REPUBLIC OF RWANDA                                           Appendix 4
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HIGHER EDUCATION COUNCIL
APPLICATION FOR ACCREDITATION OF A PRIVATE INSTITUTION OF HIGHER EDUCATION

(Please fill out all items and append attachments wherever necessary.  Please hand in 2 copies to the Higher Education Council)

(Applicants are advised to make reference to the Law Governing the Organization and Functioning of Higher Education - Law N°27/2013 of 24/05/2013, the Handbook for Academic Quality Assurance and Enhancement and the Maintenance of Standards in Higher Education, and the National Higher Education Qualifications Framework for Rwanda and Codes of Practice. You are advised to contact the Higher Education Council to obtain the most up-to-date versions.)

1. Name of the Private Higher Education Institution

(Please indicate any abbreviation that will be used)
2. Address of the Private Institution of Higher Education

    a) Postal Address

     b) Fax Number

     c) E-mail Address

     d) Web Address

     e) Telephone Number(s)
3. Location and Land
a) Location of the private institution of higher education

b) The size of land owned by the private institution of higher education.

     (Please attach a copy of the land title)

c) Size of land to be used 

d) Year when the land was purchased if applicable

e) If the land on which the private higher education institution is leased or rented please provide a copy of the lease/tenancy agreement.

4. Infrastructure to Support the Delivery of Higher Education

A. Buildings

State the total area in square metres of the following buildings:

(i) Classrooms – number and size of each (please attach on a separate sheet)

(ii) Library

(iii) Science Laboratories – number, subject and size of each (please attach a separate sheet)

(iv) Computer Laboratories – number and size of each

(v) Administration bloc

(vi) Offices  for administration staff 

(vii) Offices for academic staff

(viii) Student welfare offices

(ix) Health clinic/Sickbay area

(x) Student canteen

(xi) Provision for staff and students with special needs including the physically disabled

(xii) Student hostels – number, total area in square metres and number of bed spaces 

· Male students

· Female Students

(xiii) Provide a master plan of your campus showing all the actual and any planned buildings. Please indicate those buildings that are already in place.

B. Transport

How many vehicles do the institution own?
C. Educational Facilities in Place

a) Total number of library books by subject  (e.g. reference, biology, economics, computing, mathematics, statistics, sociology, anthropology,  management , law etc)

	Subject 
	Number of Books

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


b) Total number of text books by subject area

	Subject 
	Number of Books

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


c) Dates of publication of the majority of books (Give in blocks)

Before 1990

1990- 1994

1995 – 1999

2000- 2004

2005 and later

d) Total number of computers in the library

e) Please give details of other learning materials the provided for student use

f) Total number of computers for student use in labs

g) Total number of computers for academic staff use

h) Total number of computers for administration

i) What programmes are used to search for and retrieve materials in the library

j) Give details of the cataloguing system used in the library including if it is computerized.

k) Please give details of the internet access available for staff and students

l) State the number of chairs in  the  library

m) What residential accommodation for students is provided

· Female Students
· Male Student
5. Staffing
(Please attach a full list of all permanent academic, administrative, technical and support staff together with their grade and qualifications).

a) How many full time academic staff does the Private Higher Education employ Prof, Associate. Prof, SL, L AL (CVs and certified copies of the diploma must be available in the base room when the site visit is made). (Please note that the minimum qualification for appointment is a master’s degree in the area of teaching specialization).

	Grade
	Number Full Time
	Number Part Time

	Professor
	
	

	Associate Professor
	
	

	Senior Lecture
	
	

	Lecture
	
	

	Assistant Lecture
	
	


b) How many tutorial assistants will be employed?  (Please note that the minimum qualification for appointment is a 2.1 (Distinction) degree in the subject to be taught.)

c) How many teaching ONLY staff  will be employed (Institutions offering  programmes ONLY to undergraduate certificate/diploma or for teaching foundation languages)

	Grade
	Full Time 
	Part Time

	Senior College Tutor
	
	

	College Tutor
	
	

	Assistant College Tutor
	
	


 (Please note that academic/teaching staff employed in public institutions of higher education is contractually obliged to have their employer’s permission to take on additional teaching. You must provide letters of authorization for all part time staff who have full time contracts with public institutions of higher education when you submit this form).

d) Indicate the qualifications of staff as follows – (Note the minimum criteria for appointment for each grade is set out in the Academic Staff Appointment and Promotion Guide, the ratio of staff with masters and PhDs in Standards in Higher Education and the methodology for determining full-time equivalent academic staff numbers in Calculating Academic Staff in Higher Education).

Table 1 A– For Full Time Staff in Institutions Teaching to Degree Level

	Subject
	Prof
	A.Prof
	SL

PhD   M
	L

PhD    M
	AL
	TAs

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


Table 1 B– For Part Time Staff in Institutions Teaching to Degree Level

	Subject
	Prof
	A.Prof
	SL

PhD   M
	L

PhD    M
	AL
	TAs

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


Table 2 for Institutions Planning to Offer Undergraduate Certificates, Diplomas and Ordinary Degrees Only 

(Staff employed to teach ONLY foundation languages may also be appointed /promoted to these grades of post)

          Full Time 

	Subject 
	Senior College Tutor
	College Tutor
	Tutor

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


         Part Time

	Subject 
	Senior College Tutor
	College Tutor
	Tutor

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


e) Please append an Academic Staffing Plan indicating the staff/student ratio for each subject taught (note staff and students who are part time are counted fractionally.

f) How many administrative staff does the institution employ? Please attach a structure for administrative staff listing all posts and indicating grades.

g) How many support staff will the institution employ Please attach a structure for support staff listing all posts and indicating grades.

h) Please give the names , qualifications and gender of the following proposed officers of the institution 

I) Chair of the Board of Directors/Governors
II) Members of the Board of Directors/Governors
III) Chancellor
IV) Vice-Chancellor/Principal
V) Deputy Vice-Chancellor Academic Affairs/Vice-Principal Academic Affairs
VI) Deputy Vice-Chancellor in charge of Research (if offering PhDs)
VII) Deputy Vice-Chancellor Administration and Finance
VIII) Academic Registrar
IX) Dean of each  Faculty
X) Please attach an organizational diagram 
XI) Please attach post profiles for all senior posts
XII) Please provide details of the procedures used for appointing the Rector/Principal and other senior staff

6. Ownership of the Private University

a) Please indicate who the owners of the institution are.

7. Students and Student Numbers

(Please attach a list of students at each level by programme)

a) Please list all the faculties and departments of the institution. 

	Faculties
	Departments

	
	

	
	

	
	

	
	

	
	


b) Please list all the programmes that will be offered together with the awards to be offered and whether the programmes will be offered as full time (students not in employment) or part time (students in employment) (Please see the National Higher Education Qualifications Framework for Rwanda for guidance on the length of programmes for full and part time students). (Note when the site visit takes place all programme documentation must be available together with the name (s) of the external members of validation panels and the report of the validation panel meeting). 

	Faculty 
	Department 
	Programme
	Award(s)
	Full time/
part time2
	1st year intake 

Students 
	Total Student 

number 

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


Notes: 1 See the Rwandan National Qualifications Framework for Higher Education

             2 List programmes for full and part time (evening) and distance students’ separately
c) Please indicate for each programme the projected number of full time students that will be recruited annually and provide a student number projections for  the next four years

d) Please indicate for each programme the number of part time students that will be recruited  annually and provide student number projections for the next  six years

e) Please indicate for each programme the number of distance students recruited annually and provide student number projections for the next  six years

f) Please list any additional programmes you  plan to develop and indicate when it is hoped to begin offering them (Please note that you MUST get permission from the Council before you plan to open a new department/faculty)

8. Vision of the Private Higher Education Institution

a) Mission 
b) Vision 
c) Specific objectives 
d) Provide the logo of your institution
10. Signatures of the officers of the proposed private university

a. Proposed Vice-Chancellor/Principal
b. Proposed Deputy Vice-Chancellor Academic Affairs/Vice-Principal Academic Affairs

c. Proposed Deputy Vice-Chancellor Administration and Finance
Date

Official Stamp

We confirm that all the information submitted on this form and provided as additional information is true

Please provide the following information/documentation

1) The legal name of the institution;

2) The name and designation of the contact person;

3) The location of the institution, telephone and fax numbers, email and web site;

4) Legal status, company registration number and details of owners including if Rwandan or foreign;

5) The name, telephone and fax numbers and email address of the Chief Executive Officer (head of institution);

6) Names and designation of the proposed members of the Board of Directors of the institution;

7) Evidence of its financial viability and of its non-profit making status;

8) Name of the auditors of the institution’s accounts;

9) Mission, Objectives and Strategic and Operational plans;

10)  Organisational and administrative structure;

11) The physical infrastructure and resources, including details of resources for each programme to be taught - existing and planned - with the timeframe for any planned developments and sources of funding;

12) Standing orders and regulations for the Board of Directors 

13) An assets register;

14) Risk Management Policy and Practices;

15) Numbers of full-time equivalent academic staff employed, by subject, qualification and academic grade, and the projected recruitment of academic staff for the next five years. This should be supplied separately for local and expatriate staff;

16) Numbers of tutorial staff and laboratory technicians by subject specialisation and qualification; 

17) The administrative and support staff by grade and function;

18) A detailed specification of the financial management system;

19) Financial viability reports and legal documents;

a. Business plan including financial forecasts or audited annual financial statements where applicable

b. Security and guarantee Documents

c. Company registration documents

d. Business registration certificates

e. Evidence of compliance with occupational health and safety requirements

20) The Self assessments for each Faculty (see Handbook for Subject Review)
21) Any other relevant information to demonstrate compliance with the
         Requirements for gaining an operating as set out in the Law or the

         Code of Practice for Private Providers or to demonstrate compliance with the

         Requirements of the Higher Education Council
22) Agreements with other Providers -Memorandum of Understanding and other legal documentation where the institution is to deliver programmes validated by another provider.

 On Receipt of the Application the Higher Education Council will:
a) Acknowledge receipt;

b) Examine the information provided and determine whether to send a review panel to verify the information;

c) Submit a draft report to you for factual verification within one month of the visit;

d) Within two months of receiving your comments the Higher Education Council will submit its report and recommendations to the Minister of Education;

e) The Minister of Education will notify you of the decision within six months of the date on which the Higher Education Council received this form and all the required information whichever is the later date.
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