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QUALITY POLICY STATEMENT

Kibabii University is committed to providing high quality teaching, research and extension services to

our students and create value to our stakeholders through:

a) Consistently providing efficient and reliable services to ensure that all segments of our society enjoy
their basic rights of education as envisaged by the relevant United Nations protocols, statutory and

regulatory requirements.

b) Providing an environment that fosters excellence, safety, motivation, collegiality, teamwork,

enthusiasm and empathy among our employees.

The University shall comply with all applicable requirements and continually improve the Quality
Management System based on ISO 9001:2008.

The University’s Top Management shall ensure annual review of this Policy and established Quality

Obijectives for continuing suitability.

Signed: é‘r o Date: 18-02-2016

Vice Chancellor
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0.0 GENERAL
0.1  Introduction
Kibabii University was established through Kenya Gazette Legal Notice number 115 of
August, 2011. The University was chartered on 14th November 2015. The mandate of the
University is clearly outlined in the Charter
0.2  Ouwur Vision
“To be a global and dynamic University of excellence in Science, Technology and Innovation”.
0.3  Our Mission
“To achieve excellence in generation, transmission and enhancement of new knowledge in
Science, Technology and Innovation through quality Teaching, Research, Training, Scholarship,
Consultancy and Outreach programmes”.
0.4  Our Values
a) Excellence
b) Accountability and Transparency
c) Integrity
d) Social Responsibility
¢) Innovation
f) Academic Freedom
0.5  Our Motto
“Knowledge for Development”

0.6 Contact Address
Name: Kibabii University
Address: P.O. Box 1699 — 50200,
BUNGOMA - KENYA
Location: Bungoma
Country: Kenya
Telephone No.: 0202028660/ 0708085934
Email: enquires@kibabiiuniversity.ac.ke

Website: www kibabiiuniversity.ac.ke
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1.0 SCOPE
1.1 General
This Quality Manual describes Quality Management System of Kibabii University in

respect to all its products and services offered to its customers in the University.

1.2 Application
The scope of the Quality Management System (QMS) in the University is the provision
of training, research and extension services at the University located in Bungoma.
Clause 7.6 shall be excluded from the scope of the Quality Management System. This
clause has been excluded since in course of service provision, the University does not

calibrate any equipment which affects product conformity.

1.3 NORMATIVE REFERENCES
a) ISO 9001:2008
b) The Kenya Constitution, 2010
c) The Universities Act, 2012
d) KIBU Strategic Plan, Jan. 2015
e) Kibabii University Charter
f) KIBU Statutes
1.4 TERMS AND DEFINITIONS
For the purpose of this Quality Manual, the following abbreviations and definitions
apply:-
a) KIBU - Kibabii University,
b) MR - Management Representative,
c) VC- Vice Chancellor
d) DVC AFD- Deputy Vice Chancellor ( Administration Finance and Development),
e) DVC ASA - Deputy Vice Chancellor (Academic and Students Affairs),
f) DVC PRE- Deputy Vice Chancellor Planning Research and Extension
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40 QUALITY MANAGEMENT SYSTEM

4.1  General requirements
The University has identified processes needed for the Quality Management System as
listed in clause 9.1 of this Quality Manual. The processes are core for the University to
provide effective services to the customers. The processes shall be effectively monitored

and continually improved to enhance customer satisfaction.

The University shall from time to time identify and develop any new processes needed

to provide services and products and include them in the Quality Management System.

All outsourced processes shall be identified and controlled within this Quality
Management System. (See Control of outsourced Services Procedure (Procedure 5 in the

Administration Procedure Manual)

41  Documentation requirements
4.2.1 General
The University QMS documentation shall be in a four tire consisting of:-
a) Level 1: Quality Policy, Quality Objectives and Quality Manual.
b) Level 2: All the quality procedures within this QMS.
c) Level 3: Work instructions, documents from external sources and internal
regulations.

d) Level 4: Records.

4.2.2 Quality Manual
The University Quality Manual includes the following:-
a) The scope of the QMS,
b) A description on the interaction of the QMS processes, and

c) References to the procedures of the QMS.
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4.2.3

424

5.0
5.1

The Quality Manual gives short policy statements guiding how various activities within
the QMS shall be undertaken. The University processes are interdependent and relate
with each other for effective performance and timely service delivery. However, the
procedures reference each other.

Control of documents

The University shall put mechanisms in place to ensure documents for the QMS are
controlled. The control mechanism shall include controls for approval, review, revision,
legibility, identification and availability. A documented procedure on Control of
Documents number 1 in the Mandatory Procedure Manual has been developed to

establish controls to be exercised with respect to all QMS documents.

Distribution of all Quality Management System documents to the University Officers

shall be by distribution of hard/soft copies .

Control of records

University records shall be established and maintained to provide evidence of
conformity to requirements. The control of records shall ensure that they are legible,
readily identifiable and retrievable. A documented procedure on Control of Records
number 2 in the Mandatory Procedure Manual has been established to guide on control

of records.

MANAGEMENT RESPONSIBILITY

Management Commitment

The University management is committed to the development, maintenance and

continual improvement of the Quality Management System through the following:-

a) Communicating to the entire staff the importance of meeting customer requirements
as well as statutory and regulatory requirements pertinent to the University
services,

b) Establishment of a quality policy and quality objectives,

c) Holding at least two management review meetings of the system to ensure

suitability of the system, and
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d) Ensuring adequacy of resources for effective implementation of the Quality

Management System.

5.2 Customer Focus

In order to ensure that customer requirements have been established and met, the
management has established the KIBU Service Delivery Charter which has been

communicated throughout the University.

5.3 Quality Policy

The management has established a quality policy to guide activities including decision

making in relation to quality issues.

The Quality Policy has been authorized for use in the University by the Vice Chancellor.
(See KIBU/ VC/QP/001)

5.4 Planning

54.1

5.4.2

Quiality objectives
Quality objectives including those needed to meet requirements for product have been
established at departmental levels. These quality objectives shall be reviewed on annual

basis to ensure continuing suitability.

Quality Management System Planning
The University Management has developed and put in place a comprehensive QMS,
quality monitoring and quality audits. The integrity of the QMS shall be maintained

when changes to the QMS are planned and implemented.

5.5 Responsibility, Authority and Communication

551

Responsibility and authority
Responsibilities and authorities of all staff of the University are defined in and

communicated through Job Descriptions and appointment letters as applicable.
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5.5.2 Management Representative
The Top Management has appointed a Management Representative who is in charge of
maintenance and improvement of the Quality Management System by:-
a) Ensuring that processes needed for the Quality Management System are established,
implemented and maintained,
b) Reporting to top management on the performance of the Quality Management
System and any need for improvement,
c) Ensuring the promotion of awareness of customer requirements throughout the
University, and
d) Liaising with external parties on matters relating to the Quality Management
System.
5.5.3 Internal Communication
Details regarding the effectiveness of the Quality Management System shall be
communicated in functional meetings, notice boards and other suitable mechanisms as

outlined in procedure no.1 on communication in the Administration Procedure Manual.

5.6 Management Review

5.6.1 General
The University management shall review the QMS twice in a financial year to
determine suitability and effectiveness of the system. During the review, pertinent
issues regarding the QMS shall be considered and decisions made on how to improve

the system.

5.6.2 Review input
The University Management shall review QMS as guided by the following agenda:
a) Results of audits
b) Customer feedback
c) Process performance and product conformity
d) Status of preventive and corrective actions
e) Follow-up actions from previous management reviews
f) Changes that could affect the Quality Management System, and

g) Recommendations and improvement
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5.6.3

6.0
6.1

6.2
6.2.1

6.2.2

Review output

During Management Review meetings, the University Management shall make

decisions and suggest actions related to:-

a) Improvement of the effectiveness of the Quality Management System and its
processes

b) Improvement of products related to customer requirements, and

c) Resource needs

RESOURCE MANAGEMENT

Provision of Resources

The University Management shall determine and provide the resources needed to
implement and maintain the Quality Management System and continually improve its
effectiveness and also enhance customer satisfaction by meeting customer

requirements.

Human Resources

General

The University shall ensure that all personnel performing work affecting product
quality are competent on the basis of appropriate education, training, skills and

experience.

In order to ensure that the University acquires and maintains the necessary competence,
as outlined in procedure no. 1 for Recruitment in the Human Resource Procedure

Manual.

Competence, training and awareness
The University shall from time to time determine the necessary competence for

personnel performing work affecting Service/Product quality.

The University shall also ensure that all members of staff are sensitized on the relevance
and importance of their activities and how they contribute to the achievement of the

quality objectives. Appropriate records of education, training, skills and experience for
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6.3

6.4

the staff shall be maintained as per procedure number 2 on records control in the

Mandatory Procedure Manual.

Infrastructure

The University shall from time to time determine and provide the necessary
infrastructure for effective implementation of the Quality Management System. These
shall include lecture halls, hardware and software, transport and communication

facilities which shall be maintained as per Estates Procedure Manual.

Work environment
The University shall determine and manage the work environment needed to achieve
conformity to service/product requirements. These work environment conditions will

include amount of light, noise, pollution, ergonomics, radiation and cleanliness.

7.0 PRODUCT REALIZATION

7.1

7.2
7.2.1

Planning of Product Realization

During planning, the University shall determine the following as appropriate:-

a) Quality objectives and requirements for the product,

b) The need to establish processes and documents, and provide resources specific to
the product,

¢) Required verification, validation, monitoring, measurement, inspection and test
activities specific to the product before releasing to customers, and

d) Records needed to provide evidence that the realization processes and product meet

requirements.
The University has identified the plans required in the various documented processes.

Customer related processes

Determination of requirements related to the product

For all types of courses and other services offered by the University, customer
requirements (written or unwritten), statutory and regulatory requirements and any

other University requirements related to the courses or services shall be determined.
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7.2.2

7.2.3

7.3

This is to ensure that the University meets all such requirements during service

delivery.

Review of requirements related in the product

Before commencement of the service/product delivery, the various functions of the
University shall ensure that all the requirements determined for the service/product are
reviewed and any differences discussed and resolved. The functions shall also ensure
that the University has the capacity to provide the service. This will be to prevent the
University from committing itself to providing services or programmes before

establishment of the requisite internal capacity.

Customer communication
Various processes have been designed for communication to customers in relation to
various aspects of service delivery including the University products. Such methods

include use of website, brochures, advertisements and meetings.

The University also has established a mechanism for resolution of customer complaints
as well as receiving customer feedback through baseline surveys. The University shall
at all times ensure that these communication methods are effective and customers

receive the appropriate attention and information.

Design and Development

When necessary, to design any products or services offered by the University, an
effective design and control process shall be implemented to ensure that planning for
the design and development takes place and the inputs and outputs of the design meet
requirements. Design validations and verifications shall also be carried out at

determined stages.

Any changes to any designs shall be approved before implementation. This policy shall
apply during the development of a new curriculum as per Curriculum Development

and Review procedure number 9 in the Academic Procedure Manual.
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74

Purchasing

Purchasing of goods and services required by the University shall be carried out in
compliance with Government and University regulations. In order to ensure that
purchasing of goods and services is done in a timely manner, within the budget and
that purchased products comply with requirements, in the Procurement Procedure
Manual. Goods and services shall be sourced from suppliers who have been evaluated

and selected based on their ability to meet the University requirements.

7.5 Production and Service Provision

7.5.1

7.5.2

7.5.3

7.5.4

Control of Production and Service Provision

Services and development of products offered by the University shall be done under
controlled conditions including ensuring the service provider has easy access to
information describing the service and availability of work instructions guiding them
on how to undertake various activities. The University shall provide suitable and

adequate tools and equipment.

Validation of processes for production and service provision

Various processes shall be validated where the resulting output cannot be verified by
subsequent monitoring or measurement and, as a consequence, deficiencies become
apparent only after the product is in use or the service has been delivered. Where
process validation shall be done, competence of the personnel and integrity of the

equipment shall be determined to ensure that the integrity of the results is assured.

Identification and traceability

Customer and service records shall be maintained to provide evidence of compliance to
requirements. Unique numbers and codes shall be used to identify the services or
products offered and ensure traceability. These shall apply in the certificates and

degrees and diplomas offered as well as coding of all the training programmes offered.

Customer property
All customer property given to the University for use or incorporation into the courses
such as students’ theses and students’ results or documents from other institutions shall

be identified and protected from any damages, losses and plagiarism.
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7.5.5

7.6

8.0
8.1

8.2
8.2.1

8.2.2

8.2.3

Preservation of Products
Care shall be exercised with respect to transcripts, certificates, degrees and other
products offered during processing and delivery to ensure that their quality and

integrity are maintained at all times.

Control of monitoring and measuring equipment Excluded (Refer to clause 1.2)
MEASUREMENT, ANALYSIS AND IMPROVEMENT

General

The University shall plan and implement the monitoring, measurement, analysis and
improvement processes needed to demonstrate the conformity of the product,
conformity of the Quality Management System and continually improve the

effectiveness of the Quality Management System.

Monitoring and Measurement

Customer satisfaction

From time to time the University shall determine customer satisfaction through baseline
surveys, students’ feedback forms, and meetings. The University management shall
review the findings in order to determine appropriate action for enhancement of

customer satisfaction.

Internal audit

The University shall conduct internal audits at planned intervals to determine the
effectiveness of the Quality Management System in order to identify opportunities for
improvement. Procedure number 3 in the Mandatory Procedure Manual on Internal
Audit has been established to define the responsibilities and requirements for planning

and conducting audits, establishing records and reporting results.

Monitoring and measurement of processes

The University shall determine and implement effective methods of monitoring and
measuring the effectiveness of the processes under its operations. The University shall
implement correction and corrective actions whenever the processes do not achieve the

desired results.
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8.24

8.3

8.4

8.5
8.5.1

8.5.2

Monitoring and measurement of products

The University shall monitor and measure the characteristics of the various products
and services to verify that they meet the product requirements. Records to demonstrate
conformity or otherwise of the product shall be maintained. Product release and service
delivery shall not proceed until the planned arrangements have been satisfactorily

completed, unless otherwise approved by a relevant authority.

Control of nonconforming product

The University shall ensure that products and services, which do not conform to
product requirements, are identified and controlled to prevent the unintended use or
delivery. Procedure number 4 in the Mandatory Procedure Manual on Control of
nonconforming products has been established to define the controls and related
responsibilities and authorities for dealing with nonconforming product. Records of the
nature of nonconformity and any subsequent actions taken, including concessions

obtained, shall be maintained.

Analysis of data

The University shall through the various departments determine, collect and analyze
appropriate data to demonstrate the suitability and effectiveness of the Quality
Management System and evaluate where continual improvement of the effectiveness

can be made..

Improvement

Continual improvement

The University shall continually improve the effectiveness of the Quality Management
System through the use of the quality policy, quality objectives, audit results, analysis of

data, corrective and preventive actions and management review.

Corrective action
The University shall take action to eliminate the cause of nonconformities in order to
prevent recurrence. Corrective actions shall be appropriate to the effect of the

nonconformities encountered. Procedure number 5 in the Mandatory Procedure Manual
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on Corrective Action has been established to guide in the implementation of corrective

actions.

8.5.3 Preventive action
The University shall determine action to eliminate the causes of potential
nonconformities in order to prevent their occurrence. Procedure number 6 in the
Mandatory Procedure Manual on Preventive Action has been established to guide in

the implementation of preventive actions.
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9.0 Appendices

9.1 Quality Management System Processes

Mandatory Processes

Control of Documents

Control of Records

Internal Quality Audit

Control of Nonconforming Product

Corrective Action

. Preventive Action

Administration Processes

7. Records Management

8.  Communication

9. Coordination of Cleaning Services

10. Control of Outsourced Services

11. Meetings

12. Security

Human Resource Processes

13. Staff Recruitment and Selection

14. Staff Training and Development

15. Staff Discipline

16. Staff Leave Processing

17. Staff Clearance

18. Staff Exit

Finance Processes

19. Payments (Imprest, Suppliers,
Advance, Work Study, Refund)

20. Budgeting

21. Revenue Collection

22. Preparation of Financial Statements

23. Bank Reconciliation

Procurement Processes

24. Procurement Planning

25. Pre-Qualification of Suppliers

26. Purchasing

27. Inspection and Receiving Of Deliveries

28. Issuance of Procured Items

29. Disposal of Stores, Equipment and Other
Assets

Academic Processes

30. Admission of Students (Inter University
Transfer and Credit Transfers and Others)

31. Registration of Students

32. Clearance of Students

33. Students Orientation

34. Industrial Training

35. Attachment

36. Students Discipline

oUW

Salaries,

37. Examination Management (Setting and
Moderation of Examinations,
Administration, Marking, Externalization,
Release of Results)

38. Teaching (Theory Lessons and Practical)

39. Graduate Supervision

40. Academic Advising

41. Programme Development and Review

42. Timetabling

43. Loading

44. Academic Trips

45. Graduation

46. Deferment

Risk Based Audit Process

47. Risk Based Audit

Library Processes

48. Acquisition of Library Materials

49. Processing of Information Materials

50. Reference Services (Interlibrary Loan
Services)

51. Charging And Discharging Of Library
Materials

52. Registration of Library Customers

53. Replacement of Lost Library Cards

ICT Processes

54. User Support

55. Configuration Management

56. Data Backup

57. Website Management

58. Repair and Maintenance Of ICT Equipment

Hostels Processes

59. Room Allocation

60. Supervision of Cleaning

61. Clearing of Students from the Room

Catering Processes

62. Ordering Food from the Procurement Store

63. Preparation of Food

64. Serving of Food to Students

65. Serving of Food to Staff

66. Clearing and Cleaning After Service

Health Services Processes

67. Registration of New Patients

68. Treatment

69. HIV Counselling and Testing

Performance Contract and Quality Assurance
Processes
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70. Preparation and Evaluation of Performance 84.

71.

Contracts
Course Evaluation

Students Affairs Processes

72.
73.
74.
75.
76.
77.

78.
79.
80.
81.
82.

Guidance and Counseling
Management of Games And Sports
Management of Student Centre
Leave of Absence

Management of Clubs and Societies

Preventive Maintenance

85. Repairs

Aids Control Unit

86. Prevention and Advocacy

87. Care and Support Activities

88. HIV and Aids Research

Legal

89. Writing of Legal Opinions and

Management of Students’” Leadership

Activities
Chaplaincy Services
Coordinating Wardenship

90.

91.

Coordinating Peer Education Activities

Students Co-Curriculum Activities
Financial Aid

Estates Processes

83.

Annual Inspection
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Interpretation of all Legal Documents
Pertaining to the University

Attending Court Sessions on Behalf of the
University

Preparation and/or Making of Contracts
and/or Agreements and any other
Relevant Legal Document on Behalf of the
University

Coordinating the Issuance of Legal
Undertakings
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9.2  Description of the interaction of processes
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Description of the interaction of the Quality Management System processes

The aim of implementing a quality management system in the University is to
enhance customer satisfaction and exceed their expectations. The University’s
customers (students and prospective students) channel their needs and expectation
during interaction with members of staff in the University and also during
marketing of the University. The customer requirements form the input to the core
processes which are:-

a) Academic processes, and

b) Library processes.

Each of the core processes interact individually with the support processes with the
following component processes; ICT, Procurement, Human Resources, Catering and
Accommodation, Estates, Legal and Health Services processes are injected into the

core processes to ensure effective service delivery.

Both the core and support processes further interact with the management processes
individually. The management processes include the Administration, Finance and

Students” Affairs processes which enhance efficiency during service delivery.

Continually, the University undertakes monitoring and measurement of its
processes and products to ensure that they meet process and product requirements.
Data collected from these monitoring and measurements is analyzed to identify

areas of improvement.

The University also monitors its customer perception on the quality of services
offered through annual customer satisfaction surveys. It is the commitment of the
Top Management to act on the recommendations from such surveys to ensure

continued customer satisfaction.

To ensure that there is improvement, the Top Management ensures that there is an

annual review of the quality objectives set in each department.
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PROCEDURE NUMBER 1: DOCUMENT CONTROL
1.0 GENERAL

11  PURPOSE

The purpose of this procedure is to ensure effective control of the QMS documents at

the University.

1.2  SCOPE

This procedure applies to all QMS documents at the University.

1.3  REFERENCES
a) Quality Manual - KIBU/MR/QM/002
b) ISO 9001:2008 (clause 4.2.3).
c) ISO 9001:2008 clause 7.5.

1.4 TERMS AND DEFINITIONS

QMS - Quality Management System.

MR - Management Representative

VC - Vice Chancellor

ICT - Information Communication Technology

1.5 RESPONSIBILITY

The MR shall be responsible for ensuring that this procedure is followed.

20 METHOD

21  Document generation and approval prior to use

2.1.1 Process Owners shall ensure that QMS documents relevant to their units are
developed.

212 Upon development, the Process Owners shall submit the documents to the
MR for review and facilitation for approval and issuance.

21.3 The MR shall present the QMS documents to University Management Board
for consideration and approval.

214 Upon approval, the MR shall submit the approved documents to the VC for

authorization.
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21.5 The VC shall authorize the use of the documents by signing in the space
provided in the document.

21.6 Upon authorization by the Vice o Approval by University Management
Board, the MR shall issue the document for circulation and use

22 Document Identification

The MR shall ensure all QMS documents are indexed as follows:

a) The first part shall be KIBU denoting Kibabii University followed by a
slash (/),

b) The second part shall be initials of the Department/Unit from which the
document originates followed by a slash (/),

c) The third part shall be assigned Initials of the Document followed by a
slash (/),

d) The fourth part shall be assigned a Serial Number depending on the
document being controlled starting with 001.

2.3  Document Packaging

All QMS documents shall be packaged into Procedures, Procedure Manuals, Policies

and Manuals as applicable.

24  Document Issuance and Circulation

241 Printed/Soft copies of all documents developed shall be kept in the VC’s,
and MR’s offices while Process Owners shall maintain relevant copies to
their respective areas.

242 The Quality Policy shall be published, signed and displayed at strategic
locations within the University.

2.4.3 The MR shall issue documents to the members of staff in hard copy/soft copy
as well as convert all documents into a Portable Document Format (PDF) and
ensure they are uploaded on to the University’s intranet for access by all
members of staff.

244 For hard copy documents, the MR shall issue and maintain a Document

Circulation Record.
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245 Upon issuance and uploading of the documents in the intranet, the MR shall
ensure acknowledgement of access/receipt of the documents by the various

process owners by filling in the QMS Documents Circulation Form.

25  Document Review, Updating and Re-approval

251 Any member of staff shall initiate review and up-dating of any QMS
documents by filling in a Document Review Form.

2.5.2 Upon filling the form, the staff shall forward the filled in form to the Process
owner as per the communication procedure no. 1 in the Administration

Procedure Manual for verification.

2.5.3 If there is no need for the proposed review of the document the process owner
shall inform the originator accordingly.

2.54 Upon verification of the need for review the process owner shall in liaison
with the MR endorse the review.

2.5.5 The MR shall effect the changes through an addendum to the document, and
ensure circulation. The MR shall ensure incorporation of these changes in the
QMS documents once a year and ensure circulation of the amended
documents as well as withdrawal of obsolete ones.

2.5.6 Changes made to any document shall be tracked through the Review Form
maintained by the MR.

2.5.7 Where changes are made the document shall be re-issued as the subsequent
revision starting Revision 0 unless such changes represent a significant shift in
operations where the document shall be re-issued as the subsequent version
starting from version A but revision 0. This shall be captured in the footer
section of the document.

2.5.8 Re-approval of the documents shall proceed as per clause 2.1.3 - 2.1.5 in this
procedure.

2.6 Identification and control of documents of external origin
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2.6.1 All documents of external origin deemed to be necessary for the effective
operation of the QMS shall be uniquely identified through indexing as
follows;

a) The first part shall be an abbreviation of Place of Origin.

b) The second part shall be code of Division, Department and Number of
Office/Room receiving

¢) The third part will be the Type and Serial Number of the Document.

2.6.2 The respective process owners shall maintain an Inventory and a
Distribution List of all Documents of External Origin.

2.7  Control of obsolete documents

2.7.1 The Process owners shall ensure that documents in use are current and mark
those not in use as obsolete in the event any user maintains a copy for any
purpose.

2.7.2 In the case of documents uploaded in the intranet, the MR shall ensure the
current documents are uploaded and mark other soft copy documents kept
on the intranet as obsolete if they are maintained for any other purpose.

2.8  Document Protection

All editable versions of the QMS documents shall be maintained by the MR and

backed up as per the backup procedure number 3 in the ICT Procedure Manual.

3.0 LIST OF APPLICABLE RECORDS

3.1  Document Review Form.

3.2 Inventory of Documents of External Origin.
3.3  Document Distribution Record.

34  Evidence of Communication.

3.5 Document Circulation Form
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PROCEDURE NUMBER 2: RECORD CONTROL
1.0 GENERAL

11  PURPOSE
The purpose of this procedure is to ensure effectiveness and efficiency in the control
of records at KIBU.
1.2  SCOPE
This procedure is applicable to all records at KIBU.
1.3  REFERENCES
a) Quality Manual - KIBU/MR/QM/002.
b) ISO 9001:2008 Clause 4.2.4.
1.4  TERMS AND DEFINITIONS
MR - Management Representative.
QMS- Quality Management System
HoD- Head of Department
1.5 RESPONSIBILITY
MR shall be responsible for ensuring that this procedure is followed.
20 METHOD
21  General
Records at KIBU shall be broadly categorized into Forms and Registers. ~ Each of
these categories shall be identified as in 2.2 below.
22 Identification of records
221 Identification of Registers
Registers within KIBU shall be identified by the Title and indexed as follows;
a) The first part shall be KIBU denoting the University followed by a dash (-)
b) The second part shall be allocated initials of the generating
Department/Unit or Section followed by a dash (-)
c) The third part shall be REG to denote Register followed by a dash (-)
d) The fourth part shall be assigned according to the Number of Register(s)
established in the Department/Section.
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2.2.2 Identification of Forms

Forms within the University shall be identified by a Title and indexing as follows;

a) The first part shall be KIBU denoting the University followed by a dash (-)

b) The second part shall be allocated initials of the generating Department
or Section followed by a dash

c) The third part shall be F to denote Form followed by a dash (-)

d ()

e) The fourth part shall be assigned according to the Number of Forms
established in the Department/Section starting from 001.

2.2.3 The HoD where the Form/Register originates shall be the custodian of the
forms and registers.

2.24 Identification of application systems generated records

Application systems generated records shall be identified by the unique numbers

allocated by the application system.

2.3  Filing and Storage

2.3.1 Records shall be filed as per the Records Management Procedure no. 3 in the
Administration Procedure Manual.

2.3.2 Soft records shall be maintained in computer folders and back-up of the same
maintained as per the Backup Procedure Number 3 in the ICT Procedure
Manual.

2.3.3 Files containing hard copy records shall be stored in cabinets, filing racks or
safes.

24  Protection

2.4.1 All soft copy records shall be protected from potential hazards through the
use of passwords, firewalls, encryptions, anti-viruses, site back-ups, off-site
backups among others as per the University’s policies.

2.4.2 All hard copy records shall be securely stored from hazards.

25  Retrieval
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2.5.1 Soft records shall be maintained in clearly labeled folders for ease of retrieval
and shall be availed within a day of request.

2.5.2 Hard copy records shall be stored in clearly labeled storage facilities and shall
be availed within a day of request.

2.6  Records retention and disposal

2.6.1 The retention period for records shall be as per the provisions of the
University’s Records Retention and Disposal Schedule.

2.6.2 Annually, all records owners shall ensure that their records are appraised and
those due for disposal disposed as per the provisions of the University’s

Records Retention and Disposal Schedule.

3.0 LIST OF APPLICABLE RECORDS
3.1  Duly Filled Records Management Forms
3.2 Files for hard copies
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PROCEDURE NUMBER 3: INTERNAL AUDITS
1.0 GENERAL

11  PURPOSE

The purpose of this procedure is to ensure effectiveness and consistency in

undertaking QMS internal audits.

1.2  SCOPE

This procedure includes planning, execution, reporting and follow-up of QMS

internal audits and applies to all units and sections in the University.

1.3  REFERENCES
a) Quality Manual - KIBU/MR/QM/002.

b) ISO 19011:2011.

14  TERMS AND DEFINITIONS
a) MR - Management Representative.

b) NCPAR - Nonconformity Corrective/Preventive Action Report.
c) QMS- Quality Management System
d)  VC- Vice Chancellor

1.5  PRINCIPAL RESPONSIBILITY

The MR shall ensure implementation and maintenance of this procedure.

20 METHOD

21  General

211 Internal audits shall be scheduled twice a year or as the need arises.

2.1.2 All members of the internal audit team shall be appointed by the MR.

213 The MR shall as per the communication procedure number 1 in the
Administration Procedure Manual issue a general audit notification to the
units to be audited at least a month to an audit.

2.2 Planning and Preparing the Audit

221 The MR shall at the beginning of every financial year prepare an annual QMS
internal audit programme taking into consideration the importance of the

processes concerned and the results of previous audits.
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222 The MR shall then forward the audit programme to the Vice Chancellor for
approval and act on any comments raised.

223 In the event of any changes in the priorities or schedule of the University
during the year, the MR shall revise the audit programme accordingly.

224 At least a month to the audit date, the MR shall appoint an audit team leader
and a team of auditors to undertake the audit.

225 Guided by the audit programme, the Team Leader shall in liaison with the
audit team and MR prepare an audit plan and circulate it to the auditees at
least a week to the audit. The plan shall include:

a) Audit objective, scope and criteria;

b) Units/Divisions to be audited and responsible individuals in charge;
c) Audit team members; and

d) Date, place, time of the audit.

23  Pre-audit Meeting

At least a day to the audit date, the audit team leader in liaison with the MR shall

convene a meeting with the audit team;

a) To ensure the availability of all the resources needed and other logistics
that may be required by the auditors; and
b) To verify the scope of the audit.

24  Opening Meeting

As per the audit plan, the audit team leader shall chair the opening meeting where

the audit team and auditees shall be present for introduction and confirmation of

arrangements for conducting the audit.

2.5  Audit Execution

2.5.1 As per the audit plan, the auditors shall perform the internal audit using the
checklists developed and record the audit findings in the audit findings
forms.

2.5.2 Before leaving the audit area, the auditors shall ensure that the auditee

acknowledges the findings by signing in the audit findings form.
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2.6  Audit Reporting
2.6.1 The audit team leader shall convene an auditors meeting after the audit. The
agenda includes:
a) Review and analysis of findings;
b) Consolidation of all findings including grouping and tabulation;
c) Classification of findings; and
d) Preparation of recommendation and audit report.
2.6.2 The audit team shall review all of their findings whether they are to be
reported as positives, as areas of improvement or as non-conformities.
2.6.3 The classification of findings shall be as follows:
a) Major Nonconformity - This pertains to a major deficiency in the QMS.
A major nonconformity also pertains to one or more elements of the ISO
9001:2008 Standard not being implemented.
b) Minor Nonconformity - A minor deficiency. One or more elements of the
QMS is/are only partially complied with.
¢) Areas of Improvement/Observations - A hint for improvement which
may or may not be implemented by the auditee.
d) Positive Findings - Findings that pertain to processes and/or systems that
are as required by ISO 9001: 2008 Standard
Note: Both major and minor nonconformities require appropriate corrective actions
to be documented in the NCPAR.
2.64 The audit team leader shall consolidate all the audit findings for the
preparation of the audit report.
2.6.5 The audit team leader shall in consultation with the audit team prepare a
standard internal audit report containing the following information:
a) Audit Number;
b) Date of Audit;
c) Area audited /Process Name;

d) Name of Auditee and Auditors;
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e) Statement of Findings (all nonconformities found);

f) Reference to the Information Security Management System requirements
and standard;

g) Corrective and Preventive Actions with completion date; and

h) Follow-up actions for nonconformities;

Notes:

a) The report should be concise but factual and presented in a constructive
manner;

b) The findings should be within the scope of audit and show the
relationship of the audit criteria used; and

c) The report should not show bias by the individual auditor;

2.6.6 The audit team leader shall issue a formal Audit Report to the Vice
Chancellor, MR and all auditees for information and appropriate action.

2.6.7 The internal audit report shall be maintained and controlled by the MR in
accordance with the Control of Records Procedure no. 2 of mandatory
procedure manual.

2.7  Closing Meeting

271 The audit team leader shall preside over the closing meeting attended by the
audit team and the auditees.

2.7.2 The auditors shall report their findings, observations and recommendations,
summarising the good points before discussing non-conformities.

2.7.3 All parties shall safeguard the confidentiality of the internal audit report.

2.8  Audit Follow-up and Closure

2.81 Whereas the auditors are responsible for identifying non-conformities,
auditees are responsible for resolving non-conformities.

2.8.2 Approved corrective actions shall be based on time scales agreed with the
auditors.

2.83 The audit team shall follow-up to check the implementation of corrective

actions as stated on the NCPAR.
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2.84 The audit team shall issue a new NCPAR if corrective actions are not fully
implemented by the committed date, and/or are not effective.

2.8.5 An audit will not be considered complete and closed until all corrective
actions or measures have been successfully implemented to the satisfaction of

the audit team.

3.0 LIST OF APPLICABLE RECORDS
31  Audit Programme.

3.2 Evidence of Communication.

3.3  Audit Plan.

3.4  Audit Findings.

3.5  Internal Audit Report.

3.6 Nonconformity Corrective/Preventive Action Reports.
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PROCEDURE NUMBER 4: CONTROL OF NONCONFORMING PRODUCT
1.0 GENERAL

11  PURPOSE

The purpose of this procedure is to ensure effectiveness, timeliness and consistency

in controlling nonconforming products.

1.2  SCOPE

This procedure applies to the control of all nonconforming products identified in the

University to prevent their unintended use or delivery.

1.3  REFERENCES
a) Quality Manual - KIBU/MR/QM/002.

b) ISO 9001:2008 clause 8.3

14  TERMS AND DEFINITIONS
a) MR - Management Representative.

b) QMS- Quality Management System

1.5 PRINCIPAL RESPONSIBILITY

The MR shall ensure that this procedure is adhered to and maintained.

20 METHOD

21  This procedure shall start with any member of staff either:-

a) Identifying a nonconforming product in the course of service provision, or
b) Receiving information on a nonconforming product from a customer.

22  Upon 2.1 above, the member of staff shall inform the concerned process
owner who shall in turn carry out investigation to determine the extent of the
nonconformity.

23  After the investigation, the concerned process owner shall determine the
action to be taken to deal with nonconforming product and where need be
consult other relevant officers.

24  In the event that the action determined is to correct the nonconforming
product, the process owner shall ensure that the product is re-verified before

it is delivered to the customer(s).
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2.5  In the event the nonconforming product is identified after delivery or in the
course of delivery, the process owner shall in consultation with other relevant
officers determine the action to be taken.

2.6 The process owner shall as per the Communication Procedure Number 1 in
the Administration Procedure Manual inform the customer(s) of the action
the University has taken to address the effects of the nonconforming product.

2.7  The process owner shall ensure that the identified action is taken to address
the nonconforming product and its effects.

2.8  The process owner shall ensure that a corrective action is taken as per the
procedure on corrective action number 5 in this manual to ensure the
nonconformity does not recur.

29  The respective process owner shall maintain records of the nature of
nonconforming products and the action(s) taken to address them in the

Nonconforming Products Register.

3.0 LIST OF APPLICABLE RECORDS
3.1  Nonconforming Products Register.

3.2 Evidence of Communication.
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PROCEDURE NUMBER 5: CORRECTIVE ACTION

1.0 GENERAL
1.1  PURPOSE

The purpose of this procedure is to ensure effective elimination of causes of

nonconformities and prevent recurrence.

1.2  SCOPE

This procedure is applicable to all corrective actions identified within the University.

1.3 TERMS AND DEFINITIONS

1.3.1 MR- Management Representative

1.4  NCPAR- Nonconformity Corrective/Preventive Action Report

141 QMS -Quality Management System

1.4.2 “open nonconformity”- Non conformity that has not been acted upon

1.5 REFERENCES

a) Quality Manual - KIBU/MR/QM/002.
b) ISO 9001:2008 clause 8.5.2.

1.6 RESPONSIBILITY

The MR shall ensure that this procedure is followed within the University.

2.0 METHOD
21 Introduction

2.1.1 Instances where nonconformities may be found are as follows:-

SITUATIONS

DESCRIPTION

As a result of internal
QMS audits

All observed non-conformities and observations shall merit
corrective actions from the process owner.

Process non-conformity

Non-conformities related to process deviations. Examples
would be: non-updating of records, non-implementation of
a procedure. Process non-conformities may be raised
outside the internal audit activities by any member of staff
who has observed the event.

Product non-conformity

A deviation or error on the output of a process thereby
compromising integrity. Examples would be non-
attainment of service level agreements. Product non-
conformities may be raised outside the internal audit
activities by any member of staff who has witnessed the
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non-conformity.

Customer complaints Valid complaints coming from customers.

21.2 This shall start with an internal auditor/any member of staff identifying a
non-conformity and its gravity or extent.

2.1.3 Upon identifying the non-conformity, the member of staff/auditor shall issue
a Nonconformance Corrective Action/Preventive Action Report (NCPAR) to
the process owner.

2.2 Correction to arrest the Non-conformity

Upon receipt of a non-conformity report, the process owner shall apply an

immediate or containment action to arrest the non-conformity.

2.3  Implementing action needed

241 The process owner within one day shall determine the corrective action to
deal with the root causes, fill the NCPAR and forward it to the MR/an
internal auditor as appropriate for verification. For corrective action to be
valid, it shall ensure “non-recurrence” of the non-conformity.

2.4.2 If the corrective action is valid, the MR/ Internal auditor shall enter the details
in the NCPAR log.

2.4.3 After the corrective action is endorsed, the process owner shall implement the
agreed corrective action and maintain records.

244 The MR/Internal auditor shall monitor NCPAR log on monthly basis to
verify “open” non-conformities and ensure timeliness of follow-up audits.

24  Follow up on implementation of corrective actions

2.6.1 An auditor shall follow-up to check the implementation of corrective actions
as stated in the NCPAR.

2.6.2 In the event that corrective action has not been implemented, the auditor shall
remark in the NCPAR and report to the MR for further action.

2.5  Reviewing the effectiveness of the corrective action taken

2.7.1 An internal auditor shall review effectiveness of the corrective action taken

during subsequent internal audits.
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2.7.2 In the event that the actions taken are not effective, the auditor shall issue a
new NCPAR to the process owner.
2.7.3 If the action taken is effective, the auditor shall close out the non-conformity

and forward the completed NCPAR to the MR for filing.

3.0 LIST OF APPLICABLE RECORDS
3.1  Nonconformance Corrective Action/Preventive Action report.

3.2 Nonconformance Corrective Action/Preventive Action log.
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PROCEDURE NUMBER 6: PREVENTIVE ACTION

1.0 GENERAL
1.1  PURPOSE

The purpose of this procedure is to ensure effective elimination of potential causes of

nonconformities.

1.2  SCOPE

This procedure is applicable to all preventive actions identified within the

University.

1.3 TERMS AND DEFINITIONS

a) MR - Management Representative.

b) NCPAR- Nonconformance Corrective Action/Preventive Action Report

14  REFERENCES

a) Quality Manual - KIBU/MR/QM/002.
b) ISO 9001:2008 (Clause 8.5.3).
1.5 PRINCIPAL RESPONSIBILITY
The MR shall ensure that this procedure is adhered to.

2.0 METHOD
21 Introduction

21.1 Instances where potential non-conformities may be identified are as follows:-

SITUATIONS

DESCRIPTION

As a result of internal
audits

Observed areas of improvement are possible sources of
preventive actions.

Identification of QMS
weaknesses

Weaknesses shall be issued appropriate preventive actions
lest they become full blown nonconformities.

Near-misses

Environmental and health and safety near-misses shall be
issue corresponding preventive actions before they become
accidents.
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21.2 This shall start with an internal auditor/any member of staff identifying a
potential nonconformity and its gravity or extent.

21.3 Upon identifying the potential nonconformity, the member of staff/auditor
shall issue a Nonconformance Corrective Action/Preventive Action Report
(NCPAR) to the process owner.

2.2 Action to arrest the potential non-conformity

221 Upon receipt of the NCPAR, the process owner shall apply a containment
action to arrest the nonconformity.

2.2 Determining root cause and preventive action to ensure that
nonconformities do not occur

2.3.1 The process owner shall within two weeks of receipt of the NCPAR determine
potential root cause of the non-conformity, establish preventive action based
on root cause analysis, fill the NCPAR and forward it to the MR/an internal
auditor for endorsement. For preventive action to be valid, it shall ensure
“non-occurrence” of the non-conformity.

23.2 If the preventive action is valid, the MR/Internal auditor shall enter the
details in the NCPAR log.

233 The MR/Internal auditor shall monitor NCPAR log on monthly basis to
verify “open” potential non-conformities and ensure timeliness of follow-up
audits.

2.3  Implementing action needed

Once the MR/ internal auditor endorse the preventive action, the process owner

shall implement the action and maintain appropriate records.

24  Follow up on implementation of corrective actions

2.5.1 After the agreed upon time of implementing the preventive action, an internal
auditor shall follow-up to ensure implementation of preventive action.

2.5.2 In the event that corrective action has not been implemented, the auditor shall
remark in the NCPAR and report to the MR for further action.

2.2 Reviewing the effectiveness of the preventive action taken
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25.1 An internal auditor shall review effectiveness of the preventive action taken
during subsequent internal audits.

2.6.1 In the event that the actions taken are not effective, the internal auditor shall
issue a new NCPAR to the process owner.

2.6.2 If the action taken is effective, the internal auditor shall close out the non-

conformity and forward the completed NCPAR to the MR for filing.
3.0 LIST OF APPLICABLE RECORDS

31  Non-conformance Corrective Action/Preventive Action report.

3.2 Non-conformance Corrective Action/Preventive Action log.
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PROCEDURE NUMBER 1: ADMISSION OF STUDENTS
1.0 GENERAL

11  PURPOSE
The purpose of this procedure is to ensure effectiveness, consistency,
accountability, timeliness and transparency in the admission of students to
the University.
1.2  SCOPE
This procedure applies to the admission of applicants to all programmes in
the University.
1.3  REFERENCES
a) Quality Manual - KIBU/MR/QM/002.
b) Current University Statutes.
c) Universities Regulations and Standards, 2014.
d) Current KUCCPS lists.
e) Students” Admission Handbook.
f) Curriculum for each program.
g) Universities Act, 2012
h) Rules and Regulations Governing Academic Programmes and Fees
14  TERMS AND DEFINITIONS
a) KUCCPS - Kenyan Universities and Colleges Central Placement Service.
b) Registrar (AA) - Registrar Academic Affairs.
c) PSSP - Privately Sponsored Students Programme.
d) VC - Vice Chancellor
e) CoD - Chairman of Department
f) DVC(ASA) - Deputy Vice Chancellor Academic and Students Affairs
1.5  PRINCIPAL RESPONSIBILITY
The Registrar (AA) shall ensure this procedure is adhered to.
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20 METHOD

21  Privately Sponsored Students Programme

21.1 This shall start with the Registrar (AA) as per communication procedure
number 1 in the Administration Procedure Manual requesting the Deans to
identify and submit names of programmes to be offered, their minimum entry
requirements, and the dates of reporting at least two months before the start
of the semester.

21.2 Upon receipt of the list of programmes, the Registrar (AA) shall within seven
days, prepare an advertisement as per advertisement procedure number 8 in
the Administration Procedure Manual.

213 Upon advertisement, the Registrar (AA) shall receive applications from
interested applicants.

21.4 Upon verification of requirements as per the advertisement the Registrar (AA)
shall ensure the applications are recorded in the Applicants’ Register and a
summary of the applicants’ details and their respective academic
qualifications prepared.

21.5 The Registrar (AA) shall forward the summaries to the respective CoDs for
verification and consideration.

21.6 The respective CoDs shall forward the summaries to the respective Deans of
Schools/Faculties for verification and consideration.

2.1.7 Upon verification by the Deans of Schools/ Faculties, the Registrar (AA) shall
table the summaries of applicants’ details in the Deans Committee for
approval.

2.1.8 Upon approval, the Registrar (AA) shall within seven days release admission
letters and any other requirement to the applicants.

The Registrar (AA) shall as per communication procedure number 1 in the

Admin .Procedure Manual, communicate to the unsuccessful applicants.
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2.2  Government Sponsored Students

221 This shall start with Vice Chancellor receiving a request from KUCCPS to
submit a list of approved programmes on offer and their capacities.

2.2.2 Upon receipt of the request, the VC shall through the forward the request to
the Registrar (AA) for action.

223 Upon receipt, the Registrar (AA) shall communicate to the Dean of
Faculties/Schools to forward the list of programmes and capacities within ten
(10) working days.

224 Upon receipt of the list of programmes and capacities from the Faculties/
Schools, the Registrar (AA) shall through the DVC (ASA) submit them to the
Vice Chancellor for onward transmission to KUCCPS.

2.2.5 Upon receipt of the list of selected students from the VC through DVC (ASA),
the Registrar (AA) shall within seven working days release admission
documents and communicate to the selected students.

2.3  Graduate Students

23.1 This shall start with the Registrar (AA) processing the application as per
clauses 2.1.1 to 2.1.4 above

23.2 The Registrar (AA) shall forward the summaries to the Dean of Graduate
Schools for verification and consideration.

2.3.3 Upon verification, the Dean of Graduate School shall forward the summaries
to the Chairperson of the Departmental Graduate Board for verification,
consideration and onward forwarding to the Chairperson of the
School/Faculty Graduate Board.

2.3.4 Upon verification, the Chairperson of School/ Faculty Graduate Board shall
forward to the Registrar (AA) who shall table the summaries of applicants’
details in the Deans Committee for approval.

23.5 Upon approval, the Registrar (AA) shall within seven working days release

admission letters and any other requirement to the applicants.
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23.6 The Registrar (AA) shall as per communication procedure number 1 in the
Administration Procedure Manual, communicate to the unsuccessful

applicants.

3.0 LISTS OF APPLICABLE RECORDS
31  Departmental Advertisement Form.
3.2  Application for Admission Form.

3.3  Admission Letter.

3.4  List of Applicants.

3.5  Applicants’ Register.

3.6 Copies of Examination Results.

3.7  Evidence of Meeting
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PROCEDURE NUMBER 2: REGISTRATION OF STUDENTS
1.0 GENERAL

11  PURPOSE
The purpose of this procedure is to ensure efficiency, effectiveness,
consistency and timeliness in the registration of students.

1.2  SCOPE
This procedure shall apply to the registration of all students in the University.

1.3  REFERENCES
a) Quality Manual- KIBU/MR/QM/002
b) University Statutes.

c) Course Registration Form.
d) Students” Admissions Handbook.

14  TERMS AND DEFINITION
a) Registrar (AA) - Registrar Academic Affairs.

b) ID - Identification Card.

1.5 PRINCIPAL RESPONSIBILITY
The Registrar (AA) shall ensure this procedure is adhered to.

20 METHOD

21  This procedure shall start with the Registrar (AA) preparing a nominal roll
from the lists of admitted students.

22  The Registrar (AA) shall at least one week before start of the semester
convene a meeting with the concerned departments to plan for the
registration of students.

23  The meeting shall involve:

a) Assigning tasks to the staff,

b) Identifying relevant resources required for registration,

c) Verifying the Registration Checklist to ascertain that no registration stage
is omitted.

d) Identifying the venue for registration.
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24  On the scheduled date(s) for registration, the concerned officers shall
undertake their tasks as per the stages outlined in the checklist and issue the
students with relevant documents where applicable.

25 In the event that the applicant does not have the required documents, the
concerned Officer shall advise the student accordingly.

2.6 The Registrar (AA) shall ensure the nominal roll is signed by the registered
students.

2.7  The Registrar (AA) shall communicate the list of registered students as per the

Nominal Roll to the relevant Officers.

3.0 LISTS OF APPLICABLE RECORDS:
31  Completed Registration Form.

3.2  Course Registration Form

3.3  Nominal Roll.

3.4  Registration Checklist.
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PROCEDURE NUMBER 3: STUDENT ORIENTATION
1.0 GENERAL

11  PURPOSE
The purpose of this procedure is to ensure timeliness, consistency and
effectiveness in student orientation in the University.
1.2  SCOPE
This procedure applies to students’ orientation in the University
1.3  REFERENCES
a) Quality Manual- KIBU/MR/QM/002
b) Relevant University Curriculum.
c) University Statutes.
14  TERMS AND DEFINITIONS
a) OP - Orientation Program.
b) Registrar (AA) - Registrar Academic Affairs.
1.5 PRINCIPAL RESPONSIBILITY
The Registrar (AA) shall ensure that this procedure is adhered to.
20 METHOD
21  This procedure shall start with the Registrar (AA), preparing the orientation
program (OP) at least three weeks before students report to the University.
2.2 Inpreparing OP, the Registrar (AA) shall consider the following:-
a) Number of students,
b) Staff to be involved,
c) Venues for the meetings,
d) Academic calendar.
23  The Registrar (AA) shall table the OP at the Deans Committee for
consideration and this shall be based on the following:-
a) Number of students,
b) Staff to be involved,

c) Venues for the meetings,
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d) Academic calendar.

24 In the event the Deans Committee raises any issue they shall make comments
to the Registrar (AA) for amendment and re-submission.

2.5  Upon positive recommendation by Deans Committee, the Registrar (AA) shall
table it in the Senate for approval.

2.6 In the event the Senate raises any issue they shall make comments to the
Registrar (AA).

2.7  Upon approval, the Registrar (AA) shall as per communication procedure
number 1 in the Administration Procedure Manual circulate it to all the
concerned Officers at least one week before new students report for
registration.

28  During the Orientation, the Registrar (AA) shall ensure that OP is
implemented.

29  The Registrar (AA) shall ensure that the students register in the Orientation

Attendance Lists and the procedure shall be deemed complete.

3.0 LIST OF APPLICABLE RECORDS
3.1  Orientation Programme.

3.2 Orientation Attendance List.

3.3  Evidence of Meeting.

3.4 Evidence of Communication.
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PROCEDURE NUMBER 4: PROCESSING OF EXAMINATIONS
1.0 GENERAL

1.1  PURPOSE
The purpose of this procedure is to ensure efficiency, effectiveness,
consistency and timeliness in management of examination in the University.
1.2 SCOPE
The procedure shall apply to processing of examinations in the University.
1.3  REFERENCES
a) Quality Manual- KIBU/MR/QM/002
b) Post Graduate and Undergraduate Student Admission Requirements
Handbook.
c) Current University Rules and Regulations Governing Examinations.
d) Current University Statutes.
1.4  TERMS AND DEFINITIONS
a) DB - Departmental Boards.
b) DQA- Director Quality Assurance.
c) FB - Faculty Board.
d) SB - School Board.
e) CoD - Chairperson of Department.
f) DVC (ASA) - Deputy Vice Chancellor Academic and Students Affairs
1.5 PRINCIPAL RESPONSIBILITY
The Registrar (AA) shall ensure this procedure is adhered to.
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20 METHOD

21 Handling of Examinations

21.1 This shall start with the Registrar (AA) preparing the examination processing
schedule at least three weeks before commencement of the semester and
tabling it to the Deans Committee for verification.

2.1.2 In verifying, the Deans committee shall consider the following;:

a) Semester dates,
b) University Almanac,

21.3 In the event the Deans Committee raises an issue on the schedule, they shall
make comments to the Registrar (AA).

214 Upon verification, the Registrar (AA) shall table the examination processing
schedule in the Senate meeting for approval.

21.5 Inapproving the schedule, the Senate shall consider criteria in 2.1.2.

21.6 In the event the Senate raises an issue on the schedule, it shall make
comments to the Registrar (AA).

2.1.7 The Registrar (AA) shall forward the examination processing schedule to the
relevant Academic administrative Units and Examinations Officer at most one
week after approval by Senate.

21.8 Upon receipt, the CoDs shall notify the course lecturers to submit main and
supplementary draft examinations, course outlines and marking
schemes/guides within the timeline in the Examinations Processing Schedule
and record in the Departmental Examinations Register.

219 The CoDs shall forward internally moderated examination question papers to
External Examiners for further moderation within the timeline in the
Examinations Processing Schedule.

2.1.10 The CoDs shall convene a second Departmental Board of Examiners meeting
to consider the comments from the External Examiners and submit the

externally moderated examination question papers to the Registrar (AA)
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within the timeline in the examinations processing schedule and update the
Examinations Receipt Register.

2.1.11 Upon receipt of the examination papers, the Registrar (AA) shall ensure the
Examinations are processed procedurally.

2.1.12 Upon procedural processing, the Registrar (AA) shall inform the CoD to
invite the lecturers from various departments for proof reading which shall be
recorded in the Proof Reading Register one month to start of examinations.

2.1.13 Upon proof reading of examinations, the Registrar (AA) shall ensure that the
examinations are edited, printed, photocopied, packed and stored in secured
safes in readiness for administration one weeks to start of examinations.

21.14 The Registrar (AA) shall provide a report to the relevant Academic
Administrative Units and DPCQA on the status of proof reading of the

examinations one week to start of examination.

3.0 LIST OF APPLICABLE RECORDS
3.1  Examinations Submission Register.
3.2  Departmental Examinations Register.
3.3  Examinations Submission Form.

3.4  Examinations Proof Reading Register.
3.5  Examinations Processing Schedule.
3.6 Evidence of communication.

3.7  Typing Allocation Register.

3.8 Examinations Receipt Register.

3.9  External Examiners Report.
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PROCEDURE NUMBER 5: ADMINISTRATION OF EXAMINATIONS
1.0 GENERAL

11  PURPOSE
This procedure is to ensure efficiency and effectiveness in administering of
examinations in the University.
1.2  SCOPE
The procedure shall apply to the administration of examinations in the
University.
1.3  REFERENCES
a) Quality Manual- KIBU/MR/QM/002
b) Student Handbook (post graduate and undergraduate).
c) Current University Schedules and Statutes.
d) Current University Rules and Regulations Governing Examinations.
14  TERMS AND DEFINITIONS
a) DB - Departmental Boards.
b) SB - School Boards.
c) UCEB - University Examination Board.
d) CoD - Chairperson of Department.
e) Registrar (AA) - Registrar Academic Affairs.
f) DVC (ASA) - Deputy Vice Chancellor Academic and Students Affairs.
g) UT Coordinator - University Timetable Coordinator.
h) CI - Chief Invigilator.
1.5 PRINCIPAL RESPONSIBILITY
The Registrar (AA) shall ensure that this procedure is adhered to.
20 METHOD
21  This procedure shall start with the CoD ensuring that induction of invigilators
is done at least one week before the start of examinations.
2.2 The Registrar (AA) shall ensure that the examination venues are adequately

prepared and logistics for transporting the examination materials organized.

Version A Page 54 of 319 Revision 1




KIBABII UNIVERSITY- ISO 9001:2008 BASED QUALITY MANAGEMENT SYSTEM

23

24

25

2.6

2.7

2.8

3.0

3.1
3.2
3.3
3.4
3.5
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On the scheduled dates of examinations, the Course Lecturer shall collect the
Examinations Papers, Answer Booklets, the Examination Attendance Forms,
and Invigilation Forms from Examinations Office at least thirty minutes
before the start of the examination and sign on the Examinations Collection
Register.

In event that the examination is not collected on time, the Registrar (AA) shall
report the matter to the CoD for action.

The Invigilator shall ensure the candidates undertake the examinations within
the stipulated time.

The Invigilator shall ensure that the Examination Attendance Form is signed
during the examination and when the Candidates are submitting the answer
script.

In the event an incident is noted during the examination administration, the
incident is recorded in the Examination Incident Form and reported to the
COD and the Registrar (AA) and the Examinations Rules and Regulations
shall apply.

Upon completion of a respective examination, the Invigilator shall submit the
used and unused Answer Booklets, Examination Incident Form/Record, and
Examinations Attendance Forms/Record to the Registrar (AA) and update

the Examination Script Register.

LIST OF APPLICABLE RECORDS

Examinations Incident Record.
Examinations Attendance Record.
Examinations Collection Register.
Evidence of Communication.
Evidence of Meeting.
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PROCEDURE NUMBER 6: MARKING AND PROCESSING OF EXAMINATION
RESULTS

1.0 GENERAL

11  PURPOSE
The purpose of this procedure is to ensure consistency, effectiveness,
efficiency and timelines in processing of examination results in the University.

1.2  SCOPE
This procedure shall apply to marking and processing of examination results
in the University.

1.3  REFERENCES
a) Quality Manual - KIBU/MR/QM/002.

b) University Statutes.
c) University Rules and Regulations Governing Examinations.

14  TERMS AND DEFINITIONS
a) COD - Chair of Department.

b) CAT - Continuous Assessment Test.
c) Registrar AA - Registrar Academic Affairs.

1.5 PRINCIPAL RESPONSIBILTY
The Registrar (AA) shall ensure that this procedure is adhered to.

20 METHOD

21  This procedure shall start with the Course Lecturer collecting the following
documents from the CoD after the examinations have been administered:

a) Marking Schemes/guides,
b) Blank Mark Sheets.

2.2 Upon receipt, the course lecturer shall collect the scripts for marking from the
examination office and the Examinations Officer shall record in the
Examination Scripts Collection and Return Register.

2.3  The Lecturers shall mark the examinations as per the examination schedule
and submit the Mark sheet showing CAT and final Examinations marks to

CoD and the following documents to the Examinations Office:
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a) Question Paper,

b) Marking Schemes/ guides,
c) Answer Booklets

d) Course Outline

e) Clearance from the CoD

24  Upon receipt of the documents indicated in 2.3, the CoD shall validate the
documents and update the departmental Examinations Results Submission
Register.

25 In the event that there are missing documents, the CoD shall advise the
Lecturer accordingly.

2.6 Upon receipt of all the examinations results from the Lecturers, the CoD shall
submit the items in 2.3 to the External Examiner for moderation and update
the External Examiner Register.

2.7  Once the examinations scripts have been received from the External
Examiner, the CoD shall convene a Departmental Board of Examiners
meeting as per meetings procedure number 2 in the Administration
Procedure Manual to discuss and moderate the examinations results.

2.8  In the event that the Departmental Examinations Board raises issues with the
examination results they shall make comments to the Course Lecturer.

29  Upon approval by the Departmental Board of Examiners, the results together
with the Departmental board minutes shall be presented by the CoD for
onward transmission to the Dean who shall convene a School/ Faculty Board
of Examiners meeting within one week to discuss and approve the results
guided by:-

a) Consolidated Mark Sheet,
b) External Examiners Reports,

c) Examination Regulations and Rules.
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210 In the event that the School/ Faculty Board of Examiners raises issues on the
examinations results, they make comments to the CoD for amendments and
re-submission.

211 Upon approval by the School / Faculty Board of Examiners, the results
together with the School/ Faculty Board minutes shall be presented by the
Dean to the Chairperson of the Senate, who shall convene Senate Board of
Examiners meeting as per the meeting procedure number 2 in the
Administration Procedure Manual to discuss and approve the results guided
by:

a) Consolidated mark sheets,

b) Rubric,

c) School/ Faculty board meeting minutes,
d) Examination rules and regulations.

212 In the event that the Senate Board of Examiners raises issues with the
examination results they shall make comments to the relevant Dean of
Faculty /School for their action.

213 Upon approval by Senate Board of Examiners, the Registrar (AA) shall
prepare and issue the transcripts as per procedure number 7 on Issuance of
Certificates and Transcripts in this manual.
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3.0
3.1

3.2
3.3
3.4
3.5
3.6
3.7
3.8
3.9
3.10
3.11
3.12
3.13

LIST OF APPLICABLE RECORDS
Marked Examinations Scripts.

Question papers.

Marking schemes/Guides.

Mark sheet showing CAT and Final Examination Marks.
Examinations Attendance Sheet.

Course Outline.

Evidence of Communication.

External Examiners Report.

Evidence of Meeting.

Consolidated Mark Sheet.

Rubrics.

Incident Record.

Examination Scripts Collection and Return Register.
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PROCEDURE NUMBER 7: PREPARATION AND ISSUANCE OF TRANSCRIPTS
AND CERTIFICATES

1.0 GENERAL

11  PURPOSE
The purpose of this procedure is to ensure that there is consistency,
effectiveness, efficiency and timeliness in the preparation and issuance of
transcripts and certificates in the University.

1.2  SCOPE
This procedure shall apply to the preparation and issuance of transcripts and
certificates in the University.

1.3  REFERENCES
a) Quality Manual - KIBU/MR/QM/ 002
b) University Service Charter.
c) University Statutes.

14  TERMS AND DEFINITIONS
a) Transcript - A statement that shows the cumulative examination results as

per given period.

b) Registrar AA - Registrar Academic Affairs.
c) DVC (ASA) - Deputy Vice Chancellor Academic and Students Affairs.

1.5 PRINCIPAL RESPONSIBILITY
The Registrar (AA) shall ensure that this procedure is adhered to.

20 METHOD

21  Issuance of Academic Transcripts

21.1 This procedure shall start with the Registrar (AA) communicating a schedule
for collecting transcripts two weeks after release of examination results.

212 Upon collection of the transcript, the student shall sign the Transcript
Issuance Register

21.3 In the event that the students loses their transcript, they shall fill a Transcript

Application Form to obtain another one..
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22 Certificates

221 Upon approval of the list of qualified candidates by the Senate for award of
certificates, the Registrar (AA) shall, in consultation with the DVC (ASA) send
the list to the University tendered printing Company for printing of
certificates.

222 Upon receipt of the certificates, the Registrar (AA) shall verify them to
confirm they have no errors and update the certificate printing register.

2.2.3 Inevent that the certificates were printed with errors, the Registrar (AA) shall
as per the communication procedure number 1 in the Administration
Procedure Manual communicate to the Printing Company.

224 Upon verification of the certificates, the Registrar (AA) shall ensure that they
are signed by relevant signatories and forwarded to the Chairperson Sealing
Committee.

225 Upon receipt from the Chairperson Sealing Committee, the Registrar (AA)
shall ensure the safe custody and issuance of the certificates.

2.2.6 Upon receipt of the sealed certificates the Registrar(AA) shall communicate
the readiness to collect certificates to students as per communication
procedure no.1 in the Administration Procedure Manual

2.2.7 The Registrar (AA) shall issue certificate to the applicant upon submission of
duly filled and approved Certificate Clearance Form in person/ duly
authorized person with correct identification documents (National

Identification Card or Passport, Introductory letter).

3.0 LIST OF APPLICABLE RECORDS

3.1  Transcripts Issuance Register.

3.2  Academic Transcript Application Record.
3.3  Certificate Clearance Record.

3.4  Certificate Release Register.

3.5  Evidence of Communication.

3.6 Certificate printing register.

3.7  Introductory letter.
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PROCEDURE NUMBER 8: MANAGEMENT OF STUDENTS ACADEMIC
ADVISORY SERVICES

1.0 GENERAL
11  PURPOSE
The purpose of this procedure is to ensure consistency, effectiveness and
efficiency in advising students on academic matters
1.2  SCOPE
This procedure shall apply to academic advisory services in the University.
1.3  REFERENCES
a) Quality Manual - KIBU/MR/QM/002.
b) University Statutes.
c) University Curricula.
d) Service Charter.
14  TERMS AND DEFINITIONS
a) CoD - Chair of Department.
b) DVC (ASA) - Deputy Vice Chancellor Academic and Students Affairs.
c) DVC(AFD) - Deputy Vice Chancellor Administration Finance and
Development
d) Registrar (AA) - Registrar Academic Affairs
e) TOR - Terms of Reference.
f) Advisee - the students receiving the advice.
g) Advisor - the staff providing the advice.
h) CSAAS - Coordinator Students Academic Advisory Services
1.5 PRINCIPAL RESPONSIBILTY
The Registrar (AA) shall ensure that this procedure is adhered to.
20 METHOD
21  This procedure shall start with the Coordinator Student Academic Advisory
Services requesting the lists of Academic Advisors and Departmental
Academic Advisory Coordinators from the CoDs three weeks before the start

of the first semester each academic year.
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2.2 Upon receipt of the lists, the (CSAAS) with Departmental Academic Advisory
Coordinators shall prepare the semester’s academic advisory plan and budget
by considering the following:

a) Identified competency gaps.

b) A need to provide mentorship in career and job placements.

c) A need to promote highly interactive and personalized learning
environment

2.3  The CSAAS shall forward the advisory plan and budget to the DVC (ASA) for
consideration and onward approval by DVC (AFD).

24  Upon approval by the DVC (AFD), it shall be communicated to the
Coordinator, Student Academic Advisory Services.

2.5  The CSAAS shall execute their duties as per their terms of reference.

2.6 The advisor shall be required to forward to the CSAAS reports on the
academic advisory services undertaken on a monthly basis through the
Departmental Academic Advisory Co-coordinators.

2.7 Inthe event that the advisee is not fully assisted, the advisor shall recommend
referral to other professionals to the CSAAS.

2.8  The CSAAS shall within one month after the end of the semester submit a
report to the DVC (ASA).

3.0 LIST OF APPLICABLE RECORDS
31  Academic Advisory Work Plan.

3.2  Evidence of referral.

3.3  Report.

34  Evidence of communication.

3.5  Evidence of meeting.
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PROCEDURE NUMBER 9 : HANDLING STUDENTS’ EXAMINATION
IRREGULARITIES

1.0 GENERAL
1.1 PURPOSE
The purpose of this procedure is to ensure consistency, timeliness, efficiency
in handling students” examination irregularities.
1.2  SCOPE
This procedure shall apply to handling of students” examination irregularities.
1.3  REFERENCES
a) Quality Manual- KIBU/MR/QM/002
b) University Rules and Regulations Governing Examinations.
c) University Statutes.
14  TERMS AND DEFINITIONS
a) DVC (ASA) - Deputy Vice Chancellor Academics and Students Affairs.
b) Registrar (AA) - Registrar, Academic Affairs.
c) COD- Chairperson of Department.
d) DOS - Dean of Students.
1.5 PRINCIPAL RESPONSIBILITY
The DVC (ASA) shall ensure that this procedure is adhered to.
20 METHOD
21  This shall start with the Chief Internal Examiner receiving the examinations
irregularities report and Invigilation Incidence Record from the invigilator
who after consideration forwards it to the Registrar (AA) through the Dean of
the respective School/Faculty.
2.2 The Registrar (AA) shall consolidate and forward the report to the Senate for
an Adhoc Committee to be formed whose membership shall constitute:
a) Dean of School/ Faculty concerned.
b) Dean of Students.
c) Chief Internal Examiner of concerned departments.

d) Two representatives of the Senate.
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e) Registrar (AA).

2.3 The Chair of the Adhoc committee shall as per the communication procedure
number 1 in the Administration Procedure Manual summon the candidate for
the disciplinary committee meeting.

24  Upon the deliberation by the Adhoc committee, the Chairperson shall
forward the decision to the Senate for consideration.

2.5  Upon consideration by Senate the DVC (ASA) shall communicate the verdict
to the candidate in writing within a week.

2.6 In the event a candidate is dissatisfied with the Senate verdict he/she can
appeal to the Vice Chancellor within 14 days after official communication
from DVC (ASA).

2.7 The Vice Chancellor shall as per communication procedure 1 in the
Administration Procedure Manual communicate his/her decision to the

respective student upon reviewing the proceedings of the case.

3.0 LIST OF APPLICABLE RECORDS
3.1  Examination Invigilation Record.
3.2 Incidents Record.

3.3  Evidence of communication.

3.4  Evidence of meetings.

3.5 Report
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PROCEDURE NUMBER 10: SHOWS AND EXHIBITIONS
1.0 GENERAL

11  PURPOSE
The purpose of this procedure is to ensure consistency, effectiveness and
efficiency in the management of all shows and exhibition activities.

1.2  SCOPE
This procedure applies to all shows and exhibitions conducted and attended
by the University

1.3  REFERENCES
a) Quality Manual- KIBU/MR/QM/002
b) University Statutes.

14  TERMS AND DEFINITIONS
a) DVC (AFD)- Deputy Vice Chancellor Administration Finance and

Development.

1.5 PRINCIPAL RESPONSIBILITY
The DVC (AFD) shall ensure that this procedure is adhered to.

20 METHOD

21  This procedure shall start with the DVC (AFD) identifying a need to
participate in or conduct exhibitions based on :-

a) Invitation by various institutions and companies,
b) Request to visit and exhibit in various institutions,
c) Need to host exhibition by a section in the University.

2.2 Upon the need identification, the DVC (AFD) in consultation with the Vice
Chancellor shall make a consideration for the University to participate in
activities in 2.1.

23  Upon consideration, the DVC (AFD) shall as per the communication
procedure number 1 in the Administration Procedure Manual, inform the
relevant departments to prepare an action plan , programme and the budget

for the respective activity.
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24  Upon receipt of the above documents in 2.3, the DVC (AFD) shall convene a
Shows and Exhibitions Committee to consolidate them.

2.5  Upon preparation of documents in 2.4, the DVC (AFD) shall table them in the
University Management Board for consideration and approval.

2.6 Upon receipt, the University Management Board shall consider the following
in approving:

a) Vote for shows and exhibitions.
b) Relevance of the shows and exhibitions to the University.

2.7  In the event that the University Management Board raises an issue with the
action plan, programme or budget, it shall make comments to the DVC (AFD)
for amendment and re-submission.

2.8  On approval, the DVC (AFD) shall implement the approved action plan and
programme as per the approved budget.

29  Upon successful participation in the respective activities, the DVC (AFD) shall
ensure a report is written and copy forwarded to the Vice Chancellor for

information.

3.0 LIST OF APPLICABLE RECORDS

3.1 Invitation and sent letters from and to various institutions and companies.
3.2  Reports.

3.3  Action plan.

3.4  Budget.

3.5  Evidence of meeting.

3.6 Evidence of communication.

3.7  Programme
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PROCEDURE NUMBER 11 : CAREER FAIRS
1.0 GENERAL

11  PURPOSE
The purpose of this procedure is to ensure effectiveness, timeliness and
efficiency in the management of all career fairs.

1.2  SCOPE
This procedure applies to the management of career fairs by the University.

1.3  REFERENCES
a) Quality Manual- KIBU/MR/QM/002
b) University’s Statutes.

1.4  TERMS AND DEFINITIONS
a) Registrar (AA) - Registrar Academic Affairs.

b) DVC (ASA) - Deputy Vice Chancellor- Academic and Students Affairs.
c) DVC (AFD)-Deputy Vice Chancellor Administration Finance &
Development.

1.5 PRINCIPAL RESPONSIBILITY
The DVC (ASA) shall ensure that this procedure is adhered to.

20 METHOD

21  This procedure shall start with the Registrar (AA)identifying need to
participate in a career fair based on:-

a) Invitation from various institutions.
b) Request to visit various institutions
c) University initiated career fair.

22 Upon the need identification, the Registrar (AA) in liaison with the Dean of
Students shall advise the DVC (ASA) on the career familiarization need in the
University programs.

2.3  Upon consideration by the DVC(ASA), the Registrar (AA) in liaison with the

relevant Academic administrative Units and Dean of Students shall prepare
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24

25

2.6

2.7

3.0
3.1
3.2
3.3
34
3.5
3.6
3.7
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the programme and budget and forward to the DVC(AFD) for consideration
and approval

In the event that it is not approved, DVC (AFD) shall return the programme
and budget to the DVC (ASA) who shall then forward the same to the
Registrar (AA) with recommendations.

Upon approval of the above documents in 2.4 the DVC (AFD) shall
communicate the same to the Registrar (AA) through the DVC (ASA).

The Registrar (AA) in liaison with the relevant Academic administrative Units
and Dean of Students shall implement the approved programme and budget.
Upon successful participation in Career Fair, the Registrar (AA) shall write a
report to the DVC (ASA) and Vice Chancellor for information and shall

maintain a copy in the Career Fair File.

LIST OF APPLICABLE RECORDS

Invitation and sent letters from and to various Institutions.
Career fairs reports.

Budget.

Work plan.

Event programme.

File register.

Career Fair File.
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PROCEDURE NUMBER 12: DEFERMENT OF STUDIES AND RE-ADMISSION OF
STUDENTS

1.0 GENERAL

11  PURPOSE
This procedure shall ensure timeliness, consistency, efficiency and
effectiveness in the deferment of studies and re-admission of students in the
University.

1.2  SCOPE
The procedure applies to deferment of students and re-admission of students
in the University.

1.3  REFERENCES
a) Quality Manual- KIBU/MR/QM/002
b) Rules and Regulations Governing academic programmes.

14  TERMS AND DEFINITIONS
The Registrar (AA) - Registrar Academic Affairs

1.5 PRINCIPAL RESPONSIBILTY
The Registrar (AA) shall ensure the procedure is adhered to

20 METHOD

21  Deferment of studies

21.1 This shall start with the Registrar (AA) issuing a student with a deferment
form upon request.

2.1.2 The Registrar (AA) shall receive a duly filled Deferment Form/Re-admission
Form from the student.

21.3 Upon receiving the Deferment Form/Re-admission Form, the Registrar (AA)
shall record the deferment request in the Deferment Register and summarize
the request(s).

214 The Registrar (AA) shall table the summarized request(s) in the Deans’
Committee for consideration and approval based on the provisions of the

Regulations Governing Academic Programmes.
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21.5 The Registrar (AA) shall as per communication procedure number 1 in the
Administration Procedure Manual, communicate the decision of the Deans’
Committee to the student, the respective CoD, Dean of Faculty/School,
Finance, Dean of Students and the University Librarian.

2.2 Re- Admission

2.2.1 This shall start with the student presenting the Deferment Form/Registration
letter in clause 2.1.5 to the relevant Academic Administrative Units and

register as per Procedure no.2 in the Academic Affairs Procedure Manual

3.0 LIST OF APPLICABLE RECORDS
31  Deferment Records.

3.2 Deferment Register.

3.3  Re-admission form.

3.4  Re-admission register.

3.5  Evidence of meetings.

3.6 Evidence of communication.
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PROCEDURE NUMBER 1: COURSE ALLOCATION
1.0 GENERAL

1.1  PURPOSE
The purpose of this procedure is to ensure consistency, transparency, effectiveness,
timeliness and efficiency in course allocation in the University
1.2  SCOPE
This procedure shall apply to the allocation of courses to lecturers in Academic
Departments in the University.
1.3  REFERENCES
a) Quality Manual - KIBU/MR/QM/002
b) Relevant Curricula.
c) University Statutes.
d) Universities Standards and Guidelines, 2014.
e) Full Time Staff Equivalent regulations.
14  TERMS AND DEFINITIONS
a) DVC (ASA) - Deputy Vice Chancellor Academic and Students Affairs.
b) COD - Chairman of Department.
c) Course on offer - Course to be taught in a specific semester.
d) CUE - Commission for University Education.
e) FTSE - Full Time Staff Equivalent.
1.5 PRINCIPAL RESPONSIBILITY
The COD shall ensure that this procedure is adhered to.
20 METHOD
21  This procedure shall start at least one month to the start of a semester with the
COD convening a departmental meeting in liaison with the DVC (ASA) and
the Dean of the Faculty/School to distribute the teaching workload.
2.2 Inallocating the teaching workload, the meeting shall consider the following:-
a) Lecturer’s area of specialization and qualification.

b) Courses on offer.
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c) Expected class sizes.
d) Approved curricula.

23  In the event that the department lacks capacity to handle the departmental
workload, the meeting shall identify part-time lecturers to handle the
remaining workload from the list of part-time lecturers in the database
together with newly qualified applicants sourced as per procedure number 8
in the Administration Procedure Manual.

24 After the meeting, the CoD shall fill and forward:

a) The Course Allocation Form to the Dean of the school / faculty for
approval

b) The Part-Time Requisition Form to the Dean of the relevant school /
faculty for approval and onward forwarding to the Deans Committee.

2.5  Upon receipt of the duly filled forms from the various departments, the Dean
of the relevant faculty/school shall within a week forward to the Registrar
(AA) for tabling at the Deans” Committee.

2.6 In approving the list of part -time lecturers, the Deans” Committee shall be
guided by the following:-

a) Guidelines on maximum workload

b) CUE Regulations and Standards, 2014.

c) Lecturer’s area of specialization and qualification,
d) Courses on offer,

e) Expected class sizes

f) Approved curricula

g) Other relevant requirements

27 In the event of disapproval, the Deans” Committee shall make
recommendations and the Registrar (AA) shall communicate the decision to
the respective Deans for amendment and re-submission.

2.8  The Deputy Vice Chancellor (ASA) shall submit the list of part time Lecturers

to the Senate for approval.
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29  Upon approval by Senate, the Deputy Vice Chancellor (ASA) shall within one
week forward a duly signed course allocation form to the respective CODs,
the Deans, the Head of Finance and the Deputy Vice Chancellor (AFD) for
action as applicable.

210 Upon receipt of the lists of part -time lecturers, the DVC (AFD) shall prepare
appointment letters for part-time lecturers and communicate as per
Communication Procedure number 1 in the Administration Procedure
Manual.

211 In case of any changes in staff in post within a semester, the respective CoD
in liaison with the Dean of the relevant Faculty / School shall ensure that the
workload is re-allocated as per the clause 2.2 and communication made as per
the communication procedure number 1 in the Administration Procedure

Manual.

3.0 LIST OF APPLICABLE RECORDS
3.1  Evidence of meeting.

3.2 Evidence of communication.

3.3  List of courses on offer.

3.4  Part-time lecturers requisition record.

3.5 Course allocation record.
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PROCEDURE NUMBER 2: TIMETABLING
1.0 GENERAL

1.1  PURPOSE
The purpose of this procedure is to ensure consistency, transparency, effectiveness,
efficiency and timeliness in the preparation of teaching and examinations timetables
in the University.
1.2  SCOPE
This procedure shall apply to the scheduling of lectures and examinations in the
University.
1.3  REFERENCES
a) Quality Manual - KIBU/MR/QM/002.
b) Current University Almanac
c) Approved Course Allocation Record
1.4  TERMS AND DEFINITIONS
a) COD - Chairperson of Department.
b) DVC (ASA) - Deputy Vice Chancellor- Academic, Research and Extension
¢) UCT Coordinator - University Timetable Coordinator
d) University Almanac - A schedule of key University Activities.
1.5 PRINCIPAL RESPONSIBILITY
The University Timetable Coordinator shall ensure that this procedure is adhered to.
3.0 METHOD
21  Preparation of the Teaching Timetable
2.1.1 This procedure shall start at least six weeks to the start of the semester with
the UT Coordinator requesting all CoDs to submit their course allocations
within a week.
2.1.2 Upon receipt of the communication, the respective CoDs shall forward their
course allocations to the UT Coordinator through their respective Deans

within one week.
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2.1.3 Upon receipt, the UT Coordinator and the University Timetabling Committee
shall develop a draft timetable not more than two weeks after receiving and
they will consider the following:-

a) Number of students taking each course,
b) University common courses

c) School /Faculty common Courses

d) Nature of courses

e) Available venues.

2.1.4 Upon preparation of the draft teaching timetable, the UT Coordinator shall as
per the Communications Procedure Number 1 in the Administration
Procedure Manual circulate the draft timetable to the CODs for noting and
contribution.

2.1.5 In the event that the CoDs raise any issues with the Draft Teaching Timetable,
they shall make comments to the Departmental Timetable Coordinator.

2.1.6 Upon inclusion of the CoDs comments, the UT Coordinator shall convene the
timetabling committee meeting at least two weeks before the commencement
of the semester for adoption and subsequent approval of the final timetable.

21.7 The UT Coordinator shall submit a copy of the approved timetable to the
Deans of Schools/Faculties and CoDs and communicate to the students not
later than two weeks before commencement of the semester.

2.2 Preparation of the Examination Timetable

221 This procedure shall start at least five weeks after the start of the semester
with the UT Coordinator preparing the draft examination time table for all the
allocated and timetabled courses.

222 In preparing the Draft Examination Timetable, the University Timetabling
Committee shall consider the following:-

a) Number of students taking each course,
b) University common courses

c) School/Faculty common Courses
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d) Nature of courses
e) Available venues
f) Students with special needs

223 Upon preparation, the UT Coordinator shall communicate the Draft
Examination Timetable to the CoDs and students for verification and
contribution within one week.

224 In the event that the CoDs/Students raise any issues with the draft
Examinations Timetable , the same shall be addressed in liaison with the
Departmental Timetable Coordinator.

225 Upon inclusion of the CODs/Students contributions, the UT Coordinator
shall develop the Master Examinations Timetable not later than six weeks
before the commencement of the examinations.

22.6 The UT Coordinator shall convene a timetabling committee meeting for
approval of the final examinations timetable.

227 Upon approval, the UT Coordinator shall as per the communication
procedures number 1 of Administration Procedure Manual communicate to
relevant offices and students not later than one month before the
commencement of the examinations.

3.0 LIST OF APPLICABLE RECORDS
3.1  List of courses offered

3.2 University master teaching timetable.
3.3  University Examination timetable

3.4  Evidence of meeting.

3.5  Evidence of communication.
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PROCEDURE NUMBER 3: CREDIT TRANSFERS
1.0 GENERAL

11  PURPOSE

The purpose of this procedure is to ensure transparency, consistency, accountability

and timeliness in credit transfers.

1.2  SCOPE

This procedure shall apply to the credit transfers in the University.

1.3  REFERENCES
a) Quality Manual - KIBU/MR/QM/002
b) University Statutes.

c) Universities Standards and Guidelines, 2014.

14  TERMS AND DEFINITIONS

a) CoD - Chair of Department.

b) CTR - Credit Transfer Request Form.

c) IUCEA - Inter-University Council for East Africa.
d) Registrar AA - Registrar Academic Affairs.

1.5 PRINCIPAL RESPONSIBILITY

The Registrar (AA) shall ensure this procedure is adhered to.

20 METHOD

21  This procedure shall start with the Registrar (AA) receiving a request from a
student for credits transfer in specific courses.

22 Upon receipt of the request, the Registrar (AA) shall issue the student with a
Credit Transfer Request (CTR) Form to fill and together with the required
attachments submit to the respective CoD.

23  On receiving the CTR Form(s), the CoD shall consider credit transfer request
based on the following: -

a) Programme
b) Courses for exemption

24 Upon consideration of credits transfer request, the CoD shall present the duly

filled CTR Form to the Dean of School/Faculty for verification.
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2.5  In the event the Dean of School/Faculty raises any issue on the credit transfer
request awards, he/she shall make comments to the CoD.

2.6 Upon verification, the Dean of School/Faculty shall prepare a list of all
applicants” processed credit transfers showing the approved credits which
shall be presented to the Registrar (AA).

2.7  Upon receipt of the list, the Registrar (AA) shall organize to table it in the
Deans committee for authorization.

2.8  The Deans Committee shall consider recommendations from the Dean of the
respective Faculty/School.

29 In the event the Deans Committee raises an issue, it shall make comments to
the Dean of the respective Faculty/School.

210 Upon authorization, the Registrar (AA) shall as per communication procedure
number 1 in the Administration Procedure Manual communicate the credits
transferred to the student, the Dean of School/Faculty and the CoD and the

procedure shall be deemed complete.

3.0 LIST OF APPLICABLE RECORDS
31  Credit Transfer Request Record

3.2 Letter of Approval to the student
3.3  Evidence of communication

3.4  Evidence of meeting

3.5 Clearance Form
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PROCEDURE NUMBER 4: LECTURING
1.0 GENERAL

1.1  PURPOSE
The purpose of this procedure is to ensure timeliness, consistency, efficiency and
effectiveness in lecturing.
1.2  SCOPE
This procedure shall apply to delivery of lectures to students in the University.
1.3  REFERENCES
a) Quality Manual - KIBU/MR/QM/ 002
b) Current approved Curriculum.
c) Universities Standards and Regulations, 2014.
14  TERMS AND DEFINITIONS
a) COD - Chairperson of Department.
b) Lecturer - This refers to a person assigned a teaching course and includes
a Professor, Associate Professor, Senior Lecturer, Lecturer, Assistant
Lecturer/Tutorial Fellow.
c) CAT - Continuous Assessment Test.
1.5 PRINCIPAL RESPONSIBILITY
The COD shall ensure that this procedure is adhered to.
20 METHOD
21  This procedure shall start with the CoD communicating the course allocation
to all Lecturers.
2.2 Upon receipt of the communication, the Lecturers shall prepare:
a) The course outline,
b) Lecture notes based on Course Curriculum,
c) Laboratory manuals.
23  The Course outline shall detail the following:
a) Course Code and Course Title.

b) Purpose.

Version A Page 81 of 319 Revision 1




KIBABII UNIVERSITY- ISO 9001:2008 BASED QUALITY MANAGEMENT SYSTEM

c) Course content.

d) Course objectives.

e) Core reference materials.

f) Other relevant reference materials.

g) Schedule of CATs, practicals and examinations.
h) Name and contact of the lecturer, and

24 At the beginning of the semester, the lecturer shall avail to the students the
course outline.

25 During each lecture, the Lecturer shall ensure that Students’ Attendance
Register is duly filled.

2.6 In the event that a lecturer misses a class, he/she shall communicate to the
CoD providing details for a makeup class.

2.7 One week to the start of semester examinations, the Course Lecturers shall
analyze the Students” Attendance Register to determine their eligibility to sit
for the examinations and communicate to the CoDs.

2.8 In the event a student is not eligible to sit for examinations, the University’s
examination rules and regulations shall apply.

29  The Director Quality Assurance shall ensure that the Lecturer Evaluation is
undertaken as per Course Evaluation Procedure Number 3 in the Quality

Assurance Procedure Manual.

3.0 LIST OF APPLICABLE RECORDS
31  Students’ Attendance Register.

3.2 Class Attendance Analysis.

3.3  Quality Teaching Record.
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PROCEDURE NUMBER 5: CONDUCTING PRACTICAL LESSONS

1.0 GENERAL

1.1  PURPOSE

The purpose of this procedure is to ensure efficiency, timeliness, consistency and
effectiveness in conducting practicals.

1.2  SCOPE

This procedure shall apply to the conduct of all practicals in the University.

1.3  REFERENCES

a) Quality Manual - KIBU/MR/QM/002

b) Current Curriculum.

c) Relevant Laboratory Manuals.

d) University Teaching Timetable.

e) Laboratory Safety Rules and Regulations.

14  TERMS AND DEFINITION

a) CoD - Chairperson of Department.

b) Lecturer - This refers to a person assigned a teaching course and includes a
professor, associate professor, senior lecturer, lecturer, assistant
lecturer/tutorial fellow.

1.5 PRINCIPAL RESPONSIBILITY

The CoD shall ensure that this procedure is adhered to.

20 METHOD

21  Conducting Science based practicals

211 This procedure shall start with the respective lecturer submitting a Schedule
for practicals to the Technician at least two months to the start of the semester.

212 Upon receipt of the Schedule, the Technician shall ensure that all
apparatus/equipment and reagents are available and operational.

21.3 In the event the equipment/reagents are not available, procedures number 5

and number 3 in the Procurement Procedure Manual shall apply.
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214 During the practical, the Technician shall oversee the conduct of the practical
and handle any issues arising.

21.5 The Technician shall ensure that the Students” Attendance Register is duly
tilled at the end of the practical.

2.1.6 At the end of the practical, the Technician shall submit to the relevant lecturer
his/her results (for experiment conducted in 2.1.4) together with the students
results for marking as applicable.

2.1.7 At the end of the semester, the Lecturer in liaison with the Technician shall
prepare and submit a report on the practicals to the CoD for information and
action if any.

2.2  Conducting Computer based practicals

221 This shall start with the respective lecturer submitting the practical tasks to
the Technician at least two weeks to the scheduled practical dates.

222 Upon receipt of the tasks, the Technician shall ensure that all
software/equipment are available and operational.

223 In the event the software/equipment are not available, clause 2.1.3 above
shall apply.

2.24 In conducting the practical, clauses 2.1.4 to 2.1.7 above shall apply.

3.0 LIST OF APPLICABLE RECORDS
21  Students” Attendance Register.

2.2 Evidence of communication.

23  Students’ Practical Report.

24  Students materials practical requisition record.
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PROCEDURE NUMBER 6: CONDUCTING ACADEMIC TRIPS
1.0 GENERAL

11  PURPOSE

The purpose of this procedure is to ensure consistency, efficiency, effectiveness and

timeliness in undertaking academic trips.

1.2  SCOPE

This procedure shall apply to all the academic trips undertaken by students in the

University.

1.3  REFERENCES
a) Quality Manual - KIBU/MR/QM/002
b) Relevant Curricula
c) Universities Standards and Regulations, 2014
d) University almanac

14  TERMS AND DEFINITION
a) Almanac - a schedule for key University activities.

b) CoD - Chairperson of Department.

1.5  PRINCIPAL RESPONSIBILITY

The CoDs shall ensure that this procedure is adhered to.

20 METHOD

21  This procedure shall apply to courses that require academic trips.

2.2 Two months to the scheduled date of the academic trip the Academic Trips
Coordinator shall during planning prepare a schedule of activities and a
budget while considering the following;:-

a) Curriculum requirements,
b) Cost of undertaking the trips,
c) Approval by the host organization, and
d) University Almanac.
2.3  Upon preparation of the documents in 2.2 the Academic Trips Coordinator

shall submit them to the CoD for consideration.
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24  In the event the CoD raises an issue with the documents, he/she shall make
comments to the Academic Trips Coordinator for amendment and re-
submission.

2.5  After consideration the CoD shall forward the same to the DVC (ASA)
through the Dean to for consideration. Upon consideration the DVC (ASA)
shall forward it to DVC (AFD) for further consideration.

2.6 In the event that there are issues with the documents the DVC (AFD) shall
return them to the CoD with comments.

2.7  Upon approval of the academic trip, procedure number 3 on payment of
imprest in the Finance Procedure Manual and the Transport Procedure
number 10 in the Administration Procedure Manual shall apply.

2.8  During the trip, the Lecturer in-charge shall ensure that the schedule of
activities is adhered to.

29  After the trip, the respective Lecturer shall;

(i) collect reports from each student, and
(ii) submit the Academic Trip Report to the CoD for information and action if

any.

3.0 LIST OF APPLICABLE RECORDS
3.1  Evidence of meeting.

3.2 Budgets for academic trip

3.3  List of students who undertook a trip.
34  Academic Trip Report.

3.5 Evidence of communication
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PROCEDURE NUMBER 7 : SUPERVISION AND EXAMINATION OF POST
GRADUATE STUDENTS RESEARCH WORK

1.0 GENERAL
11  PURPOSE
The purpose of this procedure is to ensure timeliness, consistency, effectiveness and
efficiency of supervision and examination of postgraduate students’ research.
1.2  SCOPE:
This procedure shall apply to research, supervision and examinations of Post
Graduate Diploma, Master’s, PhD and Post-Doctoral programmes in the University
1.3  REFERENCES:
a) Quality Manual - KIBU/MR/QM/ 002
b) SGS Rules and Regulations
c) Universities Standards and Regulations, 2014
14  TERMS AND DEFINITIONS
a) AA - Academic Affairs.
b) BE - Board of Examiners.
c) SGSB - School of Graduate Studies Board.
d) CoD - Chairperson of Department.
e) DGSC - Departmental Graduate Studies Committee.
f) DVC (ASA) - Deputy Vice Chancellor Academic and Students Affairs
g) FGSC - Faculty Graduate Studies Committee.
h) MR - Management Representative.
i) SGSC - School of Graduate Studies Committee.
j) SGS - School of Graduate Studies.
k) HoF - Head of Finance.
1) Registrar (AA) - Registrar Academic Affairs.
m) CV - Curriculum Vitae.
1.5  PRINCIPAL RESPONSIBILITY:
The Dean, School of Graduate Studies shall ensure that this procedure is adhered to.
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20 METHOD

21  Appointment of Supervisors

21.1 This procedure shall start upon the student successfully presenting a research
concept paper, with the DGSC making recommendations for the appointment
of two supervisors per student, one of whom shall be a member of the
teaching department in which the student is registered.

21.2 The Chairperson of DGSC shall forward the names to the chairperson of
FGSC/SGSC for consideration and onward forwarding to Dean SGS for
tabling in SGS Board.

2.1.3 In the event that the submitted names are not approved, the Dean SGS shall
return the list to the Chairperson of FGSC/SGSC with recommendations.

214 Upon approval, the SGSB shall forward the list to the Senate for
consideration.

2.1.5 In the event that the submitted names are not approved, the chairperson of
Senate shall return the list to the Dean SGS with recommendations.

2.1.6 Upon approval by the Senate, Dean SGS shall issue appointment letters to the
Supervisors and notify the student within two weeks from the date of Senate
approval.

2.2 Appointment of Examiners

221 This shall start with the DGSC receiving notice of intent to submit thesis from
the student as guided by the rules and regulations of SGS.

2.2.2 Upon receipt of the notice, DGSC shall process the Intent to Submit Form by
proposing one external and two internal examiners and forward the same to
the FGSC/SGSC for consideration

223 In the event that the submitted names are not approved, the FGSC/SGSC
shall return the list to the Chairperson of DGSC with recommendations.

224 Upon approval, the FGSC/SGSC shall forward the list to the Dean SGS for

consideration.
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225 Upon receipt, the Dean SGS shall table the names to SGS Board as per the
University Almanac.

22,6 Upon approval, the list shall be forwarded by the Dean, SGS to the
Chairperson, Senate for consideration.

2.2.7 In the event that the names are not approved, the Chairperson, Senate shall
return the list of name(s) of examiners to the Dean, SGS with
recommendations.

2.2.8 Upon approval by the Senate, the Dean, SGS shall appoint the examiners as
per the approved lists of examiners

2.3  Examination and Oral Defense of Thesis

23.1 This procedure shall start with the Dean SGS forwarding the thesis to
examiners for examination within two weeks upon receipt of the thesis from
the Student.

2.3.2 Both internal and external Examiners shall assess, award marks and submit
detailed reports to the Dean SGS within one month.

23.3 The Dean SGS shall set a date for the Oral defense within three weeks of
receipt of all reports.

2.3.4 The Board of Examiners shall examine the candidate’s oral defense and award
marks as guided by the rules and regulations of SGS.

2.3.5 The Board of Examiners shall decide the overall grade for the student.

2.3.6 In the event that the candidate fails, the Board of Examiners shall advice the
student according to rules and regulations of SGS.

2.3.7 In the event that the student passes with corrections, the panel shall appoint a
correction supervisor to ensure that all the corrections are made and he/she
shall issue the candidate with a Certificate of Correction.

2.3.8 The Candidate shall use the Certificate of Correction to bind copies of the

thesis in accordance with the rules and regulations of SGS.
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23.9 The Candidate shall submit 6 hard bound copies of thesis and a softcopy of
the same to the Dean of SGS who shall issue a Certificate of Completion of
Studies.

24  Payment of Honoraria to Supervisors and Examiners

241 Upon issuing a Certificate of Completion to a candidate, the Dean SGS shall
forward Honoraria Claim for Examiners and Supervisors to HoF within five
working days for payment as per payment procedure number 3 in the Finance

Procedure Manual.

3.0 LISTS OF APPLICABLE RECORDS.
3.1  Duly filled Intent to submit Record.
3.2 Duly filled Progress Record.

3.3  Evidence of meeting.

34  Examiners Report.

3.5  Evidence of communication.

3.6 Certificate of correction.
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PROCEDURE NUMBER 8: DISBURSEMENT OF RESEARCH
1.0 GENERAL
1.1  PURPOSE
The purpose of this procedure is to ensure efficiency, timeliness, consistency,
accountability and transparency in the disbursement of research funds.
1.2  SCOPE
This procedure shall apply to disbursement of University funded research funds to
staff.
1.3  REFERENCES
a) Quality Manual - KIBU/MR/QM/002.
b) University Legal Notice,
c) University Statutes,
d) University Strategic Plan,
e) University Research and Extension Policy, 2014
f) Intellectual Property Policy, 2014.
14  TERMS AND DEFINITIONS
a) REI - Research, Extension and innovations,
b) UREF - University Research Fund,
c) PI-Vice Chancellor Investigator,
d) DVC (ASA) - Deputy Vice Chancellor Academic, Research & Extension
e) HoF - Head of Finance.
1.5 PRINCIPAL RESPONSIBILITY
The DVC (ASA) shall ensure this procedure is adhered to.
20 METHOD
21  This procedure shall start with the Head - REI, communicating to staff as per
communication procedure number 1 in the Administration Procedure Manual
to prepare and submit proposals for research project on the prescribed

template.
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2.2 Upon receipt of the communication, the staff shall prepare the research
proposal and submit to the Head - REI as per the stipulated deadline.

2.3  Upon receipt of the research proposals, the Head - REI shall acknowledge
proposals received within two weeks from the deadline of submission by
recording in the Research Proposals Register.

24  Upon lapse of the deadline, the Head - REI shall convene a Research
Extension and Innovation Committee meeting to:

a) Screen proposals and adjudge those qualified for review.

b) Identify and invite peer reviewers from among prominent academic staff
to assess each paper.

c) Forward successful applications to peer reviewers for examination.

25  The Peer Reviewers shall examine and recommend the suitability of the
research proposals for funding to Head - REI

2.6 Upon conclusion of the peer review process, the DVC (ASA) shall convene a
Research Extension and Innovation Committee to consider the applications
taking into account recommendations of the reviewers and award grants to
successful applicants as stipulated in the Research, Extension and Innovation
guidelines.

2.7  The Head - REI shall communicate the decision of the committee to all
applicants as per communication procedure number 1 in the Administration
Procedure Manual.

2.8 The DVC (ASA) shall report award of grants to successful applicants to
Senate for information.

29  The Head - REI shall on behalf of the University sign:

a) A contract with the PI with regard to conduct of research.
b) Authorize disbursement of research grants to PI.
210 The HoF shall disburse funds to successful applicants in accordance with

procedure number 3 on payment of imprest in the Finance Procedure Manual.
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211 In monitoring the implementation of the research projects, the Head

- REI

shall ensure the University Research, Extension and Innovation Policy and

University Research Extension and Innovation Guidelines are adhered to.

3.0 LIST OF APPLICABLE RECORDS
31  Research Proposals Register.

3.2  Reviewers comments.

3.3  Research proposal.

3.4  Evidence of communication.

3.5  Evidence of meeting.

Version A Page 93 of 319

Revision 1




KIBABII UNIVERSITY- ISO 9001:2008 BASED QUALITY MANAGEMENT SYSTEM

PROCEDURE NUMBER 9: CURRICULUM DEVELOPMENT AND REVIEW
1.0 GENERAL

11  PURPOSE
The purpose of this procedure is to ensure efficiency, effectiveness and consistency
in the curriculum development and review process.
1.2  SCOPE
This procedure shall apply to the development and review of curricula in all the
schools and faculties in the University.
1.3  REFERENCES
a) Quality Manual - KIBU/MR/QM/002.
b) Universities Standards and Guidelines, 2014.
c) University Statutes and schedules.
d) Guidelines from Regulatory Bodies.
14  TERMS AND DEFINITIONS
a) COD - Chairperson of Department.
b) DB - Departmental Board.
c) FB - Faculty Board.
d) SB - School Board.
e) AB - Academic Board.
f) Expert - A person competent in a given subject area.
g) DQA - Director Quality Assurance.
h) DVC (ASA) - Deputy Vice Chancellor (Academic, Research and
Extension).
1.5 PRINCIPAL RESPONSIBILITY
The DVC (ASA) shall ensure that this procedure is adhered to.
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20 METHOD

21  This procedure shall start with the identification of a need to develop or
review curricula.

2.2 Upon identification of the need, the COD shall appoint a team to develop or
review the curriculum.

23  Upon submission of the reviewed or developed curriculum the COD shall
convene a departmental meeting to consider the proposed curriculum.

24 Upon consideration the COD shall submit the Proposed Curriculum to the
Dean for further consideration by the Faculty/School Board.

25  In the event that the FB/SB does not approve, the Dean shall return it to the
COD with comments.

2.6 Upon approval by FB/SB, the Dean shall forward it to the Registrar (AA) for
tabling at the Deans committee for consideration.

2.7  Inthe event that the Deans Committee raises issues , the Registrar (AA) shall
return it to the CoD with comments

2.8  Upon approval by Deans Committee, the DVC (ASA) shall table it at the
Senate for approval.

29  In the event that the Senate does not approve, the DVC (ASA) shall return it
to the CoD with comments.

210 Upon approval by the Senate, the DVC (ASA) shall convene a stakeholders
meeting involving the industry and other stakeholders to discuss the
developed/reviewed curriculum(s).

211 Upon approval by Senate, the chairperson of Senate shall forward the
curriculum to the Commission for University Education for accreditation

subject to fulfilment of regulatory requirements.
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3.0 LIST OF APPLICABLE RECORDS
3.1 Appointment of panelists.

3.2 Evidence of meeting.

3.3 Approved curriculum.

3.4 Budgets.

3.5 Evidence of communication.

3.6 Report.
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PROCEDURE NUMBER 10: INDUSTRIAL ATTACHMENT AND SCHOOL
PRACTICE

1.0 GENERAL
1.1  PURPOSE
The purpose of this procedure is to ensure consistency, timeliness, transparency,
accountability and effectiveness in the management of industrial attachments and
school practice.
1.2 SCOPE
This procedure shall apply to all Faculties/Schools in the University.
1.3  REFERENCES
a) Quality Manual - KIBU/MR/QM/002
b) University Statutes and schedules.
c) Curricula of the relevant programme.
d) Current TSC Code of Conduct and Regulations.
e) Current TSC Act.
f) Current University Industrial Attachment Policy.
g) Directorate of Industrial Training Policy.
h) Relevant Circulars
14  TERMS AND DEFINITIONS
a) COD - Chairperson of Department.
b) SP - School Practice
c¢) SOW - Scheme of Work.
d) CO - Course Outline
e) LP - Lesson Plan.
1.5 PRINCIPAL RESPONSIBILITY
The COD shall ensure that this procedure is adhered to.
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20 METHOD

2.1 The COD shall plan and prepare for industrial attachment/school practice
three months before the industrial attachment/school practice date.

2.2 The COD shall ensure that the students proceeding on attachment have met
the prerequisites as stipulated in the curricula and the fee payment policy.

2.3 Upon fulfillment of 2.2, the COD through the Attachment Coordinator shall
ensure that the materials and documents relevant for attachment are
available.

2.4 The COD shall conduct a briefing exercise for the assessors and students as
per the induction programme prepared and issued as per communication
procedure number 1 in the Administration Procedure Manual.

2.5 The COD shall ensure facilitation of assessors before departure to the
attachment centers as per procedure number 3 on payment of imprest in the
Finance Procedure Manual.

2.6 The COD shall assign supervisor/s for assessment and authentication of the
attachment exercise.

2.7 The assessor/s shall provide immediate feedback to the COD and students.

2.8 Upon successful completion of the attachment/SP the COD shall ensure that
the:

a) Confidential assessment report is submitted from the host institution.
b) Student submits an attachment report.

2.9 Upon receipt of the reports, the Departmental Attachment/SP coordinator

shall analyze the reports and prepare a consolidated report for all the assessed

students and submit a copy to the COD.
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3.0 LIST OF APPLICABLE RECORDS
3.1 Attachment Logbook.
3.2 Insurance cover.
3.3 Induction programme.
3.4 Introductory letter.
3.5 Attachment report.

3.6 School practice/Industrial Attachment documents.
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PROCEDURE NUMBER 1: COMMUNICATION
1.0 GENERAL

1.1  PURPOSE
The purpose of this procedure is to ensure effectiveness, timeliness,
consistency and accuracy of information flow to and from the University
1.2  SCOPE
This procedure shall apply to all modes of communication in the University.
1.3  REFERENCES
a) Quality Manual - KIBU/MR/QM/002
b) University -Service Delivery Charter.
1.4  TERMS AND DEFINITIONS
a) VC - Vice Chancellor.
b) ICT - Information Communications Technology.
c) Authorized Officers - An Officer Appointed by the Vice Chancellor.
d) DVC (AFD) - Deputy Vice Chancellor Administration Finance and
Development.
1.5  PRINCIPAL RESPONSIBILITY
The Registrar Administration shall ensure that this procedure is adhered to.
20 METHOD
21  General
211 The modes of official communication channels within and outside University
shall include but not limited to:
a) Letters
b) Memos
c) Notices
d) Suggestion boxes
e) Meetings
f) Telephone
g) Media
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h) Website and Email
i) Facsmile

2.1.2 Each of the channels shall be used as described in the subsequent clauses of
this procedure.

2.2 Letters

221 All letters from the University shall be on the official letterhead of the
University bearing reference number and signed by the VC or any other
Officer(s) authorized by the VC.

2.2.2 The outgoing mails shall be recorded in the outgoing mail register before
dispatch from the Mail Registry by the In-charge Registry.

223 Incoming letters shall be received, stamped and recorded in the incoming
mail register and dispatched from the mail registry by In-charge Registry.

224 All internal letters shall bear the initials of the originator and addressee and
recorded in the delivery book.

23  Memos

2.3.1 All memos shall bear:-
a) Initials of the originator, addressee and the subject.
b) Reference number.
c) Initials of the initiator and the officer typing them and the abbreviation

(Encl.) if there are enclosures at the bottom.

2.3.2 They shall be written and signed by the authorized officers.

2.3.3 The Originator shall maintain a copy of the memo as proof of communication.

234 All Memos shall follow the approved University College Memo format
provided by Registrar (Administration).

2.3.5 In communicating via memos, the Officers shall observe protocol.

24  Notices

2.4.1 All notices shall be signed and stamped by the Authorized Officers and
copied to Registrar (Administration) before posting to the designated notice

boards.
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2.4.2 The originator shall maintain a copy of the notice as proof of communication.

243 The Office Assistants shall ensure updating of the notice boards in liaison
with Registrar (Administration).

2.5 Suggestion Boxes

2.5.1 This shall be as per the procedure on handling complaints and compliments
number 7 in this manual.

2.6  Meetings

2.6.1 This shall be as per procedure number 2 on meetings in this manual.

2.7  Telephone

2.7.1 All incoming and outgoing official calls shall be recorded in the calls register
by the Switch Board Operator/Office Administrator/receptionist.

2.7.2  For intercom, the callers shall follow up the call with any of the other written
forms of communication where applicable.

28  Media

281 Advertisement in the media shall be as per procedure number 8 on
Advertisement in this manual

29 Website

291 Communication through the website shall be as per the procedure number 9
on management of Website in the ICT Procedures Manual.

210 E-mail

2.10.1 All official communication through e-mail shall be through the official e-mail

accounts or any other declared e-mail addresses.

3.0 LIST OF APPLICABLE RECORDS
31  Calls register.

3.2 Evidence of communication.

3.3  Outgoing Mail.

3.4  Outgoing Mail Register.

3.5  Incoming Mail.

3.6 Incoming Mail Register.
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PROCEDURE NUMBER 2: MEETINGS
1.0 GENERAL

11  PURPOSE
The purpose of this procedure is to ensure efficiency, effectiveness,
consistency and orderliness in the coordination of meetings.
1.2  SCOPE
This procedure shall apply to the coordination of meetings in the University.
1.3  REFERENCES
a) Quality Manual - KIBU/MR/QM/002
b) University’s Almanac
¢) Academic Calendar.
1.4  TERMS AND DEFINITIONS
1.5 PRINCIPAL RESPONSIBILITY
The Convener shall have the responsibility of ensuring the procedure is
effectively adhered to.
20 METHOD
21 GENERAL
21.1 There shall be 2 types of meetings in the University :
a) Scheduled meetings
b) Special meetings
22 Notice of meetings
221 The convener of any meeting shall circulate notice as outlined below:
a) For scheduled meetings the notice shall be issued at least 3 days to the
date of the meetings.
b) For special meetings the notice shall be issued at least 1 hour to the
meeting. The meeting shall normally address one agenda item.
2.2.2 In the event of postponement or any other changes, the convener shall inform
members at least one(1) day to the planned meeting date except for special
meetings.

2.2.3 The notice of the meeting shall contain the following;:
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a) Subject of the meeting
b) Date and time of the meeting
c) Venue of the meeting
d) List of participants
e) Agenda
2.3  Circulation of the agenda
23.1 For the scheduled meetings, the agenda shall be circulated and copied to the
Vice Chancellor and other relevant officers at least three (3) days before the
date of the meeting. The agenda shall contain:
a) Apologies
b) Determination of quorum Adoption of agenda
c) Declaration of interest
d) Communication from the chair
e) Confirmation of Minutes
f) Matters arising
2.3.2 For special meetings, the agenda shall be circulated before or during the
meeting.
24  Format of Minutes
The format of the minutes shall be as per the template provided by the
Registrar (Administration).
2.5  Arrangements for the venue of the meeting
2.5.1 The meeting convener shall ensure that venue of the meeting has been booked
in liaison with the Registrar (Administration).
2.5.2 The meeting convener shall ensure that applicable logistical arrangements
have been put in place before the meeting.
2.5.3 In case of meals, the convener shall proceed as per the food preparation and

service procedure number 1 in the Catering Procedure Manual.
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2.6 Execution of meetings

2.6.1 The Chairperson in liaison with the Secretary shall confirm the quorum of the
meeting within the first 15 minutes.

Note: Quorum shall comprise of 50% of members unless when specified by
other legal documents.

2.6.2 If the quorum is not attained within the first 15 minutes, the meeting shall be
adjourned by the Chairperson.

263 In case a meeting is adjourned/postponed the Chairperson shall
communicate the same to the members.

2,64 If the meeting has quorum, the convener (Chairperson) in liaison with
Secretary shall guide the members through all the agenda. The meetings shall
normally take 2 hours.

2.6.5 The Secretary to the meeting shall take the minutes of the proceedings. Within
5 days of any meeting, the Secretary shall prepare and forward the minutes of
the meeting to the Chairperson for signing.

2.6.6 Upon signing, the secretary shall circulate the minutes to the members for
action where applicable.

2.6.7 The Secretary in liaison with Chairperson shall follow up to ensure that
decisions made in the meeting are fully implemented.

2.6.8 The minutes shall be confirmed in the subsequent meeting. Upon
confirmation a copy of the minutes shall then be submitted to the Vice

Chancellor and other relevant officers for information.

3.0 LIST OF APPLICABLE RECORDS
3.1  Minutes of meetings.

3.2  Reports.

3.3  Membership of the Committee.

3.4  Notice of meeting.

3.5  Evidence of Communication.

3.6 Meetings booking- Register.
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PROCEDURE NUMBER 3: RECORDS MANAGEMENT
1.0 GENERAL

1.1  PURPOSE
The purpose of this procedure is to ensure efficiency, effectiveness and
consistency in records management.

1.2  SCOPE
This procedure shall apply to filing and management of mails and records in
the University.

1.3  REFERENCES
Quality Manual - KIBU/MR/QM/002

1.4  TERMS AND DEFINITIONS
HoR - Head of Registry

1.5 PRINCIPAL RESPONSIBILITY
The Head of Registry shall ensure this procedure is adhered to.

20 METHOD

21 Handling In-Coming Mail

21.1 The Head of Registry shall ensure that the Office Assistant collects mails from
the post office on daily basis.

2.1.2 Upon receipt of the mails, the Head of Registry shall ensure that the Clerical
Officers sort and record the mails in the incoming mails register.

2.1.3 For personal mails, the Registry Clerk shall after recording them, dispatch to
staff in their respective departments and to the Dean of Students office for
students” mail.

214 For Official mails, the Registry Clerk shall, upon recording and date
stamping, file the mails in the respective files and dispatch them to the
respective offices for action within a day.

2.2  Handling outgoing mail

221 Upon receipt of an outgoing official mail for dispatch, the Head of Registry
shall confirm whether mail is clearly addressed, enclosures included and

references indicated.
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2.2.2 In the event of any anomaly, the Head of Registry shall inform the sender to
make the necessary corrections.

2.2.3 If satisfactory, the Head of Registry shall determine the mode of dispatch
guided by:-

a) Urgency of the mail,
b) Confidentiality of the communication, and
c) Cost of dispatch.

224 Upon determination of the mode of dispatch, the Head of Registry shall
ensure that the letters are recorded in the dispatch register dispatched to the
recipients.

225 The Head of Registry shall instruct the Office Assistant to deliver the mail to
the recipients/courier service providers.

2.2.6 The Office Assistant shall ensure that recipients sign the delivery book upon
delivering the hand delivered mail.

2.3  Handling Internal mail

2.3.1 Upon receipt of mail from a sender, the Head of Registry shall record it in the
internal mail register.

2.3.2 The Head of Registry shall then file the mail in the respective subject file and
dispatch it to the relevant officer for action.

2.3.3 The Head of Registry shall ensure that the recipient signs the delivery book
upon delivering the mail.

24  Identification of files

241 Departmental Files shall be identified as follows:

a) The First part shall be KIBU denoting Kibabii University followed by a
forward slash,

b) The second part shall be abbreviations of the
Division/Faculty /School/Department/ Office followed by a forward
slash,

c) The third part shall be the Subject code followed by a forward slash,
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d) The fourth and final part shall be the volume underscore the year of
opening of the file

2.4.2 Personal Files shall be identified as follows:

a) The first part shall be PF denoting Personal File followed by a forward
slash,
b) The second part shall be assigned the personal number of the staff.

2.4.3 Student Files shall be identified as follows:

a) The First part shall be initials of the programme followed by a forward
slash,

b) The second part shall be assigned the student number followed by a
forward slash,

c) The third part shall be the year of admission of the student.

2.5  Filing upon receipt of a document

2.5.1 The custodian of the documents shall file it in the respective subject file, folio
the document and update the folio sheet in the file.

2.6 Retrieval of Files

2.6.1 Upon receipt of a request through a file request form to access a file from any
member of staff, the custodian of the file shall establish whether the member
of staff requesting the file is authorized.

2.6.2 In the event that the requesting member of staff is not authorized to access the
tile, the custodian of the file shall advise him/her accordingly.

2.6.3 If authorized, the custodian of the file shall retrieve it, fill the file movement
register and ensure the requesting member of staff signs the register as
evidence of receipt.

2.6.4 Upon use, the member of staff shall return the file to the custodian within 5
working days and he/she shall confirm whether the file is intact before
clearing the member of staff in the File Movement Register.

2.6.5 A staff personal file shall be loaned for one working day.
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2.6.6 In the event that a staff Personal file is not returned after expiry of the loaning

period, the custodian of the file shall follow it up and ensure it is returned.

3.0 LIST OF APPLICABLE RECORDS
31  Mail Register.

3.2 Dispatch Register.

3.3  Delivery Book.

3.4  File Movement Register.

3.5  File Request Form.

3.6  Internal Memo Register.

3.7  Subject File.

3.8  Folio Sheet.

3.9  File Movement Register.
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PROCEDURE NUMBER 4: CLEANING SERVICES
1.0 GENERAL

11  PURPOSE
The purpose of this procedure is to ensure effectiveness, efficiency,
consistency and timeliness in the provision of cleaning services in the
University.
1.2  SCOPE
This procedure shall apply to the cleaning services in the University.
1.3  REFERENCES
a) Quality Manual -KIBU/MR/QM/002.
b) Current edition of the Hotel, Hostel and Hospital Housekeeping Book.
14  TERMS AND DEFINITIONS
a) Clocking in Register - a record where cleaners sign when they report
on/off duty.
b) HCS - Head of Central Services
DVC (AFD) - Deputy Vice Chancellor Administration Finance and
Development.
1.5 PRINCIPAL RESPONSIBILITY
The Head of Central Services shall ensure that this procedure is adhered to.
20 METHOD
21  Non- contracted cleaning services
2.11 This procedure shall start at least two weeks to the beginning of every
semester with the Head of Central Services in liaison with the Head of hostels
preparing a cleaning schedule, checklist and duty roster for all the cleaning
staff.
21.2 In preparing the duty roster, the Head of Central Services in liaison with
Head of hostels consider the following:-
a) Areas to be cleaned,

b) Number of staff in the department, and
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c) Frequency of cleaning.

21.3 Upon preparing the cleaning schedule, checklist and duty roster, the Head of
Central Services shall forward them to the Registrar Administration for
approval based on the equity in distribution of the workload.

21.4 In the event of disapproval, the Registrar Administration shall refer the duty
roster to the HCS with recommendations for amendment and resubmission.

215 Upon approval, the HCS shall inform the cleaning staff as per the
communication procedure 1 in this Manual.

21.6 The HCS shall ensure that all cleaning staff are issued with all the necessary
cleaning materials, protective gear and tools.

21.7 On a daily basis, the cleaning supervisors shall oversee the clocking -in/ out
of the cleaners in the Clocking-In Register and ensure that cleaning is carried
out accordingly by updating the cleaning checklist.

2.2 Contracted cleaning services

221 This shall start with the HCS communicating to the DVC (AFD) requesting for
approval to outsource the cleaning services as per procedure number 5 in the
Administration Procedure Manual.

222 Upon outsourcing the cleaning services, the HCS shall schedule a meeting
with the contractor and provide the following, to guide the execution of
cleaning services in the University -

a) The cleaning schedule.
b) The checklists.

2.2.3 The HCS shall ensure supervision and monitoring of cleaning services in the
University in liaison with respective Heads of Departments.

2.24 The HCS shall prepare monthly and quarterly reports and submit them to the
DVC (AFD) through the Registrar (Administration).

Version A Page 112 of 319 Revision 1




KIBABII UNIVERSITY- ISO 9001:2008 BASED QUALITY MANAGEMENT SYSTEM

3.0
3.1
3.2
3.3
3.4
3.5
3.6
3.7

LIST OF APPLICABLE RECORDS
Duty Roster.

Clocking in/ Out Registers.
Cleaning checklists.

Cleaning schedules.

Evidence of meetings.

Internal Requisition Voucher.

Reports.
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PROCEDURE NUMBER 5: CONTROL OF OUTSOURCED SERVICES
1.0 GENERAL

11  PURPOSE
The purpose of this procedure is to ensure effectiveness and efficiency in the
control of outsourced services.

1.2  SCOPE
This procedure shall apply to the control of outsourced services in the
University.

1.3  REFERENCES

a) Quality Manual- KKIBU/MR/QM/002

b) ISO 9001:2008 Clause 4.1

¢) Procurement Procedure Manual

14  TERMS AND DEFINITIONS

a) VC - Vice Chancellor.

b) HoD - Head of Department.

c) ISO - International Organization for Standardization.

d) Outsourced Services Process - a process needed by the University for its
Quality Management System and which the University chooses to be done
by an external party.

e) PPDA, 2005 - Public Procurement and Disposal Act, 2005

1.5  PRINCIPAL RESPONSIBILITY
The VC shall ensure that this procedure is adhered to.

20 METHOD

21  This procedure shall start with a Process Owner identifying the need to
outsource a service.

2.2 Inidentifying the need, the Process Owner shall consider the following;:
a) Inadequate capacity in terms of personnel,

b) Inadequate expertise/specialization.
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23  Upon identifying the need, the Process Owner shall request the Vice
Chancellor through the Dean where applicable and DVC(AFD) for approval
of the outsourced service.

24  Upon receipt of the request, the Vice Chancellor shall approve based on the
following;:

a) 1SO 9001:2008 Clause 4.1

b) Approved University Budget
c) Criteria in 2.2

d) PPDA, 2005

25  In the event the request is not approved, the Process Owner shall be advised
accordingly.

2.6  Upon approval, the Vice Chancellor shall communicate to the respective
Process Owner who in turn shall raise a requisition for the required service as
per the purchasing procedure number 3 in the Procurement Procedure
Manual.

2.7  Upon procurement of the service, the Procurement Officer shall introduce the
service provider to the respective Process Owner and issue the respective
officer as applicable with a copy of the Contract.

2.8  The respective Process Owner shall ensure the services are provided as per
the contract.

29  In the event the service provider breaches the provisions of the contract, the
respective Process Owner shall ensure the terms of references of the contract
apply.

210 The Process Owner shall submit a quarterly report of the outsourced service
to the Vice Chancellor for information and the procedure shall be deemed

complete.
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3.0
3.1
3.2
3.3

LIST OF APPLICABLE RECORDS
The Contract Document.
Quarterly Report.

Evidence of Communication.
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PROCEDURE NUMBER 6: DEVELOPING UNIVERSITY ALMANAC
1.0 GENERAL

11  PURPOSE
The purpose of this procedure is to ensure effectiveness and timeliness in
development of the University’s almanac.

1.2  SCOPE
This procedure shall apply to all official University meetings in a financial
year.

1.3  REFERENCES
a) Quality Manual - KIBU/MR/QM/002.

b) University Statutes and Schedules

14  TERMS AND DEFINITIONS

a) DVC (AFD) - Deputy Vice Chancellor Administration Finance and
Development.

b) DVC (ASA) - Deputy Vice chancellor Academic and Students Affairs.

c) Registrar (AA) - Registrar Academic Affairs.

d) UA - University Almanac.

e) Almanac - Annual publication of meetings and activities with a calendar.

1.1 PRINCIPAL RESPONSIBILITY
The DVC (AFD) shall ensure this procedure is adhered to.

20 METHOD

21  This procedure shall start with the DVC (AFD) communicating to all officers
of the University in charge of divisions School/Faculty, Directorate and
departments to prepare a schedule of meetings.

2.2 The officers in charge shall prepare schedule of meetings and forward to the
Registrar Administration for harmonization at least one month before the
start of the Financial Year.

23  Upon harmonization, the Registrar Administration shall prepare a draft

Almanac and forward it to the DVC (AFD).
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24  The DVC (AFD) shall table the draft University Almanac at the Senate for
approval. The criteria for approval shall be based on:
a) Absence of clashes in timings and venues
b) Manner of facilitation of the meeting

25 In case of any amendments, Senate shall make recommendations for the
revision.

2.6 Upon approval, the DVC(AFD) shall ensure the Almanac is circulated to the

entire University as per communication procedure number 1 in this Manual.

3.0 LIST OF APPLICABLE RECORDS
31  Evidence of communication.

3.2 Evidence of meetings.

3.3  University Almanac.

3.4 Circulation book.
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PROCEDURE NUMBER 7: HANDLING OF COMPLAINTS AND COMPLIMENTS
1.0 GENERAL

11  PURPOSE
The purpose of the procedure is to ensure efficiency and consistency in
handling customer complaints and compliments.
1.2  SCOPE
This procedure shall apply within the University.
1.3  REFERENCES
a) Quality Manual - KIBU/MR/QM/002
b) University’s Statutes.
c) University’s CBAs.
d) Universities Act, 2012.
e) University Complaints and Complements Handling Policy.
f) University Customer Service Charter.
14  TERMS AND DEFINITIONS
a) DVC (AFD) - Deputy Vice Chancellor Administration Finance and
Development.
b) CAJ - Commission for Administrative Justice.
c¢) HoD - Head of Department.
d) CBA- Collective Bargaining Agreement
1.5 PRINCIPAL RESPONBILITY
The respective HoD shall ensure that this procedure is adhered to.
20 METHOD
21  Upon receipt of the complaints/compliment which may be via email, letters,
phone call or verbal, the HoD shall ensure recording of the complaint or
compliment in the complaint or Compliment Register and acknowledge to the
customer.
2.2 The HoD shall handle the complaint in accordance with this procedure and

Service Delivery Charter.
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23  The HoD shall ensure determination of root cause in accordance with the
corrective action procedure number 5 in the Mandatory Procedure Manual.

24  In the event that the HoD is not in a position to handle the complaint, he/she
shall escalate it to the respective Office.

25 In the event it is a compliment, the HoD shall update the Complaint
/ Compliment Book.

2.6 On monthly basis the HoD shall review the departmental complaints/
compliments Register, prepare a report which shall subsequently be
forwarded to the Chair Complaints/ Compliments Handling Committee.

2.7  Upon receipt of the report from the HoD, Chair Complaints/Compliments
Handling Committee shall act as follows:

a) Follow up complaints to ensure they are resolved.

b) Follow up compliments to ensure acknowledgement is communicated as
per communication procedure Number 1 in the Administration Procedure
Manual.

2.8  In case the chair Complaints/Compliments Handling Committee is unable to
handle any of the received complaints he/she will forward it to the Vice
Chancellor as per communication procedure Number 1 in the Administration
Procedure Manual for action.

29  The chair Complaints/Compliments Handling Committee shall prepare

quarterly report and submit them to the CAJ through the Vice Chancellor

3.0 LIST OF APPLICABLE RECORDS
a) Compliment/complaint Register
b) Complaint Document
¢) Compliment Document
d) Monthly Reports

e) Quarterly reports
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PROCEDURE NUMBER 8: ADVERTISING
1.0 GENERAL

11  PURPOSE
The purpose of this procedure is to ensure effectiveness, timeliness,
consistency and transparency in advertising at the University.
1.2  SCOPE
This procedure shall apply to all advertising processes in the University.
1.3  REFERENCES
a) Quality Manual - KIBU/MR/QM/002.
b) Public Procurement and Disposal Act, 2005.
c) University Customer Service Charter.
14  TERMS AND DEFINITIONS
a) COD - Chairperson of Department
b) DVC (AFD) - Deputy Vice Chancellor Administration Finance and
Development HOD - Head of Department.
¢) HR - Human Resource.
d) UMB - University Management Board.
e) HoPD - Head of Procurement Department.
f) PPDA, 2005 - Public Procurement and Disposal Act, 2005
1.5 PRINCIPAL RESPONSIBILITY
The DVC (AFD) shall ensure that this procedure is adhered to.
20 METHOD
21  This procedure shall start with the HOD/COD presenting the specifications
for the items or services to be advertised to the DVC (AFD).
2.2 The DVC (AFD) shall consider the request based on:
a) Approved Budget

b) The need for the service or item
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23 In the event of disapproval, the DVC (AFD) shall advise the respective
HoD/COD accordingly.

23.1 Upon approval, DVC (AFD) shall forward to Registrar Administration for
onward submission to prequalified media service providers and initiate the
request to advertise.

23.2 The Registrar Administration shall ensure that proof reading is done before
advertising.

23.3 Registrar Administration shall then submit the proof read copy to
prequalified media supplier for development of a draft layout of the advert
and re-submission for final approval

234 Upon approval, the Registrar Administration shall give instructions to the

service provider to submit the approved layout to the press.

3.0 LIST OF APPLICABLE RECORDS

31  Evidence of communication.

3.2 Specifications for items/ services to be advertised.
3.3  Approved Budget.

3.4  Copy of the advertisement.
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PROCEDURE NUMBER 9: DEVELOPING AND APPROVING DOCUMENTS
1.0 GENERAL

11  PURPOSE
The purpose of this procedure is to ensure effectiveness, timeliness,
consistency and accountability in the development and approval of
documents in the University.
1.2  SCOPE
This procedure shall apply to development and approval of documents in the
University.
1.3  REFERENCES
a) Quality Manual - KIBU/MR/QM/002
b) Universities Act No. 42 of 2012.
¢) University Charter Kibabii University Statutes.
d) The University’s Policies.
e) The University’s Strategic Plan.
f) University Customer Service Charter.
g) Constitution of Kenya, 2010.
h) Public Procurement and Disposal Act, 2005 and the Regulations thereto.
i) The University’s CBAs.
j) Approved Scheme of Service.
k) Relevant Labour Laws.
) KIBU Students” Constitution.
m) Rules and Regulations Governing Students Conduct and Discipline.
n) Kibabii University Master Plan.
14  TERMS AND DEFINITIONS
a) COD - Chairperson of Department
b) DVC (AFD)- Deputy Vice Chancellor Administration Finance and

Development
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c¢) HOD - Head of Department
d) MR - Management Representative

1.5 PRINCIPAL RESPONSIBILITY
The DVC (AFD) shall ensure that this procedure is adhered to.

20 METHOD

21  This procedure shall start with the HOD/COD presenting the need for
developing the relevant document to the DVC (AFD).

2.2 Upon receipt of the need, the DVC (AFD) shall constitute a committee to
establish whether the need requested is necessary.

23 In case the Committee finds it necessary to develop the document or is
required by applicable legal requirements, the DVC (AFD) shall direct the
Committee to come up with a draft of the document.

24 In the event that the Committee finds it not necessary to develop the
document, the DVC (AFD) shall communicate to the relevant HoD / CoD
accordingly.

2.5  The Committee shall work and submit the draft document to the DVC (AFD)
within the specified period of time.

26  The DVC (AFD) shall table the draft document to either the Senate or
Management Board meeting for discussion and approval where applicable.

2.7  Inapproving the documents, the respective Board shall consider:-

a) Adherence to legal requirements
b) Existing Policy framework
c¢) Comprehensiveness

2.8  Inthe event of any anomaly, the DVC (AFD) shall be advised.

29  Upon approval by the respective Board, the DVC (AFD) shall communicate
the approval to MR for coding as per procedure number 1 in the Mandatory
Procedure Manual. Upon completion of coding the DVC (AFD) shall

communicate to the requesting HOD/COD for implementation.

Version A Page 124 of 319 Revision 1




KIBABII UNIVERSITY- ISO 9001:2008 BASED QUALITY MANAGEMENT SYSTEM

210 In case the document requires the approval of Council, the DVC (AFD) shall
make arrangements with the Vice Chancellor for tabling the draft document
to Council for consideration and approval.

211 Upon approval by Council, the Vice Chancellor shall forward the document
to the MR for coding as per Procedure No.1 in the mandatory procedure
Manual .

212  Upon completion of the coding, the MR shall forward the coded documents to
the Legal Officer for further processing as per procedure number 2 in the
preparation and management of legal documents in the Legal Procedure
Manual.

213 Upon completion of processing, the Legal Officer shall forward the processed
documents to the MR for implementation. Why the MR? is it MR or respective
HoD/COD?

3.0 LIST OF APPLICABLE RECORDS
3.1 Evidence of communication.
3.2 Evidence of meetings.

3.3  Evidence of approval.
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PROCEDURE NUMBER 10 : TRANSPORT MANAGEMENT
4.0 GENERAL

11  PURPOSE
The purpose of this procedure is to ensure efficiency, timeliness, consistency
and cost effectiveness in management of transport services in the University
1.2  SCOPE
This procedure shall apply to management of transport services in the
University.
1.3  REFERENCES
a) Quality Manual - KIBU/MR/QM/002
b) Government Circulars.
c) Traffic Act, 2012.
d) University Transport Policy.
14  TERMS AND DEFINATION
a) DVC (AFD)- Deputy Vice Chancellor Administration Finance and
Development HoD - Head of Department.
b) HoT - Head of Transport.
1.5 PRINCIPAL RESPONSIBILITY
The Head of Transport shall have the overall responsibility of ensuring that
this procedure is adhered to.
50 METHOD
51  Transport requisition for scheduled trips
51.1 This shall start with the HoT receiving from a staff member a vehicle
requisition form approved by the respective HoD seven (7) working days to
the date of the scheduled trip.
51.2 Upon receipt of the request, the HoT shall ascertain the availability of a
suitable vehicle to undertake the trip.
5.1.3 In the event that a vehicle is not available, the HoT shall advise the requesting

officer accordingly.

Version A Page 126 of 319 Revision 1




KIBABII UNIVERSITY- ISO 9001:2008 BASED QUALITY MANAGEMENT SYSTEM

514 If a vehicle is available to undertake the trip, the HoT shall forward the
vehicle requisition form to DVC (AFD)/DVC (ASA) for approval where
applicable.

5.1.5 Upon receipt, the DVC (AFD)/ DVC (ASA) shall consider the following in
approving the request:

a) Whether the trip is on the schedule approved by the Senate/University
Management Board,
b) Nature of the trip.

5.1.6 In the event the DVC (AFD)/DVC (ASA) raises any issue(s), he shall advice
the HoT.

5.1.7 Upon approval, the HoT shall communicate to the assigned driver details of
the trip.

5.1.8 The HoT shall ensure that prior to departure the work ticket is forwarded to
the signatories for authorization.

51.9 During the trip, the Driver shall adhere to the approved schedule of the trip
and report any issues arising to the HoT.

5.1.10 After the trip, the Driver shall update the work ticket accordingly and
forward them to the HoT for verification.

5.1.11 The HoT shall ascertain that the work ticket is duly filled and confirm the
kilometers covered and take appropriate action in case of any discrepancies.

5.1.12 The HoT shall ensure that the Driver updates the Vehicle Movement Control
Register.

5.1.13 At the end of each trip, the Driver shall hand over the vehicles to the HoT
who shall in turn ascertain the condition of the vehicles and where need be
take appropriate action.

5.2  Repair and Maintenance of Vehicles

5.2.1 This shall start with the HoT:-

a) Preparing the maintenance schedule.

b) Receiving a report of a vehicle requiring repairs from a driver.
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522 The HoT shall prepare and forward specifications for repair/maintenance of
the vehicle to the Procurement Officer for preparation of quotations.
5.2.3 Upon receipt of the quotations on repair/service, the HoT shall forward it to
the DVC (AFD) for approval based on the following:
a) Availability of funds,
b) Cost Implication,
c) Budgetary allocation,
d) Urgency.
524 In the event the DVC (AFD) raises any issues with the request, he/she shall
make comments to the HoT.
525 Upon approval, the HoT shall supervise the servicing/repair and verify that
the vehicle is ready for use before the vehicle is released from the garage.
5.2.6 The HoT shall update the servicing schedules accordingly.
53  Fuel Management
53.1 This shall start with HoT filling the fuel card form and forwarding to DVC
(AFD) for approval when need arises.
5.3.2 Upon receipt of the request, the DVC (AFD) shall approve based on the
following;:
e) Availability of funds,
f) Cost Implication,
g) Budgetary allocation,
h) Urgency.
5.3.3 Inthe event DVC (AFD) raises any issue he shall make comments to the HoT.
53.4 On approval, the HoT shall forward the filled fuel form to the approved
service provider who shall assign a fuel card to the individual motor vehicle.
5.3.5 The HoT shall assign a fuel card to one driver and file records of the cards
provided by the Service Provider.
53.6 When off duty (e.g. on leave or change of work station) the card holder shall
surrender the card to the HoT.
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5.3.7 In cases of irregularities noted during fuelling the driver/officer shall write a
report to the HoT and Registrar Administration immediately for appropriate
action.

5.3.8 In case a fuel card is lost, the driver/officer shall report in writing to the HoT
to ensure that it is blocked and the respective officer surcharged as per Service
Provider’s Rules and Regulations.

5.3.9 The driver shall ensure that the odometer is working and mileage shall be
properly recorded and reflected on the receipt (e-fuel) and on the work ticket.

5.3.10 The HoT shall monitor consumption efficiency (KM/Litre of fuel) regularly.
In case of any misuse of the fuel card the driver shall explain the cause for
misuse which shall lead to disciplinary action.

54  Handling Vehicle Incidents/Accidents

5.4.1 In case of an incident/accident, the Driver should do the following;:

a) Ensure security of the vehicle and self.

b) Report the accident to the police and obtain a police abstract as a
requirement from the insurance.

c) Report to the HoT /Supervisor In - charge.

d) Take details of the other vehicle i.e., vehicle make and model, Registration
number, Insurance company, Policy number and confirm its validity.

e) Note any other damage i.e. there may be a previous damage to the vehicle
involved.

f) Exchange details with those involved.

5.4.2 Within one (1) day the HoT shall notify the Insurance Company, Broker or
Agent who shall appoint an assessor to determine the extent of damage and
he/she shall make a follow up for the repair to be undertaken.

5.4.3 The HoT shall make arrangements to take the vehicle to prequalified vehicle

maintenance and service providers.
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3.0
3.1
3.2
3.4
3.5
3.6
3.7
3.8

LIST OF APPLICABLE RECORDS
Vehicle Requisition Document.
Vehicle Movement Control Register.
Work Ticket.

Evidence of communication.

Report.

Fuel Card Document.

Maintenance schedule.
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PROCEDURE NUMBER 11: SECURITY
1.0 GENERAL

11  PURPOSE
The purpose of this procedure is to ensure efficiency, consistency and
effectiveness in security services in the University.
1.2  SCOPE
This procedure shall apply to all activities pertaining to security services in
the University.
1.3  REFERENCES
a) Quality Manual - KIBU/MR/QM/002.
b) CPC.
c) University Rules and Regulations Governing Students Conduct and
Discipline.
d) Criminal Procedure Code, CAP 75
e) Evidence Act, CAP 80
f) Employment Act, 2007
14  TERMS AND DEFINITIONS
a) CPC - Criminal Procedure Code
b) HoS - Head of Security Department
c) OB - Occurrence Book
d) Complainant - A member of staff, student or member of public making a
complaint.
1.5 PRINCIPAL RESPONSIBILITY
The Head of Security Department shall ensure this procedure is adhered to.
20 METHOD
21  Access to University Premises
Sourcing of security services shall be done as per Control of Outsourced
Services Procedure Number 5 in the Administration Procedure Manual.

21.1 This shall start with a Security Guard receiving a visitor at the gate.
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21.2 In case of walk-in visitors, the security guard shall do the following:-
a) Frisk the visitor using a metal detector,
b) Collect valid identification and record the visitors details in the visitors
book,
c) Issue visitors badge and office visit sheet,
d) Direct the visitor to their desired destination where applicable,
e) Return the identification document to the visitor on exit upon the visitor
returning the visitors badge and office visit sheet.
2.1.3 In the event the visitor does not have valid identification, the security guard
shall consult the Supervisor who shall liaise with the Security Officer.
21.4 In case of driving visitors, the security guard shall:-
a) Search the vehicle.
b) Record details of the visitor in the visitors checklist.
c) Issue visitors badge, car pass and office visit sheet,
d) Where applicable, direct the visitor to the parking lot and destination
e) On exit, the visitor shall return the visitors badge, car pass and office visit
sheet.
2.1.5 The security guard shall:-
a) Continually update the University vehicle movement register to track the
movement of University vehicles.
b) On entry, confirm that the Staff Vehicle has a valid sticker,
c) update the Staff vehicle movement form on entry and exit of Staff vehicles,
d) update the suppliers checklist,
e) receive/issue to authorized officers keys to University offices and vehicles,
update the Keys Register and store them in the key bank.
2.1.6 In case of movement of any University asset from the University, the security
guard shall validate whether there is a valid and approved gate pass for the

same and retain a copy.
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21.7 The supervisor shall collect and submit to security office the applicable
records every Monday of each week for analysis and filing.

2.2 Crime Detection and Prevention.

221 This shall start during the first month of the fourth quarter of each financial
year, with HoS assigning security officers to carry out security risk assessment
in University The assigned officers shall develop tools for security risk
assessment with a focus in the following areas:

a) Status of security

b) Training

c) Deployment

d) Supervision

e) Access control

f) Electronic surveillance

2.2.2 The assigned officers shall forward the tools to the HoS for validation.

2.2.3 Upon validation, the HOS shall return the tools to the security officers.

224 The Security Officers shall carry out risk assessment within 6 weeks and
compile a report.

225 The officers shall forward the security risk assessment report to HoS for
review and input.

22.6 The HoS shall then forward the report within two weeks from the date of
receipt to the VC for information and necessary action.

2.2.7 The HoS shall implement any recommendations made by the VC.

2.3  Security Investigations

2.3.1 This shall start with a Security Officer either:-

a) receiving a complaint from complainant or
b) Identifying/suspecting a crime.

2.3.2 Upon receiving a complaint or identifying the crime, the Security Officer shall

book it in the OB and ask the complainant to record it in the statement form

where applicable.
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23.3 On reviewing the OB and identifying the case, the HoS shall within 1 day

assign the case to an investigations officer.

2.3.4 The assigned officer shall visit the scene of crime for evidence collection.

2.3.5 At the scene of crime, the officer shall as applicable:

a)
b)

)

Take photographic evidence
Collect any exhibits

Identify witnesses

2.3.6 Depending on the nature of crime and the scene, the investigating officer shall

as applicable:-

a)

b)

preserve the scene for further forensic action/investigation by marking the
area and posting a sentry where necessary,

Search and apprehend/arrest suspects in accordance with the CPC where
applicable,

Inform the HoS of any arrests giving personal details of the suspect and
the offence committed,

label exhibits and record in exhibits register and store them in exhibit
store/ safe,

summon all suspects and witnesses to security office for interrogation and
interviewing in accordance with the legal requirement and collect
statements from willing witnesses and suspects in official statement form,
Submit a report of the investigation to HoS for input and forwarding to

the relevant officers for action.

23.7 Upon receiving communication of any arrests and report from the

investigation officer, the HoS shall:

a)

b)

Version A

Analyze the case and determine whether to handle it administratively or
hand over to police as per the CPC and other applicable legal
requirements.

Brief the Vice Chancellor or other relevant officer before taking further

action if the suspect is a staff or student of the University.
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3.0
3.1
3.2
3.3
34
3.5
3.6
3.7
3.8
3.9
3.10
3.11
3.12
3.13
3.14

c) Submit a report on the case to the Vice Chancellor for further action and

where necessary brief the relevant officer.

LIST OF APPLICABLE RECORDS
University Vehicle Movement Register.
Keys Register.

Visitor’s vehicle movements register.
Staff vehicle movement register.
Supplier’s checklist.

Evidence of meetings.

Visitor’s book.

Evidence of communication.
Security risk assessment tool.
Security risk assessment report.

OB.

Statement Form/Record.

Exhibits Register.

Investigation Reports.
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PROCEDURE NUMBER 1: PREPARATION OF PERFORMANCE CONTRACTS
1.0 GENERAL

11  PURPOSE
The purpose of this procedure is to ensure effectiveness, timeliness,
consistency and efficiency in preparation of performance contracts.
1.2  SCOPE
This procedure shall apply to preparation of performance contracts in the
University.
1.3  REFERENCES
a) Quality Manual - KIBU/MR/QM/002
b) Performance Contracting Guidelines for the contract period.
c) Sector Performance Standards (SPS) for the contract period.
d) Government Printed Budget Estimates.
e) University Strategic Plan.
f) University Service Charter.
g) University Approved Budget.
h) University Approved Procurement Plan.
14  TERMS AND DEFINITIONS
a) HOD - Head of Department.
b) PME - Performance, Monitoring and Evaluation.
c¢) DPCQA - Director, Performance Contracting and Quality Assurance
d) PCSC - Performance Contracting Steering Committee.
f) DVC (ASA) - Deputy Vice Chancellor Academic and Students Affairs
1.5 PRINCIPAL RESPONSIBILITY
The DPCQA shall ensure that this procedure is adhered to.

20 METHOD
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212 This procedure shall start with the DPCQA receiving Performance
Contracting Guidelines for subsequent Financial Year from the Ministry of
Devolution and Planning.

213 Upon receipt of the guidelines the DPCQA shall convene a meeting with the
Performance Contracting Steering Committee to draft the Performance
Contract, considering the following:-

a) Performance Contracting Guidelines for the Financial Year,
b) Strategic Plans,

c) Previous year’s Procurement Plan

d) Previous year’s Budget

e) Previous year Performance Contract

f) University needs

214 Upon preparation of the Draft Performance Contract, the DPCQA shall
submit the contract to DVC (ASA) for review and tabling at the larger
Performance Contracting Committee for consideration.

215 The DVC (ASA) shall forward the reviewed PC to the Vice Chancellor for
consideration.

216 Upon consideration the Vice Chancellor shall forward the final Draft
Performance Contract to the University Council’s Chair for adoption.

217 The University Council Chair shall negotiate the Draft Performance Contract
with the Permanent Secretary, MOEST on a date given by MOEST.

218 Upon successful negotiation of the Contract, the University shall submit the
final draft of the Performance Contract to the Permanent Secretary, MOEST
(Performance Contracting Department) for vetting.

219 The University Council Chair shall prepare sufficient copies of the vetted
Performance Contract for signing by the under listed:

(@) Chairman, UC.
(b) Independent Council Member.

(c) Permanent Secretary, State Department for Education, MOEST.
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(d) Permanent Secretary, National Treasury.

220 The signed PC shall be handed over to the University Council Chair who will

then sign with the Vice Chancellor.

221  Upon the University Council Chair signing the PC with the Vice Chancellor,

the Vice Chancellor shall then cascade the PC signing process to lower

administrative levels of the University.

3.0 LIST OF APPLICABLE RECORDS
3.6 Evidence of communication.

3.7  Evidence of meeting.

3.8  Draft performance contract.

3.9  Performance Contracting Reports.

3.10 Signed Performance Contracts.
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PROCEDURE NUMBER 2: IMPLEMENTATION AND EVALUATION OF
PERFORMANCE CONTRACT

1.0 GENERAL
11  PURPOSE
The purpose of this procedure is to ensure effectiveness, timeliness,
consistency and efficiency in implementation of the University’s Performance
Contract.
1.2  SCOPE
This procedure shall apply to the implementation and evaluation of the
performance contract in the University.
1.3  REFERENCES
a) Quality Manual - KIBU/MR/QM/002
b) Performance Contracting Guidelines for the contract period.
c) Sector Performance Standards (SPS) for the contract period.
d) Government Printed Budget Estimates.
e) University Strategic Plan.
f) University Service Charter.
g) University Approved Budget
h) University Approved Procurement Plan
14  TERMS AND DEFINITIONS
a) HOD - Head of Department.
b) PME - Performance, Monitoring and Evaluation.
c¢) DPCQA - Director, Performance Contracting and Quality Assurance
d) PCSC - Performance Contracting Steering Committee.
e) MOEST - Ministry of Education Science and Technology
f) DVC (ASA) - Deputy Vice Chancellor Academic and Students Affairs
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1.5  PRINCIPAL RESPONSIBILITY
The DPCQA shall ensure that this procedure is adhered to.

20 METHOD

21 Implementation

211 This shall start with the DPCQA communicating to all respective Heads of
Divisions/ Departments/ Sections, involved in Performance Contracting to
submit reports and documentary evidence for evaluation, recording and
reporting, at least two weeks before the end of every quarter.

212 Heads of Divisions/Departments/Sections, involved in Performance
Contracting shall submit the reports and evidence to the DPCQA for
evaluation at the end of every quarter.

213 Upon receipt of the reports and evidence, the DPCQA shall convene a
Performance Contracting Steering Committee meeting to evaluate the
Contract at the end of every quarter.

214 The DPCQA shall prepare sufficient copies of the quarterly reports and
forward to the Vice Chancellor’s Office for onward transmission to relevant
government agencies

2.2 Evaluation

221 This shall start with the Performance Contracting Steering Committee
preparing a PC Self Evaluation Report at end of the every financial year.

2.2.2 The DPCQA shall prepare sufficient copies of the Self Evaluation Report and
forward to the Vice Chancellor’s office for onward transmission to the
University Council Chair and respective government agencies.

2.2.3 The University shall participate in the evaluation process on a date given by
the Permanent Secretary, Performance Contracting Department.

2.24 The Vice Chancellor shall table the evaluation report to the University Senate.
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3.0
3.1
3.2
3.3
34

LIST OF APPLICABLE RECORDS
Evidence of communication.
Evidence of meeting.

Quarterly Reports.

Self-Evaluation Report
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PROCEDURE NUMBER 3: COURSE EVALUATION
1.0 GENERAL

1.1  PURPOSE
The purpose of this procedure is to ensure efficiency, effectiveness,
transparency, timeliness and consistency in course evaluation.
1.2  SCOPE
This procedure shall apply to all courses offered in the University.
1.3  REFERENCES
a) Quality Manual - KIBU/MR/QM/002.
b) The University Act, 2012.
c) The University Statutes, 2009.
d) CUE Guidelines.
14  TERMS AND DEFINITIONS
a) DPCQA - Director Performance Contracting and Quality Assurance.
b) DVC (ASA) - Deputy Vice Chancellor Academic and Students Affairs
c) QA - Quality Assurance.
)

e) QAC - Quality Assurance Coordinator.

(o

f) CoDs - Chairpersons of Departments
g) ACDQR - Academic Departmental Quality Representative.

1.5 PRINCIPAL RESPONSIBILITY
The DPCQA shall ensure that this procedure is adhered to.

20 METHOD

21  This procedure shall start with the DPCQA ensuring that the course/lecturer
evaluation by students is conducted at the University within two weeks
before commencement of examinations

2.2 The CoDs shall ensure that the ACDQR collects course evaluation forms from
the examination office for each course offered in their respective departments
and signs the course evaluation dispatch form within two weeks before the

start of end of semester examination
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23  The ACDQR shall ensure administration and collection of responses from the
respective students and forward the dully filled evaluation forms to Director
Performance Contracting and Quality Assurance within two weeks before
commencement of end of semester examinations .

24 On receiving the dully filled evaluation form, the DPCQA shall ensure that
the data is analyzed and a final report prepared and presented to QA board
within two month for consideration and further forward to the Vice
Chancellor for recommendations and action. meeting for.

25  Upon recommendation by the Vice Chancellor, each teaching department
shall receive a copy of the report within one weeks upon receiving it from the
VC.

2.6 The CoDs shall discuss the evaluation reports in their respective departments
and give feedback to DPCQA within one month after commencement of the

subsequent semester.

3.0 LIST OF APPLICABLE RECORDS
3.1 Evidence of communication.

3.2 Evidence of meetings.

3.3  Processed course evaluation records.
3.4  Summary Reports.

3.5  Evaluation dispatch and receipt records.
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PROCEDURE NUMBER 1: BUDGETING
1.0 GENERAL

11  PURPOSE
The purpose of this procedure is to ensure effectiveness and efficiency in budgeting.
1.2  SCOPE
This procedure shall apply to budgeting in the University.
1.3  REFERENCES
a) Quality Manual - KIBU/MR/QM/002
b) Current National Treasury Circulars.
¢) Current Financial Regulations.
d) Public Audit Act (2003).
e) Current GoK Budgetary control guidelines.
f) Current International Public Sector Accounting Standards.
g) Public Finance Management Act (2012).
h) Master Plan
14  TERMS AND DEFINITIONS
a) DVC(AFD) - Deputy Vice Chancellor Administration Finance and
Development
b) HoF - Head of Finance.
c¢) HoDs - Heads of Department.
d) CoDs - Chairpersons of Department.
e) GoK - Government of Kenya.
1.5 PRINCIPAL RESPONSIBILITY
The HoF shall ensure this procedure is adhered to.
20 METHOD
21  This procedure shall start during the month of September each year with the
DVC (AFD) communicating to the HoDs, CoDs and Deans to submit their
budgetary proposals for the subsequent financial year using the approved

template. The communication shall include the deadline for submission.
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2.2 Upon receipt of the communication, the HoDs, CoDs and Deans shall prepare
the budget proposals guided by:-

a) Projected operational expenditure needs
b) Previous estimates

c) University Strategic Plan,

d) Performance Contract

e) National Treasury Circulars

f) Master Plan

2.3  Upon preparing the budget proposal, the HoDs, CoDs and Deans shall submit
them to the DVC (AFD) within the defined timeframe.

24  The DVC (AFD) shall review the proposals and forward them to the HoF for
action.

2.5  The HoF shall consolidate the budget into the draft University’s budget.

2.6 After consolidating, the HoF shall forward it to the DVC (AFD).

2.7  The DVC (AFD) shall table the budget to the University Budget Committee
for review and input.

2.8  In the event of any input, the DVC (AFD) shall ensure that the HoF corrects
and re-submits.

29 The DVC (AFD) shall table the draft budget to the University Senate for
review and input.

210 In the event of any input by the Senate, the DVC (AFD) shall ensure that the
HoF corrects and re-submits.

211 The DVC (AFD) shall forward the draft budget to the Vice Chancellor.

212  Onreceiving the draft budget, the Vice Chancellor shall forward it to Finance,
General Purposes, Building and Development Committee of Council for
deliberations, recommendation and approval.

213 The Committee shall consider the following in approving the budget:

a) Prioritization of activities

b) Proposals from Departments,
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c) Previous Year’s budget,
d) Provisions of the current National Treasury Circulars.

214 The Vice Chancellor shall communicate the recommendations of the Finance,
General Purposes, Building and Development Committee of Council to HoF
through the DVC (AFD) for incorporation.

215 The Chairperson, Finance, General Purposes, Building and Development
Committee of the Council shall table the proposed draft budget to the full
Council for approval.

216 In approving the draft budget, the Council shall consider recommendations
from the Committee.

217 In the event that the Council recommends amendments to the proposed draft
budget, the Vice Chancellor shall ensure that the recommendations are
implemented.

218 Upon approval by Council, the Vice Chancellor shall submit it to the Parent
Ministry for approval.

219 Upon receiving communication from the Parent Ministry, the Vice Chancellor
shall forward the approved budget to the DVC (AFD) who shall ensure it is
revised taking into consideration the allocations.

220 The Vice Chancellor shall present the revised budget to the University
Council for approval to enable implementation.

221 The DVC (AFD) shall communicate to the relevant offices and ensure

implementation of the budget in accordance with the approved allocations.

3.0 LIST OF APPLICABLE RECORDS
3.1  Departmental estimates

3.2  Approved Budget

3.3  Evidence of Communication

3.4  Evidence of Meetings
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PROCEDURE NUMBER 2: REVENUE COLLECTION
1.0 GENERAL

1.1  PURPOSE
The purpose of this procedure is to ensure effectiveness, transparency, accountability
and efficiency in revenue collection.
1.2  SCOPE
This procedure shall apply to collection of revenue in the University.
1.3  REFERENCES
a) Quality Manual -KIBU/MR/QM/002.
b) Financial Regulations.
c) Accounting Manual.
d) Students Fees Policy, 2013.
e) International Financial Reporting Standards.
f) International Public Sector Accounting Standards.
g) International Auditing Guidelines.
h) Public Audit Act, 2003.
i) University Housing Policy, 2012.
14  TERMS AND DEFINITIONS
a) HoF - Head of Finance
b) HoDs - Heads of Department
c) CoDs - Chairpersons of Department
d) IGAs - Income Generating Activities
1.5  PRINCIPAL RESPONSIBILITY
The HoF shall ensure this procedure is implemented.
20 METHOD
21  Student fees
21.1 This shall start with the Accountant Student Finance availing fee statements

to continuing students on request.
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21.2 During registration of new and continuing students, the Accountant Student
Finance shall receive, verify and confirm bank deposit slips/bankers cheques
in line with the relevant approved policy in use.

21.3 The respective Accountant Student Finance shall issue receipts for the
payments after verifying the bank slips/bankers cheques with the bank
statements.

214 The respective Accountant Student Finance shall update the student
records/ledger and forward them to the cashier.

2.1.5 The respective Accountant Student Finance shall forward a weekly report to
the HoF for information and action if any.

22  Revenue from IGAs

221 This shall start with the Accountant Revenue receiving cash/deposit
slip/cheques together with the Cash Sale Receipt Book and supporting
documents from the respective cashier/customers.

2.2.2 Upon receipt, the Accountant Revenue shall confirm the amount against the
Cash Sale Receipt Book.

223 In the event of any anomaly, Accountant Revenue shall advise the cashier
accordingly.

224 Upon confirmation, the Accountant Revenue shall issue a miscellaneous
receipt to the cashier.

225 The Accountant Revenue shall prepare and update Cash Book and bank all
revenue collected on daily basis.

22,6 In case of direct banking, the Accountant Revenue shall review the Bank
Statement to confirm payments.

227 The Accountant Revenue shall update the General Ledger and prepare a
weekly report on all revenues collected and forward to the HoF for

information, action and for onward forwarding to DVC (AFD) and VC.
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3.0
3.1
3.2
3.3
3.4
3.5
3.6
3.7

LIST OF APPLICABLE RECORDS
Cash Sale Receipt Book
Miscellaneous Receipt Book
Student Fee Statements

General Ledger

Weekly Report

Bank Statements

Cashbook
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PROCEDURE NUMBER 3: PAYMENTS
1.0 GENERAL

11  PURPOSE
The purpose of this procedure is to ensure effectiveness, efficiency, timeliness and
transparency in making payments.
1.2  SCOPE
This procedure shall apply to all payments made by the University.
1.3  REFERENCES
a) Quality Manual - KIBU/MR/QM/002
b) Financial Regulations,
c) Accounting Manual,
d) National Treasury Circulars,
e) Collective Bargaining Agreements,
14  TERMS AND DEFINITIONS
a) HoF - Head of Finance
b) HoPD - Head of Procurement Department
¢) LPO - Local Purchase Order
d) GRN - Goods Received Note
e) RTGS - Real Time Gross Settlement Payment
f) PRN - Purchase Requisition Notes
g) LSO - Local Services Orders
1.5  PRINCIPAL RESPONSIBILITY
The HoF shall ensure this procedure is implemented.
20 METHOD
21  Payment of creditors
211 This shall start with HoF receiving fully supported invoices/ bills with the
copy of LPO/LSO, copy of PRN, the copy of GRN where applicable and other
applicable supporting documents from HoPD.
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21.2 The HoF shall verify, confirm the authenticity and approve the supported
invoices for payment.

21.3 In the event of any anomaly, the HoF shall advise the HoPD accordingly.

214 The HoF shall forward the approved invoices to the Accountant Expenditure.

21.5 The Accountant Expenditure shall update the Invoices Received Control
Register.

21.6 The Accountant Expenditure shall verify whether invoices are correctly
matched and supported.

21.7 Upon confirmation, the Accountant Expenditure shall raise Payment
Vouchers and update the Creditors Ledger.

21.8 The Accountant Expenditure shall forward the Payment Vouchers to the
Accountant Budgetary for de-commitment of LPO and commitment of
payment in the Vote Book.

219 The Accountant Budgetary shall forward the Payment Voucher to Accountant
Examination for examination to determine whether the Payment Voucher is
correct or not.

21.10 In the event that the Payment Voucher is not correct, the Accountant
Examination shall record the Payment Voucher in a Payment Voucher
Movement Register and return it to Accountant Expenditure for correction
and re-submission.

2.1.11 Upon confirmation that the Payment Voucher is correct, the Accountant
Examination shall record in the Payment Voucher Movement Register and
forward it to Accountant Expenditure.

2.1.12 The Accountant Expenditure shall prepare an Aging List on a weekly basis
and forward it to the HoF who shall forward it to DVCAFD for input and
tabling at the University Management Board for payment approval.

2113 In the event the University Management Board raises any issues on the

payment, it shall make comments to DVC (AFD) for action.
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2.1.14 Upon receipt of the UCB comments the DVC (AFD) shall ensure the HoF
inputs the recommendations of the UMB.

2.1.15 Upon approval by UMB, the HoF shall forward the aging list to the
Accountant Expenditure who shall prepare and forward the Payment
Vouchers and approval instructions to the Accountant Cash Office for
payment.

2.1.16 The Accountant Cash Office shall draw cheques/RTGS and ensure that they
are signed by the authorized signatories.

2.1.17 The Accountant Cash Office shall ensure dispatch of the payments to the
respective creditors through the Dispatch Register.

2.2 Payment of Salaries

221 This shall start with the HoF ensuring the payroll is updated by the
Accountant Salaries with any applicable adjustments by the 15t day of every
month. The adjustment shall include but not limited to:-

a) Statutory deductions,
b) Loan recoveries,
¢) Annual incremental credits.

2.2.2 The Accountant Salaries shall close the payroll to enable processing of the
payroll.

2.2.3 By the 20t day of every month, the Accountant Salaries shall undertake a first
run for verification, editing and corrections before printing the final payroll.

224 The Accountant Salaries shall submit the payroll to Registrar Administration
for approval.

225 In the event Registrar Administration raises issues on the payroll, he/she
shall make comments to the Accountant Salaries.

22,6 The Accountant Salaries shall reconcile the payroll, prepare Payment
Vouchers on net pay and all other payroll related deductions and submit to

Accountant Examination for verification.

Version A Page 154 of 319 Revision 1




KIBABII UNIVERSITY- ISO 9001:2008 BASED QUALITY MANAGEMENT SYSTEM

2.2.7 The Accountant Examination shall verify correctness of Payment Vouchers
and forward them for payment by the Accountant Cash Office.

2.2.8 The Accountant Cash Office shall ensure that salary cheques are drawn.

229 The Accountant Cash Office shall ensure the cheques are signed by the
authorized signatories.

2.2.10 The Accountant Cash Office shall dispatch the cheques to paying institutions
and other statutory organizations within the legal framework.

2.211 The Accountant Salaries shall print pay-slips, sort them departmentally and
dispatch them to the various departments.

2.2.12 The Accountant Salaries shall prepare monthly salary reports and forward to
HoF for information.

2.3  Staff and Students Refunds

23.1 The Accountant Students’ Finance/Personal Claims shall receive duly
completed Application for Refund Form/letter.

2.3.2 The Accountant Student Finance/Personal Claims shall verify the documents
to determine if they meet the requirements for the refund or not as per
supporting documents

2.3.3 If they do not meet the requirements for refund, the Accountant Students’
Finance/Personal Claims shall advise the applicant accordingly.

234 If they meet the requirements, the Accountant students’ finance/personal
Claims shall raise a Payment Voucher to effect the refund.

2.3.5 The accountant students’ finance/Personal claims shall forward the Payment
Vouchers to Accountant Examination for verification.

23.6 The Accountant Examination shall receive the Payment Vouchers and
examine.

23.7 In the event the Payment Voucher is not correct, the Accountant Examination
shall refer it to the Accountant Student Finance/Personal claims with

appropriate comments.
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23.8 Upon examination, the Accountant Examination shall submit the Payment
Voucher to the HoF for approval.

23.9 Upon approval, the Cash Office Accountant shall receive the Payment
Vouchers and make payments as per the Financial Regulations.

24  Work Study Payment

241 The Accountant Student Finance shall receive duly completed Work Study
Claim Forms from the Dean of Students” Office.

2.4.2 The Accountant Students” Finance shall verify the documents to determine if
they meet the requirements or not based on the supporting documents.

243 If they do not meet the requirements for work study claim, the Accountant
Students” Finance shall advise the Dean of Students Office accordingly.

244 Upon verification, the Accountant Student Finance shall prepare a Payment
Voucher to effect the claim.

245 The Accountant Student Finance shall forward the Payment Vouchers to
Accountant Examination for verification.

2.4.6 The procedure shall proceed as per 2.3.6 - 2.3.9 above.

25  Imprest payment and accounting

2.5.1 This shall start with the Accountant Personal Claims/Expenditure confirming
whether the applicant has any outstanding Imprest.

252 Upon confirmation, a member of staff shall duly complete an Imprest
Advance Form and submit it to Accountant Personal Claims/Expenditure:-

253 Upon confirmation, the Accountant Personal Claims/Expenditure shall
record the Imprest in the Imprest Advance Register and then forward it to the
Accountant Budgetary Control for commitment.

254 The Accountant Budgetary Control shall commit, sign and forward it to the
Accountant Examination for verification.

2.5.5 In the event of any anomalies, the Accountant Examination shall return the
Imprest Advance Form to the Accountant Personal Claims/Expenditure for

action.
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2.5.6 Upon authentication, the Accountant Examination shall forward the Imprest
Advance Form to the Accountant Cash Office for payment.

2.5.7 The Accountant Cash Office shall ensure that the applicant acknowledges
receipt of funds by signing on the Payment Voucher.

2.5.8 The applicant shall account for the Imprest by completing the Imprest
Accounting Form, attaching a copy of the Imprest Advance Form and
supporting documents and forwarding them to the Accountant Examinations
for authentication.

259 The Accountant Examination shall authenticate and forward them to the
Accountant Personal Claims for clearance.

2.5.10 The Accountant Personal Claims shall update the Imprest Advance Register.

2511 In the event that any Imprest is not accounted for by the due date, the
Accountant Personal Claims shall issue a cautionary notice to the member of
staff concerned.

2.5.12 In the event that the member of staff does not account for the Imprest within
the notice period, the Accountant Personal Claims shall forward the Imprest
recovery notice to the Accountant salaries to enable the amount to be

recovered in full from the applicant.

3.0 LIST OF APPLICABLE RECORDS
3.1 Invoices/ bills

3.2  LPO-Local Purchase Order

3.3  GRN- Goods Received Note

3.4  Invoices Received Control Register
3.5  Payment Vouchers

3.6 Payment Voucher Movement Register
3.7  Aging List

3.8  Dispatch register

3.9  Creditors ledger

3.10 Payroll
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311 Pay-slips

3.12 Monthly Salary Reports

3.13 Application for Refund Record
3.14 Work study Claim forms

315 Imprest Advance Form

3.16 Imprest Advance Register

3.17 Cautionary notice

3.18 Recovery notice
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PROCEDURE NUMBER 4: BANK RECONCILIATION
1.0 GENERAL

11  PURPOSE
The purpose of this procedure is to ensure effectiveness, efficiency, timeliness,
transparency and accountability in bank reconciliation.
1.2  SCOPE
This procedure shall apply to the reconciliation of all cashbooks and bank statements
in the University.
1.3  REFERENCES
a) Quality Manual - KIBU/MR/QM/002
b) Financial Regulations
¢) Accounting Manual
d) International Financial Reporting Standards
e) International Public Sector Accounting Standards
f) International Auditing Guidelines
g) Public Audit Act (2003)
14  TERMS AND DEFINITIONS
a) HoF - Head of Finance
b) AR -Accountant Reconciliation
1.5 PRINCIPAL RESPONSIBILITY
The HoF shall ensure this procedure is implemented.
20 METHOD
21  This procedure shall start with the Accountant Reconciliation receiving bank
statements for all the University’s bank accounts(s).
2.2 Upon receipt, the Accountant Reconciliation shall then confirm if the entries
in the bank statements agree with the amount in the Cash Book.
23 In the event of any discrepancies, the Accountant Reconciliation shall:-
a) Liaise with the bank to address it or

b) Liaise with the Cash Office Accountant to address it or
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24

25

3.0
3.1
3.2
3.3
34
3.5

c) Confirm with Creditors/Debtors Ledger

The Accountant Reconciliation shall prepare the bank reconciliation

statement.

The Accountant Reconciliation shall on monthly basis forward the

bank

reconciliation statement to the HoF for information and necessary action.

LIST OF APPLICABLE RECORDS
Bank Statements

Cashbook

Bank Reconciliation Statement
Creditors Ledger

Debtors Ledger
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PROCEDURE NUMBER 5: PREPARATION OF FINAL ACCOUNTS
1.0 GENERAL

11  PURPOSE
The purpose of this procedure is to ensure timelines, accuracy and consistency in
preparation of final accounts.
1.2  SCOPE
This procedure shall apply to the preparation of all final accounts by the University.
1.3  REFERENCES
a) Quality Manual -KIBU/MR/QM/002
b) The National Treasury circulars
c) Financial Regulations
d) Public Audit Act 2003
e) International Financial Reporting Standards
f) International Public Sector Accounting Standards
g) The Constitution of Kenya, 2010
h) Public Finance Management Act 2012
i) State Corporations Act 2012
14  TERMS AND DEFINITIONS
a) HoF - Head of Finance
b) HoDs - Heads of Department
c) DVC(AFD) - Deputy Vice Chancellor (Administration Finance and
Development)
1.5 PRINCIPAL RESPONSIBILITY
The HoF shall ensure that this procedure is adhered to.
20 METHOD
21  This procedure shall start at the end of the financial year under review with
HoF issuing guidelines to all university statf for the closure of the financial

year.
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2.2 The HoF shall communicate to all banks to request for certificate of bank
balances to authenticate the bank position and ensure appointment of the
Board of Survey to authenticate cash in hand as at 30t June each financial
year.

23  The HoF shall ensure that the previous year’s Auditor General’s Certificate is
obtained to authenticate the prior year’s balance to be brought forward to the
year under review.

24  The HoF shall validate the data to be used in the preparation of final accounts
through reconciliation of the General Ledger Accounts.

2.5  The HoF shall ensure consolidation of the final accounts and produce a draft
final account before 30t September every financial year. The final accounts
shall include:-

a) Statement of financial position

b) Statement of financial performance

c) Cash flow statements

d) Statement of changes in capital reserves (equity)

2.6 The HoF shall forward the draft final accounts to the DVC (AFD) for review
and tabling to the University Management Board.

2.7 The University Management Board shall review and make comments to the
DVC (AFD) to make adjustments.

2.8  The DVC (AFD) shall forward them to the Vice Chancellor for presentation to
Finance, General Purposes, Building and Development Committee of Council
for approval before submission to the Auditor General.

29 In approving, the Finance, General Purposes, Building and Development
Committee of Council shall consider applicable legal requirements and
tfinancial reporting standards

210 In the event of any anomalies, the Vice Chancellor shall ensure that they are

addressed.
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211 Upon approval, the Chairperson Finance, General Purposes, Building and
Development Committee of Council shall present to Council for approval.

212 In approving, Council shall consider the recommendations of the Finance,
General Purposes, Building and Development Committee of Council.

213 In the event of anomalies, the Vice Chancellor shall ensure that they are
addressed.

214 The Vice Chancellor shall submit the approved annual report to the Auditor
General on or before 30th September every financial year.

215 The Vice Chancellor shall ensure that any audit queries are addressed.

3.0 LIST OF APPLICABLE RECORDS

31  General Ledger

3.2 Evidence of communication

3.3  Statement of financial position

3.4  Statement of financial performance

3.5  Cash flow statements

3.6  Statement of changes in capital reserves (equity)

3.7  Evidence of meetings
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PROCEDURE NUMBER 1: MANAGEMENT OF STUDENTS’ CO-CURRICULAR
ACTIVITIES

1.0 GENERAL
11  PURPOSE
The purpose of this procedure is to ensure effectiveness, efficiency,
consistency and timeliness in the management of student co-curricular
activities.
1.2  SCOPE
This procedure shall apply to the management of all students” co-curricular
activities in the University.
1.3  REFERENCES
a) Quality Manual - KIBU/MR/QM/002
b) Rules and Regulation governing the conduct and discipline of students of
the University.
c¢) MMUSO Constitution.
d) University Charter
e) UniversityStatutes.
14  TERMS AND DEFINITIONS
a) KIBU - Kibabii University.
b) SGC - Student Governing Council.
c) DOS - Dean of Students.
d) MMUSO- Masinde Muliro University Students Organization
e) UMB - University Management Board.
f) DVC(AFD)- Deputy Vice Chancellor Administration Finance and
Development
g) DVC(ASA) deputy Vice Chancellor Academic and Students Affairs
1.5  PRINCIPAL RESPONSIBILITY

The Dean of Students shall ensure that this procedure is adhered to
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2.0 METHOD

21  Planning for the Co-curricular Activities

21.1 This procedure shall start with the Dean of Students convening a meeting
with Departmental and Section Heads after receiving communication from
the DVC (AFD) of the approved annual departmental budgetary allocation
and relevant external communication to schedule students’ activities for the
academic year.

21.2 In preparing the schedule of activities and budget, the following shall be
considered:

a) Departmental Budgetary Allocations.
b) Calendar of events/External Communication.
c) Departmental work plan.

21.3 The Dean of Students shall submit the consolidated schedule of activities and
budget to the DVC (ASA) for verification and consideration.

21.4 Upon receipt, the DVC (ASA) shall consider criteria in 2.2 in verifying the
schedule of activities and budget.

2.1.5 In the event that the DVC (ASA) raises an issue on the schedule of activities or
the budget, he/she shall make comments to the Dean of Students for
amendment.

21.6 Upon verification, the DVC (ASA) shall forward the consolidated schedule of
activities and budget to DVC (AFD).

21.7 In the event that the DVC (AFD) raises an issue on the schedule of activities
or the budget, he/she shall make comments through DVC (ASA) to the Dean
of Students for amendment.

21.8 Upon receipt of the schedule of activities and budget DVC (AFD) shall
forward to the University Management Board for consideration and approval.

219 In the event that the UMB raises any issues with the schedule of activities and

the budget, the secretary of UMB shall communicate to the Dean of Students.
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2.1.10 Upon approval by the UMB, the Dean of Students shall circulate the approved
budget and plan to all heads of sections for implementation.

2.2 Coordination and Implementation of co-curricular activities

221 This shall start with the DOS assigning activities to an officer to be in-charge
of a particular co-curricular activity.

2.2.2 The officer in-charge shall ensure a working budget and a programme are
prepared and submitted to DOS for consideration and forwarding to DVC
(ASA).

2.2.3 Upon receiving the budget and programme of activities for consideration the
DVC (ASA) shall forward to DVC (AFD) for consideration.

224 In the event that the approval is not granted DVC (AFD) shall as per
communication procedure number 1 in the Administration Procedure Manual
communicate the decision to DOS.

225 Upon approval for facilitation, the officer in-charge of the activity shall
proceed as per procedure number 3 of Finance Procedure Manual.

22.6 Upon receiving the facilitation the officer in-charge shall ensure that the
approved programme is implemented.

2.2.7 Upon completion of the activity the officer in-charge shall submit a report to

DOS and the procedure shall be deemed to be complete.

3.0 LIST OF APPLICABLE RECORDS
3.1  Evidence of communication.
3.2 Evidence of meetings.
3.3  Budget.

3.4  Department schedule of Activities.
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PROCEDURE NUMBER 2: MANAGEMENT OF STUDENTS’ CENTRE
1.0 GENERAL

1.1  PURPOSE

The purpose of this procedure is to ensure effectiveness, efficiency,

transparency, accountability and consistency in management of the Students’

Centre.

1.2  SCOPE
This procedure shall apply to the management of Students’” Centre in the
University.

1.3  REFERENCES

a) Quality Manual -KIBU/MR/QM/002

b) Rules and Regulation governing the conduct and discipline of students of
the University,

¢) University Procurement Procedures,

d) Students’ Organization Constitution.

e) The Constitution of Kenya 2010

14  TERMS AND DEFINITIONS

a) KIBU - Kibabii University

b) KIBUSO - Kibabii University Student Organization.

c) SGC - Student Governing Council.

d) DOS - Dean of Students.

e) Students’ Centre - A business premise within the University that is rented
to bonafide students and or registered clubs of Kibabii University and is
managed by Student Leadership.

f) SCTB- Student Centre Tendering Board.

1.5  PRINCIPAL RESPONSIBILITY
The Dean of Students (DOS) shall ensure that the procedure is adhered to.
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2.0
21

2.2

2.3

24

2.5

2.6

2.7
2.8
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METHOD

This procedure shall start with the DOS constituting a Student Centre
Tendering Board as per the Constitution.

Within the first monthof the first semester of every academic year, the Dean of
Students shall ensure that the Student Centre Tendering Board (SCTB) invites
tenders specifying the available space for specific businesses, deadlines for
submission of tender documents and fee payment modalities (where
applicable).

Upon opening and processing of the tender bids at a Tender Board Meeting,
the Chairperson of SCTB shall forward the evaluation reports and lists of
successful and unsuccessful bidders to the Dean of Students for information.
In the event of an appeal, the DOS shall receive and consider the appeals as
per Students Organization Constitution.

Upon receipt of the evaluation reports and lists, Chairperson of SCTB in
liaison with the Dean of Students shall ensure successful bidders sign
KIBUSO Lease agreement within two weeks.

Upon signing the lease agreement the SGC Director of Finance in liaison with
the Dean of Students through supervision shall ensure the terms and
conditions in the lease agreement are adhered to.

The DOS shall ensure that supervision reports are submitted on a need basis.
Upon the expiry of the lease agreement, SGC Director of Finance in liaison
with the Dean of Students shall ensure that the business premises are handed

over procedurally as outlined in the Lease agreement.
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3.0
3.1
3.2
3.3
3.4
3.5
3.6

LIST OF APPLICABLE RECORDS

Evidence of Communication,

Evidence of meeting,

Tender documents,

KIBUSO lease agreement records,

Copy of rent payment receipts for leased premises.

Reports
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PROCEDURE NUMBER 3: MANAGEMENT OF STUDENTS’ LEAVE OF
ABSENCE

1.0 GENERAL

11  PURPOSE
The purpose of this procedure is to ensure efficiency, consistency, timeliness
and effectiveness in management of students’ leave of absence.

1.2 SCOPE
This procedure shall apply to the management of students’ leave of absence in
the University

1.3  REFERENCES
a) Quality Manual -KIBU/MR/QM/ 002
b) Rules and Regulation governing the conduct and discipline of students of

the University

14  TERMS AND DEFINITIONS
a) KIBU - Kibabii University
b) LoA - Leave of Absence, -
c) Registrar AA - Registrar Academic Affairs.
d) DOS - Dean of Students.

1.5 PRINCIPAL RESPONSIBILITY
The Dean of Students shall ensure that this procedure is adhered to.

20 METHOD

21  This procedure shall start with the DOS receiving a duly filled leave of
absence form from a student.

22 Upon receipt, the DOS shall consider the student to be away from the
University for a period not exceeding 21 (twenty one) days as specified below:
a) In the event of the death of a parent/guardian or spouse or sibling, a

student may be allowed a maximum of 14 days leave.

b) In case of maternity, a student shall be allowed a maximum of 21 days
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c) For other cases other than specified above a student shall be allowed a
maximum of seven days.
23  Inthe event the DOS raises any issue on the leave request, he/she shall advise
the student accordingly.
24 Upon approval by the DOS, the student shall fill leave of absence register.
2.5 Upon return from Leave the student shall sign the register and submit a duly
signed leave of absence form to the students’” affairs department and deliver

copies to the Dean of Faculty/School and Registrar AA for information.

3.0 LIST OF APPLICABLE RECORDS
31  Leave of Absence Register.

3.2 Leave of Absence Form
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PROCEDURE NUMBER 4: MANAGEMENT OF CHAPLAINCY SERVICES
1.0 GENERAL

11  PURPOSE
The purpose of this procedure is to ensure effectiveness, efficiency and
timeliness in management of chaplaincy services.

1.2  SCOPE
This procedure shall apply to the management of chaplaincy services at the
University.

1.3  REFERENCES
a) Quality Manual -KIBU/MR/QM/002
b) Rules and Regulation governing the conduct and discipline of students of

the University

¢) Guidelinesfor various Religions and Denominations.
d) The Kenyan Constitution 2010

14  TERMS AND DEFINITIONS
a) KIBU - Kibabii University
b) KIBUSO - Kibabii University Student Organization.

1.5 PRINCIPAL RESPONSIBILITY
The Dean of Students shall ensure that this procedure is adhered to.

20 METHOD

21  This procedure shall start with the Officer in-charge of chaplaincy in
consultation with the Patrons and Chairpersons of registered religious
societies preparing a schedule of activities for chaplaincy services for the
subsequent academic year. In preparing the schedule of activities, the Officer
in- charge of Chaplaincy shall consider the following;:
a) Calendar of events
b) Student Affairs Work Plan

2.2 Upon the preparation of schedule of activities and budget the Officer in

charge of Chaplaincy shall submit them to the Dean of students who shall
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2.3

3.0
3.1
3.2
3.3
34

include the Chaplaincy activities in the co-curricular activities and they shall
be managed as outlined in procedure number 1 in this manual

The Officer in charge of chaplaincy shall ensure that all activities in the
schedule are carried out and a report submitted to the DVC (ASA) through

Dean of Students on a monthly basis for information and action if any.

LIST OF APPLICABLE RECORDS
Evidence of Communication.
Evidence of meeting.

Schedule of activities.

Report.
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PROCEDURE NUMBER 5: COORDINATION OF WARDENSHIP
1.0 GENERAL

11  PURPOSE
The purpose of this procedure is to ensure effectiveness, efficiency,
consistency and timeliness in the coordination of wardenship.
1.2  SCOPE
The procedure shall apply to coordination of wardenship in the University.
1.3  REFERENCES
a) Quality Manual -KIBU/MR/QM/002
b) Rules and Regulation governing the conduct and discipline of students of
the University.
c) Students” Accommodation Policy.
d) Hostel rules and regulations.
e) The Constitution of Kenya, 2010.
14  TERMS AND DEFINITIONS
a) KIBU - Kibabii University
b) Warden - An academic staff appointed to oversee the social welfare of
students in their residential areas.
c¢) DVC(ASA) - Deputy vice Chancellor Academic and Students Affairs
1.5 PRINCIPAL RESPONSIBILITY
The Dean of Students shall ensure that this procedure is adhered to.
20 METHOD
21  This procedure shall start with the Dean of Students convening a meeting
with the Student Affairs and Hostel Department in the fourth quarter of
financial year to assess the staffing needs for wardens.
2.2 Inidentifying the staffing needs, the following shall be considered:
a) Population of students,
b) Special needs,

c) Nature of accommodation and
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d) Students’ challenges.

23  The Dean of Students shall within two weeks from the date of the meeting
come up with a list of proposed wardens after considering the following;
a) Integrity,
b) Experience,
c) Effective communication skills,
d) Knowledge in counseling,
e) Involvement in co-curricular activities

24  The Dean of students shall forward the list of proposed wardens with their
profiles to the VC through the DVC (ASA) for consideration.

2.5 In the event of unfavorable consideration, the VC shall send the list back to
the DOS with comments.

2.6 Upon favorable considerations of the list of wardens, the VC shall make
appointments.

2.7  Upon appointment of wardens, the Dean of Students shall ensure induction
training is conducted.

2.8  The wardens shall carryout their responsibilities in tandem with their terms of
reference and submit fortnight reports to the DOS for information and action

where required.

3.0 LIST OF APPLICABLE RECORDS
31  Evidence of Meeting.

3.2  Copy of Appointment Letter.

3.3  Evidence of Induction of Warden.

3.4  Wardens” Report.
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PROCEDURE NUMBER 6: MANAGEMENT OF STUDENTS’ GUIDANCE AND
COUNSELLING SERVICES

1.0 GENERAL
1.1  PURPOSE
The purpose of this procedure is to ensure effectiveness, consistency,
efficiency and timeliness in provision of guidance and counseling services.
1.2 SCOPE
This procedure shall apply to students” guidance and counseling services in
the University
1.3  REFERENCES
a) Quality Manual -KIBU/MR/QM/002.
b) Rules and Regulation governing the conduct and discipline of students of
the University
c) Student Advisors’ Manual.
d) University HIV and AIDS Policy.
e) ICL -1 CHOQSE LIFE Training curriculum.
f) University Alcohol and Drug Abuse policy.
g) NACADA Alcohol and Drug Abuse policy.
h) University Gender Mainstreaming policy.
i) Counselors and Psychologists Act 2014.
j) University Sexual Harassment policy.
1.4  TERMS AND DEFINITIONS
a) DVC (ASA)- Deputy Vice Chancellor Academic and Students Affairs
b) DVC (AFD)- Deputy Vice Chancellor Administration Finance and
Development
c) KIBU- Kibabii University
d) Client/Counselee - a person who needs counseling services.

e) Counsellor - Professionally trained person in counseling.
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f) Drop out - a client who declines from continuing with the counseling
session.

1.5 PRINCIPAL RESPONSIBILITY
The Dean of Students shall ensure that this procedure is adhered to.

20 METHOD

21  Individual Counselling Services

21.1 This shall start with a Counselor receiving a voluntary or referred client for
counseling services.

2.1.2 Upon arrival of the client, the Counselor shall in consultation with the Client
till the Counseling Intake Form.

21.3 The Counselor shall commence the counseling process with sessions that do
not exceed one hour each, planned in consultation with the client.

214 Upon achievement of the therapeutic benefits the counselor shall terminate
the counseling session.

2.1.5 In the event there is a consensus on the need for referral, clause 2.3 of this
procedure shall apply.

21.6 In the event that the Client drops out, the Counselor shall submit a report to
the DOS.

21.7 The counselor shall submit monthly reports to the Dean of Students.

2.2 Group Counselling Services

221 This shall start with a counselor identifying an issue that is common among a
maximum number of twelve clients.

2.2.2 The Counselor shall ensure the group fills the Consent Forms.

223 The Counselor shall offer guidance and counselling services to the group
guided by the relevant professional requirements.

224 In the event that some members of the group drop out, the Counselor shall
submit a report to the DOS.

2.2.5 Upon achievement of the therapeutic benefits the Counseling process shall be

terminated.
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2.2.6 The Counselor shall submit monthly reports to the Dean of Students.

23  Referral services

2.3.1 This shall start with the Counselor establishing that a client will gain more
therapeutically on referral.

23.2 The counselor shall seek the consent of the counselee before facilitating
appropriate referral.

2.3.3 In the event that the counselee declines to give consent, the process shall be
terminated.

234 Upon the counselee giving consent and filling the referral forms, the
counselor shall refer the counselee to an appropriate service provider.

2.3.5 The Counselor shall prepare and submit quarterly reports on referral services
to the Dean of Students for information and action.

24  Follow up Services

241 This shall start with the Counselor establishing the progress of a client upon
termination of the counseling session.

242 The Counselor shall set strategies for appropriate intervention in cases of
unsuccessful counseling.

243 The Counselor shall prepare and submit quarterly reports on follow up
services to the Dean of Students for information and action.

2.5  Counseling Intervention Services

251 This shall start with the Counselor carrying out needs analysis and
establishing emerging issues in counseling services. The Counselor in
consultation with the Dean of Students shall organize appropriate
intervention activities based on:
a) The budgetary allocation and,
b) Needs analysis report,

2.5.2 The counselor shall ensure that the activities are planned for and presented

for inclusion in the consolidated schedule of activities and budget during the
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departmental meeting for co- curricular activities which shall be processed as
per procedure number 1 in this manual

2.6 Coaching and Mentoring Sessions

2.6.1 This procedure shall start with the Officer In-charge of counseling requesting
counselors, academic advisors, wardens and peer counselors to prepare and
submit topics on students” intervention needs for the subsequent year within
the fourth quarter of the financial year.

2.6.2 Upon receipt of the topics, the Officer In-charge of counseling shall convene a
meeting within two weeks with representation from Counselors, Academic
Advisors, Wardens , Peer Counsellors and Student leadership to:

a) Prioritize the topics,

b) Draw an annual program,

c) Make a budget for the subsequent academic year, and
d) Schedule sessions (at least three) per semester.

2.6.3 The Officer In-charge of counseling shall table the schedule and budget for
consideration during the departmental meeting on planning for co-curricular
activities which shall be processed as per the Management of co-curricular
activities procedure number 1 in this manual. The Counselor In-Charge shall
ensure that the approved schedule and budget is adhered to.

2.64 The Counselor in-charge shall make monthly reports on the sessions
undertaken and submit to the DOS for tabling at departmental meeting.

3.0 LIST OF APPLICABLE RECORDS

31  Counseling intake record.

3.2  Consent Form.

3.3  Referral records.

34  Reports.

3.5  Evidence of communication.

3.6 Evidence of meeting.

3.7  Attendance register
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PROCEDURE NUMBER 7: MANAGEMENT OF STUDENTS’ PEER COUNSELING
ACTIVITIES

1.0 GENERAL
1.1  PURPOSE
The purpose of this procedure is to ensure effectiveness, timeliness,
consistency and efficiency in operation of peer counseling activities.
1.2 SCOPE
This procedure shall apply to the Management of Students” Peer Counselling
activities at the University.
1.3  REFERENCES
a) Quality Manual -KIBU/MR/QM/002
b) Rules and Regulation governing the conduct and discipline of students of
the University,
¢) University HIV and AIDS Control Policy.
d) ICL Training curriculum.
e) University Alcohol and Drug Abuse Policy.
f) NACADA Alcohol and Drug Abuse Policy.
g) University Gender Mainstreaming Policy.
h) Counselors and Psychologists Act 2014.
i) University Sexual Harassment Policy.
j) University Disability Mainstreaming Policy
1.4  TERMS AND DEFINITIONS
a) DOS - Dean of Students.
b) DVC(ASA) - Deputy Vice Chancellor Academic and Students Affairs
c) KIBU - Kibabii University
d) Peer Counselor -A bonafide student of Kibabii University charged with
the responsibility of advocating for positive behaviour change of his

fellow students at the University.
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1.5 PRINCIPAL RESPONSIBILITY

The DOS shall ensure that this procedure is adhered to.

20 METHOD

2.1 This procedure shall start with the DOS ensuring that the counseling section
plans for peer counselors activities for the subsequent year within the fourth
quarter of the financial year.

2.2 In the event that it is not approved, the chair of UMB shall return it to DOS with
comments.

2.3 Upon approval, DOS shall ensure facilitation for the training as per procedure
number 3 in the imprest payment and accounting in the Finance Procedure
Manual.

2.4 The Counselor in-charge shall submit a report on Peer Counseling activities to

the DOS at least two weeks before the end of the academic year.

3.0 LIST OF APPLICABLE RECORDS
3.1 Evidence of meeting.

3.2 Evidence of Communication.

3.3 List of selected students to be trained.
3.4 Training Attendance register

3.5 Peer Counselors Register

3.6 Peer Counselors Work Plan.

3.7 Reports

3.8 Activity Programmes
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PROCEDURE NUMBER 8: MANAGEMENT OF FINANCIAL AID SERVICES
1.0 GENERAL

11  PURPOSE
The purpose of this procedure is to ensure consistency, timeliness,
transparency, efficiency and effectiveness in management of financial aid
services to students.
1.2  SCOPE
This procedure shall apply to management of financial aid services to
students in the University.
1.3  REFERENCES
a) Quality Manual - KIBU/MR/QM/002
b) University Rules and Regulations Governing the Conduct and discipline
of Students.
c) University’s Financial Regulations.
d) University Work- Study Regulations.
e) Needy Students Support Policy
14  TERMS AND DEFINITIONS
a) KIBU - Kibabii University.
b) HELB - Higher Education Loans Board.
c) Work Study- is a program that enables needy students get some financial
aid working for the institution during the period studies are in session.
1.5  PRINCIPAL RESPONSIBILITY
The Dean of Students shall ensure that this procedure is adhered to.
20 METHOD
21  Work Study
211 This shall start at least two weeks before the beginning of every academic
year with the DOS requesting the Heads of Departments to declare the

available work study vacancies.
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21.2 Upon receiving the information from the departments, the DOS shall ensure
that the work study positions are advertised within the first month of the first
semester of the academic year.

213 Upon expiry date of application, the DOS shall constitute a short listing
committee to process applications. The short listing committee shall be
guided by the ratified Needy Students Score Sheet.

21.4 Upon short listing, the DOS shall constitute a vetting committee to ascertain
students’ level of need and award.

215 The DOS shall communicate the outcome of the process as per the
communication procedure number 1 in administration procedure manual.

21.6 The DOS shall ensure that all successful applicants are inducted before
reporting to their respective work stations.

2.1.7 The DOS shall ensure that students on work study programme are duly paid
upon submission of the claim form as per the payment procedure 3 in Finance
Procedure Manual.

2.2  Students’ Financial Aid External and/ Internal Sources

221 This shall start with the Dean of Students receiving information about various
financial aid opportunities available for needy students to utilize.

222 The DOS shall where applicable communicate to the students on the
availability of financial aid opportunities as per the communication procedure
number 1 in the Administration Procedure Manual.

223 The DOS shall facilitate the processing of financial assistance from various

entities as per their requirements.

3.0 LIST OF APPLICABLE RECORDS
3.1  Evidence of communication.

3.2  Evidence of meetings.

3.3  Work Study records.

3.4  Work study Scoring Sheet.
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PROCEDURE NUMBER 9: MANAGEMENT OF GAMES AND SPORTS
1.0 GENERAL

11  PURPOSE
The purpose of this procedure is to ensure effectiveness, efficiency and
timeliness in the management of Games and Sports activities.
1.2  SCOPE
The procedure shall apply to management of games and sports activities in
the University.
1.3  REFERENCES
a) Quality Manual -KIBU/MR/QM/002
b) Rules and Regulation governing the conduct and discipline of students of
the University
c¢) KUSA Constitution
d) WEKUSA Constitution
e) KUSA Calendar
f) WEKUSA Calendar
14  TERMS AND DEFINITIONS
a) KIBU - Kibabii University
b) SGC - Student Governing Council
c) DOS - Dean of Students
d) KUSA - Kenya University Sports Association
e) WEKUSA - Western Kenya University Sports Association
1.5 PRINCIPAL RESPONSIBILITY
The Dean of Students shall ensure that this procedure is adhered to.
20 METHOD
21  Planning
21.1 This procedure shall start with the Officer in charge of Games and Sports
drawing a schedule of activities and budget for the subsequent financial year,

within the fourth quarter of the current financial year.
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21.2 The Officer In charge of Games and Sports shall submit the schedule and
budget to DOS which shall be processed as per the Procedure number 1 in
this Manual.

2.2 Selection of Captains

221 This process shall start with the in-charge games and sports submitting a list
of registered players in each discipline and a schedule for elections of captains
to DOS within the 1st month of academic year to identify an election date,
constitute an elections panel and release notification for elections to be carried
out.

2.2.2 After elections the DOS shall ensure the Captains are communicated to and
given sports responsibilities in line with specified areas by the various team
couches

2.3  Training

23.1 This shall start with the officer in-charge of games and sports registering
students who will participate in various disciplines within the first two weeks
every academic year.

23.2 Upon registration the officer in-charge shall develop an annual training
programme for each discipline and circulate the approved games and sports
programme to individual coaches and captains within the 1st month of every
academic year.

2.3.3 Upon receiving the training programme individual coaches and captains shall
ensure that the programme is adhered to.

24  Selection of Teams

2.4.1 This shall start with the officer in-charge of games and sports in consultation
with the coaches and captains selecting teams based on the following but not
limited to
a) Adherence to training programme and schedules
b) Discipline

c) Signing of training attendance register
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25 Participation in Games and Sports Events

2.5.1 This shall start with the officer in charge of Games and Sports submitting the
list of players who should be bonafide students and selected based clause 2.3
on selections of teams to the DOS for consideration and approval before the
event.

25.2 In case the event shall require University transport services, Transport
Procedure number 10 in the Administration Procedure Manual shall apply.

2.5.3 The Officer in charge of Games and Sports shall ensure the activities outlined
in the schedule are adhered to.

254 The Officer in charge of Games and Sports shall submit a report on
participation of the event of Games and Sports to the DOS at most two weeks
after the event.

2.5.5 The officer in charge of Games and Sports shall submit a report on the uptake
of games and sports activities to the DOS one week to the end of every
semester.

2.6  Allocation of Facilities and Equipment

2.6.1 This shall start with the DOS requesting for equipment from Procurement as
per procedure number 3 in the Procurement procedure manual.

2.6.2 Upon receiving, the DOS shall pass over the items to the head coach for
inventory who shall hand over to the games stores clerk for safe keeping and
issuance to players.

2.6.3 Upon completion of the event, the players shall return the issued games
equipment to the stores clerk who shall receive them and sign off the players
in the issuance register.

2.7  Maintenance of Fields and Facilities

2.7.1 This shall start with the in-charge sports and games submitting a request on
maintenance requirements for fields and facilities to Estates department.

2.7.2 Upon receipt of the request from the games and facilities in-charge the Estates

officer shall process the request as per the Estates maintenance procedure.
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3.0
3.1
3.2
3.3
34
3.5
3.6
3.7
3.8

LIST OF APPLICABLE RECORDS
Schedule of Activities.
Games and Sports Budget.
Lists of Participants in the Events.
Evidence of Meeting.
Training Programme Schedule
Training Attendance Register
Evidence of Communication.

Reports.
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PROCEDURE NUMBER 10 : MANAGEMENT OF STUDENT LEADERSHIP
ACTIVITIES

1.0 GENERAL

11  PURPOSE
The purpose of this procedure is to ensure timeliness, effectiveness, efficiency,
transparency, accountability and Consistency in management of student
leadership activities.

1.2  SCOPE
The procedure shall apply to management of Student Leadership in the
University.

1.3  REFERENCES
a) Quality Manual - KIBU/MR/QM/002
b) Rules and Regulation governing the conduct and discipline of students of

the University.

c) University’s Statutes.
d) Masinde Muliro Students Organization (MMUSO) Constitution.

14  TERMS AND DEFINITIONS
a) KIBU - Kibabii University.
b) KEC - Kibabii University Electoral Commission.
c) SGC - Student Governing Council.
d) KIBUSO - Kibabii University Student Organization.

1.5  PRINCIPAL RESPONSIBILITY
The Dean of Students shall ensure this procedure is adhered to.

20 METHOD

21  KIBUSO Finance and Activities Management

211 This procedure shall start with KIBUSO members paying the appropriate
subscription fees as per the Students Fees Payment Policy.

2.1.2 The DOS shall ensure that the SGC prepare and seeks approval of the annual
budget as per the MMUSO Constitution.
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213 The DOS shall ensure that a copy of the approved KIBUSO budget is
forwarded to the VC the DVCs and Finance Officer within one week upon
receipt.

214 Upon dissolution of the Student Leadership, the DOS shall ensure that the
University Auditor audits KIBUSO Books of Account according to IA risk
based procedure number 2.

21.5 The DOS shall ensure that KIBUSO manages its finances and activities in
compliance with the KIBUSO budget, MMUSO Constitution, and University
Rules and Regulations.

2.2 KIBUSO Elections

221 The DOS shall propose at least three names of senate members to the Vice
Chancellor for consideration for appointment to the position of Chairperson
KEC before the fourth week of the second semester.

2.2.2 Upon receipt of the proposed names the Vice Chancellor shall appoint the
Chairperson KEC within two weeks.

223 The Chairperson SGC in consultation with the Chairperson KEC shall then
dissolve the Student Leadership as per the MMUSO Constitution to allow for
Electioneering period.

224 The DOS shall ensure that the dissolution is carried out as per the MMUSO
constitution by the tenth week of the second semester.

225 Upon dissolution of the SGC, the election process shall be conducted as per
the MMUSO Constitution.

Version A Page 190 of 319 Revision 1




KIBABII UNIVERSITY- ISO 9001:2008 BASED QUALITY MANAGEMENT SYSTEM

3.0 LIST OF APPLICABLE RECORDS
3.1 Nomination Record.

3.2 Election Results Record.

3.3 Annual Budget.

3.4 Annual Plan.

3.5 Account Transaction Record.

3.6 Evidence of meeting.

3.7 Evidence of communication.
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PROCEDURE NUMBER 11: MANAGEMENT OF STUDENTS ACADEMIC
ADVISORY SERVICES

4.0 GENERAL
11  PURPOSE
The purpose of this procedure is to ensure consistency, effectiveness and
efficiency in advising students on academic matters.
1.2  SCOPE
This procedure shall apply to all the students in the University.
1.3  REFERENCES
e) Quality Manual - KIBU/MR/QM/002
f) University Statutes.
g) University Curricula.
h) Service Charter.
i) Students” Advisory Manual.
14  TERMS AND DEFINITIONS
i) DOS - Dean of Students.
j) DVC(ASA)- Deputy Vice Chancellor Academic and Students Affairs
k) DVC(AFD)- Deputy Vice Chancellor Administration Finance and
Development
1) TOR- Terms of Reference. (Delete)
m) Advisee- the students receiving the advice.
n) CAA - Coordinator Academic Advising
1.5 PRINCIPAL RESPONSIBILTY
The Dean of Students shall ensure that this procedure is adhered to.
50 METHOD
51  This procedure shall start with the DOS requesting the lists of Academic
Advisors from the Deans of Faculties/schools three weeks before the start of

the first semester each academic year.
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52  Upon receipt of the lists, the DOS shall prepare the semester’s academic
advisory plan and budget by considering the following;:
d) Identified competency gaps.
e) A need to provide mentorship in career and job placements.
f) A need to promote highly interactive and personalized learning

environment

53  The DOS shall forward the advisory plan and budget as per Communication
procedure number 1 of Administration Procedure Manual

54  The DOS shall ensure that the students’ advisory activities are executed as
planned.

5.5  In the event that the advisee is not fully assisted, the referral will be done to
other professionals

5.6 The DOS shall monitor the activities of the department Academic Advisors by

receiving a report at end of every semester on the student advisory services

6.0 LIST OF APPLICABLE RECORDS
6.1  Academic Advisory Work Plan

6.2  Academic Advisor report

6.3  Evidence of communication

6.4  Evidence of meeting
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PROCEDURE NUMBER 12: HANDLING OF STUDENT DISCIPLINARY CASES
4.0 GENERAL

11  PURPOSE
The purpose of this procedure is to ensure consistency, timeliness, efficiency,
fairness and transparency in handling of student disciplinary cases.
1.2  SCOPE
This procedure shall apply to all students” disciplinary cases in the University.
1.3  REFERENCES
d) Quality Manual - KIBU/MR/QM/002
e) Constitution of Kenya, 2010.
f) Laws of Kenya.
g) Rules and Regulations governing conduct & Discipline of Students.
h) University Statutes.
14  TERMS AND DEFINITIONS
e) DVC (ASA)- Deputy Vice Chancellor Academic and Students Affairs
f) Registrar (AA) - Registrar (Academic Affairs).
g) DOS - Dean of Students.
1.5 PRINCIPAL RESPONSIBILITY
The DVC (ASA) shall ensure that this procedure is adhered to.
50 METHOD
51.1 This procedure shall start with the DOS receiving reports and communication
that are deemed to be of disciplinary nature regarding conduct of students
from officers and students in the University and he/she shall update the
Disciplinary Cases Register.
51.2 The DOS in consultation with the Relevant Offices and Security Department
where applicable shall establish appropriate intervention by considering;
a) Rules and Regulations governing Conduct and Discipline of Students
b) The Rules Governing Hostels
c) The Discipline History of the Student
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5.1.3 The DOS shall ensure that cases that have been recommended for forwarding
to the Disciplinary Committee have relevant documents regarding the
misconduct of the student(s).

514 The DOS shall as per the communication procedure number 1 in
Administration Procedure Manual report the disciplinary case to the
Chairperson of the University students” disciplinary committee.

51.5 Upon receipt of the report, the Chairperson of the Disciplinary Committee
shall convene a meeting within a month after receiving a disciplinary case
report.

51.6 The Secretary to the Students disciplinary committee shall notify the student
of the date to appear before the Disciplinary Committee at least two weeks to
the hearing of the Disciplinary case.

5.1.7 The Secretary to the students’ disciplinary committee shall communicate the
disciplinary committee decision to the University Senate for consideration
and adoption.

51.8 The DVC (ASA) shall as per communication procedure number 1 in the
Administration Procedure Manual, communicate the verdict to the respective
student.

519 In the event the Senate recommends probation, the DOS shall ensure it is
carried out.

5.1.10 In the event that the respective student is dissatisfied with the decision of the
Students” Disciplinary Committee, he/she shall appeal to the Vice Chancellor
within 14 days.

5.1.11 The Vice Chancellor shall as per communication procedure number 1 of
Administration Procedure Manual communicate his/her decision to the

respective student.

Version A Page 195 of 319 Revision 1




KIBABII UNIVERSITY- ISO 9001:2008 BASED QUALITY MANAGEMENT SYSTEM

6.0
6.1
6.2
6.3
6.4
6.5

LIST OF APPLICABLE RECORDS
Evidence of Misconduct

Evidence of Communication
Disciplinary Cases Register
Evidence of meeting

Reports
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PROCEDURE NUMBER 13: MANAGEMENT OF STUDENTS’ PROFESSIONAL
CLUBS AND SOCIETIES

1.0 GENERAL
1.1 PURPOSE
The purpose of this procedure is to ensure efficiency, effectiveness and
consistency in management of students” Professional Clubs and Societies.
1.2 SCOPE
This procedure shall apply to the management of students’” Professional Clubs
and Societies in the University.
1.3 REFERENCES
a) Quality Manual -KIBU/MR/QM/002.
b) Rules and Regulation governing the conduct and discipline of students of
the University.
c¢) MMUSO Constitution.
1.4 TERMS AND DEFINITIONS
a) KIBU - Kibabii University
b) MMUSO - Masinde Muliro University Student Organization
¢) DOS - Dean of Students
d) DVC(ASA) - Deputy Vice Chancellor Academic and Students Affairs
e) Professional Clubs and Societies
1.5 PRINCIPAL RESPONSIBILITY
The DOS shall ensure that this procedure is adhered to.
20 METHOD
2.1 Registration of professional clubs and societies
21.1 This procedure shall start with DOS ensuring that students interested in
establishing clubs and societies are guided on how to prepare the necessary
documentation to register clubs and societies in adherence to the laid down

regulations.
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21.2 Upon preparation of the documents, the proposer of the club or society shall
present them to the Office of the DOS for assessment and consideration.

21.3 In the event the DOS raises any issue on the proposed club/society, he/she
shall advice the proposer accordingly.

214 Upon verification of the documents, the DOS shall recommend the club or
society to the DVC (ASA) for authorization.

21.5 The DVC (ASA) shall authorize establishment of the club/society by signing
Certificate of Registration.

21.6 The DOS shall ensure that upon expiry of their certification, Professional
Clubs and Societies shall seek re-registration.

2.2 Monitoring of existing professional clubs and societies

221 The DOS shall ensure that clubs and societies operations are in line with the
students” organization constitution and Rules and Regulation governing the
conduct and discipline of students of the University.

222 The DOS shall ensure that the Registered Professional Clubs and Societies
present an annual schedule of activities by the fourth week of the first
semester of the academic year.

3.0 LIST OF APPLICABLE RECORDS

3.1  Constitution for registered club/society.

3.2 Counterfoil certificates for registered club/society.

3.3  Annual Schedules for registered club/society.

3.4  Students” Meetings Authorization Records.
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PROCEDURE NUMBER 1: PROCUREMENT PLANNING
1.0 GENERAL

11  PURPOSE
The purpose of this procedure is to ensure timeliness, effectiveness and efficiency in
procurement planning.
1.2  SCOPE
This procedure shall apply to procurement planning in the University
1.3  REFERENCES
a) Quality Manual - KIBU/MR/QM/002
b) Public Procurement and Disposal Act, 2005
c) Public Procurement and Disposal Regulations, 2006
d) Public Procurement and Disposal Amendment Circulars and Regulations
e) The Constitution of Kenya, 2010
1.4  TERMS AND DEFINITIONS
f) DVC (AFD)- Deputy Vice Chancellor (Administration Finance and
Development)
g) HoPD - Head of Procurement Department
h) HoDs - Heads of Department
i) CoDs - Chairpersons of Department
1.5 PRINCIPAL RESPONSIBILITY
The HoPD shall ensure that this procedure is adhered to.
20 METHOD
222 This procedure shall start in the last quarter of each financial year with the
HoPD writing to the HoDs, CoDs, Directors and Deans to submit their
procurement plans for the subsequent financial year.
2.23  On receiving the communication, the HoDs, CoDs, Directors and Deans shall
convene departmental meetings to prepare their procurement plans
considering the following:-

g) Departmental needs,

Version A Page 200 of 319 Revision 1




KIBABII UNIVERSITY- ISO 9001:2008 BASED QUALITY MANAGEMENT SYSTEM

h) Strategic Plan,

i) Previous year’s Procurement Plan
j) Previous year’s Budget and

k) Performance Contract

224 Upon preparing the plans, the HoDs, CoDs, Directors and Deans shall submit
them to the HoPD within the stipulated timeframe.

225 The HoPD shall ensure consolidation of the plans into the draft University’s
Procurement Plan in line with budgetary allocations.

2.26  Upon consolidation, the HoPD shall rationalize the Procurement Plan with
the budget and forward it to the DVC (AFD).

227 The DVC (AFD) shall table the consolidated procurement plan to the
University Management Board for input and consideration.

2.28 The University Management Board shall consider:-

a) Budget
b) Strategic Plan
c) Performance Contract

229 In the event of any inconsistencies, the University Management Board shall
advise the DVC (AFD) accordingly.

230 The Vice Chancellor shall table the draft Procurement Plan to the Council for
approval.

231 Inapproving the plan, the Council shall consider the criteria in 2.7.

232 In the event the Draft Annual Procurement plan is not approved, the Vice
Chancellor shall ensure the procurement plan is amended in line with the
recommendations of the Council.

233 On approval of the Annual Procurement plan by the Council, the HoPD shall

circulate it to HoDs, CoDs, Directors and Deans for implementation.
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3.0

3.11
3.12
3.13
3.14
3.15

LIST OF APPLICABLE RECORDS
Evidence of communication.
Evidence of meeting.

Departmental Procurement Plans.
Draft University’s Procurement Plan.

Approved University’s Annual procurement plan.
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PROCEDURE NUMBER 2: PRE-QUALIFICATION OF SUPPLIERS
1.0 GENERAL

11  PURPOSE
The purpose of this procedure is to ensure consistency, transparency, effectiveness,
efficiency and timeliness in pre-qualification of suppliers.
1.2  SCOPE
This procedure shall apply to the pre-qualification of all suppliers of common user
items in the University
1.3  REFERENCES
a) Quality Manual - KIBU/MR/QM/002
b) Public Procurement and Disposal Act, 2005
¢) Public Procurement and Disposal Regulations, 2006
d) The Constitution of Kenya, 2010
e) Public Procurement and Disposal Amendments and Regulations.
14  TERMS AND DEFINITIONS
a) DVC (AFD) -Deputy Vice Chancellor (Administration Finance and

Development)

S

HoPD - Head of Procurement Department
c) CoDs - Chairpersons of Departments
d) HoDs - Heads of Department
e) PPARB - Public Procurement Administrative Review Board
f) PPDA - Public Procurement and Disposal Act, 2005.
1.5 PRINCIPAL RESPONSIBILITY
The HoPD shall ensure that this procedure is adhered to.
20 METHOD
21  Pre-qualification of suppliers
21.1 This procedure shall start with the HoPD writing to the Vice Chancellor
informing him/her of the need to commence the annual pre-qualification exercise

during the last quarter of each financial year.
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21.2 The HoPD shall identify categories for pre-qualification of suppliers and

prepare respective prequalification documents for each category as per the

requirements of the Public Procurement and Disposal Act of 2005 and its

Regulations of 2006.

21.3 Upon completion of preparation of pre-qualification documents, the HoPD

shall place a newspaper advertisement in at least two newspapers of nationwide

circulation within the same quarter.

214 The HoPD shall recommend members of the pre-qualification opening

committee and Pre-qualification Evaluation Committee for appointment by the Vice

Chancellor.

215 Upon expiry of the pre-qualification date, the Pre-qualification Opening

Committee shall open and sign the pre-qualification documents and ensure that

bidders sign the Prequalification Opening Register.

21.6 The Secretary of the pre-qualification opening committee shall avail the

minutes of Pre-qualification opening to the Evaluation Committee.

2.1.7 The Evaluation Committee shall commence evaluation of the pre-qualification

documents as per the evaluation criteria stipulated in the pre-qualification

documents.

21.8 Upon completion of evaluation of the prequalification documents, the
Secretary of the Evaluation Committee shall submit an Evaluation Report to
the University Tender Committee within 15 days from the date of opening or
as per the time frame given by the Vice Chancellor in consultation with the
HoPD.

219 On receipt of the Evaluation Report, the Secretary to the University Tender

Committee shall table the report to the Tender Committee for consideration and

approval.

2.1.10 In the event of any anomaly the University Tender Committee shall revert the

evaluation report to the evaluation committee for amendment and re-submission.
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2.1.11 Upon approval by University Tender Committee, the HoPD shall prepare the

notification of award and debriefing letters.

2.1.12 The HoPD shall forward to the Vice Chancellor the notification of award

letters, debriefing letters and the Tender Committee meeting proceedings in

readiness for signing of the letters.

2.1.13 Upon signing of the letters by the Vice Chancellor, the HoPD shall ensure that
all letters are dispatched to the respective bidders.

2.1.14 In the event that a bidder is dissatisfied with the decision of the award the
bidder may appeal the decision by the Procuring Entity to the PPARB as
provided for by the law.

2.1.15 Upon expiry of the appeal period and handling of any appeals where

applicable, the HoPD shall prepare and maintain a consolidated list of all

Prequalified Suppliers.

2.2  Re-evaluation of suppliers

221 On an annual basis, the HoPD shall re-evaluate the suppliers to determine
their ability to supply required goods, works and services based on the
compliance to the terms of contract.

222 On completion of the re-evaluation exercise, the HoPD shall implement the

recommendations.

3.0 LIST OF APPLICABLE RECORDS

3.1  Evidence of communication.

3.2  Pre-qualification documents.

3.3  Copies of newspaper adverts.

3.4  Signed attendance registers.

3.5  Prequalification opening register.

3.6 Evidence of meetings.

3.7  Evaluation report.

3.8  List of prequalified suppliers for respective financial years.

3.9  Re- evaluation Report
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PROCEDURE NUMBER 3: PURCHASING OF GOODS, WORKS AND SERVICES
1.0 GENERAL

11  PURPOSE
The purpose of this procedure is to ensure efficiency, timelines consistency, fairness
transparency and accountability in purchasing.
1.2  SCOPE
This procedure shall apply to purchasing of all goods, works and services in the
University
1.3  REFERENCES
a) Quality Manual -KIBU/MR/QM/002
b) Public Procurement and Disposal Act, 2005
c) Public Procurement and Disposal Regulations, 2006
d) Public Procurement and Disposal Amendments and Regulations
e) Standard Bid Documents
14  TERMS AND DEFINITIONS
a) DVC (AFD) - Deputy Vice Chancellor ( Administration Finance and
Development
b) HoPD - Head of Procurement Department
c) CoDs - Chairpersons of Departments
d) HoDs - Heads of Department
e) PPARB - Public Procurement Administrative Review Board.
f) LPO - Local Purchase Order
g) PPDA - Public Procurement and Disposal Act, 2005.
h) PR - Procurement Requisition
i) PPOA - Public Procurement Oversight Authority
j) RFP - Request for Proposal
k) EOI - Expression of Interest
1.5 PRINCIPAL RESPONSIBILITY
The HoPD shall ensure that this procedure is adhered to.
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20 METHOD
2.1 Requisitioning
2.1.1This procedure shall start with the HoPD receiving an approved requisition
from the user department in line with the approved Procurement Plan and the
approved budgetary allocation.
21.2Upon receipt of the requisition the HoPD shall identify the mode of
procurement guided by :
a) Current threshold matrices issued by the PPOA.
b) The nature of goods/works/and services to be procured.
c) Urgency.
2.1.3The following modes shall be used in procurement:-
a) Open Tendering.
b) Restricted Tendering.
c) Request for Quotation.
d) Request for Proposal.
e) Direct Procurement.
f) Procedure for Low-Value Procurements.
g) Specially Permitted Procurement Procedure.
2.2 Open Tendering
2.2.1Upon receipt of an approved requisition, the HoPD shall in consultation with
the user department prepare a tender document and advertise it in at least (2)
daily newspapers with nationwide circulation.
2.22The HoPD shall recommend names of the Tender Opening Committee and
Tender Evaluation Committee for appointment by the Vice Chancellor.
2.2.30n the closing date of the Tender, the Tender Opening Committee shall open
the Tender documents as per the PPDA 2005 and Regulations 2006.
2.2.4The Chair of the Tender Opening Committee shall avail the minutes of Tender

opening and tender documents to the Evaluation Committee for evaluation.

Version A Page 207 of 319 Revision 1




KIBABII UNIVERSITY- ISO 9001:2008 BASED QUALITY MANAGEMENT SYSTEM

2.2.5The Evaluation Committee shall commence evaluation of the Tender documents
within the timeframe stipulated in the PPDA as per the evaluation criteria
stipulated in the tender documents within 15 calendar days or within the time
frame given by the Vice Chancellor in consultation with the HoPD.

2.2.6Upon completion of evaluation of the tender documents, the Secretary of the
Evaluation Committee shall submit an Evaluation Report to the Secretary
University Tender Committee.

2.2.7The University Tender Committee shall award the tender guided by the
provisions of the PPDA.

2.2.8In the event of any anomaly, the HoPD shall implement recommendations of
the University Tender Committee.

2.29Upon approval by University Tender Committee, the HoPD shall prepare the
notification of award and debriefing letters.

2.210 The HoPD shall forward to the Vice Chancellor the notification of award
letters, debriefing letters and the Tender Committee meeting proceedings in
readiness for signing of the letters.

2.2.11 Upon signing of the letters by the Vice Chancellor, the HoPD shall ensure that
all letters are dispatched to the respective bidders.

2.2.12 Unsuccessful bidders may appeal the decision by the Procuring Entity to the
PPARB as provided for by the law.

2.2.13 After expiry of the appeal period and handling of any appeals where
applicable, the HoPD shall ensure a contract is signed with the successful
bidder as provided by the law.

2.3 Restricted Tendering
2.3.1The HoPD shall use restricted tendering if the following conditions are satisfied:
a) Competition for contract, because of the complex or specialized nature of

goods, works or services is limited to pre-qualified contractors.
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b) The time and cost required to examine and evaluate a large number of
tenders would be inappropriate to the value of goods, works or services to
be procured.

c) There are only few known suppliers of goods, works or services.

23.2The HoPD shall ensure that the following procedure is undertaken for
Restricted Tendering;:

a) The head of the user department shall ensure that the goods, works and
services to be purchased are as per the approved procurement plan.

b) The user department shall generate specifications for the item.

c) User department shall confirm availability of the items in the store. If not
available they shall fill a Procurement Requisition.

d) The user department shall confirm availability of funds in the Finance
Vote Book. In the event funds are not available, the process is suspended
otherwise the head of the user department shall forward the PR to the
HoPD for processing.

2.3.3Upon receipt of an approved Procurement Requisition the HoPD shall prepare
bid documents in consultation with the user department and send to at least 10
prequalified bidders or to the known suppliers and that such bid shall remain
open for a period of at least 7 days as provided for in the law.

2.3.4The HoPD shall recommend the names of Tender Opening and Evaluation
Committees to the Vice Chancellor for appointment.

2.3.5Upon appointment, the HoPD shall ensure that the Tender Opening Committee
receives and opens bids in the prescribed manner as per the PPDA, 2005 and
Regulations, 2006.

2.3.6 After opening the tenders the Evaluation Committee shall evaluate the tenders
in accordance to the evaluation criteria given in the tender documents within a
period of 15 days or the Vice Chancellor in consultation with the HoPD may
extend the period as provided for by the law.
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2.3.7The Evaluation Committee shall prepare an evaluation report detailing all the
steps of evaluation and their recommendation then submit it to the HoPD for
presentation to the tender committee.

2.3.8The Secretary tender evaluation committee shall present the evaluation report
for consideration and approval to the Tender Committee.

2.3.9The tender committee shall either approve a submission, reject a submission
with reasons or approve a submission subject to clarifications by the
procurement unit or the evaluation committee.

2.3.10 Upon approval by University Tender Committee, the HoPD shall prepare the
notification of award and debriefing letters.

2.3.11 The HoPD shall forward to the Vice Chancellor the notification of award
letters, debriefing letters and the Tender Committee meeting proceedings in
readiness for signing of the letters.

2.3.12 Upon signing of the letters by the Vice Chancellor, the HoPD shall ensure that
all letters are dispatched to the respective bidders.

2.1.13 In the event that a bidder is dissatisfied with the decision of the award the
bidder may appeal the decision by the Procuring Entity to the PPARB as
provided for by the law.

2.3.13 After expiry of the appeal period and handling of any appeals where
applicable, the HoPD shall ensure a contract is signed with the successful
bidder as provided by the law. This shall be done as per Procedure Number 2
on the preparation and management of legal documents in the Legal procedure
Manual.

2.4 Request for Quotation

2.4.1Request for quotation as a procurement method shall be employed under the
following conditions:

a) If the procurement is for goods, works and services that are readily

available and for which there is an established market.
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b) The estimated value of goods being procured is less or equal to the
prescribed maximum value for use of requests for quotation in accordance
with the Threshold Matrix in the current Regulations issued by PPOA.

2.4.2This shall proceed as per the clause 2.3.2 above

2.4.3The PR shall be submitted to the HoPD for processing.

2.44Upon receiving an approved PR, the HoPD shall ensure that a Request for
Quotation is given to at least three suppliers from the prequalification list or
from the list of suppliers approved by the Tender Committee.

2.4.5HoPD shall ensure that quotations are returned, opened and evaluated by a
staff from procurement and user department.

2.4.6HoPD shall submit the quotation evaluation report to the Procurement/Tender
Committee for approval and subsequent award to the successful bidder.

2.4.7HoPD shall ensure that LPO is processed for the successful bidder.

2.4.8L.P.O shall be signed by the HoPD and approved by Vice Chancellor .

2.49HoPD shall ensure that the Original Copy of LPO is dispatched to the Supplier.

2410 The HoPD shall ensure that the supplier delivers the goods within the agreed
period to the relevant stores.

2.5 Requests for Proposals (RFP)

2.5.1This shall apply to the following situations:

a) The procurement of services or a combination of goods and services, and

b) The services to be procured are of advisory or otherwise of predominately
intellectual nature.

2.5.2This shall proceed as per the clause 2.3.2 above

2.5.3Upon receiving an approved PR from the User department the HoPD shall
write to the Vice Chancellor asking for the approval to start the procurement
process.

2.54Upon getting the approval the HoPD shall advertise for an invitation of

Expression of Interest in two daily newspapers of nationwide circulation.
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2.5.5The requirement for an invitation of Expression of Interest shall not apply

where the Tender Committee has approved in writing:
a) A direct request for proposals;
b) A direct procurement or single source selection;
c) Restricted tendering; or
d) A request for quotations.

2.5.6 The notice inviting an expression of interest shall specify a minimum period as
provided for by law for the submission by the tenderers of their expression of
interest.

2.5.7The HoPD shall propose names of the Expression of Interest Opening and
Evaluation Committees to the Vice Chancellor for appointment.

2.5.8The Expression of Interest Evaluation Committee shall evaluate the expression
of interests in accordance with the requirements given in the invitation to
Expression of Interest and submit a report to the HoPD.

2.5.9Upon receiving the Expression of Interest report the HoPD shall present the
report to the Tender Committee for approval. In the event that the Tender
Committee does not approve the HoPD shall implement the recommendations
of the Tender Committee and resubmit.

2.5.10 Upon getting approval from the tender committee the HoPD shall invite all
the successful bidders to give their proposals and at the same time inform the
unsuccessful bidders of the outcome.

2.5.11 The period for preparing the RFP documents shall be 14 days from the date of
notification of the EOI.

2.5.12 The HoPD shall recommend names of RFP Opening and Evaluation
Committees to the Vice Chancellor for appointment

2.5.13 The HoPD shall ensure that an RFP Opening Committee receives and opens
bids as per the current procurement regulations.

2.5.14 The RFP evaluation committee shall evaluate the proposals in accordance

with the evaluation criteria given in the RFP documents within a period of 15
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days else as per the period given by the Vice Chancellor in consultation with
HoPD.

2.5.15 The RFP evaluation committee shall compile an evaluation report and submit
it to the HoPD.

2.5.16 The HoPD shall present the evaluation report for consideration and approval
to the Tender Committee.

2.5.17 This shall proceed as per the clauses 2.2.9 to 2.2.12 above

2.6 Low-Value Procurements

2.6.1Upon receiving of an approved requisition from user department, the HoPD
shall purchase the item for the User Department using the allocated funds for
low value Procurement.

2.6.2 After purchasing the items the HoPD shall ensure the items are received in
accordance with receiving procedure number 4 in the Procurement Procedure
Manual.

2.7 Direct Procurement

2.7.1This shall be used by the University as long as the purpose is not to avoid
competition and the following conditions are met:

a) If there is only one supplier who can supply the goods, services or works
being procured;

b) If there is no reasonable alternative or substitute for the goods, services or
works.

c) If there is an urgent need for goods, services or works being procured;

d) If because of the urgency, the other available methods of procurement are
impractical;

e) If the circumstances that gave rise to urgency were not foreseeable and not
the result of dilatory conduct on the part of procuring entity.

2.7.2The user department shall identify a need and do proper specifications for

required item.
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2.7.3User department shall fill a PR and confirm availability of funds on the vote
book. In the event funds are not available, the process is suspended otherwise
the head of the user department shall forward the PR to the HoPD for
processing.

2.7.4Upon receiving an approved requisition from the user department, the HoPD
shall seek a quotation from the sole supplier and ensure negotiations with the
supplier on the best possible terms are done.

2.7.5The HoPD and user shall verify whether the price quoted is within the market
range and prepare a report on the same.

2.7.6The HoPD shall submit the report to University Tender/Procurement
Committee for approval.

2.7.7In the event that the Tender Committee does not approve the HoPD shall
implement the recommendations of the Tender Committee and resubmit.

2.7.8Upon approval by the Procurement/Tender committee, HoPD shall ensure that
a notification of award signed by the Vice Chancellor is given to the sole
bidder.

2.7.9The HoPD shall ensure that a contract is signed with the sole bidder as per the
Procedure No. 2 of the Legal Procedure Manual.

1.0 LIST OF APPLICABLE RECORDS

31  Evidence of communication.

3.2 Evidence of meetings.

3.3  Evaluation reports.

3.4  Copies of newspaper advert.

3.5 PR - Purchase Requisition

3.6 LPO-Local Purchase Order.
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PROCEDURE NUMBER 4: INSPECTION AND ACCEPTANCE OF DELIVERIES

1.0 GENERAL

1.1 PURPOSE

The purpose of this procedure is to ensure effectiveness, efficiency, transparency,

accountability and timeliness in the inspection and acceptance of deliveries.

1.2  SCOPE

This procedure shall apply to all activities undertaken in the inspection and

acceptance of deliveries in the University

1.3  REFERENCES
a) Quality Manual - KIBU/MR/QM/002
b) Public Procurement and Disposal Act, 2005
c) Public Procurement and Disposal Regulations, 2006
d) Public Procurement and Disposal Amendments Circulars and Regulation.

14  TERMS AND DEFINITIONS
a) HoPD - Head of Procurement Department

1.5 PRINCIPAL RESPONSIBILITY

The HoPD shall ensure that this procedure is adhered to.

20 METHOD

21  This procedure shall start with the in charge Stores informing the Chairperson
of Inspection and Acceptance Committee of the need to inspect and accept the
deliveries.

2.2 The Chairperson of the Committee shall convene a meeting of the Inspection
and Acceptance Committee.

23  In situations where partial deliveries are permitted, all the partial delivery
supplies shall be duly recorded to permit tracking of all partial deliveries and
accumulated deliveries in order to manage the contract.

24  Where partial deliveries are not envisaged in the bidding contract, the

Inspection and acceptance committee may treat the supplies as follows:
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A. Record and accept partial supply delivered as meeting the necessary
standards and establish a pro-rata delivery and acceptance certificate.

B. Reject all the supplies delivered on the basis of partial delivery and treat it
as a breach of contract

25  In the event that the goods are rejected by the Inspection and Acceptance
Committee, the HoPD shall ensure a Goods Return Note is prepared and
inform the supplier to collect the rejected goods and organize to replace the
rejected goods within the agreed period, failure to which will result in
cancellation of order and reorder made to a different supplier.

2.6 If the criterion in 2.4 is met, members of the Inspection and acceptance
Committee shall sign an inspection and acceptance form signifying
acceptance and issue an acceptance certificate where applicable.

2.7 Upon acceptance, the in-charge stores shall ensure that:

a) Suppliers” delivery note is signed

b) An invoice for the goods is received.

¢) Goods Received Note is raised.

28  The In-charge stores shall ensure that the invoice and other payment
documents are forwarded to the Head of Finance upon completion of the
receiving and acceptance process within 14 days in accordance with
procedure number 3 on Payment of Creditors in the Finance Procedure
Manual.

3.0 LIST OF APPLICABLE RECORDS

3.1  Evidence of communication.

3.2  Evidence of meetings.

3.3  Goods Received Note.

3.4  Copy of inspection and acceptance.
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PROCEDURE NUMBER 5: STORAGE AND ISSUANCE OF PROCURED ITEMS

1.0 GENERAL
1.1  PURPOSE

The purpose of this procedure is to ensure efficiency, effectiveness, transparency,
accountability, consistency and timeliness in the storage and issuance of procured
items
12 SCOPE
This procedure shall apply to the storage and issuance of items in stores in the
University
1.2  REFERENCES
a) Quality Manual -KIBU/MR/QM/002
b) Public Procurement and Disposal Act, 2005
¢) Public Procurement and Disposal Regulations, 2006
d) Public Procurement and Disposal amendment circulars and regulations.
1.3 TERMS AND DEFINITIONS
a) HoPD - Head of Procurement Department
b) CoDs - Chairpersons of Departments
c¢) HoDs - Heads of Department
14  PRINCIPAL RESPONSIBILITY
The HoPD shall ensure that this procedure is adhered to.
METHOD
21  This procedure shall start with the In-charge Stores receiving goods from the
Inspection and Acceptance Committee.
22 Upon receipt of the goods, the In-charge Stores shall ensure that items
received are put into respective ledger books.
23  Upon completion of the stores documentation, the in-charge stores shall
communicate to the user departments of the availability of requested goods in
the stores as per the communication procedure number 1 in the

Administration Procedure Manual .
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24 The In-charge Stores shall issue the items to the user, upon receiving the
approved Stores Requisition and Issue Note.

25  Upon issuance of the items, the In-charge Stores shall update the ledgers
accordingly.

1.0 LIST OF APPLICABLE RECORDS

1.1  Evidence of communication.

1.2 Evidence of meeting.

1.3 Copies of Stores Requisition and Issue Note.

3.4  Up to date ledger books.
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PROCEDURE NUMBER 6: DISPOSAL OF STORES, EQUIPMENT AND OTHER
ASSETS

1.0 GENERAL
11  PURPOSE
The purpose of this procedure is to ensure efficiency, effectiveness, transparency,
consistency and timeliness in the disposal of idle and obsolete stores.
1.2  SCOPE
This procedure shall apply to all disposals of idle and obsolete stores in the
University
1.3  REFERENCES
a) Quality Manual -KIBU/MR/QM/002
b) Public Procurement and Disposal Act, 2005
¢) Public Procurement and Disposal Regulations, 2006
d) Current Public Procurement and Disposal Amendment, Circulars and
Regulations
14  TERMS AND DEFINITIONS
a) HoPD - Head of Procurement Department
b) CoDs- Chairpersons of Departments
c¢) HoDs- Heads of Department
d) PPOA- Public Procurement Oversight Authority.
1.5 PRINCIPAL RESPONSIBILITY
The HoPD shall ensure that this procedure is adhered to.
METHOD
21This procedure shall start with the HoPD writing to all
HODs/CODs/Deans/ Directors requesting them to declare and surrender all
idle stores for disposal at the beginning of every quarter of the financial year.
2.2 Upon receiving the request, the HODs/CODs/Deans/Directors shall within

one month identify and surrender to the HoPD items for disposal.
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2.3 The HoPD shall submit a list of all declared assets to the Disposal Committee
who shall ensure that the disposal items are put into lots and valued.

2.4 Upon receipt the list of the declared assets for disposal, the Disposal
Committee shall recommend to the Vice Chancellor disposal of the items
using one or a combination of the following methods:

a) Sale by Public Tender

b) Sale by Public Auction

c) Transfer to another Public Entity

d) Trade-in

e) Destruction, dumping or burying

f) Disposal to a Public Service Officer
NB: the procedure to be used in any of the above methods shall be guided by the current
regulations issued by the PPOA.

2.5 The Vice Chancellor shall make a decision based on the recommendation of
the Disposal Committee.

2.6 In the event that the recommendation of the disposal committee is not
approved, the Vice Chancellor shall refer the report back to the committee

with comments.

2.7 Upon approval , the item shall be disposed by the recommended method and

Certificate of Disposal issued by the Disposal Committee.

2.0 LIST OF APPLICABLE RECORDS
3.1 Evidence of communication.
3.2  Evidence of meeting.

3.3  Certificate of Disposal.
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PROCEDURE NUMBER 1: HANDLING OF COURT DISPUTES
1.0 GENERAL

1.1  PURPOSE
The purpose of this procedure is to ensure consistency, effectiveness and
timeliness in handling of court disputes.

1.2  SCOPE
This procedure shall apply to handling of court disputes relating to the
University.

1.3  REFERENCES
a) Quality Manual -KIBU/MR/QM/ 002
b) The University Customer Service Charter.
c) Court Cause List(s).
d) Court pleadings.

14  TERMS AND DEFINITIONS
HoLA - Head of Legal Affairs Department

1.5 PRINCIPAL RESPONSIBILITY
The HoLA shall ensure that this procedure is adhered to.

20 METHOD

2.0  This procedure shall start with the Vice Chancellor determining the need for
the University to be represented in Court or checking the status of a case in
which the University is a party to and or has an interest therein either
through:-
a) Receiving court summons
b) Delay in feedback from an external advocate
c) Information gathered regarding the pendency of a case in Court

21  The Vice Chancellor shall then forward the information to the HoLA for
action.

2.2 Upon receipt, the HoLA shall review the information and advise the Vice

Chancellor accordingly based on the following:-
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2.3

24

25

3.0
3.0
3.1

a) Available information

b) Applicable legal requirements

In the event that the case does not require an external advocate, the HoLA
shall act appropriately according to the nature of the case.

In case of the need for outsourcing, the HoLA shall proceed as per the control
of outsourced services Procedure Number 5 in the Administration Procedure
Manual.

The HoLA shall give quarterly progress reports on the status of cases in Court

to the Vice Chancellor

LIST OF APPLICABLE RECORDS
Evidence of communication

Quarterly progress reports

Version A Page 223 of 319 Revision 1




KIBABII UNIVERSITY- ISO 9001:2008 BASED QUALITY MANAGEMENT SYSTEM

PROCEDURE NUMBER 2: PREPARATION, CERTIFICATION AND WITNESSING
OF DOCUMENTS

1.0 GENERAL
11  PURPOSE
The purpose of this procedure is to ensure consistency, effectiveness and
timeliness in the preparation, certification and witnessing of documents in the
University.
1.2  SCOPE
This procedure shall apply to the preparation, certification and witnessing of
documents in the University.
1.3  REFERENCES
a) Quality Manual - KIBU/MR/QM/002.
b) Relevant Legal documents.
14  TERMS AND DEFINITIONS
a) Agreement - Contract, MoU, lease.
b) HoD - Head of Department.
c¢) HoLA - Head of Legal Affairs Department.
d) DVC(AFD) Deputy Vice Chancellor Administration Finance and
Development
e) MoU - Memorandum of Understanding.
1.5 PRINCIPAL RESPONSIBILITY
The HoLA shall ensure that this procedure is adhered to.
20 METHOD
21  Preparation of Agreements.
2.1.1This procedure shall start with the HoLA receiving communication from the
Vice Chancellor that there is need for an agreement to be prepared and/or

entered into.
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2.1.2Upon receipt of the communication, the HoLA shall liaise with the relevant
HoD from where the agreement to be prepared emanates for purposes of
gathering information concerning the terms and/or contents of the agreement.

2.1.3The HoLA in liaison with the said relevant HoD shall prepare the agreement.

2.1.4Upon preparation of the agreement, the HoLA in liaison with the relevant HoD
shall send a draft copy of the agreement to all parties concerned for their input.

2.1.5In the event that the parties to the agreement raise any issue(s), the HoLA shall
address them in liaison with the concerned parties and the relevant HoD.

2.1.6After all issues raised have been addressed, the HoLA shall present the
agreement to the Vice Chancellor who will convene a meeting for signing.

2.2 Certification and witnessing of documents

221This shall start with the HoLA receiving communication from the Vice
Chancellor of the need to certify and witness a document.

222Upon receipt of the communication, the HoLA shall liaise with DVC
(AFD)/DVC (ASA) for purposes of getting the document to be certified or
witnessed.

2.2.3In the event that the HoLA raises any concern about the document the same

shall be addressed in liaison with the DVC (AFD).

3.0 LIST OF APPLICABLE RECORDS
3.1 Evidence of communication.
3.2 Evidence of meeting

3.3  Copies of agreements
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PROCEDURE NUMBER 3: WRITING OF LEGAL OPINIONS AND
INTERPRETATION OF LEGAL DOCUMENTS

1.0
1.1

1.2

1.3

14

1.5

GENERAL

PURPOSE

The purpose of this procedure is to ensure timeliness, consistency and

effectiveness in writing legal opinions and interpretation of legal documents.

SCOPE

This procedure shall apply to writing of legal opinions and interpretation of

legal documents in the University

REFERENCES

a) Quality Manual - KIBU/MR/QM/002

b) Universities Act No. 42 of 2012

c) University Customer Service Charter

d) University Statutes

e) University Policies

f) University Strategic Plan

g) The Constitution of Kenya, 2010

h) University Scheme of Service

i) Collective Bargaining Agreements

j) Relevant Acts of Parliament and Regulations thereto.

k) University Students” Constitution

I) Rules and Regulations Governing Students Conduct and Discipline at
University.

TERMS AND DEFINITIONS

a) DVS (AFD) -Deputy Vice Chancellor Administration Finance and
Development

b) HoLA - Head of Legal Affairs Department

PRINCIPAL RESPONSIBILITY

The HoLA shall ensure that this procedure is adhered to.
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20 METHOD

21  This procedure shall start with the HoLA, receiving communication from the
Vice Chancellor on the need for writing legal opinions and interpretation of
legal documents.

2.2 Upon receiving the communication, the HoLA shall review the information
provided, research and give a legal opinion based on applicable legal
requirements.

23  Inthe event that there is need for outsourcing, the HoLA shall proceed as per
the control of outsourced services Procedure Number 5 in the Administration

Procedure Manual.

3.0 LIST OF APPLICABLE RECORDS
3.0 Evidence of communication

31  Copies of legal opinion(s)
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PROCEDURE NUMBER 1: ADVOCACY FOR HIV AND AIDS PREVENTION AND
EDUCATION

3.0 GENERAL
1.1  PURPOSE
The purpose of this procedure is to ensure effectiveness and efficiency in the
Advocacy for HIV and AIDS Prevention and Education activities.
1.2  SCOPE
This procedure applies to the Advocacy for HIV and AIDS Prevention and
Education activities in the University.
1.3  REFERENCES
a) Quality Manual - KIBU/MR/QM/002
b) Guidelines for implementing HIV and AIDS in Universities in Kenya.
c¢) NACC HIV and AIDS institutional Work Plan.
d) Universal Guidelines for VCT.
e) ACU Citizens Delivery Charter.
f) HIV and AIDS policy.
14  TERMS AND DEFINITION
a) ACU - AIDS Control Unit.
b) AIDS - Acquired Immunodeficiency Syndrome.
c¢) DVC (ASA) - Deputy Vice Chancellor Academic and Students Affairs.
d) DVC (AFD)-Deputy Vice Chancellor Administration Finance and
Development.
e) HIV - Human Immune Deficiency Virus.
f) IEC - Information Education and Communication.
g) NACC - National AIDS Control Council.
h) DVC(AFD)- Deputy Vice Chancellor Administration Finance and
Development

i) VCT - Voluntary Counseling and Testing.

1.5  PRINCIPAL RESPONSIBILITY
The ACU Coordinator shall ensure that this procedure is adhered to.
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3.0 METHOD

21  This procedure shall start with the ACU Coordinator convening an ACU
Committee meeting in the last quarter of each financial year to:

a) Discuss and draft an Advocacy for HIV and AIDS Prevention and
Education activities plan for the subsequent financial year,

b) Identify organizations and Government agencies that work with
Universities to help fight HIV and AIDS.

c) Prepare an annual budget for the activities.

22 In preparing the Advocacy for Prevention and Education Plan, the ACU
Committee members shall consider and refer to the relevant documents that
will include:

a) University and ACU Strategic Plans

b) The ACU HIV and AIDS Policy document

c) Advocacy for HIV and AIDS Prevention and Education activities needs

d) Previous year’s Advocacy for HIV and AIDS Prevention and Education
Plan

e) Previous year’s ACU budget allocation

f) Performance Contract

23  Upon preparing the draft Advocacy for Prevention and Education Activities
Plan, the ACU Coordinator shall forward it to the DVC (AFD) for input and
advice.

24 Upon receipt, the DVC (AFD) shall consider the following in verifying the
plan:

a) University and ACU Strategic Plans,
b) ACU Budget Allocation
c) Performance Contract,

2.5 In the event that DVC (AFD) raises an issue with the plan, he/she shall make
comments to the ACU Coordinator.

2.6 The ACU Coordinator shall then convene an ACU Committee meeting to
incorporate the feedback from the DVC (AFD) if any, and re-submit to the
DVC (AFD).
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2.7  The DVC (AFD) shall then table the draft Advocacy for HIV and AIDS
Prevention and Education Plan to the University Management Board for
input and consideration.

2.8  The University Management Board shall approve the plan considering the
following;:

a) University Strategic Plan,
b) ACU Strategic Plan, and
c) ACU Budget allocation.

29 In the event of any inconsistencies, the University Management Board shall
advice the DVC (AFD) accordingly who in turn shall advice the ACU
Coordinator.

210 The ACU Coordinator shall then convene an ACU Committee meeting to
incorporate the changes and/or make amendments as advised by the
University Management Board.

211 Upon approval, the ACU Coordinator shall share the Advocacy for HIV and
AIDS Prevention and Education Plan with the identified implementing
partners, Government Agencies and NACC.

212 The ACU Coordinator shall then convene a planning meeting of the ACU
committee and invite implementing partners to plan for implementation of
the Advocacy for HIV and AIDS Prevention and Education activities.

213 On the scheduled dates for undertaking Advocacy for HIV and AIDS
Prevention and Education, the ACU Coordinator shall ensure the Advocacy
for HIV and AIDS Prevention and Education Plan is implemented.

214 In preparing to implement the planned and approved care and support
services activity, the ACU Coordinator shall as per communication procedure
number 1 in the Administration Procedure Manual:

a) Notify the relevant offices.
b) Invite the target group giving details of the activity, date and venue.
215 During the activity, the ACU coordinator shall ensure that participants’

attendance is captured.
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216 At the end of the quarter, the ACU Coordinator shall prepare a quarterly
report of all the activities carried out using the NACC reporting tool and
submit it to NACC, and copies of the same including evidence of the
activities, forwarded to the University’s Directorate for Performance

Contracting, the Vice Chancellor, DVC (AFD) and DVC (ASA).

3.0 LIST OF APPLICABLE RECORDS

2.1  Evidence of communication.

22 ACU Quarterly Work plan.

23  Evidence of ACU meeting.

24  Evidence of fora for HIV and AIDS awareness activities attendance.

2.5  Evidence of Staff and Student HIV and AIDS Peer Educators recruited and
trained.

2.6 ACU Advocacy for HIV and AIDS Prevention and Education Plans.
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PROCEDURE NUMBER 2: CARE AND SUPPORT SERVICES FOR PERSONS
INFECTED AND AFFECTED WITH HIV AND AIDS

1.0 GENERAL
1.1  PURPOSE
The purpose of this procedure is to ensure timeliness, effectiveness and
efficiency in the Care and Support Services offered to persons infected and
affected with HIV and AIDS in the University
1.2  SCOPE
This procedure shall apply to the Care and Support Services offered to staff
and students infected and affected with HIV and AIDS in the University.
1.3  REFERENCES
a) Quality Manual - KIBU/MR/QM/002
b) Guidelines for implementing HIV and AIDS in Universities in Kenya.
c¢) NACCHIV and AIDS institutional Work Plan.
d) ACU Citizens Service Delivery Charter.
e) HIV and AIDS Policy.
1.4  TERMS AND DEFINITIONS
a) ACU - AIDS Control Unit.
b) AIDS - Acquired Immunodeficiency Syndrome.
c¢) DVC (AFD)-Vice Chancellor Deputy Vice Chancellor (Administration
Finance and Development)
d) DVC (ASA)-Vice Chancellor Deputy Vice Chancellor (Academic and
Students Affairs)
e) HIV - Human Immune Deficiency Syndrome.
f) IEC - Information Education and Communication.
g) NACC - National AIDS Control Council.
h) VCT - Voluntary Counseling and Testing.
i) HTC - HIV Testing and Counseling.
1.5  PRINCIPAL RESPONSIBILITY
The ACU Coordinator shall ensure that this procedure is adhered to.
20 METHOD
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21

2.2

2.3

24

2.5

2.6

2.7

2.8

This procedure shall start in the last quarter of each financial year with the

ACU Coordinator convening the ACU Committee meeting to:

a) Discuss and draft a Care and Support Service Activities Plan for the
subsequent financial year,

b) Identify organizations and government agencies that work with
Universities to help fight HIV and AIDS, and

c) Prepare an annual budget.

In preparing the Care and Support Services Plan, the ACU Committee

members shall consider and refer to the relevant documents that will include:

a) University and ACU Strategic Plans,

b) The ACU HIV and AIDS Policy document

c) Staff and Students Care and Support Service activities needs,

d) Previous year’s Care and Support Services Plan,

e) Previous year’s Care and Support Services budget allocation,

f) Performance Contract

Upon preparing the draft Care and Support Services Activities Plan, the ACU

coordinator shall forward it to the DVC (AFD) for input and advice.

Upon receipt, the DVC (AFD) shall consider the following in verifying the

plan:

a) University and ACU Strategic Plans,

b) ACU Budget Allocation

c) Performance Contract.

In the event the DVC (AFD) raises an issue with the plan, he/she shall make

comments to the ACU Coordinator.

The ACU Coordinator shall then convene an ACU Committee meeting to

incorporate the feedback from the DVC (AFD) if any, and re-submit.

The DVC (AFD) shall then table the draft Care and Support Services Plan to

the University Management Board for input and consideration.

The University Management Board shall approve the plan considering the

following;:

a) University Strategic Plan,
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b) ACU strategic plan,
c¢) ACU Budget allocation,

29 In the event of any inconsistencies, the University Management Board shall
advice the DVC (AFD) accordingly who in turn shall advice the ACU
Coordinator.

210 The Coordinator shall then convene an ACU Committee meeting to
incorporate the changes and/or make amendments as advised by the
University Management Board.

211 Upon approval, the ACU Coordinator shall share the Care and Support
Services Plan with the identified implementing partners, Government
agencies and NACC.

212 The ACU Coordinator shall then convene a planning meeting of the ACU
committee and invite implementing partners to plan for implementation of
the Care and Support Services activities.

213 On the scheduled dates for undertaking the Care and Support Services
activities, the ACU Coordinator shall ensure the Care and Support Services
activities plan is implemented.

214 In preparing to implement the planned and approved Advocacy for HIV and
AIDS Prevention and Education activity, the ACU Coordinator shall as per
communication procedure number 1 in the Administration Procedure
Manual:

a) Notify the relevant offices.
b) Invite the target group giving details of the activity, date and venue.

215 During the activity, the ACU coordinator shall ensure that participants’
attendance is captured and the HTC Service Summary maintained.

216 At the end of the quarter, the ACU Coordinator shall prepare a quarterly
report of all the activities carried out using the NACC reporting tool and
submit it to NACC, and copies of the same including evidence of the
activities, forwarded to the University ’s Directorate for Performance

Contracting, the Vice Chancellor, DVC(AFD) and DVC(ASA)
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3.0
3.1
3.2
3.3
34

3.5
3.6
3.7

LIST OF APPLICABLE RECORDS

Evidence of communication,

Evidence of meeting,

ACU Quarterly Work plans,

Evidence of linkages, networks and referrals made for comprehensive care
and support,

HTC Service Summary

HIV and AIDS Care and Support activity Plans,

Attendance Register
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PROCEDURE NUMBER 3: CONDUCTING HIV AND AIDS RESEARCH
1.0 GENERAL

1.1  PURPOSE
The purpose of this procedure is to ensure effectiveness and efficiency in
conducting HIV and AIDS Research within and without the University.
1.2  SCOPE
This procedure shall apply to all ACU activities pertaining to research in HIV
and AIDS within and without the University.
1.3 REFERENCES
a) Quality Manual -KIBU/MR/QM/002
b) Guidelines for implementing HIV and AIDS in Universities in Kenya.
c¢) NACC HIV and AIDS institutional Work Plan.
d) ACU Citizens Delivery Charter.
e) HIV and AIDS policy.
14  TERMS AND DEFINITION
a) ACU - AIDS Control Unit.
b) AIDS - Acquired Immunodeficiency Syndrome.
c¢) DVC (ASA) - Deputy Vice Chancellor, Academic and Students Affairs
d) HIV - Human Immune Deficiency Syndrome.
e) IEC - Information Education and Communication.
f) NACC - National AIDS Control Council.
g) NACOSTI - National Commission for Science Technology and Innovation.
h) DVC (AFD) - Deputy Vice Chancellor (Administration Finance and
Development)
i) VCT - Voluntary Counseling and Testing.
1.5 PRINCIPAL RESPONSIBILITY
The ACU Coordinator shall ensure that this procedure is adhered to.
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2.0 METHOD

21  This procedure shall start in the last quarter of each financial year with the
ACU Coordinator convening the ACU Committee meeting to discuss and
draft an HIV and AIDS Research Activities Plan for the subsequent financial
year, and identify organizations and government agencies that work with
Universities to help fight HIV and AIDS.

22 In preparing the HIV and AIDS Research Plan, the ACU Committee members
shall consider and refer to the relevant documents that shall include:
a) University and ACU Strategic Plans,
b) The ACU HIV and AIDS Policy document
c) The University Research Policy
d) HIV and AIDS Research activities needs,
e) Previous year’s HIV and AIDS Research Plan,
f) Previous year’s HIV and AIDS Research budget allocation,
g) Performance Contract.

23  Upon preparing the draft HIV and AIDS Research Activities Plan, the ACU
coordinator shall forward it to the DVC (AFD) for input and advice.

24 Upon receipt, the DVC (AFD) shall consider the following in verifying the
plan:
a) University and ACU Strategic Plans,
b) ACU Budget Allocation
c) Performance Contract

25 In the event DVC (AFD) raises an issue with the plan, he/she shall make
comments to the ACU Coordinator.

26  The ACU Coordinator shall then convene an ACU Committee meeting to
incorporate the feedback from the DVC (AFD) if any, and re-submit.

2.7  The DVC (AFD) shall then table the draft HIV and AIDS Research Plan to the
University Management Board for consideration.

2.8  The University Management Board shall approve the HIV and AIDS Research
Plan considering the following:

a) University Strategic Plan,
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b) ACU strategic plan,
c¢) ACU Budget allocation.

29  In the event the University Management Board raises any issue on the plan,
the DVC (AFD) shall advice the ACU Coordinator.

210 The Coordinator shall then convene an ACU Committee meeting to
incorporate the changes and/or make amendments as advised by the
University Management Board.

211 Upon approval the ACU Coordinator shall share the HIV and AIDS Research
Plan with the identified implementing partners.

212 The ACU Coordinator shall then convene a planning meeting of the ACU
committee and invite implementing partners to plan for implementation of
the HIV and AIDS Research activities.

213 On the scheduled dates for undertaking the HIV and AIDS Research
activities, the ACU Coordinator shall ensure the HIV and AIDS Research
activities plan is implemented.

214 In preparing to implement the planned and approved HIV and AIDS
Research activity, the ACU Coordinator shall as per communication
procedure number 1 in the Administration Procedure Manual:

a)  Notify the relevant offices.
b) Invite the target group giving details of the activity, date and venue.
c)  Seek research permit from NACOSTI and other relevant bodies.

215 During the activity, the ACU coordinator shall ensure that participants’
attendance is captured.

216 At the end of the quarter, the ACU Coordinator shall prepare a quarterly
report on the progress of the research activities carried out and submit to the
Head of Research, Consultancy and Extension, and copies forwarded to the
University 's Directorate for Performance Contracting, the Vice Chancellor,
DVC(AFD) and DVC(ASA)

217 At the end of the research activity, the findings, recommendations and a
report of the same shall be submitted to DVC (ASA) through DVC(AFD) who

will then table it to the Senate for information.
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3.0 LIST OF APPLICABLE RECORDS
3.1  Evidence of communication.
3.2 Evidence of meeting.
3.3  ACU Quarterly Work plans.
3.4  Evidence of proposals prepared.
3.5  HIV and AIDS Research Activity Plans.
3.6 Attendance Register.
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PROCEDURE NUMBER 1: ACQUISITION OF LIBRARY MATERIALS
1.0 GENERAL

11 PURPOSE

The purpose of this procedure is to ensure effectiveness, timeliness and consistency in
the acquisition of library materials.

12  SCOPE
This procedure shall apply to the acquisition of library materials in all formats at the
University Library.

1.3 REFERENCES

a) Quality Manual — KIBU/MR/QM/002.
b) Current Library Collection Development Policy.

c) Commission for University Education (Standards and Guidelines for University

Libraries in Kenya).
d) University Procurement Procedures
14 TERMS AND DEFINITIONS
a) HoLD — Head of Library Department.
b) HoPD — Head of Procurement Department
c) CoDs — Chairpersons of Department.
d) HTSD — Head Technical Services Division

e) Acquisitions - The process of securing materials for the library collection, whether

by purchase ,as gifts or through exchange programs
1.5  PRINCIPAL RESPONSIBILITY

The HoLD shall ensure adherence to this procedure
20 METHOD

2.1  This procedure shall start by the HoOLD Communication to the CoDs requesting for
submission of the required library materials for the academic year in February
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2.2

2.3

2.4

2.5

2.6

2.7

2.8

2.9

2.10

Upon receipt the CoDs shall in consultation with the subject lecturers/staff determine

the library materials that they need guided by the following:-
a) Bookshop catalogues,

b) Applicable curriculum and programmes,

c) Emerging issues.

Upon determination of the current library materials, the CoDs, shall ensure

completion and signing of library selection form

The HoLD shall receive the library selection forms from the CODs through their
respective Deans of Faculties/Schools

The HoLD shall receive the library selection forms from the :

a) CODs through their respective Deans of Faculties/Schools,
b) HoDs, and
c) Directors.

Upon receipt of the library selection forms, the HoLD shall forward to HTSD for

verification.
The HTSD shall:-

a) Countercheck in line with the accession register to establish whether the titles are

adequately stocked, and
b) Indicate the right number of required copies.
The HTSD shall sign and forward the library selection forms to the HoLD.
Upon receiving the forms, the HoLD shall approve them guided by the following:-
a) Accuracy of the bibliographic details
b) Budgetary allocation for book purchase
c) Balance on the library book vote

In the event of any inconsistencies, the HoLD shall advise the HTSD accordingly.
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2.11 The HoLD shall forward the approved library selection forms to HoPD Manual and

ensure updating of the delivery book.

2.12  Once the library materials have been procured, they shall be issued to the library from

the procurement department.

2.13  After receiving the library materials the HTSD shall ensure that the acquired materials

are well bound.

3.0 LIST OF APPLICABLE RECORDS
3.1  Evidence of requisition

3.2 Library materials selection record

3.3 Accession register

3.4 Delivery book

35 List of materials
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PROCEDURE NUMBER 2: PROCESSING OF LIBRARY MATERIALS
1.0 GENERAL

1.1 PURPOSE

The purpose of this procedure is to ensure effectiveness, efficiency and timeliness in
processing of library materials.
12  SCOPE

This procedure shall apply to the processing of library materials in the University
Library.
1.3 REFERENCES

a) Anglo American Cataloguing Rules

b) Library of Congress Classification Scheme
c) Library of Congress of subject headings

d) Information processing policy

e) Quality Manual — KIBU/MR/QM/002.

1.4  TERMS AND DEFINITIONS

ACCESSIONING —the assigning of numbers to information resource(s)

AACR2-Anglo American Cataloguing Rules 2

CATALOGUING -the process of creating entries for a catalogue which include bibliographic
description, subject analysis and assignment of classification notation.

CIP — Cataloguing In Publication

HoLD — Head of Library Department

HRSD — Head Reader Services Division

HTSD — Head Technical Services Division

MARC-Machine Readable Catalogue

LCSH-Library of Classification Subject headings

LCRI- Library of Classification Rule Interpretation

ONLINE CLASSIFICATION- assigning of call numbers direct from Library of congress
online catalogue

ORIGINAL CLASSIFICATIONS- assigning of call numbers using appropriate online

classification scheme, subject headings and cutter tables
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1.5

2.0

2.1

2.2

2.3

2.4

2.5

2.5

2.7

PRINCIPAL RESPONSIBILITY

The HTSD shall ensure that this procedure is adhered to.
METHOD

This procedure shall start with the HTSD validating the received information

materials guided by the provided delivery note.

In the event that some of the library information materials are defective or lacking, the
HTSD shall notify the HoLD for necessary action.

Upon validation, the HTSD shall stamp the library information materials using the
University Library Stamp.

Upon the stamping of the information materials HTSD shall strip the books
Upon stripping, the HTSD shall update the accession register.

Upon accessioning, the HTSD shall classify the information resources based
on the following:-

a) Their subject

b) Their format (Print or Non Print).

Upon classification, the HTSD shall spine mark the information resources

2.8 The HTSD shall catalogue the materials guided by the ACCR2, LCRI, and LCSH

MARC and enter the bibliographic details in the KOHA cataloguing module.

2.8.1 Upon Cataloguing, barcodes will be generated

2.9

Upon generation of the barcodes, the HTSD shall print and fix them on the respective

information resources.

2.10 After fixing the barcodes on the information resources, the HTSD shall prepare a list of

the processed library information materials and forward it to the HRSD.

2.11 On receipt, the HRSD shall verify the list against the library information materials sign

and file a copy of the same.

2.12

In the event of any anomaly, the HRSD shall notify the HTSD for action.
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LIST OF APPLICABLE RECORDS

2.6 Accession Register
2.7 Evidence of communication
2.8 List of dispatched information materials

2.9 Open Public Access Catalogue (OPAC)
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PROCEDURE NUMBER 3: CONSERVATION OF INFORMATION RESOURCES
1.0 GENERAL

1.1 PURPOSE
The purpose of this procedure is to ensure effectiveness, efficiency and timeliness in
processing of library materials.
1.2 SCOPE
This procedure applies to repair on all collection to minimize damage and deterioration.
REFERENCES

a) Conservation and restoration policy

b) Quality Manual — KIBU/MR/QM/002.

1.4 TERMS AND DEFINITIONS

Conservation -the process of protecting materials from harm or damage hence prolongs their
life span.

Information resources-materials either in print or non-print formats

Binding- Refers to the process of physically assembling a book from an ordered stack of
paper sheets that are folded together into sections or sometimes left as a stack of individual

sheets.

1.5 PRINCIPAL RESPONSIBILITY
The HTSD shall ensure that this procedure is adhered to.
2.0 METHOD
2.1 This procedure shall start with HRSD identifying an information resource requiring
conservation in the course of duty.
2.2 After identification, the HRSD shall withdraw the resource from circulation and formally
inform the HTSD
2.3 Upon receipt of the resource, the HTSD shall update the OPAC
2.4 After updating the catalogue, the HTSD shall carry the conservation
2.5 Upon conservation of the material, the Technical Service Librarian shall
update the OPAC and ensure that the information resource(s) meet the
expectations of the conservation and restoration policy before returning to HRSD

3.0 LIST OF APPLICABLE RECORDS
3.1 List of information resources conserved
3.2 Evidence of communication

3.3 Book conservation form
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PROCEDURE NUMBER 4: REPROGRAPHIC SERVICES
2.0 GENERAL

1.1 PURPOSE
The purpose of this procedure is to ensure effectiveness, efficiency and timeliness
reprographic services to the university.
1.2 SCOPE
This procedure applies to printing, photocopying and binding services offered by the
University Library
REFERENCES
a) Copyright act laws of Kenya
b) Reprography policy
¢) Quality Manual — KIBU/MR/QM/002.

1.4 TERMS AND DEFINITIONS
a) DFO- Deputy Finance Officer
b) PRINTING — The art, process, or business of producing books, newspapers, etc., by
impression from movable types, plates, etc.
c) REPROGRAPHY - It’s the process of photocopying and printing of documents.
1.5 PRINCIPAL RESPONSIBILITY
The HTSD shall ensure that this procedure is adhered to.

20 METHOD
2.1  Photocopying/printing of official documents

2.1.1 This shall start with an authorized staff member of filling a photocopying/printing

form requesting for photocopying or printing services.

2.1.2  Upon filling the form, the member of staff shall forward the document to the

respective supervisor for approval.
2.1.3 In approving the request, the supervisor shall consider the following:

a) Budgetary allocation, and
b) Relevance of the document to the school, department or section.
2.1.4 In the event of disapproval, the supervisor shall advise the member of staff

accordingly.
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2.1.5 Upon approval, the member of staff shall forward the document and the

photocopying/printing form to HOD

2.1.6 The HOD shall forward the documents to the reprographer to photocopy/print the
document(s).

2.1.7 After photocopying/printing the document(s), the authorized staff shall record the
work in the reprography register.

2.1.8 At the end of month, the reprographer shall prepare a summary of the work done,
invoice the various schools, departments and sections for the work done for their
approvals.

2.1.9 Upon approval by the various schools, departments and sections the HoLD shall and
forward the invoices to the DFO for accounting purposes.

2.2 Photocopying non-official documents

2.2.1 Upon receipt of document to be photocopied/printed, the reprographer shall undertake

the photocopy, charge the customer as per financial office payment guidelines.
3.0 LIST OF APPLICABLE RECORDS

3.1 Filled photocopying/printing Forms
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PROCEDURE NUMBER 5: CUSTOMER SERVICES
1.0 GENERAL

1.1  PURPOSE
The purpose of this procedure is to ensure consistency, effectiveness and timeliness in
all customer services.
1.2 SCOPE
This procedure shall apply to the registration of customers, charging and discharging,
reservation of library materials, renewal of loaned materials, reference services and
inter-library loan services to customers in the University Library.
1.3 REFERENCES
a) Quality Manual — KIBU/MR/QM/002
b) Library Rules and Regulations,
c) Library Staff Manual,
d) Collective Bargaining Agreement.
14 TERMS AND DEFINITIONS
a) HoLD — Head of Library Department,
b) RSL — Reader Services Librarian,
c) Customer — refers to library users,
d) PF —Personal File.
15  PRINCIPAL RESPONSIBILITY
The HoLD shall ensure that this procedure is adhered to.
2.0 METHOD
2.1  Registration of student customers
2.1.1 This shall start with the RSL receiving a student intending to be registered as a library
customer.
2.1.2 On receiving the customer, the RSL shall request for the Students Registration
Checklist and:-
a) Issue library rules and regulations to the customer,
b) Sign and stamp the Students Registration Checklist ,
c) Ensure the customer signs the library Permanent Register,
d) Enter the customer’s profile in the system and

e) Return the Student Checklist Form to the customer.

Version A Page 251 of 319 Revision 1




KIBABII UNIVERSITY - ISO 9001:2008 BASED QUALITY MANAGEMENT SYSTEM

2.2  Registration of staff

2.2.1 This shall start with the RSL receiving a member of staff intending to be registered as
a library customer.

2.2.2  On receiving the member of staff, the RSL shall request for the staff PF number and
issue the staff with Registration Form and direct them to the HoD/Dean/Directors for
approval in their respective Departments/Faculties/Schools/Directorate.

2.2.3 In the event that a staff does not have the PF number, the RSL shall advice
accordingly.

2.2.4 On receiving the duly approved form, the RSL shall:-

a) File the Staff Library Membership Registration Form,

b) Ensure the staff signs on the Library Permanent Staff Register,
c) Issue the Staff with Library rules and regulations, and

d) Enter staff data in the system

2.3  Charging and discharging

2.3.1 This shall start with the RSL receiving a request from a customer intending to borrow
library information material(s).

2.3.2 The RSL shall:-

a) Verify the Validity of the staff/student ID/Birth Certificate/Passport and to
determine customer’s eligibility for borrowing and
b) Check the condition of the library information material to be borrowed.

2.3.3 In the event that the library information material is in bad condition, the RSL shall
advise the customer accordingly.

2.3.4 If the library material is in good condition the RSL shall scan the staff/student ID to
determine the authenticity of the customer’s profile

2.3.5 The RSL shall check out the material to the customer by scanning the barcode

2.3.6 The RSL shall stamp the Date Due Slip and de-activate before issuing the material to
the customer.

2.3.7 On receiving the library material to be discharged , the RSL shall check the condition
of the information material

2.3.8 In the event that library information material is damaged, the RSL shall ensure that
the Library Rules and Regulations are adhered to.

2.3.9 Upon confirmation the RSL shall check in the material by scanning the barcode and

re-activate.
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2.3.10 The RSL shall cancel the date due on the Date Due Slip and place the book on the
books returned trolley ready for shelving.

2.3.11 In the event that the library information material is overdue the RSL shall fill a form
then refer the customer to Finance Department

2.3.12 If the library information material is lost the RSL shall fill the details in a form and
refer the customer to TSL

2.4  Reservation of Library Information Materials

2.4.1 This shall start with the RSL receiving a request from the customer for reservation of
library information materials.

2.4.2 On receiving the request, the RSL shall check if the library information material is
available or not.

2.4.3 In the event that the library information material is unavailable, the RSL shall advise
the customer accordingly and give him/her the Reservation Form to fill.

2.4.4 The RSL shall notify the customer when the library information material is available
in the library.

2.4.5 If the library information material is available, the RSL shall proceed as per 2.3
above.

2.5  Renewal of loaned library information materials

2.5.1 This shall start with the RSL receiving a request from the customer for the extension
of use of library information material.

2.5.2 The RSL shall determine whether the library information material has been reserved
by another customer or not in reference to the Reservation Records.

2.5.3 In the event that the library information material has been reserved, the RSL shall
advise the customer accordingly.

2.5.4 If the library information material has not been reserved, the RSL shall extend the
loan period as per the Library Rules and Regulations and follow the procedure as in
2.3 above.

2.5.5 The RSL shall stamp on the Date Due Slip the next date due.

2.5.6 The RSL shall inform the customer the due date of the renewed material.

2.6 Reference Services

2.6.1 This shall start with the RSL receiving a query on alternative sources of library
information material from a customer.

2.6.2 Upon receipt, the RSL shall carry out short and long term information searches for the

customer with reference to the available information.
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2.6.3 The RSL shall provide answers to queries from customers using the available tools.

2.6.4 In the event that the information is not available, the RSL shall refer the customer to
the HoLD.

2.6.5 The HoLD shall refer the customer to other libraries with a letter of introduction.

2.7 Inter- Library Loan Services

2.7.1 This shall start with the RSL receiving a request for library information material that
IS not available in the University library.

2.7.2  Upon receipt of the request, the RSL shall within 1 day forward it to the HoLD.

2.7.3 The HoLD shall within 1 week contact other Institutions and request for information
materials.

2.7.4 Upon receiving the information materials, the RSL shall inform the customer and loan

the information materials subject to the conditions imposed by the lending library.

2.7.5 In the event that the information material is not found in the other libraries, the
customer shall be duly informed as per communication Procedure number 1 in the

Administration Procedure Manual.

3.0 LIST OF APPLICABLE RECORDS
3.1  Evidence of communication

3.2  Date Due Slip and Book Card

3.3 Library Rules and Regulations

3.4  Library Registration Forms

3.5 Reference Services Request Form

3.6  Library Reservation Form

3.7  Overdue Reminder Form

3.8  Library Permanent Staff Register

3.9  Permanent Students Register
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1.0
1.1

1.2

1.3

14

1.5

2.0
21

GENERAL

PURPOSE

The purpose of this procedure is to ensure effectiveness and efficiency in risk

Management, Control and Governance processes.

SCOPE

The procedure shall apply to all risk based internal audit activities within in

the University

REFERENCES

a) Quality Manual - KIBU/MR/QM/002

b) Internal Audit Activity Charter, 2013.

c) ARCC Charter, 2013.

d) International Professional Practice Framework (IPPF), 2012.

e) International Standards on Auditing, (IAS).

f) Universities Act, 2012.

TERMS AND DEFINITIONS

a) Auditee- The term refers to the officer whose process is being audited.

b) Auditor - the term refers to a member of staff of the internal audit that
undertakes an audit assignment.

c¢) ARCC -Audit, Risk and Compliance Committee

d) HIA - Head of Internal Audit

PRINCIPAL RESPONSIBILITY

The HIA shall ensure that this procedure is adhered to.

METHOD

Annual audit planning

211 Within the month of June of every Financial Year, the HIA shall as per the

meetings procedure number 2 in the Administration Procedure Manual
convene a meeting with internal audit staff to prepare an annual audit plan

based on the risk management policy framework.

2.1.2 Upon preparation, the HIA shall forward the plan to the Vice Chancellor for

input
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2.1.3 In the event the Vice Chancellor raises issues with the plan, he/she shall make
comments to the HIA.

214 The Vice Chancellor shall table the plan to the University Management Board
for review and input.

21.5 In the event the University Management Board raises issues with the annual
audit plan, it shall make comments to the HIA.

21.6 The HIA shall then act on the comments of the University Management
Board.

2.1.7 The HIA shall submit the plan to the ARCC for consideration and approval.

2.1.8 Inapproving the plan, the ARCC shall consider:-
a) Activities to be covered,
b) Past reports,
c) Risk management framework.

219 In the event of any need for amendment, the HIA shall ensure
recommendations of the ARCC are incorporated and the same re-submitted.

2.1.10 The HIA shall forward the Annual Audit Plan to the Vice Chancellor for
information.

2.2 Risk- based audit

221 This shall start with the HIA reviewing the audit plan and assigning an
auditor for the respective engagement.

2.2.2 The HIA shall send an audit notification to the auditee at least one week to
the audit engagement date.

223 The auditor shall undertake a preliminary review to identify processes,
objectives, and inherent risks in the processes to be audited.

224 Inthe event of an adhoc engagement, the timeframe in 2.2.2 shall not apply.

2.2.5 The auditor shall hold an entry meeting with the auditee to deliberate on the
scope of work.

2.2.6 During the audit, the auditor shall maintain a record of all the findings and

audit evidence in the working papers.
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2.2.7 On completion of the assignment, the auditor shall hold an exit meeting with
the auditee where findings of the audit shall be discussed and clarifications
made.

2.2.8 The auditor shall then prepare a draft audit report and discuss it with the
auditee.

2.29 The auditor shall then incorporate any input by the auditee in the draft audit
report.

2.3  Reporting

23.1 The auditor in consultation with the HIA shall prepare the final audit report
considering the following but not limited to:-

a) Audit objectives,
b) Scope of the audit ,and
c) Audit findings.

2.3.2 The HIA shall communicate the final audit report to the Vice Chancellor for
appropriate action and a copy to the auditee.

2.3.3 In the event of unscheduled audits, the HIA shall communicate the audit
report to the Vice Chancellor for action.

23.4 The HIA shall on quarterly basis present summarized audit reports to ARCC
for noting, consideration, and appropriate recommendations to Council.

2.3.5 The HIA shall on annual basis report to the ARCC on the progress of the
implementation of the annual audit plan.

24  Follow up

241 The HIA shall after three months of the audit make a follow up to determine
the extent of compliance and or implementation of agreed upon audit
recommendations.

242 The HIA shall then communicate the follow up findings and
recommendations to the Vice Chancellor and the ARCC for appropriate

action.
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3.0
3.1
3.2
3.3
34
3.5
3.6

LIST OF APPLICABLE RECORDS
Annual Audit Plan

Evidence of meetings

Audit notification

Working papers

Audit reports

Evidence of Communication

Version A Page 259 of 319

Revision 1




KIBABII UNIVERSITY - ISO 9001:2008 BASED QUALITY MANAGEMENT SYSTEM

KIBABII UNIVERSITY

QUALITY MANAGEMENT SYSTEM BASED ON ISO 9001:2008

15 HUMAN RESOURCE PROCEDURE MANUAL

KIBU/HR/HRPM/015

Authorized by: Prof. Ipara Isaac Odeo

Vice Chancellor Sign: § t o Date: 18-02-2016
Issued by: Prof. Shem Aywa g_)’_,_o
Management Representative Sign: Date: 18-02-2016

Version A

Page 260 of 319

Revision 1




KIBABII UNIVERSITY - ISO 9001:2008 BASED QUALITY MANAGEMENT SYSTEM

PROCEDURE NUMBER 1: RECRUITMENT AND SELECTION
1.0 GENERAL

1.1 PURPOSE
The purpose of this procedure is to ensure effectiveness, timeliness,
consistency, accuracy and transparency in recruitment and selection of staff at
Kibabii University.
1.2  SCOPE
This procedure applies to all recruitment and selection processes in the
University.
1.3  REFERENCES
a) Quality Manual - KIBU/MR/QM/002
b) Employment Act, 2007
c) Labour Relations Act, 2007
d) Occupational Safety and Health Act, 2007
e) Industrial Relations Act, 2007
f) Work Benefit Injury Act, 2007
g) KIBU Statutes
h) Approved Scheme of Service
i) University CBAs
j) Service Charter
14  TERMS AND DEFINITIONS
a) COD - Chairperson of Department
b) DVC (AFD)-Deputy Vice Chancellor Administration Finance and
Development
c¢) HOD - Head of Department
d) HR - Human Resource
e) PF number - Personal file number assigned to a new member of staff
f) SETA - Staff Establishment, Training and Appraisal
1.5  PRINCIPAL RESPONSIBILITY
The DVC (AFD) shall ensure that this procedure is adhered to.
20 METHOD
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21  Human Resource Planning

21.1 This procedure shall start with the DVC (AFD) Communicating to
HoDs/CoDs to submit their staffing needs and requirements for the
subsequent financial year in the first quarter of every year.

21.2 The DVC (AFD) shall ensure collating of the staffing needs and requirements
and table them in the SETA Committee for rationalization.

21.3 The SETA Committee shall rationalize the needs from the departments based
on the following:-
a) University Staff Establishment
b) University Strategic Plan
c) Budgetary Allocation
d) Work load

214 The DVC (AFD) shall communicate to the HoDs/CoDs the rationalized
requests and request them to adjust their staffing needs.

21.5 On receipt of the re-adjusted staffing needs, the DVC (AFD) shall table it in
UMB for approval for advertisements.

21.6 In approving the need for advertisement, the UMB shall consider the criteria
in 2.1.3 above.

21.7 In the event of disapproval, the DVC (AFD) shall notify the respective
HoD/CoD.

22 Advertisement

221 Advertisement for the approved positions shall be done as per the Procedure
Number 8 for advertisement in the Administration Procedure Manual.

2.3  Receiving of Applications

23.1 The officer In-Charge Registry shall receive all applications in the Central
Registry before the stated deadline.

23.2 The In-Charge Registry shall record the received applications in the

Applications Received Form.
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24  Selection

241 The DVC (AFD) shall constitute short listing panels and inform the Chair and
members accordingly considering the following;:

a) User Department
b) Scale

2.5  Short listing

251 The Chair and Secretariat of the Short listing Committees shall pick
applications for their respective areas from the In-Charge Registry verify
using original list of received applications and prepare summaries of all the
applicants in the summaries form.

2.5.2 The short listing panel shall prepare criteria for evaluating applicants based
on the advertisement indicating a score for each criteria item.

253 The Chair of the respective panel shall lead the panelists in evaluating
documents submitted by the applicants indicating the applicants’ score
against each criteria item in the evaluation score card.

254 The panel shall rank all the applicants according to their scores from the
highest to the lowest.

2.5.5 The panel shall shortlist at least three candidates for every one advertised
post and make recommendations to Appointments and Promotions
Committee for consideration.

2.6  Inviting Candidates for Interview

2.6.1 The DVC (AFD) shall write to the shortlisted candidates informing them of
the invitation for interview indicating the Date, Place and Time of interview.

2.6.2 The DVC (AFD) shall write to the members of the interviewing panel to
inform them of the scheduled interview indicating the Date, Place and Time
of interview.

2.7  Preparation of the Venue for Interviews

271 The DVC (AFD) shall ensure preparation for the interviewing meeting as per
the procedure number 2 of preparing for meetings in the Administration
Procedure Manual.

2.8 Interview
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281 The Chair and Secretariat of the Appointments and Promotions Committee
shall receive applications and summaries for all the applicants.

2.8.2 The interviewing panel shall prepare criteria for evaluating candidates
indicating a score for each criteria item. This shall be guided by the
advertisement.

2.8.3 The Chair of the panel shall lead the panelists in interviewing the candidates
indicating the candidate’s score against each criteria item in the evaluation
score card.

2.8.4 The panel shall interview and rank all the candidates according to their scores
from the highest to the lowest.

2.8.5 The panel shall appoint best candidate(s) for the advertised post(s) and
determine the entry point and basic salary based on documents submitted by
the candidate, approved scheme of service, approved salary administration
guide and relevant Collective Bargaining Agreement.

29 Communication to Successful and Unsuccessful Candidates

291 The DVC (AFD) referring to signed minutes of the Appointments and
Promotions Committee, shall communicate to both successful and
unsuccessful candidates the verdict of the Appointments and Promotions
Committee. The communication to the successful candidates shall include the
offer of the University with regard to the advertised position.

2.9.2 In the event that the appointed candidate declines the offer, the DVC (AFD)
shall make a decision based on applicable legal requirements.

210 Receiving of New Staff

2.10.1 The respective HoDs/CoDs shall receive the appointed staff within three
months from the time of offer of the appointment.

2.10.2 The HoDs/CoDs shall raise a staff movement form for the appointed staff,
complete it and submit it to the DVC (AFD) for assignment of the PF.

Number.
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211 Induction of New Staff
2.11.1 New staff shall be inducted as per the Procedure Number 2 on induction of

new staff in this manual.

3.0 LIST OF APPLICABLE RECORDS
3.1 Evidence of meetings
3.2 Evidence of communication
3.3 Original List of Received Applications
3.4 Duly filled shortlisting evaluation form
3.5 Duly filled appointment evaluation form
3.6 Summaries Record
3.7 Evaluation Score card
3.8 Appointment letters
3.9 Letters inviting panelist
3.10 Letters of regret

3.11 Staff movement Record.
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PROCEDURE NUMBER 2: STAFF INDUCTION
1.0 GENERAL

1.1  PURPOSE
The purpose of this procedure is to ensure effectiveness, timeliness and
consistency in induction of staff at Kibabii University.
1.2  SCOPE
This procedure applies to induction processes in the University
1.3  REFERENCES
a) Quality Manual - KIBU/MR/QM/002
b) Employment Act, 2007.
c) Labour Relations Act, 2007.
d) Occupational Safety and Health Act, 2007.
e) Industrial Relations Act, 2007.
f) Constitution of Kenya, 2010.
g) CBAs.
h) Code of conduct.
i) Service Charter.
14  TERMS AND DEFINITIONS
a) COD - Chairperson of Department.
b) DVC (AFD) - Deputy Vice Chancellor (Administration Finance and
Development).
c¢) HOD - Head of Department.
d) HR - Human Resource.
1.5 PRINCIPAL RESPONSIBILITY
The Deputy Vice Chancellor (AFD) shall ensure that this procedure is
adhered to.
20 METHOD
2.1 This procedure shall start with the DVC (AFD) updating the list of the newly
appointed staff and preparing an induction programme.
2.2 In preparing the programme, the DVC (AFD) shall consider:-

a) The resource persons

Version A Page 266 of 319 Revision 1




KIBABII UNIVERSITY - ISO 9001:2008 BASED QUALITY MANAGEMENT SYSTEM

b) University Programmes
2.3 The DVC (AFD) shall circulate the induction programme to the relevant CODs/
HODs and the resource persons.
2.4 The DVC (AFD) shall ensure that the induction programme is implemented and
the induction registration form is filled.
2.5 The rapporteur of the induction meeting shall submit the induction report to the

DVC (AFD) for review and information.

3.0 LIST OF APPLICABLE RECORDS
31  Induction Programme
3.2  Induction Registration Record

3.3  Induction Report
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PROCEDURE NUMBER 3: PROCESSING STAFF LEAVE
1.0 GENERAL

1.1  PURPOSE
The purpose of this procedure to ensure efficiency in processing of leave for
members of staff in accordance with the laid down rules and regulations.
1.2  SCOPE
This procedure applies to all types of leave applicable to staff in the
University
1.3 REFERENCES
a) Quality Manual - KIBU/MR/QM/002.
b) Employment Act, 2007
c¢) Current UASU, KUSU and KUDHEHIA Collective Bargaining
Agreements.
d) Current KIBU Terms and Conditions of Service.
e) Citizens Service Delivery Charter
14  DEFINITIONS AND ABBREVIATIONS
a) COD - Chairman of Department
b) HOD - Head of Department
c¢) UASU - Universities Academic Staff Union
d) KUSU - Kenya Universities Staff Union
e) KUDHEHIA - Kenya Union of Domestic, Hotels, Educational Institutions
Hospitals and Allied Workers
1.5  PRINCIPAL RESPONSIBILITY
The Registrar Administration shall ensure that this procedure is adhered to.
20 METHOD
21  This procedure shall start with the Registrar Administration communicating
to all HoDs/CoDs requesting them to submit leave rosters for staff in their
respective department in the month of January.
2.2 Inpreparing the departmental leave roster, the HoDs/CoDs shall consider:-
a) Work load

b) Availability of staff to cover during the period of leave
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2.3

24

25

2.6

2.7

2.8

29

2.10

211

212

213

c) Leave balances

The HoDs/CoDs shall submit leave rosters for their respective departments to
the Registrar Administration in the last week of January for Preparing Master
Leave Roster for the University

Individual staff members who are due for leave shall pick the leave
application form, fill it with relevant information and submit it to the
respective HoD for recommendation/comment.

The HoD/CoD shall recommend the leave based on the approved
departmental leave schedule and the criteria in 2.2.

In the event the HoD does not recommend the leave, he/she shall advise the
applicant accordingly.

The applicant shall take the filled leave application form to the officer in
charge of human resource department for computing the leave days.

The officer In Charge of HR shall confirm whether the applicant is due for
leave as captured in the Approved University Leave Roster.

The Registrar Administration shall approve the leave application based on the
criteria in 2.5.

In the event of disapproval, the Registrar Administration shall advise the
respective HoD accordingly.

The HR Officer shall send an original of the leave application form to the
applicant, file a duplicate and send triplicate to the HoD to communicate
approval/non approval of the leave.

On returning, the respective HoD/CoD shall raise a staff movement form and
forward it to the Registrar Administration for action.

For all the other types of leave, the Registrar (Administration) shall ensure

implementation of the respective Collective Bargaining Agreement.
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3.0
3.1
3.2
3.3
34
3.5

LIST OF APPLICABLE RECORDS
Departmental Leave Roster
University Master Leave Roster
Duly filled Leave application forms
Staff file

Staff movement record
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PROCEDURE NUMBER 4: STAFF DISCIPLINE

1.0
1.1

1.2

1.3

14

1.5

2.0
21
211

GENERAL

PURPOSE

The purpose of this procedure is to ensure effectiveness, timeliness,

consistency and transparency in staff disciplinary processes at Kibabii

University.

SCOPE

This procedure applies to all staff disciplinary processes in the University.

REFERENCES

a) Quality Manual - KIBU/MR/QM/002

b) Employment Act, 2007

c) Labour Relations Act, 2007

d) Occupational Safety and Health Act, 2007

e) Industrial Relations Act, 2007

f) CBAs

g) Code of conduct

h) Service Charter

TERMS AND DEFINITIONS

a) COD - Chairperson of Department.

b) DVC (AFD)-Deputy Vice Chancellor (Administration Finance and
Development).

c¢) HOD - Head of Department.

d) HR - Human Resource.

PRINCIPAL RESPONSIBILITY

The Deputy Vice Chancellor (AFD) shall ensure that this procedure is

adhered to.

METHOD

Disciplinary Process

This shall start with the HoD/ CoD determining that a member of staff has

contravened the laid down rules and regulations.
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2.1.2 The HoD/ CoD shall invite the staff in question and have a verbal discussion
over the misconduct.

2.1.3 Based on the nature of the misconduct, the HoD/CoD shall issue a verbal
warning to the staff.

214 In the event that the staff commits another misconduct a second time within a
period of six months, the HOD/COD in the company of a third party shall
sermon the staff and issue a warning letter.

2.1.5 In the event that the staff commits a third time misconduct within a period of
six months the HOD/COD shall write to the DVC (AFD) informing of the
misconduct including a report.

21.6 The DVC (AFD) shall do a “show cause’ letter to the staff in question citing the
misconduct and the relevant clauses of the CBA that the staff has
contravened.

2.1.7 The staff shall be required to respond to the ‘show cause’ letter within the
specified period.

2.1.8 Upon receipt of the response to the ‘show cause’ letter, the DVC (AFD) shall
consider the response and determine whether to process the case through the
disciplinary committee or give a warning letter guided by the CBA,
Employment Act, 2007 and any other applicable legal requirement.

21.9 In case the staff does not respond or based on the magnitude of the case, the
DVC (AFD) shall convene a disciplinary committee meeting to hear and
determine the case.

2.1.10 The disciplinary committee shall invite the staff in question to appear before it
in the company of union officials and lawyer of their own choice on a
scheduled date, time and venue.

2.1.11 The disciplinary committee shall hear and determine the case guided by the
CBA, Employment Act, 2007 and any other applicable legal requirements.

2.1.12 The DVC (AFD) shall communicate the verdict of the disciplinary committee
to the staff and implement the recommendations of the disciplinary

committee.
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2.1.13 In case the staff is not satisfied with the verdict of the disciplinary committee,
he or she shall be allowed to appeal to the Vice Chancellor within 14 days
from the date of the communication.

22  Appeal

221 Upon receipt of the appeal, the Vice Chancellor shall convene Appeals Board
Committee meeting to hear and determine the case.

222 The Appeals Board Committee shall determine the case guided by the
following:-

a) Applicable legal requirements
b) Review of available evidence

223 The Vice Chancellor shall communicate the verdict of the Appeals Board

Committee to the concerned member of staff and ensure implementation of

the same.

3.0 LIST OF APPLICABLE RECORDS
3.1  Disciplinary Reports.
3.2 Evidence of communication.

3.3  Evidence of meetings.
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PROCEDURE NUMBER 5: STAFF CLEARANCE
1.0 GENERAL

1.1  PURPOSE
The purpose of this procedure to ensure efficiency in processing of staff
clearance in accordance with the laid down rules and regulations.
1.2  SCOPE
This procedure applies to all types of leave applicable to staff in the
University.
1.3 REFERENCES
a) Quality Manual - KIBU/MR/QM/002
b) Employment Act, 2007
c¢) UASU, KUSU and KUDHEHIA Collective Bargaining Agreements.
d) KIBU Terms and Conditions of Service.
e) Citizens Service Delivery Charter.
14  DEFINITIONS AND ABBREVIATIONS
a) COD - Chairman of Department.
b) HOD - Head of Department.
¢) UASU - Universities Academic Staff Union.
d) KUSU - Kenya Universities Staff Union.
e) KUDHEHIA - Kenya Union of Domestic, Hotels, Educational Institutions
Hospitals and Allied Workers.
1.5 PRINCIPAL RESPONSIBILITY
The Registrar Administration shall ensure that this procedure is adhered to.
20 METHOD
21  This procedure shall start with the Registrar Administration availing staff
clearance forms to a member of staff who is exiting.
2.2 The staff clearing from the University shall fill the clearing forms in triplicate
accordingly.
2.3  Upon filling the form with personal details, the staff clearing shall take the

clearance form to various HoDs/CoDs to be cleared.
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24

25

2.6

3.0
3.1
3.2

In case the applicant owes the Department, the HoDs/CoDs shall advise the
applicant accordingly.

Upon clearance by the various HoDs and CoDs, the staff clearing shall submit
a duly filled clearance form to the Registrar Administration for final clearance
and updating of the staff file.

The Registrar Administration shall dispatch the duly filled clearance forms as

indicated on the form.

LIST OF APPLICABLE RECORDS
Duly filled staff clearance Record.
Staff file.
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PROCEDURE NUMBER 6: STAFF EXIT
1.0 GENERAL

1.1 PURPOSE
The purpose of this procedure is to ensure effectiveness, timeliness and
consistency in staff Exit at Kibabii University.
1.2  SCOPE
This procedure applies to staff exit in the University.
1.3  REFERENCES
a) Quality Manual - KIBU/MR/QM/002
b) Employment Act, 2007
c) Labour Relations Act, 2007
d) Occupational Safety and Health Act, 2007
e) Industrial Relations Act, 2007
f) Constitution of Kenya, 2010
g) Collective Bargaining Agreements
h) Code of conduct
i) Service Charter
j) Pension Scheme Trust Deed and Rules.
14  TERMS AND DEFINITIONS
a) COD - Chairperson of Department.
b) DVC (AFD) - Deputy Vice Chancellor ~Administration Finance
c¢) HOD - Head of Department.
d) HR - Human Resource.
1.5  PRINCIPAL RESPONSIBILITY
The Deputy Vice Chancellor (AFD) shall ensure that this procedure is
adhered to.
20 METHOD
2.1 Staff Exit Through Retirement
211 This procedure shall start with DVC (AFD) notifying a member of staff due to

retire at least three (3) years to the due date.
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21.2 The staff due to retire shall be taken through a retirement management
seminar/workshop.

213 At the time of retirement, the staff shall proceed as per staff clearance
Procedure Number 5 in this manual.

214 The respective HoD/CoD shall conduct an exit interview for the exiting
member of staff by administering the staff exit forms.

215 The DVC (AFD) shall ensure payment of all benefits due to the exiting
member of staff as per payments procedure in the Finance Procedure Manual
and Pension Scheme Trust Deed and Rules.

2.2 Staff Exit through Resignation

221 This shall start with Vice Chancellor receiving a notice of resignation three (3)
months to the date of exit or payment in lieu from a member of staff.

2.2.2 The Vice Chancellor shall forward the notice to the DVC (AFD) for drafting
response.

223 The DVC (AFD) shall notify the member of staff whether the resignation has
been accepted and copy to respective HoD/CoD.

224 In the event that the resignation is not accepted, the DVC (AFD) shall advise
the member of staff accordingly.

225 Upon receiving communication on acceptance of resignation notice the
member of staff will undertake clearance as per the clearance procedure in
this manual.

22,6 The DVC (AFD) shall ensure that an exit interview for the exiting member of
staff is conducted by administering the staff exit forms.

227 The DVC (AFD) shall ensure payment of all benefits due to the exiting
member of staff as per payments procedure in the Finance Procedure Manual.

2.3 Natural Attrition

2.3.1 This shall start with DVC (AFD) receiving communication on the demise of a
member of staff.

2.3.2 Upon receipt, DVC (AFD) shall confirm and notify the respective HoD/CoD

and the entire University.
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23.3 The HoD/CoD shall ensure payment of all benefits due to the deceased as

per the relevant Collective Bargaining Agreements.

3.0 LIST OF APPLICABLE RECORDS
3.1 Staff Exit Record.

3.2 Evidence of communication.
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PROCEDURE NUMBER 1: ICT USER SUPPORT
1.0 GENERAL

1.1  PURPOSE
The purpose of this procedure is to ensure effectiveness, consistency and
efficiency in providing ICT User Support Services in the University.

1.2  SCOPE
This procedure shall apply to ICT User Support Services in the University.

1.3  REFERENCES
f) Quality Manual - KIBU/MR/QM/002
g) ICT Policy, 2014.
h) ICT Maintenance Policy, and
i) ICT Client Service Charter.

14  TERMS AND DEFINITIONS
j) ICT - Information Communication Technology.
k) Helpdesk Officer - The person receiving ICT requests.
a) End User-The designated owner of the University’s ICT Equipment.

1.5 PRINCIPAL RESPONSIBILITY
The Director ICT shall ensure this procedure is adhered to.

20 METHOD

234 This procedure shall start with the Helpdesk Officer receiving a request from
the end user.

235 Upon receipt, the Helpdesk Officer shall record the request in the Job Card
and assign it a particular code/reference based on the Client Service Charter.

236 The Helpdesk officer shall communicate to the End User his/her
code/reference assigned to the request forwarded for future reference and
follow up.

237 The Helpdesk shall forward the coded request to the Director ICT for
scheduling to respective section for action.

2.38 Upon receipt of coded request from the Helpdesk, the Director ICT shall
forward it to the relevant ICT support staff for action.

2.39 Upon receipt of the coded request from the Director ICT, the ICT Officer shall:

Version A Page 280 of 319 Revision 1




KIBABII UNIVERSITY - ISO 9001:2008 BASED QUALITY MANAGEMENT SYSTEM

2.40

241

242

243

4.0

3.16
3.17
3.18

a) Provide the support to the End user in a step by step method in case the
requested support can be offered over the phone and update the Job Card,
or

b) Visit the user location, carry out the troubleshooting exercise and solve the
problem. In case the support requires physical evaluation and
troubleshooting. The Staff shall then update the Job Card.

In the event that a repair is required, the ICT officer shall consider the

following;:

a) The nature of repair required, and

b) The components required.

The ICT Officer shall repair the faulty equipment in case the components for

repair are available.

In the event that the required components or skills are not available, the

procurement of goods and services shall be done as per procedure number 3

in the Procurement Procedure Manual.

Upon resolution of the problem, the ICT Officer shall record on the Job Card

the service performed and the procedure shall be deemed complete.

LIST OF APPLICABLE RECORDS
Evidence of Communication.
ICT Maintenance Request Form.

Maintenance Log Book
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PROCEDURE NUMBER 2: SCHEDULED MAINTENANCE
1.0 GENERAL

1.1  PURPOSE
The purpose of this procedure is to ensure efficiency, effectiveness and
consistency in the maintenance of ICT equipment in the University.
1.2  SCOPE
This procedure shall apply to maintenance of ICT equipment in the
University.
1.3 REFERENCES
a) Quality Manual - KIBU/MR/QM/002
b) ICT Policy, 2014.
c) ICT Maintenance Policy.
d) Manufacturers Maintenance Manuals.
14  TERMS AND DEFINITIONS
a) End User - The designated owner of the University s ICT Equipment,
b) ICT - Information Communication Technology.
1.5 PRINCIPAL RESPONSIBILITY
The Director ICT shall ensure this procedure is adhered to.
20 METHOD
21  This procedure shall start with the System Administrator preparing a
maintenance schedule for the subsequent financial year.
22 In preparing the schedule, the System Administrator shall consider the
following;:
a) Equipment to be maintained.
b) Activities to be undertaken during maintenance.
c) Resources required, and
d) University Almanac.
23  Upon preparing the schedule, the System Administrator shall forward it to
the Director ICT for verification.
24 Upon receipt, the Director ICT shall consider the following in verifying the

schedule:
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25

2.6

27

2.8

2.9

2.10

3.0
3.1
3.2
3.3
34
3.5
3.6
3.7

a) Criteria in 2.2 above,

b) Directorate Budget,

¢) Human Capacity.

In the event that there are no skills or required number of personnel to
undertake the maintenance, the procurement of goods and services shall be
done as per procedure number 3 in the Procurement Procedure Manual.
Upon verification of the schedule, the Director ICT shall forward it to the Vice
Chancellor for approval.

In the event that there are concerns, the Vice Chancellor shall make comments
to the Director ICT for review.

Upon approval by the Vice Chancellor, the Director ICT shall as per
communication procedure number 1 in the Administration Procedure Manual
communicate the schedule to all members of staff for information.

On the scheduled date(s) of maintenance, the System Administrator shall
ensure that maintenance is carried out as per the schedule.

The System Administrator shall prepare a report after completion of the

maintenance and he/she shall forward it to the Director ICT for noting.

LIST OF APPLICABLE RECORDS
Evidence of Communication.
Evidence of Meeting.

Evidence of action taken.

ICT Maintenance Logbook.

Service contracts and warranties.
ICT Maintenance Schedule.

Maintenance Record

Version A Page 283 of 319 Revision 1




KIBABII UNIVERSITY - ISO 9001:2008 BASED QUALITY MANAGEMENT SYSTEM

PROCEDURE NUMBER 3: DATA BACKUP AND RESTORATION
1.0 GENERAL

1.1  PURPOSE
The purpose of this procedure is to ensure consistency, effectiveness and
timeliness in data back up and restoration in the University.
1.2  SCOPE
This procedure shall apply to data back up and restoration of data stored in
networked computers and servers in the University.
1.3 REFERENCES
a) Quality Manual -KIBU/MR/QM/002
b) ICT Policy, 2014.
c) ICT Data Back-Up Policy.
14  TERMS AND DEFINITIONS
A Back-Up Window - The duration when automated backup takes place.
1.5 PRINCIPAL RESPONSIBILITY
The Director ICT shall ensure that this procedure is adhered to.
20 METHOD
21  This procedure shall start with the System Administrator setting up a Back-up
schedule where data shall automatically be backed up in the server three
times every working day.
2.2 The System Administrator shall ensure all backups performed must be noted
in the server backup log upon completion. The log shall include:
a) Server/ computer name.
b) Date and time of back-up.
c) Name of administrator performing the back-up.
d) Files backed up and/or skipped.
e) Software used to perform the back-up.
f) Backup medium used and its label/name, and

g) Whether the back-up was successful or not.
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2.3

24

25

2.6

3.0
3.1
3.2
3.3
34
3.5

The System Administrator shall restore data from a backup if:

a) There is an intrusion or attack.

b) Files have been corrupted, deleted, or modified.

¢) Information must be accessed that is located on an archived backup.
In the event that a User has a restore request, he/she shall fill a Data Recovery
Request Form and submit it to the Director ICT.
Upon receipt, the Director ICT shall forward the Data Recovery Request Form
to the System Administrator for recovery upon verifying authenticity of the
request.
The System Administrator shall restore the data for the end user and ensure
he/she shall record the recovery activity in the Back-Up and Restoration

Logbook and the procedure shall be deemed complete.

LIST OF APPLICABLE RECORDS
Evidence of communication.

Back up Schedule.

Back up log.

Data Recovery Request Record.

Back-Up and Restoration Logbook.
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PROCEDURE NUMBER 4: WEBSITE MANAGEMENT
1.0 GENERAL

1.1  PURPOSE
The purpose of this procedure is to ensure effectiveness, consistency and
timeliness in Website Management.
1.2  SCOPE
This procedure shall apply to management of the content in the University’s
Website.
1.3  REFERENCES
a) Quality Manual -KIBU/MR/QM/002
b) ICT Policy, 2014.
c) ICT Website Policy.
14  TERMS AND DEFINITIONS
a) Webmaster - The person in charge of the main home page and associated
links
b) Author/Originator - The person with material to be published
c¢) Webometrics - System used in ranking university based on websites
1.5  PRINCIPAL RESPONSIBILITY
The Director ICT shall ensure this procedure is adhered to.
20 METHOD
21  This procedure shall start with the Director ICT either :
a) Receiving Website Content Form duly approved and accompanied by the
soft copy of the content to be uploaded from an End User, or
b) Receiving recommendations from the ICT Committee or the Webometrics
Committee to upload restructure or archive website content.
2.2 Upon receipt, the Director ICT shall forward the content/recommendations to
the Webmaster for appropriate action.
2.3  The Webmaster shall within a day where applicable from the time of receipt

act on the recommendations from the Director ICT.
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24

25

2.6

2.7

3.0
3.1
3.2
3.3

The Webmaster shall also archive information from the website and make
any other changes that he/she may deem necessary subject to approval by
Director ICT, ICT Committee or the Webometrics Committee

When the website is down, the Webmaster shall determine the cause of the
problem and if it is internal he/she shall carry out necessary action.

In the event the problem is external, the Webmaster shall contact the
respective service provider.

The Webmaster shall record actions that were taken to restore the website in

the Website Logbook

LIST OF APPLICABLE RECORDS
Website content Record.
Website Logbook.

Evidence of Communication.
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ESTATES MAINTENANCE AND REPAIR GENERAL
4.0 GENERAL

1.6 PURPOSE
The purpose of this procedure is to ensure effectiveness, timeliness,
consistency and efficiency in maintenance and repairs in buildings,
infrastructure and equipment in the University.
1.7 SCOPE
This procedure shall apply to repairs and maintenance of physical facilities at
the University.
1.8  REFERENCES
a) Quality Manual - KIBU/MR/QM/002.
b) Manufacturers Maintenance Manuals.
c) Estates Maintenance Manual.
d) Kenya Building Code.
e) Respective British Standards (BS Codes).
1.9 TERMS AND DEFINITIONS
a) EO - Estates Officer.
b) HoD - Head of Department.
c) DVC (AFD) Deputy Vice Chancellor Administration Finance and
Development.
d) AMO - Assistant Maintenance Officer.
110 PRINCIPAL RESPONSIBILITY
The HoD, Estates shall ensure that this procedure is adhered to.
50 METHOD
2.22 Repairs
2.22.1 This shall start with the User HoD identifying the need for repair and filling
in triplicate the Repairs Requisition Form.
2.22.2 The User HoD shall forward the filled in Repairs Requisition Forms to the
HoD, Estates.
2.22.3 Upon receipt, the HoD, Estates shall as applicable:-

a) Ensure assessment of the nature of repair required,
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b) Proceed as per the outsourced services procedure number 5 in the
Administration Procedure Manual in the event there is no capacity to
undertake the repairs, and

c) Proceed as per the purchasing procedure number 3 in the Procurement
Procedure manual to acquire materials required.

2.22.4 The EO shall ensure that the AMO assigns the respective staff to undertake
the repairs and update Repairs Requisition Form.

2.22.5 The respective staff shall undertake the repairs and ensure the User HoD
acknowledges by signing the repairs requisition form and forwards to AMO.

2.22.6 Upon receipt, AMO shall complete the Repairs Requisition Form, sign it and
ensure it is filed.

2.23 Maintenance

2.23.1 This shall start with EO ensuring inspection and preparation of maintenance
schedules based on the work plan.

2.23.2 The respective officer shall complete the inspection forms and submit the
maintenance schedules to the EO for review and input.

2.23.3 Inreviewing the schedules, the EO shall consider the following;:

a) Technical aspects of maintenance

b) Material input

c) approved work plan for the specific assets

d) approved budget

e) approved procurement plan

2.23.4 Upon reviewing the schedules, the EO shall approve them or where
applicable forward them to the DVC (AFD) for approval depending on the
level of funding.

2.23.5 Upon receipt, DVC(AFD) shall consider the following in approving the

Maintenance schedules:-

a) approved budget

b) approved procurement plan

c) Proposed duration and how it affects University programmes
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2.23

2.23

2.23

2.24
2.24

6.0
6.1
6.2
6.3
6.4
6.5
6.6
6.7
6.8

.6 In the event the schedule is not approved, the DVC (AFD) shall communicate

to the EO.

.7 Upon approval, the DVC (AFD)) shall communicate to the EO who shall in

turn communicate the maintenance schedules to the respective officers for

action through the maintenance job card.

.8 The respective officer shall:-

a) ensure the maintenance is undertaken and update the maintenance job
card,

b) as applicable proceed as per the purchasing procedure number 3 in the
Procurement Procedure Manual to acquire materials required and as per
control of outsourced services procedure number 5 in the Administration
Procedure Manual in the event there is no capacity to undertake the
maintenance.

Reporting

.1 During the month of June each year, the EO shall prepare a repair and

maintenance report and submit it to the DVC (AFD) for information and

action if any.

LIST OF APPLICABLE RECORDS
Maintenance Requisition Record.
Maintenance Job Card.

Inspection Records.

Repair and Maintenance report.
Evidence of communication.

Work Plan.

Repair Schedule.

Maintenance Schedule.
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1.0
1.1

1.2

1.3

14

1.5

2.0
21
211

212

213

GENERAL

PURPOSE

The purpose 18of this procedure is to ensure consistency, efficiency,
timeliness and completeness in food production and service in the University
SCOPE

This procedure shall apply to food production and service in the catering
department in the University

REFERENCES

a) Quality Manual -KIBU/MR/QM/ 002

b) Practical cookery, by Ceserani, et al Eighth Edition (2007).

c) Standard Recipes.

TERMS AND DEFINITIONS

a) HoC - Head of Catering

b) HoF - Head of Finance

c) ACO - Assistant Catering Officer

PRINCIPAL RESPONSIBILITY

The HoC shall ensure that this procedure is adhered to.

METHOD

Planning for food preparation and service

This shall start with the HoC convening a meeting with the cateresses to
discuss the duty roster and the menu at least 1 week to the start of every
semester.

In preparing the menu and the duty roster, , the process shall be guided by:-
a) Market Prices,

b) Foods in season,

c¢) Work load,

d) Number of staff.

Upon approval of the menu and the duty roster, the HoC shall post it to the

departmental notice board.
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2.2  Food preparation and Service

221 The HoC shall ensure procurement of food stuff, requisite equipment and
materials as per purchasing procedure number 3 in the Procurement
Procedure Manual.

222 The HoC shall raise requisition of ingredients as per the issuance of stores
procedure number 5 in the Procurement Procedure Manual.

2.2.3 The respective Cateress shall ensure production of meals as per the menu and
recipes and he/she shall receive the yield reports from the respective cooks.

2.24 Upon receiving the yield reports, the Cateress shall prepare portion control
reports on daily basis and submit them to the HoC.

225 The Cateress shall avail the daily menu to the customers.

22.6 The cashier shall receive payment on orders based on the daily menu and
issue receipts.

2.2.7 In the event there is a meeting or function, the Dining Hall Checker shall issue
the customers with Meal Vouchers. Meals will be served and the Checkers
will raise Invoices on a daily basis.

2.2.8 On receiving the receipt from the customer, the cook shall confirm the order,
serve according to the receipt and maintain the receipt.

229 On completion of service, the respective cateress shall ensure clearing of the
dinning and service areas is done and update the Inventory.

2.2.10 The Cateress shall ensure cleaning of the kitchen and updating of the cleaning
checklist.

2.2.11 The Cashier shall prepare sales reports and submit them to the Cateress after
every meal service

2212 The Cateress shall with reference to the portion control report and sales
reports prepare a weekly sales report and submit it to the HoC for
information and action.

2.2.13 The HoC shall compile a weekly sales report and submit it to HoF.

2.3  Booking of Meals -

2.3.1 This shall start with the HoC receiving :
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232

233

234

3.0
3.1
3.2
3.3
34
3.5
3.6
3.7
3.8
3.9
3.10
3.11
3.12
3.13
3.14

a) an approved Meals and Refreshment Request Form in triplicate from

respective departments at least 3 days to the scheduled meeting

b) an approved communication from Administration department in the

event of external requests at least 7 days to the event.

Upon receipt, the HoC shall within the same day communicate to the

respective Cateress.

Based on the type of the meeting, the HoC shall proceed to prepare food as

per the approved request.

Food preparation and service shall be as per the applicable clauses in 2.2

above.

LIST OF APPLICABLE RECORDS
Menu,

Duty Roster.

Evidence of Communication.
Evidence of Meetings.

Yield Reports.

Portion Control Reports.

Receipts.

Pre-Paid Cards.

Inventory Book.

Cleaning Checklist.

Sales Reports.

Weekly Income and Expenditure Report.
Meals and Refreshment Request Form.

Internal Store Requisition Book.
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PROCEDURE NUMBER 1: REGISTRATION OF NEW PATIENTS
1.0 GENERAL

1.1  PURPOSE
The purpose of this procedure is to ensure effectiveness, efficiency and
timeliness in the new patient registration.

1.2  SCOPE
This procedure shall apply to registration of new patients in the University
Clinic.

1.3 REFERENCES
Quality Manual - KIBU/MR/QM/02

14  TERMS AND DEFINITIONS
a) HRO- Health Records Officer
b) PF - Personal File

1.5 PRINCIPAL RESPONSIBILITY
The Head of Health Services shall ensure that this procedure is adhered to.

20 METHOD

21  Registration of New Students

211 This procedure shall start at the beginning of every new semester with the
Clinical Officer receiving a duly filled Medical Examination Form from a new
student.

2.1.2 The Clinical Officer shall then forward the Medical Examination Form to the
HRO, who will then open a file for the student and issue a unique number
according to the student’s registration as per the nominal roll.

2.1.3 The HRO shall then shelve the file according to the School/Faculty and the
year of admission.

2.2 Registration of New Staff and their Dependants

221 This procedure shall start with the Clinical Officer on duty at the clinic
receiving a duly filled Medical Examination Form and Personal Details
Information Form from the newly employed staff for verification.

2.2.2 The Clinical Officer shall forward the documents to the HRO.
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2.2.3 The HRO shall then open a file for the staff and his/her dependants under the

same PF number and shelve it in the staff section.

3.0 LIST OF APPLICABLE RECORDS

3.1 Medical Examination Record
3.2 Patient files

3.3 Personal Details Information Record
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PROCEDURE NUMBER 2: PATIENT CARE AND TREATMENT
1.0 GENERAL
1.1  PURPOSE
The purpose of this procedure is to ensure efficiency, accountability and
consistency in rational patient care and treatment.
1.2  SCOPE
This procedure shall apply to treatment of patients in the University Health
Clinic.
1.3  REFERENCES
a) Quality Manual-KIBU/MR/QM/02
b) Relevant Procedure Manual for Nurses.
c) Drug Index
d) Health Care Waste Management Policy/ Guidelines
e) University Service Charter
f)  Rules and Regulation Governing Students Conduct
g) Kenya Essential Drug List
h) Relevant Acts of Parliament
i) Terms and Conditions of Service for Top Management Staff
j) CBAs
14  TERMS AND DEFINITIONS
a) Vital signs - signs that indicate body functions like temperature, blood
pressure, pulse rate and weight
b) HRO - Health Records Officer
c) Legal prescription - a prescription that has the university Logo
d) PMN - Procedure Manual for Nurses
e) CBAs- Collective Bargaining Agreements
f) DVC (AFD) - Deputy Vice Chancellor Administration Finance and

Development.
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1.5 PRINCIPAL RESPONSIBILITY
The Head of Health Services shall ensure that this procedure is adhered to.

2.0 METHOD
2.1 Triaging

21.1 This procedure shall start with the Nurse receiving the patient’s file from the
HRO.

2.1.2 The Nurse shall then take vital signs of the patient and record in the file after
which he/she shall take the file to the Clinical Officer.

21.3 In case the Nurse finds a patient who needs urgent attention, he/she shall
take the patient to the Clinical Officer urgently.
2.2 Clerking of Patients

221 This procedure shall start with the Clinical Officer receiving the patient’s file.

2.2.2 The Clinical Officer shall then call in the patient, after which he/she shall
explore the patient’s complaints and history.

2.2.3 The Clinical Officer shall then examine the patient and inform them of the
findings of examination.

2.24 Where applicable, the Clinical Officer shall send the patient to the laboratory
for investigations, and advise them to return the results.

2.2.5 The Clinical Officer shall as applicable:-
a) give a written legal prescription to the patient,
b) give further counselling and instructions to the patient concerning the

treatment,

c) Send the patient to the nursing station (for injectable meds) or pharmacy.

22.6 In a case where the Clinical Officer finds it necessary to admit the patient,
he/she shall follow the procedure for admission of patients in clause 2.3
below.

2.2.7 The Nurse shall then collect the patients’ files from the Clinical Officer’s desk
at the end of the day for compilation of the day’s report in readiness for

handing and taking over.
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2.3  Patient Referral
23.1 This shall start with the Clinical Officer examining the patient and
determining that he/she cannot manage the patient at the clinic level.

2.3.2 The Clinical Officer shall then make a referral of the patient based on the

following;:
a) Specialised treatment
b) Admission cases
C) Emergency cases

2.3.3 In the case where a patient has to be admitted, the Clinical Officer shall write
a letter to the Deputy Registrar-Administration, who shall in turn write a
commitment letter to the hospital within 24 hours.

234 In the case where a staff or dependant is admitted to any of the contracted
hospitals, an emergency notification should be given to the Health
Department by health care staff on duty within 24 hours, so that a
commitment letter is forwarded to the hospital as soon as possible.

23.5 A Staff and their dependants who reside beyond 20km radius shall seek
treatment in the nearest health facility approved by the University upon
notifying the Clinic.

2.3.6 The Clinical Officer shall then retain a copy of the referral form in the referrals

file for future reference.

2.3.7 In the absence of a Clinical Officer, the nurse shall consult the Clinical Officer

on call before referring a patient.
2.4 Practice of Aseptic Technique

241 This procedure shall start with all staff on duty undertaking any of the
following as applicable according to the Procedure Manual:-
a) Hand washing,

b) Injection administration,
c) Wound dressing,
d) Decontamination, and

e) Autoclaving.

Version A Page 301 of 319 Revision 1




KIBABII UNIVERSITY - ISO 9001:2008 BASED QUALITY MANAGEMENT SYSTEM

f) Waste disposal - (note: waste disposal shall be done according to the
current Health Care Waste Management Policy /Guidelines)

2.4.2 The Nurse shall update the relevant registers for the above.

2.5 Dispensing of Medicine

251 This shall start with the pharmacist receiving a written legal medical
prescription from the patient.

25.2 The pharmacist shall then interpret the prescription to ensure that the
prescriber’s intentions are accurately interpreted and the medicine is correctly
prescribed according to recommended doses.

2.5.3 In the event that the prescription has errors, the pharmacist shall notify the
prescriber to make necessary adjustments.

2,54 The pharmacist shall prepare and label the medicine appropriately.

2.5.,5 The pharmacist shall then dispense the medicine to the patient, during which
the patient shall be counselled on the appropriate use of medicine; to ensure
achievement of desired therapeutic effects and minimization of preventable
side effects, as well as the possible side effects the patient could expect and
how to handle them.

2.5.6 Upon completion of dispensing, the Pharmacist shall then update the relevant
Medicine Dispensing Registers and file the prescription.

2.6 Emergency Response

2.6.1 The procedure shall start with the Clinical Officer on duty receiving
information about a very sick person, and in his/her assessment and review;
he/she decides that this patient needs urgent attention either in the
University Clinic or in a Hospital.

2.6.2 The Clinical Officer will then decide to pick the patient with the ambulance;
or the patient may be brought in by any possible means available in case
he/she is unable to walk or be helped to walk to the clinic.

2.6.3 The Nurse shall accompany the driver to pick the patient with an ambulance
and bring the patient to the clinic for assessment before further action or refer
the patient to the nearest hospital.

Note: This shall only apply to emergency calls within a radius of 20km.
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2.7 Handing and Taking Over
Note: this report(s) shall be given to the H.O.D every morning during the morning
briefing.

2.8 Clinical Officer
2.8.1 The procedure shall start with the Clinical Officer on duty compiling a

written summarised report in the Handing over Record Book on all patients
seen in the course of the time he/she was on duty. This report shall include;
the total number of patients seen, referral cases and a detailed report on any
special report that needs attention and follow up.

2.8.2 During handing over, the Clinical Officer shall hand over the written report to
the In-coming Clinical Officer and explain the report in detail.

283 The In-Coming Clinical Officer shall then take over the duties and
responsibilities from the time he/she was handed over to.

2.7.2 Nurse

2.7.21The procedure shall start with the Nurse on duty compiling a written
summarised report in the Handing over Record Book on all patients seen in
the course of the time he/she was on duty. This report shall include; the total
number of patients seen, referral cases and a detailed report on any special
report that needs attention and follow up.

2.7.2.2 During handing over, the Nurse shall hand over the written report to the In-
coming nurse and explain the report in detail.

2.7.2.3 The In-Coming Nurse shall then take over the duties and responsibilities from
the time she/he was handed over to.

2.7.3 Pharmacist

2.7.3.1 The procedure shall start with the pharmacist on duty compiling a written
summarised report on the Students’ Pharmacy Register, Staff Pharmacy
Register, Anti-Biotic Register and Register for Injectables on all patients seen
in the course of the time he/she was on duty. This report shall include; the
total number of patients seen and a detailed report on any special report that

needs attention and follow up.
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2.7.3.2 During handing over, the pharmacist shall hand over the written report to the
In-coming pharmacist and explain the report in detail.

2.7.3.3 The In-Coming pharmacist shall then take over the duties and responsibilities
from the time she/he was handed over to.

2.74 Health Records Officer

2.7.4.1The procedure shall start with the HRO on duty compiling a written
summarised report on the case findings as per the Statistics Register on all
patients seen in the course of the time he/she was on duty. This report shall
include; the total number of patients seen, gender, student/ staff, adults/
child and a detailed report on any special report that needs attention and
follow up.

2.7.4.2 During handing over, the HRO shall hand over the written report to the In-
coming HRO and explain the report in detail.

2.7.4.3 The In-Coming HRO shall then take over the duties and responsibilities from
the time she/he was handed over to.

2.8 Giving Sick Off/ Leave

2.8.4 This shall start with the Clinical Officer identifying the need to give sick off to
a patient.

2.8.5 The Clinical Officer shall give a maximum of three (3) days to the staff.

2.8.6 In case the patient doesn’t improve, the Clinical Officer shall give more days
depending on the patient’s condition or refer to a Medical Officer or
Consultant.

Note:-
1) The Medical Officer/Consultant, after assessment, shall give up to  a
maximum of 14 days.
2) Depending on the patient’s condition the Medical Officer/ Consultant may
recommend a sick leave.

2.8.7 The sick off/leave forms shall be filled by the Clinical Officer in triplicate and
dispatched accordingly.

2.8.8 In case of sick off for Students, Rules and Regulation Governing Students

Conduct and Discipline shall apply.
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2.9 Giving Medical Reports

294 This procedure shall start with the HRO collecting the patients’ files from the
nursing station every morning and make a summary of cases reported,
according to the standard case definitions.

2.9.5 He/she shall then compile a monthly report to the University Head of Health
Unit for tabling at the departmental meeting for discussion.

2.9.6 Upon discussion, the Head of Health Unit shall compile a report on monthly,
quarterly and annual basis and forward it to the Vice Chancellor through
DVC (AFD) for onward forwarding to the County Medical Officer.

3.0 LIST OF APPLICABLE RECORDS

3.1 Sick off/ Leave Records.

3.2  Handing Over and Taking Over Record.

3.3  Evidence of communication.

3.4  Evidence of meetings.

3.5  Handing over Record Book.

3.6 Occurrence/ Special report book.

3.7  Students’ Pharmacy Register.

3.8  Staff Pharmacy Register.

3.9  Anti-Biotic Register.

3.10 Register for Injectables.
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PROCEDURE NUMBER 3: HIV TESTING AND COUNSELLING
1.0 GENERAL

1.1  PURPOSE
The purpose of this procedure is to ensure efficiency, timeliness and
effectiveness in HIV counselling and testing of clients.

1.2  SCOPE
This procedure shall apply to HIV Counselling and Testing of clients in the
University.

1.3  REFERENCES
a) Quality Manual - KIBU/MR/QM/002
b) HIV Testing Algorithm

14  TERMS AND DEFINITIONS
a) Algorithm - protocol on how a process/ activity is carried out.

b) HTC- Hospital Testing and Counselling

1.5  PRINCIPAL RESPONSIBILITY
The Head of Health Services Unit shall ensure that this procedure is adhered
to.

20 METHOD

21  The procedure shall start with the Counsellor receiving a client at the testing
point.

22  The Counsellor shall then assemble the testing equipment and ensure the
environment is conducive for counselling and testing, after which he/she
shall give a pre- test counselling and explain the procedure to the client.

23  The Counsellor shall then carry out the test according to the current algorithm
and give the results to the client.

24 Upon giving the results to the client, the Counsellor shall give a post- test
counselling to the client.

2.5  The Counsellor shall then document the results in the relevant registers and

allow the client out and clear the table for the next client.
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3.0
3.1
3.2
3.3

LIST OF APPLICABLE RECORDS
HTC Client Register

Evidence of Communication

HTC Service Summary
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PROCEDURE NUMBER 1: ROOM ALLOCATION
1.0 GENERAL

1.1  PURPOSE
The purpose of this procedure is to ensure effectiveness, transparency,
consistency and efficiency in allocation of hostels rooms to students in the
University.
1.2  SCOPE
This procedure shall apply to the allocation of hostels rooms to students in the
University
1.3  REFERENCES
a) Quality Manual -KIBU/MR/QM/ 002
b) Students accommodation policy,
¢) Rules and Regulations Governing Students in the Halls of Residence, 2009
d) University Rules and Regulations Governing the conduct and
discipline of Students,
e) Fee Payment Policy.
14  TERMS AND DEFINITIONS
a) AA-Academic Affairs,
b) HK -Housekeeper,
c) HO - Hostels Officer,
d) KUCCPS - Kenya Universities and Colleges Central Placement Service,
e) HA - Hostel Attendant.
1.5 PRINCIPAL RESPONSIBILITY
The HO shall ensure that this procedure is adhered to.
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2.0
21

2.2

2.3

24

25

2.6

2.7

2.8

29

2.10

METHOD

This procedure shall start with the HO confirming whether the hostels are in

good condition one month before the start of every semester.

In the event that the hostels are not in good condition the provisions of the

Estates Maintenance and Repair Procedure Manual shall apply.

The HO shall assign rooms giving priority to 1styear students, those with

special needs and the rest on first come first serve basis.

Upon clearance of fees and other charges, the HK shall issue the student with

Room Allocation Form and sign the Student Registration Checklist.

Upon receipt of the completed Room Allocation Form, the HK at the

Registration Desk shall :

a) Allocate a room to the student,

b) Issue the new student with the University Rules and Regulations
Governing their stay in the Halls of residence, and

c) Direct the student to the HK at Hostels.

The HK at the Hostels shall receive a filled Room Allocation Form, copies of

the Accommodation Receipt and signed University’s Rules and Regulations

Governing their stay in the Halls of residence from the student.

Upon receipt of documents in 2.6, the HK at the Hostels shall :

a) Enter the details in the Room Allocation Form in the Hostels” Resident
Register,

b) Issue the student with a room key,

c) Assign a HA/Janitor to let in student to the rooms.

The HA shall together with the student inspect the room and he/she shall

ensure the student updates the room inventory record.

In the event that a student lacks accommodation in the University’s Hostels,

then HK shall advice the student accordingly.

The HK shall receive from a student a duly filled Non Resident Student

Record and he/she shall update the Non Resident Register.
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211 The HK at the Hostels shall receive duly signed Room Inventory Form from
the student for filing.

3.0 LIST OF APPLICABLE RECORDS

3.1 Evidence of communication,

3.2 Evidence of Meeting,

3.3 Room Allocation Record,

3.4  Hostels Resident Register.

3.5  Room Inventory Record
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PROCEDURE NUMBER 2: ROOM CLEARANCE
1.0 GENERAL

1.1  PURPOSE
The purpose of this procedure is to ensure efficiency, effectiveness and
consistency in room clearance at the University’s Hostels.
1.2  SCOPE
This procedure shall apply to room clearance by students from the
University’s hostels.
1.3 REFERENCES
a) Quality Manual -KIBU/MR/QM/002
b) Students Accommodation Policy.
c) Rules and Regulations Governing students in the halls of residents (2009).
d) University Rules and Regulations Governing the conduct and discipline of
Students.
14  TERMS AND DEFINITIONS
a) HO - Hostels Officer.
b) HK - Housekeeper.
1.5 PRINCIPAL RESPONSIBILITY
The HO shall ensure that this procedure is adhered to.
20 METHOD
2.1 The procedure shall start with the HO putting up notices and advising the
students on the deadline for students to clear from the hostels one week to the end of
semester
22 The HK shall:
a) inspect the condition of the room against the Inventory Record,
b) Receive the room key from the student,
c) Comment and sign on the Room Inventory Form, and
2.3  Ensure that the students vacate the room.
2.4 In the event that there are losses and damages, the HK shall prepare a record of
the losses and damages and forward to the HO two weeks after opening in the

subsequent semester for action
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2.5 Upon receipt, the HO shall within one week prepare and forward:
a) The record of losses and damages to the Head of Estates/Procurement for
valuation( where applicable)and
b) An End of Semester Report to the Dean of Students for information.
2.6 Upon receipt of the valuation report from the Head of Estates/Procurement the
HO shall forward it to the Head of Finance through the DOS for surcharging of

the respective students and the procedure shall be deemed complete.

3.0 LIST OF APPLICABLERECORDS
3.1 Evidence of communication.

3.2 End of Semester Report.

3.3 Valuation Report.

3.4 Room Inventory Record.

3.5 Record of Damages and Losses.

3.6 List of Students Vacating the Rooms
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