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1.0 INTRODUCTION 

The Malawi College of Accountancy (herein referred to as the College) is an 

institution of higher education established by the Government Order of 1980 

under the         Education Act (Cap. 30.01).  

The mandate of the College is to provide training and academic awards in 

accounting and business-related courses. Through its programs, it trains and 

produces well-qualified and competent professionals who effectively contribute 

to the socioeconomic development of Malawi and beyond. 

In compliance with the requirements of the Access to Information Act (ATIA) No. 

13 of 2017 section 16 (1) which became operational in 2020, the College 

developed a manual to provide guidelines and procedures to the general public 

for accessing the information it holds. The ATIA provides the right of access to 

information held by all public institutions; hence the College is committed to 

providing such information in a transparent manner.  

1.1. Vision, Mission and Values of the Malawi College of Accountancy 

 

1.1.1 Vision 

To be an institution of choice for business training, consultancy, and research. 

 

1.1.2. Mission 

To provide quality training, research and consultancy in business and finance 

through innovative approaches towards economic growth, accountability and 

governance. 

 

1.1.3 Core Values 

The following core values drive the operations of the College: 

i. Excellence 
We strive for excellence in service delivery, innovation and research, to create 

value for our customers and other stakeholders and having well qualified and 

competent staff. 

ii. Integrity 
We believe in ethical behaviour, open communication, constructive criticism and 

accountability. 

iii. Teamwork 
We believe in a participative approach to work and having motivated staff. 

iv. Equality 
We believe in creating equal opportunities for all our stakeholders, irrespective of 

gender, culture, age, religion, and disability. 

v. Community 
We believe in being a good corporate citizen in all the communities we operate.  
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2.0. ACCESS TO INFORMATION ACT, No. 13 of 2017  
’’Freedom of information is a fundamental human right and touchstone of all the 

freedoms to which the United Nations is consecrated” (UN Resolution A/77/287). The 

ATIA provides for the right of access to information in the custody of the College as a 

public institution, the processes and procedures related to obtaining the information, 

and matters connected therewith or incidental thereto.  

3.0. OBJECTIVES OF THE INFORMATION MANUAL 

The manual is intended to fulfill the following objectives: 

i. To comply with relevant laws, regulations, and standards related to access to 

information; 

ii. To provide timely and accurate information to stakeholders; 

iii. To safeguard sensitive information and maintain confidentiality where 

necessary; 

iv. To ensure that information is easily accessible to the public; 

v. To encourage active disclosure of information and culture of transparency; 

vi. To establish a process for regular review and update of the manual to ensure 

it remains relevant and effective; and 

vii. To strengthen trust among the College’s stakeholders by demonstrating a 

commitment to transparency and accountability.  

  

4.0. OBJECTIVES OF THE COLLEGE 
The College operates to fulfill the following objectives: 

i. To enhance human capital development through provision of training in 

accountancy, business management and entrepreneurship; 

ii. To provide research and consultancy services to both private and government 

agencies; 

iii. To foster and inculcate entrepreneurial mindset, creativity and innovation in the 

society; 

iv. To establish and nurture strategic partnerships with private sector as well as 

government agencies so as to foster a culture of knowledge sharing between 

the academia and the industry and; 

v. To add value to the socio-economic development of the nation through the 

provision of training accessible to all. 

 
5.0. ORGANISATIONAL STRUCTURE OF THE COLLEGE 

The College is headed by the Principal who reports to the Board of Governors. It has 
three campuses namely Blantyre Campus, Lilongwe Campus and Mzuzu Campus. Each 

campus is headed by the Campus Director. The College has the following departments: 

i. Academic 
The department has three schools namely: 

a. Centre for Professional Programmes and Consultancies 
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b. School of Commerce 
c. School of Postgraduate Studies 

 

ii. Administration 
The department is responsible for providing the College with academic 
administration, general administration, human resources management, and 

student welfare services. It is headed by the Registrar. 

iii. Finance 
The department is responsible for accounting and finance services of the College. 

It is headed by the Finance Director. 

iv. Internal Audit Unit 
The unit provides independent assurance that the College’s risk management, 

governance, and internal control processes are operating effectively and as 
intended. It is headed by the Internal Auditor. 

v. Library and Learning Resources 

This is the main source of information for students and lecturers. It provides 
resources that support the teaching and learning functions. It is headed by the 
College Librarian.  

 

The College also has other units that support teaching and learning such as the Quality 

Assurance Unit and the Marketing Unit. 



5.1. ORGANOGRAM OF THE COLLEGE 
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6.0 INFORMATION FOR DISCLOSURE 
Section 15 of ATIA obligates the College to make available to the general public 

information in its custody. In compliance to the obligation, this section provides 

information which can be accessed by the public.  

 

6.1 Information Generated by the College 

The College through its program processes generates the following information: 

i. Programming 

a. Programmes on offer 

b. Academic administration forms 

c. Names of selected students to various programmes 

d. Student numbers 

e. Curriculum  

f. Fees schedule 

g. Policies 

ii. Administration 
a. Organisational intent 

b. Organisational hierarchy 

c. Personnel 

d. Pension management 

e. Organisation process assets 

f. Physical and intangible assets 

iii. Financial statements 
 

6.2 Information Access Points 

The College endeavours to keep information accessible through the following 
platforms and points: 

i. Website 

ii. Reception 

iii. Heads of Campuses 

iv. Information Officer 

 

The information can also be obtained by physically visiting our offices and campuses 

as below: 

a. Malawi College of Accountancy 

Head Office 

P. O Box 30644 

Ginnery Corner 

Chichiri, Blantyre 3 
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b. Malawi College of Accountancy 

Blantyre Campus 

Ginnery Corner 

P. O Box 30644 

Chichiri 

Blantyre 3 

c. Malawi College of Accountancy 

Lilongwe Campus 

Opposite Area 10 Filling Station 

P. O Box 30363 

Lilongwe 3 

d. Malawi College of Accountancy 

Mzuzu Campus 

Zindawa Building 

Adjacent to Mzuzu High Court 

P. O Box 1331 

Mzuzu  

 

Information can also be accessed on the College’s social media platforms as below: 

i. Facebook: @mcasocialpage 

ii. Twitter @mcasocials 

iii. Linkedin MCA 

iv. Youtube 

v. Instagram: @mcasocials 

 

6.3 Information Readily Available for Public Access 
The following information is readily available for access by the public through the 

College’s information and communication accessible points as provided for in 9.1 

above. This provides for both that which is internally and externally generated but has 

implication on the functioning of the college. The section further provides easy source 

of such demanded information. 
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Category  Source of Information 

Governance 

Legislation/ Statutory Instruments 

Malawi College of Accountancy Order, No. 

164 of 1980 

Website 

Public Finance Management Act, No.4 of 

2022 

Website 

Public Procurement and Disposal of Assets 

Act 

Website 

Data Protection Act, No.3 of 2024 Website 

Employment Act, No. 6 of 2000 Website 

Pensions Act, No. 6 of 2023  Website 

Gender Equality, Act No.3 of 2023 Website 

NCHE Act, No. 15 of 2011 Website 

Minimum Standards Website 

Access To Information Act, No.13 of 2017 Website 

TEVET Act, No. 6 of 1999 Website 

Governance Structure and Provisions 

Board of Directors Website 

MCA Organogram Website 

MCA 2020-2025 Strategic Plan Website 
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MCA Qualifications Framework Website 

The Students Handbook Website 

Staff Terms and Conditions of Service Information Officer 

Staff Code of Ethics Website 

Service Lever Agreement Charter Website/ Front Office 

Approved Fees Structure Website/ Front Office 

Approved Annual budget Information Officer 

 

Operations 

Policies and Guidelines 

Risk Management and Fraud Policy Information Officer 

Health and Safety Policy Information Officer 

Procurement Policy Information Officer 

Quality Assurance Policy Information Officer 

Students Admission Policy Information Officer 

Student Assessment Policy Information Officer 

Curriculum Development and Review Policy Information Officer 

Examination Administration Policy  Information Officer 

Students’ Industrial Attachment/Internship 

Policy 

Information Officer 

Industrial Attachment Assessment Policy Information Officer 
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Research and Ethics Policy  Information Officer 

Publication of Research by the College Website  

Consultancy Policy Information Officer 

Intellectual Property Policy Information Officer 

Gender and Equity Policy Information Officer 

Sexual Harassment Policy Information Officer 

HIV/AIDS Policy Information Officer 

Corporate Social Responsibility Policy Information Officer 

Staff Training and development policy Information Officer 

Information Communication Technology 

Policy 

Information Officer 

Students Union Constitution Website 

MCA Workers Union Constitution Information Officer 

Guidelines 

Curriculum Development Guidelines Information Officer 

Curriculum Review Guidelines Information Officer 

Thesis Guidelines Information Officer 

General Guidelines for Research and Ethics Information Officer 

Thesis Marking Scheme Information Officer 

Reports and Minutes 

Stakeholder Consultation Reports Information Officer 



Page 12 of 22 

 

Curriculum Review Reports Information Officer 

Curriculum Validation Reports Information Officer 

Corporate Social Responsibility events 

Report 

Website 

Audited Accounts Reports (past 3 audits 

Reports) 

Website 

Inventory Report Information Officer 

Community Outreach Reports Website 

Annual Reports Website 

Committee minutes Information Officer 

HIV/AIDS Meeting Minutes  Information Officer 

Research publications and innovations Website 

 

Memoranda of Understanding 

Sporting Facilities Memorandum of 

Understanding 

Information Officer 

Dance Initiative Memorandum of 
Understanding 

Information Officer 

Health Service Memorandum of 
Understanding 

Information Officer 

Ministry of Finance, Education and MCA 
Memorandum of Understanding 

Information Officer 

Student Statistics  

Student enrolment numbers  Information Officer 

Graduates numbers Information Officer 
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Record of reward system for outstanding 

students 

Information Officer 

Partnerships, Collaborations and Affiliations   

Association of Business Executives (ABE) Website 

Institute of Chartered Accountants in Malawi 

(ICAM) 

Website 

Association of Certified Chartered 

Accountants (ACCA) 

Website 

Malawi Library Association (MALA) 
Website 

National Library Service Website 

Malawi Library Information Consortia Website 

International Federation of Library 

Associations and Institutions 

Website 

African Library and Information Associations 

and Institutions 

Website 

Employers Consultative Association of 
Malawi 

Website 

Institute of People Management in Malawi Website 

Malawi Accountants Board (MAB) Website 

ICT Association of Malawi (ICTAM) Website 

Economics Association of Malawi (ECAM) Website 

Institute of Marketers in Malawi (IMM) Website 

Universities and Colleges Association of 
Malawi (UCAM) 

Website 

Programmes 

Programme Management 

Programmes on offer Website/ Front Office 
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Admissions requirements Website/ Front Office 

Student selection list Website/ Campus information 

and notification boards 

Fees schedule Website/ Front Office 

Magazines, brochures Website/ Front Office 

Programme Administration Forms 

Internal moderation forms  Information Officer 

External moderation forms Information Officer 

Class registers Information Officer 

Student registration form Website/ Front Office 

Student application forms Website/ Front Office 

Exam Appeal Forms Information Officer/ Front 
Office 

Examination clash registration forms Front Office 

Supplementary registration forms Front Office 

  

Contracts /Agreements 

Cleaning Services Contracts Information Officer 

Security Services Contracts Information Officer 

Catering Services Contracts Information Officer 

Rental Services Contracts Information Officer 

Insurance Contracts Information Officer 

Audit Services Contracts Information Officer 
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Healthcare Services MoU Information Officer 

Legal Retainership Services Contract Information Officer 

Internet Services Information Officer 

Pension Management Services Contracts Information Officer 

 

6.4 Records that may be Requested  
Where need be, the following information is provided Only upon request. Every 

request is to be made and documented as required in particular forms provided on 

website or front office. It has to be noted that documents not mentioned below or in 

section 9.5 may be requested through the procedures and dictates provided by this 

manual and the Access to Information Act. 

i. Student numbers 

ii. Physical and intangible assets 

iii. The organogram including names and offices of office-bearers. 

iv. Academic records  

v. Pension management 

vi. Curriculum  

 

6.5 Information not Subject to Disclosure  
As per provision of the ATIA, in line with Sections 28 to 38 any information falling 

under these is exempted from disclosure. 

 

 7.0 DETAILS OF THE INFORMATION OFFICER 
The College’s Information Officers are as follows: 

1) Information Officer: Mr. Alinane Chaononga, Assistant Registrar (Academic) 

2) Assistant Information Officer: Mr. Patrick Kaitano, Marketing Officer 

 

8.0 INFORMATION MANAGEMENT 
The College follows a hybrid approach in managing information. This entails having 

information in both printed/physical and electronic formats. To this end, it has several 

platforms through which it manages the information:  

i. Archives 

The College has an archive that stores physical records of students who 

have graduated. For active students, their records are kept in the Registry. 

The archive also stores old financial records. All records older than seven 

years are sent to the National Archives in accordance with the Laws of 

Malawi. 
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ii. Electronic 
Information is kept and backed online (Google Cloud). Some information is 

kept and replicated on external network drives.  

iii. Library 

The College has a comprehensive library that houses documents it produces 

and other documents including; research findings, staff publications, policy 

documents, handbooks, curriculum documents, manuals, academic 

regulations, and physical textbooks. 

 

9.0 TIMEFRAME FOR PROCESSING INFORMATION 
The College shall process information requested by an information seeker in 

accordance with the dictates of the ATIA as follows: 

 

a. The College shall acknowledge receipt of a request for information from an 

information seeker within 5 working days. 

b. The College will notify the information seeker of its decision to either grant or deny 

access to information within a period of 15 working days from the date of a formal 

request receipt.  

c. If access is granted, the information seeker is expected to access the information 

within 30 working days following communication from the College to access the 

information.  

d. In the event of a denial of access to information, an application for internal review 

shall be made by the information seeker within 60 working days. 

e. The internal review procedure will be completed within a maximum of 21 working 

days from the date of receiving the request.  

10.0 REDRESS MECHANISMS AVAILABLE IN CASE OF DENIAL OF ACCESS TO 
INFORMATION 

i. Where the information seeker has been denied access to information, he/she 

is free to lodge a formal verbal or written complaint to the address below within 

sixty working days from the date the request was denied:  

 

The Principal 

Malawi College of Accountancy 

P.O. Box 30644 

Chichiri 

Blantyre 3 



Page 17 of 22 

 

 

ii. The Principal guided by Part V of the ATIA shall consider the appeal in its own 

right.  

iii. Where an information seeker is still not satisfied, he/she has the liberty to 

pursue the matter further with the Malawi Human Rights Commission.  

11.0 COSTS FOR REPRODUCTION OF INFORMATION 
The College shall provide requested information free of charge except that which has 

been prescribed in the fees schedule. Where the requested information needs to be 

reproduced, reproduction of information shall be charged at rates as provided for in 

Appendix 5. 
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Appendix 1:  Request for Access To Information Form 
 

FORM 1 

REQUEST FOR ACCESS TO  INFORMATION 

PART A__PARTICULARS OF INFORMATION HOLDER 

Name of the institution/ information holder……………………….........…………………… 
Address of the institution/ information holder…………………….............………………… 

Location (District/Town/City/TA/Village………..…………………………………………... 

PART B __PARTICULARS  OF INFORMATION SEEKER 

Full Name:.…………………….....………………………………………………………..… 

Date of birth………….…………………........................................ Sex…….......…….. 

National ID Number .…………………...................………………………………………… Postal 

address………………..……..................……………………………………………... 

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

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

Physical address…………………………......………………………………..……………… Telephone 

number………….………………..................……………………………………. 

Email address……………………………………......................………………………….… 

PART C__PARTICULARS OF PERSON ON WHOSE  BEHALF  THE  REQUEST  IS  

MADE (To be completed if request is being made on behalf of another 

person) 

that indicates that you are authorized to act for the other person)Particulars of 

person on whose behalf the request is made (Please attach any documentation 

Name: ……………………….........................................……….…………………………… 

 

Address: ……………….……..................................................……………………………… 

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

...................... 
Identity Number: ……………..........................................…………………………………… 

PART D__PARTICULARS OF INFORMATION BEING SOUGHT 

Provide details about the nature of information being sought and justification.  
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Include relevant details that can help in retrieving the information, such as source, 

author, date of publication, etc.  

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

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

………………………………………………………………………………..……………… Explain the 

purpose for which you seek this information and why it is important that the 

Information should be provided to you. 

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

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

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

PART E__FORMAT OF INFORMATION BEING REQUESTED 

State the format in which you want to access the information, e.g. print, electronic 
etc. 

1. Normal print version (…..) 

2. Braille print version (…..) 

3. Other (state other preferred format)……………………...........………………………. 

Signed at …………………............……this… day of ……………………. 20 … 

…………………………………………………………….Signature of the information seeker 
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Appendix 2: Request for Internal Review 
 

FORM  5 (reg. 23)   

REQUEST FOR INTERNAL REVIEW OF A DECISION 

PART A__PARTICULARS OF INSTITUTION/INFORMATION HOLDER WHOSE DECISION IS A 

SUBJECT OF THIS REQUEST 

Name of institution/information holder………………….............………………………….. 

Address of institution/information holder..…………....……..……………………………… 

Location (District/Town/City/)………………..................…………………..…………….… 

Email Address………………………......................…………………………………………. 

Telephone……………………....................………….……………………………………… 

PART B__PARTICULARS OF THE INFORMATION SEEKER 

Full Name:.…………………….....………………………………………………………..… 

Date of birth………….…………………........................................ Sex…….......…….. 

National ID Number .…………………...................………………………………………… 

Postal address………………..……..................……………………………………………... 

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

Physical address…………………………......………………………………..……………… 

Telephone number………….………………..................……………………………………. 

Email address……………………………………......................………………………….… 

PART C__PARTICULARS OF PERSON ON WHOSE BEHALF THE REQUEST IS MADE 

(To be completed if a request is submitted on behalf of another person) 

Particulars of person on whose behalf the request is made 

Full Name:.…………………….....………………………………………………………..… 

Date of birth………….…………………........................................ Sex…….......…….. 

National ID Number .…………………...................………………………………………… 

Postal address………………..……..................……………………………………………... 

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

Physical address…………………………......………………………………..……………… 

Telephone number………….………………..................……………………………………. 

Email address……………………………………......................………………………….… 

Reason(s) for representing the information seeker…………..............………………………. 

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

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

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

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

PART D__SUMMARY OF REQUEST 

(provided to you. Give reasons why you disagree with the decision of the information 

officer)Provide a summary of your request for information and why the information should 

be  

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

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

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

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

PART E__TYPE OF ASSISTANCE REQUESTED 

whom the request for information was addressed)(Describe the type of assistance that you are 

looking for from the Head of the Institution to 

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

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

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

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

Signed at ……………………………this…. day of …………………… 20 …... 

…………………………………………………………….Signature of the information seeker 

Attach copies of the following documents if available__ 

1. The request for information Form   

2. The information officer’s response to the request for access to information 
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Appendix 3: Fees for Reproducing Requested Information Documents 
 

FEES 

 SERVICES CHARGES (K) 

1 Reproduction of copy of the Access To 
Information Guide 

10,000.00 

2 Reproduction of copy Information Manual 

10000.00 

10,000.00 

3 Standard reproduction fee 5000.00 5,000.00 

4 Reproduction over and above (3)  

 For photocopying per page 30.00 

5 Where the record or part thereof is provided 

in an: 

 

 Alternative format, a fee not to exceed 50.00 

 Per page of braille 100.00 

 Per page of large print 200.00 

 Per CD 1,000.00 

 


