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Dear Partner,

Thank you for taking the time to read our handbook.

As our partners are a key component of our businessaiwveto ensure that you are fully briefed on the cowsad
services we provide. We believe strong relationskipsbased on communication.

ACET is a family-run language centre. My mothereMiigieu, founded Cork Language Centre InternationaC(Cin
1975. As we expanded, my father Pat Coade, who had beeking as a quality consultant, joined the centre ir829

| started working in ACET in 2000 after my graduatiddanagement and Marketing.

In 2012, we decided to re-brand from CLCI to Acterat@ of English Training (ACET) to reflect our modermactive
and innovative philosophy.

ACET is working to ensure our partners are offerednapbete range of programmes for adults, for families dod
juniors (7-11) and (12-16) years of age. You careflndCET programmes in this handbook.

We strive to ensure your reputation is enhanced bfeACThe ACET staff aim to continuously improveuppat we
give to our partners and take pride in our flexilyiliintegrity and loyalty.

I look forward to our continued co-operation durinigetyear and am grateful for your ongoing support.

Yours faithfully,

Joelle Coade
Executive Director

Email: info@acetireland.ie
Skype:ACET1975
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Overview

General English

» Standard course

* Intensivecourse

* Gold programme (+50)
* Home tuition

* Family programme

* Internship programme

* TOEIC
« IELTS
* TOEFL

e Camhridne Fxyam

Teacher Training

» Refresher Courses for
Non-Native Teachers

» Teaching Knowledge Tes
Course

* Content & Language
Integrated Learning Course
* CELTA

» TOEIC preparation

* [IELTS preparation

* TOEFL prepation

* Individual tuition
 English for the workplace

Corporate Training

» Executive & Professional
e Individual Tuition

* Aviation English
 Military English

* Foundation University
Programme

* Foundation Programme
in Business Studies

» Foundation Programme
in Engineering &
Technology

» Foundation Programme
in Health &Science



Overvidwn@ourses

ACET Jundior

Family

Summer

Study
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ACET winning more and more AWARDS -

Shortlisted in 2017 for the Cork Digital Media Awdiaisbest website

2017 IStudy Award for Academic Excellence

2018 All Star Award in Corporate English Language Tgainin

2018 Odile won Thought Leader-Corporate English Laeglagning All Star Award
Best English language School 2018, Cork Countw imish Enterprise Awards
Shortlisted for Best Language School 2018 in tkk Education Awards

Joelle was shortlisted for Business Woman of the Wetlne 2018 Network Cork Awards
Winners of the Multi-Generational Family Business AlaARirofessional Category 2018

Recognised Leader in Language Development - Cork Gauhty Irish Enterprise Awards 2018

The Irish Prime Minister came to visit and lovesEAC

“Cork is an amazing and charming city. It has all you needsaeally easy to walk through. People from Corkvarg
kind and helpful. The places | recommend to visgleaney Castle, UCC and the pubs. The teachers drprepared
and ready to help you with whatever you need. The adrrai®n are also very friendly. They are always available to
solve any problem or just to go for a chat. | had a gex@erience at my homestay and | recommend is to thoke
want to learn more about Irishulture and way of life. I'm having the best experienodar. | have enjoyed the city,
the school and | can feel my English has already impravet.” —Rodrigo Zordan, April

acetireland.



A ccreditations

IRISH DEPARTMENT OF EDUCATION AND SKILLS
We are recognised by ACELS, a service of Quality aldications Ireland,
for English Language Teaching (ELT).

k ACCREDITED
EAQUALS anuals
We have been an Accredited Member of EAQUALS sD@® 2Inspections take ~— ~eetene i tansusse Educaton place

every three years and accredited membership is awardegt éfie school demonstrates that all requirements of the
EAQUALS Charter are respected. We received the fotjlosomments after our most recent inspection:

“ACET was inspected by EAQUALS in January, 2016 atiterhéh standards required for EAQUALSeatitation.
Our Management and Administration are excellent as theTA€Eos was apparent throughout the organisation and
endorsed by all categories of staff. The academic agtnation is an area of excellence beyond EAQUALS stisdar
based on our comprehensive and regularly monitored systeThe overall care for students and the advice and
support available plus the very efficient homestay atistration and selection of families are areas of excekeh

The EAQUALS inspectors identified the folloveiregs of excellencén the institution:

» Management and Administration

Management and Administration meet the requirementseatellence as there is evidence of a strategic approach
management and an awareness of the economic environngealkgar evidence of leadership and sense of direction
supported by an effective staffing structure and aéfic administrative systems.

» Course Design and Supporting Systems
The academic administration systems, their design amplémentation including: class lists, attendance recprds
teacher’s records of work completed, and timetablearisarea of excellence.

» Academic Resources
Academic resources are excellent as the centre has awidgy collection of material for both staff and studerits
use and in-house material is being constantly monitcaed added to.

* Client Services
The overall care for students and the advice and suppeatlable plus the very efficient homestay administratzon
selection of families are areas of excellence.

* Quality Assurance
This category represents a point of excellence therani excellent set of procedures and systems to asguadity in
every aspect from teaching to client support to headtid safety on site.

acetirelland.



A ccreditations

IALC, International Association of Language Centres

We are the only Cork member of IALC and are inspestedy four years to guarantee that the
IALC standards, code of ethics, and philosophy of moeti improvement is upheld. Our CEO,
Odile Migieu, was President of IALC from 2002 uftib2

MEI, Marketing English in Ireland
MEI is an association of recognised English langudgmliscin Ireland. All members are
accredited by the Irish Department of Education & SWIE] organises several workshops
and familiarisation trips in Ireland each year.

Cambridge English
We are an authorised open testing centre for the Caddmisuite of examinations, including Cambridge Endisly
(KET), Cambridge English:

Preliminary (PET), Cambridge English: First (F&&pridge English: Advanced (CAE), Cambridge Engb$lidhcy
(CPE), and the Business Language Testing Service UWETrun three long-term KET, PET, FCE, CAH & CP
examination preparation courses, two fast track FCEA& Examination preparation courses, and one fast tradk KE
& PET examination preparation course each year.

EDUCATIONAL TESTING SERVICE
We are the only TOEIC testing centre in Ireland augkdrto hold both the Listening & Reading,
and Speaking & Writing examinations.

IELTS
We are the only TOEIC testing centre in Ireland ausledrio hold both the Listening
& Reading, and Speaking & Writing examinations

A Centrala studiestodsnamnder

Courses at ACET are approved for CSN funding in Sweden

UL LIUEN  We hold Bildungsurlaub recognitions for all eightefeal states.
RECOGNITION

acetire|lland.



* Cork and its region

Corkwas included in the Lonely Planet Best in Travel
top ten cities to visit in 2010 and was recognisedit®
unique culture through its selection as Europeary Gft
Culture 2005

Cork is Ireland’s second city with a population of
190,000

Corkis a beautiful city with unique architecture

Cork has the benefits of a larger city but its layout
means that it can still be visited on foot

Cork has a unique city shopping environment with a
mixture of Irish and international shops, most of which
are open in the evenings and on Sundays
Corkbenefits from an excellent cultural programme of
entertainment throughout the year, being a university
city with a youthful population and a buzzing nightlife
Cork is the gourmet capital of Ireland with award
winning restaurants and a tradition of fine cuisine with
artisan food specialties using fresh produce

Cork has excellent facilities for sports such as golf,
sailing, tennis, horse riding

Corkis the door to the beautiful south west of Ireland
& the famous Wild Atlantic Way

Corkis currently home to multinational headquarters
of Apple, Pfizer, EMC which

employs many past students. Many are opening new
city centre offices offering jobs to bilingual speeke

* Quality Courses and Academic Excellence
Syllabudocuses on communication and learning skills
7 levelsavailable from Al to C2 (Beginner to Upper
Advanced)

Successfutompletion of each level is linked to a clear
set of ‘can do’ statements

Weekly client tutorial with teacher to evaluate
progress

Freelanguage counselling service

Teachershold a university degree and a professional
EFL qualification
Ongoingteacher development programme

« Fast and Efficient Administration Service
All partners’ queries and bookings answered within 24
hours

 Contact Telephone Number available 24 hours to our
Clients

The number is a mobile number 087 257 94 82 from
within Ireland and + 353 87 257 94 82 from outside Ire-
land.

« ExcellentNationality Mix

Middle
East

Western

Europe\

24%

Eastern
Europe

15%

Southern
Europe
26%

 Quality Facilities and Learning Resources
Well-maintainedGeorgian building in city centre
Brightand well-equipped teaching rooms

Study room with an extensive library of books,
supplementary materials at all levels and listening
stations

Wi-Fiavailable free of charge

StudentLounge for clients’ use

TVroom with a collection of DVDs / Access to television
programmes

Coffeeroom

Attractive garden

Languagecounselling available from the Academic
Manager

acetireand.



 Excellet Accommodation Service

ACETHomestays strictly selected and monitored througgular inspections and client feedback
StudentResidence available

Accommodatiordetails sent 15 working days in advance

Guaranteedchange of homestay within 24 hours if requested

* Quality ServiceExternal proof of our quality:

ACETis recognised by ACELS, a service of Quality andicatians Ireland, for English language teaching (BE&B);
member of EAQUALS and IALC; and has ISO 9001- 2008.

ACETcourses are approved for Bildungsurlaub by all thentaerstate governments.

Evaluationquestionnaires checked on a weekly basis in ordamsure clients satisfaction
Evaluationquestionnaires analysed for statistical purposes (stiaisin request)

Clearcomplaints policy available

FromJanuary to Decembe&017, 100% of clients would recommend us

» Documentation available to partners on request
Brochure price list, enrolment form & conditions
PartnerHandbook

ClientInformation Guide

ArrivalProcedure Letter & Welcome letter
Photographs

* Social Life

Full programme of activities allowing clients to meet p&ofrom all over the world. Some activities are frebars
are charged at cost

Excursiongo scenic places in West Cork and Kerry

DiscoverCork—walking visit of the city

Learnlrish dancing

Pubevenings

Karaokenights

Theatrenights

Bowling

Greyhoundracing

Whalewatching trips from Cork Harbour

Cine-clubl Debating / Coffee Mornings / Book Club / Charitydtaisers / Paintballing

acetirelland.



ACET FACILITIES

Comfortable teaching rooms

Study room with a book library (over 500 books
among different language levels), selfaccess
materials and listening stations. The series of
selfaccess les at all levels allow clients to praaite

areas of language. Each le has a solution key for all

exercises. There are listening stations for clients
who require extra listening practice. A member of
staff is available to help clients choose from a large
selection of CDs.

Student lounge where clients can watch TV, play
games, read, chat & relax. There is wifi facilities with
free access. Hot drinks are available.

Cinema room with a large screen and a state-of-the-
art surround sound system. Clients can choose from
the school’s extensive library of DVDs and movies.

Attractive Garden Clients can spend their breaks
outside in the pleasant surroundings of our garden.

ACET is conveniently situated in the centre of Ciik
close to restaurants and shopping malls.

Our clients come from all over the world to a end our
courses and to enjoy the cultural experience ofilivin
Cork.

The presence of many different nationalities creates a
lively atmosphere of international understanding and
friendship.

Minimum age

Average age

From January 7 o December 21

Public holidays:

March 18, April 22, May 6, June 3, August 5, October
28

Re-opening 2020: January 6

acetirelland.



Philippa is a responsible for e overall running of #uministration office. She
coordinates all administrative matters relating teacheximing as well as assisting
the Executive Manager.

Chris is responsible for clients’ bookings, generatiagstration, and our social
programme.

Vicky is responsible for the overall marketing adtgit You can meet Victoria at
the main workshop and fairs. She is available for a Sklgpeat any time.

The academic team is managed by Laura Dwyer-Canton. Lasibee&a working
ACET for over 20 years and has a wealth experiencdhindaching and
academic management.
The ACET teachers has many years of experience fielth@f language teaching.
All academic staff are university graduates with prof@sai qualifications in the
Teaching of English as a Foreign Language.

The team is highly educated and has many years of expeiwith clients from different countries,
cultures and age groups.
The team creates a supportive, caring and friendlyremvihent for all clients.

acetireland.



Methodology and Materials

Our courses focus on the development of communaraskills and learner autonomy through:

- The setting of achievable learning objectives

- The adaptation of the syllabus to clients’ needs

- The teaching of study skills

- The decentralisation of classes

- The use of communicative actigs which mirror the ‘real world’

- The use of ‘can do’ statements to establish progaess proficiency

- The use of classroom technologylaptops and online activities to encourage learner agtoy and continuous
learning

As well as using a suitable course book, the syllatmhisdas a variety of activities taken from authentic sesrand
from the most popular EFL books. At edelel, all elements of the syllabus are connected to @arstatements for
that level. The ‘can do’ statement indicate a client’s progress taigethe next levelThere is a strong Irish Life and
Culture aspect to all courses.

A selection of current reference and course boolkavigilable for purchase at the centre.

Material costs are appximately €50. For clients a endihgdividual Courses & Executive and Professional Ceurse

textbooks and course materials are included in the fees

First Day of the course

- Clients must arrive at 08.45 for level assessment

- Clients complete a placement test focusing on prodigctind receptive language skills

- Clients complete a needs analysis questionnaire

- Clients are given an orientation session: practical &deit courses, school facilities, etiquette in Irishntes and
life in Cork, which includes details of who to askihformation and assistance within the school.

Levels

There are 7 levels of study which are mapped to thenCibwf Europe’s Common European Framework of Referen

for Languages (CEFR).

Monitoring and evaluating progress

- Teachers recordlients’ progress in all language skilisa weekly progress basis

- Clients complete weekly progress test

- Clients have a weekly one-to-one tutorial with theiather to discuss course content and progress towaasing
objectives.

Language counselling

Clients can make an appointment with one of our coulesglto request extra work or to get advice on indedent

learning.

Certificates

On completion on of their course, all clients receaveertificate. The certificate indicates the length of tteairse and

the level at which the client has studied.

Reports

Clients receive a detailed progress report every eeks. Clients may request an end of course reponnfibeir

teacher.

acetirellnd.



All accommodation placements are subjettt a €65 administration on fee.

ACET HOMESTAY

Homestay accommodatiors on a half board basis from Monday to Friday with bf@stkand an evening meal and
full board basis (light lunch) during the weekend. Ksrare included on our panel of homestays followingsé from
the accommodation services administrator. Houses acatkd in good residential areas of Cork and on a buserout
Clients should expect an average of 40 minutes trangethe to ACET.

The main selection criteria are some friendly atmogghand clean comfortable surroundings with the follogin

facilities:

- Single or twin room *with adequate space for storingtles and weekly change of bed linen

- Sufficient bed linen to be warnit is important to remind clients that Irish homes aretrheated to the same
standard as most countries. Although every effort isd@ by ACET to ensure sufficient heating, Irish custan@s
prevalent in homes.

- Desk in bedroon©Ra suitable place in the house to studlyis important to inform clients we do not guarantee a
desk in bedrooms

- Access to bathroom

- Light laundry facilities (underwear, t-shirts ett.jundry facilities vary: clients may have their laundgjuded with
the hosts’ or be given access to the washing machine

- Continental breakfast, evening meal. Light lunch is iolexy at weekends

€190 per week
€230 per week

There is a supplement of ¥D0 per week for full board accommodation for clienhtemaining in homestays during
the Christmas break.

Quiality Assurance of ACET Homestays

We give our homestay hosts strict guidelines tooiwland we have “Homestay Handbook” to guidests and make
sure cultural differences are understood.

Clients fill an evaluation questionnaire on the Thursdayheir first week to allow us to check the wekaof each
client.

If a problem necessitates a change of homestay, tleacis changed within 24 hours.

Clients also fill a monthly and an end of course evalnatjoestionnaire which allows for continual monitoring o
homes.

* Twin rooms can only be booked by clients travellim pairs who wish to share a room.

acetirelland.



STUDENT RESIDENCE

University Place / Victoria Lodge / Victoria MilleBidence
Available June + August 17

€145 per week

These apartments30 minutes’ walk or 10 minutes by bus) are availablenftlune to August. Clients have a single
room in an apartment they share with other clients. Eachrapent has a fully-equipped kitchen and a living room
with a television. Bed linen is supplied. Clientasmprovide their own towels. Nationality/gender mig not
guaranteed.

Accommodation in student residence is provided by84 party. ACET acts only as an intermediary. ACET o
assume any liability for loss, delay or accidentariy kind whatsoever which might occur due to fawdlt negligence
during clients’ stays at the student residences.

Extra night cost per person €35

A fact sheet per type of accommodation is availalia request.

HOTELS and GUESTHOUSES

Gresham Metropole 3 Star Clarion Hotel 4 Star
Mac Curtain Street, Cork city centre Lapps Quay, Cark city centre
5 minutes’ walk to ACET 10minutes’ walk to ACET

Guest House
Gabriel House Guesthouse, Summerhill North, Cork
5 minutes’ walk to ACET

“I like my teacher and the people who are in the adstiation. When | have some questions they alwaygehan
answer for me. | would recommend Cork because it enanice city, people are very friendly and | fegkHike at
home.”

Jose Maria Sanchez, March

acetirelland.



ACET Homestays
Clients are collected from Cork airport or Cork traatien or Cork bus station by their hosts from 09.0022.30.
Cork airport is small and friendly. Clients are ablm&et their hosts just outside the arrival gate.

Please inform your clients that they must contact tHedsts or ACET emergency number in case of a deleyuts,
We tell our homestay hosts to check times of planévat but when the delay occurs at an earlier stage ryithe
journey or in case of a strike etc., it is essentialdii@nts to contact their hosts or ACET. Hosts@NLY TO THE
COLLECTION POINT ONE TIME.

Student Residences
As we are using several residences, we send the platiarrival procedure for each client with the residerdetails.

ACET Arrival Transfers

ACET can organise an arrival transfer at the co€b%per person from Cork airport, Cork train station omfr&Cork
bus station on request.

In case of a delay, the client must telephors3 87 257948R

Clients will not be collected nor refunded if AG&iot aware of the delay. The maximum waiting me is 8futes.
ACET arrival transfers are subject to availabilitpm 09.00 to 22.30 only.

Clients can take taxis from Cork airport, which a&e, reliable and plentiful.
The cost from the airport to the city is €20 to €25

acetire|tand.



