECKBOX 
  
	
	Any partnership (involving Embassy, Campus France, university, school, business, etc.) must enter a protocol signed by the President of the Alliance Française
	Protocols
	     

	STRONGLY RECOMMENDED

	 FORMCHECKBOX 
  
	
	The yearly reports are communicated to staff
	Invites to the meeting
	     

	 FORMCHECKBOX 
  
	
	The number of tenures is limited 
	Statutes
	     

	 FORMCHECKBOX 
  
	
	The Board representatives includes at least a president, a vice-president, a treasurer, a secretary
	Minutes of the Board meeting
	     

	 FORMCHECKBOX 
  
	
	Active policy of Board members renewal is in place
	Listing of the last 5 years Board members 
	     

	 FORMCHECKBOX 
  
	
	Strategic plan for the school combined with a budget and validated by the Board is implemented
	Strategic plan including budget and Board meeting minutes 
	     

	RECOMMENDED

	 FORMCHECKBOX 

	
	There is a committee for dialogue with personnel which meets regularly and whose options are communicated to the interested staff members
	Invitations to meetings, minutes of meetings of previous and current years
	     


Expected documents





Criteria


(Foreword)





Satisfaction survey, maintenance manual, quality guide, strategic plan …     





The School Executive leads a policy of quality assurance (assessment of students satisfaction, management of complaints, strategic plan, innovation…)
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