ACTEA ANNUAL REPORT FOR ACCREDITED INSTITUTIONS, 2022/2023
ACTEA accredited institutions must submit an ANNUAL REPORT to ACTEA, updating information on the institution and its programmes, as part of the normal procedures for maintaining accredited status (ACTEA Procedure 3a).  Failure to submit the REPORT within two months of receiving this notice may result, according to Procedure 3a, in a 50% surcharge on the annual fee.  The REPORT allows the institution to keep ACTEA informed on the development of the institution and its ongoing compliance with ACTEA standards.   

Please complete the REPORT on separate paper (or email attachment), using the numbers, headings, and sub-headings provided.  Do also note that the REPORT must be accompanied with filled ACTEA FEE NOTICE 2022/23 in order to complete annual report submission requirements.

Post one hard copy to the ACTEA Executive Director at: ACTEA, PO Box 49332-00100, Nairobi, Kenya or send by email to adm.ass.actea@gmail.com and copy the Executive Director actea.africa@gmail.com
1.
Date of submission of this Report
2.
Institution name

3.
Contact information for the institution.  Include (where available): (a) postal address; (b) phone number(s) beginning with country code; (c) fax number; (d) email address; (e) website.

4.
Accredited status.  State

(a) The date and year accreditation was received;

(b) The programme(s) accredited by ACTEA; 

(c) Any post-accreditation notation or probation requirements yet in force, and the terminal date for compliance with each.

5.
Report year.  This Report should cover the last completed academic year.  State the dates for beginning and end of the academic year being reported.

6.
Organisation.  Report any change during the report year in major governing documents, sponsorship, official objectives, chairmanship of the governing board, or senior administrative posts.  Explain as appropriate.  If no change, say so.

7.
Finances. 

(a) Provide a condensed financial summary of the last completed financial year, using approximate US dollar equivalents throughout.  Show both proposed [budgeted] and actual income and expenditure.  Use the following headings (which you may adjust if necessary).  Income: student fees, other income from within Africa, income from overseas, total.  Expenditure: staff salaries, operational expenditures, capital expenditures, other, total.  (If ‘staff salaries’ includes expatriate support, say so.)  You may use estimated and unaudited figures in your response.

(b) Showing figures and calculation, state the percentage of total operating expenditures that was funded by locally derived income.  Exclude from your calculations: capital income and expenditures and (if you wish) salaries of non-African staff which the institution does not pay.

8.
Audit.  For the last external audit that was completed, state when the audit was completed, by whom, the beginning and ending dates of the financial year audited, and if results were entirely positive.  If no external audit was completed during the year under review, provide explanation.

9.
Staff.  Report all changes in regular teaching staff during the academic year being reported.  For each new staff (including part-time and adjunct), provide full academic data (including all post-secondary credentials with name of credential, year of award, and granting institution).  For departing staff, state official reason for departure.





10.
Nationality.  Report percent of Africans in regular teaching staff during the year being reported.  

11.
Staff development.  Give a condensed report (one paragraph) on all activities or efforts concerned with staff development during the year being reported (relative to ACTEA Standard 2g.), by providing activities, names of staff involved, and dates.

12.
Facilities.  Report any significant major changes in site, layout, structures, and furnishings of the institution (such as a new building) during the year being reported.  If none, say so.

13.
Library.  Report 

(a) The number of volumes in the regular library collection at the end of the report year;

(b) The number of volumes accessioned during the report year; 

(c) The number of periodical titles regularly received in the report year; 

(d) The number of books relating to Africa in the regular collection (also state this as a percentage of the total books in the regular collection) at the end of the report year; 

(e) Amount in US dollar equivalent spent for acquisitions (books and periodicals) to the regular library collection in the report year (also state this as a percentage of total operational expenditures of the institution);

(f) Amount which should have been spent during the report year according to ACTEA Standard 3c [a copy of the library funding formula is enclosed].  Show your calculations.

14.
Review.  Give a condensed report (one paragraph) on all activities or efforts during the report year concerned with review of the institutional objectives, curricular programme, or graduate achievement, together with resulting adjustments planned or implements (in relation to ACTEA Standards 1a, 1d, 4e, 4h).  Institutions accredited only at secondary level may respond respecting Standards 4d, 4f only.

15.
Programme.  Report any major changes during the year being reported in the accredited educational programme(s) including curriculum, programme length, and credential.  Report all educational programmes added or discontinued in the report year, whether accredited or non-accredited.  Briefly describe any new educational programme which is being contemplated or planned for.  If none, say so.

16.
Enrolment.  For the year being covered by this Report, state the number of students in each ACTEA accredited and non-accredited educational programme respectively.  (For part-time students you may calculate a “full-time equivalency” provided you explain how the equivalency is being calculated.)

17.
Admission.  State whether every admission in the report year to an accredited programme has conformed entirely to ACTEA requirements for entrance standards.  For programmes accredited at the first degree and post-graduate levels, list by name every student admitted during the year being covered in this Report (including by transfer and/or with advanced standing), with the academic basis for that admission, and explanations where appropriate.  Identify all mature entry admissions.

18.
Deviation.  Report any known deviation from ACTEA standards in the report year, with explanation.  If none, say so.

19.
Additional information.  Report any additional information of major significance for understanding the present situation of the institution over the report year, including any major decision affecting the future.  If none, say so.

20.
Attachments.  If there is an annual Principal’s Report, please enclose it.  (If you submit such a document, you may where appropriate answer questions in the Report merely by cross-referencing to that document.)  Also enclose any important publications issued in the report year about the institution, such as a promotional brochure, academic catalogue or prospectus.

Submitted by:
(signature)


(name in print)

Administrative position:


LIBRARY FUNDING FORMULA

(Cf. ACTEA Annual Report for Accredited Institutions, §13.f)

Standard 3c requires libraries of accredited schools to maintain an annual level of funding adequate for efficient operation and steady growth of the holdings.  This means that an institution should spend each year on accessions an amount equal to three times its current annual participation fee, plus an amount equal to three times the current application fee.
The current annual participation fee is determined by multiplying the number of students enrolled in the current academic year in each ACTEA-related programme times the fee per student given below:


Number of post-graduate students
x $10.80


Number of post-secondary students
x $7.20

The current application fee is:


Where the highest level accredited programme is post-graduate

$1,125.00


Where the highest level accredited programme is post-secondary

$750.00

For example, a school which has a post-secondary level ACTEA-programme with 50 students would figure its required library funding thus:


3 (50 students x $7.20) + 
3 ($750) 

= $ 3,330


{Participation fee}
+ 
{Application Fee}
{Totals}

Show your calculation and total in the Annual Report in responding to §13.f.

