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BRIEF HISTORY OF THE ATEBUBU
COLLEGE OF EDUCATION

Atebubu College of Education is a Teacher Education Institution
in Atebubu (Atebubu Amantin Municipality), Bono East Region.
The College was founded in October 1965. The College was the
first second cycle institution, and the only Teacher Training
Collegeinthe Eastern Corriddfdfthgthen Brong- Ahafo Region,
out of which Bono, Bepo East and Aha#gRegions were born.
The College began iiithreighty (80)matestddents and with the
passage of the Edueation Actin 2008, Act 778, the College is now
a tertiary institution, affiliated 'to.the University of Cape Coast
and currently running 4-year Bachelor in Primary Education,
4-Year Bachelor in Early Grade Education and 4-Year Bachelor
in JHS Education programmes. [The Eollege has six Academic
Departments: Education StudiesyScience, Social Sciences,
Languages, Mathematics andICT,and Creative Arts.

MISSION STATEMENi'

Atebubu College of Education is committed to a partnership
with students, alumni, sister educational institutions,
government regulatory bodies and community stakeholders,
providing students with the knowledge, practical skills and
professional attitudes to become productive citizen in a
challenging, technological and diverse world.
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VISION

The Igniting minds, beyond borders: Atebubu College of
Education’s legacy - a generation of teachers redefining
education.

CORE VALUES

The following Core Values are intended to drive the mission,
vision and strategic direction of Atebubu College of Education:

Excellence and Professionalism
Commitment an%{y‘a\rﬁﬁﬁd}kéb
Gender, eq@’and Sogia InclusgﬁéGESI
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DEFINITION OF TERMS

iv.

vi.

Buildings: Physical structures used for various purposes
within the College premises.

Land Assets: The land owned or utilized by the College
for its operations.

Ownership: Legal possgsgion or control of buildings or
land by the College \LEGE (

Leasing: Grantmg the useof bwldmgs or land to others
for a specified period under agreed=upen terms.

Allocation: The assignment or distribution of housing
facilities to eligible staff members.

Housing Facilities: %trulturjs provided for residence,
covered by theStaff's Housing Policy.

vii.Rental Agréements: Contracts éutlining terms and

conditions forrenting housingfaciities.
| "

viii.Equitable Access: Fafrard just availability of housing

iX.

X.

resources to eligible staff members.

Transparency: Clearand open communication regarding
the housing policy and its implementation.

Deserving Staff Members: Members considered eligible
for housing support based on defined criteria.

ATEBUBU COLLEGE OF EDUCATION | 3 |



xi. College Workforce: The collective body of individuals
employed by the college

xii.”Duty post housing” typically refers to residential
accommodations provided by the college to its
employees or members who are required to be on call
or available for duty at specific times.
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ABBREVIATIONS

i SHP - Staff's Housing Policy
ii. GTEC - Ghana Tertiary Education Commission

iii. UCC - University of Cape Coast

iv. UG - University of Ghana,
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1.0 PREAMBLE

The Atebubu College of Education possesses a considerable
number of buildings and land assets, which are utilized for the
implementation of its educational and research programmes
through various arrangements such as ownership, leasing,
and others. The formulation of the Staff's Housing Policy
(SHP) is rooted in Article 25 ofthe 1992 Constitution of Ghana,
which asserts the right ‘ot all individuals to “suitable and
adequate shelter/Fhe SHP.takes int&dccount the Labour
Act, 2003 (Act 65%),-outlining the rights 34d responsibilities
of both employers and employees. This policy delineates
the principles and guidelines that govern the provision,
allocation, and management of housing facilities for College
staff members, in accordalﬁce vtith jhe Rent Act of 1963, which
regulates landlord-tenant retations and rental agreements in
Ghana. The primarsyzobjective is to estabtish a comprehensive
framework that promategequitabte@tcess, transparency, and
a supportive living environmentifor staff members, aligning
with the College's mission and vision.

Staff's Housing Policy underwent thorough consultations with
the following sources:

i. Legal counsel was sought to validate that the College’s
SHP complies with all relevant laws and regulations.

i. The previous SHP of the college was reviewed and
considered in the development process.
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Vi.

Vii.

Staff's Housing Policy from reputable universities such
as UG, UCC, and KNUST provided insights and best
practices.

. The 1992 Constitution of Ghana, Article 25, and the

Labour Act, 2003 (Act 651) were referenced to ensure
alignment with the statutory framework.

Harmonized Statutes for Colleges of Education were
consulted to incorporate relevant considerations into
the SHP.

The significance of the Harmonized Scheme of Service
for Colleges of Edwddmion iffrelation to the SHP was
taken into accgunt.

Shaping the’SHP also took into c@nsideration the
Harmonized Conditions of Service for Colleges of
Education.
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2.0 POLICY GOAL

The overarching goal of this policy is to address the housing
needs of deserving staff members, fostering a positive and
inclusive atmosphere that contributes to the overall well-being
of the College workforce.
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3.0 GUIDING PRINCIPLES

1.

The College shall prioritize the development and provision
of sufficient housing units to meet the accommodation
needs of qualified staff.

The College's housing units shall be allocated
transparently, devoid of discrimination, and no or
minimal discretior;qry\g‘qy\zegs\~vested by the appropriate
body responsibigf8r such purpd<é),

)

. A comprehgndiveframeworkithat o Gkiines the criteria,

procedures,’and considerations goverring the allocation
of housing units shall be.developed and communicated
to all staff memlbers.

Responsibilities for aintlenant:e onthe College's rented
premises shall clearly-be-defined and communicated
to all tenantsto ensure proper upkeep and efficient
resolution of mainten{gpcejgues.

AND |

P
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4.0 OBJECTIVES AND
THEIR STRATEGIES

The objectives and corresponding strategies of SHP are as
follows;

Provide adequate housing units to attract and maintain
qualified staffs.

<1\ ‘1 E ¢
o LEUL {

« Conduct a’th‘éro’ugh assesétment to identify the
current &nd futurethousing needsof the Staff

« Collaborate with real estate developers, private
investors, or/government agencies to fund and build
additional housing units.

. Allocation ofhousiné units will be transparent, devoid of

discrimination, with.mogrmihimal discretionary.

« Formacemmitteawithrepresentatives fromvarious
departméntsafid-exterpatstakeholders.

o,
« Create transparent and objective criteria for housing
allocation

« Ensure real-time updates and notifications to
applicants on the status of their applications

Provide a clear-cut framework for the allocation of
housing units to all members of staff.

« Involve legal experts to ensure compliance with
relevant regulations.
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« Clearly articulate eligibility criteria for different staff
categories.

« Develop a point-based system /other measurable
metrics to objectively assess applications.

« Setcleartimelines forapplication submission, review,
and allocation.

Clarify maintenance responsibilities for housing units in
the College, owners of rented premises, and tenants.

« Provide a guidelines outlining maintenance

responsibilities fo\r\al sj;akeholders
Q 10

« Clearly deﬁﬁé)gésks related t ’repalrs landscaping,
and ut|l|t|e§

. Schedule regular inspections of hiousing units to
identify and address‘'maintenance issues promptly.

« Create a checklist\to ensure consistency in
inspections. “‘

. Conduct workshGps or J)rientation sessions to
educate staffj owners of rented premises, and tenants

on their respettlve[mamtenance responsibilities.
AND |~
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5.0 SUPPORTING PROCEDURE

5.1.

MAINTENANCE RESPONSIBILITIES

Giving of study leave of any kind will be subject to the training
needs and the availability of adequate staff to work within the
department while an individual is enrolled on a programme.

Vi.

Staff members_siall B 7responsible for the routine
cleanliness antbmaintenance of“the allocated housing
unit, includifg regular cleaningand gkeep.

. Staff members would berequired to promptly report any

necessary repair§or maintenanceissues to the designated

maintenance authority ot facility management.
|
Staff members shall|be rLL.spo}ﬂsible for minor repairs or

replacements, such as-ehangirig light bulbs or fixing minor
plumbing issues!

. The occupant woutd hg résponsible for maintaining

any outdoor areas, gardens, or lawns linked to the staff
housing unit.

The occupant shall ensure proper care and maintenance
of appliances provided with the housing, including
reporting malfunctions for timely repairs.

The occupant shall Adhere to safety standards and
guidelines within the housing unit, such as proper use of
electrical appliances and fire safety measures.

| 12 | STAFFHOUSING POLICY 2024



vii. The occupant shall collaborating with the maintenance
team to implement preventive maintenance measures to
avoid potential issues.

viii. The occupant must inform the relevant authorities in
the event of a planning an extended absence to ensure
that appropriate security and maintenance measures are
implemented.

ix. The occupant shall follow specified procedures for
maintenance and inspection when vacating the premises,
to ensure the College property is in good condition.

5.2. ESTATE UNITS'

The Estate Unit id%he Development Division of the College
is the sole provider of property management services for
the College-owned propertiesiand rented properties. As the
College is the owner of land and building assets, the Estate
Unit is responsible for the follovr(ing:

a. Actingas “buildingowngs iniespectofassets management
and complianceywith statutory andiregulatory building
requirements;

b) Holding in trust of él['housing units of the College
including the Principal’'s Bungalow on behalf of the
College;

¢) Advising management on the housing requirements of
the College;

d) The provision of valuation services when the need arises
on the College-owned housing units;
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e) The determination of appropriate rent to be paid by
the tenants subject to the approval of an appropriate
authority;

f) The provision of valuation advisory services to the
College on rented premises;

g) Liaising with private landlords when the need arises for
the renting of houses/apartments to supplement the
College-owned accommodation;

h) Specifications of the minimum requirements for the
sound housing units.
\\LEGE

P

o
)

5.3. COLLEGE HOUSING UNIT§

College Housing Whits shall be those housas.owned or rented
by the college. Allocation of such units shall be based on
approved procedures;

5.4. RESERVED HOUSING UNITS

The College Guestlouse shall be classified as reserved for
purposes of allocating them only-to-guests of the College,
namely, Visiting Scholars] Exterqmal Examiners and College
Visitors. Allocation of the houses to any permanent staff of
the College shall be temporary for a maximum period of six
(6) months only. Any stay beyond the six (6) maximum months
shall attract economic rent or eviction from the Residence and
Housing Unit.
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5.5. ACCOMMODATION FOR NEWLY
APPOINTED SENIOR MEMBERS
AND ENTITLED STAFF

A newly appointed senior member or entitled staff shall be
paid rent allowance at the approved government rate. Where
the circumstances of the employee require assistance, the
college may advance maximum of one (1) year's rent to him/
her to recover same from his/her salary over ten (10) months
period.

5.6. DUTY POST/RESERVEDr HOUSING
FOR SPECIAROFFICERS

Duty post housingSHatlbe provided on campisfor the following
categories of senior members:

i. ThePrincipal

ii. The Vice Principal \‘
iii. College Secretary

iv. College Interna! Auditor
v. College Librarian

vi. Financial Officer

vii. Estate Officer

Where a duty post building is not occupied or if the senior
member decides not to occupy such building within a month
afterinspection and certification by the Residence and Housing
Committee, the senior member must provide a written
notification to the Chairman of the Residence and Housing
Committee of his/herinability to movein. Such building should
be given to any officer on special dispensation upon request.
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5.7. OFFICES WITH SPECIAL DISPENSATION

Based on the special services rendered by the following officers,
special dispensation on accommodation shall be given to them
on request.

i. Head of Security

ii. Hall Tutors

iii. One Driver

iv. Domestic Bursar/ Matron
v. AResident Nurse

vi. Supply Officer

vii. Any other gificerasmay be deteriimed by the Academic
Board, from time to time.

5.8. ALLOCATION OF VACANT
HOUSING UNITS “ |

5.8.1. ADVERT{SEMENT FOR
VACANT HOUSING UNITS

i. Theestate Officershalladvertiseallvacantand habitable
College housing units for a period of at least fourteen
(14) days. The advert shall indicate relevant information
about the housing unit such as house number, location,
number of rooms and their dimensions, compound
details, etc. Housing application forms should be
collected from the office of the Estate Officer and filled
in by applicants.

ii. Completed housing application forms shall be returned
to the Estate Officer for vetting. A list of all applicants,
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Vi.

Vii.

indicating the points declared by the applicant and
vetted by the Estate officer would be published for
comments. The vetted points will be forwarded to the
college housing committee for allocation.

The Housing Committee shall allocate College housing
units to Senior Members or Entitled Staff of the College
by considering the vetted points and in line with relevant
regulations of the College.

. The Residence and Housing Committee shall determine

appropriate rent for rentable housing units based on
the recommendatian pf the. Residence and Housing
Committee. “

The ChairmaiPofthe:Résidenceand H4ousing Committee
shall issue @an accommeodation allocation letter to the
staff to whom the housing unit has been allocated.
The allocation letter shattindicate the rent payable if
applicable and/other rele]ant onditions. The allocation
letter shall be|copied to the chretary and the Finance
Officer for paymentandalsocopied to the estate officer
for necessany'ocupancy arrangements.

The staff to whom the Ijqu'si'ng unit has been allocated
shall inspect the housing unit in the company of the
estate officer or his/her representative.

The staff to whom the rentable housing unit has been
allocated may accept the allocation or otherwise in
writing to the Chairman of the Housing Committee
within five (5) working days after receipt of the allocation
letter and issue copies to the Secretary and the Finance
Officer and the Estate Officer.
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viii. Upon acceptance of the allocated rentable housing
unit, the Estate Officer shall ensure that the occupant
and the designated officials of the College sign a tenancy
agreement between the College and the occupant in
triplicate. A copy each of the signed tenancy agreement
shall be distributed to the Secretary, the Estate Officer,
Chairman of the Residence and Housing Committee and
the occupant.

ix. The occupant and the Estate Officer or his/her
representative shall take inventory of properties in any
allocated housing unit mcludmg furniture, equipment
fixtures and ﬁttlngs b gél’reF housmg unit. The occupant
and the Estat® ‘Officerer his/héf, pepresentative shall
sign two (2)eriginal copies of theinvéhtory. A copy each
ofthe inventoryshall be distributed to the occupant, the
Secretary and the Estate-Officer.

x. The Estate Officer shatthandover the keys of the housing
unit to the occupant and| registersame.

xi. The occupant shalltake occupancy of the housing unit
allocatedin llne with relevant regulations until voluntary
or compulsory vacatm thhehousmg unit.
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5.8.2. THE POINT SYSTEM AND METHODS
OF ALLOCATION OF VACANT
HOUSING/ACCOMMODATION.

i. Points should be awarded to senior members of staff by
virtue of their status in the college as seen below;

RANK POINTS
1. Chief Tutor /Deputy Int. Auditor o
or Similar Analogue Grade >
2. Principal Tutor/ Ast. Deputy Int. 40
Auditor or SipwerAitalhgue Grade
3. Senior tugpr/ /Seniog Int. Autiter o
or Simifar Analogue Grade 3
4. Tutor/TutorfAst. Int. Auditor 0
or Similar Analogue Grade

5.8.3. ADDED PQINT FOR SPECIAL
PEOPLE/OFFICERS

Officers or staff members applying for'the accommodation
may earn additional pointsforhptéingstch positions.

Principal 20

Vice principal/ College Secretary/
College Internal Auditor/ College 50
Librarian/ Financial Officer

Student's affairs officer /Quality

assurance/ HOD/ Estate Officer 40
/Unit Head/Chaplain/ o
Academic affairs officer 3

Guidance and Counselling Officer 20
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A personwho hasoccupied any of the aforementioned positions
and completed their full term will maintain half of the points
accrued even after leaving that role and not assuming any
other official responsibilities.

5.8.4. LENGTH OF SERVICE FOR
EARNING POINTS

The points shall be earned yearly. This will be calculated
beginning from the time the person gains appointment to the
College as follows:

5.8.5. CONTINUSUS SERVICE
TO THE COLLEGES

Four (4) points per year for the first 3years of continuous
P

service at the Collegg; 6 points for additional year of service

afterwards. | ‘

5.8.6. TRANSFERRED STAFF MEMBER

Any senior membegwiigis transferredfromione CoE to Atebubu
CoE shall be entitled to 3paints yearly.

There shall be 3 points yearly calculated for the number of
years served at his /her previous College. This starts from the
day he/she had accommodation at his/her previous College.

5.8.7. STUDY LEAVE

Senior staff members on study leave shall earn a number of
points to be determined by the accommodation committee for
the period of the study leave.
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5.8.8. RESIDENCE POINTS

i. Off-Campus Residence: Any senior member staying in
a rented Residence outside the College earns 3points
every year. Date for Calculating the Residence points
shall be the date the staff member earned appointment
to the College.

5.8.9. RESIDENCE POINTS

Family members that shall be entitled to gain points for
applicant is one's children, one’s wife, or one’s husband. These
should be members dulyegisteredfvith the College. Children
to draw points to an applicant should nétexceed five (5).

i. 1point for childfen under 18years
ii. 2 points for children aboyve 18years

iii. 1additional point for children who are opposite sexes up
to 10 years of age. “ ‘

|

No pooling of points:

a. No two staffinembgrsshatt poot peint together unless
the applicant concernat® married couples in that case.
In the case where the two are married couples, the one
with the highest points shall be used a starting point
and special office or service points shall be added to the
other partner score.

b. Where the married couple occupy different house, one
should give up his/her house and join the other.

c. Whereoneofthecouplesleavethe college, the remaining
one shall be given a house befitting his/ her status.
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5.8.10. EQUAL NUMBER OF POINTS

Where the total number of points is the same for two or more
persons, preference will be given to the person who, in the
opinion of the Housing Committee, has a more urgent claim.
The Committee shall be guided by the reason(s) an applicant
states on the application form.

5.9. REVERSION TO NEXT PERSON
WITH HIGHEST POINTS

If a person with the highest score of points is unable to accept
anallocation made by tigotsing Cdimmittee, the person with
the next highest paiats, who has chosenthat same house, shall
be given.

5.10. FAMILY SIZE AND TYPES
OF HOUSING UNIT

a. A person with less than fhreL (3) children/ dependents
shall not norrgally be eligiblte for 2 two-bedroom house
with a Hall. However,a persoa-with two (2) children/
dependents, whoard of @pposite sexes, and at least one
of them has reached the age of ten (10) years, may be
considered for such a house.

b. A person with three (3) or more children/ dependents
who are of the opposite sex and at least one of them over
ten (10) years shall normally not be eligible for a one-
bedroom house and Hall, or a two-bedroom flat.
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5.11. FAMILY SIZE AND TYPES

OF HOUSING UNITS

Movement from a smaller house unit or a bigger house unit:
A person living in a smaller house unit / bigger house unit can
apply for a change of accommodation, after a minimum period
of two (2) years.

5.12. SUBLETTING COLLEGE RESIDENCE

No staff occupant in College accommodation shall under any
circumstances sublet in whole or in part the accommodation
offered for his/her occupgtienaidisé;

5.13. USING COLLEGE RESIDENTIAL

ACCOMMODATION FOR

UNAUTHORIZED PURPOSES/USES

No College accomn’todaerion tmit shall be put to any
commercial uses etd. Braaching of this regulation may
lead to a forfsiture of the house.and any additional
sanctions asiay:be-issued-by-the Haousing Committee.

ii. Whereitisestablishedti4ta Staff occupant ofa College

accommodation has willfully or negligently caused
damage to the said property, an assessment shall be
made by the Maintenance & Works Section or the Estate
Section and the total cost of repairs of the damage
surcharged to the occupant.
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5.14. ISSUANCE OF OCCUPANCY
AGREEMENT BY THE COLLEGE

The Residence and Housing Committee shall through the
Estate Section issue an Occupancy Agreement between the
Staff Occupant on the one part and the College on the other
part. The agreement shall spell out covenants/obligations/
duties for both the staff occupants and the College, the
compliance of which will ensure peaceable enjoyment of the
premises by the occupants and also to ensure the premises is
kept in good condition of repair.

5.15. VACATIONOF COLLEGE
ACCOMMDDATION

5.15.1. RESIGNATION

A member who resigns from-theservice of the College shall
vacate College accommodatiorﬁ, within two (2) weeks from the
date of resignation. If he/shelisre-angaged at a later date, his/
her previous lendth af service points siiall not be taken into
consideration whendpplying for accomimedation anew.

5.15.2. RETIREMENT

Voluntary Retirement: A member who leaves the services of
the College on voluntary retirement must surrender his house,
within one month from the date of retirement. However, if it
is on health ground, he/she shall be given six (6) months to
surrender his/her accommodation. If he/she is re-engaged at
a later date, his/her previous length of service points shall not
be taken into consideration when applying foraccommodation
anew.
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CompulsoryRetirement: Amemberwhoreachesthecompulsory
retiring age shall also surrender his/her accommodation,
from the date of retirement. However, if such a member is re-
engaged immediately on post retirement contract, he may be
allowed a maximum grace period of one (1) academic year stay
in his/her as accommodation, after which he/she must vacate
premises. Compulsorily retired staff on contract with the
College shall not, after the one-year grace period, be entitled
to College accommodation.

All staff who are required to vacate College accommodation,
for some compelling reasonds); may, on application to the
Chairman of the Housing ‘Cc‘)‘mmittee, be considered for
extension of stay natexceedingone (1) manth.

Such application should be received at leastone (1) month in
advance.

5.15.3. DECEASED STAFI{ ‘

The family of a Qualified Staff-who dies while still in the
employment of theiCollege may be atlowedto stay in College
accommodation fora-pefiod not-exédeding one (1) year. The
rent deductible shall be the'sameas the deceased was paying
before death, and should be deducted from his terminal
benefits.

5.15.4. VACATION OF POST

A member who vacates his or her post shall vacate his or her
College-provided house immediately. Also, the grace period for
retention of the house will not apply.

ATEBUBU COLLEGE OF EDUCATION | 25 |



5.15.5. SWAPPING OF STAFF
ACCOMMODATION

a. Situations where two residents, on their own preference,
intend to exchange houses with similar facilities, they
must seek authorization from the Residence and Housing
Committee.

b. In the swapping of staff accommodation, the persons
involved shall bear the full cost of minor repairs
(touching-up) of the houses vacated, where needed, plus
the transport and labour cost under the supervision of
Estate Committeg;

5.15.6. DISCRETION/RESERVED"2OWERS

Except in special cirgumstances to be determined by the
Principal of the Collgge or Chairman of the Residence and
Housing Committeg, allocation of accommodation shall be
made by the Residence and Housing Committee through the
Estate Section upon advertisement of vacant or anticipated
vacant premises. THe, Principal of the Coliege or Chairman of
the Residence and'Housifig Committeéeshall, under exceptional
circumstances, have resarvéé powers to make allocation
without considering the Point System Scheme, under urgent
conditions. Such decisions/allocation shall be reported to
the Residence and Housing Committee afterwards, for its
consideration at its next regular meeting.

5.16.DEADLINE FOR MOVING INTO
A VACANT RESIDENCE

The winner or successful applicant of a residence, which
has been approved to be habitable or after duly renovated
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and certified by the joint inspection team of the Residence
and Housing Committee and the winner/ new tenant to be
accommodated, shall move into the house within a period of
one (1) month, or lose it.

5.17. REFUSING HOUSE OF RESIDENCE
OF ONE’S CHOICE

An applicant who has been given a house of residence of his/
her own choice, but cannot occupy it within a month after
inspection and certification by the Residence and Housing
Committee, must provide WriEten notification to the
Chairman of the Resid@nce and HousingCommittee of his/her
inability to move igvFailure 0 do,sc willresult in the house
being reallocated«s the next applicant with the highest score.

5.18. OWNER-OCCUPIER/RENTED
ACCOMMODATION ‘

Senior staff/Entitled Staffwholive'in their own residence
(owner-occupier) @rrented apartments shall be paid rent
allowance at Goverdien{ approvedirates together with
Utility Allowance as determiqed-by the GTEC. To qualify for
this facility, the person concerned shall provide the necessary
documents.

5.19. LEAVE AND COLLEGE ACCOMMODATION

5.20. STUDY LEAVE

a Senior Members and/or Qualified Staff proceeding on
more than one-year study leave outside the College
shallinform the Chairman of the Residence and Housing
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Committee, and vacate their House of Residence before
their departure. Senior Members and/or Qualified Staff
on study leave acceptable by the college and any local
institution may however keep their accommodations.

b. Staff members who proceed on two or more years study
leave and surrender their House of residence before
departure, shall be offered a priority and credited with
one (1) point for every six (6) months on their return,
when they so apply for accommodation.

5.21. LEAVE OF ABSﬁNﬁE

a. Absence Not Exceedmg One Cdjendar Year:

Senior I\/Iembers and/or Qualified Staff granted leave of
absence, with orwithout pay, for a period not exceeding
twelve (12) months, mayretain his/her accommodation,
while on leave. An occupant, who is granted a leave of
absence for less tqan jne (L) year without pay, shall
make direct monetary payment of the rate chargeable
to the Finange Section.

b. Absence Exceédmg One CalandarVYear:

Senior Members and/or Quallﬁed Staff proceeding on
leave of absence, without pay, for a period of more than
twelve (12) months will be required to surrender their
accommodations before leaving.
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5.22. SENIOR MEMBERS/MEMBERS
ON SECONDMENT, SABBATICAL
OR NATIONAL ASSIGNMENT

a. Senior Members/Members on Secondment, Sabbatical
or National Assignment shall be charged economic rent
if, she /he request for retention of the housing unit he/
she occupies.

b. Insuchacaseorinstance,the college will sign a separate
tenancy agreement with the staff concerned to ensure
that appropriate arrangement of payment is made and
theimportant conditionsforileeping the house are spelt
out.

Note: Request for gefondment shallbe made by a representative
of Government or the public service at the statues of either
a minister or chief Diréctor of the public service or the Chief
Executive Officer of the requesting property.
|
5.23. MAINTENANCE/REPAIRS OF COLLEGE
PROVIDED ACCOMMODATION

a. Normal maintenance FormatTequest for maintenance
shall be made and submitted to Housing Committee for
necessary action.

b. If misuse (refer to misuse of college provided
Accommodation) (refer to the occupancy agreement
for occupant of College Houses). An assessment shall be
conducted and 1/2 of the total cost of repairs surcharged
to the occupant.

ii. Staff who cause willful damage to the College
provided Accommodation shall in addition to babove
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be barred from contesting for other houses for a
period of not less than 3 years.

iii. Where a member of staff refuses to clear or keep the
house clean for sanitation reasons, the staff shall
be reprimanded by the housing committee and if it
persists the occupant would be asked to vacate the
house.

c. Repairs of vacant Housing

The Housing Committee shall conduct an inspection
of the house to determine the scope of work and then
submit a report witiAinlth fée sveeks to administration
before repairworké iscommissionged in avacant Housing
unit.

5.24. EVICTION /EJECTION PROCEDURES

FROM OFFICIAL ACCOMMODATION
|

a. An affected staff (i.e., anl«on% who is to vacate a college
housing unit) ‘shall-beswritien to, to indicate within a
month, whenttransport shouldfbeimade available to
convey his belongings foom thehetrse.

b. After a period of one month, an occupant who has not
surrendered his or her house as required shall have
electricity and water supplies disconnected immediately.

c. On the disconnection of electricity and water supplies
as stated in a letter would be written to the occupant
that he would be evicted within a week. The College
shall then exercise the right of eviction by calling in the
campus security and if necessary, the police to help
effect the eviction.
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d. Reserved Powers. The Principal or Chairman of the
Housing Committee shall have Reserved powers to
make exception to the scheme if, under exceptional
circumstances, if it is in the College interest to do so.
Such allocation shall be reported to the committee at
its next regular meeting.

5.25. PAYMENT OF TWICE THE MARKET RENT

a. Any member or Occupant who fails to vacate College
accommodation as required of him shall without
prejudice to other actions by the College and prior to
eviction be chagsgedan ecohamfiic rent at rates to be
determined bjrthe College
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6.0 STAKEHOLDERS

6.1. INTERNAL STAKEHOLDERS

Staff housing policy of Atebubu College of Education typically
include variousindividuals and departments within the College
which include:

Esate officer: Involvesin plasfipgand executing maintenance
activities and repairs

Finance officer: involvesinbudgetingandailocating funds for
housing initiatives; maintaining, or acquiring housing units.
Staff: Involves decision-making processes related to the
eligibility criteria for housing allocation and occupancy
conditions.

b

Internal Auditor: Monitors.and-evaluates the effectiveness of
the housing policy=aind ensures that the-atlocation process is
transparent, fair, andincomplianeewith internal and external
standards.

Information Technology (IT) Department: Supports the
development and maintenance of any digital platforms
or systems used for housing applications, allocations, and
communications.

Staff Housing Committee: Responsible for allocation of
housing unit and collaborates with relevant departments to
align housing plans with the overall institutional development
strategy.
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6.2. EXTERNAL STAKEHOLDERS

External stakeholders in the staff housing policy include
entities or individuals outside the institution but whose
interests or activities are affected by or have an impact on the
College's housing policy.

Vi.

Vii.

Local Government Authorities: Sets zoning and land-use
regulations that influence the College's ability to build or
expand housing units.

. Real Estate Developers: Developers in the local real

estate market partnering with the College for housing
projects.

Community RestdentsandAssociattgns: The surrounding
communitysahd‘residents that are.concerned with the
impact of the college's-housing policies on the local
community.

Utility and Service Providers: Companies providing
water, electrigity, and other *essential services to the
housing units

Non-Governmeatal Organizations (NGOs): NGOs
focused on houstdg;; gdueation, or community
development may haveaninterestin or collaborate with
the college on housing projects.

Financial Institutions: Involves in providing loans,
mortgages, or financial support for housing projects.

Regulatory bodies: overseeing real estate and housing
practices may have an interest in ensuring the college’s
housing policies comply with regulations.
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viii. Private investors: Involves in real estate or education
may be interested in investing in the college's housing
projects.

ix. GTEC: responsible for accrediting educational
institutions may consider the quality of staff facilities,
including housing, as part of their evaluation criteria.

X. Alumni: Contribute to the college’s reputation and
funding

xi. College Governing Council: Responsible for the
formualation, implementing, and overseeing housing
policies within theghifiitutiGf.
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7.0 MONITORING AND EVALUATION

The College Principal and the Academic Board shall be
delegated to ensure the compliance, monitoringand evaluation
of the effectiveness of the policy.
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8.0 RESPONSIBILITY FOR
IMPLEMENTATION

The overall responsibility for the implementation of the Staff
Housing Policy is vested in the College Governing Council. The
College Principal and Academic Board shall be responsible
for the day-to-day administration and implementation of this
policy.
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9.0 RESPONSIBILITY FOR
MONITORING AND COMPLIANCE

The College Principal, the Academic Board and the Disciplinary
Committee shall be delegated to ensure the compliance,
monitoring and evaluation of the effectiveness of the policy.

9.1. APPROVAL BO®Y

The College Governing Councit

9.2. INITIATING BODY

The Academic Board

9.3. EFFECTIVE DATE OFUIMPLEMENTATION

1st January, 2024

9.4. REVIEW DATE

3years from the effective date (January, 2024 to January, 2027)
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10.0 RELATED LEGISLATION

Colleges of Education Act 2012 Act (847)

10.1 RELATED POLICY AND
OTHER DOCUMENTS:

Harmonized Statutes for Colleges of Education
Harmonized Scheme o#Service for Colleges of Education

Harmonized Conditian of Service for Cotlegées of Education

10.2 OWNER / SPONSOR

College Governing Council ‘| ‘

10.3 AUTHOR

Academic Board
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11.0 FURTHER INFORMATION

Contact the College Principal for any further information
regarding this policy document as and when necessary:

The Principal
Atebubu College of Education
GE
P.0. Box 29 Q,“Q““E OF 5000
Atebubu A 4,

Bono East Regior1$’
principal@atecoe.edu.g
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12.0 SOCIAL MEDIA HANDLES

The following are the official social media handles of the
College:

i. Facebook-Atebubu College of Education

ii. X-@atecoe_official

!u. Instagram-@atec%i_ﬂﬁgﬁ%€ |

V. YouTube-@A@u u College o%atlon
53

V. WhatsAp@ﬁ %

@D www.atecoe.edu.gh g infoBatecoe. edu.gh | o Iﬂ Atebubu College of Education
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ANNEXES

ANNEX A: THE ELIGIBILITY CRITERIA

Employment Status: Full-time employment with the
college.

ii. Job Category: Different categories of staff may have

iv.

vi.

varying levels of priarityok éligibility.
Length of S@rvice: Minimursservice duration
requirement$ raay apply.

Relocation Distance: Proximity to the college campus
may be a consideration:

Family Size: Conside‘rati n for staff with dependents or
larger family sizes. 1 7

Special Needs: Consideration for staff members with
special housiagmn&ggs:

vii.Availability of Houﬁin“g‘:ﬁ Based on the availability of

housing units.

viii. Compliance with Policies: Adherence to the rules and

regulations outlined in the staff housing policy.

ix. Good Standing: Good conduct and compliance with

college policies

ATEBUBU COLLEGE OF EDUCATION | 47 |



APPLICATION PROCESSES

iv.

vi.

Submission of Application: Staff members interested
in obtaining housing must submit a formal application
to the Accommodation and Housing Committee.

Application Form: Completion of a designated
application form providing personal and employment
details.

Documentation: Submission of required documents,
which may include proof of employment, identification,
and any other relevant records.

Priority Categorias:tlilapplicable, indication of any
priority categgies based on job/position, seniority, or
other speciffed griteriat

Review Process: Evaluation of applications by the
Accommodationand Holising committee

Allocation Decision:Notification of the allocation
decision, typically in w“itin% specifying the assigned
residence.

vii. Acceptanceand Agreement: Acknowledgment of the

allocated housifigand-agregment to comply with the
terms and conditions. a

viii. Occupancy Commencement: Confirmation of the

ix.

X.

start date for occupying the assigned residence.

Orientation: Provision of any necessary orientation or
guidelines related to living in the staff housing.

Appeals Process: Provision of a mechanism for staff
members to appeal decisions if necessary.
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ANNEX B: OCCUPANCY TERMS

iv.

vi.

vii.

Lease Agreement: Staff members occupying college
housing typically enterinto a lease agreement specifying
the terms and conditions of occupancy.

Occupancy Duration: Clearly defined period for which
the staff member is authorized to occupy the allocated
housing.

Renewal Process: Procedures and criteria for the
renewal of occupancy, including any application or
assessment requirements.

Termination of Oécuﬁahéy: Condgitions under which the
college may germinate.the staff m€mber’'s occupancy,
such as thefehd(of employment orvistation of housing
policies.

Residential Conduct Rutes: Expectations regarding
behavior and conduct Wh[e refiding in college housing.

Maintenance Responsibilities: Clarification of
responsibilities for routine maintenasnce and upkeep of
the allocated rgsidence, outlining tasks that fall under
the staff member'spurview.

Notices and Communication: Communication
protocols, including notice periods for any changes in
occupancy status or termination.

viii.Occupancy Transfer: Procedures for transferring

iX.

occupancytoanothereligible staff member, ifapplicable.

Guest Policy: Guidelines for hostingguestsin the college
housing and any associated regulations.
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x. Utilities and Expenses: Explanation of how utility costs
and other related expenses are handled, including any
payments or reimbursements.

xi. Changes in Employment Status: Procedures and
implications if there are changes in the staff member's
employment status during the occupancy period.

xii.Compliance with Policies: Adherence to all relevant
housing policies outlined by the college.

ANNEX C: ATEBUBU COLLEGE OF EDUCATION
APPLICATION FORAHTUSING UNIT

(b) Designation: Sehio¢ iliember] sV I"“Senior Staff | ]

3.(a) Date of first appPOINEMENt........cueveeeereeeeeteeeeree s
(b) Entitled Staff only: Date of promotion ...........cccceeveevevieueerennes

4.(a) Was there any period when you left or resigned from the
service of the College?:......co e
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5.(a)HaveyouworkedinotherCollegeof Education?.......................
(b)If'yes'state Period ofemployment(withdates)........cc.ccccvuerurunnees

6.Any current special office? (e.g. Principal/ Vice Principal/
Secretary /HOD/ELC.) vt sssaes

7.(a) Have you previously held any special office? (e.g. Principal/
Vice Principal/ Secretary /HOD/€tC.)...ccouvurerreeerrrreeeeerresieneeen,

(b) If‘yes’ state the dates.......ccocceueeeeereereeieeceieee e

8. (a) Marital Status: (I\/Iarrriéél/girigle): ...........................................

(b) If married, is yourspouseaSenior Member/Entitled Staff?
Yes / No

(c) If yes, please provide the folléwing information:

i. Name of Spouse:...... |
ii. Grade: ..ot i ........ { .............................................
iii. Department S G (C30 ... .............cccoueneens

iv. Date of first appeiatientlitErititted Staff, state the date
he/she became entitléd*)i;: ......................................................

9.(a) Number of Children:

FYOUF OWN ettt
ii. Wards (approved by Registrar)..........cccceveeunerererineeerennrenen.
iii. Dates ofapprovalofward(s) by Registrar.........c.cocoevvreerrennee.

(c) Particulars of children/registered ward(s): (up to 5)
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Name Sex Age Resident In

-—

SIESEIVIN

10. Residence Information
Do you currently live on campus? YES/NO
|:| If YES, go to 10a; if NQfdeEt6pab

(@) On-campusgesidenceimformatiot

~ 3

Address of “ f No. of ‘ Date First

Housing Unit / | Bedrooms \ | Occupied

1

||

(b) Off-campus Residenceinformation: (to be completed only
by persons currentlyiiving at any rented pfemises outside ATECOE
campus):

i. How many years have ydu lived off-campus: ......ccoevvevevennee.

ii. Off-campus housing information

Dates of Occupancy

Address of Housing Unit (i.e., From....To....)

iv.
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11. (a) State any Period(s) (month and year) of Study Leave/
Leave of Absence

Dates of Occupancy

Address of Housing Unit (i.e., From.....To.......)

(b) State location and address of house occupied prior to Study
Leave/Leave Of ADSENCE ....... .o mepieereeieiieiiieeciceeeceesesesseseeeseseaees

.................................................................................................................

14. Affirmation

The information given here is complete and correct to the
best of my knowledge. (Applications would be rejected for false,
inaccurate or incomplete information).

SIGNATURE: .....ccoriiiiirnnee. DATE: ..o,
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ANNEX D: SOME EXPLANATORY
NOTES AND COMMENTS ON

THE REGULATIONS GOVERNING
ALLOCATION OF COLLEGE HOUSES

(7.1) STATUS POINTS

These are based on the number of Publications required
for promotion and Salary levels of Applicants.

(7.2) ADDITIONAL POINTS FOR SPECIAL OFFICERS

An applicant cannot claim points for more than one of
the various categories of Officgps/Duty Posts listed, in
the same apptication.

iii. (7.5) DEPENDANTS POINTS

iv.

There is not much peint-differential that would unduly
disadvantage Senior Members and Entitled Staff of the
same status, but with dijerermtfamily situations; such as
those without dependats-

(7.6) POOLNGIOF POINTS

For pooling of points;enly the status, special office,
and length of service points of a senior member or an
entitled staff's spouse would be added to that of the
principal applicant.
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ANNEX E: OCCUPANCY AGREEMENT
FOR OCCUPANTS OF COLLEGE

THIS AGREEMENT is made on the.................. day of......... 20
BETWEEN

ATEBUBU COLLEGE OF EDUCATION, a Public College of
Education established under the laws of Ghana (hereinafter
referred toas “THE UNIVERSITY") acting perits duly authorized
representative which expression shall where the context so

requires or admits include her successors and assigns of the one
part AND ..........cooooe g QLEENE 2] S 7 S

(Hereinafter referre@toas "THE OCCUPANTY) of the other part.

1. Anoccupantofcollege house mustbe in the employment
of the college.

2. Anoccupant of'a college house shall use the house and
its precincts for residentiaJ“l purposeonly. A college house
shall not be used forlabusiness undertaking or a trade.
Breaching ofithis regulation may ledd to forfeiture of the
house and additionally, not tobeentitled to university
housing for the next 6years!

3. The use of college house or lands adjoining thereto
shall be only with the express written permission of the
Chairman of the Housing Committee. The Chairman
of the Housing Committee shall inform the Housing
Committee from time to time of all instances in which
he has given or refused permission.

4. There shall be no rearing of animals in the buildings
constituting the allocated house (e.g.) out- houses,
garages, living rooms, kitchens etc.)

ATEBUBU COLLEGE OF EDUCATION | 49 |



5. No improvements or alterations including the fixing of
air conditioners shall be made to a college house without
the express written permission by the Estate Officer/
Chairman of Accommodation and Housing Committee.
The Estate Officer shall notify the Housing Committee of
all cases in which permission has been given or refused.

6. No dangerous, noisy, offensive or other act tending to
a nuisance shall be engaged in a University house. The
Housing Committee upon a report from the Housing
Officer shall determine this matter. The decision of the
Housing Committee shall be final.

7. A college house,{{sha\ll not bédged for the purpose of
holding livecedncerts.of other simitlar performances in
breach of Rulé'6 above.

8. No one to whom a collége house has been allocated
shall assign, sub-let, mortgage or part with the house
orany part thereofwhe her gratuitously or for valuable
consideration. This shall be without prejudice to a
person in the employmeéntofthe college being asked to
occupy thelhguse while the personto whom it has been
officially allocatecistemporastyaway from the college;
in any event, such an arfangement shall only be entered
into with the express permission of the Chairman of the
Housing Committee.

9. Where permissionis granted under these Rules foranact
likely to inconvenience occupants of neighboring houses,
notice of such permission shall be given to the occupants
of all the houses likely to be so affected. Programme
such as parties and crusades in the residential areas
should end by 10:00pm or the noise levels reduced to
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10.

11.

12.

13.

the national allowable noise levels (55 decibels in the
day and 48 decibels the night) for residential areas.

An occupant of the upper floor of a University housing
facility which has more than one floor shall not pound
‘fufu’ or engage in other acts likely to cause damage
to the house or suffer same to be done. The occupant
shall be held responsible for making good the costs of
repairing any such damage which shall be forwarded to
the Director of Finance for necessary action.

Where animals are lawfully reared the occupant shall
take the necessary stepso,pen or house pets in such
a manner as ngt,t constitutéfuisance to occupants
of other premises or the'Universityot.cause damage to
college progerty.

College or its agents shall’have the right to enter at
reasonable timgduring daytime except in circumstances
where the living hqbits of the occupant make this
impossible, any college ?IwoustLe to review its condition
so as to enable the cotlege togive notice of any want of
repair to the 6ccupant. Upen notification, the occupant
shall effect such-repairs asjare-nis/her liability within
the time frame specifiedin the notice. In the event the
repairs remain unaffected within the specified time,
the college may execute such repairs as it may deem
necessary and charge the cost thereof to the occupant.

An occupant who has vacated a University house for
whatever reason shall not return there or to lands
adjoining thereto at any time thereafter for the purpose
of harvesting any crops or for any other purpose without
the permission either of the person then lawfully
occupying it or where it is unoccupied the college. Trees
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14.

15.

or their fruits by whosoever planted become part of
college land and thereby owned by the college. However,
neither the college norits agents shall exercise any rights
over them while the house is occupied.

For the avoidance of doubt, it is hereby stated that
nothing contained in the preceding shall affect the
power of the Housing Committee to decide any matter or
take any other decision relating to or respecting college
houses or their occupation thereof.

Staff vacating college housing Unit must give a notice
of at least one montfrtorthe Chairman of the Housing
Committee through the Estatelldpit before leaving.

ANNEX F: ATEBUBU COLLEGE OF'EDUCATION

INVENTORY (MOVE~ IN MOVE ~OUT INSPECTION) FORM

OCCUPIER.........cooo b “ ...... ﬁTATUS ...................................
HOUSENO..........co... fnins TYPECFHOUSE. ...,
LOCATION..........dwrper——1Fc DATE ..o

DESCRIPTION AGE AND CONDITION

(A) BUILDING FABRIC

1. Roofing

2. Ceiling

3. Walls

4. Floor

5. Louvres/Windows
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6. Window/Door Frames

7. Mosquito nets

(B) SANITORY FITTINGS

1. Water closet - bowl

2. Seat and cover

3. Cistern

4. Lavatory basin

5. Bathroom Wash Basin

6. Water Heater

7. Pipes & Fitting/Shower

8. Kitchen Basin

9. Wall Mirror

(C) ELECTRICAL FITTINGS

1. Lamp Holders

2. Bulbs

3. Globes & shades

4. Fluorescent unifs

5. Socket outlets

6. Plugs Head

7. Door Bell

6. Cooker unit

7. Ceiling fan

(D) ELECTRICAL FITTINGS

1. Entrance Door

2. Living Room Door

3. Kitchen Door

4. Kitchen Store
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5. Kitchen - to - courtyard

6. General Bedroom

7. Madam’s Bedroom

8. Master Bedroom

9. Master Bedroom's
Washroom

10. Door to garage

11. Garage main door

12. General toilet
13. Bathroom

14. General wash toitet

15. Boy's Bedroom

16. Out - HouseWashroom

17. Any other Door (Specified)

18. Switchboard/meter

19. Bedroom \Wardrobes “

20. Closets

21. Any other Notes

NOTE:

1. Whereakey s lost by the tenant and cannot be replaced
by him or her, the lock will be replaced at the tenant's
expense.

2. Onlyrepairsarisingout of reasonable wear and tear shall
be borne by the Authority.

3. Tenants are under obligation to keep their premisesin a
reasonable decorative repair.
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4.

All breakages, damages and structural defects caused
negligently during the tenancy shall be repaired at the
expense of the tenant.

| agree with the above report and condition set thereto.

SIGNATURE OF OCCUPANT: ...ttt

DATE: ..o

ESTATE OFFICER: ...

DATE: ..o

ANNEX G:

11 RELEVANTRULES AND REGULATIONS GOVERNING

THE USE OF STAFF HOUSING WITHIN COLLEGE
PREMISES:

Occupancy Limits: Cle rly ifmed rules specifying
the maximum'number of-oceupants allowed in a staff
housing unitg

i. Guest Policy: Guidelines-enhosting guests, including

duration limits and procedures for notifying the college
about guest stays.

Subletting Restrictions: Rules prohibiting the subletting
of staff housing units without prior approval from the
college authorities.

Compliance with Policies: Adherence to all relevant
college policies, including those related to behavior,
safety, and community standards.
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v. Use of College Property: Regulations governing the
use of college-owned furniture, appliances, and other
amenities within the staff housing unit.

vi. Noise and Disruption: Policies addressing noise levels
and disruptive behavior to maintain a conducive living
environment for all residents.

vii. Alterations and Modifications: Guidelines on whether
and how staff members are allowed to make alterations
or modifications to the housing unit.

viii. Pets Policy: Regulations regarding the keeping of
pets within staff housifig, including any restrictions or
requirementsg)

ix. Health andSafety Standards:i'Conrptiance with health
and safety Standards, coveringaspects such as electrical
safety, fire prevention,'and emergency procedures.

x. Reporting of |ssues: Pracedures for promptly reporting
any maintenance i$sues dariages, or security concerns
to the appropriate cettegeauthorities.

xi. Prohibited¥Activities: Explicitlypoutlining activities
that are prohbited withia thestaff housing premises,
ensuring a safe and r“es;)ectful living environment.

xii. Inspections and Access: Rules governing the college's
right to conduct inspections, access the premises for
maintenance, or respond to emergencies.

xiii. Termination of Occupancy: Conditions under which the
college may terminate the staff member’s occupancy,
such as violation of rules or employment termination.

xiv. Disciplinary Actions: Consequences for non-compliance
with housing rules and regulations, including potential
disciplinary actions.
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