FORM ACF VI
KASNEB
INSTITUTIONAL SELF – EVALUATION FORM
Note: This form should be completed by the Head of the institution. 

Name of institution:…………………………………………………………………………………

Date of self-evaluation:.……………………………………………………………………………
A. GENERAL INFORMATION

1. Physical location: Country:………………….……… City/Town:………….…………




Street:……………………………. Building:………………………

2. Contact address:

(a) Postal address: P.O. Box ………......... Code:…..……City/Town: ………….…. Country:…………………………...........

(b) Telephone:……………….…………....... Fax: ...............………….………………

(c) E-mail:……………………………...........Website:…………………………….....

3. Campuses or branches offering KASNEB courses (indicate physical location, address and name and telephone number of contact person)……………………………………………………….
……………………………………………………………………………………………..
……………………………………………………………………………………………..
B. SELF- EVALUATION ON COMPLIANCE WITH ACCREDITATION STANDARDS
(Before completing this part, please refer to the guide to self-evaluation on page 5 of this document).
Undertake an objective assessment of your institution on the basis of its compliance with the following parameters under each standard. Provide reasoning for your assessment in each case.

1. Institutional governance and administration:
(a) Qualifications and experience of the Head of institution.
…………………………………………………………………
(b) Clarity of responsibility and authority relationships.
……………………………………………………………………
(c) Effectiveness and efficiency of communication channels.
……………………………………………………………………
(d) Effectiveness and efficiency of administrative staff.
……………………………………………………………………

(e) Completeness, clarity and effectiveness of institutional policies.
……………………………………………………………………
(f) Existence, completeness and application of code of ethics.
……………………………………………………………………
(g) Existence of a defined semester structure and timetables.
…………………………………………………………………
(h) Financial stability and sustainability.
………………………………………………………………………
(i) Institutional integrity.
………………………………………………………………………
(j) Division of operational authority and responsibilities 
between the main institution and the branches/campuses 
(where applicable)…………………………………………………………………


…………………………………………………………………………
Rating and score……………………………………………………

2. Trainers:
(a) Qualifications and competence of trainers.
…………………………………………………………………………..
(b) Adequacy of trainers.
…………………………………………………………………………..
(c) Availability of trainers for consultation with students.
……………………………………………………………………………

(d) Quality of academic planning.
……………………………………………………………………………
(e) Compliance with IES 3 and IES 4.
……………………………………………………………………………
(f) Contact hours dedicated to learning programmes per semester.
……………………………………………………………………………
(g) Monitoring and evaluation of trainers.
……………………………………………………………………………
(h) Mechanisms to attract qualified and competent trainers.
……………………………………………………………………………
(i) Use of CATs and other student evaluation methods.
……………………………………………………………………………

(j) Frequency of academic meetings.
……………………………………………………………………………
Rating and score……………………………………………………..
3. Physical and technological resources:
(a) Conduciveness and accessibility of location.
………………………………………………………………………
(b) Adequacy and appropriateness of:
(i) Learning rooms………………………………………………
(ii) Furniture and fittings for learning purposes………………
(iii) Sanitation facilities………………………………………….. 

(iv) Staff common/consultation rooms…………………………
(v) Other buildings and physical facilities (excluding library)


………………………………………………………………………

(c) Library: 
(i) Existence, capacity and appropriateness…………………
(ii) Books and other reference materials………………………
(d) For institutions offering or intending to offer KASNEB ICT courses:

(i) Adequacy and appropriateness of:

·   Computer laboratory…………………………………………
· ICT hardware…………………………………………………
· ICT software………………………………………………….
· Other ICT accessories………………………………………
(ii) Availability of qualified, competent and adequate ICT
support staff.……………………………………………………
Rating and score……………………………………………………

4. Student affairs and services:
(a) Safety and security of students and their property.
………………………………………………………………………
(b) Provision of academic and career advisory services.
………………………………………………………………………
(c) Mechanisms for handling student complaints.
………………………………………………………………………
(d) Promotion of student leadership initiatives.
………………………………………………………………………
(e) Existence of student orientation programmes.

……………………………………………………………………..
Rating and score……………………………………………………..
5. Overall rating of the institution……………………………………………………………
C.
OTHER DISCLOSURES
1. List the areas of non-compliance identified from your self-evaluation in (B) above, and how your institution intends to address these areas including the planned timeframe for implementation.
	Area
	Planned action
	Implementation time frame

	
	
	


2. Provide details of any other planned institutional activities within the next twelve (12) months that may have a bearing on the accreditation status or rating of the institution by KASNEB.

…………………………………………………………………………………………….

…………………………………………………………………………………………….

…………………………………………………………………………………………….

…………………………………………………………………………………………….

3. List the activities undertaken by your institution during the last twelve (12) months to address areas of non-compliance identified by the institution or by KASNEB in its past evaluations of the institution.

…………………………………………………………………………………………….

…………………………………………………………………………………………….

…………………………………………………………………………………………….

…………………………………………………………………………………………….

4. List any other significant developments and improvements as relevant undertaken within the last twelve (12) months.

…………………………………………………………………………………………….

…………………………………………………………………………………………….

…………………………………………………………………………………………….
…………………………………………………………………………………………………………………………………………………………………………………………

……………………………………………………………………………………………

D.
DECLARATION
I hereby declare that I have undertaken the self-evaluation of the institution in an objective manner and that I have provided all the information to KASNEB which is necessary in the determination of the accreditation status of the institution.

Name of Head of Institution/Principal/Director:…………………………………………
Signature:………………………………………………………………………………………
Date and rubber stamp:……………………………………………………………………..
GUIDE TO SELF-EVALUATION
	          Rating 

1. Very good

(Score of 4)
	Level of institution’s compliance with requirements
The institution meets over seventy per cent (70%) of the set requirements.

	2. Good

(Score of 3)
	The institution meets between fifty per cent (50%) and seventy per cent (70%) of the set requirements.

	3. Fair

(Score of 2)
	The institution meets between forty per cent (40%) and fifty (50%) per cent of the set requirements.

	4. Unsatisfactory 

(Score of 1)
	The institution meets less than forty per cent (40%) of the set requirements. 





Rating (tick)


  Very Good        Good	         Fair	   Unsatisfactory 


          (4)	           (3)             (2)	                 (1)


  			                








Rating (tick)


  Very Good         Good	          Fair	   Unsatisfactory 


          (4)	           (3)              (2)	              (1)


  			                








Rating (tick)


 Very Good          Good	          Fair	   Unsatisfactory 


          (4)	           (3)              (2)	               (1)
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