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 International Federation of Aromatherapists


                             date: 



Dear 

Thank you very much for your interest in accreditation of your institution at the IFA.  It is our pleasure to help you go through the process of school accreditation so that we can welcome you to the IFA.

In order for you to prepare for the document required for accreditation, please purchase the IFA syllabus and rules and regulation, which cost ￡20 including postage.  This will be a guideline for you to create a training course that meets the IFA requirement.

We inspect all our schools before acceptance and there is a fee of £100.00 for this. We annually charge £250.00 for school accreditation and for this we promote you in our Aromatherapy Times magazine, website and all educational literature.

Please note the process of accreditation as follows:








IFA SCHOOL/COURSE REGISTRATION GUIDANCE NOTES
· The school and/or course venue must be inspected by the IFA before approval to ensure the standard of the course and the environment for students.  Please contact the IFA office to arrange a school inspection, which involves a fee of £100.00.
· All practical Aromatherapy Massage and the Theory of Aromatherapy must be taught by an IFA Registered Teacher.   An IFA Principal Teacher should be present in the building at all times when Aromatherapy is taught.   An Assistant Teacher may only teach up to 20% of the course.   A Trainee Teacher may only teach aromatherapy if a Principal Tutor is present.
· Someone other than an IFA teacher who has specific expertise and who is following the IFA syllabus recommendations may teach Anatomy & Physiology, Chemistry, Botany, and Business Studies.  These visiting lecturers may be employed as the course owner sees fit and as appropriate.
· Number of Study Hours Required:

Supervised 

Unsupervised

Anatomy & Physiology


50


100
Body Massage




50


100
Aromatherapy




120


240

· All IFA students are required to sit the IFA examinations both theory and practical.  These will be held at the convenience of the school and in consultation with the IFA Office. It is important that The IFA office is informed at the start of the course of the names and number of students involved so that a suitable examiner can be appointed.
· It is the responsibility of the course owner to ensure that the premises are fully insured for the use as intended and all local legislation regarding use of premises, fire regulations and health and safety are met.
 

To register as IFA School you are required to submit the following documentation:
1. Completed application form for Course Registration
2. Course Outline for:
i              Anatomy&Physiology
ii             BodyMassage(Theory&Practical)
iii            Aromatherapy (Theory & Practical)
3. Sample In-house examination questions and answers
4. Sample Profile of an Essential Oil
5. Sample of Assignment(s) set during the course
6. Aromatherapy Massage Sequence
7. Case Study Guidelines
The Course Registration Fee of  £250 will be requested when the application is approved and a Course Registration Number will be issued.   The school and course will then be promoted on the IFA website, in the IFA's quarterly journal "Aromatherapy Times" and in our printed directory of IFA Registered Courses.
COURSE & TEACHER REGISTRATION
To avoid delays, please ensure all documents and photocopies requested are sent with your application for Teacher and / or Course Registration and are fully completed.

Please do not send original diplomas – send copies, as they cannot be returned.

CHECKLIST OF DOCUMENTS TO BE RETURNED TO THE IFA:

· COMPLETED TEACHER(S) REGISTRATION FORM(S)
If more than one Teacher Registration being requested, state number:   …………..

· CV’S OF ALL TEACHERS REQUESTING REGISTRATION AND COPIES OF THEIR DIPLOMAS

· COPIES OF YOUR TEACHER(S) REGISTRATION CERTIFICATE(S) IF ALREADY REGISTERED

· COPY OF ANY IFA MEMBERSHIP CERTIFICATES
· COPY OF ANY CURRENT MEMBERSHIP CARD(S) FOR FULL MEMBERSHIP WITH PROOF OF CURRENT PROFESSIONAL INSURANCE

All of the following will need to be sent in addition to the above if Course Registration is being requested.

· COPY OF YOUR LOCAL DEPT. ENVIRONMENT / HEALTH LICENCE AND CURRENT FIRE CERTIFICATE IF APPLICABLE

· COMPLETED APPLICATION FORM FOR IFA AROMATHERAPY COURSE REGISTRATION

· COPY OF FULL TRAINING PROGRAMME & BREAKDOWN OF THE FACE-ON ATTENDANCE STUDY TIME FOR YOUR AROMATHERAPY COURSE SYLLABUS (Not your teaching notes)

· DETAILED PRACTICAL AROMATHERAPY MASSAGE SEQUENCE AS TAUGHT

· TWO OR MORE EXAMPLES OF ANY IN-HOUSE EXAMINATION PAPERS COVERING A CROSS-SECTION OF THE AROMATHERAPY SUBJECT TAUGHT

· THE BROCHURE / ADVERTISING LITERATURE SENT OUT TO PROSPECTIVE STUDIES

· LIST OF DATES WHEN TRAINING IS TO BE GIVEN IF NOT SHOWN IN BROCHURE

· COPIES OF ANY OTHER CURRENT ADVERTISING MATERIAL
Please state where these advertisement are placed (continue overleaf if necessary)

· ALL DETAILS OF ANATOMY, PHYSIOLOGY AND BASIC MASSAGE SYLLABUS if it is a part of a full aromatherapy-training programme

SCHOOL/COURSE REGISTRATION FORM

Please complete in block capitals.




Name of School: ………………………………………………………………………………..………………………….

Name of School Owner:              …………………………………… …………………………………………………………………….
Address: …………………………………………………………………………………………………………………………………………………..
E-mail & Web address: ………………………………………………………………………………………………………………………….


Contact Number(s): …………………………………………………………………………………Fax:  ……………………………………

VENUE (if different from above)
Address: …………………………………………………………………………………………………………………………………………………..
E-mail & Web address: ………………………………………………………………………………………………………………………….


Contact Number(s): …………………………………………………………………………………Fax:  ……………………………………

When do you wish to start the course?:
To register as IFA School you are required to submit the following documentation:

· Completed application form for Course Registration

· Course Outline
i. Anatomy & Physiology
ii. Body Massage (Theory & Practical)
iii. Aromatherapy (Theory & Practical)

· Sample In-house examination questions and answers

· Sample Profile of an Essential Oil

· Sample of Assignment(s) set during the course

· Aromatherapy Massage Sequence

· Case Study Guidelines

TUTOR/TEACHER REGISTRATION GUIDANCE NOTES
IFA Principal Tutors must be qualified Aromatherapists for at least five years, and Full Members of the IFA for three years.  They should have a teaching qualification.  The annual fee for joining the IFA as a Principal Tutor is £100.   Please note that, if you are applying for Principal Teacher status and the course owner is someone other than yourself, it is their responsibility to forward all course information to the IFA.   
IFA Assistant Tutors must be qualified Aromatherapists for at least three years, and Full Members of the IFA for two years.  They should have a teaching qualification.  The annual fee for joining the IFA as an Assistant Tutor is £75.

IFA Trainee Tutors must be qualified Aromatherapists for at least two years, and Full Members of the IFA for one year.  They already have, or be planning to undergo a teaching qualification.  The annual fee for joining the IFA as a Trainee Tutor is £50.

To register as a Principal, Assistant or Trainee IFA Teacher you are required to submit the following documentation:

· Completed Application Form for Tutor/Teacher Registration

· Curriculum Vitae

· Copies of relevant Diplomas and Certificates

· Copy of original IFA Membership Certificate

· Copy of current IFA Membership Card

IFA NOTE:  IFA Tutor Registration is approval to teach an IFA Registered Course.  Your  IFA Teacher approval status may not be used as a qualification to teach any Non-IFA recognised course offering other qualifications.
TUTOR/TEACHER REGISTRATION FORM

Please complete in block capitals.


IFA membership Number: …………………………...

Full name and title: ……………………………………………………………………………………………………..………………………….

E-mail & Web address: ………………………………………………………………………………………………………………………….


Contact Number(s): …………………………………………………………………………………Fax:  ……………………………………

Address: …………………………………………………………………………………………………………………………………………………..
Name(s) of School where applicant wishes to teach:

……………………………………………………………………………………………………………………………………………………………………
PROFESSIONAL AND IFA BACKGROUND:

· Number of years as an IFA recognised qualified Aromatherapist* in practice for a minimum of twenty (20) hours a week are ______ years

· Number of years continuing Full IFA membership held  ______ years

· Number of years teaching in related* fields ______ years

*All details should be shown in a Curriculum Vitae and attached.

IFA teacher/tutor status requested: (tick box)

□ PRINCIPAL  
□ASSISTANT
□ TRAINEE

Are you requesting an upgrade?  Y/N  

Current status: ……………………………………………………………………..……
I DECLARE THAT THE INFORMATION GIVEN HERE AND THE CV, WHICH ACCOMPANIES THIS APPLICANT IS A TRUE AND CORRECT STATEMENT.

SIGNED:………………………………………………………………………………………. 
Dated: ………………………………………………
NB: Only the person asking for registration should complete and sign this form.  Do not send any fees until this application has been approved and fees are requested.


PRINCIPAL
 £100.00  
ASSISTANT 
£75.00  
TRAINEE 
£50.00
1. Teacher Registration


(Please fill in a Teacher Registration Form and send in to the IFA office with other documents)





(





2. Course Registration


(Please fill in a Course Registration Form and send in to the IFA office with other documents)





3. IFA Reviews the Documentation and 


Approval of Accreditation





5. Become the IFA Registered School





4. Payment to the IFA








7B Walpole Court, Ealing Green, London W5 5ED Tel: 020 8567 2243 Fax: 020 8840 9288

Website: www.ifaroma.org    E-mail: office@ifaroma.org

Registered Charity No: 327290


