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	Guidance Notes and Instructions for Completion


1. This template is to be read and completed in conjunction with page 21 from the Architecture Program Accreditation Procedure 2018 , Guidance: Provider Annual Reporting and the Accreditation Resource Diagram – Provider Annual Reporting Requirements.
2. All sections of this document are to be completed. 
3. The page numbering in the Table of Contents (above) should be updated before finalisation and submission.

4. The Report does require data on related bachelor programs. Whilst bachelor programs are not accredited, monitoring of the academic pathways into each accredited Master program is of interest to stakeholders.
5. Enrolments and completion numbers for Masters Degree by Research and any non-accredited Masters programs are not required.

6. Note any free text fields are limited to a maximum of 1 page of text.
7. When necessary, include additional details and/or evidence in attachments. Any attachments must be clearly referenced in the body of this Report and listed numerically in Part 5 of the Report. 

8. When completed, save your Report as a PDF and submit by email with all attachments to: accreditation@aaca.org.au. If necessary, use a file-hosting service (such as Dropbox or Hightail) and supply a link in the submission email. Additional guidance on organising supporting documents provided as attachments is provided at Part 5.

9. Provider Annual Reports are due for submission by no later than 15th April annually. This template is to be used for used for reporting due 15 April 2019. A revised Template may be issued for future reporting. Providers should check on the AACA website to ensure that they have the correct reporting template for future years.  
Published October 2018 V2
	PART 1 - Submission Information

	
	

	(a) Name and position of person authorising submission of the Provider Annual Report and its contents
	

	(b) Email and contact phone number for the above person
	

	(c) Name and position of person available to answer queries on the Report
	

	(d) Email and contact phone number for the above person
	


	PART 2 - General Information

	
	

	(a) Name of institution 
(The Provider)
	

	(b) Name and course code of accredited AQF Level 9 Masters program(s)
	

	(c) Academic unit (School, Faculty and/or College)
	

	(d) Head of Architecture or Head of School or equivalent (please note name and position)
	

	(e) Head of MArch Program
(please note name and position)
	

	(f) Physical location / campus(es) where the program is delivered
	

	(g) Name and course code(s) of AQF Level 7 Bachelor program(s) that provide a recognised pathway to the accredited Masters program 
	

	(h) What is the shortest period of time that a student can complete the bachelor and masters programs, noting any use of summer terms. trimesters or other accelerated learning mechanisms?
 
	

	(i) Student Numbers – Equivalent Full-Time Study Load (EFTSL)
Provide the EFTSL numbers of enrolled and graduating students by gender and international or domestic status for the accredited Masters Degree AND Bachelor Degrees offered by the same Provider as a recognised pathway into the Masters Degree(s). 
For domestic students include both HECS and non-HECS (if any) places. 

The Enrolment data is to be reported  as at the relevant 2019 Semester 1 Census Date 

The Completion data is to be reported as at the end of the last calendar year (end 2018) 


	Enrolments: Bachelor Degree (recognised academic pathway)
Male

Female

Total

Domestic

International

Total



	
	Completions: Bachelor Degree (recognised academic pathway)
Male

Female

Total

Domestic

International

Total



	
	Enrolments: Accredited Master Degree
Male

Female

Total

Domestic

International

Total



	
	Completions: Accredited Master Degree
Male

Female

Total

Domestic

International

Total



	(j) Student Numbers – Equivalent Full-Time Study Load (EFTSL)
Provide any commentary on trends or changes in student data observed in the program. 

Provide additional data to support the trends if need be. (Optional) 

(1 page max.)

	

	(k) Indicate which of the following methods have been in place during the previous 12 months to facilitate industry connections for the program


	Method

In place

Comments

Advisory group

Yes or No

Industry adjunct

Yes or No

Linkage research activities

Yes or No

Industry Conferences

Yes or No

Publications

Yes or No

Public lecture program

Yes or No

Short courses

Yes or No

Design collaborations

Yes or No



	(l) Describe any additional methods in place within the program, or proposed for implementation that are not captured in the table at part (k)?

(max one page)

	


	PART 3 - Progress to address Action Items from last Accreditation Review


	
	

	Month and year of last Accreditation Report where the Action Items were first published
	

	ACTION ITEM 1:
	[List the Action Item]

	Does the Provider believe the Action Item has been fully addressed?
	Yes or No. 


	Description of progress and/or remaining action to be undertaken (noting anticipated timeframes)
	

	If the Action Item is reported as closed, describe the impact of the change and assessment of effectiveness (noting relevant evidence) 
	

	ACTION ITEM 2:
	[List the Action Item]

	Does the Provider believe the Action Item has been fully addressed?
	Yes or No. 

	Description of progress and/or remaining action to be undertaken (noting anticipated timeframes)
	

	If the Action Item is reported as closed, describe the impact of the change and assessment of effectiveness (noting relevant evidence) 
	

	ACTION ITEM 3:
	[List the Action Item]

	Does the Provider believe the Action Item has been fully addressed?
	Yes or No. 

	Description of progress and/or remaining action to be undertaken (noting anticipated timeframes)
	

	If the Action Item is reported as closed, describe the impact of the change and assessment of effectiveness (noting relevant evidence) 
	

	ACTION ITEM 4:
	[List the Action Item]

	Does the Provider believe the Action Item has been fully addressed?
	Yes or No. 



	Description of progress and/or remaining action to be undertaken (noting anticipated timeframes)
	

	If the Action Item is reported as closed, describe the impact of the change and assessment of effectiveness (noting relevant evidence) 
	

	ACTION ITEM 5:
	[List the Action Item]

	Does the Provider believe the Action Item has been fully addressed?
	Yes or No. 

	Description of progress and/or remaining action to be undertaken (noting anticipated timeframes)
	

	If the Action Item is reported as closed, describe the impact of the change and assessment of effectiveness (noting relevant evidence) 
	

	ACTION ITEM 6:
	[List the Action Item]

	Does the Provider believe the Action Item has been fully addressed?
	Yes or No. 



	Description of progress and/or remaining action to be undertaken (noting anticipated timeframes)
	

	If the Action Item is reported as closed, describe the impact of the change and assessment of effectiveness (noting relevant evidence) 
	

	ACTION ITEM 7:
	[List the Action Item]

	Does the Provider believe the Action Item has been fully addressed?
	Yes or No. 

	Description of progress and/or remaining action to be undertaken (noting anticipated timeframes)
	

	If the Action Item is reported as closed, describe the impact of the change and assessment of effectiveness (noting relevant evidence) 
	


Copy and paste additional fields for further Action Items if required, or delete any surplus Action Item fields

	PART 4 - Substantive changes to the architecture program

	
	

	Guidance:

Reference: Substantive changes are defined in the Guidance: Provider Annual Reporting
:
Substantive changes are considered to be any changes to the program inclusive of but not limited to changes to program content, organisation, delivery mechanisms and support arrangements, whether actual or proposed, that may impact on the program meeting relevant performance criteria in student outcomes. Substantive changes may include any of the following: 

· reorganisation of program content 

· reorganisation of unit / subject content 

· change to the number of semesters of study (or equivalent volume of learning) 

· change to the mode of delivery of units 

· introduction of new specialisation or stream (or similar) 

· changes to staffing or student enrolment numbers that may have a substantive impact on staff/student ratios

· any other change that may impact on the student outcomes as assessed via this accreditation procedure

	Ensure that the following details are provided for every substantive change listed: 

1. Rationale 

2. Scope and nature (including timeframes)

3. Anticipated or actual impact of change on meeting performance criteria (where relevant) 

4. Evaluation plan to assess the effectiveness (where relevant)

5. Supporting reference documents may be attached
Details of relevant timings, such as when the change has been implemented or when future changes are planned to be implemented.

	Substantive Changes that have been implemented during the last 2 years

	[Insert title of change here]
	[Guidance: provide relevant details of the change here]


	[Insert title of change here]
	[Guidance: provide relevant details of the change here]


	[Insert title of change here]
	[Guidance: provide relevant details of the change here]



Insert more rows if required; delete any rows not required
	PART 5 - List of attachments submitted with the Provider Annual Report

	
	

	Any attachments must be clearly described in Parts 1, 2, 3 and 4 of the Provider Annual Report (this document), with a clear description of the relevance of the attachment. 

In this section (Part 5) attachments should be listed numerically in the order in which they are referenced in the Provider Annual Report. 

All attachments should be provided in PDF format.

Where attachments are provided as separate PDF files, the digital name of each attachment should commence with the corresponding number of the attachment, as per the attachment listing required here (Part 5).
If the attachments are to be submitted with the Provider Annual Report as a single PDF and the total length of the document is greater than 20 pages, a contents page with accurate page numbering to each attachment listed in Part 5 must be incorporated into the Report, preferably with digital links.

See also Note 7 under ‘Instructions for completion’ on Page 1 that states: When completed, save as a PDF and submit by email with all attachments to: accreditation@aaca.org.au. If necessary, use a file-hosting service (such as Dropbox or Hightail) and supply a link in the submission email.

	List all attachment file number and file names



� Action Items are as detailed in the last National Visiting Panel (NVP) Report (up to end of 2017) or Accreditation Review Panel (ARP) Report (from 2018 onwards).
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