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FOREWORD

This manual is the primary policy document in management of the University’s Human
Resource. It contains provisions for managing the entire scope of Human Resource
Management cycle and will therefore guide in the implementation of the University’s
policies and decision making at various levels within the University.

All staff are expected to familiarize themselves with its contents as this will enhance
awareness of their responsibilities, obligations, entitlements and expectations of
management.

The manual contains emerging issues including alignment to the Constitution of Kenya,
2010, the labour laws and national policies on Human Resource Management.

The Council and the Vice Chancellor/Chief Executive Officer arg"committed to adhering
to the provisions presented herein as a way of promoting parity“of treatment and fair
administrative action in line with the Constitution of Kenya, 2010.“They will ensure that
there is adequate capacity and resources for its implementation.




PREFACE

The University is committed to providing its employees with a working environment that
is fair and conducive for individual professional growth and achievement of the
institution’s goals and objectives.

This Manual is primary/policy document in management of Human Resource in ........
University. It will contribute to the achievements of the institutions overall mandate by
outlining policies, guidelines and procedures that will ensure smooth functioning of
human resource. It also defines the standards of behavior and discipline expected form
the staff.

The Manual has incorporated provisions of the Constitution of Kenya 2010, Labour Laws
and other Legislations that govern various aspects of employee/ employer relationship in
the Public Service. The Manual is also anchored on other poalicies and guidelines
governing the management of the human resource in the Public §ervice:

All employees are expected to familiarize themselves with the, bro\)isions of the Manual
to enhance awareness of their responsibilities, obllgatlons entitlements and expectations
at institution.

It is important to note that the policies and regulations herein are not exhaustive of all

the rules and regulations governing employeessin their'day to day activities. The Manual

should therefore be read alongside otHer policies and guidelines governing the

management of human resource in the Pubhc Servnce y

The management is committed to adherlng "to tl:)j(ovmo of this manual in order to

promote parity of treatment g4afid, fair admi tu’?atlve@«actpn in keeping with the
\‘.)

& ‘.

Constitution of Kenya, 2010. {  J ARSI

This Manual is applicat’)‘!gffjf‘ hi‘r;.employeesc_ﬁ%-'th_e#ﬂ?l}ﬁzrsity and its provisions shall be

y 4
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VICE-CHANCELLOR/SECRETARY TO THE COUNCIL



ACRONYMS AND ABBREVIATIONS

AA Automobile Association

AIDS Acquired Immune Deficiency Syndrome

ART Anti-Retroviral Therapy

CEO Chief Executive Officer

CUE Commission for University Education

DVC Deputy Vice Chancellor

GPA Group Personal Accident

HIV Human Immunodeficiency Virus

HoFA Head of Functional Area

HR Human Resource

HRM Human Resource Management @

HRMAC Human Resource Management AdVIsory Commlttee

ICT Information and Communicatien, Technology

IPUCCF of FKE Inter Public Universities and) Councils Consultative Forum of]
Federation of Kenya Employers

KUDHEIHA Kenya Union of Domeéstic, Hotels, Education Institutions and
Hospitals and Allied Workers

KUSU Kenya Unlvemtles Staff Union N\

NSSF National Sogial S‘ec@r]ty Fund/ \

OSHA Occupatiomal, Safety and Ije’g&ﬁ’h }\ct

PAYE Pay As You Earn PLRS &

PAS Per%rmance Appral;{hfSystem

PSC Publi¢Service Comrﬁ'ﬁssnon g>/

SRC 5 Yaﬁmes and Remunei“aﬁ‘on lfnlvemty

UASU 'lUmversmes Academic Stszf Union

VC » Vice Chancellor

VCT % | Voluntary Counselling and Testing

University University Name

Abbreviations

WIBA

Work Injury Benefits Act




DEFINITION OF TERMS

In this manual, unless the context otherwise requires, the words and expressions have
the following meaning:

$/No. | Term Definition

1. Academic Year A continuous period of teaching, examination and study
organized in a full year mode, semester mode, trimester
mode and quarter mode and extending over
not less than thirty weeks in a calendar year

2. Accident on Duty| Accident means an accident arising out of and in the course
and scope of an employee’s employment and resulting in
personal injury.

3. Basic Salary An employee’s salary excluding allowances

4. Bondee An employee who is serving a tralnlng bond
obligation &

>. Calendar Year Means the period from 15t January to 315t December both
days inclusive.

6. Career An employee’s line of work or service involving
continuity over a long period of his working life

7. Council Means the Coungil"Chairperson appointed in accordance with

Chairperson the Universities Aet.

8. | Children The biologicaloffspring or legally adopted children under the
age of elghteen @8) year “purposes of records, the names
of the/chlldren must b}/édared at.the time of joining service,
blrtF or adoptlon /i N\ \@Q /

Chi Qren over thedge of elghteen years and up to twenty five
,_f\?yéars and undergoing an roved full time course of higher
£ 18atning shall be anludQéP the medical scheme.

9. Confldentlal‘ -T;H‘;Any official informatioh of a secret or confidential nature

Informationys | relating to the affalryof the University.
10. | Council{® \ Refers to governlng body of the University which shall
\‘f\ - comprise of a Chairperson and other members appointed in
* accordance with the Universities Act.

11. | Delegated The powers of the Council that have been assigned to any one|
or more of its members, employee, body or Authority to
exercise on its behalf.

12. | Disability This means a physical, sensory, mental or other impairment,
including any visual, hearing, learning or physical
incapability, which impacts adversely on a
person’s social and economic participation.

13. | Disciplinary Means the action that may be taken by the Council,

Action Committee of the Council or Management that may

\%



S/No.

Term

Definition

constitute towards punishment of an employee.

14. | Discrimination The unjust or prejudicial treatment of different categories of
people especially on the grounds of race, ethnicity, religion,
age, disability, gender, sickness or marital status or on
whether one is engaged as a
Academic or Administrative Staff.

15. | Duty Station The normal base of employee’s working location as
contained in the employee’s personnel record.

16. | Employee Means any person employed by the University on either
casual, contract or permanent terms of service unless
otherwise stated.

17. | Financial Year Means the period from 1st July to 30th June both days
inclusive

18. | Flex Time A flexible working schedule whichf'dogs_not increase or
decrease the total number ofshours an employee is
scheduled to work in a given dayh/

19. | Gender Means references to either ‘male or female or any other
gender recognized by law!

20. | Gross Salary Means basic salary of ah employee plus other remunerative
Allowances.

21. | Head of Means the empleyeeyformally appointed to be responsible

Department for operationsgoftany established

Department in, the"Uﬁiversity\
Head ofl Any person‘for the tim hgg ing any of the designated
Functional Area | Division, Diectorate, Dért"ﬁient Section or Unit.

22. | Home Meﬁns phyﬂcal locatté’n as c@?lared by the employee
1o be, their permapént “home”.

23. | Human ResourceliThis_is the corgigﬂlﬁee tasked with the responsibility of
Management@nc‘;lil adwsmg the, Umx;ers;ty A}X;gement Board on Human
Advisory " Resource matterso”

Committeed >: » /

24. lmmedlqt j”j" Includes the emﬁlo’yee, spouse (s), children, parents
Family V and siblings.

25. | Injury °© Means a personal injury and includes the contracting

of a scheduled disease as guided by the Work Injury Benefits
Act as reviewed from time to time.

26. | Interdiction A temporary censure action imposed to exclude an
employee from performing their duties pending
investigation and determination of his/her disciplinary case.

27. | Intern Means a graduate attached to the University for the purpose
of gaining hands-on experience for a period not exceeding
twelve (12) months.

28. | Leave year Refers to the period commencing 1st July to 30th June of

Vi




$/No. | Term Definition
each year.
29. | Management Means the body responsible for implementation of
Board University’s policies as provided for in the Universities
Act.

30. | Manual The Human Resource Policies and Procedures Manual.

31. | Next-of-kin The name of the person provided by the employee for the
purpose of processing benefits upon demise.

32. | Nuclear family Refer to employee, spouse and children

33. | Part-time An engagement where an employee is engaged to perform
specific tasks on a reduced schedule compared to full time.

34. | Pro-rata Refers to the computation of benefits for the period served
in relation to the full term entitlement.

35. | Re-designation The movement of an employee from ohe career path/cadre
to another at a grade equal to or substantially equal to the
one held before the movement, tor facnhtate the employee’s
horizontal mobility. v

36. | Re-imbursable Those expenses where an?  employee gets

expenses reimbursement on the expendlture incurred in the course of
duty. ;

37. | Remunerative Refers to those allowances, paid to an employee, in addition

allowance to basic salary as“@%form of compensation for additional
responsibility.s

38. | Secondment Is a tempQrany ‘movement loan of an employee to or
from a different’ orgamzayélr%\a specified period of time.

39. | Spouse Refersoto™the legil//(ﬂarria e rtner of an employee
spegfled Under the arrlagegﬁ?\ct Lap 150 Laws of Kenya.

40. | Supervisor An Qmployee wh@<has respon5|b|l|ty to oversee, direct or

\superwse work Q'operat&@pe{ of other employees.
41. | Surety { ) Aperson who formally/Accepts responsibility to locate a
#% | Bondee and/of”’ redeem the bond obligation of a Bondee
~ |"who defaults or appféars in a court of law in respect of the
T same.

42. Suspensi&ﬁ An action imposed by Management for major breaches of
policy and the affected employee is forbidden to attend to
duty and earns half basic salary, full house allowance and
medical insurance benefit for the period of suspension. It is

meant to allow for investigations to be carried out.

43. | Training Bond Refers to formal agreement between the University and its
employees who are selected for approved training that
oblige them to serve in the University for
a specific period of time on completion of training

44. | Transfer The administrative relocation of an employee on the same

or similar position in another Directorate/
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S/No.

Term Definition

Division within the University.

45.

Union Any Trade Union registered and recognized by the
University as representing unionisable employees of the
University.

46.

Vetting The process of performing a background check on a person,
by relevant State Agencies, before offering them
employment, confirmation, promotion or conferring an
award and may include verification of academic and
professional certificates and identification of document.

47.

University Means the UNIVERSITY NAME or a Constituent
College.

48.

Universities Act | Means the Universities Act Cap 210 Laws of Kenya and as
revised from time to time and/or replaced by an enactment
coming after it.

49.

Vice Chancellor | Means the person appointed as_the, Chlef Executive Officer
of the University as provnded by the
Universities Act. ;

50.

Collective A legally binding written contract negotiated between an
Bargaining employer (or group of,employers) and a recognized trade
Agreement union (or unions) that represents employees duly registered

NB:

by the Employmént and Labour Relations Court.

This Human Resource PO/ICIE’S and Proc o5 Man al is developed with due
consideration to gender' thus’ Where reference i @ade either to ‘he’ or ‘she’ only, it
shall be construed 105 mean and inclu reference to both ‘he’ and ‘she’ and where
reference is made z‘a\ spou;e it shall Q.consz‘r;ee/“ to mean and include reference to

both husband @‘ngf “Wife'’ Where appj/cable apd vice versa.

Where an At) ena‘cz‘ed by Par//amenz‘ /5" referred to, it will include any other
rewewmg,\ ;ep acing and or repealing’ the same.

Where reference is made to the University, it shall also mean a University
Constituent College.

Where reference is made to the University Senate, it shall also mean the Academic
Board of a Constituent College.

Where reference is made to the Vice Chancellor, it shall also mean the Principal of
a Constituent College.

Where reference is made to the Deputy Vice Chancellor, it shall also mean the
Deputy Principal of a Constituent College.
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7. Where reference is made to the Head of Department, it shall also mean the Chair
of Department.




UNIVERSITY NAME AND MANDATE
To be filled by individual Universities
Vision

To be filled by individual Universities
Mission

To be filled by individual Universities

Philosophy

To be filled by individual Universities
Motto

To be filled by individual Universities
Core Values

To be filled by individual Universities



SECTION 1: GENERAL PROVISIONS

1.1.

Introduction

The Human Resource Policies and Procedures Manual herein referred to as ‘the
Manual’ has been developed to ensure consistency and harmony in
management of staff at UNIVERSITY NAME.

The Manual incorporates provisions of the Constitution, Labour Laws and
other Legislation that govern aspects of human resource management in Public
Universities. It recognizes the roles of unions and the collective bargaining
process such that if there is a reference to any action by Council or
Management, it presupposes that items that are covered under the recognition
agreements will be subject to the collective bargaining jprocess between
IPUCCF of FKE and unions at the national level.

The Manual has been developed to articulate the policies of the University;
promote fair administrative action; enhance pattmership between the
University and its employees; and support service dellvery by employees of the
University. -

Unless otherwise expressly provided, embloyees of the University shall be
required to observe the provisions of the pohcnes and procedures provided in
this Manual.

. The Labor Manual shall be read |n con)unctlon vﬁt\t\h;Constltutlon of Kenya,

relevant Laws, legislations amd regulatn:%udmg anagement of human
resource released by Government from timé to tlr);& and registered CBAs.

In addition to othef% apphcable lay/(ﬂ the Manual will act as a reference
document for the I‘)nfversny It thef‘efore f;b s the basis upon which the
University’s woﬁkn)g culture shall dem)g.)

Where a con 2% arises between the prQ\”fﬂons of the policies and procedures
in this M@r‘;’é;al With any other manual, such conflicts will be referred to the
Vice - Chahcellor or the Council Chairperson for guidance as the case may be.

Copies of this Manual are the property of the University and it is the
responsibility of the Vice Chancellor to ensure that all employees have access
to the Manual.

All employees will also be subject to relevant provisions of other regulations,
Government circulars, rules and instructions as may be issued by other
authorities who may be authorized to do so from time to time.



1.2

1.2.1.

1.2.2.

1.3.

1.3.1.

1.4.

1.4.1.

1.4.2.

Objectives of the Manual

The general objective of this Manual is to outline Human Resource
Management policies, procedures, regulations, practices and other
administrative processes to facilitate efficient and effective management of
Human Resource in the University.

The specific objectives of this Manual are to: -
a. Adhere to the Constitution of Kenya and other Government guidelines;

b. Create a common understanding of the University’s stipulated standards,
policies procedures and practices;

c. Align HR policies, organizational structure and individual roles to operate
d. in an integrated manner to meet the University’s,viSion afd mission; and

e. Adhere to various professional propriety and puBlic expectation of a work
environment of zero tolerance to corruption.

Responsibilities
The It is the responsibility of:
a. Council to oversee the impi.emeﬁtaf'ion of} e manual.

b. Management to lmplemenf the Ma%,,f‘ﬁ
<

\\ )

p 4

c. All employees tB read and nderstaﬁa the Manual and any other
subsequent amepd‘rnents there,p(r{{U ./

/{ s & é'
Interpretation ar ¢hforcement A p
J "", \\\ d
The These HKPO!ICles and Manual {hoﬁ/d be interpreted and enforced with
regard to" &provmons of the relevant Kenyan Laws, ensuing regulations and
guidelines cgl_r directives that are issued by various public bodies from time to
time.

The following list of laws though not exhaustive shall apply;
a) The Constitution of Kenya, 2010;

b) Universities Act 2012, Cap 210 together with the Charters and Statutes
of the University;

c) Public Service Commission Act, Cap 185 together with its subsidiary

2



legislations;
d) The State Corporations Act, Cap 446, Laws of Kenya;

e) Prevailing legislations guiding on human resource matters including but
not limited to:

.  The Occupational Safety and Health Act, Cap 236A, Laws of
Kenya;

.  The Employment Act, Cap 226, Laws of Kenya;
lll.  The Labour Institutions Act, Cap 234, Laws of Kenya;
IV.  The Labour Relations Act, Cap 233, Laws of Kenya;
V.  The Work Injury and Benefits Act, ”C_a“p 2‘.‘3:6, Laws of Kenya;
VL. Fair Administrative Action Act, Cap7L 'L;a’ws of Kenya.
f) Prevailing legislations guiding on conduct and ethical issues:
VII.  Conflict of Interest Act nek 11 of 2025
VIII.  The Leadershlp and lntegrlty Act, Cap 185C Laws of Kenya;

IX.  The Anti- Cdrruptlen and EQ6 Qmic Crimes Act, Cap 65 Laws

g) Prevailing legl@latlons gundlng on someo\Bf thé . operations such as:
A %

o PlJ) lics Flnance agerr?Act Cap 412A, Laws of Kenya;
X\

A

' .\\Pubhc Procurem’erff and Disposal Act, Cap 412C, Laws of

//

N S

Traffic Act Cap 403 Laws of Kenya;
XIll.  Collective Bargaining Agreements.

1.4.3. Other guidelines issued from the relevant oversight/regulatory bodies will also
apply as guided or directed in respect to each aspect in the policy. These
bodies/Offices include:

a) Public Service Commission (PSC);

b) Salaries Remuneration Commission (SRC);



¢) Commission for University Education (CUE);
d) Head of Public Service;

e) The National Treasury; and

f) Professional bodies.

1.4.4. The Labor administration of these regulations shall be vested in the Vice
Chancellor.

1.4.5. The Vice Chancellor will seek guidance from the Council or any relevant
Government agency on any matter that may not be covered by these policies
and procedures.

1.5. Scope
1.5.1. This Manual applies to all members of the University:

1.5.2. In this clause, “Members” means members-_of Council, members of
management, members of Senate, Heads ofsDepartments and employees in
respect to the assigned roles and responsibilities‘in this Manual.

1.6. Implementation

1.6.1. The Role of the Council & {f“";‘ k y,

a) The Council shall be, responsnble for{?aéeneral
overall managemf:nt ofithe Universi Rjéi‘ah@ﬁs

b) The Council §ha}l be responnbf’éor rec;ynent appointment and

determmmg\terms ‘and condltl3ns of seryice for all University employees.
.‘_1\' \\_\ y & ‘,ff,“ C) /
c) The Cguﬁal‘%hall ensure proper an/gf ‘effective performance of various
func%ohs of the University. ™\ /
\V

1.6.2. The Role dﬁ-,the University Management Board

The University Management Board will coordinate and control the
development, planning, management and administration of the
University’s human resource in accordance with approved Policies,
Rules and Regulations.

1.6.3. The Role of the University Senate

a) The Senate shall provide technical support in recruitment and appointment
of academic staff.



1.7.

1.7.1.

1.8.

1.8.1.

1.9.

1.9.1.

1.9.2.

1.9.3.

1.10.

1.10.1.

b) The Senate shall be responsible for ensuring that academic standards are
maintained in line with the requirements of the Commission for University
Education.

Delegation

The Council may delegate any of its functions and powers under this Manual
to a Committee of the Council or the Vice Chancellor. The Vice Chancellor
may delegate his duties and powers under these regulations to any employee
of the University as may be appropriate.

The Role of the Vice Chancellor
The Vice Chancellor shall:
a) Be the academic and administrative Head of the Univer.sity;

b) Provide overall direction, organization, admlnlstratlon ‘and implementation
of University’s programmes;

C) Be responsible for the day-to-day ad_ministrafion and management of the
affairs of the University;

d) Implement decisions of the C_Q'Li'_ncil’;‘and

e) Monitor and evaluate peffdﬁf‘i\"iant\e of equl ees of the University.

Amendments and Reviews % 3 & 'S

(:'1 ) Pa VS Q\‘? /
The Manual maybe, amended from‘t/aie to time as and when necessary. Such
changes will reqUIref\hu‘thorlzatlon o] c,jzﬁe Couyi/and will be communicated to

employees in w{rtlﬁg bythe Vlce«ChanceHoré

The Counc1l grves'the right to lnltlate a‘hd approve a revision, revocation or
addition tqa;he pollaes contained in thi¢ Manual.

This manual will be reviewed after every five (5) years or as need arises so as
to be in harmony with legislation, organizational and technological changes
and emerging issues.

Authority and Application

This Human Resource Policies and Procedures Manual has been made by the
Council as provided by the Act. It embodies the fundamental terms and
conditions of service and guides the human resource practices at the University.



1.11. Transitional Provisions

1.11.1. In instances where any provision in this Manual apply to serving staff to the
detriment of their existing terms and conditions of service, such existing terms
and conditions will:

a) Continue to apply only to the current serving staff on a personal-to-
self basis;

b) Remain applicable to those serving staff even when they get
promoted to higher grades for as long as such personal to self-terms
and conditions remain better than the provisions in this manual.

c)  Apply to any new staff joining the University.




SECTION 2: RECRUITMENT, SELECTION, APPOINTMENT AND PROMOTIONS

2.1

2.1.1

2.2

2.2.1

Policy Statement

The University is an equal opportunity employer and shall not in its recruitment
and selection process, discriminate on the basis of gender, race, religion, ethnicity
or any other form of discrimination. The constitutional requirement on
mainstreaming of gender and persons with disabilities as stipulated in Article 52 to
57 of the Constitution will be observed alongside any policies issued by the
National Cohesion and Integration Commission.

The University’s efficiency and effectiveness depend on the quality and
competencies of employees it engages. The University shall therefore endeavor to
recruit suitably qualified and experienced employees with#the right skills and
experience required to achieve its goals and objectives.

The University shall budget annually for recruitment andrlpro,r'notion of Staff.

When making a decision on selection on_first appointment, information
concerning a candidate’s general backgroundsand/er previous employment shall
be verified. No appointment shall be offeredsto any employee prior to such
verification.

All appointments shall be made wrth the approval of the Council and shall be
within the approved staff estabhshment

Appointments in all cases, shall"' be“ made i c@mpl&ance with the University’s Staff
Career guidelines for varlous \cadres of “emplayes ih their respective fields of
employment and other relevant Govsygment leglslatlon

Applicants will ’ée crurted on merlhBased O their academic and/or professional
qualifications’ d @xperlence as stlpulated in their respective Career Guidelines
after undergorig interview and vetting. ,

Ve

Powers to ’i‘nake Appointments

The power to appoint employees is vested in the Council. However, the Council
may delegate some of these powers in writing and for a specific cadre of
employees to the Vice Chancellor. The Vice Chancellor shall report such
appointments not later than the next Council meeting for noting.

2.2.2 Appointments to senior level positions at Grades 3 to 5 shall be by Council.



2.2.3

2.3

2.3.1

2.3.2

2.3.3

2.3.4

24

2.4.1

2.4.2

2.4.3

2.4.4

2.4.5

2.5
2.5.1

The Council may delegate to the Vice Chancellor through the respective
Committees powers to appoint staff members at Grades 6 to 15. All appointments
shall be in accordance with approved recruitment procedures.

Appointments by the Council

The Vice Chancellor, Deputy Vice-Chancellors, Principals and Deputy Principals
(Grade 1, 2 and 3) will be appointed on a fixed contract terms of service in
accordance with the Universities Act and on terms and conditions prescribed by
Council guided by Government from time to time.

Appointments to other positions in Job Grade 3 to 5 shall be made by the
Council. The power to appoint from positions Job Grade 6 to 15 is delegated to
the Vice Chancellor. All appointments shall be in accordance with the approved
recruitment procedures.

The Vice Chancellor shall be required to report such appomtments to the Council
in the subsequent Council meeting for ratification. -

The Council may enlist the services of a relevant lindependent professional body
to conduct the recruitment exercise, if considered negessary.

Human Resource Management Advisory,Committee

The Vice Chancellor shall constitutefa Human Resource Management Advisory
Committee (HRMAC). The Comm’ifte'e shall be responsible for advising the Vice
Chancellor and Management Board orr all human xesource management issues as
may be delegated by the Counal b >

s\
AN

&

)
The Committee’s responsnbllitles may mclude:‘%ut not limited to providing

advisory on the follawmg Qf:'t CV 3 Y
a) Mamtenance\of the Umversntyf—?s e%al;%rgent;
b

b) PromotnOn qf values and Prmcﬁ)lgs o
c) Staff We are\ /
d) Tralnlngand Development; /

lic Service in public universities;

¢

The Comn‘iigi_ttee shall comprise of at least seven (7) but not more than nine (9)
members who shall be at the level of grade 5 and below.

The Secretariat shall be drawn from Human Resource department.

The quorum of the Committee shall be two thirds (2/3) of the appointed
members.

Recruitment Procedures
The Vice Chancellor will declare all vacant posts within the establishment, which
are to be filled substantively or in an acting capacity to the Council in accordance

8



2.5.2

2.5.3

254

2.5.5

2.5.6

2.5.7

2.6

2.6.1

2.6.2

with the procedures set out in this Manual. The declaration shall originate from
the Heads of Department and must be supported by justification for the
recruitment guided by the approved establishment and affordability within
budgetary provisions.

Priority in consideration should always be given to promote candidates from
within the University so as to meet the employee career growth expectations.

Senior positions in administrative cadre Grades 1-5 will be advertised externally in
an open, competitive, fair and merit-based process.

In the absence of suitable internal candidates, applicants will be recruited through
open advertisements. Where there will be need for spegialized services, the
Council may use reputable human resource recruitment, firms to hire suitable
candidates. N &

All employees reaching maximum of their grade will 'be:’c“onéidered for promotion
when vacancies exist, subject to evaluation and recommendation of the Head of
Functional Area (HoFA) in accordance with reg—ulafions.

The principle of affirmative action, gender and jpersons living with disability and
national values will apply. The councilyshall observe gender mainstreaming,
balance on appointment, promotign that ensure that a minimum of a third (1/3)
are of either gender. .Y /

Internal and external advertiséments will C,?énsfﬁé llowing:
a) A brief descriptionfof the Council’s a(ﬁd'agé?" /
b) Jobtitle: &/ A, S
c¢) Main purpos€ ofithe job; Q@SVV
d) A brief deséfiptie

n of the key r"é&ﬁqnsi@x: ies of the job;

e) Educza/tip;;\i\_f!g%’periénce. skills_,aﬁdf‘corq etencies required for the job;
f) Salarfeig@ﬁd Benefits as may be appHcable;

g) Lo‘\};,\ t;oﬁ‘of the job (where neéess‘éry);

h) Cleaf instructions on how to apply and information to be submitted in the
application; and

i) Closing date for receipt of applications.

Declaration of Vacancies

The Vice Chancellor shall maintain an approved up-to-date staff establishment and
Human Resource Plan.

The Vice Chancellor shall declare to the Council all vacancies as and when they
fall vacant.



2.6.3

2.7
2.7.1

2.7.2

2.7.3

2.7.4

2.7.5

2.8
2.8.1

2.8.2

2.8.3

2.8.4

2.8.5

In making the declaration, the Vice Chancellor shall take into account whether
such posts are competitive or not and also explore the best options for
recruitment.

Shortlisting
Once applications are received, short-listing panel(s) shall be constituted by the
Council or Vice Chancellor as per the delegated powers;

Where possible, a shortlist of not less than three (3) candidates per post shall be
prepared and submitted to the Management for approval for interviews. Where
the number of candidates is less than the required three, the advice of the UMB
shall be sought.

Short listing criteria shall include minimum constitutional #and statutory
requirements and shall be on merit (meeting minimum requirements as
advertised). L) ¢

All application letters including those of candidates nbt short-listed shall be
retained for six (6) years after the appointmentyhas been made before disposal.

No panelist at either the short listing or.interviewing stage will participate in cases
where there is an applicant who is relatedto him in any way to avoid conflict of
interest. The requirement of affirm@atiyetagtion and other constitutional provisions,
will apply on appointment/prom"o"’cii\)"n{as\ applicable

Interviews and Selection %, & &
The Candidates should be lnformed of, thelr m:&ervnew date, time and venue at
least one week in adyancé A

N §
A member of stgff“ ',artlalpatlng m shg‘rthstmﬁ/l not participate in interviewing
shortlisted cand}sda ie\s _

Anyone ¥ hg ls'lnvolved in a selection process (short listing or interviewing) and is
aware thata family member, a closely related person, or indeed any other person
that they kmow personally, has applied, should declare this to the other members
of the short listing/interview panel at the earliest opportunity. Unless otherwise
approved in writing by the Council or the Vice Chancellor they should then be
withdrawn from the selection process and replaced by a suitable colleague.

The Council shall conduct background checks for candidates to be recruited.

The interview panel shall prepare a report of the interview and selection process.
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2.8.6 The panel members shall sign the report and the secretary of the Committee shall
submit the report to the Vice Chancellor within twenty-one (21) working days
from the last date of the interview.

2.8.7 The report shall include and not be limited to the following information:
a) Membership of the panel;
b) Interview scores for each candidate in order of performance;
¢) Brief summary of recommended candidates; and
d) Candidate’s salary expectations.

2.9 Offer of Appointment
2.9.1 The offer letter shall be issued to successful candidate(s) subject to consideration
of Article 232 of the Constitution.

2.9.2 The offer letter issued to successful candidate(s) shall contain the specific period
within which the candidate should indicate acceptance/declinesof the offer.

2.10 Acceptance of Offer

2.10.1 Acceptance of an offer of appointment shall be made by signing on the duplicate
offer of appointment letter. The period of.acceptance shall not be more than
twenty-one (21) days from the date of the'notification.

2.10.2 A candidate who has not acceptedwfhé offer within twenty-one (21) days, from
the date of notification, shall be déemed to have declined the offer.

2.10.3 In the event that the first (1st) candidate d Tl/n% offer or does not report
within the specified timgsthe @ouncil m e%rmder extending the same offer to
the second (2nd) and Fhlrd (3rd) best candldat\e”gl)n tHat order provided that this
candidate had reached\the ‘cut off arks durlng interviews. Should the third
candidate also decline, ithe Universits hall rg:a vertise the position.

Va
<
2.11 Transition BetWi ,er{]’eachmg and Admlmstratlve Positions
may, subject to operatloné’l requirements, availability of vacancies,

2.11.1 The UmverSI 1
quahﬂcah@!ﬁ ahd approval by the relevant University authorities, facilitate the
transition @f members of staff from teaching positions to administrative positions
or from administrative positions to teaching positions.

2.11.2 A member of staff seeking transition from one cadre to another shall:
a) Meet the minimum qualifications, competencies, professional requirements,
and experience prescribed for the position sought;
b) Have demonstrated satisfactory performance and conduct in their current
position;
c) Apply for the transition through the prescribed procedure whenever a
vacancy exists.

1



2.11.3 A member of academic staff may be appointed or transferred to an administrative

2.11.4

2.11.5

2.11.6

2.11.7

2.11.8

position where:

a) The staff member possesses the qualifications and competencies required
for the administrative position;

b) The position has been competitively filled in accordance with the
University's recruitment policies, unless otherwise permitted by law;

c¢) The staff member accepts the terms and conditions applicable to the
administrative position.

A member of administrative staff may be appointed to a teaching position
where:

a) The staff member possesses the academic qualifications, professional
credentials, research capacity, and teaching competencies prescribed for the
teaching position;

b) The staff member satisfies the requirements of the relévant regulatory and
accreditation bodies; ‘ ;

c¢) The position has been competitively filled inizaccordance with the
University's recruitment policies, unless otherwise permitted by law.

A staff member who transitions from one cadre to‘another shall assume the
designation, duties, responsibilities, salary scale, and terms and conditions
applicable to the new position. '

Previous service in the University shall be re€ognized for purposes of pension,
gratuity, leave accruals, and other beneFts as may be provided under applicable
laws, and University policies. .
The University will requ1re"the staﬁ"w meryto dihdergo induction, orientation,
training, mentorship as pvayy be applicabl S theoxnew role.
H ';. W 0 \\5

All transitions between\teachmg anﬁ{ﬁdmmnstratwe positions shall be subject to
recommendatlon by “the approppﬁate HRMAC and approval by the Vice-
Chancellor, lﬁqwﬁrsnt‘y Managemen‘t (Boa 7 University Council, or any other
authorizedd b dy\\as provided in’ the Unlvemtys Statutes, Human Resource
Policies, »and\apphcable laws \ ,/

| ) \ 7/ -

2.12 Record of i’rewous Employment and Qualifications

2.12.1

2.12.2

Candidates The Vice Chancellor will be required to ensure that a candidate’s
record of previous employment is satisfactory in all aspects when recommending
appointments to the Council. The Vice Chancellor may call for a confidential
report of a candidate from previous employer(s) in accordance with the Data
Protection Act, contents of which may determine whether or not to appoint the
candidate.

Where appointment is based on specific educational, professional or other
qualifications, the original and certified copies by the relevant issuing body of
the relevant certificates will be obtained from the candidate.
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2.12.3 Relevant examining bodies shall be consulted to verify the authenticity of the
certificates produced by a candidate before engagement. Certified copies of all
relevant documents should be retained in the personal file of the candidate for
record.

2.12.4 Foreign earned certificates should be equated by the Commission for University
Education.

2.13 Medical Examination

2.13.1 Candidates All candidates on new appointment shall be required to undergo a
medical examination by a registered medical employee who must complete the
prescribed form. The purpose of the medical examination shall be to guide
deployment and job assignment of the employees and not to exclude them from
employment.

2.13.2 No candidate shall be discriminated against on the grounds of actual or perceived
medical conditions. ~

2.13.3 Employees’ Medical information shall remain cc')nfide_ntial.

2.14 Letter of Appointment
2.14.1 A letter of appointment shall be lssued in duplicate, to an employee on first
appointment and shall contain th€ followmg details: -

a) The Name and address,of the,employer!
b) Name, age, permangnt address and séx th
c) Grade and designation:® ) (5’
d) Date of appon{tment .
e) Salary scale/and\salaw entry mnt to WhICh the candidate is appointed;
f) Job descrlp\tldn of the emp q%/mentw\
g) Terms\éf}ppomtment g ,.Qf.-cv)j N
h) Dura?pm@f the contract; -
i) Det‘a{g of housing and other al}é/wances payable;

j) 'g‘@em‘ental date;

k) EXit clause during and after probation;

) Medical benefits and other benefits payable for the position;

m) Station of deployment;

n) Pension contributions/payable percentage of gratuity;

o) The period of notice required on termination of service by either party;

p) Leave entitlement;

q) Terms of separation; and

r) Terminal benefits.

employee;

) & O
. N /

y

).
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2.14.2 The employee will be required to acknowledge the letter of appointment and
append his/her signature before or on the date of engagement. A copy of the
letter shall be placed in his/her personal file.

2.14.3 A candidate shall be required to accept in writing within one (1) month and take
up the appointment within a period of ninety (90) days, failure to which the offer
shall be deemed withdrawn.

2.15 Date of Appointment
2.15.1 The date of appointment will be the date the employee assumes duty.

2.16 Personal Records
2.16.1 An employee on first appointment shall provide the following
documents/information which shall be maintained in eachgemployee’s personal
file:
a) Copy of original academic and professional certlﬂcates duly certified;
b) Copy of National Identity Card/Passport;
c¢) Two (2) colored passport size photographs;
d) Certified copy of birth certificate; :
e) Copy of KRA PIN Certificate, /NSSF ‘and Mandatory Government
medical scheme details; '
f) Bank Account details;
g) Medical examination report from a registered medical doctor (for the
health unit); ‘
h) Certificate of Good% Conduct fropd the Directorate of Criminal
Investigations; @, |\ &
i) EACC clearances certlflcate /&
j) HELB Clearance certificate; a d" o
k) Tax Compﬁande Certlflcate/ :

2.16.2 The followmg docjjments shall also ~begma1$ya/ned in each employee’s personal
file: €Y N ¥
a). Pers*qnal data form \ ,/
b) \)b;pphcatlon for employment and updated curriculum vitae;
C) Letter of appointment;
d) Letter of confirmation in appointment;
e) Completed performance appraisal forms;
f) Birth certificates of dependent children (where applicable); and
g) Any other document that may be required.

2.16.3 In addition, the Vice Chancellor shall ensure that all newly appointed employees
whose level of seniority and responsibility require vetting are dully vetted as per
existing practice.

2.16.4 A newly appointed employee shall make an initial declaration of income, assets
and liabilities by completing the prescribed form.
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2.17 Home

2.17.1

2.17.2

Letter of appointment shall specify the “Home” of the staff. The University shall
not designate a place as home if the member of staff’s adoption of such home is
temporary. The decision of the University as to the specification of “Home” shall
be final.

At the time of appointment consideration shall be given to the member’s
country of origin and place of recruitment. In as far as possible priority for
appointment shall be given to Kenyans unless such skills needed are not
available in the country.

2.18 Probation

2.18.1

2.18.2

2.18.3

2.18.4

2.18.5

2.18.6

Unless otherwise specified, all newly appointed employees will be required to
undergo a probationary period of six (6) months.

During the period, Heads and Chairpersons of Department will submit detailed
progress reports and recommendations indicating thesemployee’s performance
to the Vice Chancellor. Based on the recommendations, the Vice Chancellor will
decide whether or not, the employee shouldybe confirmed, probationary period
extended, or the appointment terminated altogether.

Where an employee’s performance"is nat satisfactory, the probationary period
may be extended for a further perlod of not more than six (6) months with the
agreement of the employee ‘.‘_"}“; y /7 \
Before extending probatlon or termmatlpﬁé a@pon;tment the employee shall
be given written reasofis and opportunlty to make presentatlons A record of the
discussion shall beplace‘d infthe em gyee s.file. /

, U
An employee‘wh,b has completed the)nor%r extended period of probation
satlsfactorth aﬂ be confirmed in® th “post. If the probationary service is
unsatisfactoryg, the appointment shall bé terminated.
"*'\},i\w
Employees serving on contract terms will be appraised on a quarterly basis
during the first year of the contract. If the performance is unsatisfactory, the
appointment shall be terminated in accordance with the contract terms.

2.19 Next of Kin

2.19.1

2.19.2

A new employee will be required to complete a next-of-kin form on first
appointment and to update his next-of-kin records and other family details from
time to time.

The Head of Human Resource shall regularly sensitize and issue notices to
employees to update next of kin documents at least once a year.
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2.20 Beneficiaries

2.20.1 A new employee will be required to complete a Beneficiaries form on first
appointment and to update his beneficiaries’ records and other family details
from time to time.

2.20.2 The beneficiary form shall contain details such as name of the beneficiary,
percentage allocation to each of the beneficiary, relationship to the employee,
age of the beneficiaries, contacts and details of persons authorized to process
benefits in the event of death of an employee

2.21 Official Secrets Act Declaration

2.21.1 Each employee shall sign a Declaration of Secrecy Form under the Official Secrets
Act, Cap. 187 upon appointment and/or termination of service. The Head of
Human Resource shall bring to the attention of employees the provisions of the
Official Secrets Act on an annual basis.

2.22 Staff Employment/Identification Card
2.22.1 Each employee will be issued with an official employment/ identification card.

2.22.2 In the event of loss of the identification Card, an employee shall be required to
report the loss to the Head of Human Resource to enable processing of a
replacement. If a replacement is asfa restlt of change of designation or marital
status, the employee shall be requnred to'make a formal application to the Head
of HR for the replacement. 9 "¢ » /7 \

2.22.3 On termination of employment lan emp}@?@all lf),e required to surrender his
staff identification card to the Unlvcyy S 4

2.23  Induction -~ ' c—fﬁQQ S
2.23.1 All newly appoy'lted employees W@u un% ergo induction conducted by the
Umvemtywn mcthree (3) months of reportmg to familiarize themselves with
the structure\functlons and operatigns/Of the University.
'\-;\}:
2.24 Duties
2.24.1 All employees shall be given a job description and assigned duties accordingly.

2.24.2 An employee may be transferred to work in any department provided that
he/she possesses the core-competencies required for effective performance.

2.25 Re-designation

2.25.1 Re-designation The Vice Chancellor shall have power to re-designate employees
from Grade 8-15 subject to suitability interview for those moving to non-related
cadres and approval of Council.
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2.25.2 Re-designation of employees shall be subject to the following conditions: -
a) Suitability interview for employees who are moving from one cadre to
another;
b) Suitability Interview shall not apply for posts which fall within the same job
family;
¢) Shall be limited to positions in the first two (2) entry levels in any cadre;
d) Shall take effect from the date of the decision;
e) The Vice Chancellor shall be required to promote qualified employees
before processing the re-designation requests;
f) Shall be subject to existence of vacancies;
g) The decision shall not reduce the employee's salary; and
h) The above notwithstanding, re-designations shall be based on an
employees’ demonstration of competence, merit and ability in
performance.
2.25.3 An employee who wishes to re-designate shall apply, in wrltlng to the Vice
Chancellor.

2.25.4 A re-designation shall take effect on a date to be deté}mined by the Council or
the Vice Chancellor as the case may be and willibe communicated within thirty
days of making the decision.

2.26 Position re-grading

2.26.1 Re-grading of positions may be dOne t@ correct staffing imbalances and other
critical needs arising from succession® management, review of Career Guideline
policy, or restructuring. In all Clrcumstances regrading shall not disfranchise any
staff in the University unless there isam 1 al agr ment on the same by the

University and the affected staff s 'S 4
/ 5 N y
\“1 }. A; v e Q\‘J
2.27 Reviews and Promotien - /ﬁ a
2.27.1 ltis The Unlversity wﬁl strlve to exi&edltloq ll all vacancies by promotion of

suitable emplOyer COnSIderatfon &‘f Rron% ion shall be in accordance with the
provisions4 Q thé\ Career Progrefﬂon Guidelines developed for each cadre.
Priority, Wl” he given to employees\wh© have relevant experience, qualifications
and proVéﬁ merit.

2.27.2 The process of filling vacancies by promotion will be through internal
advertisement. Where the University cannot attract suitable candidates from
within, it will proceed to fill the position through external advertisement.

2.27.3 In selecting candidates for promotion, the University shall not discriminate any
employee on grounds of race, colour, sex, language, religion, political or other
opinion, nationality, ethnic or social origin, disability, pregnancy, mental status
or HIV status.
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2.27.4 Staff on internal tour of duty shall be considered for promotion when they meet
requirements for promotion to the next level, but will take the position upon
resuming duty.

2.27.5 The University will communicate the outcome of the interview for promotion
within one (1) month after Council approval.

2.27.6 Promotion shall be based on merit, academic qualifications and experience.

2.27.7 Staff on secondment will be considered for promotion upon meeting the
requirements for promotion, but will take the position upon resuming duty.

2.27.8 Staff on leave of absence will be considered for promotion upon meeting the
requirements to the next level. However, the employee will be entitled to the
use of the title but will be entitled to the applicable pay upon resuming duty.

2.27.9 Staff on tour of duty within the University (internal ‘l‘eav.é, of absence) will be
considered for promotion upon meeting the requirements to the next level, but
will take the position upon resuming duty.

2.27.10 Promotions shall be done at-least once e\iéry Year. -
2.28 Dates of Promotion

2.28.1 The effective date of promotlon shall be the date of the decision to promote
Q \.f',m / .

2.29 Handing-Over Report o \ A Q/

2.29.1 On re-deployment, retlrement reSlgnatl St tragvsfer an employee will prepare
a comprehensive handing OVer repor under the supervnsnon of the immediate
Supervisor and/or/t relevant He geof Department A copy of the report will
be submitted tQ thé Vesfor record pﬁ(rposeg?\

£
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SECTION 3: TERMS AND CONDITIONS OF SERVICE

3.1
3.1.1

3.2
3.2.1

3.2.2

3.3
3.3.1

3.4
3.4.1

3.4.2

3.4.3

3.5
3.5.1

Introduction

Any instance that may require translation of terms of service of a serving
employee should be undertaken by the Council on mutual agreement with the
employee. Where the terms of service of any Grades are variant from the terms of
service of an employee and the employee is not willing to have the existing terms
translated, the Council may opt to declare the post as restructured and
redundancy occasioned. The redundancy process would be undertaken under the
Government Tripartite Committee framework.

Career Guidelines
The University shall maintain approved staff establishment for all posts as
approved by the Council. These shall be used as the basis for all recruitment.

The grading structure, qualifications and other requirements, for pecruitment will
be laid down in every Career Progression Guideline. TheyCareer Guidelines must
be followed in processing appointments and prometions of employees in their
respective fields of employment.

Terms of Employment
Appointment in the University shall be based on any of the following terms of
service:

a) Permanent;

b) Contract; and V¥

¢) Casual. AL

Permanent Terms = 3
Appointment on permament terms shall app[yd:b employees who on successful
completion of the/probatlonary P @d shall .be eligible for confirmation in
appointment. Such\em/pioyees will, als‘b be. el fe to join the University’s pension
scheme. ) £ B / /;?.-.'(v)j

\ 3 P M 4
// r-‘ \‘.,\' :

4
/r

An employee \wlll lmtlally be placed\o,n probatlonary period of six (6) months.
After succeisful ‘completion of the probationary period, the employee will be
confirmed in appointment.

Probationary period may be extended for a further period of six (6) months on
recommendation of the immediate supervisor. At no given time shall
probationary period exceed one (1) year. If at the end of the probationary period
the appointment is not confirmed, it shall be terminated forthwith.

Contracts Terms

The University many engage staff on contract terms as may be stipulated in this
policy or other Government guidelines.

Page | 19



3.5.2

3.5.3

3.54

3.5.5

3.5.6

3.5.7

3.6
3.6.1

3.6.2

3.6.3

3.7
3.7.1

The contract terms may be in the following forms:

a) Long term contracts for period exceeding one year but not exceeding five

years;

b) Short term contracts for up to one year;

¢) Part-time contracts;

d) Contracts for Visiting Staff;

e) Sabbatical and

f) Adjunct.
Appointment on contract terms shall apply to employees appointed to undertake
assignments within a specific time period.

An employee serving on contract is subject to the retirement age and shall be
eligible for either pension or service gratuity as provided for in the respective
contract.

Where the employment under contract is terminated before‘the’contract expires
any accrued salaries and benefits will be paid on a pro srata basis for the period
completed. i

Either party may give a one-month notice of iatention to terminate the contract
or payment of one-basic salary in lieu of natice. i

Termination of contract appointment shallrequire either party to submit a written
notice as per the applicable terms of employment.

Renewal of Contract AL, /

Employees serving on contraet terms of servide wiho wish to have their contracts
renewed will submit to thé Vlce Chancello \Af?ltteregrequests not less than three (3)
months before the expfﬁy of ) the contract. dn dase Of the Vice- Chancellor and
Deputy Vice Chanceﬂors "fhey will b équn*ed to notify the Council not less than
six (6) months bef@ré eXplry of the céhtract gy

< \ /

If such a nét}ﬁcaéon is not made the ‘employee will be deemed to have
completed hm{erm on the date specified/in the contract and the contract shall not

The Vice Chancellor shall forward to the Council for consideration any
notification from an employee wishing to be considered for a further term. Upon
consideration, the employee will be advised of the Council’s decision to renew,
not to renew, or to extend the employee’s contract in writing one (1) month
before the expiry of the contract.

Appointment on short contract terms
The University may engage an employee on a short-term contract on a need basis
for not more than 12 months.
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3.7.2

3.7.3

3.7.4

3.8
3.8.1

3.8.2

3.8.3

3.8.4

3.9

3.9.1

3.9.2

3.9.3

3.94

3.95

3.9.6

Staff appointed on short-term contract shall receive a taxable consolidated salary
inclusive of house allowance with no other allowances at the prevailing approved
rates.

They shall be expected to contribute to Mandatory Government scheme and
NSSF.

They shall be entitled to annual leave, sick leave and maternity/paternity leave on
pro rata basis as may be applicable.

Casual Employment

A casual employee means a person whose terms of engagement provide for his
wages at the end of each day and who is not engaged for a longer period than
twenty-four (24) hours. Such engagement may be for a specifiéd period of time.

Casual employees shall be engaged as per prevailing labour laWs in Kenya.
Recruitment of casual services must be competitive and a'ecommodate diversity.

Where casual labour is required, the Head of_'the functional area shall make the
request to the Vice Chancellor for considerationand approval.

Acting Appointment
Acting appointment may be made where a vacancy arises that is not substantively
filled or when the incumbent is mcapac;tated /

An Acting appointment perlocl 9hall be for, perlod of six (6) months. This
can however be extend@d fok another six. (6) @Q?bnths with the approval of the
Vice Chancellor in cpnsultatlon with t Umversnty Council.
. S w
>
The Vice ChaF(éeDor shall appomts one ém amongst potential candidates
indicating the"p?ﬂt{on to be acted and? t?\/e/ eXpected acting period.

The appou)})neht will be conSIdered based on the employee meeting all the
prescribed \competences (both academic and professional qualifications, skills and
experience) for the position he or she will be appointed to.

An employee required to act as the Vice Chancellor when the position falls vacant
shall be appointed by the University Council in consultation with the Cabinet
Secretary responsible for Education.

An employee required to act as the Deputy Vice Chancellor when the position

falls vacant shall be appointed by the University Council in consultation with the
Cabinet Secretary responsible for Education.

Page | 21



3.9.7 Absence of less than thirty (30) consecutive days due to an employee being on
urgent or annual leave or sick leave, shall not be regarded as a break in an acting
appointment.

3.9.8 The acting appointment shall be terminated when the substantive holder of the
higher position resumes duty or upon substantive filling of the higher post.

3.10 Part Time Contracts
3.10.1 Part-time appointments shall be on such terms as the Council may determine from
time to time.
3.10.2 Letters of part time appointment to be issued before commencement of teaching.

3.10.3 Part-time contracts made in the teaching departments shall be made per semester.
A part-time member of staff shall be required to clear with the University at the
end of the semester. The employee can be offered another appointment at the
discretion of the University but shall be based on performance:

3.10.4 Unless expressly provided for in the letter of appoihtm_‘ént,l part-time appointees
will be paid on hourly basis with no extra benefitstas per Part-time Policy.

3.11 Visiting Staff
3.11.1 The Council may appoint an academic staff on a tour of visit on such terms and
for such periods as the University Counal and the appointee agree.

3.12 Sabbatical Appointment
3.12.1 The Council may accept an acadermc Staff to ak eir sabbatical leave on such

terms and for such perlods as the Unlvemty untll an the appointee agree.

3.12.2 Such staff shall be elglbfg fory paym%of a stlpend equ1va|ent to the basic salary
Ay

of the position for:wh;ch he has be apponke within the establishment of the
University. @ S & g.
3.12.3 No other bene tk ;Eall be attached to Il‘ﬁs ap ointment.

| \‘{"
W /
3.12.4 Unless othexy S§e specified in the lettér 6f appointment, such staff shall be subject
to the au‘t;ﬁorlty of the Vice Chancellor or other employees acting on his/her

behalf.

3.13 Professor Emeritus

3.13.1 Professor Emeritus typically refer to the responsibilities, privileges, and
expectations established for a retired professor who retains an honorary position
at an academic institution.

3.13.2 The professor is granted the title of "Emeritus" as a recognition of their
distinguished academic career, typically after retirement.
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3.13.3 Professors Emeriti may continue to teach or lecture on a limited basis, either in
regular courses or special seminars.

3.13.4 They may maintain involvement in research projects, sometimes with access to
university resources, funding, or collaborators.

3.13.5 Emeritus professors may continue to have access to the university’s libraries,
laboratories, or other academic resources.

3.13.6 While Emeritus professors typically do not receive a salary, some universities may
offer stipends or funds for research or specific teaching activities.

3.13.7 Emeritus professors may continue to publish work or attend academic conferences
as part of their ongoing contribution to the field.

3.13.8 Emeritus status shall have specific terms of engagement that must be renewed or
reevaluated periodically. |

Adjunct Appointment
3.13.9 The Council may appoint an academic staff as an ad)unct ‘member of faculty on a
need basis and on such terms and conditions d_etermmed by Council.

3.13.10 For one to be appointed as an adjunct member/of faculty he must be:
a) At-least a senior lecturer and ab’dve and
b) In a similar position in another® UmverSIty Research institution or Industry
either locally or lnternatlonally & /‘

.‘ 3

3.13.11 The period of appointment ‘Wi, be up to twly (2)9 yea renewable. However, the
University reserves the rlght to terminate t e%onh@ct upon giving the due notice.

3.13.12 Unless otherwise sﬁec;fled n the lett/of appo: tment, such staff shall be subject
to the authoritys ci\)f the Vice Chanc‘éllor og er employees acting on his/her
behalf.

3.13.13 The teachmg\member of staff on abl)uh/::/t appointment shall be paid a monthly
stipend eq_{.valrent to the current basic salary paid to staff in equivalent grade at
the University at the time of appointment. No other benefits shall be attached to
this appointment.

3.14 Internship

3.14.1 Trainees graduating from training institutions join the job market with academic
and theoretical approaches to work and hence require practical exposure in a real
work environment.
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3.14.2 The University will avail internship programmes as part of on-the-job training for
the purpose of moulding new graduates to become responsible citizens who will
contribute effectively to the socio-economic development of the country.

3.14.3 Internship programmes shall be guided by the provisions of the Public Service
Internship Policy, requirements of the relevant professional bodies and other
policy guidelines issued by Government.

3.14.4 Internship shall not exceed a period of one (1) year.

3.14.5 Interns shall not be attached to areas deemed sensitive by the University.
3.14.6 In the course of this duration, Interns shall be expected to abide to the code of
conduct of the University.

3.14.7 The University shall offer trainees on internship a stipend/allowance during the
period of internship as per the University policy and prevalllng Government
guidelines.

3.14.8 Interns shall be expected to have a personal acadent insurance cover for the
period of the internship.

3.15 Industrial Attachment
3.15.1 Industrial attachment opportunities shall be provided to students in institutions of
higher education. s

3.15.2 Attachment will be undertaken the course oflﬁe_‘ raining and the duration shall

be for a maximum perlod of! fhree (3) mont % &
3.15.3 The University shall not pay students on attachmé%t /
/ \ ‘Q

3.15.4 Attachees shall not be deployed to aréas thay(}mversnty deems to be sensitive.
&
3.15.5 The attachment, shjall be admlmstefed fin line with the values and principles of

Public Service, ~the 'Public Service Fleld/ Attachment Guidelines, the National
Industrialf '{'@lnmg Authority guidelinés 4nd existing labour laws.

3.16 Posting/T ransfer
3.16.1 An employee may be posted to any of the University Directorate/Department

3.16.2 /School/ Campuses. In case of deployment to a campus, the particular campus
shall become the workstation for that particular employee.

3.16.3 There are three (3) types of transfers; lateral transfers, voluntary transfers and
involuntary transfers.
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3.16.4 Lateral Transfer/rotation occurs when an employee is transferred to another area
or Directorate with the same title, or the same salary grade, if the title is different.
In this case, there will be no change in salary.

3.16.5 Voluntary Transfer/rotation refers to a situation where an employee voluntarily
elects to apply for transfer on family or personal grounds.

3.16.6 Involuntary Transfer/rotation occurs where an employee’s current position is
eliminated due to a restructuring or reclassification and is transferred to a re-
designated position on the same salary grade.

3.16.7 The power to transfer an employee from one campus to another or from one
Department to another shall be vested in the Vice Chancellor.

3.16.8 Subject to exigencies of the service, an employee shall be given adequate time to
prepare himself for transfer.

3.16.9 It is therefore the University’s policy to provide faiftand equitable guidelines in
transferring or rotating an employee; whether volantarilyyor involuntarily in order
to meet its operational and performance objectives.

3.17 Transfer of Service
3.17.1 Transfers of service between the University and other Public Organizations or
Institutions shall be approved by the-CouriciI

3.17.2 An employee will be conSIdered for transfer,b service having regard to the
provisions of applicable pens1on schemes

3.17.3 An employee seeking | 1appomtment in-. any\\%the'i' Public organizations or
Institutions on Trans,fer»oﬁSerwce sho e submlt hIS application through the VC.

3.17.4 If the Council d@es/not approve the reqqést e employee will have the option to
resign. i

3.17.5 An empl@iee Who wishes to take” up appointment in any other Public
orgamzatnc}ns or Institutions other than in accordance with the procedures set out
in this manual, shall be required to resign from his position in the University.

3.18 Testimonials and Letters of Commendation
3.18.1 Testimonials and commendation letters may be given to employees by supervisors
as a way of recognizing exemplary service from their members of staff.

3.19 Succession Management
3.19.1 Succession Management: Identification of Critical Positions: Each department shall
periodically review and identify key positions that require succession planning.
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3.19.2 Talent Identification and Development: Potential successors will be identified
based on performance evaluations, leadership qualities, and professional
development aspirations.

3.19.3 Development Interventions: Succession development initiatives may include:
Coaching and mentoring, Job rotation and secondments, Short-term acting
appointments, Leadership training.

3.19.4 Knowledge Management and Transfer: Departments shall establish mechanisms
for documenting processes and transferring institutional knowledge before role
transitions.

3.19.5 Monitoring and Review: The Human Resource Department will: Maintain a
succession database, Conduct annual reviews of succession plans, Report to
University Management Board (UMB) and Council.
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SECTION 4: SALARY AND ADVANCES

4.1 Introduction

4.1.1

4.1.2

4.2
4.2.1

4.2.2

4.2.3

4.3
4.3.1

4.3.2

The University will remunerate the employees in a manner that motivates them
and which supports and develops a high-performance workforce required to
provide quality service efficiently and effectively.

Salaries for unionisable employees will be negotiated between IPUCCF of FKE and
recognized Unions™ as advised by SRC or relevant body from time to time.

The remuneration policy is based on the following guiding principles: -

a) Provision for adequate pay differentials to recognize résponsibility, levels,
skills, competencies, attitudes, experience and performance in relation to the
goals and objectives of the Agency; ' e

b) Achievement of equity, transparency and{" €ompetitiveness in the
remuneration packages based on Job Evaluation; %

¢) Adoption and implementation of best human resource management practices
in regard to compensation;

d) Maintenance of a salary structure that will enable the Agency to attract,
retain and motivate qualified employees;

e) Focus on the value of total gompensation, which includes basic salary,
allowances, and other benefits? and

f)  Adherence to salary and remuneraﬂon gui

° \ Y

from time to time.

sljines issued by the Government

Salary Grades (1 Yy ARV
There shall be a gradlng \structure as/aépfoved by, the Public Service Commission
(PSC).

1 ‘< 2.8 g
Basic salary amd &ﬁ(owances hsted i Clause 5.1.6 for unionisable employees by
virtue of theig ’rade shall be as negotla{ed by IPUCCF of FKE and recognized
unions in' Q%H tive bargaining agreemefits.

Allowances listed in Clause 5.1.6 for Management staff shall be as per the
respective terms and conditions of service.

Advice on Salary and Benefits
The salary for each employee will be specified in the appointment letter.

Basic salary and benefits will be communicated to the employee in writing on
appointment, at which time; the employee will also be informed of their grades
and designation. Any subsequent change in basic salary, grade or designation shall
be communicated to the employee(s) in writing.
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4.3.3

4.4
4.4.1

4.4.2

4.4.3

4.4.4

4.4.5

4.4.6

4.4.7

4.5
4.5.1

4.5.2

4.5.3

4.6
4.6.1

Any change in benefits, which affect all or any category of employees, will be
communicated through a circular letter

Payment of salary
An employee on first appointment will be paid salary with effect from the date of
reporting for duty.

Each employee will have a stated monthly basic salary quoted before any
statutory deductions.

Salary will be paid monthly in arrears and will be denominated and paid in Kenya
shillings (Kshs).

The salary of an employee will be net of statutory deductions and other
deductions that may be agreed upon or imposed by the employee or the
University respectively. A statement/payslip indicating the gross,salary, deductions
made and the resultant net salary will be made avallable to every employee each
month. '

Salary will be paid through the University and“all .employees will be required to
open the bank accounts and submit the details to the'HoFA responsible for HRM

Employees of the University shall net @ver-commit their salaries beyond two
thirds (2/3) of their basic salaries and the HoFA responsible for Human Resource
Management should ensure compllance /

On termination of employment the fma%fm willbe made on confirmation
that the employee has been cleared and isslied w@ﬂ a Glearance Certificate.

Annual Salary mcrement 4

The Annual Salarsh lncrements shallc‘be palgP h|n the prevailing guidelines as
provided by thiSa@nes and Remuneraf?ons» ommission (SRC) from time to time.
There wrl]\ e salary review in line vblth the CBA Cycle and as approved by the
SRC from ‘t'_.me to time.

Incremental date for a Staff who is appointed and reports for duty or gets
promoted between 1¢ January and 30% June shall be 1 January of every
succeeding year, and the incremental date for a Staff who is appointed and reports
for duty or is promoted between 1¢ July and 31 December shall be 1¢ July of
every succeeding year.

Determination of Salary on First Appointment

On first appointment, an officer shall enter the salary structure at the minimum
point of the respective salary scale. However, an officer maybe granted
incremental credit for previous remuneration and relevant experience.
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4.6.2 The grant of increments for relevant experience shall be subject to the following

4.7
4.7.1

conditions:

a) Incremental credit shall only be granted in respect of approved experience
gained after acquiring the requisite minimum qualifications for the grade.

b) In granting incremental credit, previously earned remuneration shall be
considered;

c¢) Incremental credit shall be granted only for previous approved experience in
the type of work upon which an officer will be employed on his
appointment to the particular grade;

Determination of Salary on Promotion

Where an employee is promoted from one grade to another and his salary on the
effective date of promotion is less than the minimum of thefsalary scale attached
to the new grade and where that employee was earning an‘annual increment, he
shall receive the minimum of the salary scale attached togshis new grade on the
effective date of his promotion and his incremental date will be retained.

4.7.2 Where the salary of an employee on the day preceding fhe effective date of his

4.7.3 Where the salary of an employ'e‘_:e"*’(j;ﬁ )tﬁ\e day

promotion is one point immediately belowsthe “minimum of the salary scale
attached to his new Grade and where thatfémployee was earning an annual
increment, he will receive the minimum, of the salary scale attached to his new
Grade on the effective date of his prainotion and retain the incremental date.

| eseding the effective date of his
promotion corresponds to @x ishhigher than the"minimum of the salary scale
attached to the Grade tqi;\/'&/hi‘_cﬁ"ﬁé is prol fo%di:'gis salary on promotion will be
determined in accordande with the rules set out b@low’:ﬂ -

P &G S ;

a) Where on the day"preceding .thé“g?effé_ctg%te of his/her promotion he had
attained ‘ftjhfég‘\r\g\,ék’ifhum point Qf:?t‘-hge“s'a',' y scale attached to his/her previous
Grade dndhhisgher service at that salafy amounts to less than one (1) year,
he/she \3’“;\!‘;_enter the salary scale ,a”tdtached to his/her new Grade from the
effectiyéndate of his/her promotion at the next point above his/her salary
and v{/\ll retain his/her incremental date.

b) Where on the day preceding the effective date of his/her promotion he/she
had attained the maximum point of the salary scale attached to his/her
previous Grade and his/her service at that salary amount to less than three
(3) years, he/she will enter the salary scale attached to his/her new Grade
from the effective date of his/her promotion at the next point above his/her
salary and thereafter be awarded one increment and retain his/her
incremental date.
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4.7.4

4.7.5

4.8
4.8.1

4.8.2

4.8.3

4.8.4

4.9
4.9.1

c¢) Where on the day preceding the effective date of his/her promotion he/she
had attained the maximum point of the salary scale attached to his/her
previous Grade and his/her service at that salary amounts to three (3) years
or more, he/she will enter the salary scale attached to his/her new Grade
from the effective date of his/her promotion at one point higher than his/her
salary and thereafter be awarded three increments and retain his/her
incremental date.

d) Where on the day preceding the effective date of his/her promotion he/she
had not attained the maximum point of the salary scale attached to his/her
previous Grade but was earning an annual increment in that salary scale,
he/she will enter the salary scale attached to his/her new Grade from the
effective date of his/her promotion at the next point above his/her salary
and retain his/her incremental date.

For employees on fixed term contract, it will be determmed as per the contractual
terms;

Determination of salary for an employee trangferred from Public Service shall be
by application of the provisions contained ingthis manual.

Deductions from Salaries '
The VC/CEO shall authorize the follownng deductions from the salaries of
employees:
a) Statutory deductions such as PAYE NSSF/§ NE, HELB and other legal taxes,
as well as deductions arlsmg from c:%rders tachments.
b) Any amount due &5 ¥ \contributio 6'a p@)wgient fund, pension fund or
superannuation sdheme or any opher schelbﬁe approved by the Council.
¢) Any amountgfoh aamage donéafo; ‘misuse/or loss of the property of the
UnlverSIty whlch ‘may be occégfgoned?bé\/dlllful default of an employee or
any amdﬁnt),due for mdeb’tedrtes& to the University.
Any other ded}ctlbh resulting from coupt’ “orders subject to the deductions not
exceedmg one\half of an employee s\ménthly salary and/or having the net effect
of one’s sa\IE‘rwfallmg below a third of his basic salary.

Where an employee is liable to refund any amount to the University, any such
amount shall be deducted from the salary or any sums due to the employee in a
manner as the VC/CEO may deem fit subject to labour laws provisions.

Voluntary deductions such as remittances to co-operatives, insurance firms, among
others, will be effected provided the employee gives written authorization.

Deduction of Income Tax

In addition to the income tax under PAYE arrangements, the VC/CEO having been
appointed an agent for the collection of income tax under the Income Tax
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Management Act may collect such tax by deduction from the employee’s salary or
any other sum due from the employee.
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SECTION 5: ALLOWANCES AND OTHER BENEFITS
5.1 Policy Statement
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5.1.1

5.1.2

5.1.4

5.1.5

5.2

The University is committed to remunerate the employees in a manner that
motivates them and which supports and develops a high-performance workforce
required to provide quality service.

While it may be considered that the salary attached to a position represents
appropriate remuneration of its holder for proper and efficient performance of
day-to-day duties, there are circumstances in which additional payments are
warranted. Such additional payments are made in form of allowances, either to
reimburse an employee for expenses incurred directly or indirectly in the
execution of his duties, or to compensate him for services rendered over and
above the normal job requirements.

The allowances shall be payable to members of staff as and at such rates as shall
be determined by Council upon following the guidélines provided by
Government from time to time.

Allowances will be reviewed after every three (3) yeafs OF asdieed arises.

Employees will be eligible for the following allowances where applicable:
a) House Allowance; B
b) Commuter/Car Allowance;
¢) Annual Leave Allowance;
d) Hardship Allowance; '
e) Daily Subsistence Allowance (Local/Forelgn Travel);
f) Meal Allowance; AL
g) Passage and Baggage Allowance
h) Transfer Allowances %,
i) Extraneous Allow(ance SRS
j) Risk Allowange® /@f‘ &/
k) ResponﬂbjhtyAhowance S &S
) Entertalrfmem Allowance / /;?-(" e
m) Airtingé-* \llowance; g8
n) Nen - P{actICIng Allowance; . /
o) Profserial Allowance;
p) Book allowance;
q) Research Allowance;
r) Acting Allowance;
s) Special Duty Allowance;
t) Mileage Allowance
u) PWDs Allowance; and
v) Any other allowances approved from time to time.

House Allowance
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5.2.1

5.3
5.3.1

5.3.2

5.4
5.4.1

5.4.2

5.5

5.5.1

5.6

5.6.1

5.6.2

5.6.3

5.6.4

Employees will be eligible for house allowance depending on their respective
terms and conditions of service.

Commuter/Car Allowance
Employees will be eligible for commuter/car allowance depending on their
respective terms and conditions of service.

An employee who has been assighed a University vehicle to facilitate him from
house to office, will not be eligible for commuter/car allowance.

Annual Leave Allowance
Employees will be eligible for leave allowance depending on their respective terms
and conditions of service.

Leave allowance shall be paid to an employee every January. of the leave earning
year and shall not be carried forward from one leave yearite.another.

Hardship Allowance X

Employees posted to areas designated as hardshlp areas WI” be paid the applicable
rate of hardship allowance at the rates which%will be determined by the
Government from time to time. '

Accommodation Allowance (Local daily subsistence)
When an employee travelling on duty is,réquired to stay overnight away from his
duty station and makes his own arrangemzﬁ for boarding and lodging,
accommodation allowance will be paid to fim. &t the rates determined by the
Government from time to ’ctme - & S

4 o

(:1 ¥ "3 e \\5,\’ /

The rates of sub;slsten‘ce allowag/q& are. deSIgned to meet the cost of
accommodatlon at good ‘but not kﬁxury gy hotels, meals, including service
charges, local t\ra\ﬁelllng (such as taXIO) bu? or train fare), incidental expenses
including any f‘ 'es\‘cmd an elementin res/e,ect of essential entertainment.

V4

R N\, /
Accommoﬁ}a‘hon allowance will be paid for a maximum continuous period of

thirty (30) 'days. However, an employee who is required to be away from his
duty station for more than thirty (30) days will be paid accommodation
allowance for the subsequent additional days at half (¥2) rate up to a maximum
period of five (5) months. Beyond this period, if the employee continues to work
in the same station, this will be treated as a posting and accommodation
allowance will cease to be applicable.

Where an employee travelling and where boarding and lodging expenses are paid
in full directly to the hosting institution/hotel by the University or any other
institution a residual daily allowance of up to one quarter of the standard rate of
DSA may be paid to him to cover incidental expenses. In cases where the sponsor
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5.7
5.7.1

5.7.2

5.7.3

5.7.4

5.7.5

5.7.6

5.7.7

5.8

does not meet the expenses directly but pays an allowance and such allowance is
less than the standard allowance the employee will claim the difference from the
University.

International/Overseas Subsistence Allowance

An employee who is required to travel on duty outside Kenya will be granted
subsistence allowance at the daily rates determined by Government from time to
time.

The rates of subsistence allowance are designed to meet the cost of
accommodation at good, but not luxury class hotels, meals, including service
charges, local travelling (such as taxi, bus or trains fare), incidental expenses
including any taxes and an element in respect of essential entertainment.

Travelling expenses incurred from the airport to a hotel or other pesidential place
and vice versa, airport charges, fees for vaccination, visas and passport charges will
be refunded. 4 )

Where an employee is travelling and the University or any other organization
covers accommodation expenses in full, thesUniversity will not pay a residual
allowance. '

An employee travelling on duty abfoadis normally expected to regularize his
expenses within the standard rate6f Daily Subsistence Allowance. Nevertheless, in
very exceptional circumstances for example Mhen hotels are heavily booked
during an international meetlng ‘and t employee has no choice of
accommodation or whengtfigystahidard rat o‘fcsub@stence allowance is insufficient
for any other justifiable | heasons consid ratlon \Aﬁ?l be” given by the University for
a refund of the add,mcnai expenses Qproductron of receipted bills in respect of
actual expendlturemc ;,_"red : c—fﬁ . g?\
However, the\ "ev»ailmg rates are rewew/d regularly to approximate rates and are
expected,to be\sufﬂaent to afford aniemployee reasonable accommodation.

\7, -
Where an \employee travelling, boarding and lodging expenses are paid in full
directly to the hosting institution/hotel by the University or any other institution a
residual daily allowance of up to one quarter of the standard rate of DSA may be
paid to him to cover incidental expenses. In cases where the sponsor does not
meet the expenses directly but pays an allowance and such allowance is less than
the standard allowance the employee will claim the difference from the
University.

Day Trip/ Meal Allowance
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5.8.1 Day trip/ Meal allowance will only be paid to employees travelling on duty
within the country but who are not required to spend a night away from the duty
station. Meal allowance will not be paid alongside daily subsistence allowance.

5.8.2 Meal allowance shall be paid at the rate of 15% for breakfast, 20% for lunch and
20% for dinner of the daily subsistence allowance rate applicable.

5.8.3 Meal allowance shall not be paid as a compensation for employees who are
required to work beyond the official working hours.

5.9 Baggage Allowance
5.9.1 When travelling on first appointment, transfer or retirement an employee shall be
provided with an official vehicle to transport his luggage.

5.9.2 In the absence of a vehicle the employee will be eligible foria baggage allowance
at rates as may be negotiated between the Council and the Umons and approved
by the Government from time to time.

5.9.3 The employee will be expected to request for transport within three months of
appointment, transfer or retirement failure toswhichithe privilege will be forfeited.

5.9.4 In the case of the death of an employege,the next of kin will be eligible to baggage
allowance at rates determined by the Council in consultation with the
Government from time to time. & , .

\ K2 /

5.10 Relocation/Transfer Allowance ‘ v Qﬁ/

5.10.1 When an employee is transferred from & fat@n to another, he/she will be
eligible for payment of transtr allo/?ﬂce equn‘?alenf to the employee’s one (1)

month’s basic salary/prlor\to departur, £ the new station.

5.10.2 Relocation/ Traﬁsfer allowance Wl” nét pe p d
a) Wheré ‘t‘-’ new station is less than ﬂfty (50) km from the old station;
b) To, emplc oyees who are deployed” on temporary basis (i.e. on relief duty)
forg_”;.'“erlod not exceeding five (5) months; and
¢ To employees who are transferred at their own request, even though they

may not necessarily be posted to the station of their choice.

5.11 Extraneous Allowance
5.11.1 Extraneous allowance may be payable to employees designated by the University
guidelines at prescribed rates.

5.12 Risk Allowance
5.12.1 Risk allowance will be paid to employees who by the nature of their work are
exposed to risk.
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5.12.2 Council will determine employees who are eligible for the risk allowance as

5.13
5.13.1

5.14
5.14.1

5.15
5.15.1

guided by Government from time to time.

Responsibility Allowance

Responsibility allowance is payable to University employees at management level
who may be called upon to perform other duties in addition to their
administrative duties at rates determined by Council from time to time.

Entertainment Allowance

This allowance is payable to employees who from their nature of their duties are
expected to provide hospitality and entertainment to official guests. To enable
meet such expenses, a non-accountable monthly entertainment allowance shall be
paid to designated employees as guided by Council.

Telephone/Airtime Allowance

Heads of Departments shall be eligible for airtime. In exceptlonal circumstances,
the Vice Chancellor may approve provision of airtime fow employees in other
grades who by nature of their duties are required to communicate frequently to
University clients on merit basis.

5.15.2 The airtime rate shall be determined by the “‘€@ouncil in consultation with the

5.16
5.16.1

5.17
5.17.1

5.18
5.18.1

5.19
5.19.1

5.20

relevant Government institutions.

Non — Practicing Allowance ~
The allowance may be payable® to ellglble cadreb )
Council guided by Government from time to me.\.
y 4, : P (%9 SN,

Professorial Allowance [ [ LTS/
The allowance shall#be ]sayable to /Pgefessors and Associate Professors at rates
determined by the GQUnC|I gu1ded b overn,lgﬁ t from time to time.

\ /) ; ~‘ (,).
Book Allowanc ) S « il
The allowanc& shall be payable to\tea/hlng staff at rates determined by the
Coundil gm?}ed by Government from time to time.

d at rates determined by the

\\ )

J'

Research allowance
The allowance shall be payable to teaching staff at rates determined by the
Council and as guided by Government circulars from time to time.

Acting Allowance

5.20.1 Acting allowance will be payable to an employee who is called upon to perform

duties of a grade immediately above his substantive grade. The employee must be
qualified and experienced to perform duties of that particular post.
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5.20.2 Acting allowance will be paid when an employee acts in a higher post for a
minimum period of thirty (30) days or when the acting appointment follows
another within an interval of not more than fifteen (15) days and the actual
duration of both acting appointments is thirty (30) days or more.

5.20.3When an employee is eligible for appointment to a higher post and is called upon
to act in that post pending advertisement of the post, he is eligible for payment of
acting allowance at the rate of twenty percent (20%) of his substantive basic
salary. Acting allowance will not be payable to an employee for more than six (6)
months.

5.20.4 An employee who is appointed to act in a higher post shall be eligible, for the
duration of his acting appointment, for travelling privileges and other related
allowances such as accommodation/per diem, field allowances at the rates
applicable to the job grade assigned to the higher post. Howeven, the employee
will not qualify for house allowance or other remunerativesallowances assigned to
the higher post. LV ¢

5.20.5 Acting to higher positions in Grades 1-3 must be épproved by the Council. Acting
on other grades will be approved by the Vicgs€haneellor.

5.20.61In all cases, an employee must be appointed to act in writing by the Vice
Chancellor or such other employee4o whom the Vice Chancellor may delegate
such responsibility.

5.21 Special Duty Allowance . ‘ N / &

5.21.1 Where an employee dog;"h"o:_t:bdésess the ég’essagy qualifications and cannot be
appointed to act in a higher post bu ijs-n’év,e??heléfss appointed in writing to
undertake the duties6f theshigher ppéfthé employee will be paid a special duty

7 '\‘;qff?lif;o/o of an, epﬁpl'dyegts@" stantive basic salary.

5.21.2 Payment of.;{é?égié&ﬁduty allowane& SHall ydtomatically lapse after six (6) months
from datg of éspa\_pointment. It is expected'that the process of filling the vacant post
will be fm%lﬁzed‘by then.

allowance at the‘EQ{f

5.21.3 Employees will not be called upon to perform duties of a post that is more than
two (2) grades higher than the employee’s substantive grade.

5.21.4 An employee cannot enjoy both acting allowance and special duty allowance
simultaneously.

5.21.5 The allowance will not be paid when an employee who has been appointed to

perform the special duties in a higher post is absent from duty for whatever reason
for a period of more than thirty (30) days.
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5.21.6 An employee who is appointed to perform duties in a higher post shall be eligible,
for the duration of his appointment, for travelling privileges and other related
allowances such as accommodation/per diem, field allowances at the rates
applicable to the job grade assigned to the higher post. However, the employee
will not qualify for house allowance or other remunerative allowances assigned to
the higher post.

5.22 Club Membership
5.22.1 The University will cater for club membership and annual subscription fee
restricted to only one club for the Vice Chancellor and Deputy Vice Chancellors.

5.23 Car Loans and Mortgage

5.23.1 The University may establish a Car Loan and Mortgage Scheme(s) as negotiated
between IPUCCF of FKE and unions based on prevailingsGovernment guidelines
or join an established existing government scheme ‘assguided by relevant
Government agencies to facilitate staff acquire housés and/er vehicles subject to
availability of funds. §

5.23.2The Scheme shall be managed in accordanceswithithe regulations developed by
Council. '

5.24 Honoraria 4
5.24.1 Honorarium shall be paid as a token 1o lnleIduals for services that are not part of
their regular contractual dutles or employm!n \Obligations as a gesture of
appreciation rather than a satary or allowance

Ko \d
AN

"{9 &
O
5.24.2 Circumstances Where Honorarla May B Payable\b?hall mclude
a) Examlnatlonsf“Moderatlon of ns: Extemal and internal examiners

b) Special Assn hmen’cs / Extra D&gtles T force or ad-hoc committee work
beyond\ ng)rmal workload« (Partl ation in income-generating or
consu?ta}\cy\pm)ects ke

c) Guest \Lgctures / Visiting Speakers/For individuals invited to deliver talks,
lecmafes, or short-term training.

d) Research Supervision & Publications: Sometimes token payments are given
for supervising postgraduate theses or facilitating funded research projects.

5.24.3 The rates for payment of honoraria shall be as determined by Management and
approved by the University Council subject to guidelines issued by the relevant
government guidelines from time to time.

5.25 Persons with Disabilities Allowance

5.25.1 The allowance shall be paid monthly at the rate determined by the Salaries &
Remuneration Commission and other relevant Government agencies from time to
time.
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SECTION 6: MEDICAL BENEFITS

6.1
6.1.1

6.2

6.2.1

6.3
6.3.1

6.3.2

6.3.3

6.4

6.4.1

6.4.2

Policy Statement

The University regards a healthy employee to be a great asset not only to the
University, but also to the nation as a whole. Consequently, the Council shall
make adequate provision for medical benefits to be accorded to all employees,
their spouses and dependent children as per the University medical scheme.

The Head of Human resources will manage and monitor the medical expenditure
on behalf of the Vice Chancellor to ensure the costs are reasonable.

Medical Attention

On first appointment, an employee will be required to undergo a medical
examination by a medical practitioner who will provide a rgport on the medical
form.

Management of the Medical Scheme 4 ]
The Medical scheme will provide in-patient and out- patlent treatment insurance
scheme for the employee, one spouse and up to four children. Children over the
age of eighteen years and up to twenty-fivesyearsiand undergoing an approved
full-time course of higher learning shall beyincluded in the medical scheme as
officially declared in the employee’s records and dependent and legally adopted
children up to twenty-five (25) years @and below or beyond twenty-five (25) years
for those with disability sub)ect to proof that the disability has occasioned full
dependency on the employee. A ‘; y /7 \
The Scheme will be revuewed annually Ans%e tl)at the University and its
employees get value for | money lnvest/ ln the séf’?eme

& .

/_':;_;,\ Rt

& :
Members of staff wﬂ‘;contmue to be é“lember&/he Medical Scheme provided by
Mandatory GoverMent scheme' No

4
V4

In-Patient. anél‘S futpahent Treatment: ,/
EmployeeMMll ,be entitled to the following medical benefits as per the applicable
policies from time to time:

a) In-patient medical treatment; and

b) Out-patient medical treatment

Dependent children who are over twenty-five (25) years of age and are living
with disability and dependent on the employee will be treated as special cases
upon production of evidence from the relevant Government agency. Such cases
will be referred for approval to the Vice Chancellor.
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6.5
6.5.1

6.5.2

6.6

6.6.1

6.6.2

6.6.3

6.6.4

6.6.5

6.6.6

6.7
6.7.1

6.7.2

6.7.3

Medical Treatment outside Kenya

Employees and their dependants may be eligible for treatment outside the country
in cases where such treatment is not available locally subject to prior authorization
by the Director General for Health, Ministry of Health, the Vice Chancellor and
availability of funds.

The Head of HR will manage and monitor the medical expenditure to ensure
compliance with provisions of the medical scheme.

Accidents on duty

An accident on duty is an accident where the employee suffers personal injury: In
the actual discharge of his duty; without his own default and/or on account of
circumstances specially attributed to the nature of his duty.

In the event that the employee is unable to make the repart ofsthe injury or if
fatally injured the Supervising Employee should make theweport in writing to the
Head of Human Resource as soon as he learns of the same injury.

Upon receiving the report of the injury in respect to the employee, the University
shall lodge a claim with the Universityis, appeinted insurance broker or
underwriter, as the case may be, with a viewsef Seeking compensation for the said
employee.

Any claim for benefits should beg éﬁbmittéd/reported to the Insurance Company
immediately or as per the terms of the pollcy /7 \

If an employee sustains an tn)ury in the ex r.ﬂ’lon @f his'duty and the injury is not
due to his negligence (or mlsconduct the Uﬁlvers”rty may, at its discretion,
authorize that the cost of\ any special atment .medical comforts and appliances
be borne by the;.\UmverSIty Appﬁcatlon financial assistance under this
regulation shouiﬁ e fokwarded to the Head Human Resource.
N

If the request\ls approved, the Umver/ty shall bear the whole cost of such
treatment&a}!@Lwnll in turn claim the maximum amount allowed under the Group
Personal Acr.ldent cover (GPA) from the Insurance Underwriters.

Medical Ex-gratia

The University may provide medical ex-gratia assistance to cover in-patient and
out-patient medical expenses incurred by an employee, eligible spouse or child
subject to prevailing limits within a financial year.

All cases of ex-gratia assistance shall be referred to the Council for consideration
and approval.

The University shall provide guidelines for management of ex-gratia.
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6.8 Insurance Policies
6.8.1 The University shall undertake to provide, inter alia, the following insurance
covers for its employees:

a) Group Life Assurance, to include WIBA.
b) Group Personal Accident; and

¢) Travel insurance.

d) Benevolent/Last Expense

6.8.2 These insurances shall not in any way affect any personal insurance policy that an

individual employee may have taken out for himself.

6.8.3 The University shall cater for travel insurance for employeesstravelling on official
duties when out of the country. . :
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SECTION 7: TRANSPORT

7.1
7.1.1

7.1.2

7.1.4
7.1.5
7.2

7.2.1

7.2.2

7.2.3

7.3
7.3.1

7.3.2

7.3.3

Policy Statement
Transport The University shall facilitate the movement of its employees on official
duties in a manner that is safe and cost effective.

Transport is regulated through the Government Transport Policy which addresses
various aspects of transportation of employees while on duty and use of official
vehicles. It also includes travelling privileges to employee’s dependents in certain
circumstances and transportation of personal effects.

Provisions of vehicles in terms of models and types will be in accordance with the
Government circulars issued from time to time.

All drivers shall have a valid driver’s license appropriate for the class of vehicle.
Any employee authorizing improper use may be liable to 'disciplinary action.

Eligibility for Transport
The Vice Chancellor Deputy Vice Chancellors, Prmcnpals and Deputy Principals of
Constituent Colleges and Campuses will be entitled te official transport.

All the other employees will be entitled to*pool transport for official work
requiring transport. Where the officiél transport is not provided to an employee
for use while on duty, they will be'ber'mitted to use a public transport or use their
own personal vehicle. Perm15510n WI“ be glven/h ing regard to the purpose of
the trip, the number of passengers, distance o rlp, ber of days to be spent on
the trip, the costs and thes@Vailable vehicl ify the@ooL Where such permission is
granted, they will be entltled to be elmburség the costs of the transport as
prescribed by Counc{l N / 0 . o

QQ'
If provided in tﬁe J?espedlve comract an“employee will be entitled to University
transport onr’f' t appomtment and affer/separatlon to be able to transport their
luggage Qn terms prescribed by Council./

\7, -

Traveling |n OfF cial Vehicles
Official The Vice Chancellor Deputy Vice Chancellors, Principals and Deputy
Principals of Constituent Colleges and Campuses will be entitled to official
transport.

An employee who requires transport for official use will be granted permission to
use the most appropriate University vehicle available from the pool. Permission
will be sought from the Deputy Vice Chancellor responsible for Administration.
Official vehicles are intended for official purposes only and should not be used for
private purposes. An employee who makes improper use of an official vehicle
shall be liable to disciplinary action.
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7.3.4

7.3.5

7.4
7.4.1

7.5
7.5.1

7.5.2

7.5.3

7.5.4

7.6
7.6.1
7.6.2

7.6.3

Whenever a vehicle is used, the details of the journey must be indicated in the
work ticket. A driver found operating without a work ticket authorizing the
journey in question, or found carrying unauthorized passengers or goods, shall be
subject to disciplinary action and may be surcharged.

The Government Vehicle Check Unit is empowered to stop and check any vehicle
and prefer charges, where appropriate, against the driver or passenger.

Travelling Public Transport

Where no official vehicle is available to an employee travelling on duty outside
the duty station or travelling on transfer, the employee will be facilitated with
either road, rail or air travel.

Travelling by Road/Rail.
Travel by road is by either public service vehicle or taxi..

Where an employee travels by public service vehicle, he will be eligible to claim
appropriate reimbursement of the amount of fare paid on production of receipts
upon prior approval by the DeputyVice 4Chancellor responsible for
Administration. '

An employee may travel by taxi only upon prior approval by the Deputy Vice
Chancellor responsible for Adminjstrationinder the following circumstances:
a) On duly authorized offICIal duty and,én_‘ fficial vehicle is not available

or; »

b) On attendlng/returmng from a, o:ﬁlrse @onfgrence seminar, workshop
or meeting; and | O

c) Where use” of ‘the ftaxi is /eénomlcal of where the saving of time is
paramoun‘t : c—fﬁ o

d) \X/her‘e tb\e UhlverSIty's coﬁtrgcte taxi services are not available, an
emp yeé\may be reimbursed the’cost of taxi fares at the standard rates.

Relmbursememt of taxi fares should\be/certified by the employee in charge of
Transport 1@"(11@ effect that no University vehicle was available.
Travelling by Air
When travelling on duty to another country an employee may travel by air.
Air travel on duty within Kenya will require prior approval from the Vice
Chancellor. Such approval may be given when other modes of transport are
unavailable, air travel is economical or where the saving of time is paramount.

When required to travel by air, the Vice Chancellor will travel Business Class while
all other employees will travel Economy Class. However, subject to relevant
Government regulations, the Vice Chancellor will travel Economy Class within the
East African Region.
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7.6.4

7.6.5

7.7
7.7.1

7.7.2

7.8

7.8.1

7.8.2

7.8.3

7.8.4

7.8.5

7.8.6

7.9
7.9.1

When it is necessary to travel by air within Kenya to places not served by any
commercial airline, the services of other Government Agencies shall be utilized in
accordance with the existing transport policy.

Where an employee is entitled to additional passage and baggage than the
minimum provided by the respective airline, the same will be provided by Council
as per the respective contract.

Travelling in Own Car on Official Duty

Where no official vehicle is available to an employee travelling on duty outside
the duty station or travelling on transfer, and where permission is granted to use
their own vehicle, they will be reimbursed using the rates prescribed by Council
from time to time. For purposes of this clause, the vehicle capacity will be limited
to 2000cc.

Permission to use the private vehicle will be by the) Deputy Vice Chancellor
responsible for Administration and the same should be seught prior to the travel.

Travelling on first appointment or upon separation With the University
Transport will be provided if the respective comtract provides for the same.

When travelling on first appointmevn’f; transfer or upon separation, an employee
shall be provided with a University’\"/eh-ivcle. to transport his luggage.
In the absence of a vehicle “the employee ill ke eligible for a passage and/or
baggage allowance at rates’ determlned by (‘Sunc:lgand as guided by Government
from time to time. (1 S \\5
The employee WL” Be expected to reéi]est forgﬁf sport within three (3) months of
appointment transﬁr or termlnahon of@ppc? ment failure to which the privilege
will be forfer{”eck ¥

\ /
In case of\‘thedeath of an employee the next of kin shall be eligible for a passage
and baggage allowance at rates negotiated in the CBAs and as guided by
Government from time to time.

Where the employee requires to travel by air, they will be facilitated using the
rates determined by Council and as guided by Government from time to time.

Management of Vehicles
The University shall ensure that a register for all vehicles shall be opened and
maintained up to date. The register shall contain the following particulars of each
vehicle: -

a) Description of vehicle;
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7.9.2

7.9.3

7.9.4

7.9.5

7.9.6

7.10
7.10.1

7.1
7.11.1

7.11.2

7.12
7.12.1

b) Chassis number;

¢) Engine number;

d) Registration mark and number;

e) Log Book number;

f)  Date vehicle purchased;

g) Date and method of disposal; and

h) Vehicle Insurance particulars and copy of Insurance Disc.
Each vehicle shall be comprehensively insured.

Each vehicle shall have a file in which all relevant documents and correspondence
shall be filed, including, as far as possible, related expenditure records.

It shall be the responsibility of the DVC responsible for Administration to ensure
that vehicles are used properly. He shall put in place mechanisms for ensuring
centralized overnight garaging and parking of the vehlcles and arrange for proper
custody of ignition keys.

All drivers shall have a valid driver’s license app.ropriat‘é for the class of vehicle.
Any employee authorizing improper use of the vehicle shall be held personally
responsible, making him liable to disciplinarysagtion:y,

Drivers shall at all times set the highest standards’of road conduct.
Monthly Vehicle Returns

The Head of transport will submlt monthly vehitha, returns to the University. The
returns shall specify the followmg lnformatlo dor.¢ each.ehicle: -

(a) Vehicle particulars; %, ; & @\ p
(b) Distance travelled durlng the mont < P 4
(c) Amount of fuel»’and‘od taken:; Qf:* K L

(d) Details and cest‘ of alPrepairs;, f—f»‘ & %;E/

(e) Details of g{ognded vehicles and‘regson and

(f) Any othgr\/g*ela\iant remark conéernlr;g 4he vehicle.
h € \. /

Safety of Ni?e Mehicle

Official vehlcles shall be parked or garaged only at places authorized by the
University.

Official vehicles when garaged and parked must be immobilized. Where driving
cabins are provided with doors with locks, the door of the vehicles must be locked
and the keys removed.

Ignition Keys

All ignition keys to official vehicles will be handed to the designated employee
responsible for transport after official working hours.
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7.13  Speed Limit
7.13.1 Official vehicles should adhere to speed limits set by the Government including
the fitting of speed governors and seat belts in line with transport regulation:s.

7.13.2 These gadgets will be checked at least four times in a year to ensure that they are
functioning at all times.

7.14  Work Tickets

7.14.1 All journeys must be authorized and an endorsement made in the work ticket.
Any driver found deviating from the route authorized or carrying unauthorized
passengers or goods will be liable to disciplinary action.

7.14.2 All drivers and employees responsible for managing the vehicles shall acquaint
themselves with instructions set out in the work ticket.

7.14.3 A summary of fuel, oil and distance travelled with the reléted Work ticket number,
will be entered in the vehicle log book register on completion of each such ticket
or at the end of each month should a ticket remain incomplete that month.

7.15 Reporting of Accidents

7.15.1 Drivers and all employees using official vehlcles shall acqualnt themselves with the
provisions of the Traffic Act (Cap 403), which requires a driver of a vehicle
involved in an accident to stop and<€ive his name and address, the particulars of
the vehicle, vehicle insurance péftic"ulars and address of its owner to any
authorized person or to the Pélicel as soon aS/fJ sible, and in any case within
twenty (24) hours of the occurrence/ of t accld t. This procedure shall be
followed at all times in the” event of an accj e‘ht /

7.15.2 In addition to prowdlng a report t the PQ‘Hce if the driver shall not be
incapacitated by the’acadent he sha/Uéabmlt a prellmlnary accident report to the
Deputy Vice Chancéll@r responSIbIef—,» ofr Ad istration within twenty-four (24)
hours of the ocCurr,ence Yof the accnden‘t '

7.16 Disposals, and kcqumtlon of Vehicles\ /
7.16.1 The Vice Ghanc@ﬂlor shall seek and obtaln authority to acquire or dispose vehicles.
Disposal shall be in accordance with the laid down Government procedures.
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SECTION 8: LEAVE MANAGEMENT

8.1
8.1.1

8.1.2

8.2
8.2.1

8.3
8.3.1

8.3.2

8.3.3

Policy Statement

The University will provide leave with full pay for all eligible employees for
restorative purposes to enable the employee renew his energy and improve
efficiency.

Annual leave will be granted in conformity with provisions of the Employment
Act.

Annual leave will not be commuted for cash.

Categories of Leave
The following are the categories of leave that shall be applicable to employees:

a) Annual leave;

b) Maternity leave;

c) Pre-Adoption leave;

d) Child adoption leave

e) Paternity leave;

f) Compulsory Leave

g) Unpaid leave;

h) Sick/Convalescent leave;

i) Compassionate leave;

j)  Special Leave; 2 N

k) Leave for sportsmen/women*i” 3

) Study/Examination leave; § A
m) Leave pending retlrement/Termmal l SR
n) Sabbatical Leave; (| | e

o) Leave of absence; ands el I o S
p) Post Doctoral/‘\/fsltmg Scholar/f—ngay m Wtry Leave.

' 4 »v
,<:,~ <')-
%!

Annual Leave” >§ ) €

An employee Wlll be eligible for annt&al J’éave days as approved by the Council at
the comme)acement of a leave year except in the case of a newly appointed
employee \who will be required to complete a minimum of three (3) months
before belng granted annual leave. For this purpose, a leave year shall commence

on the 1st July and end on the 30th June of the following year.

Heads of Department will circulate leave schedules of anticipated leave dates for
their employees before beginning of a Financial Year in order to allow proper
planning.

Annual leave for a newly appointed employee will be calculated on pro-rata basis
only for the year of his appointment.
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8.3.4 All pensionable employees irrespective of their grades shall be entitled to annual
leave as provided for in their terms of service excluding Saturdays, Sundays and
Public Holidays. However, employees on contract shall be entitled to annual
leave in accordance with their contracts.

8.3.5 An employee shall be required to proceed for annual leave only after it has been
duly approved. An application for annual leave shall be submitted at least
fourteen (14) days before the expected date of commencement for consideration.

8.3.6 An employee, who has accumulated leave days and has given notification to leave
service other than retirement, shall not be eligible for annual leave if he is not
returning for further service for at least three (3) months.

8.3.7 Request for leave must be made using the prescribed leave application form which
must be duly filled and a copy maintained in the employee’sipersonal file.

8.3.8 Annual leave is not cumulative; hence leave earned shéll'be taken within the leave
year it falls due or be forfeited. However, an employee '1_‘nay, if he so wishes, carry
forward from one leave year to another not more than half (1/2) of his annual
leave entitlement upon approval by the Vice Chancellor.

8.3.9 The Head of Department and the employee should organize distribution of work
or appoint a person to perform thegemployee’s duties for the period he will be
away. There should be adequate”arrangements for an effective hand-over of
duties to ensure smooth contmurty of work durip§\the employee’s absence.

\..

8.3.10 Academic staff shall norm_al‘lyrtéke;ftheir lea whe%stu ents are on recess.

P4

& - & y
| ¥ £
8.3.11 An employee wishing, towspend  hi ave ou’csu:le the country will seek the
4 Fa
approval of the V,l,ceChan,cellor , c_f,< R
& S 4 C' N

8.3.12 An employe,e@i Ie@ve shall not engage in activities that bring a conflict of interest
with the .core\" andate of the Umvers\ty,/

8.3.13 An employee “Stationed in a designated hardship area may avail himself for his
annual leave in two portions. Each portion should be taken once every period of
six (6) months, i.e. from 1st June to 31st December and from 1st January to 30th
June.

8.3.14 An employee stationed in a hardship area not less than half of his leave
entitlement once every period of six months, will be granted in addition to his
leave travelling time of two (2) days each way and normal leave travelling
privileges in terms of this Manual. This clause will also apply to employees of
Universities situated in gazetted hardship areas.
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8.4
8.4.1

8.4.2

8.4.3

8.4.4

8.5
8.5.1

8.5.2

8.5.3

8.5.4

8.5.5

Maternity Leave

A female employee who is required to be absent from duty on account of
confinement shall be granted maternity leave with full salary for a maximum
period of ninety (90) calendar days exclusive of annual leave due for the year.

An application for maternity leave shall be submitted in the prescribed form and
duly filled at least thirty (30) days before the expected date of commencement of
the maternity leave. This leave should be supported by a medical certificate
indicating the date on which maternity leave should commence.

No female employee shall forfeit her annual leave entitlement on account of
having taken maternity leave.

On expiry of maternity leave, the employee will have the pight to return to the
job which she held immediately prior to her maternity lgave or 4o a reasonably
suitable job on terms and conditions not less favorable than #Hose which would
have applied had she not been on maternity leave.

Child Adoption Leave
Where pursuant to Section 157 of the Childken’s Act Cap 141 a child is to be
placed in the continuous care and control ofian"employee, the employee, shall be
entitled to one (1) month pre- adoptlve leavefwith full pay from the date of
placement of the child.

An employee eligible for the pre-adoptlve lea¥® shall notify the employer in
writing of the intention of the adOptlon society toplace the child in their custody
at least fourteen days before: th_e placemen ﬁthe»ghlld

(:1 ] L /
The notice shall be,accompanled by/(@gécumentatlon evidencing the intention of
the adoption soclety to splace the chlkﬁm the gtistody of the employee including a
custody agreement/)between the~ empioyee A the adoption society and an exit
certificate. ) ¢

An empldyé\e,\Who has been granted adoption rights under the Children Act, and
wishes to ‘cake leave for purposes of bonding and integrating the child into the
family, will ‘be entitled to Child Adoption Leave.

An employee/staff is entitled to adoption leave with full pay upon production of
supporting legal documents. The leave shall be granted as follows:
a) Not more than three (3) years of age, an employee shall be entitled to
three (3) months’ adoptive leave with full pay;

b) Above three (3) years of age but below twelve (12) years of age, the

employee shall be entitled to two (2) months’ adoptive leave with full
pay; and
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8.5.6

8.5.7

8.5.8

8.6

8.6.1

8.6.2

8.6.3

8.6.4

8.7
8.7.1

8.7.2

8.7.3

c) Above twelve (12) years of age, the employee shall be entitled to one
month’s adoptive leave with full pay.

The child adoption leave will commence once the employee produces an
adoption order.

An employee on adoption leave shall not forfeit his /her annual leave.

The spouse of an employee is entitled to leave of up to a maximum of two (2)
calendar weeks whenever he/she and/or his/her spouse adopt a child.

Paternity Leave
A male employee shall be entitled to two weeks paternity leave with full pay.

An employee with more than one wife will be entitled to pafernity leave only in
respect of the wife registered in the University’s medicalischeme. Such leave shall
be taken not more than once per year.

Application for paternity leave should be suppertediby a certificate of notification
of birth. '

Paternity leave shall not be deferred:'neither shall it be commuted for cash nor
shall the employee qualify for payrrhe,n"c*aofu.leave allowance.

» / N\

v W

Sick/Convalescent Leave ay, |
Sick leave is the approved absence of an er Foyeegfrom duty on account of illness
and includes weekends amd publlc holid ys < P '

/: 3 \. Q £ 7
A medical certlflcate SIgned by a medft‘t‘:al offlgg\' ust be produced in every case of
absence on acC&urjt of’illness and sﬂbgmtt? to the Head of Human Resource

within two (2) ?ays\of absence. <’ /

An employe'e \r;\‘ay be granted sick leave subject to the maximum period indicated
below:

a) All efnployees on pensionable or contract terms of service will be granted
up to six months leave on full salary followed by six months on half salary
and thereafter the employee will not be eligible for salary. However, the
employee shall be entitled to housing allowance and medical benefit.

b) An employee on sick leave as a result of an accident or occupational
disease will be entitled to full salary as per the Work Injury Benefits Act.
The employee will however, be subject to assessment by the Medical Board
to determine his fitness for further service.

c) If the employee is unable to resume duty within the second six months of

sick leave, the Vice Chancellor will refer the case to the Director of Medical
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8.7.4

8.7.5

8.7.6

8.7.7

8.7.8

8.8
8.8.1

8.8.2

8.9
8.9.1

8.9.2

8.9.3

Services to convene a Medical Board with a view to determining whether
or not there are reasonable prospects of eventual recovery and fitness for
duty.
d) On the expiry of the twelve months, the employee shall not be reinstated
in the payroll until his case is determined as provided in paragraph c above.
Where an employee is found to be unfit for service by the Medical Board, the case
shall be referred to the Council for retirement on medical grounds.

Sick leave may be authorized by a registered medical practitioner for up to a
maximum of twenty-one (21) days. Should it be necessary to allow absence from
duty in excess of this period, the medical practitioner shall provide reasons.

In the event of illness occurring while an employee is on annual leave or any
other form of leave, the period of absence will continue t@ be regarded as the
original leave for the full period of the illness, but if the illness extends beyond the
expiry of leave being taken, sick leave will be granted, |f necessary, from the end
of the leave period. ‘

Employees may be granted time off after la period of sickness upon
recommendation of a qualified medical practitionerfor recuperating purposes.

Sick leave will not be carried forward from one*financial year to another.

Compassionate Leave P N
An employee who has exhausted His annual l entitlement may be granted
compassionate leave up to tén o) C{)&kmg ays in a leave year on
compassionate grounds upon theldeath o afl immediate member of the family
(father, mother, sibling, husband wife an chrd\(@n) The affected employee must
notify the Head of Human Resourc medrately a death of a family member
) ) O <
occurs. z‘{?”%- o ‘ c_ff( p %?\

The ten (10)/da¥s lel not be recOvered from the employee’s annual leave
P

\ «/
Leave for' S@rtsmen/\x/omen "

An The V'ice Chancellor may grant an employee, who is selected to represent
Kenya in national, regional or international fixtures, special leave with full pay for
the necessary period of training and subsequent participation in sports.

The leave shall be granted in consultation with the Principal Secretary in the State
Department responsible for sports.

This special leave shall not be counted against the employee’s annual leave
entitlement.
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8.10 Leave for Special Purposes

8.10.1 The Vice Chancellor may grant special leave to employees who are called upon to
perform special duties outside their duties at the University as per the prevailing
terms of service.

8.10.2 The special leave will not be counted against annual leave entitlement and will be
authorized by the Vice Chancellor.

8.11 Festival Holidays

8.11.1 On occasions of religious festivals may be granted without loss of pay for not
more than two (2) days in a leave year, subject to the exigencies of service. An
application for leave on such an occasion should be addressed to the Head of
Department and reported to the Head of Human Resource in advance of the date
on which any particular religious’ festival is celebrated.

8.12 Unpaid Leave

8.12.1 An employee may be granted unpaid leave for a perlod not. exceedlng six months
which may extended only once for a period not excéeding six months for the
purpose of attending to urgent private affairs of exceptional nature.

8.12.2 For an employee to qualify for unpaid leave,/he will be required to have served
for at least one (1) year.

8.12.3 Unpaid leave will not be considet;ed"' fo"r_inc‘remental earning.
Q«< X y /
8.12.4 An employee on unpaid leave shall contin fe to>discharge his liabilities to the
University in respect of gafyy, fmancnal a¢ a‘hcesgdurlpg the period of absence

through his own arrangaments & &
IR &V 8
A‘f\‘fthree (3)rn?(nths s”l;@b/e referred to the Council.

D O
oV /

4
V4

8.13 Leave of Abse\nge b /

8.13.1 Leave An.em 'g;yee may be granted\leave of absence for a period not exceeding
three (3)' ykar:s ‘which may be extended only once for a period not exceeding
three (3) years

8.13.2 For an employee to qualify for unpaid leave, he will be required to have served
for at least one (1) year.

8.13.3 Where an employee is appointed on contractual terms to a public body for a
period exceeding three (3) years, the Vice Chancellor may grant leave of absence
for the duration of the contract.

8.13.4 Leave of absence will be granted to an employee for purposes of taking up

contractual appointments within a public body, private corporation or
international organization to which the employee cannot be seconded or to
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which service cannot be transferred, provided that a member may only be
granted leave of absence to a private corporation where the University
determines that the experience and expertise gained from the private organization
shall be of benefit to the University.

8.13.5 Leave of absence may be granted to a spouse of a foreign Service employee who
has been posted outside Kenya during the tour of service of the foreign service
officer.

8.13.6 Leave of absence shall not be increment-earning.
8.13.7 The period of leave of absence shall not be pension-earning.

8.13.8 During a leave of absence, the University will not contributg its portion towards
an employee's pension under contributory pension scheme. However, a staff
member undertaking a leave of absence may continue ‘tesvoluntary contribute
towards his pension under a contributory pension 4chemesduring the leave of
absence. :

8.13.9 Upon completion of the period of leave of absencena staff member shall revert to
the terms and conditions of service appropriatéito their substantive position and
shall not be eligible for another leave_of absence within a period of three years
from the period of the last leave of aisence.

8.14 Sabbatical Leave X, /

8.14.1 This is a period off the normal dufy grantéd to alified and deserving staff
members, to go for any of & comblnatlon (%?‘lé fgllow,mg act as visiting lecturer,
carry out research, wntel or publlsh to enrlch tl%?e staff academically and for the

benefit of the Unlvemty.\ é

8.14.2 Members of teqchy g is,taff at the level of f}é lecturer and above serving on
permanent ,anj)(“ ensionable terms” 6Hall e eligible for sabbatical leave on
completion of (é)' years of contmuous/{erwce with the University from the date
of appomt\rgen Yor since return from sabbatlcal or study leave, subject to approval
by the Vlce Chancellor

8.14.3 Sabbatical leave shall be granted at the rate of nine (9) months after six (6) years
of continuous service.

8.14.4 An employee on sabbatical leave shall be entitled to basic salary, house allowance
and any other eligible allowances.

8.14.5 Applications for sabbatical leave shall set out in detail the course of study
proposed, the duration of leave requested and the financial assistance sought.
Applications shall be sent to the Vice Chancellor.
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8.15 Post-Doctoral/Visiting Scholar/ Stay -in- Industry Leave

8.15.1 A member of academic or research staff holding a doctoral degree may be granted
post-Doctoral/ visiting Scholar/ Stay in industry Leave to pursue independent
research, collaborative research, advanced study, scholarly writing, curriculum
development, or other academic activities at a recognized university, research
institution, or centre of excellence.

8.15.2 The leave shall be granted where the proposed programme contributes to the
strategic objectives of the University and enhances the staff member's professional
competence.

8.15.3 The leave may be granted for a period not exceeding one (1) year at a time,
subject to approval by the University and production of a formal invitation or
acceptance letter from the host institution.

8.15.4 Extensions may be considered upon satisfactory justificatioms@and evidence of
progress. )

8.16 Study Leave
8.16.1 Study leave shall only be granted by the Vice Chancellor on the basis of the needs
of the University and the interests of staff deVelopment.

8.16.2 For an employee to qualify for study Ieave he must fulfil the requirements for
training provided in this Manual.

8.16.3 Study leave may be of any dlﬁr;at\ié'n fand o ’s/uc conditions as the University
Management may determiné“te,be specnf:?/?the letter granting the study leave
and as per the reqwremen’cs of the prograpime ofhﬁﬁe stady.

8.16.4 UMB shall have dls‘cre’tlon o approé or refuse an application for study leave.
Where such leav,e if)nof approved th‘é UMBMrespond in good time.

e / () r 4

8.16.5 A member oﬁ\s%ff whose request for stugb;f ‘leave has not been approved may opt
to apply foguﬁnald leave to pursue his/Her course.

.

*e
8.16.6 Members of staff on study leave will not be entitled to annual leave or payment
of leave allowance during the period of study leave.

8.16.7 A member of staff who has completed their course outside the country shall be
granted ten (10) working days leave upon return before resumption of duty in the

workplace.

8.16.8 A member of staff on study leave outside the country shall be paid 80% of his or
her basic salary and house allowance during the study leave.
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8.16.9 A member of staff on study leave within the country shall be paid 100% of his or
her basic salary and house allowance during the study leave.

8.16.10 Bonding shall be a prerequisite for granting study leave and the bonding period
shall be equal to the period of study. The application for study leave shall be to
the Vice Chancellor through the Head of Department.

8.16.11 Study leave shall be utilized for the approved purpose, failure to which
disciplinary action will be taken.

8.16.12 The employee will be required to comply with the scholarship condition(s) where
the studies are sponsored.

8.16.13 An employee shall not proceed for study leave before approval, bonding and
formal release.

8.17 Terminal Leave Pending Retirement

8.17.1 An employee who is due for retirement will be entltled in addltlon to his annual
leave thirty (30) calendar days leave pending retirement. This leave must be taken
a month preceding retirement or be forfeited.“ltwill neither be commuted for
cash nor will the employee qualify for additionalleave allowance.

8.17.2 An employee who is due for retlrement wnll be entitled to annual leave which
shall be calculated on pro-rata baSlS

Csw A

8.18 Compulsory Leave \ B

8.18.1 The Vice Chancellor may,, With, the wrlt/e(éapprova of the Council, send an
employee on compulsoY‘y leave for a pe lod nqt» > exeéeding thirty (30) working
days in case an mvestlg@tlon is bei conducted where it is feared that the
employee may mfluende or interfere &%h theystlgatlon

A

N\
8.18.2 The Vice Chafi‘ceﬁor shall notlfy m>wr1 ng, the employee being sent on

compulsory“ 183%/8 “of the reasons. for }he decision and the duration of the
compulsory leév \. ./

8.18.3 An emploVee on compulsory leave shall be entitled to full pay and benefits.
8.18.4 Compulsory leave shall not count as part of an employee’s annual leave.

8.19 Public Holiday

8.19.1 Public and religious holidays are observed in accordance with Public Holidays Act
(Cap 110) or any other as declared and gazetted by the Government from time to
time.

8.19.2 The following days will be observed as public holidays:
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S/No  [Event Date
1.  |New Year 1st of January
2. |Good Friday
3. |Easter Monday *
4. |Labour day 1st May
5. |Madaraka day 1st June
6. |Mazingira Day 10th October
7. |Mashujaa Day 20th October
8. [Jamhuri Day 12th December
9. |Christmas Day 25th December
10. [Boxing Day 26th December
11.  [Eid-Ul-Fitr *
12. [Eid-Ul-Adha

* In accordance with the relevant religious calendas

8.19.3 The University will also recognize any other public holidéy'fhat may be gazetted
from time to time under the Public Holidays Act, Cap. 110"of the Laws of Kenya.

8.19.4 Employees who work on public holidays shall be granted one day off.

8.20 Inability to Proceed on Leave as Schequ'led

8.20.1 Whilst every reasonable effort will:be,made to allow employees to proceed on
leave at their desired time, in certai\n,ifci'r;cu‘mstange it may not be possible to grant
leave at the time the employee ‘Wwishés togt‘age it.sW/here leave cannot be taken

during the year at the prgferé‘hﬂalf:f‘dates shovin vb,s'??én ployee, suitable date will
be mutually agreed durir@g which the empk y(eer\géy proceed on leave.

8.21 Recall from Leave €4, | Ao £
8.21.1 In consultationé&i’e\h“tﬁg Head of’ Hchman ,%rce, a member of staff may be
recalled from l*ru‘él leave due to exigeficiesOf duty on the following terms:

a) Ofﬁc‘ia@t;,_,"nﬁ\‘fﬁunication made to j;szé recalled staff on the same and copied
toHum: n Resource department;”
b) Theyinutilized leave days shall be credited back to the staff;
) The first two (2) weeks of the leave shall be uninterrupted
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SECTION 9: PERFORMANCE MANAGEMENT

9.1 Policy Statement

9.1.1 The University recognizes performance management system as a critical
component of the Human Resource Management function. The overall objective
of a performance management system is to manage and improve performance of
the organization by enabling higher level of employee participation and
involvement in planning, delivery and evaluation of work performance.

9.1.2 The University will take into account individual performance and reward
employees for their contribution in a fair and equitable manner. The Performance
Management System has therefore been designed to achieve this objective, among
others.

9.1.3 The Performance Management System will support the Umversrty to attain the
following:
a) Attract and retain qualified employees; ‘
b) Motivate employees by rewarding good performance
c) Support management in the realization of the objectives of the University;
and )
d) Enforcement of regulations.

9.1.4 The System provides for settlng of performance targets, work planning and
evaluation of performance.

9.2 Performance Management Proces*s \;f"'
9.2.1 Performance Managemenim i the University.s lg achieved through: Strategic
Planning; Performance cghtractmg and the Staff Aiaprar&al System.

/

9.2.2 Strategic Planning « QQ' e
9.2.2.15trategic plannmg\for.’achlevement 3f over%ng term goals of the University
will be underfakeé\ by the Counal

\\\ ] //‘
9.2.2.2 The Vrce\NCS*ancellor shall coordihate the development and review of the
strateglcv, an.

L\

9.2.2.3 The strategic plans will form the basis for setting performance targets for the
University, and which shall be cascaded to the individual level.

9.2.3 Performance Contracting

9.2.3.1Performance contracts shall be anchored on national development goals with clear
linkages with the University’s strategic plan. It shall be cascaded to all
departments, divisions, sections, levels and all cadres of employees.
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9.2.3.2 Performance Contracting is a negotiated process in which the University sets its

performance targets based on its mandate, functions and its strategic objectives
in line with performance contracting guidelines issued from time to time.

9.2.3.3 It will be the responsibility of management to link the Performance Contracts

with the Performance Appraisal System (PAS) and the Performance Rewards and
Sanctions Framework.

9.2.4 Staff Performance Appraisal System
9.2.4.1 Staff Performance Appraisal is a critical component of the human resource

management function. It is predicated upon the principal of efficiency and
effectiveness in work planning, setting of agreed performance targets/metrics,
feedback, reporting and learning. It is linked to other human resource systems
and processes such as employee development, career guidelines, placement,
rewards and sanctions.

9.2.4.2 The system provides for efficiency and effectiveness in work planning, setting of

9.3
9.3.1

9.3.2

2.4
9.4.1

agreed performance.

Objectives of Performance/ Productivity Measurement

Staff The overall objective of the appraisal=system, is to manage and improve
performance/productivity of the Universityybytenabling a higher level of staff
participation and involvement in efficient/effective planning, delivery and
evaluation of work performance/prod'ucti\)ity.

The specific objectives are to: - :
a) Link individual performance/prod tlety argets/metrics with the
University strateglc obJectlves and wérk’ plag, /

b) Enable supervnsorstand appraisee fo conttﬁuously assess work progress;

c) Assess the leammg\and develoyéent needs of employees on timely basis;

d) Promote acco‘unfablllty in the @mversngy‘

e) Promote’ xco)‘nmunlcatlon and g)ncou ge continuous feedback between
apprms\ega and supervisor; <7 ¢

f) Set the\ basis on which an e/r/nployee s performance/productivity is
mon?tored and

g) evafuated as stipulated in the individual work plan;

h) Improve the quality of work through better planning, ongoing discussions
and fair participatory appraisal; and

i) Provide information for decision-making on administrative and human
resource issues such as renewal of contracts, promotions, delegation of
duties, training, deployment, reward and sanctions.

Performance/Productivity Management Process

Performance/Productivity Management is based on the following underlying
principles, and the need:
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9.4.2

9.4.3

9.4.4

9.5
9.5.1

9.5.2

a) To identify individual/ team objectives and performance/productivity
measures linked to the Vision, Mission, Core Values and Strategic Objectives
of the University;

b) To promote employee career development by creating learning
environment and ensuring quality improvement through training, coaching,
counseling and mentoring;

¢) To provide open and honest periodic evaluation of an employee’s
performance/productivity; and

d) To link promotion to the employee’s performance/productivity rating.

Each employee will have a job description, outlining basic responsibilities. Job
descriptions will be written in a simple language that clearly defines the scope and
limitations of the job ensuring that:

a) Upon employment, an employee will be given a job description for
appointed position;

b) An employee will be required to confirm receipt and attestrto having read
and understood the job description by SIgnmg a copy, Wthh will be placed
in his personal file; and

c) All job descriptions will be approved by the |mmed|ate supervisor and the
respective Heads of the various Directorates/Divisions.

Job description will contain the following basig,information:

a) Job title; '

b) Location of job;

c) Reporting relationships;

d) Major responsibilities; and 4 4

e) Limits of an employee in° the Umvemty / _

The job descriptions are not' statlc and are B?ject tg) change from time to time in
response to the Umversnfy s needs and lndlwduat\empl’oyee competencies.

p_ ™ Q g
Work Planning and Sethng of Perfomé‘ance/ Plgb ct|v1ty Targets/Metrics
Work Plannmg‘ﬁantd Set’clng of Perfo?mance7 roductivity targets/metrics shall be
undertaken . p(lgr tQ, the beginning of* the /performance period, where Divisions/
Directorates/Deépartments shall prepare/work plans based on the strategic plan
which sh@t}d\mdlcate priority objectives from which individual performance
targets wnll be derived. Heads of Divisions/Directorates/ Departments will meet
with employees under their direct supervision to discuss and ensure that the
objectives and performance/productivity targets/metrics of the
Divisions/Directorates/Departments are understood.

The individual work plans will be derived from the Divisions/Directorates/
Departments Work plans and employee’s job description. The work plan will
briefly describe the performance/productivity targets/metrics or expected results
on specific assignments and activities for which the employee is responsible during
the performance/productivity period.
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9.5.3

9.54

9.6
9.6.1

9.6.2

9.7
9.7.1

9.8
9.8.1

9.8.2

9.9
9.9.1

9.9.2

The appraisee will hold discussions with the immediate supervisor to agree on the
work plan. The performance/productivity targets/metrics shall thereafter be set as
agreed in the discussions by latest 10th July of each vyear. For each
performance/productivity target/metrics to be assessed there will be clear
performance indicators.

As part of the Staff Training and Development Plan, every employee will indicate
at least one training goal to be achieved in the reporting period as agreed with the
supervisor. This may include special assignments, continuing education, on the job
training, seminars, conferences or study tours.

Values and Competencies Assessment

Achievement of performance/productivity targets/metrics will also depend on
possession of certain specific competencies. Besides these/ competencies, it is
important to ensure that results in the University are reallzed through observance
of certain well-defined values and ethics.

The Supervisor shall discuss with the appraisee eagh conﬁpetency and value at the
beginning of the appraisal period in order tq,be clear on the relevance of the
competencies and values on the performance/productivity of the appraisee.

Appraisal Period
The appraisal period will cover one« (1) year with effect from 1¢ July to 30t June
of the following year. The Performance/produchvnty Appraisal reflects the
summation of the year’s performance 7N

Continuous Performance/Productwlty App@ /
Performance Performanqe/ Productivity ppralsaH? an ongomg process throughout
the appraisal perlod/ Mﬂestones ov dﬁhe reviewperiod should be documented
and maintained i iR the appralsees persﬁ)nal flleg,\

,.\\7 /,), / \ o
Employees serv'l;g@n contract terms will bé appraised every Quarter (1/4) during
the first year of the contract. If the perf mance/ Productivity is unsatisfactory, the

contract th}be ‘terminated in accordance with the contract document.

Mid-Year Performance/Productivity Review

The main purpose of the mid-year Performance/ Productivity Review is to accord
both the supervisor and appraisee the opportunity to jointly review the progress
made by the appraisee in accomplishing the assighnments agreed on at the
beginning of the appraisal period.

The review which should be in the form of discussions, should be centered on
what has been achieved, any constraints experienced and whether there is need to
vary the initial assignments in order to accommodate any unforeseen
circumstances.
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9.9.3 Any changes, additions or removal of performance/ Productivity targets/metrics
should however only be made in the event that there have been significant
changes in the nature of functions carried out by the appraisee and which may
necessitate revision of performance targets.

9.9.4 The supervisor should, after discussions with the appraisee at the Mid-Year
Performance/ Productivity Review comment on the appraisees performance.

9.9.5 In the event that the supervisor leaves the Division /Directorate/Department, he
will be required to appraise the performance /productivity of the appraisee for the
period served.

9.10 End of Year Appraisal Process
9.10.1 The end of Year Appraisal will take place at the end of the reporting period. The
following steps constitute the end of year evaluation processis,

a) The supervisor and appraisee are required to meet at the end of the year to
discuss the overall performance/productivity for the whole appraisal
period.

b) Prior to the meeting, the appraisee should prepare a preliminary report on
the extent to which set targets were achieved as agreed at the beginning of
the Performance/productivity period with'clear performance indicators.

c) After the meeting, the evaluation fotm will be signed by both the appraisee
and the supervisor and forvarded/to the second supervisor or respective
Heads of DlVlSlon/Dlrectorate/Departmem" applicable.

d) The Heads of Department will revrew and comment on the
performance/produétivity evalue Q‘h C@urlor to forwarding to
performance/prodUctlvity mana ment cc\)%mlt’tee

o\ o

e
9.10.2 In cases where the employees peé‘ormangﬁ/ roductnvnty is below acceptable
standards, man‘agejnent will put m«bl@ce 3 programme to help the employee
improve. /:\ }7 ) S

i/A

\ (
9.10.3 The respcxhﬁbmty to have the evaluations completed in time lies with both the

appraiser and appraisee.

9.11 Performance/Productivity Rating Levels
9.11.1 The University shall develop performance/productivity rating guidelines from time
to time which shall be the guiding tool for rewards and sanctions.

9.12 Rewards and Sanctions

9.12.1 The overall goal of the Rewards and Sanctions is to establish a basis for rewarding
exemplary performance/productivity and administering sanctions for poor
performance/productivity, motivate employees to have positive attitude to work
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and to enhance productivity. This will also create linkages between University and
individual performance.

9.12.2 The University shall on the recommendation of the Employee Performance
Management Committee reward excellent performance/productivity and apply
the appropriate intervention in accordance with Staff Performance/Productivity
Management Policy for the University. The supervisor may however recommend
other specific interventions depending on the insight gained during the appraisal.

9.12.3 The Committee will be responsible for the administration of the Staff
Performance/Productivity Management Policy. The Committee will also handle
cases of appeals after employees have exhausted all review mechanisms.

9.13 Appeals

9.13.1 If an employee disagrees with an evaluation and cannot resolve the disagreement
with the supervisor, the employee may appeal to the Vice Chancellor for a review
of his initial performance/productivity appraisal. ]

9.13.2 The appeal must be made in writing and submitted to thé Vice Chancellor within
ten (10) days of receiving feedback on the initial performance/productivity
appraisal. The Performance Management Committee shall review the employee’s
appraisal.

9.14 Reward and Recognition y Q

9.14.1 The University recognizes thé role of rewafdh_in performance/productivity
improvement. It appreciatess that every em oyee s a direct contribution to
make towards the Unwersxtys strateglc afs)ectwes Through this policy, the
University  shall strlve to rewa d - staﬁf? ofi the basis of their
performance/produeiwlty\on the agre}eé targets

9.14.2 The University Wl) endure that 'the *t‘o(p pe$ rmers are recognized, appreciated

and rewardec{ @r Sustained organlza‘clona/l/success

V4

N\ /
9.14.3 The rewa@«% and sanctions shall be as set out in the rewards and sanctions

framework for the University and will be composed of the following:
a) Compensatlon
b) Annual bonus;
¢) Incentive;
d) Awards and/or
e) Sanctions.

9.14.4 This shall apply to staff serving on pensionable and contractual terms.
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9.15 Award of Excellence

9.15.1 The University shall encourage all staff to embrace a performance-oriented
culture. In this respect, it shall ensure that staff members who demonstrate
exceptional performance are recognized, appreciated and rewarded.

9.15.2 Each year, the University shall recognize excellence in various categories. The
awards shall be given to staff who have made outstanding contributions to the
betterment of the University. These awards contribute to the ability of the
University to attract and retain a talented work force; and for the improvement of
our service delivery to our clients.

9.15.3 There will be an awards Committee appointed by the Vice Chancellor.

9.15.4 The Committee will be responsible for developing criteria,fevaluating, selecting
nominees and presenting the winners for recognition/rewasd.,

9.15.5 The Chairperson of the Committee shall invite ther.:,emp"loyees to nominate
candidates for each award category. ~

9.15.6 The Awards Committee shall review all nominations and shortlist five finalists in
each category. The committee can requestyforhany other relevant information
from the Heads of Departments and/or. the HR:

9.15.7 Each award has a unique ellglblhty crl’cerlon which shall be communicated by the
Chair of the Committee. One award rec1p1ent sHal, be selected for each category
each year. A member of staff, shall not recei the same award more than once.
No person shall receive twé' awards in the the: ye@r /

("1 ',‘ ey ® /
9.15.8 Generally, the awards WIH be'in the fy@wmg categorles
a) Employee, ef\the Yyear nommfé%lom ( rd of Excellence & Performance
targets- ba\sea reWard); /,.;?f-'(v),‘ :
b) Best Rqs rcher (s) . /
c) Best Lecturer (s); \ /

d) Beﬁkmpfoyee in Customer Serv1ce

e) Best employee in Team work;

f) Best employee in Innovation (creative and innovative idea);

g) Outstanding Community outreach initiative;

h) Any other as management may introduce from time to time.

9.16 Employee of the year nominations

9.16.1 This will be an overall staff award from the University. One must have achieved
“excellent” in the evaluation, stakeholders and performance/productivity appraisal
reports.
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9.17 Customer Service

9.17.1 This award shall be granted to an employee who has good communication skills,
good interaction with customers, understands customer needs, handles customer
complains well, delivers quality service and deals with challenging situations.

9.17.2 The employee also follows-up customer queries and gives prompt feedback and
treats both customers and fellow employees with courtesy.

9.18 Team work

9.18.1 This award shall be granted to an employee who communicates constructively
with other employees, demonstrates reliability, respect and courtesy in his/her
operations, listens actively by absorbing, understanding and considers ideas from
other employees, shares information, knowledge and experience openly and
willingly. The employee cooperates with other employees, gexhibits flexibility in
changing conditions and demonstrates commitment in performingsis/her duties’

9.19 Best Innovations L ) .

9.19.1 The Best Innovations Award will be granted to an employee who exemplifies a
high level of creativity, innovation and knowledge. that significantly contributes to
the University’s business growth, developments opetations, costs cutting, customer
service, enhanced quality and efficiency in processes, and corporate image.

9.20 Employee Performance/Productivity Management Committee
9.20.1 The Vice Chancellor will constit{jte‘ an Employee Performance/Productivity
Management Committee whose “responsibility 3;1 Il be to monitor and evaluate

employee performance/prodgcti&xifgy\in’/’theyersjg
9.20.2The composition of ¢ the Employgefj . "‘E@‘i}forpﬁance/Productivity
Management Committee shall be as follgws:: - . '\

a) Deputy Vicg":@hfé_‘nic‘é‘llbi' respo c_)ﬁ(%/’lé*fo;{:?h’ihistration to Chair

b) Head resgéﬁﬁib‘lééj,fo'r Human R\qsbu?ce? ecretary;

) Rele\{aﬁipeggs of Faculties, _DﬁiFe,Efogsxof Institutes/Campuses;
d) Direct&,\;}" i

e) Hegds,of Department; and

f) Head of Performance contracting.

/

9.20.3 The role of the Employee Performance/Productivity Management Committee shall
be as follows: -

a) Ensure that the integrity and credibility of the overall staff
performance/productivity appraisal is safeguarded;

b) Ensure that the appraisal process is adequately linked to University Strategic
Plan, performance contract, Divisions/Directorates/Departments objectives
and work-plans;

¢) Moderate and validate the rewards/sanctions implied by the assessment
and make recommendations to the Vice Chancellor;
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d) Propose measures to improve the staff performance/productivity appraisal
process;

e) Ensure that performance/productivity of all employees is evaluated and
feedback relayed to the employees in writing at the end of the appraisal
period;

f) Arbitrate in cases of disagreement on appraisal ratings between supervisors
and appraisees;

g) Implement the internal monitoring and evaluation framework;

h) Hold quarterly performance/productivity review meetings; and

i) Compile annual performance/productivity appraisal reports.

9.21 Employee Performance/Productivity Committee Recommendations

9.21.1 The Vice Chancellor shall, on the recommendation of the Employee
Performance/Productivity Management Committee and appfroval of the Council
and the Government reward excellent performance ands apply the appropriate
intervention in accordance with the Rewards and SanctionsFramework.

9.21.2 The supervisor may however, recommend other.speciﬁé interventions depending
on the insight gained during the appraisal.

9.21.3 The performance/productivity appraisal report shall form the basis for placement,
promotion, separation and mobility of .employee within the University.

9.22 Performance Improvement Programme (PIP)
9.22.1 The performance lmproveme‘nt plan defines”Nareas of concern, gaps and
expectations in work performance and provi for an\gpportunity to demonstrate

improvement and commitfiént. ; & @\ p
("1 ] el \\5 /
9.22.2 Procedure of placing/an émployee on/éﬂPerformance Improvement Plan in Section
of this manual w;ll\b\e followed. ‘—‘3" . @\
/}/ A / \‘ o v
9.22. 3Concerns/GaRs>zdentlﬁed during the m|d year review will be discussed with the
employee‘ Q@ N 7

9.22.41f no lmp\‘ovement is noted during the end year evaluation, the employee will be
placed on a’performance improvement plan.

9.23 Timeline for Improvement, Consequences & Expectations
9.23.1 The Performance Improvement Plan (PIP) period will be six (6) months.

9.23.2 During the time of PIP an employee will be expected to make regular progress on
the plan.

9.23.3 Failure to adhere to the plan will result in disciplinary action.
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9.23.4If significant improvement is noted within two (2) months after placement on PIP,
the PIP programme will be terminated for the employee.

9.23.5 Failure to maintain performance expectations after the completion of the PIP may
result in additional disciplinary action up to and including termination.

9.23.6 The contents of this PIP are to remain confidential. Should the employee have
questions or concerns regarding the content, the employee will be expected to
follow up directly with the supervisor.

9.23.7 The PIP does not alter the employment terms and conditions of service.

9.24 Selection of Awardees
9.24.1 The Head of Human Resources will send timely prompts to all staff on the semi-
annual awards selection exercises. ‘

9.24.2 The Head of Human Resource will ensure the nominatigns al;e submitted at least
three (3) months before the annual staff Awards ceremeny. ©

9.25 Types of Rewards -
9.25.1 The types of rewards/recognition will includesbut not limited to:
a) A trophy; '
b) A certificate signed by Vice Chancellor;
c) A photo displayed prominent_lii'; '
d) Cash Reward; L\

e) An appreciation letter; ‘\“ /

f) Paid holiday; and e, § A.%

g) Recommendation(jg:dfﬁg National A a‘fr‘"dg's'"S\/@herpe.
| ARSI 4

9.25.2 The reward/recognitich shalitbe dete;@s‘rigd' by the’Vice Chancellor in consultation
with the Unlverf}tx(fouhcﬂ from timé‘(’fo’ ’ii.njgy
L) ® / &%
9.26 Staff Long Serving'8onus Award . <572/
9.26.1 The Universitygmay from time to time/subject to availability of funds reward
employeéfs‘\jl"??y_klé@'have served the University for a continuous period exceeding
twenty (2(\31 years with a Bonus Award.
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SECTION 10: TRAINING AND DEVELOPMENT

10.1
10.1.1

10.1.2

10.1.3

10.1.4

10.1.5

10.1.6

Policy Statement

Whilst the University will recruit competent personnel, it shall endeavour to
continuously upgrade employees’ core competencies, knowledge, skills and
attitudes including their ability to assimilate technology to enable them create
and seize opportunities for social advancement, economic growth, individual
fulfilment and for overall improved performance of the University. The
University will make adequate budgetary provisions for training and
development.

The University therefore recognizes the need for training and development of all
employees in order to ensure effective delivery of its broad mandate. It shall
therefore offer training opportunities to all its employees in order to improve
their work performance and personal development.

Training and development of employees will Jbe “difected towards the
achievement of the following objectives: W

a) Enhancement of the organizational performance by helping all employees
to improve on their efficiency and effectiveness;

b) Assisting each employee to gain competences and skills in preparation for
more responsible positions and to helpieach employee prepare for changes
as the University develops to meétighanging and emerging needs;

c) Ensure availability of sufficientytrained human resource-base to meet the
University’s future requ‘iljém\efnt?\by identifying those requirements and
providing appropriateﬁtrainihg;a'hd development opportunities for targeted

ue

employees; and S, 8 A8
d) Inculcating the deﬁired' Work ethics,{al

) vl,: y )
S and corporate culture.
‘Q@?ﬁ corp

have at least ﬂ<\1e\(5)days training iﬁ}i’é yeagsubject to availability of funds while
newly recgg_i’cg_dgé)r transferred _eﬁ%b.f@yep must be inducted within two (2)
weeks of t‘h’ejj&?rfanﬁér date or joining the/University.

i \_/

All training must ki\éba;\ed on idenk@‘dﬂa}iﬁ?heeds. Members of staff should

An empye\e who has been on training will be eligible for his normal annual
leave only for the year he resumes duty in addition to the leave days officially
carried forward before proceeding on training.

Supervisors will assess the impact of the training by employees during annual
appraisal.

10.2 Training Strategy

10.2.1

Any training provided by the University will be based on systematic analysis of
its contribution to the effectiveness of the University. Training needs will
therefore be assessed at three levels:
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a)
b)

c)

At the Management level;
At the relevant Division/Directorate/Section functional level; and
At the Individual level.

10.2.2 To this end, the University will draw up and maintain an Annual Training Plan
that will address these levels. The following factors will be taken into account
when planning training programs:

a)
b)
<)
d)
e)
f)
g)

10.2.3 The

Objectives of the training;

Content of training;

Costs involved (vis-a-vis the cost of not training);
Likely benefits and how they can be evaluated;
Training methods available and their appropriateness;
The location and timing of any training program; and
The training provider.

University’s training strategy will ensure competent! manpower for long

range career development and succession planning withinsthe University.

10.3 Management and Co-ordination of Training

10.3.1 The management and coordination of training shall be the responsibility of the
Human Resource Management Advisory Committee.

10.3.2 The Committee shall be responsible for the'following: -

a)
b)
<)
d)

Analysis of training needs;

Developing a training budget

Consideration and prioritization‘efdraining projections;

Consideration and approval of tralnlng plans and employee development
strategies; & &
Identification of employee tralnmg o‘grarrgmes including group training;
Assessment of available scholarshj P, awards" 4

Ensuring optu:nal utilization of mmg resources

Oversee the, deVeTopment of témlng

Identify_ and,!or ‘design and orgénn;e st able courses for the employees;
Offer/ap‘ ‘roprlate support for the trainees.

Upderta ;fe performance evalus\’florfdof the employee after training.
De\k'}e,\ ,organize, run, monitor and evaluate the effectiveness of the
tralmng programme.

m) Deliberate on individual and group training and make recommendations

o)
P)
q)
r)

for approval.

Ensure implementation of equal opportunity policy on training.

Utilize cost-effective resources and ensure that the training courses are
relevant

Initiate and monitor training activities within and between Schools/Sections
and collaboration on activities where appropriate.

Provide information to staff on the opportunities for staff development
and training both internally and externally.

Liaise with other training and development organizations.
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s) Supervise all staff training and development activities.

t) Liaise with other heads of sections and relevant Committees within the
University; and

u) Preparation of annual report on training activities carried out.

10.3.3 The HRMAC shall hold their meetings on quarterly basis and at least four times
in a year. The main meeting shall be in the first quarter of the financial year
which shall be the planning meeting. It is this meeting that the annual training
allocations shall be done.

10.4 Training Needs Assessment

10.4.1 Training Needs Assessment is a performance audit that generates and provides
information to assess the inadequacy of knowledge and skills which inhibits an
organization from attaining its objectives.

10.4.2 Training activities undertaken by the University emplbyeesk shall be based on
Training Needs Assessment which shall be conducted after every three (3) years.

10.5 Training Projections —_
10.5.1 Departments are required to prepare traiming projections based on Training
Needs Assessment to guide in the nominatiom of employees for training.

10.5.2 Selection of trainees for training pt‘égra’mmes will be based on identified needs
and will emphasize on training fok, performance improvement to address
individual, the University and fiatignal goals / ™\

10.6 Guidelines for Selecting/R(e‘éémfﬁéﬁding an tﬁcﬁ),;tb'\gee for a Course
10.6.1 Each Department willl prioritize the projections 4And forward them to the
Training Committeefior €omsideratigre .« " . /
10.6.2 The training projectiof priority listshould t&f'é/into consideration the following
among othe‘rﬁfa/‘c_:‘fcjgrs‘:’*if’" / ,fg?f-'(v)."' %'
a) Critica”(f%jli'§£k§levelopment' réquitred fOr improved service delivery;
b) Pr}omo\ﬁqn and career developm%t requirements as per respective Career
Guideélimes:
¢) Regignal balance;
d) Age of employee depending on the sponsor and course requirements;
e) Confirmation in appointment;
f) Length of service;
g) Gender equity;
h) Seniority;
i) Performance as reflected in the appraisal; and
j) Cost of the training.
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10.6.3 Focus should be projected on courses that are relevant to employees’ duties and
responsibilities and that are geared towards bridging the employee’s
performance gaps and enhancing career development.

10.6.4 Courses which are not available locally may be considered for sponsorship
outside the country.

10.6.5 Emphasis should be given to group trainings which are geared towards improved
service delivery in the University, achievement of the University mandate and
attainment of national development goals.

10.7 Training Programmes

10.7.1 Training programmes comprise both short and long-term courses in specific
professions that are intended to impart required knowledge, skills and attitudes
to enhance staff performance.

10.7.2 The University may design specific in-house training prograr‘hmes which address
the identified training needs. In addition, tralnmg and’be provided under
institutional training both locally and abroad.

10.7.3 In designing training programmes, the UnlverSIty should ascertain the availability
of: -
a) Professionally qualified and experienced'trainers;
b) Training programmes that are gost-effective; and
c) An effective evaluation and feedback system to assess the impact of training
on performance. QX »

10.8 Induction W &
10.8.1 Induction is expected t@ help an employee far@ﬂ’larlze themselves with the work
environment and posxtlon/)ob requy;/ments

10.8.2 The Umversnty/Js\expected to condlf?qt lndu%}/training within three (3) months
for newly ecrt d employeés and thos ho have been promoted or re-

/

. . i
C "Framlng
10.9.1 Employees at all levels will be eligible for at least five (5) days training in a
financial year subject to availability of funds.
10.9.2 An employee who attends a long-term course lasting six (6) months and above
will be required to work for two (2) years before he can qualify for selection for
another long course.

10.9 Ellglblllty

10.9.3 Under normal circumstances, new employees will be required to serve for a
minimum of two (2) uninterrupted years before being eligible for study leave.

10.9.4 Employees on probation will not be eligible for long courses lasting more than
six (6) Weeks.
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10.10 Eligibility for Sponsorship for Long Term Courses

10.10.1 Long term courses are those which are scheduled for a period of six (6) months
or more. Eligibility for sponsorship for such courses by the University will
depend on the following:

a) Sponsorship offered to employees with at least two (2) vyears
continuous service with the University prior to the date on which the
intended course of study begins;

b) Demonstration of aptitude to successfully pursue the programmes
applied for; and

c) Support by the respective supervisor on relevance of the desired
training.

10.11 Eligibility for Short Term Courses
10.11.1  Short term courses are those scheduled for a period of less than six (6) months.

10.11.2 The University will ensure continuous learning forgstaff by offering short job-
related group or individual courses to enhance employees skills for effective and
efficient execution of University’s mandate.

10.11.3 Eligibility for sponsorship by the University/Wwill depend on the following: -
a) Demand-driven training determlned through the annual training needs
assessment; -
b) Recommendation of lndlwdual training by the respective Head of
Department; and ;
c¢) Recommendation by the Tramlng Comimittee to the Vice Chancellor for
approval. .\ g

10.12 Self-Sponsored Courses | [1

10.12.1 Employees underiqkrng part tlme SE@%ponsor ‘courses will be exempted from
paying 10% tr;umng 1evy / - >>\

10.12.2 In cases whé ‘r -ar\employee had proceedzd on a self-sponsored course approved
by the Vlce fancellor and while a(cencﬁng the course the employee manages to

j"_‘ ing from the University, he will be required to pay 10% training levy

for the §pec1f1c duration of the sponsorship. However, sponsorship will not

cover any outstanding fees prior to the scholarship.

10.12.3 An employee attending an approved course which has an examinable
component may be granted examination leave to sit for main examination. Such
a request shall be accompanied by an official time table issued by the examining
body or institution.

10.13 Course Approval

10.13.1 The Vice Chancellor shall grant course approval for employees proceeding on
authorized training in accordance with University regulations. Employees shall
obtain course approval before commencement of training.
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10.13.2 The University shall encourage employees to pursue training courses in local
institutions. However, where preferred courses are not offered locally, the
University may consider approving pursuance of such courses outside the
country subject to availability of funds.

10.14 Progress Reports

10.14.1 All members of staff shall be expected to provide official performance reports to
their Heads of Department by the end of each school term or by the end of the
course whichever is earlier. The University shall not release the next instalment
unless such a report is satisfactory.

10.14.2 A Training Evaluation Report shall be carried out at the end of the training.

10.15 In-House Training Programmes

10.15.1 The Head of Human Resource in conjunction with Heads of Department will
design specific in-house training programmes as a methad of‘@éveloping training
interventions which address identified training needst Injaddition, training can be
provided under institutional training both locally, and @broad.

10.15.2 In designing training programmes, the Head“of Human Resource should
ascertain the availability of: : '
a) Professional, qualified and experienced trainers;
b) Training programmes that afe cost-effective;
c) An effective evaluationdandyfeedback system to assess the impact of
training on performangef@nd, Vi
d) Selection of trainges for ‘@ll trainj g programmes will be based on
identified needsmwith empha&s® <o, training for performance
improvement (that Jaddresses -fiational” organizational and individual
goals.  gny i ‘

10.16 Undergraduate TraJﬁing ‘ "ff( f\/

10.16.1 The Univem&i;:;g{{all\"v"not spoﬁsq\ff?‘;{er\‘/ini members of staff for first degree
programrﬁé@}}i)(/ﬁ”é’re there is need for/skills at this level, the University will
procure‘,\iv;t!;;ef\‘i‘@me from the job market. However, employees who wish to
sponsor"éﬁéﬁselves for the undergraduate training shall be granted course

approval ®

10.17 Masters programmes

10.17.1 The University may support and approve training at master’s level for
employees requiring the skills at this level for performance and career
progression as prescribed in the respective career progression guidelines and as
provided for in the Staff Training and Development Policy. However, the
University shall not support employees for second master’s degrees.
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10.17.2 Employees intending to pursue such courses shall be required to channel their
requests to the Chairperson of the HRMAC through their Heads of Department
prior to the course commencement date.

10.17.3 The University shall encourage employees to pursue training courses in local
institutions. However, where preferred courses are not offered locally, the
University may consider approving pursuance of such courses outside the
country subject to availability of funds.

10.17.4 For an employee to be eligible for sponsorship they must have served a
minimum of three (3) years’ continuous service in the University.

10.18 PhD Programmes

10.18.1 The University will consider financial assistance or approve request for training
at this level on a case-by-case basis provided that the area of study is focused
towards the University’s strategic needs emanating,from the University’s
mandate and functions and the course is relevant to_the employee s current or
potential future deployment.

10.18.2 An employee’s application to undertake doctorate studies (PhD) under self-
sponsorship arrangement may be considered forapproval on condition that the
area of study is relevant to their duties,4has.completed two (2) years’ service
since the last long course undertaken and“the approval shall not provide for
reimbursement of training expenses, -

10.19 Post-Doctoral Studies
10.19.1 All PhD holders shall be encouraged to undactake postdoctoral studies to
enhance their research andtompetence in their resp tive discipline.

&
10.19.2 Post-Doctoral training fpr more than six monthg&\al%e entitled to study leave.

10.19.3 An employee’s ,;:ﬁpplicatio'n to r{ﬁertake st-doctoral training may be
considered for/approva1 on condlt‘on ’fha’rL area of study is relevant to their

duties, has, eo leted two (2) vyears Aervice since the last long course
undertaken\ D /
Z \ (A

10.19.4 Where a\i employee had been granted study leave to undertake their Doctoral
Studies, he will be required to have completed the bonding period before
approval can be granted.

10.20 Split/Sandwich Scholarships/Staff Exchange Programmes

10.20.1 The Split / Sandwich Scholarships/Staff Exchange Programmes for training shall
be subject to the dual agreements or contracts under which the scholarships
were obtained or as per conditions of the exchange programme.
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10.21 Job Rotation, Coaching and Mentoring

10.21.1 Whenever possible, new employees will be assigned mentors who will provide
them with guidance and ensure that they are properly integrated into the
service.

10.21.2 Newly appointed administrative employees shall be rotated in relevant sections
within the University to familiarize themselves with the operations of the
University.

10.21.3 The assignment of mentors is an integral part of on-the-job training. Supervisors
will assign a mentor for each new employee. The mentor should be at least a
grade higher. The mentor shall provide guidance to the new employee for a
period of six (6) months and shall ensure that the employee is properly
integrated into the University.

10.22 Workshops, Conference and Seminars ‘

10.22.1 Employees attending conferences, seminars, workshops and.stidy tours, whether
locally or abroad, usually of up to four (4) weeks durations shall be regarded as
traveling on duty and shall receive appropriate allowances subject to availability
of funds and in accordance with prevailing Government guidelines.

10.22.2 Universities shall develop and roll out: pedago\gi‘cal training programme for
teaching members of staff.

10.23 Conditions Applicable to Employees ©n Tralnmg
10.23.1 An employee attending a training coursé will be deemed to be on duty and all
regulations pertaining to hlS employment will %3

10.23.2 Provided that progress, reports ‘of his s @19 a%d conduct are satisfactory, an
employee will be corsidered for promotIOn &% affd when suitable vacancies
occur subject to g:ompetltlon and% the provisions of the respective Career
Guidelines. R, fl= P

( ) ; ‘;i( . y
*;A_traVelllng to attend,a é(burs will be deemed to be on duty and
»‘ursed any travelhng and subsistence expenses incurred where

10.23.3 An employe‘
will be reirg

appllcable}

10.23.4 An employee will be eligible for house allowance and medical allowance during
period of the course.

10.24 Provision for Annual Leave while on training

10.24.1 Attendance of short-term course which has no provision for vacations will count
as if an employee will be on duty for the purpose of his eligibility for leave. An
employee who has been on training shall be eligible for his annual leave only for
the year he resumes duty in addition to any leave days carried forward before
proceeding on leave.
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10.24.2 An employee undertaking fulltime course of study at an academic institution will
normally be granted the student’s vacation but may be required to resume duty
during vacation provided he is entitled to a minimum of one (1) month vacation
in a year.

10.24.3 Such an employee will not be eligible for any additional leave in respect of the
period of the course. He/she will however, be eligible for any days carried
forward before proceeding on training.

10.24.4 An employee attending a course outside the country shall be eligible for his
normal annual leave due only for the year he returns to the country.

10.24.5 The employee shall resume duty immediately upon the completion of the course
or the expiry of the period of training.

10.25 General Provisions on Training

10.25.1 Members of staff sponsored by the University may:- be requnred to share the cost
of the course to be undertaken at such a ratio, as may be determined by the
HRMAC and the Government.

10.26 Resumption of Duty
10.26.1 An employee shall resume duty lmmedlately upon the completion of the course
or expiry of the period of tralnlng

10.27 Training Reports »“:k\ /\
10.27.1 All employees sponsored for tramlng WIl/reqiﬁr to submit a report on the
&

training attended. O

N /

f 3 AV
\:'1 ',' A \\5
10.27.2 Where the employee is‘on 4 long- tgxé tralnlng e will be required to submit an
annual progress, repor’f . c—fﬁ W
I\\Q" )" "V" ’ -\"' i %

10.27.3 The Reporf’g al{ be submitted 0 fhe Vice Chancellor within two (2) weeks
from the dat‘gan employee reportsifor/duty from the training.
\7, -
10.27.4 Special attentlon should be given as to how the skills acquired can be shared
with other employees in order to maximize the impact of the training.

10.28 Refund of Training Expenses
10.28.1 An employee sponsored for training may be called upon to refund any sum of
money expended on him in case of the following: -
a) If through own acts of omission or University, unsatisfactory conduct and
indiscipline, the employee displays unsatisfactory progress and is
consequently discontinued from the course.
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b) If he fails to resume duty at the expiry of the course without reasonable
explanation.

10.29 Training Bond

10.29.1

10.29.2

10.29.3

10.29.4

10.29.5

10.29.6

10.29.7

Employees proceeding on approved courses of training locally or abroad lasting
six (6) months and above shall be bonded to enable the University to benefit
adequately from its investment in training.

Trainees shall, using the prescribed forms, enter into a written agreement binding
them to return to the service of the University upon completion of the study.

The bond period will be determined by the duration of the course as follows: -

Training Period Bond Period

6 months -1 year 1 year

Abovel-2 years 2 years

Above 2-3 years 3 years

Above 3 years As per the duratlon of the course but not|
exceeding five(5) years

The amount of bond for employeesgspensored for full-time courses will be the
total cost of the training plus the ngss salary for the period, less 10% and 20%
recovered as training levy for those ‘attending courses locally and abroad
respectively. \.1‘ W 4

In case of default, theg bondee and/or éy ;@?ll be required to redeem the
bond amount together“wnth interest thereon &n pro-rata basis. The interest will

be as may be dete "-‘ne\d‘ By Gover, “en’c rjg;bnons from time to time.
Wi ‘° v

V-

D

Where the UnWeééity consnders the\)ahue/c%. st of a course lasting less than six (6)
months t& \b}’i high and constramlng Ahe University’s training budget, the
employees \A)tll be bonded for a minimium period of one year but not exceeding
five (5) \;} rsY

Details on the administration and implementation of the training bond are
contained in the Public Service Training Bond Guidelines.

10.30 Skills Inventory

10.30.1

The Head of Human Resource will be expected to develop, update and
maintain a skills inventory for all employees for purposes of identifying the
available, and the required skills. The inventory will guide the training,
recruitment and succession management decisions.
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10.30.2 All employees will be required to submit all their professional and academic
certificates for record.

10.31  Subscription to Professional Bodies

10.31.1 Payment may be considered where there is legal requirement that the officer
responsible for signing university documents be in good standing with the
respective professional body subject availability of funds.

10.32 Funding for Training Programmes
10.32.1 Sources of Funding

a) The University shall endeavour to source funds from both the Exchequer
as well as other sources to meet the training needs for the employees.

b) Apart from funds received from the Exchequer, other sources of funds
shall include contributions in the form of trainingdevies deductions on
beneficiaries of sponsored training, exchangegprogrammes, technical
assistance in form of grants and scholarshlps from national and
international bodies.

10.32.2 Donor Funded Courses

a) Where a training award/scholarship for a course organized under
bilateral/multilateral arrangementss “eaters for only tuition and
accommodation but does not.include’meals, out of pocket and stipend,
the employee will be eligibié fori25% of the living allowance applicable
to the designated country

b) Where a medical instirafice gcover is/h provided under a Technical
Cooperation Tralmng Award the nlverSl will meet the cost of the
medical insurancé cover for the m‘iploX@e subject to the availability of
funds. ! ] ‘

10.33 Training Levy g ™

10.33.1 Employees under,takmg full tlme ceh;§es 3 scholarships and lasting more than
three (3) mo th&\and above in“local tpdining institutions will be required to
contribute to;the cost of their training/at the rate of ten percent (10%) of their
basic sal&r}y per month for the duration of the course.

10.33.2 Employees attending full time courses on scholarships and lasting more than six
(6) months in institutions outside the country will contribute at the rate of
twenty percent (20%) of their basic salary per month for the duration of the
course.

10.33.3 This shall apply for all courses sponsored either by the University or by
Development Partners through bilateral and multilateral arrangements.

10.33.4 The 10% and 20% deductions shall be retained by the University as training
levy for its Staff Development Fund.
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10.33.5

Employees undertaking part-time or full-time self-sponsored courses are
however, exempted from paying the training levy.

10.34 Monitoring, Evaluation and Feedback

10.34.1

10.34.2

10.34.3

10.34.4

10.34.5

10.34.6

10.34.7

The University will carry out a cost benefit analysis to determine benefits
accruing from its investments of time and money in the training and
development of its employees. This is in order to assess achievement and
improve future effectiveness.
Information on training and development activity will be reviewed annually.
The review will include consideration of:

a) Average training and development investment per employee;

b) Cash investment in training and development as a percentage of employee

cost; and

c) Training and development hours per person per anpum.
The University shall put in place systems to assess the ‘extent to which training
objectives have been achieved, the quality ofi training offered, its cost
effectiveness and ultimately the impact on the performance of the employee.

Employees returning from training shall, within one (1) month, submit a written
report on the suitability of the institution ofistudy, relevance of course, coverage
and quality of trainers.

Employee’s supervisor shall be,gl'*és,p'Ons‘i.ble for monitoring and evaluating the
impact of training programmies ‘@n gjob perfz”rh{;e’ at both individual and

organizational levels. This process will assis in qe%e ining future training needs
for both the individual af@the University/ S/

£ | / % y

@ : RN

Trained employegg’fs};\‘aﬂ;,apbly they@éy&lédg"e and skills gained and translate
them into impggtii}ﬁ;éﬁftbmes throu@ § sha‘ri, g/and interacting with colleagues.

SR oy

Those atte{i‘g‘jl‘ ’g'\&éasters and dottorate programmes shall submit a copy of the

thesis/c!iﬁs_serf“ ,;ion/project reports to\the/School of Graduate Studies.
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SECTION 11: CODE OF CONDUCT AND ETHICS

11.1  Policy Statement

11.1.1 The purpose of this Code of Conduct is to socialize and promote the culture of
ethical values in the practice and realization of UNIVERSITY NAME’s Vision,
Mission, Mandate and Core Values. It is intended to guide the conduct of all
employees of UNIVERSITY ABBREVIATION in their day-to-day activities.

11.1.2  The Code contains general rules to be observed by employees of UNIVERSITY
ABBREVIATION so as to maintain integrity and loyalty to the Government of
Kenya and also to uphold the dignity of the public office to which one has been
appointed.

11.1.3  Each employee of the University occupies a special gosition within the
University and should ensure that his/her conduct in publi¢ andsin private does
not bring UNIVERSITY ABBREVIATION to dlsrepute

11.1.4 Employees are required to conduct their activities w1th honesty and integrity,
and in accordance with moral, ethical and legal standards as provided for in
Chapter Six of the Constitution on Leadership andilntegrity, Articles 10 and 232;
Leadership and Integrity Act, Conflict ofi/lnterest Act, Anti-Corruption and
Economic Crimes Act, Labour Relations,Act; Employment Act any other enabling
Act, UNIVERSITY ABBREVIATION «harter 20...., UNIVERSITY ABBREVIATION
Statutes and regulations lssued by the Umversnty in consultation with the
Government from time to tim& | 7‘\'\’ / N\

11.1.5 Employees are requred to adhere toxé r‘e\;pec;lve professional codes of
conduct. It is lmperatMe that'an empl yee adhétes t& these rules of conduct, and
such other rules wl:ﬂch may be intro gted from time to time.

11.1.6  All employeesthall be requured to, ~§tg1;) the code of conduct upon employment
and they wrﬂ e b@und by any amendrr;ents to the code of conduct and ethics.

\ N\ /
11.1.7  An empleees actions under this Policy are significant indications of the

mdnvndua[‘s judgment and competence. Accordingly, those actions constitute an
important element in the evaluation of the employee for position assignments
and promotion. Correspondingly, insensitivity to or disregard of the principles of
this Policy will be grounds for appropriate management disciplinary action.

1.2 Policy Purpose

11.2.1  The purpose of this Employee Code of Conduct and Ethics is to provide a clear
framework of acceptable behavior, values, and standards that guide staff in
carrying out their duties with professionalism, integrity, and accountability.
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11.3
11.3.1

1.4
11.4.1

11.4.2

11.5

11.5.1

11.5.2

11.5.3

11.5.4

Objectives

The University’s objective in establishing this Code of Conduct and Ethics is to
provide a clear framework within which employees of the University are expected
to conduct themselves. This Code specifically seeks to: -

a) Increase employee satisfaction, trust and self-identification with the
University.

b) Increase the organizational resilience, and improve the functionality,
efficiency and performance of employee through preventing ambiguity
and creating clear behavioral codes.

c) Increase accountability, transparency and good governance in service
delivery thus continually contributing to the University's image, boosting
public confidence and protect the integrity of the University.

d) Establish a moral foundation of values that raise the level of awareness
of ethical standards required of all employees to improve their decision-
making process and also to reflect in personal behawor and standards of
conduct.

e) Ensure discipline, commitment, honesty, ob)ectlwty and impartiality in
decision making and in the execution of the UniVersity s duties.

f) Provide mechanisms for consensus building on ethical issues, registration
and management of gifts and conflicts,of interest, decision making, and
ethical dialogue. _

g) Provide a framework andgmeghanisms for reporting of misconduct,
whistle blowing and invesfigation procedures, processing of disciplinary
matters arising from bgéach” of this codexand enforcement and sanctions
for breach of the code or o\ther POI%S ofsthe University.

—_— ! (‘.{(‘a

- \ g . >4 & \\ ) y
Scope { A @“ /

The Code of Condu;t an Ethlcs appliés. to the Umversnty s employees, under all
terms of service and\m"all»duty statiofi§of the L ersity.

In the event )’Iy sinconsistency c—"l:)etwe@;’?ﬂ/ghyz provisions of this Code, the
Conflict-of- ll)/ce est ct or the Leadership and Integrity Act shall apply as the case
may be. y /

4

N\ 7

Office Ho&% -
An employer shall regulate the working hours of each employee in accordance
with the provisions of the Employment Act and any other written law.

An employee shall be entitled to at least one rest day in every period of seven
days.

Unless expressly provided in an employee’s terms and conditions of service, all
employees shall be required to work for a total of 40 hours per week.

Academic staff shall be required to adhere to the workload provisions determined
by Council from time to time.
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11.5.5

11.5.6

11.5.7

11.5.8

11.5.9

The Vice Chancellor may, where necessary and in the interest of service, call upon
employees to render services outside the normal working hours.

The University shall adopt a shift/coverage-based operating hours’ system in the
necessary departments and staff who work beyond the stipulated forty (40) hours
in a week will be compensated through grant of off duty.

Flex-time is a flexible hour’s schedule that allows employees to alter workday start
and finish times. The University shall, from time to time and as need arises advice
on the matter in writing.

Employees working remotely should adhere to the schedule of work hours as per
the remote working policy in this manual.

For effective running of the University, the employees shall Bbserve punctuality
and regular work attendance. €Y .

11.5.10In case an employee is not in a position to report to work in the morning or is

1.6
11.6.1

11.6.2

1.7
11.7.1

11.8
11.8.1

delayed, the head of the respective Department should be notified before, as close
to the regular starting time as possible. This sheuld not be later than 12.00pm after
which the employee will be considered.a-bsent.

Core Values and Guiding Prlnaples VvV
All The employees of the Unlversrt\( shall be
principles of governance in Artlcie 10"and 2 of' tha, Constitution; provisions of
Chapter 6 of the Constltutlon ‘on Lea Ahlp Qsand Integrity; Part 1l of the
Leadership and lntegrlty Act as well a/e Confln& of—lnterest Act.

<

d by the national values and

// %) _\\ \. -

The employees of ﬂ'\e UnlverSIty shafﬁ asplreg’c uphold the national values and
principles of govler[jance being: ~ /g.. »
a) Patrlcf&sfﬁ Ratlonal unity, thé fle of law, democracy and participation of
the peopIe \ ,/
b) Humamd‘gmty, equity, social justice, inclusiveness, equality, human rights,
nor{\-dlscrlmlnatlon and protection of the marginalized;
C) Good governance, integrity, transparency and accountability; and
d) Sustainable development

Rule of Law
It shall be the duty of all members of the University to carry out their duties in
accordance with the rule of law.

Public Trust

1A public Office, as a position of trust and responsibility vested in a public
employee shall be exercised in the best interest of the Country.
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11.9  Performance of Duties

11.9.1 Employees shall, to the best of their ability carry out the duties of their office
efficiently and honestly, in a transparent and accountable manner, keep accurate
records and documents and report truthfully on all matters of the University.

11.10 Professionalism and Integrity

11.10.1 Employees shall carry out their duties professionally and treat fellow employees of
the University, students and members of the public with consideration and respect.
They shall also act in a manner that maintains public confidence in the integrity of
the office they hold.

11.10.2Employees shall strictly adhere to the terms of their employment contract. Any
breach of the employment contract shall lead to appropriate disciplinary action.

11.10.3An employee must seek to improve the standards of,pérformance and level of
professionalism to the extent appropriate to his/her office.

11.10.4An employee shall observe and subscribe .to' the ethical and professional
requirements of the professional body of which hefshe is a member in so far as
those requirements do not contravene thesCenstitution, the Leadership and
Integrity Act and to this Code.

11.10.5Employees will be required to obs’é’vryé,of‘ﬁcial working hours and not be absent
without proper authorization or'{éé&\’bnable causé. ™\

11.10.6 An employee must condytz’t”lﬁﬂ'l?ri‘:\‘sélf or he eﬂg’wlt@ pg;sonal decency and always
be well groomed by mé*intaiﬁing an appropriate standard of dress and personal
hygiene. Ve D P ol 7 o S

&V i
. Rt

1.1 Teaching and.‘g\,ﬁqd}lct of Examinations . °

11.11.1 An employeé€ who'is a member of the’teaching staff shall ensure adherence to the
academic,_.}ppﬁ@y;_{ii_n relation to teaching ar{él conduct of examinations.

11.11.2 An employee who is a member of the academic staff of the University shall
organize his instruction, assessment and examination in a manner that complies
with all institutional requirements and expectations.

11.11.3 An employee who is a member of the academic staff of a university shall ensure
that the examinations are delivered to the students as scheduled and that the
results thereof is processed without undue delay.

11.11.4 An employee shall exercise diligence, care and attention in the performance of his
duties, and shall seek to achieve high standards in teaching or administrative
duties.
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11.11.5 An employee shall promote the culture of research among university students,
shall assist in the overall development of the student as a scholar and a decent
human being. An employee who is involved in the conduct of examinations shall
ensure that the contents of the examination papers are kept secret and are only
released to students when they are sitting for their particular examination.

11.12 Courtesy

11.12.1 An employee shall actively and personally promote a culture in the university that
aims at providing fast, friendly, responsive and efficient services and shall be
courteous to all persons in the provision of such services.

11.12.2 An employee shall actively and personally promote a culture in the university that
aims at providing fast, friendly, responsive and efficient services and shall be
courteous to all persons in the provision of such services.

11.13 Management of resources
11.13.1 An employee shall not misuse the resources of the UnlverSIty

11.13.2 An employee shall ensure that university resoqrces undervhis charge are properly
utilized and fully accounted for.

11.13.3 An employee shall not use public university resources to unjustly enrich himself.

11.13.4 An employee who is utilizing unl\/erslty resources to conduct research shall disclose
this fact to the Vice Chancellor and his actiyities shall be governed by such
agreement as may be made between himself afid the iversity.

) (‘S/ & § /

11.13.5An employee shall observe the prin lples ofs“\fhe law governing intellectual
property, copyrlght/and Sthef relate gﬁatters in. order to promote the culture of
research and to i hold the ln’cegrl’csé< and ag mic freedom that members and
students of pubhg ghlvemtles en)oy ,

y {\ ,.-} 8 W Q /;

11.13.6 For the pur O§g>:s,_of this paragraph, “the, tf{nvemty s resources” includes:

‘-;\7, N

a) Phys}cal facnlltles including the buildings, recreational facilities, infrastructure
and all moveable and immoveable assets of the university;

b) University funds, however obtained, including funds received from students
as tuition or accommodation fees, any donations, contributions or gifts and
any funds otherwise obtained for use for university education;

c) Furniture, equipment, apparatus, stationery and research materials, whether
living or dead; and

d) Motor vehicles and transport facilities provided for the purposes of
university education.
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11.14 Academic Freedom
11.14.1 A University, in performing its functions shall:

11.14.1.1 Have the right and responsibility to preserve and promote the traditional
principles of academic freedom in the conduct of its internal and external
affairs;

11.14.1.2 Have power to regulate its affairs in accordance with its independent ethos
and traditions and in doing so it shall have regard to:
a) The promotion and preservation of equality of opportunity and access;
b) Effective and efficient use of resources; and
c) its obligations as to public accountability.

11.14.2 A member of the academic staff of the university shall have the freedom, within
the law, in the member’s teaching, research and any other activities either in or
outside the university, to question and test received wisdomj.to put forward new
ideas and to state opinions, and shall not be disadvantaged, or subject to less
favorable treatment by the university, for the exerciseof thatdreedom.

11.15 Improper Enrichment and Financial Integrity
11.15.1 A favorable employee shall not use the officesto unlawfully or wrongfully enrich
himself or any other person. '

11.15.2 An employee shall ensure that the uUhive’rsity resources under his/her charge are
properly utilized and fully accountéd }fc")r .
@ » J/
11.15.3 An employee who is utilizing, the Umvemty esourc to benefit themselves shall
disclose this fact to the Umversﬁy and (écti\)@es S all be governed by such
agreement as may be made be‘tweenh}w elf anct‘fhe Umvemty
<

o

£ QY L 5 B
11.15.4An employee wh@ 1§ uﬂhzmg the, Uﬁlversﬂ\?ﬁ/'e&{)urces to conduct research shall
disclose this fact tg) the University ahd) hisSattivities shall be governed by such
agreement ag’ m?y be made between’ hims /91‘( and the University.

V4

\ (
11.15.5An emplo@ykeshall observe the principles of law governing Intellectual Property,

Copyright and other related matters in order to promote the culture of research
and to uphold the integrity and academic freedom that members and students of
Public Universities enjoy.

11.15.6 An employee shall not convert University resources for personal use. For purposes
of this clause resources means:

a) Physical facilities including the buildings, recreational facilities, infrastructure
and all moveable and immoveable assets of the university;
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b) University funds, however obtained, including funds received from students
as tuition or accommodation fees, any donations, contributions or gifts and
any funds otherwise obtained for use for university education;

¢) Furniture, equipment, apparatus, stationery and research materials, whether
living or dead; and

d) Motor vehicles and transport facilities provided for the purposes of
university education.

11.15.7An employee shall not operate a bank account outside Kenya without the
requisite approval of the Ethics and Anti-Corruption Commission and shall be
required to submit annual statements to the said Commission.

11.15.8 An employee should not seek or accept a personal loan or benefit in circumstances
that compromise his integrity.

11.16 Pecuniary Embarrassment

11.16.1 An employee shall live within his means and avoid lncurrmg any financial liability
that he cannot satisfy. An employee who becomes, bankrupt, becomes a
judgement-debtor or against whom proceedingsiare taken in bankruptcy shall
forthwith report the matter to the employer, =

11.16.2 Pecuniary embarrassment, from whatever cause, will be regarded as necessarily
impairing the efficiency of an employee and rendering him/her liable to
disciplinary proceedings. .

11.16.3 The University will endeavous to glv\e opi(?«(mty toNan employee who is in debt
to extricate himself from ghfs" flnanaal em m‘*‘asSm@nt Ln the event that he is not

able to, the University shall act in accyance to ﬂ?e provmons of the law.

/:;_:\ Rt <

11.16.41f an employee sustalns a loss of pu&%c fund,;;h consequence of neglect or fault,
he will be held‘t@ bave Yincurred-a pz:::éu(n.laryé ability in respect of the loss, and he
may be reqmre?} ‘towneet this liability ift w/hole or in part.

) < \. /
11.17 Moral andsﬁhmal Requirements
11.17.1 An employee shall:
a) Not engage in activities that amount to abuse of office;
b) Accurately and honestly represent information to the public; and
c¢) Not discriminate, directly or indirectly, individuals on the ground of age,
gender, race, colour, ethnic origin, social origin, language, religion, opinion,
nationality, marital status, pregnancy, disability or HIV status.

11.18 Improper Enrichment and Receiving gifts

11.18.1 The University’s employee shall not accept gifts, benefits or favors from a client
where these may influence or may be seen to influence his decisions. Gifts
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exceeding a threshold of Kshs. 20,000.00 should not be accepted. Gifts in cash
should not be accepted under any circumstance.

11.18.2An employee is prohibited from accepting or requesting for gifts whether in the
form of money, goods, free passages or other personal benefits and from giving
such gifts, unless:
a) the gift is non-monetary and does not exceed the value prescribed by
regulation; OR
b) the gift is from or to a relative or friend given on a special occasion
recognized by custom.

11.18.3Employee (s) of the University shall not use their office to improperly enrich
themselves or others. In this regard, an employee of the University shall not
accept or request gifts or favors from a person who:
a) Has an interest that may be affected by the carrylng out or not carrying
out, of the public employee’s duties;
b) Carries on regulated activities with respect ta whlch ‘the University has a
role; or
c) Has a contractual or similar relationship WIth the Umvemty,
d) Improperly uses their office to acquirespropetties for themselves or another
person, whether or not the propertiestaré paid for; or
e) For their personal benefit or another, usé or allow the use of information
that is acquired in connectlon Wlth the public employee’s duties and that is
not public. g . N4 .
11.18.4 Employees are prohibited frem recelvmg \;%blg presents (other than gifts from
personal friends and relatlves) and/or oftier: Qenef,ts and from giving such
presents. This applies fon example to 9|stmas pﬁesent’s or such kind of gifts.

V- \ Q

11.18.5This section applles'hot‘ only to the e‘inpfoye;g mself but also to his family. It is
not intended to\agply to cases of remupera%' for special services rendered and
paid for with{ thﬁ copsent of the Unlvemt}/,

V4

\ (
11.18.6 A gift or' \dima%lon to an employee on a public or official occasion will be

regarded as a gift or donation to the University and shall be declared and
forfeited to the University by filling the gift declaration form unless exempted
under an Act of Parliament.

11.18.7 Presents from public personages which cannot be refused without being offensive
will be handed over to the University unless the Vice Chancellor’s prior permission
has been obtained by an employee to retain the present.

11.18.8When presents are exchanged between employees of the University acting on

behalf of the University in ceremonial occasions with other Universities or
Organizations or their representatives, the presents received will be declared and
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handed over to the University, and any present in return will be given at the
University’s expense.

11.18.9 Notwithstanding any other provision of this Code, an employee may accept gifts
which are:

a) Not monetary;

b) Occasional and inexpensive or in form of souvenir or gifts whose value
does not exceed Kshs. 20,000/= (twenty thousand shillings);

¢) Within the ordinary bounds of propriety, a usual expression of courtesy or
protocol and within the ordinary standards of hospitality;

d) Donations from relatives or friends on such special occasions as may be
recognized by custom; and

e) In the form of information for educational or literary purpose, research
purposes or other similar purposes.

11.18.10 When any gift or donation is made for the development of the University,
the University Management shall disclose to the Council the/nature of the gift or
donation and how it intends to utilize the same; and register the gift or donation
and fully account for its use.

11.18.11 The University shall maintain a register ofall gifts received and or given by
employees.

11.19 Conflict of Interest » X

11.19.1 A “conflict of interest” lnvolves a\confllct b en the employee’s duty and
private interests of an emp{oyee in” which he @mployee has private capacity
interests that could lmproperly influence tf @erfognan;e of his official duties and
responsibilities. t\.-i‘, &P

ay s

11.19.2 An employee of the Umvemty shall ‘éleclareg?ﬁ(e university his personal interest
(including the ﬁqte)‘est of a sporuse,«‘relatlv or business associate); where such
interests are. &k?ly \tb interfere with" ofﬁcn/?,l ‘duties or affect personal judgment on
official matter& \. /

\7, -

11.19.3 According to the provisions of the Conflict-of-Interest Act, an employee shall:

a) Use the best efforts to avoid being in a situation where personal interests
conflict or appear to conflict with his official duties.

b) Not hold shares or have any other interest in another organization,
partnership or other body, directly or through another person, if holding
those shares or having that interest would result in the employee’s personal
interests conflicting with his official duties.

c¢) Whose personal interest conflict with his official duties shall declare the
personal interests to the University and refrain from participating in any
deliberations with respect to the matter.

d) Shall not award a contract, or influence the award of a contract to:
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i.  Himself,
ii. A spouse or relative,
iii. A business associate, or
iv. A corporation, private company, partnership or other body in
which the employee has an interest.
e) Shall not engage in any other gainful employment which is:
i. Isinherently incompatible with the employee’s duties;
ii. Results in impairment of judgement of the employee in the
execution of his duties;
iii.  Results in conflict of interest or;
iv.  Where the employee by virtue of his position is mandated by
a law to regulate or exercise oversight.

f) Not use his office to improperly enrich himself or another person.

g) Not use or allow use of information acquired through¢his public office that
is not public, for his own or other peoples’ benefit. ;

h) Not allow himself to be influenced in the perfotmance of his duties by
plans or expectations for or offer of future employment or benefits and
shall disclose, in writing to the University all offers of future employment
or benefits that could place him in a situation of conflict of interest.

i) Not be engaged by or act for a persemyor entity in a matter in which the
employee was originally engaged in as¢an employee of the University, for
at least two years after leaving employment.

11.19.41In this section “personal interest fincludes the interest of a spouse, relative, or
business associate. i“;' y V4

11.19.5 Other situations which cqr,ié’filtpiift‘é’éiconflic’gxf%%tét@st: p

a) Soliciting for any help, Funds, fayors, giftstdnd £ponsorship from persons or

institutions gs’s’Qc‘:i‘éted-«qwith ,'{}_-)hivé\r,;jty or using the name of the
University,w{fijbhéﬁf!»t?he knowle&?ge ‘angL rpproval of the Council.
- \:, /)f A / “‘t,-(v D" W

4

11.19.6 The Universify Shallymaintain a registef’

g
f eonflicts of interest in which an affected
employeg shall{register the partlcularqnte/rdests, stating the nature and extent of the

o 9

conflict. | P
|

)

11.20 Confidentiality

11.20.1While in the course of their duties, employees will be exposed to confidential
information. In such cases, they will be expected to uphold strict standards in
regard to confidentiality of information.

11.20.2 An employee must not disclose any information concerning the affairs of the
University or its employees, or show or release any official document to any
person not connected with the University, or even insiders, unless he is required to
do so in the course of his duties, or such disclosure as is authorized by the Vice
Chancellor.
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11.20.3 Individual invitations to give technical advice or present papers should be
channeled through the Vice Chancellor.

11.20.4 An employee must not without permission make use of any official document
which comes into his possession by virtue of his employment the subject of legal
proceedings.

11.20.5 Disciplinary action will be taken against any employee proven to have divulged
confidential information without the permission of the University.

11.21 Declaration of Income, Assets and Liabilities

11.21.1 Every employee shall on first appointment and after every two years thereafter
submit a declaration of income, assets and liabilities of himself, spouse(s) and
dependent children less than eighteen (18) years to the Public Service in
accordance with the Conflict of Interest of Act. The approprlate form will be
supplied annually as required.

11.22 Respect X
11.22.1All employees will be expected to portray, utmost respect for one another,
irrespective of seniority or personal status. W

11.23 Discrimination

11.23.1The University shall NOT dlscrlmlnate dlrectly or indirectly, against an employee
or prospective employee or harass ,an, employee or prospective employee on
grounds of race, colour, sex, language religiom, political or other, opinion,
nationality, ethnic or soc1al orlgln “disability pregn cy, mental status or HIV
status. . -

i \\5,\’ /

11.23.2 Any reported madences of allege tllscrlmmatlon will be treated in utmost
confidence. f—‘}" & @\

L

4>

_,t,",“. o

N 4
OV A V4

11.24 Harambees £ % %

11.24.1An employee Qf the University shall not/[greﬂde over a Harambee, play a central
role in its! D}gamzatlon or play the role of “guest of honour”; nor participate in a
Harambee| in such a way as to reflect adversely on their integrity or impartiality or
to interfere with the performance of their official duties.

11.25 Conduct of Private Affairs

11.25.1An employee shall conduct private affairs in a manner that maintains integrity of
the office; pay taxes due from him within the prescribed period and not neglect
their financial or legal obligations.

11.26 Sexual Harassment at the Workplace

11.26.1Sexual Harassment means unwelcome sexual advances, requests for sexual favours,
and other verbal or physical conduct of a sexual nature when such conduct has the
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purpose or effect of unreasonably interfering with an individual’s work
performance or creating an intimidating, hostile, or offensive working
environment.

11.26.2 An employee shall not sexually harass a fellow employee, student or any other
member of the University or public. “Sexual harassment” includes doing any of
the following, if the person doing it knows or ought to know that it is
unwelcome:

a) Making a request or exerting pressure for sexual activity or favours;
b) Making intentional or careless physical contact that is sexual in
nature; and
c¢) Making gestures, noise, jokes or comments including innuendos,
regarding another person’s sexuality.
11.26.3 Employees who have experienced any form of sexual harassment are encouraged
to report to their immediate supervisor or to the Head of Human Resource
Management.

11.26.4 No employee shall be victimized for reporting or assisting in an investigation.
Victimization includes transfer, demotion, denial \of promotion or termination.
Any employee who believes they have jbeen tetaliated against may file a
grievance. '

11.26.5 The University shall maintain confidentiality on all reported sexual harassment
cases unless there are exceptional' circumpstances involving probable risk to the
safety of any individual, or whe‘re mamtalmng cﬁh entiality would be unlawful.

11.26.6 The parties involved w1th Qr affected b c‘bmp@mts of sexual harassment are
entitled to a fair hearmg 1and are kept fi lly lnfonk'hed fhroughout the investigation
process. : AN 3/

= QS,' ¥ P

F& S

11.26.7 An employee founﬂ guxlty of sexual%agassn% nt will be dealt with in accordance

with the prowsiﬁnsxef the University’s dlsaphnary procedure.

&

N\ S

[V
11.27 \)Vorkplacéﬂarassment
11.27.1An employee shall avoid unwelcome, abusive, belittling or threatening behaviour
to his/her colleagues and shall not bully any person.

11.27.2 For the purpose of this section ‘bullying’ includes repeated offensive behaviour
which is vindictive, cruel, malicious or humiliating and is intended to undermine a
person or to instill fear.

11.27.3 An employee shall not engage in cyber bullying.

11.27.4 For the purpose of this section, cyber bullying can take the form of repeatedly
sending insulting or threatening messages, publishing private or identifying
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information about someone without their consent, creating fake profiles or
pretending to be someone else online to damage that person’s reputation, posting
inflammatory or off topic messages in an online community, posting or sharing
embarrassing, hurtful or explicit photos or videos without permission with the
intent to provoke or upset others or to instill fear of violence or to cause damage
or loss to that person’s property.

11.28 Nepotism
11.28.1An employee shall not practice nepotism or favouritism in decision making or
provision of service.

11.29 Acting through Others

11.29.1An employee contravenes the code if he causes anything to be done through
another person that would constitute a contravention of the'code if done by the
employee or allows or directs a person under their supervmon or control to do
anything that is in contravention of the code.

11.29.2 Contravention shall not apply where anything is doné.without the employee’s
knowledge or consent or if the employee has taken reasonable steps to prevent it.

11.29.3 An employee who acts under unlawful directign shall be responsible for his action.
11.30 Reporting Improper Orders

11.30.1An employee shall report to the Vlce Chancellor the Council Chairperson, or any
other relevant Government agency as the case pfaybe, any order required of him

that he shall consider i lmproper or une’chlcal 4
11.31 Dress Code i 2, Nl \b

11.31.1 All employees are refqulréd 6 be we}l/groomed and decently dressed to maintain
an appropriate standard of dress andaﬁerson% giene in public and private.
g\ 3

11.31.2 Employees m@?; ut on branded corpora/e attires of the University on prescribed
occasions,. \ /
\>‘ '\'73.‘/
11.32 Uniform for Employees
11.32. lManagement shall prescribe the category or cadre of employees who will be
required to be in uniform.

11.32.2 All employees who are provided with uniform will be required to maintain them
in a clean and decent condition and wear them at all times while on duty.

11.32.3 Disciplinary action will be taken against any employee who fails to observe this
provision.
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11.33 Media Interviews and Interactions with the Media
11.33.1The spokesperson of the University shall be the Vice Chancellor on matters of
public policy affecting the University.

11.34 Newspapers and Publications
11.34.1An employee, whether on duty or on leave, shall not do the following without
the permission of the Vice Chancellor:

a) Act as the editor of any newspaper or take part directly or indirectly in the
management thereof;
b) Publish in any manner anything which may be reasonably regarded as of a
political or administrative nature, whether under his own name, under a
pseudonym or anonymously; and
c) Allow himself to be interviewed on questions of public policy or on
matters affecting the University without the permission of the VC.
11.34.2 While it is not desired to interfere with the liberty of free, speech, any lack of
discretion on the part of an employee in expressing am opinion that may
embarrass the University, may result in disciplinary,action,being taken against him.

11.34.3 An employee may however, publish in his ewn name, matters relating to other
subjects of professional or general interests net involving public matters, politics,
the University or Government affairs. o

11.34.4 An employee who wishes to publlsh an artlcle or deliver a speech, the substance
of which may subsequently be pubhshed of e substance of which may
reasonably be regarded as belng of politica for ad istrative nature, shall seek
permission to do so fromgthe, \Vice' Chance o ahdoxa dgaft of the proposed article
or speech submitted for apprOVal A; v & \\5

// \ ‘Q{ %

11.34.5 The University shalr estabhsh a Conﬁlct of: Ig&/west Register and a procedure for
reviewing dlSClO{U)ES No employee«khgll b victimized for making a bona fide
disclosure. /1\) A

/

4

« \. /
11.35 Undue Inﬂdpnce
11.35. 1Employees are warned that the practice of seeking the influence of Politicians or
other persons in order to be considered for promotion or other favours is viewed
with disapproval.

11.35.2 Any such attempt to obtain such favours is considered irregular and will not be of
advantage to the employee and on the other hand, may actually be detrimental

to the employee’s interests.

11.35.3 An employee shall not use his office to wrongfully or unlawfully influence the
acquisition of property or favors.
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11.36 Private Agencies
11.36.1No employee may undertake any private agency in any matter connected with
the exercise of his public duties.

11.36.2 No employee shall, in any manner that may be detrimental to the security
interests of the University and Kenya at large, be an agent for, or further the
interests of a foreign government, organization or individual.

11.36.3 For the purpose of this Manual: -

a) An individual is foreign if the individual is not a citizen of Kenya; and
b) An organization is foreign if it is established outside Kenya or if it is owned
or controlled by a foreign government, organization or individual.

11.37 Political Neutrality

11.37.1Though an employee as a Kenyan is entitled to his own political views on political
matters, he shall ensure that his utterances do not implicatg or compromise the
University and the Government at large.

11.37.2 An employee shall not in connection with the perfermance’of his duties do the
following: . 4

a) Act as an agent for, or further the linterest of a political party or
publicly indicate support for opsepposition to any political party or
candidate in an election; '

b) Engage in political activity, that “may compromise or be seen to
compromise the politicalfneuttality of the office;

c) Contest for parliamentéry county, civic or any other political office
while still an emplox(ee An employé ho wishes to contest for any
such office shall be requn*ed to resfgn from the University.

d) Seek the influefiee of pohtlcal }&érs Wlth a view to consideration for

promotion @r other favours. = . &
e) Use hlsf’ poli‘hcal stand Qan’umldate/ others perceived to be of a
dlfferen\t VIew S & TS
/AN

D O
oV /':..

4
/r

11.38 Care of Assets\

11.38.1An employee\shall take all reasonable steps to ensure that property that is
entrusted {@‘7\15 ) care is adequately protected and not misused or misappropriated.

11.39 Falsiﬁcation of Records

11.39.1An employee shall not falsify any records or misrepresent information to the
public.

11.40 Trading

11.40.1Trading on official premises is strictly forbidden except where official permission
has been received.

11.40.2 Away from official premises no employee may act as an agent for the sale of any
articles or merchandise whilst on duty or in uniform.
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11.41 Borrowing and Lending Money
11.41.1 An employee is strictly forbidden:

a) To become an agent for a moneylender;

b) To borrow money from the University’s stakeholders or members of staff of
any Company doing business with the University, with whom his official
duties bring him into contact; and

¢) To accept premiums from other staff of the University as consideration for
instructing them on how to perform their duties.

11.42 Security Measures

11.42.1Employees shall be required to safeguard sensitive documents from unauthorized
persons by ensuring that documents are not carelessly left on their tables in their
absence. Such records shall at all times be kept under lock and key.

11.42.2 The University’s employee in charge of security shall have the authority to
regulate entry of all visitors into the offices.

11.42.3 Articles brought in and out of the University’s p.remisé; shall be limited and the
employee in charge of security shall be obliged to ¢heck on such articles or luggage
as he may deem appropriate. \

11.43 Whistle Blowing

11.43.1Any employee or stakeholder havmg well founded suspicion of proven fraud,
corruption, misuse of funds and@ssetsy @r any irregularities under the Code of
conduct and ethics or governlng laws 'of the UNiversity is encouraged to report

such irregularities. oy %
. ~&E) ; (g, , -Q\;‘ f/
11.43.2 Any person who makelﬂ a report be a‘ffo‘i’ded the protections under the
Witness Protection (Amendment) Act 910 the Umversnty s Whistle-blower Policy
and this Code of, cohdtlct and ethics! f—f»‘ . Q\
’\» /)’ 3 4 \ v

11.44 Former Empr es»Actlng in the UmVers 2% Matter

11.44.1A former, empl@yee shall not be engage, by or act for a person or the University,
in a matt&‘r?pmwhlch the employee was originally engaged in as an employee of
the Umvers}ty

11.44.2 Such engagement may only be considered at least two (2) years after leaving the
University’s service.

11.45 Defense of Employees in Criminal and Civil Suits

11.45.1When criminal or civil proceedings are instituted against an employee as a result
of an act of omission by him in the course of his official duties, he may apply to
the Vice Chancellor for assistance in his defense.
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11.45.2 If the latter is satisfied that the employee acted in good faith in the execution of
his official duties and that it is in the public interest that the employee should be
defended, the VC shall immediately report the matter to the Council who will
decide whether or not the employee will be defended.

11.45.3 Unless the proper procedure is followed, the Council may decline to provide
support to the employee. It is further emphasized that speed is of essence in
reporting such cases to the Council.

11.46 Civil Proceedings by Employees for Defamation

11.46.1Where an employee has been defamed in respect of matters arising out of his
official position, e.g. in the press or at a political meeting, it may be that the
Government is also defamed by implication, and may, therefore, agree to give
legal aid to the employee.

11.46.2 Where such a case occurs, the employee may apply for legakaid through the Vice
Chancellor to the Council. Legal aid will not be granted unless:

a) The Council has a substantial interest in seeing that the defamatory
statement is repudiated;

b) There is, in the opinion of the Counal a good prospect of success in the
action; and

c¢) The consent of the Council shall be “Obtained before proceedings are
commenced. i

11.47 Lodging of Complaints

11.47.1A person who alleges that am, employee ;s//mmlt d a breach of the Code of
conduct and ethics, may, lodge a complal Sith g\he Vice Chancellor and he/she
shall register and inquire| linto the compl lnt < \\5 4

) Rt <

11.47.2 The Vice Chancellor m-ay assign ant,?‘ch)f hls;b//her employees or a competent
authority to mqwrg int® a compiamhbg hisSof her behalf and determine whether
an employee\fhz}w c@htravened the Code gf,conduct and ethics.

V4

) <
11.47.3 The Vice @ll)f’a,rlgé1lor may initiate an lnvestlgatlon pursuant to a complaint by any

person.
11.47.4 Such an investigation shall be conducted using the procedures set out in Section 13
on Disciplinary procedures in this policy.

11.48 Promotion of Compliance

11.48.1The University shall promote compliance with the provisions of this code by
regularly sensitizing employees on the standards and principles prescribed in the
Code and after every two years thereafter, require the employees to complete the
Code of Conduct and Ethics Commitment Form.
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SECTION 12: COMPLAINT AND GRIEVANCE HANDLING

12.1
12.1.1

12.1.2

12.1.3

12.1.4

12.2
12.2.1

12.3
12.3.1

12.4
12.4.1

Policy Statement

The University is committed to ensuring fair treatment of all employees when
dealing with grievances with a view to addressing concerns in the best manner
possible. The grievances may include but not limited to; management deficiency,
recruitment, promotion, conditions of service, unfair treatment of staff, sexual
harassment and concerns about possible improprieties in financial reporting in
internal control.

It is the policy of the University that all employees have a right to voice their
complaints.

The University recognizes the meaningful value and importance of full discussion
in resolving misunderstandings and preserving good/ relations between
management and employees. ; :

Should a condition exist that an employee feel is unsatisfaeto'ry, it is important that
he brings it to the attention of the approprlate person as per the laid down
procedures -

Policy Objective
The objectives of this policy include:
a) To create a conducive worklng envnronment where employees realize their
full potential; 4 A \
b) To ensure that an employee 4 perfo
unresolved differences: and
¢) To provide aggrighed employees .
grievances are ad&g\r_egsed / SN
\ 8

ar__mﬁ is not hampered due to

lfh a {%achﬂnery through which their

& &
Guiding Prmaples 2 il y
In handling grlevan#es the Umversnty shall be’ guided by the following principles:

a) Falrne\s.‘&)h regard to treatment and/hearmg

b) Rig {10 fepresentation; N/

C) ngh?of appeal;

d) Rightto channel grievances;

e) Confidentiality;

f) Prompt action; and

g) Involvement of all parties.

Grievance Procedure

The Where an employee has an individual problem or grievance not being a
matter of discipline, he will be required to first raise the issue with the immediate
Supervisor.
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12.4.2 The Supervisor will be required to respond to the grievance within two (2)
working days. A resolution will be encouraged at this stage through discussion and
counselling.

12.4.3 If the employee and supervisor do not reach an amicable solution, the employee
will be required to make a written complaint to the Supervisor. The supervisor
will be required to respond in writing within three (3) working days. Copies of
this communication should be sent to the Head of Human Resource.

12.4.4 Where the grievance is not resolved or in a case where the Supervisor is the
offender, the matter shall be referred to the next level of supervision. At this stage,
the second supervisor will convene a meeting to review the grievance and the
response from the first supervisor.

12.4.5 The complainant may choose to be accompanied by a work colleague or union
official. Minutes of the meeting must be recorded. Both the®accused and the
aggrieved party must provide evidence and the allegations must be clearly stated.

12.4.6 Having received the evidence, Head of Human Re_source will review the case and
communicate to the parties within seven (7).working days. The response should
include recommendations, findings and disciplinary action where applicable.

12.4.7 Where the employee is not satisfied#With the decision made by the Head of
Human Resource he shall appeal to t‘he. Vice Chancellor in writing.

12.4.8 It is emphasized that employees should desi fNresentmg their individual
problems or grievances to, colleagues othe gnem ers ‘of staff or members of the

public not in a posmon to solve them. _ ‘@9 y
Q

12.4.9 In handling Appea[s arlsmg from %\HztncesL "the grievances dropped in a
suggestion box, gh employee responslble fq?} e suggestion box shall record the
details of the \e\jances in a grlevancé’rec rding form and forward to the Vice
Chancellor. ‘\g)s o

N\ S

\
12.4.10 Where an*egffénce has been found to have occurred, the necessary disciplinary
procedure shall be instituted against the concerned party.

12.4.11 Where the complaint/grievance is against senior management, an employee shall
appeal to the Vice Chancellor in writing.

12.4.12 Notwithstanding this grievance procedure, the employee may choose to seek the
assistance of the respective Union. In this instance the grievance procedure in the
Recognition Agreement will apply.

12.5 Negotiation, Conciliation and Mediation
12.5.1 The Vice Chancellor may on his own initiative or on request made by any person
undertake or facilitate negotiation, conciliation or mediation of any issue relating
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to its statutory functions and encourage the parties to arrive at an amicable
decision that may be just in the circumstances of the case.

12.5.2 The Vice Chancellor in carrying out negotiation, conciliation, mediation or shall
accord every party involved an opportunity to make a representation of their
case. Every party involved will be given an opportunity to make a representation
of their case.

12.6 Collective Grievances
12.6.1 Where several employees share the same grievance, they may:
1) Express their grievances through Union representation using the
procedure outlined in the respective Recognition Agreements OR
2) Nominate two representatives to approach management using the
grievance handling procedure outlined in this manual.

12.7 Intervention by Council ‘ »

12.7.1 The Council may on its own initiative or on complalnt made by any person
investigate any issue relating to its statutory functions and pdwers and, make such
decision as it considers just in the circumstances of the case.

12.7.2 The Council in carrying out investigation undér thissparagraph shall accord every
party involved an opportunity to make a représentation of their case.
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SECTION 13: DISCPLINARY CONTROL

13.1 Introduction

13.1.1 Disciplinary procedures shall be used as a corrective measure to foster
improvement of individual conduct. It is expected that no punishment shall be
inflicted on an employee if it would be contrary to any provision of the law.

13.1.2 In this manual “discipline” means conforming to the University’s rules and
regulations which prescribe expected conduct and behaviour of individual
employees. It is intended to contribute to performance improvement and
productivity.

13.1.3 The purpose of rules and regulations is to ensure compliance and discipline in the
University and to correct any conduct that may not conform to such rules. The
University is obligated to impartially administer discipline apd the employee has
the right to be granted a fair hearing.

13.2 Policy Statement

13.2.1 The principles and values expressed by Unlver5|ty in the Code of Conduct and
Ethics describe the standards of behaviour expected of those working for the
University.

13.2.2 The University expects its employees to display high standards of conduct,
accountability and ethical behavior. The™Disciplinary Policy is therefore an integral
part of setting the expected standards isupports the achievement and maintenance
of high standards of conduct, cordiab relahons and teamwork in order to achieve
the desired levels of job performance

Ny
\\

O

13.3 Scope PP

13.3.1 This Section provides general gundellnes and ﬁstru‘ments to be used by the
University in handl}ng d\\sapllne cas Qf«and shall apply to all employees of the
University lrrespectl\‘xe of their form @? engage@

-

,t:," o

13.4 Objectives of’ try Seetlon \ &/
13.4.1 The specnflc objectives are to: - //
a) ’qu“hne in the context of the existing public service regulations.

b) Presane standard procedures for uniformity in handling disciplinary cases.
c) Outline the steps in disciplinary procedures and processes.
d) Define roles and responsibilities of different actors in handling disciplinary
cases.
e) Guide on handling of Court cases arising from disciplinary process.
f) Further, the manual provides guidelines on the following:
i) Alternative interventions in the disciplinary process;
ii) Carrying out investigations;
iii) Disciplinary Hearings;
iv) Application of various forms of punishment; and
v) Lodging of an appeal or application for review.
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13.5 Disciplinary power and Delegation

13.5.1 The power to exercise disciplinary control and removal of employees is vested in
the Council.

13.5.2 However, the Council may delegate power of disciplinary control to the Vice-
Chancellor or to the various disciplinary committees as guided in this policy.

13.5.3 The disciplinary power may be either to:

a)
b)
<)
d)
e)
f)

g)

h)

i)
j)

Initiate disciplinary process.

Interdict.

Suspend.

Reprimand.

Stop pay or salary.

Stop, withhold or defer annual increment provided that; -

i.  Where annual increment is stopped, the employee shall forfeit the
increment for that year and it will be reinstated the following year
without change of incremental date.

ii. Where annual increment is withheld, the, employee shall be denied
the increment for a maximum period of one (1) year and it will be
restored, and arrears paid. The employee shall retain the
incremental date.

iii. Where annual increment is deferred, the employee’s increment shall
be postponed for a period notiexceeding one (1) year. The deferred
increment shall not be paid retrospectively upon the lapse of the
period and the lncremental date shall take effect on the date
deferment lapses. & .~

Recover the cost or part oft the cost of/any loss or breakage caused by
default or negligences provnded no Auchccdst has been recovered by
surcharge action updet the" appropri e‘ﬂemagual instructions or regulations.
Defer promotlon1 prowded that wher&“deférment of a promotion is
imposed, theﬂmp‘@sntlon shall @t persnst for a period exceeding one (1)
year and the deferred prorvéiotlon sﬁ take effect on the date the
defermen{lap / /;?-v o
geduce %nkxer senlorlty /

ismissi N\ /
"'v'\l>si\w

4

13.6 Dlsaplmary Procedure

13.6.1 The disciplinary procedure provides a framework for dealing with instances where
employees are alleged not to have met the required standards of conduct. The
aim is to ensure prompt, consistent and fair treatment for all employees.

13.7 Guiding Principles and provisions
Disciplinary control in the University is governed by the following principles:
13.7.1 The rules of natural justice which include:

a)

Procedural fairness, where an employee must be allowed adequate
opportunity to prepare and present his/her case.
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b) Impartiality of the deciding authority when hearing and making decisions;
and

c) Decisions which are based on logical proof or evidential material.

13.7.2 Fair administrative action which is expeditious, efficient, lawful, reasonable and
procedurally fair. Every employee to whom disciplinary action is taken has a right
to:

a) Written reasons for any disciplinary action that is taken against him/her;

b) Prior and adequate notice of the nature and reasons for the intended
disciplinary action;

¢) An opportunity to be heard and to make representations in that regard;

d) An opportunity to attend proceedings in person or in the company of an
expert of his/her choice, cross examine persons who give adverse evidence
against him/her and request for adjournment of proceedings where
necessary;

e) Legal representation, where the affected employee so requests;

f) Notice of a right to an appeal or review agalnst a dlsaphnary decision;
and; )

g) Information, materials and evidence to be rehed upon in making a decision
or taking a disciplinary action.

13.7.3 Thorough investigation on the alleged mlsconduct shall be undertaken before any
disciplinary action is taken.

13.7.4 Application of other interventions inf 'resolving discipline cases such as training,
guidance and counselling in cases where this lS the best approach towards
reforming the employee. QN »

\.1 N7

13.7.5 Prompt implementation ofs decmons

/, 4

3 \\)'y y

13.7.6 Right of appeal and apphcatlon for re ew of dlsaplmary related decisions.

QQ &
be prQéessed %rough University’s

/

13.7.8 Admmlstra@ve d1sc1pl|nary processes are distinct and separate from criminal or
civil trial p‘i’ocesses and the same can be instituted and run concurrently.

13.7.7 Disciplinary ca{e‘:)'sh*a;ll&

13.7.9 Employees facing criminal trial processes and against whom administrative
disciplinary action has been commenced should be taken through a lawful
administrative disciplinary process immediately.

13.7.10 The procedure for issuance of warnings should be construed to be separate and
distinct by itself and will apply to offences that are deemed to be minor. Giving of
a warning is therefore not a pre-requisite before referral of the matter to the
Disciplinary Committee
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13.7.11There should be proper framing of charges with full particulars of the case
including the applicable provision of the Constitution, legislation or code of
conduct alleged to have been breached.

13.7.12 Disciplinary cases shall be dealt with promptly and finalized within a period of six
(6) months.

13.7.13 Where an employee dies prior to finalization of the disciplinary proceedings, the
case shall be terminated by the relevant University.

13.7.14 Where disciplinary process has not been concluded administratively, including the
appeal process, the Vice Chancellor shall not recruit an employee to substantively
fill the position.

13.7.15 Where an employee attains the mandatory retirementsage while undergoing
disciplinary proceedings, the proceedings shall be terminated, and the employee
shall retire with applicable pension benefits subject 40 the prevailing legislations
and government policies.

13.7.16 The Vice Chancellor shall provide to the Council, a quarterly report on the status
of interdicted and suspended employees.

13.7.17 An employee who is undergoing dlsc;ipllnary process shall not be transferred until
the process is concluded. P

13.8 Institutional Framework for Handllng DlSClphn
13.8.1 Head of Functional area ", '
a) The Head of Functlonal Areas shall be re%pon@ble for the maintenance of the
discipline of his/her immediate e/)yloyee an‘gl ensure that they observe rules
and reasonable lﬁsfru&rons @‘ SR 4
b) The Head of F\unctlonal Areas n‘w”ust be. ?«/’cabout unsatisfactory behaviour
and unacceg e standards ©Of work bu must at the same time ensure that
any dlSC[ph _'"ry'"actlon is justified and /ﬁalrly administered.
c) Wherey the\mlsconduct does not wafrant to be taken through the disciplinary
process the Head of the functional area may reprimand in writing.
d) The Head of Functional Area shall report the misconduct to the Head of

Human Resource and Vice Chancellor.

13.8.2 Head of Human Resource
a) The Head of Human Resources shall be responsible for providing advice on
the employee’s previous history, where known, to give guidance on precedent
and to ensure, as far as possible, that disciplinary measures are applied
consistently and fairly throughout the University.
b) Other responsibilities include:
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i. Secretary to the Disciplinary or Appeals Committee as the case may be
and provides technical advice.

ii. Analyses the misconduct and commences the disciplinary action by
issuing a show cause letter.

iii.  Summarizes the cases upon receipt of the employee’ representations, if
any, and submits the case to the Disciplinary Committee.

iv. Implements the decisions of the Council /Disciplinary or Appeals
Committee as the case may be.

13.8.3 The Disciplinary or Appeals Committee

The Disciplinary or Appeals Committees are those Committees constituted with

delegated functions to:

a) Hear charges brought against any employee;

b) Summon and hear any witnesses or consider any doctiments produced as
evidence;

c) Summon the employee charged to attend before it, 0 glve his/her defense in
relation to the charges made against him/herself. <,

d) Consider and determine, after conclusion of the heating, whether or not each
charge has been proved;

e) Recommend any penalties;

f) Hear and consider pleas in mitigation;

g) Review appeals from dlsaphnary measures taken against an employee in the
case of appeal committees. '

13.8.4 Vice Chancellor
a) The Vice Chancellor shall consrder re mrmen tions of the Disciplinary
committee and lmplement the decmon ;

b) For cases which do flot fall under his’ delega‘E’ed authorlty shall forward cases
with comments and récommenda s to Council for decision.
c) For all cases, ;ommurucate decmoﬁ to affg& employees.

13.8.5 Council 4 ) L\

a) Consnders\"‘\ ge_ recommendations Qf tﬁ/e Vice Chancellor and makes decisions
related\tb 'powers which are not delegated.

b) Determmes appeals arising from decisions made from the Disciplinary
Committee or Vice Chancellor

c) Determines applications for review arising from its own decisions.

d) Communicate decisions to Vice Chancellor for implementation.

13.8.6 Constitution of Disciplinary Committees
Disciplinary Committee for Staff in Grade 1-5 shall comprise of:
a) Three (3) Council Members one of whom shall be appointed by the
Chairperson of Council to chair the Committee;
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b) The Principal Secretary in the Ministry for the time being responsible for the
University Education or the representative;

c) The Vice Chancellor;

d) A Deputy Vice Chancellor;

e) Head of Department; and

f) Head of Legal Services — In attendance.

13.8.7 Disciplinary Committee for Staff Grade 6 to 7 shall comprise of:
a) Vice Chancellor Chairperson or his nominated representative;
b) A Deputy Vice-Chancellor;
c) Dean or Director of faculty or institute, concerned for Academic Staff;
d) Chairperson or Head of department concerned for Administrative Staff;
e) Two Senate Representatives;
f) Head of Human Resource will be the Secretary;
g) Head of Legal Services — In attendance.

13.8.8 Disciplinary Committee for staff Grade 8-15 shall comprise of:
a) Deputy Vice Chancellor responsible for Administration® Chairperson;
b) Dean or Director of faculty or institute, concérned for Academic Staff;
c) Chairperson or Head of department concérned for Administrative Staff;
d) Three Senate Representatives
e) Head of Human Resource will be thé Sécretary
f) Head of Legal Services - In attendénce. E

13.8.9 In constituting any of the abové"COmr’iiittees ’gam\\heali be made to any person
who may have a conflict of., m’cerest and%]:erson having the conflict shall not
be appointed to be a meimber lof the disci inary pﬁnev
Committee to the 3ppr0pr|ate Appea] Comaittee through the Vice Chancellor or

Chairperson of\the*Counal as applrcabié within fourteen (14) days of the official
communlcatia\ of the decision.

13.8.10 An employee has<4a 4 rtght to appea 6agan(§(€he decision of the Disciplinary

g

13.9 Alternative( ntérventions in the Disciplinary Process

13.9.1 Psycho- soctal challenges may impact negatively on an employee’s overall work
performance, resulting to cases of indiscipline. As such, alternative interventions
may be undertaken by the employer to address employee misconduct in place of
traditional punitive disciplinary action.

13.9.2 This may, under the right circumstances, be a more efficient and effective
approach than traditional discipline.
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13.9.3 While alternative intervention requires more thoughtful decision-making and thus
poses a greater challenge for supervisors than traditional discipline, the results can
be worth the time and effort.

13.9.4 Alternative intervention may result in modified behavior if used early in the
disciplinary process for minor offences, but may not be effective in serious issues
or habitual misconduct.

13.9.5 The appropriateness of a certain approach will vary, based on the nature of the
misconduct and personality of the individual whose conduct needs correcting.

13.9.6 Alternative discipline interventions may take various forms such as training,
workplace guidance and counselling and rehabilitation.

13.10 Workplace Guidance and Counselling

13.10.1Some issues which manifest as indiscipline could be agresult 6f psycho-social
challenges an employee may be undergoing. It could also'besdue to lack of clarity
of the assignment or the rules and regulations. Understanding the root cause of
the problem will ensure application of the correct remedy. Punishing such an
employee will not improve the situation but may,aggravate it.

13.10.2 Where it is established that the cause of’ indiscipline is psycho-social related,
public institutions are encouraged to adopt workplace guidance and counselling as
a first option.

13.10.3 To address the challenge of lack of. clarlty, the supervisor has the responsibility to
hold regular meetings with employees to }l rify assighnments and explain
workplace rules. 'w.,‘;

13.10.4 With regard to psycho- soaal challenges, y&p@ce counselling will be adopted;
the main objective belng1 to brmg about a volun‘?ary change in the employee and
help the employee ovbrcome impédlate problems and cope with future
challenges. e ;%

13.10.5 A counsellmg‘lntdjventlon is not aj dascnplf\ ary action, as its purpose is not to

create a negaﬁv%: experience, but rather to/communicate helpful information and
provide necessaw support in management of psycho-social challenges. Counselling
shall ordlna\l'f'-" e conducted by the University’s Counselling Services Unit.

13.10.6 Where pl'ellmmary investigations establish that an employee is experiencing
psycho-social challenges:

a) The HRMAC shall recommend to the Vice Chancellor that the
employee undergoes counselling.

b) The Vice Chancellor shall inform the affected employee of the
recommendation to refer him/her for counselling.

c¢) Upon consent by the affected employee, the Vice Chancellor shall make
arrangement for the employee to undergo counselling.
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d) Where the counsellor recommends an employee to undergo
rehabilitation, the Vice Chancellor shall refer the employee to a
recognized rehabilitation Centre.

e) Where an employee declines to undergo counselling or rehabilitation,
then the normal disciplinary process shall be initiated.

13.10.7 Training

a) Persistent under-achievement of performance targets by an employee can be a
ground for dismissal. Sometimes an employee may not meet the set targets
despite having put best efforts.

b) Before severe punishment of dismissal for under performance is taken, and if
the employee is not guilty of any other misconduct, the University should first
train the employee with the objective of improving performance.

C) Supervisors are responsible for identifying individual femployees’ training
needs, which will lead to improved performancegand productivity. The
training intervention may include; induction, coachlng, mentorlng role-play or
job rotation. ‘ :

13.11 Dispute Resolution Mechanism -

13.11.1 This is used where disciplinary action isgappropriate, but which affords an
opportunity to create solutions that are uniquely tailored to address issues at
hand. -

13.11.2 The method shall be applied in ‘ac‘"c‘c').ljdance with the guidelines for mediation,
conciliation and negotiation in thewpdblic S'ervic%,‘

13.11.3  When applying alternative Jnterventlons ’?’/élb\?wn hould be observed:
a) The specific offense/shortcomln that n\)eiéds 16 be addressed;
b) Employee’s. acimwsnon of w?f)g domg?wnllmgness to participate in the
C) appropnaiie mterventlon 8‘ 5
d) The speelﬁc form of alterlf?@tlve lgyP vention that will be used and its
duraﬂo & , ,)‘/ o 4

e) Nat@atlen of the posnble peljalty for a subsequent offense.

13.12 Disciplina““;Offences
13.12.1Disciplinary®offences fall under three categories:
a) Minor Offences
b) Major Offences
c)Gross Offences

13.13 Minor Offences
13.13.1Minor offences constitute isolated slips or omissions not connected with any
essential detail of duty and may become serious only if repeated.
13.13.2 Minor offences include but are not limited to:
a) Deliberate go-slow or obstructive work;
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b) Continued lateness to work;

€) Unauthorized absence from duty for a period of 24 hours;

d) Loitering and idling during official hours;

e) Avoiding working by pretending to be sick;

f) Causing unnecessary commotion in the university premises or in public
places;

g) Gossiping and spreading false information;

h) Rumour mongering;

i) Sleeping while on duty;

j) Giving false information

k) Mis-use of social media; and

) Hawking goods and wares in offices.

13.14 Major Offences
13.14.1Major Offences are those which substantially interfere with' the smooth running of
the University and which are likely to generate severe, dlsaphnary action being
taken against the employee.
13.14.2 These are grave offences which shall constitute a mlsconduct and shall include but
not limited to:
a) Unauthorized absence from duty for a period of more than two (2)
days;
b) Any act of insubordination;**
¢) Gross incivility towards a castomer;
d) Use of insults, threats and ob}ectlona language or behavior towards
an employee or cllents \
e) Reporting to work under the l%ce of a

f) Failure to comply with an drder @é’gulaﬁon or lawful instruction

without sufﬂagnt reason;

g) lmpropefc\dvsclosure of mféﬂatlon to; nauthonzed person;

h) Cony rct)on by a court of Wy, fors. offence for which he is punished
withya term of lmprlsonménf’ X

i) Misuse of stores, equipment, rﬁ’otor vehicles or other property;

DR \ cumary embarrassment;

k) ** shonesty reflecting adversely on the honesty and moral integrity of
an employee’s duties;

) Soliciting and receiving bribes from customers in the name of the
University;

m) Impersonation or receiving money by false pretense;

n) Inefficiency in work performance;

0) lIrregular awarding of tenders;

p) Gross negligence of duty resulting in loss of property or funds;

q) Conspiring with customers to defraud or compromise the interest of
the University;

r) Tampering with official records;
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s) Fighting at the place of work;

t) Sexual harassment at the work place;
u) Continuous lateness at place of work;
v) Financial embezzlement; and

w) Fraud.

13.14.3 The following offences amount to gross misconduct that may warrant disciplinary
action to justify summary dismissal:

a) Where an employee is absent from duty without leave, reasonable or
lawful cause, for a period exceeding 24 hours and is not traced through
personal contacts and next of kin within a period of ten (10) days from
the commencement of such absence, the salary and other remunerative
allowances shall be stopped with effect from the date of absence, and
disciplinary action instituted against the officer;

b) During working hours, by becoming or being iptoxicated, an employee
renders himself unwilling or incapable of properly performing their
work;

c) If an employee willingly neglects to perform any work which it was
their duty to have performed, orgif he carelessly and improperly
performs any work which from 4t$ynatupe was their duty, under his
contract, to have performed carefully and properly.

d) If an employee uses abusivemor insulting language, or behaves in a
manner insulting, to the UnlverSIty or to a person placed in authority
over him by the Umverﬂty

e) If an employee knowmgfy\faﬂs or reflises, to obey a lawful and proper
command, which it was, within th Cscop their duty to obey, issued
by the Umversnty or ‘a person, 1§ced§n z;uthorlty over him by the

writtens l@W an ®mployee i atrested'§Or a cognizable offence punishable
by lmbrlsbnment and {5 not thhln ourteen (14) days either released on
ba(’l ()' bdnd or otherwise awﬂ}y(y set at liberty;

g) mlf ahx employee commits,“or/on reasonable and sufficient grounds is
"&l??;petted of having committed, a criminal offence against or to the
substantlal detriment of the University or its property.

University. V '
f) If, in the, PawfuT exércise o%{iy po}ir/?r arrest given by or under any

13.15 Forms of Punishment
13.15.1The following forms of punishment may be meted out by the University against
an employee who commits an offence:
a) Verbal warning;
b) Written warning;
€) Reprimand;
d) Reduction in rank or seniority;
e) Loss of salary;
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f) Surcharge/Recovery of cost of any loss or breakage;
g) Stoppage/Withhold/Deferment of annual increment;
h) Withdrawal of acting appointment;

i) Termination of employment and

j) Summary Dismissal.

13.16 Initiation of Disciplinary Process
13.16.1The disciplinary process may be initiated by the Vice Chancellor upon:
a) Receipt of a complaint by a supervisor;
b) Receipt of a complaint by an employee;
€) Receipt of a recommendation by the Head of Human Resource;
d) Receipt of a complaint by a student or a customer dealing with the
University;
e) On own motion upon information coming within his or her knowledge
f) Receipt of an investigation report made in gccordance with section
13.18 in this Manual; =,

13.17 Informal Procedure '
13.17.1Cases of minor misconduct shall be dealt with; by an employee’s immediate
supervisor informally without delay.

13.17.2 The supervisor may speak to the employee in private and encourage them to
conduct themselves in accordance wjth. the‘ required standards.

13.17.4 The supervnsor shall coanrm the outcypzes of any dlscu5510ns to the staff in writing
ese informa

Qd%scussnj?or meetings.

p ( 3

13.17.5 Following saj;lsfar.té‘ry outcome the ma>tter Il be deemed resolved. However,
in case of" w}ﬁsatﬁfactory outcome there the problem persists; required
improverment imyconduct has not been athieved; and further information becomes
available &a*mg discussions which make the matter sufficiently serious, the formal

procedure shall be invoked.

13.18 Formal Procedure
13.18.1Verbal Warning
a) Minor infringements of discipline shall normally be dealt with on their first
occurrence by the immediate Supervisor/Head of Department on the spot by
an informal oral warning or reprimand.
b) Such categories of minor infringements include lateness and/or rudeness among
others.
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c) Verbal warnings must be documented and reported to the Head of Human
Resources.

d) When the facts of the case appear to call for an informal warning, the Head of
the Department shall consider the matter and the employee concerned shall be
given the opportunity to state their case.

13.18.2 First (1st) Warning

a) In the event an employee commits a minor offence, following a verbal
warning, a first warning letter should be given to the employee by his or her
immediate supervisor. The employee will be required to signify in writing that
he has read and understood the contents of the letter.

b) A warning letter shall be in force for six (6) months.

c¢) The warning letter should state the exact nature of offence(s), the
improvements where necessary, and indicate future disciplinary action which
will be taken against the employee if the offence is repeated within a specified
time limit.

d) A copy of the written warning, signed by the employee upon receipt, should
be placed in the employee’s personal file. X

13.18.3 Second (2nd) Warning Letter
a) Where the employee’s work or conductfis unsatlsfactory or where he commits
misconduct again and the misconduct does'aot warrant termination for a good
cause, he will be issued with af watning letter by the Head of Human
Resources. 2
b) A second written warningg shall be glvelygql employee who having

committed a minor offence earher. repeaty/a simiar offence during the period
when a first warning is, stIH ifforce. L.

¢) The second warning | letter shall be de lvereci@o thé employee concerned and
copied to their persor\al file. /Q :

d) The employee_ shall be reqUIred té respon 'n writing that he has read and
understood ‘e};onlents of the lejtfe é}/(

13.18.4 Third (3rd) \X} ﬁung' Letter r i

13.18.4.1 A thll‘d\ r1t'"”n and final warning “sKall be issued when the employee commits
the sarhe or another offence of similar severity, during the period when a
second warning shall still be in force.

13.18.4.2 The warning will be deemed invalid after six (6) months from the date of the
third and final warning and following satisfactory improvement in
performance or behaviour but will not be removed from the employee’s file.

13.19 Show Cause Letter

13.19.1Where an employee has been given a final warning and continues with
misconduct or in a case of a gross misconduct, an employee shall be issued with a
show cause letter detailing the charges proffered against the employee and
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inviting the employee to respond in writing to the allegations and the grounds, if
any, on which the employee relies to exonerate himself.

13.19.2 The employee will be required to submit his response within twenty-one (21)
days.

13.19.3 Where an employee deserts duty or his whereabouts are unknown, the show
cause letter will be addressed to the employee’s last known contact address by
registered mail and he will be given twenty-one (21) days to respond.

13.19.4 On expiry of the period specified above, whether or not the employee has
responded, the case shall be presented to the University’s HRMAC to deliberate
make recommendations.

13.19.5 If in the opinion of HRMAC there is need for investigation| priomto the hearing,
the Vice Chancellor will constitute a committee to investigate,the matter.
13.19.6 While carrying out investigations, the Vice-Chancellot,shall ebserve the following
conditions: - X
a) Constitute a team of not less than three (3) employees to investigate the matter
(where the team is more than three members, the,team shall consist of an odd
number). '
b)The employees conducting the investigation shall be senior to the accused
employee and should not have dedlt with the case before.
) The report of the mvestlgatlon shall ‘begubmitted to the Vice Chancellor further
action. \ & /
d)The report shall not contain, any recomz{éﬂaﬁ@n n the form of punishment

to be inflicted on the accused employee, > /
U o \5 4

13.20 Requirements for conductlng mvestlg cms & o
13.20.1 Accurate eVIdenee 15, thes foundatlon_féf falm§$$ n dlsc1phne cases and this can be
achieved thrqugh @vesﬂgatlon of alleged ‘offerces.

13.20.2Such lnvestlgaﬁgns should be carrled\ouf/by committees appointed in writing by
the Vice ﬁbancéllor stating the terms of reference and specific timeline within
which to cérry out the investigation.

13.20.3 While constituting the investigations Committee, the Vice Chancellor shall observe
the following conditions:

a) Constitute a team of not less than three (3) employees to investigate the
matter (where the team is more than three members, the team shall consist of
an odd number). Experts may be co-opted to assist in understanding of
technical aspects of the discipline case

b) Give clear terms of reference and specific timelines within which to carry out
the investigation.
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¢) The employees conducting the investigation shall be senior to the accused
employee and should not have dealt with the case before.

d) The employee under investigation must be interviewed by the investigating
committee.

e) The investigating team shall include a human resource employee as a technical
advisor.

f) The Vice Chancellor or a HRMAC member shall not be involved as an
investigator of any disciplinary case.

13.20.4 The Investigating Committee shall:

a) Establish and record the issues for investigation;

b) Give every party involved especially the affected employee a chance to
produce relevant documents, call and examine witnesses, and, peruse
documents produced against him;

C) Record all relevant material oral and documentary evidence;

d) Record details of any matter which may aggravate or,mitigate the case;

e) Sum up the case and record their comments so as to clearly show their findings
and opinion on the issues under investigation in view of the evidence on
record. -

13.20.5The report of the investigation shall be submltted to the Vice Chancellor for
further action and shall contain:
a) Evidence collected by the téam including any statements by witnesses;
b) Analysis of the evidence@and statements;,
C) A statement on whether the’ ch?’ggaf st the employee have been

A%

proved; and o
d) Details on any matter that may af e&’c tf@égray(ty of the case, if any.

13.20.6 The report shall not’\contam any rectémendatt on the form of punishment to
be inflicted on theﬁcCused employeecﬂ o8 %?/W
> o /
13.20.7 Where further %ve\s’hgatlons are requ1red/as provided for in the regulations, such
lnvestlgatlc\ms \h@ll be conducted in aécatdance with this clause.
>
13.21 Interdiction®
13.21.1 An employee may be interdicted to allow investigations to be conducted in a case

where proceedings may lead to dismissal.

13.21.2 An employee who is interdicted shall be eligible for half of his basic salary with full
house allowance and medical benefits.

13.21.3 An employee on interdiction should report to his supervisor at agreed intervals.

Page | 113



13.21.4 After completion of the investigation, the employer shall inform the employee in
question within thirty (30) days as to the position of the interdiction, unless the
case is pending in court or being investigated by the police or other statutory
authority.

13.21.5 Interdiction shall not exceed six (6) months, within which time investigations
should be completed.

13.21.6 Where disciplinary or criminal proceedings have been taken or instituted against
an employee under interdiction and such an employee is neither dismissed nor
otherwise punished under these regulations, any salary withheld shall be restored
to him upon the termination of such proceedings with effect from the date the
salary was stopped.

13.21.7 Where an employee has been charged with corruption or economic crime, such
employee shall stand suspended from exercise of his duties pending determination
of the case. Such an employee shall be entitled to payments as stipulated in the
Anti-corruption and Economic Crimes Act.

13.22 Suspension

13.22.1 An employee may be suspended from duty under the followmg circumstances:

a) When disciplinary proceedings have beensinstituted against the employee as a
result of which, the Vice-Chancellor throtugh"the advice of HRMAC determines
that the employee ought to be dismissed;

b) When charged with serious crimihal offence (acts that violate the law and are
considered highly harmful or dangerous to individuals, property or society at
large) in a court of law; AL /

¢) When charged under the Anti- Corruptlcy{\d Economic Crimes Act

d) Upon conviction of a, crlmlnal offence. /& .

(:1‘ ';. L \\5 /
13.22.2When lnvestlgatlonsf’are ‘domiplete ap((ﬁn the’ oplmon of the Vice-Chancellor the
employee is found, Culpable the Vlcea“&hancql;b shall have the power to suspend
an employee_ fqr,)a period net exgeedln exceed thirty (30) days pending
appearance Heft )readlsaplmary comnitteg’unless the case is being investigated by
the relevant quernment Agencies.
\7, -

13.22.3 A decision' has been made to suspend an employee, he/she shall be served with a
suspension letter, and shall not leave the duty station without the permission of
the Vice Chancellor or any other public employee who is empowered to give such
permission.

N

13.22.4While on suspension, an employee will be entitled to half of his/her basic salary,
full house allowance, and medical insurance cover.

13.22.5Where an employee’s suspension has been lifted and the employer has exonerated
him from any blame, he shall be reinstated to the public office held before
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suspension upon lifting of suspension and termination of disciplinary proceedings
where the employee has not been otherwise punished.

13.22.6 Employee whose suspension has been lifted shall promptly be served with a
decision letter. Any withheld salary, allowances and benefits shall be restored with
effect from the date it was withheld.

13.22.7 Where an employee under suspension is not dismissed but any penalty prescribed
in the Manual is imposed upon termination of the proceedings, any withheld
salary, allowances and other benefits shall not be restored.

13.22.8 An employee whose services have been ended by way of termination or dismissal
has a right of appeal which shall be communicated. Such an appeal will be
responded to within fourteen (14) days. He will have a right{of representation by
his respective Union in the Appeals Committee.

13.22.9Interdiction and suspension shall be lifted by the Vice Chancellor on
recommendation of the HRMAC or the relevant disciplinary committee as the
case may be.

13.23 Absence from Duty on Grounds of lliness
13.23.1 An employee who is absent from duty,on grounds of illness shall produce proof
of sickness/sick leave certified by a reglstered medical practitioner on resumption

of duty.
tl\Fy\ﬁQe Head of Department of
“ /"‘

13.23.3Should the employee fall\to produce/émedlcal certificate within forty-eight (48)
hours or to give sails‘facfory explanatém far thedbsence, he shall be considered to
have been ab§en’;) without permlsslon “and” his case shall be dealt with in
accordance Wlﬂ} the\relevant dlSCIphhaI‘yBI’OVISIonS

13.23.2 The employee shall also make every effort
his sickness. e g

/ \)

)
13.24 Absence Frb}nDuty Without Leave or Reasonable or Lawful Cause

a) Where an employee is absent from duty without leave or reasonable or lawful
cause for a period exceeding twenty-four (24) hours and is not traced within a
period of ten (10) days from the commencement of such absence, the
employee’s salary shall be stopped and action to dismiss the employee
initiated.

b) The employee shall be addressed a ‘show cause’ letter through his last known
address by registered post giving a reasonable period within which to respond
but not less than ten (10) days.

c) The nature of the offence and the contemplated action shall be stated clearly
in the letter. A scanned copy of the show because letter may be sent to the
employee through electronic mail.
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d) If the employee does not respond, or where the response is found to be
unsatisfactory, the disciplinary process shall be instituted.

e) The decision of the Council or Vice Chancellor and the right of appeal or
application for review shall be communicated to the employee within seven
(7) days.

f) If the employee does not resume duty or respond to the ‘show cause’ letter
within a period of twenty-one (21) days, from the date of the show cause
letter’, the case shall be referred to the HRMAC for recommendation whether
it is a case for summary dismissal.

g) When an employee has been absent from duty without permission and
subsequently resumes duty, he shall not be eligible for payment of salary for
the period of absence and any amount erroneously paid to him shall be
recovered from his salary.

h) In cases of delay of stoppage of salary and an emplgyee is subsequently
dismissed on account of desertion, the erroneous payment shall be recovered
from the employee who occasioned the payment. '

13.25 Criminal proceedings
13.25.1 Where an employee has been charged with a crlmlnal offence related to his
employment:

a) Disciplinary action, including summary dismissal may be taken
against an employee who has been charged with a criminal offence
and has not been releaséd on bail or bond or lawfully set at liberty,
without having to wait for the outcome of the criminal case in court.

b) In all cases the correctygrocedures mpixt be followed.

13.25.2 Care must, however be taken to" en§ure thgetg dtwes, including the framing of

charges, are not lnterpreted t3%e in cont Pl of the/ court process. In all such
cases, the advice of the Head of Legal will’be soQg‘ht /

offences which déy not dlrectly relaf'é to tl’é@\ ouncil, the VC or his authorized
officer may mtéﬁ*dtét the employeez pendln internal investigations whether the

University’s* t:u@s ahd procedures have/,been breached and appropriate action
taken. M. W \./
Do
13.26 Hearing Pr‘eceedmgs
13.26.1 Disciplinary hearing is an integral part of the disciplinary procedure as provided

for in the Employment Act and the Fair Administrative Action Act.

13.25.3 In the event that Ctlmlnal proceedré are?érred against an employee for

13.26.2The disciplinary hearing shall be conducted expeditiously, efficiently, lawfully,
reasonably and in a procedurally fair manner in accordance with Article 47 of the
Constitution and the Fair Administrative Action Act, No 4 of 2015.

13.26.3The panel should comprise a minimum of three (3) members, and where the
number exceeds three; it should be an odd number.
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13.26.4The panel may, where necessary, co-opt experts to assist in understanding the
technical aspects of the discipline case.

13.26.5To effectively carry out the hearing, the following procedure shall apply: -

a) The Head of HR shall give a notice for hearing of not less than seven (7)
days to the accused employee and other interested parties prior to the
hearing date.

b) In the notice, the accused employee shall be informed of his right to access
information, materials, and evidence related to the case.

c) The reporting employee and the accused employee together with their
witnesses shall be required to attend the hearing proceedings at the same
time.

d) The accused employee shall be given an opportunity to cross-examine the
reporting employee, together with witnesses.

e) The defense of the accused employee together with his/her witnesses shall
be heard after which the reporting employee shall be glven an opportunity
to cross- examine.

f) Both parties may bring expert witnesses to testn‘y on technlcal aspects on
areas of expertise touching on the disciplinary case.

g) The panel upon request by any of theyparties may grant adjournment of
the hearing if compelling reasons haveibeen given.

h) The hearing proceedings shall be recorded verbatim.

i) At the end of the hearing, each”part’y shall be given an opportunity to make
their final submissions in wrltlng

j)  Where a union official, represents an employee or any other representative
during the disciplinarya hearmg them?ézzenta ve may cross examine the
witnesses of the complamant and maie Fn@l submnssnons on behalf of the
employee. i s

k) The hearing panel\shall analy}é}he evndence gathered during the hearing
proceedingsy énd “fécord its ﬁ%dmgsay(le analyzing the evidence, the
hearlng p“anél shall consider the Qharg against the employee as captured in
the shoyy Gause letter, Writtén defence, witness statements, experts’
statemems among other relevant records.

13.26.6The Pane Hafter hearing the matter shall prepare a report consisting of the
following:
a) Background information leading to the relevant incident;
b) Input from the witness or witnesses;
c) The employee’s response to the allegation(s);
d) An analysis of the facts;
e) A statement that all the entitlement of employee facing the disciplinary action
have been observed;
f) Details on any matter that may mitigate or aggravate the case if any;
g) A statement on whether the charges against the employee have been proved;
and
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h) Recommendations.

13.26.7 The recommendations by Panel shall be submitted to Council for ratification.

13.26.8 The Panel’s hearing shall be in accordance with provisions of service regulations,

13.26.9

13.26.10

13.27
13.27.1

13.27.2

13.27.3

13.27.4

13.28
13.28.1

13.28.2

provisions of this manual and relevant labour law.

It must be based on principles of fairness as envisaged in the constitution and
other enabling legislations.

The decision of the Panel will be communicated to the employee by the Vice -
Chancellor within seven (7) days of the conclusion of the proceedings.

Surcharge
The University may resolve to surcharge an employee on account of
misappropriation of money, property, malicious damage @t misuse of the same.

The Vice Chancellor may resolve to surcharge the emplqyee"in full or an amount
proportionate to the offence. $

In all surcharge cases, a show cause letter _musf\be issued and the employee
allowed to submit his defense, and if thé,defense is not satisfactory be taken
through fair administrative action process.

Surcharge cases should be implement“ed as follows:

a) In monthly instalments that shall not exceed 25% of employee’s monthly basic

salary; A
b) At termination or expiry Ofs contract a:%tstéﬁdl amount of surcharge will
be settled from the employee s terminal’dues énd
c¢) The employee will sign an undert lng to ﬂwe effect that on termination or
expiry of the cofntract perlod an Qéutstandln amount will be recovered from
his terminal difes. The undertakm} wilt rg;?z in force after the separation of
the emplgye% fﬁom the Umversn’r/y* untll the full amount of surcharge is paid in

full. "\\'.;\,b ) o /

Retlrementfrom the University '

The Councll or Vice Chancellor may, instead of imposing a penalty, require an
employee to retire on any of the grounds of retirement prescribed under the
Public Service Commission Act, 2017.

Such retirement may be allowed if the conditions and procedures prescribed under
the PSC Act have been met and the Council or Vice Chancellor is satisfied that:
a) The employee has raised mitigating factor/s which renders imposition of a
penalty too harsh in view of the circumstances of the case;
b) The length of service, benefits accrued, and previous good record of the
officer justifies the retirement; or
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c) Imposing a penalty against the employee is likely to adversely affect the
reputation of the Council or the public service generally.

13.28.3In retiring an employee, the following process shall apply:

a) The Vice Chancellor shall address a letter requiring an employee to show
cause within fourteen (14) days why he or she should not be retired.

b) The employee’s representations shall within thirty (30) days be submitted to
the HRMAC for deliberation and recommendation to the Vice Chancellor.

¢) The Vice Chancellor shall within fourteen (14) days submit his/her
recommendations including relevant records and documents to the Council
for decision.

d) Where the Council is of the opinion that an alternative punishment be
applied, the case shall be returned to the Vice Chancellor with instructions that
a fresh show cause letter be issued in line with the contémplated disciplinary
action.

e) Where the Council concurs with the Vice Chancellors recommendatlon a
decision will be made and communicated to the Vice/Chancellor.

f)  The Vice Chancellor shall within seven (7) days convey the Council’s decision
to the employee, informing him of the benefits, if any.

g) The Vice Chancellor shall also inform th&“employee of the right of appeal or
review within the time provided for in the PSC Regulations.

13.29 Dismissal
13.29.1 If the Disciplinary Committee finds/ that an employee is guilty of a repeated minor
offence, serious offences or gross, mlsconduct may ke dismissed from the service of
the University.

13.29.2A letter stating the fa(cts of the case and gﬁ)lng/ reasons why dismissal is
recommended will be sth to the em/?yee ancla copy of the letter placed in his
personal file. . éQ

R i 3 s>\'
13.29.3In conveying_ th‘ea d);cmon of the’ dlsrt\lys,al t employee shall be informed of his
right of appéal)wo the Council within a peﬂod of fourteen (14) days from the date
of the letier si T\}&i.fymg dismissal. \. /
Ve
13.29.4 Any emplbyee irrespective of the grade whose disciplinary actions leads to
dismissal will be entitled to payment of any employment benefits in accordance

with the provisions of the University’s Staff Retirement Benefits Scheme.

13.29.5 Disciplinary cases should be dealt with promptly and finalized within a period of
six (6) months.

13.30 Avenues for Appealing
13.30.1 Where an employee is aggrieved by the decision of the Disciplinary Committee;
the employee shall be accorded a right to appeal as follows:
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13.31
13.31.1

13.31.2

13.31.3

13.31.4

13.31.5

13.31.6

a) Staff in grades 8-15 shall appeal to the Vice-Chancellor. The employee seeking
to appeal against the decision of the Disciplinary Committee shall do so in
writing within fourteen (14) calendar days of receiving the communication of
the disciplinary action.

b) An employee, in grade 8-15, who is not satisfied after this appeal to the Vice
Chancellor, may appeal to the Chairman of the to the Council. The aggrieved
employee shall appeal in writing within fourteen (14) calendar days of
receiving the communication of the appeal outcome. The appeal to Council
shall be determined by the Appeal Committee of Council. This will be the final
avenue for appealing.

c) Staff in Grades 6-7, shall appeal to the Chairman of the Council in writing
within fourteen (14) calendar days of receiving the communication of the
disciplinary action. The appeal to council shall be determined by the Appeal
Committee of Council. This will be the final avenue for appealing.

d) Staff in Grades 1-5 seeking to appeal against the decisionfof the Human
Resource Committee of Council, shall appeal to the Chairman of the Council
in writing within fourteen (14) calendar days of recelvmg the communication
of the disciplinary action.

e) The Vice Chancellor or Chairman of the Counql as the case may be, shall cause
the relevant appeals committee to be comstituted to hear the appeal(s) within
thirty (30) days of receipt of the appeals.

f) In case and employee is dissatisfiedsmwith the decision of Council, they may
appeal to the Public Service Comrﬁissioh.

Procedure for Conducting Appeals »i"“' \ /
Appeals shall be heard withifiua, perlod o:mry/ty (90 ays following the date on
which the appeal is ofﬂCIally recelved att lve\/ﬂ;ity /

t

The appellant must ;jemonstrate that reievant Disciplinary Committee erred in

law or in fact in arrlvm’gat the decmqﬁ R
&
The appomted%ha‘firperson of Appeals ((’Iom ittee depending on the grade of the

employee bem\ *heatd will chair the appezﬂs hearing.

During th@ﬁeam‘hg of the appeal, the Appeals Committee shall not be required to
adhere to fhe rules of evidence or procedures as applied in the court of law.

The written grounds of appeals lodged by the Appellant shall be readout to the
Appeals Committee.

The Appeal Committee will thereafter go through the minutes of the Disciplinary
Committee which heard the case in the first instance and all the documentary
evidence tabled before the Committee during the hearing vis a vis the lodged
grounds of appeal.
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13.31.7 The Appellant will be given an opportunity to make representations by attending
in person or not to attend and make representations in writing or both. The
Appellant may be accompanied by a person of his choice.

13.31.8 The Committee will consider all the circumstances relating to the matter and come
up with a resolution.

13.31.9 The Committee’s decision shall either be by consensus or by a simple majority.

13.31.10 The decision will be communicated to the appellant in writing by the Vice
Chancellor within fourteen (14) working days of the hearing of the appeal. The
employee shall be informed of the right of application for review where
applicable.

13.31.11 All disciplinary proceedings and associated documentation shall be kept
confidential.

13.31.12 The record and decision of the Disciplinary Committee, Shal.l be furnished to the
Human Resource Department and shall form part of the employees’ records.

13.31.13 A person who is dissatisfied with or affected by a decision’made by the Council on
an appeal regarding a disciplinary case may,_ apply for review of the decision
within a period of six (6) months. ;

13.31.14 The Council shall admit the application for review if:

a) fresh material facts arise whic_.h:'Wit»h due diligence could not be presented
when the decision was initially made; or
b) there is an error apparentabn«t’he;‘re'cord ofte earlier decision.

\ A \.

13.31.15 The Council may entertains an appeal or a }ca‘ciqn f
the opinion of the Counﬁll the arcumstances wa\nf’ant if.

review out of time if, in

13.31.16 Copies of all materfal deence shal company n appeal or an application for
review or docurneljts thaf the appella‘?}t wmhg‘e o rely on.

13.31.17 i A ap{allcatlons for rewew /b{all be forwarded to the Council even

Mime barred. v

13.31.18 Appeals ar\f{g‘lyésplications for review shall only be entertained once.

13.31.19 Decisions on disciplinary action made by a Disciplinary Committee shall not be
deferred or suspended pending the determination of the appeal or application for
review by another panel where the avenue is provided for.

13.32 Composition of the Appeals Committees
13.32.1 The Appeals Committee for Staff in Grade 1-5 shall comprise of the Full Council.
13.32.2 The Appeals Committee of Council for Teaching Staff in Grade 6-7 comprise of:
a) Chairperson appointed by the University Council - Chairperson;
b) Two Council members;
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€) The Principal Secretary in the Ministry for the time being responsible for the
University Education;

d) One Deputy Vice Chancellor;

e) A Senior Member of Staff at Grade 4 and above;

f) Head of Legal Services— In attendance.

13.32.3 The Vice Chancellor’s Appeals Committee for Administrative Staff in Grade 8-15
shall comprise of: -
a) Chaired by the Vice Chancellor or his nominated representative;
b) One of the Deputy Vice Chancellor;
) One Director who will be Secretary;
d) A Dean/Director not from the Department/unit of the employee; and
e) A senior member of Staff from Grade 5 and above.
f) Head of Legal Services — In attendance

13.32.4In constituting the Appeals Committee of Council or the Vlice ' @hancellor’s Appeals
Committee as the case may be, any member participating,as a substantive member
in the staff Disciplinary Committee shall not be appointed in any of the appeals
committee which will be reviewing the decision ofithe lower committee.

13.33 Defense of Employees in Criminal and Civil Saits

13.33.1 When criminal or civil proceedings are instituted against an employee as a result
of an act of omission by him in the course of his official duties, he may apply to
the Vice Chancellor for assistance inhis defense. If the Vice Chancellor is satisfied
that the employee acted in good falth in“the execution of his official duties and
that it is in the public interest that ’che emplgyeé\should be defended, he shall
immediately report the mattér o the Attorn Genera

PN 4
13.34 Civil Proceedings by Employees for Defamatlon \@Q /
13.34.1 Where an employeg has\ been defa d in respect of matters arising out of his

official position, e.gy in the press ogQat ‘a pgliti€al meeting, it may be that the
University is alsQ dgfamed by lmpllcatfbn a ill give legal aid to the employee.

13.34.2 Where such® a\c?asebccurs the employee /may apply for legal aid through the Vice
Chancellor, Lo Ht@ Attorney General. begal aid will not be granted unless:

a) The C;CSVernment has a substantial interest in seeing that the defamatory
statement is repudiated;

b) There is, in the opinion of the Attorney General, a good prospect of success
in the action; and

c) The consent of the Attorney General shall be obtained before proceedings
are commenced.

13.35 Court Summons

13.35.1 An employee who is summoned in court as state witness, in a criminal or civil
case, or as an assessor or is summoned to court on a case involving the University,
such an employee will be regarded as travelling on duty and the University, will
meet the relevant expenses.
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13.36 Civil Suit
13.36.1 When a criminal/civil suit is against an employee as a result of his official position
or act of omission or the act done by him in the course of his official duty, the
Council will provide legal representation.

13.37 Private Civil Cases

13.37.1 An employee who is summoned to court at the request of a private individual, or
in connection with a civil case in which the University has no interest will make his
own travel and leave arrangements.

13.37.2 The employee may be expected to inform the Vice Chancellor of the civil case.
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SECTION 14: ALLOCATION OF UNIVERSITY HOUSES

14.1 Policy Statement

14.1.1 The University will endeavour to ensure that allocation of available housing units
to its employees is done in an equitable and transparent manner.

14.1.2 The University will ensure that the housing units are of tenable state in accordance
with stipulated building codes and regulations issued by Government from time to
time.

14.2 Allocation of University Houses

14.2.1 The University may provide university houses for employees who are required to
pay rents at prevailing market rates as determined from time to time by the
Council.

14.2.2 Applications for University housing should be submitted to the Head responsible
for Estates through the respective Head of Department.

14.2.3 The allocation of houses will be by a committee establ‘i,shed:'by Management for
the purpose. : S

14.2.4 On occupation of a university house, the l—_leadresponsible for Estates shall notify
the DVC responsible for Administration for thegpurpose of rent recovery.

14.2.5 When an employee is allocated t/lt}év’:'_hodse, they shall comply with rules and
regulations of the Tenancy Arrang_ejm{ernf;.\\
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SECTION 15: HEALTH, SAFETY AND ENVIRONMENT

15.1  Policy Statement

15.1.1 The University is committed to ensuring a safe and healthy work environment
and will strive to create a conducive environment for its employees by
minimizing risks, health and safety hazards.

15.1.2 The University shall implement policies and programmes that assure protection
of employees from hazards and risks. The policies and programmes will be
implemented in compliance with the provisions of Occupational Safety and
Health Act, and other Labour Laws.
15.1.3 The employer shall provide adequate office space to accommodate staff and
furniture.
15.2  Guidelines to General Safety
15.2.1 The University shall maintain healthy and safe working conditions to ensure there
is no personal injury caused by accidents. The measures in¢lude:
a) Controlling health & safety risks arising from work activities;
b) Providing a safe place of work with safe means of.entry and exit;
c) Ensuring safety of equipment and systems of work; and
d) Availing necessary information, instruction, training and supervision to protect
safety and health at work.
15.2.2 Employees have a responsibility to comply Wlth safety arrangements that are in
force within the University and aregialso under a legal obligation to take
reasonable care for the health and sa’fety of themselves and others.

15.2.3 Employees should report acadents dangerous,é surrences, unsafe circumstances
and work-related ill health tc thelr lihe man ers(\--

oy & o)

15.2.4 The University will malntaln a smoke-free work\tﬁg erdvironment. Accordingly, no
person shall be per/mttte\d to smoke/éetake any intoxicating substance while on

the University premises ; c—3'< _ @\

\ .

\\ )

/ A

/‘ ,t:," o

15.2.5 Every employge 8y duty bound “to® m/z}mtaln a clean and healthy working
enwronment\ \ /

15.3 Emergencw,’\'!?reparedness

15.3.1 The University shall put in place measures to prevent and mitigate against
accidents, explosions, fires, floods, terrorism threats, and will prepare and outline
procedures to be followed in such events.

15.3.2 The Vice Chancellor will be responsible for ensuring that all employees, students
and visitors are informed and are fully conversant with the emergency
procedures.

15.4 Fire Precautions

15.4.1 The Vice Chancellor shall be responsible for ensuring that fire protection facilities
are provided in all the buildings and that the facilities are adequate and
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maintained as advised by Fire Officers and Occupational Safety and Health
Officers.

15.4.2 The Vice Chancellor shall also be responsible for enforcing all necessary fire
precaution measures as directed by both the Ministry responsible for Public
Works and the Ministry responsible for Labour.

15.4.3 Precautionary notices shall be displayed in relevant areas and necessary training
provided to staff.

15.4.4 Information on fire precautions and fire equipment shall be contained in
publications which are obtainable on application from the Principal Fire Officer
in the Ministry responsible for Public Works. Regulations regarding fire safety are
obtainable from the Ministry responsible for Labour.

15.5 Fire Prevention

15.5.1 The Vice Chancellor shall be responsible for providing adwce and coordination in
all matters concerning fire prevention, flreflghtlng fire protectlon and fire drills at
the University.

15.5.2 The Vice Chancellor shall be responsible for the, subsequent replacement of
portable equipment and provision of refill for‘such equipment with advice from
Fire Officers and the Occupational Safety and Health Officers.

15.5.3 Alterations shall not be carried oup oh buildings without prior consultation with
the Fire Officers and the Occupatlonal Safety aryl ealth Officers (OSHA).

15.5.4 Any means of escape froms a buﬂdmg shall gékept clea of any obstruction which
would make it difficult fpr oceupants of the bwldﬁng t8 escape in case of fire.

the approval of the Ofﬂcer the respEnSlble%. safety and security in compliance

15.5.5 No hazardous or h;ghly mflammable//tenaVn be stored in buildings without
with the OSHA 2 O7 . f"*i o

v

4« /
15.5.6 Positionsqef, ﬁ’reﬁghtmg equipmentNsKall not be interfered with nor should

ﬁreﬂghtlﬁ" fequipment such as hose reels and extinguishers be used for purposes
other than'firefighting.

15.5.7 The University shall have a Safety and Health Committee appointed by the Vice
Chancellor and constituted in accordance with OSHA, 2007 which shall advice
the University on the management of occupational safety and health.

15.5.8 Fire Officers may recommend any measures which they deem necessary for
purposes of safety. It is the responsibility of the employee to whom such
recommendations are addressed to ensure that appropriate steps are taken to
implement the measures with minimum delay.
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15.5.9 Any employee who fails to implement such recommendations will be held
personally responsible for the consequences and in case of subsequent fire
outbreak; he will be liable for disciplinary action and/or prosecution.

15.5.10 The Vice - Chancellor shall ensure that:
a) Firefighting teams are formed;
b) Firefighting teams and employees are trained; and
c) Firefighting drills are conducted at least once in every twelve months in
accordance with the requirement of the OSHA, 2007 and;
d) Fire Precaution signs and Health and Safety policy is displayed conspicuously
in all offices.

15.6 Notification of fire Notification of Fire

15.6.1 All fires, however small, must be reported to the Officer respensible for safety or
other Government agencies i.e. the Police or any administrative office within
twenty-four (24) hours. The building or premises so affectedsby fire must be
guarded and no evidence should be interfered with until, investigations are over.

15.6.2 It is the responsibility of whoever detects a fire toginitiateyalarm, inform the Police
and fire brigade, and try to control the fire duging its initial stages.

15.6.3 All University buildings shall be fitted with firé%and smoke detectors, alarms, water
storage tanks and pumps dedicated to flreflghtlng only and separate from the
normal water supply.

15.7 Medical Examination 4

15.7.1 The Vice Chancellor will ensure that all employees working in hazardous
occupations undergo periqdic medical exa lngt%\by the designated health
practitioner in accordance wrth "@SHA, 209/#

15.7.2 The Vice Chancellor wﬂf ensure that Ql emplo\yees worklng in areas where the
Public Health Act- (Chapter 242) P g:@:rtbes t@,a they undergo periodic medical
examination comply ) ‘r @//

Q Nl O

15.8 Provision of/Prgtectwe Clothlng and Uniforfn

15.8.1 The Vice, Changellor shall ensure that ,aﬁ/ employees who are employed in any
process lnx\belvmg exposure to wet, injurious or offensive substances are provided
with adequate effective and suitable protective clothing and appliances.

15,9 Safe Use of Potentially Dangerous Equipment

15.9.1 The Vice Chancellor shall ensure that all plants including hoists and lifts, steam
boilers, other equipment and pressure vessels are properly maintained and that
they undergo the statutory examinations as per the Occupational Safety and
Health Act requirements
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15.10 Compensation to Employees in case of Injury or Death

15.10.10nly accidents and occupational diseases arising out of and in the course of an
employee’s employment resulting to injury or occupational disease or death are
compensable in accordance with provision of Work Injuries Benefits Act (WIBA).

15.10.2 Employees are expected to notify the employer of any injury within seven days.

15.11  Group Personal Accident Policy
15.11.1 The University shall insure all employees against an injury as stipulated in Group
Personal Accident (GPA) cover.

15.11.2The GPA covers permanent bodily injury or death arising from bodily injury
caused solely by violent external visible means and provided such death occurs
not later than six (6) calendar months after the accident.

15.11.3 A claimant should not be compensated twice for the same loss under GPA and
WIBA. v

15.11.4 Details on conditions for compensation and exclusnons are found in the GPA
Policy.

15.11.5 Any claim submitted after one (1) year willybe time barred and will not be
accepted as liability. ’ »

15.11.6 All claims under GPA should beg reported by thes sured dependants or nominee

in writing. " / <
M & o /
15.12 Reporting of Accidents qnd Occupatlonal |seasg$‘ /
15.12.1Immediately an accndent\or develop t of an _ogcupational disease resulting to
death or injury to® an ’employee is &ht t sthte notice of the Supervisor under
whom an enc{pl yee is directly deployetl! the Supervisor will notify the
University’ S/O§ ugatlonal Safety. Health Employee who shall make a claim for
compensatlon\m accordance with the pr&cedure set out below.
a) \IMpease of an accident resultlng in the injury or death of an employee,
Part | of the Directorate of Occupational Safety and Health Services,
Accident Notification Form (Form DOSH 1) should be completed in
triplicate.
b) The forms should then be forwarded to the Occupational Safety and
Health Officer of the region in which the accident occurred and for
non-fatal the Medical Practitioner who is attending to the injured
employee.
c) The detailed procedures are contained in the relevant forms which are
obtainable from the Director of Occupational Safety and Health Services
in the Ministry responsible for Labour.
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d) Where the Director of Occupational Safety and Health Services finds
anomalies or that the percentage given in the medical report is not in
conformity with the provisions of the Work Injury Benefit Act (WIBA),
he will decline to process the compensation.

15.12.2 The Vice Chancellor may either request the employee responsible for
Medical Services in the Ministry responsible for Health Services to convene a
Medical Board for reassessment of the University’s liability to pay
compensation or may request Officer in charge of Occupational Safety and
Health Services in the Ministry responsible for Labour services to appoint a
medical panel for re-assessment on the employee’s diagnosis or injury.

15.13 Approval and Distribution of Compensation Approval and Distribution of
Compensation

15.13.11f it is considered by the University is liable to pay compensationgthe Director of
Occupational Safety and Health Services will send a_demand note to the Vice
Chancellor indicating the amount of money to e paid to the injured/sick
employee or the dependants of a deceased employee.

15.13.2 The payment of the money due for compensatiop to the injured or deceased
employee shall be made within ninety (90) daysifollowing the demand notice.

15.13.3 The injured employee or the depend'ant(s) of the deceased employee will sign a
certificate of acknowledgement, of payment and complete agreement form in
triplicate. AN /N

\. 1 @F

15.13.4 Copies of such certificates and o‘f the appr@te @greement form should then be
distributed as follows: -tsf‘, Sl
a) One copy*to “bes handed@ the em loyee or, in case of fatal
accndent o fhe dependant@s% _
b) One GQP)}' be%etained by t thle \/lce ancellor and
c) The ther copy to be: ‘retdined’ by the Director of Occupational
{,Safety and Health Servicess, /
‘»\7, -
15.14 Recourse to Court
15.14.1Where the employee is not satisfied with the amount of compensation computed
by the Director of Occupational Safety and Health Services, he may raise an
objection to the said Director.

15.14.2 In case the employee or the University is not satisfied with the decision of the

Director (OSHS) in response to the objection raised, the aggrieved party may
appeal to the Employment and Labour Relations Court.
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15.15 Leave under WIBA
15.15.1An employee on sick leave as a result of an accident or occupational disease will
be entitled to full pay.

15.16 Insurance

15.16.1The Vice Chancellor will also budget for funds to procure the requisite insurance
policy to cover Work Injury Benefits to the injured employees in compliance with
Section 26(4) of the Work Injury Benefits Act, 2007.

15.17 Risk Assessment

15.17.1There shall be formed a Safety Committee with representatives from all
Directorates, Divisions, Sections and Units under the Chairmanship of a person
appointed by the Vice Chancellor.

15.17.2 This Committee will periodically carry out risk assessment of all Stations with the
purpose of identifying hazards, analyzing the risk attached to them and initiate
preventive action. 4

15.18 Reporting Injury, Serious lliness or Death

15.18.11n case of an employee’s injury, serious illngss,or death, an immediate report by
telephone, or special means including e-mdil should be made to the Vice
Chancellor within 24 hours stating relevant particulars of the employee.

15.18.2 The Vice Chancellor shall inforpd” thebnéxt- of-kin immediately and make them
aware of the circumstances under whrch the e loyee sustained injuries or met
his death. o \

(c){(}’ & $

15.18.3 In addition to the repOrt referred to m prov@ion T5 12.1.1, a death certificate
should be submitted-as, soen’as possi to facmtate processing of final dues.

15.18.4 The accident shouha arso be reportéd tQ tl;ﬁ fficer-in-charge of Occupational
Safety and Heaith,SerVIces within 24«hp)urs iYaccordance with the requirement of

the Occupa’cror}al Safety and Health’Att, }@O?

V4

N\ S

15.19 Syndemlc Djseases Control

15.19.1The UmverSIty recognizes the impact of syndemic diseases in the workplace and
their far-reaching effects on productivity. The University is therefore committed
to developing a programme to mitigate the effects of syndemic diseases.

15.19.2 1t shall develop a workplace policy on syndemic diseases. The syndemic diseases
are such as: HIV & AIDS, Sexually Transmitted Infections, Malaria, Leprosy,

Tuberculosis and Lung Disease.

15.19.3 The main objective of the policy is to provide a framework for addressing
syndemic diseases issues in the University.
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15.19.4 No employee will be discriminated against and/or stigmatized on the basis of real
or perceived infection with any of the syndemic diseases.

15.19.5 All Heads of functional areas have a responsibility to minimize the risk of disease
transmission by taking the appropriate first aid and universal infection control
precautions at the workplace. These include:

a) Where fitness to work is impaired by illness, alternative deployment for
such employees shall be arranged where possible;

b) Heads of functional areas will be required to demonstrate leadership in
addressing emerging pandemics in the workplace through participation in
awareness programmes and counseling for all employees. They will also be
expected to be sufficiently informed about the disease in order to guide
other employees in matters concerning the disease.

c) The Division responsible for Human Resource will inglude management of
other emerging pandemics and related issues in the annual strategic and
budget plans;

d) Employees have a responsibility to check thelr infection status through
voluntary counseling and testing, taking appropriate precautions to protect
themselves against infection and infecting others and to seek information
and education on the disease and wayssto combat it; and

e) Infection relating to any disease willynot be a cause for termination of
employment and infected employees will be allowed to work as long as
they are fit and available for Wbrk ’

15.19.6 No employee shall be compelled ’co d:sclose hig/iiection status from any disease.
In cases where employees are lnfected and quu:e nfidentiality, all reasonable
precaution will be takep™&yensure confj eﬁhallgy and the employees’ right to
disclosure will be obsewed Access to persona@daté relating to an employee’s
infection status wnll/be bbund by the/iéies of conﬁdentlallty

15.19.7 The Umversnty\w:bl mltiate a peer edqc,atlov programme to inform and educate

its employeeg ?rn ptreventlon of emérgmg diseases, related care and support.

15.19.8 Employeé\s"}"z o' are infected or affected by any disease will be provided with
counsellng services to encourage them to cope with the status.

15.19.9 Management will allow employees infected or affected by any pandemic or any
of its related conditions to work as long as they are medically able to perform
and do not pose a danger to their own health and safety and the health and
safety of others.

15.19.10 Pre-screening from syndemic disease infections shall not be a pre-requisite for
employment.
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15.19.11 Employees who have reservations working with a colleague who has a health
condition may contact their supervisors or the Head of Human Resource and
Administration who will cause appropriate counseling.

16.1.1 All employees have a role to play in the wider struggle to mitigate the effects of
the syndemic diseases.

15.20 Fighting Stigma and Discrimination

15.20.1 No employee will be discriminated against and/or stigmatized on the basis of real
or perceived health status. It will be an offence for any person to discriminate
another on the grounds of actual, perceived or suspected infection with a
syndemic disease in the workplace.

15.20.2 The Vice Chancellor will be at the forefront in providing @ conducive working
environment for the infected and affected employees. The University shall set up
programs that will instill positive behaviour in the management of syndemic
diseases.

15.20.3 The University shall take steps to minimize the risk of tfansmission of syndemic
diseases by adopting First Aid/Universal infection, control precautions at the
workplace. '

15.21 Privacy and Confidentiality

15.21.1No employee shall be compelled tor dlsclose his HIV status. In cases where
employees with HIV inform* Management of “their situation, all reasonable
precaution will be taken toy ensure ‘confide lallty d the employees’ right to

disclosure will be observed™ - ; & 'S
("1 ",‘ Pa, M el \\\b'\’ /
15.21.2 Access to personal data t‘elatlng to apémployee s HIV status will be bound by the
rules of conﬁdenhahty /& Ry
@ N 1 %
\’\ /) v / No 3

15.21.3 Information "Egucatlon and Communlca:c}gn

V4

\ (
15.21.4 The Um\x\ermty “Will initiate a peer education programme to inform and educate

its employees on HIV and AIDS prevention, care and support.

15.22 Care and Support
15.22.1 Employees who are HIV positive will be provided with counseling services to
encourage them to cope with the status.

15.23 Counseling Services

15.23.1 Management will ensure that arrangements are made to provide counseling
services to the employees for their well-being and in order to develop a
psychologically healthy workforce as per the Public Service Policy on Guidance
and Counseling.
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15.23.2 Employees who have reservations working with a colleague who has a health
condition may contact their supervisors or the Head of Human Resource who
will cause appropriate counselling.

15.24 Drug and Substance Abuse

15.24.1 Addiction to drugs or substance will be treated like any other disease. An
employee who is determined to deal with drug and substance abuse problem by
engaging in rehabilitation services will be referred to a Medical practitioner for
evaluation.

15.24.2 Employees shall be sensitized on the dangers of alcohol and drug abuse. The
University will provide the necessary interventions in terms of educational
forums, counselling and other therapeutic measures.

15.24.3 The University shall assist the employee access ,réhabi‘ﬁtation services in
accordance with the provisions of the Medical Scherrig, J}

15.24.4 An employee who has undergone counselling and rehabilitation for at least three
(3) times and fails to attain desirable behawiourqwill be liable to disciplinary
action which may lead to termination of service:

15.25 Guiding Principles in Management of Drug and Substance Abuse
15.25.1 The University will:
a. Promote the health, well® bemg and safe.tfl of all employees, their families
and surrounding communl’cy,
b. Ensure that no employee With dru, aﬁ%ﬁagce p,roblem will be disciplined
for requesting help in} overco lng theq??robl’em or for involvement in
rehablhtatlorvefforf afd )ﬁ & o Y
c. Ensure that ho employee is éiscnmm&é against in providing Drug and
Substance\‘Ab

Juse’ rehablllta'tlon«§eJV|ce?

(g
/J o

15.25.2 The employe&wnll - \ /

a)\\Report for duty and remain sober while at work;

b) | \Create conducive working environment for each other;

c) Seek advice and follow recommended treatment promptly once one
suspects that he has a problem; and

d) Recognize that problems related to drug/substance abuse are not an
excuse for poor performance.

15.26 Protection of the Working Environment

15.26.1 The University shall take appropriate measures to protect and ensure a safe
working environment for its employees.
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15.26.2 All employees shall endeavour to protect the environment in the performance of
their duties.

15.26.3 All actions that contribute to the air, water and environmental pollution should
be prevented or minimized.

15.26.4 No employee shall be permitted to smoke tobacco or tobacco products while in
the University’s premises except in the designated areas.

15.26.5 Employees shall ensure that waste generated at work places are handled,
collected and disposed of properly.

15.26.6 Heads of Departments/Sections and Supervisors shall be responsible for inspecting
their respective work places for environmental, health and safety hazards, and
devise suitable measures for their management.

15.27 First Aid Kit | &
15.27.1 The University shall provide First Aid Kits, in strateglc points and in all
vehicles. The standard First Aid Kit should,have: -

a) Antiseptic disinfectant/cream:;

b) Adhesive plaster;

c) Dressing materials;

d) Pain killers;
e) Dissecting kit; and 4 € »

f) Snake bite relieverag, |\ Ny
l{i"/:j“‘:-:: P " ,
15.28 Security O & S /
15.28.1 The University wnll/aL ays put in pl measures to ensure adequate security for
all employees and éq pment . C§‘ : %?9
)._, & Y 3y

15.28.2 Employees. ie\ayqngbthe office should ensu S that all the windows are locked; the
office equlpmegnt and lights are off before leaving.
\?\
15.28.3 Keys to filing cabinets, safes and offices containing classified materials shall be
kept safely. Any loss or misplacement of keys must be reported to the Officer
responsible for security.

15.28.4 Employees will be issued with identification cards to facilitate their entry into
their work station.

15.28.5 The University will not be responsible for loss of money or valuables left
unattended while in its premises.
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15.28.6 Employees have a responsibility to ensure a safe and secure environment at all
times.
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SECTION 16: EMPLOYEES’ RECORDS

16.1 Policy Statement

16.1.1 The University will develop clear guidelines and procedures on records
management in line with Public Archives and Documentation Service Act, Cap 19
Laws of Kenya. The University will ensure systematic control of all records from
their creation to receipt through processing, retrieval, distribution and use to their
ultimate preservation and disposal.

16.1.2 The University shall collect, maintain and use employees’ personal information for
official purposes and will ensure its accuracy, relevancy and confidentiality in
conformity to applicable legal requirements. Access to classified records, shall be
restricted to the “need to know” Principle.

16.2  Principles of Good Records Management

16.2.1 16.2.1 The University shall be guided by the principles ofs good records
management in the management of records. Thesewdinclude; authenticity,
accuracy,  accessibility,  completeness,  comprehensiveness,  compliance,
effectiveness and security. X

16.2.2 The University shall develop and implement an mformatlon management policy
to support its core mandate of research.

16.3 Classification of Records
16.3.1 Measures shall be taken to safeguard records from unauthorized access, damage
and destruction. The Universitygrecognizes the following security classification
and levels of access to classnfled lnformatlon as ytlined in the Government of
Kenya Security Manual: = C &
a) Top Secret: - Informahon and a?erialgwho,se unauthorized disclosure
would cause etXCeptlonally gr ve damz?ge td'the University;
b) Secret: - lnformatlon and rial whese‘unauthorized disclosure would
cause senOus m)ury to the Rﬁ%erests Q}F e University;
) Confrs{en}ﬂal * informationy agd material whose unauthorized disclosure
wou be yprejudicial to the iriterests of the University; and
d){A.Resmcted - Information “and”material whose unauthorized disclosure

";j\f,';f"uld be undesirable to the interests of the University.

16.4  Access to Pérsonal Information

16.4.1 An employee may write to the Vice Chancellor requesting for personal
information from their files to be provided to a third party. The information may
be sent to the third party or forwarded to the employee depending on nature of
the information.

16.5 Reporting of Changes in Personal Records

16.5.1 Each employee is required to report any change in name, address, telephone
number, marital status, number of dependants and next of kin.

Page | 136



16.5.2 In addition, the employee will submit any newly earned award(s) such as
certificates and degrees to their supervisor and the Head of Human Resource.

16.6 Mail Management

16.6.1 When handling mail, the following procedures shall be undertaken with utmost
care; receiving, sorting, opening, date stamping, registering, filing, distribution of
mail to action employees, control of mail movement, security and dispatch. This
will ensure timely and accurate delivery of mail at minimum cost.

16.7 Filing and Maintenance of Records

16.7.1 The University shall establish proper procedures for filing, use, storage and
retrieval of records to ensure they are protected from potential dangers that may
occur and lead to loss of information, facilitate accurate and faster retrieval of
records and provide information in good time.

16.8  Electronic Document Management System
16.8.1 The University may establish an Electronic Docdment Management System
(EDMS) to assist in management of records.

16.9 Records Control System x &
16.9.1 The University shall develop and use a file classifigation scheme that:

a) Ensures consistency in file naming.throughout the University;

b) Provides a structure based on{unctions, as a starting point for developing a

file title; _
c) Organizes, describes and fink§ related recofds; and
d) Provides improved acce§sk,"|jetr\i'éval, us Cangt'idi mination of information.
iy N TS

o

V, " R
o V.
S P

16.10  Storage Facilities and Equipment & &
16.10.1To ensure records aréyproperly stor/eé(%'apd easily/accessible, the University shall
provide adequafcg:.'é\nd’?éppropriate dpace. angh stitable equipment for storage of
16.10.2 The stage Q/f;'fj@é'*iigcords life cycle’sRall Be taken into account while making a
decision,on Efqrage There are three ~.(3)‘56/road categories of records life cycle:

a) CukréitsRecords;

b) Seﬁif;Current Records; and

¢) Non-Current or Non-Active Records.

16.11 Records Survey and Disposal

16.11.1 The University shall undertake Records Survey by collecting information on the
usage, maintenance and eventual disposal of records as guided by existing
government regulations.

16.11.2 The purpose of the survey will be to: -

a) Examine the storage conditions of records and the working environment;
b) Determine the volume and physical location of records;
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c) Examine the filing classification schemes and indexing systems in place;
d) Determine the staff capacities;

e) ldentify problems encountered in storage of records; and

f) Establish disposal procedures of non-current records.

16.11.3 Records appraisal will be conducted by Records Management Officers before
disposal of records in order to determine the value of records for purposes of
either preservation of valuable records or destruction of valueless records.

16.11.4 The University shall dispose off records in a systematic way by either transferring
valuable records to the archives or any other authorized place of deposit or
destroying inactive and valueless records.

16.11.5 The mode of destruction shall be by either pulping or shredding and recycling as
appropriate.

16.12 Records Retention and Disposal Schedule

16.12.1The University shall develop a records retention and disposal . schedule which shall
describe all types of records, indicate predeterminedisetention periods and
prescribe disposal actions to be taken once a recordiis no longer needed for the
conduct of current business.

16.12.2 Records not needed for current business will be removed from the records unit
for storage in the archives.

16.12.3 The retention and disposal schedule once approved must be enforced and should
be regularly updated.

16.13  Access Rules and Regulations

16.13.1The University shall ensure that" ‘access/ rules and regulations are effectively
enforced to prevent unauthorlzed\access andAe age of classified records and
information. The access rules\and ‘regulationsfhould ®asure that:

a) No staff will be deployed o handle ¢ ﬁdengal secret or top-secret work
without prior vetting and approval by the Depuﬁ/ Vice Chancellor responsible for
human resource; and 3 &

b) Access to classnﬂed record is restrlctéél 1o. tlfz{eed to know” Principle i.e. No
person is entltled,)solely by thue ~bf) his ™ niority or appointment to access
classified ma’ceﬁﬁl ¥ /

N\ 7
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SECTION 17: LABOUR RELATIONS

17.1  Policy Statement

17.1.1 The University recognizes the Constitutional rights of every employee to fair labour
practices, fair remuneration and reasonable working conditions. The University is
committed to safeguard the interest of employees by securing the highest level of
mutual understanding and goodwill to facilitate achievement of its objectives.
Participatory management will be encouraged in order to achieve industrial peace
and harmony.

17.1.2 The University shall engage recognized trade unions representing the employees in
negotiating Collective Bargaining Agreements. The University and the Unions shall
negotiate Collective Bargaining Agreements setting out the terms and conditions of
service for employees as provided for in the Recognition Agreements.

17.1.3 The negotiations will be guided by the provisions of the Constitution, Labour
Relations Act, relevant legislations and the Institutional Framework for Collective
Bargaining in the Public Service. '

17.2 Union Membership

17.2.1 All employees may join any registered and recognlzed union of their choice.
However, eligibility for an employee to jein will depend on the recognition
agreement between the University and the respeétive union.

17.2.2 Employees shall not be vnctlmlzed fOr being members or participating in trade
Union activities. g . N4 .

.J / -

17.2.3 Employees who are appointedyas folcrals o;/wy Un‘io may be granted permission
to carry out official unio dutles Employ es a‘reQ\not Aallowed to be officials of

more than one trade unlcm Howeve%gn ofﬁaa@of a‘trade union may also be an

official of a federatlon to \‘Nhlch the tr unlon IS affiliated.
N /IS
17.2.4 Union meetlngs S'tha),'be COnvened to tékg: pla during the employees’ free time.
N
17.3  Recovery of Umon Dues and agency {ees
17.3.1 The Umvet\sli:y\may deduct trade union dues from the salaries of union members
and remit tfwe monies so deducted into a specified account of the trade union.
17.3.2 Deductions from an employee who has resigned his union membership and
notified the employer in writing shall be stopped. A copy of an employee’s
notification may be forwarded to the union for information.
17.3.3 The University may deduct agency fees as will be prescribed by the Cabinet
Secretary Responsible for Labour as provided in the Labour Relations Act.
17.3.4 The University will provide a schedule with a list of employees being deducted the

union dues or agency fees.
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17.4 Dispute Resolution

17.4.1 Any trade dispute that arises concerning any aspect of the employer/employee
relationship shall be resolved as provided for in the Labour Relations Act and any other
relevant legislation.

17.5 Employee Participation in Strikes
17.5.1 An employee may participate in a strike if:

a) The trade dispute that forms the subject of the strike concerns the terms
and conditions of employment or recognition of a Trade Union to which
an employee is a member;

b) The trade dispute is unresolved after conciliation; and

c) Seven (7) days written notice of strike has been given to the University and
the Cabinet Secretary responsible for Labour by the representative of the
union.

17.6 Institutional Framework for Negotiation
17.6.1 The University and recognized trade unions representlng employees shall be guided
by the Institutional Framework for negotiation with Trade Unions in the public
service that has been developed by the Government whose objectives are to:
a) Ensure that the collective bargaining, progess is compliant with the
Constitution and the relevant legislations:
b) ldentify the parties recognized by.law to‘eéngage in collective bargaining;
c¢) Provide consistency and unifodfnity in the collective bargaining process:
d) Provide a platform for consultatlons with all stakeholders;
e) Provide a standard perlod for “collectjye bargaining across the public
service; and Promote labour relations Cd industrial peace.
Q;( 3 SA’ /
17.6.2 The collective bargalnlr{g in the Umversxty m%y ifclude salaries, allowances,
benefits, and workmg’c?nts]lhons as sh/arfgbe agreed yupon from time to time.

W
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SECTION 18: STAFF WELFARE

18.1 Policy Statement

18.1.1 The University recognizes that, in addition to offering pay benefits, and a healthy
working environment to employees, their emotional and social needs should also
be catered for as they discharge their duties.

18.1.2 The IPUCCF of FKE and recognized unions will negotiate terms that address the
various social and health challenges confronting employees in the workplace.

18.2 Education Support for Staff and Dependants

18.2.1 The University may provide eligible employees with support of their own studies
in the University and also to their nuclear family members.

18.2.2 The education support will be administered in accordance with the guidelines
developed by the respective university.

18.3 Disability Mainstreaming

18.3.1 The University shall establish a Disability Mainstreaming, Committee.

18.3.2 Disability Mainstreaming shall be as per the Disability Mainstreaming Policy.

18.3.3 The University shall ensure that persons with_disabilities constitute at least five
percent (5%) of its workforce. ‘

18.4 Gender Mainstreaming
18.4.1 The University shall establish a Gende# Malnstreamlng Committee.
18.4.2 Gender Mainstreaming shall be as per,the Gender Mainstreaming Policy.

18.5 Gender Based Violence a~\ ¥ /

18.5.1 The University is committédy to *eliminati g‘* enger bgsed violence (GBV). The
University recognizes ’chat1 any form of BV IS pu??ishable under the Kenyan Laws.
For this reason, they Umversnty spdg have zero tolerance to GBV at all
organizational levels Be it*formal or mﬁg'ormal gh t/or at an individual level.

18.5.2 Further, the Umve;jﬂty is committed. tq cré ting and maintaining a conducive
working and. fga ing environment, fred fr/gm any forms of GBV.

. p,
N\ /S

18.6.1 The comﬁtﬁginant shall write a formal letter addressed to the Head of the
Department clearly describing the form of GBV suffered. The details of the
complaint shall include the offender and also give the time and place in which
the GBV took place. Upon receiving the complaint, the HoD shall in a period
not exceeding 60 days conduct an investigation and make a report and
recommendations to the Vice Chancellor on the appropriate action to be taken
against the offender. The action to be taken shall be subjected to the laid down
University procedures.
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18.7 Staff Retirement Benefits

18.7.1 1t is the responsibility of the University to ensure that employees’ social security is
safeguarded.

18.7.2 The University shall operate a defined contribution retirement benefit scheme for
its staff under a trust for pensionable employees. The primary objective of the
Fund is to provide retirement benefits to University staff or their dependants in the
case of death of the member.

18.7.3 The University will endeavour to notify staff of their retirement date one year
prior to retirement and organize/facilitate retirement sensitization training.

18.8 Implementation of Staff Welfare Matters
18.8.1 Staff Welfare matters will be processed through the HRMAC provided that in
discussing agendas on matters welfare, the HRMAC will include a representative
nominated by each of the unions.
18.8.2 In handling Staff Welfare matters, the HRMAC will rationalize:
a) Needs and resources assessment to determine_the needs interests and
concerns. :
b) Program components and activities to be lmplemented based on the
findings of the needs assessment.
¢) Plan on wellness activities each year.
d) Resources available to enable the realization of the Staff Welfare Policy.
e) Programs of helping employees to.balance work and family.

18.9 Demise in Service v \

18.9.1 In the event of demise of a member of staff the Wn \ ersnty shall contribute towards
the funeral expenses as per the; rates deétermin :

18.9.2 The Vice-Chancellor may glve @ condolenc sqSeecl'gio the family during the burial
occasion. g ] S

18.9.3 The University may provide transpor}/gﬂb)ect to availability for members of staff
willing to travel to, the,burial of an em—f@ oyee. y

18.9.4 Members of stafﬁ V\ZI” bé informed byo the D uty Vice-Chancellor responsible for
human resourc\e fabereavement of a ¢olledgue through an internal memo.

18.9.5 Facilitation for' wbsnstence allowance shalf’be processed for only the driver assigned
for the tnpxa?ﬁd the staff member nominated to present the message of condolence
to the bereaVed family.

Q

18.10 Death of a Spouse/Child/Parent

18.10.1The staff shall be granted the compassionate leave.

18.10.2 The Vice-Chancellor may give a condolence speech to the family during the burial
occasion.

18.10.3 The University may provide transport subject to availability for members of staff
willing to travel to the burial of an employee.

18.10.4 Members of staff will be informed by the Deputy Vice-Chancellor responsible for
Human Resource of a bereavement of a colleague through an internal memo.
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18.10.5 Facilitation for subsistence allowance shall be processed for only the driver
assigned for the trip and the staff member nominated to present the message of
condolence to the bereaved family.

18.11 Staff Welfare Benevolent Fund

18.11.1 The University employees may establish a Benevolent Fund on voluntary basis to
support each other in the event of hardships such as death, accidents among other
calamities. The purpose of the Benevolent Fund shall be to assist affected staff
members during death and long term illnesses.

18.11.2Where a Benevolent Fund is established, the Management Committee of the Fund
will submit regular reports to UMB.

18.11.3 Principles Governing the Benevolent Fund

a) The benevolent groups must comply with the code of cOfduct and ethics.

b) Contravention of the above shall result to dlsapllnary ‘action in accordance
with the disciplinary policy in this manual. .

) Activities of the welfare groups shall not be in conflict with the interest of
the University.

d) The Fund shall be self-regulating.

e) Employee consent is mandatory whenever University check-off system is
requested.

f) All staff will be encouraged to become members of the Staff Welfare
Benevolent Fund with mlnlmum contribfi Q as determined from time to
time by the Welfare Commlttee &

18.11.4 The scheme shall operate wnthm the laid do rf‘pohgy rl;les and regulations.

“ Z. g . \_

18.12 Sports and sporting, actwihes Aﬁ'f' & o

18.12.1The University encouragesr employeesci‘o partlggp e in sporting activities after work
hours as a way_ of ehrlching empl'oyee welln? and networking. This provides for
opportunltleyffo employees to interact socially and enhance their sports talent,
while mcreasmggthe visibility of the Univefsity.

18.12.2 All emplc&y}e& will be required to comply with this policy and regulations
governing respectlve sporting disciplines.

18.12.3 Participation in tournaments is at the discretion of the University and may be
withdrawn without notice.

18.12.4 The University may provide branded uniforms and equipment for various sporting
disciplines. It shall be the responsibility of the employees and team captains to
ensure safety of this equipment, any loss, damage or misuse shall be surcharged
appropriately.

18.12.5 Employees will participate in sporting activities subject to University’s operations
not being disrupted.
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18.12.6 Staff members shall be encouraged to take advantage of the facilities for physical
fitness, sound health and social interaction.

18.12.7 The University may organize sports days’ events for Staff.
18.12.8 All employees shall promote the corporate brand when participating in sports.

18.12.9 An employee will always be required to repair sports equipment provided by the
University in good condition. In the event of negligence or willful destruction, the
employee will be subjected to disciplinary process and will be required to replace
the damaged item.

18.13 Staff Interactive activities
18.13.1The University will promote interactive activities that Wl” contrlbute to Staff
bonding, socialization and personal development.

18.13.2 Examples of the interactive activities could be: Staff Cho"i'frs, Luncheons and dinners
or participation in common hobbies.

18.14 Employee Assistance Programme (EAP)
18.14.1The University recognizes that employees’ health and work performance can be
affected by personal or work-related p'roblems

18.14.2 The EAP is designed to assist§ the 1dent|f|ca’u6 and resolution of problems
associated with employees’ 1mpaired by p onal ‘Concerns but not limited to
health, family, financial, alcohoi "drugs, le kf*emc%tional stress or other personal
concerns and addictions whlch may ad\/jsely affe%? employees productivity.

. <

: AP
18.14.3 All employees shall. ‘ave reasonablef—.»“access ty{e EAP either through voluntary
self-referral or frsm ,H referral by supem)ﬂgprs Y

18.14.4 While partncnpatlon in the program l,s/(/oluntary, management will have the
prerogatlvé\bfiormally recommending employees for assistance in circumstances
where they\are likely to benefit from the EAP.

18.14.5 The consequences of refusing to take advantage of such opportunities and of

subsequently failing to change their behavior, shall be made clear to employees in
situations where an employee is facing discipline or incapacity interventions.
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SECTION 19: OFFICIAL COMMUNICATION
19.1 Policy Statement

19.1.1 The University is committed to open and timely communication, establishment and
maintenance of clear and appropriate channels of communication across the whole
range of its activities.

19.1.2 This Communication Policy is intended to establish sound principles of
communication within the University and to ensure that employees and
stakeholders understand the importance of the communication modes, format and
channels.

19.2 General Guidance on Correspondences
19.2.1 Both sides of the paper should be used and a reasonable margin should be left
blank on the left hand side.

19.2.2 Enclosures, unless of exceptional importance, should /e avoided whenever
practical, and copies, not originals sent. ' ;

19.2.3 Enclosures in foreign languages should be accompanied by a translation.

19.2.4 Documents received in foreign languages should be referred to the Ministry of
Foreign Affairs and International Trade for offigialitranslation, if necessary.

19.2.5 Great importance is attached to the« expedltlous treatment of all communication
received by the University. Every ommunication requiring a response but which
cannot be answered at once should be acknowledged promptly on receipt. The

necessary consultations should, then bé finaliz and agpropriate reply dispatched
in not more than seven (#Z)* days unless it A gelg,ulne,Ly be established that such
consultations require a longer perlod A; C el \\3

19.2.6 When decisions of the Umvemty ha\ﬁé to bebg?%eyed to members of the public,
they should be CQmjnumcatlon as the Zf{ggsno f the University, and not as those

of an mdnvnduql mployee

/
. (“

19.2.7 An employe?e is not allowed to take extracts or make copies of minutes and
correspondence for his own purpose, unless such correspondence is expressly

addressed to the employee personally.

19.3 The use of courier services is encouraged, where available.
19.3.1 All external communication touching on matters of the University shall be through
the Vice Chancellor.
19.3.2 All official external communication to the University should be addressed to: -
The Vice Chancellor
UNIVERSITY NAME
P.O. BOX: cceurvrnreninnnnen
Telephone: .......cccccenenenens
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|5 007: || F
Website: ccovvveneeeiiiiiiiiaannnns
19.3.3 All communication should have reference humbers for identification and control
purposes.

19.3.4 Communication should be consistent, through the right channels and by the
authorized persons.

19.3.5 The accepted modes of communication at the University include: email, telephone,
letters, circulars, memoranda (memos), publications, short message service (SMS),
social media (on general public awareness issues) and deliberations at meetings.
The principle of “Need to Know” should be observed in such communications.

19.3.6 Indulgence by employees in communication sites and modes that are of no benefit
to the University during working hours should be avoided.

19.3.7 Heads of Departments shall ensure the policy is implerﬁented within their
Departments, and Sections. They shall also ensure dissemination of relevant
information to employees and relevant stakeholders.

19.4 Classified correspondence

19.4.1 The University shall adopt the Government ‘6f Kenya Security Manual which
contains instructions regarding classified cortespondence.

19.4.2 The appropriate classification shall? be ¢clearly marked at the top and bottom of
every page of all classified documents P /

19.4.3 The Vice chancellor will be ﬁeld responst)%or <endyring that the most careful
attention is paid to securlty matters in all offiéés unger h;s control.

19.5 Internal Communlcatlon\ /4 % i
19.5.1 The University shaﬂ use the folloé‘/mg ch, els when communicating with
members of stafﬁ ) . &..(V.

a) Internqliﬂiemos/arculars/letters ,

b) Emalls a(\d Short Messaging Se{w;éd(SMS)

9) Soci\a{‘ wledia platforms for example: Tiktok, Facebook, WhatsApp. X
twntter

d) Telephone calls;

e) Notices Boards;

f) E-bulletins;

g) Staff meetings;

h) Internal newsletters/publications;

i) Internet; and

j)  Website.

19.6 Memoranda and Circulars
19.6.1 With regards to memoranda and circulars, the following shall apply: -
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a) All memoranda/letters/circulars should be done using relevant subject file
and folioed accordingly;

b) Internal memos shall be used for communication within the University;

¢) Circulars shall be used for communication with external stakeholders to
inform on polices and new developments;

d) Employees should be briefed on the contents of such memoranda/circulars
through staff meetings, visible notices, internet, bulletins and internal
publications;

e) The action and receiving employees should sign off the relevant files in use
to allow for traceability; and

f) All correspondences should be channeled through the immediate
supervisors.

19.7 External Communication
19.7.1 Communication with the general public shall be through the Vlce Chancellor and
shall include the use of:
a) Print media-newspapers, periodicals, journals; magazmes circulars, letters,
pamphlets, emails, brochures, fliers and posters; <,
b) Electronic Media-Radio, TV, Internet and Website;
c) Social media- including social networks, andygroup Short Message Service
(SMS); '
d) Verbal Communication comprising of formal presentations in meetings,
seminars, conventions, conferefices, Workshops and speeches;
e) Bill Boards and Publicity pos”c% and¢ _
f) Other communication 4 channels mclyding exhibitions,
displays and sponsorshlps

("Sf" &
19.8 Use of University Letterheads for per [ issuesa®
19.8.1 The University letterhfead §hall not be/uzg:j for personal issues.
19.9 Official Seal \ ,) A

19.9.1 The use of thé oﬁlcral seal must be as appr}wed by Council.

19.9.2 Use of 1mp®<é25910ns of the official seal shall not be allowed.

19.10 Corporate Idenhty/lmage
19.10.1With regards to corporate identity/image, the following shall apply: -

a) The University shall maintain a recognizable and maintain consistence
corporate identity throughout the offices, assets, publications and
presentations;

b) Corporate identity is enhanced by the logo, letterhead and the
corporate colors;

c) The use of the corporate logo for private purposes is strictly prohibited.
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19.11 Media Relations
19.11.1 With regards to media relations, the following shall apply: -

a) The University shall cultivate a positive relationship with the media to
promote public awareness and understanding of its mandate, initiatives,
service and activities; and

b) All communication with the media shall be approved by the Vice
Chancellor, to ensure uniformity, accuracy and accountability.

19.12 Spokesperson
19.12.1The Vice Chancellor shall be the principal spokesperson of the University.

19.13 Complaints Management

19.13.1The University shall handle public complaints through the applicable channels and
as per the Complaints Handling Policy, Whistle Blower Pglicy and Corporate
Disclosure Policy. Clients/Customers are advised to addressscomplaints or
suggestions to the Vice Chancellorthrough the Umversntys phySlcal address, post,
fax, telephone or e-mail address.

19.13.2 The University shall establish suggestion boxes, complalnts/compllments register
within the University’s offices and prescribe,regulations for the handling of
complaints/compliments. ' \

19.14 Telephone Facilities -

19.14.11t is the University's policy t maintain an appropriate telephone
strategy/technology that will facilitéfe operational excellence. Employees shall use
telephone facilities in a prudent and wrse mannlr and limit such usage to official
purposes only. a \ ¥

19.14.2 The responsnblllty/accountablllty ‘on the cﬁsagegx vof ,telephone is vested on
employees with mechanlsms to check on excesses 4

19.15 Inventions and lnno\latl(ms “ §~

19.15.1Where an mvenﬁor)) or fhnovation is, 1h gll r? ect alien to the employment of an
employee, he aPL ynormally be- ‘grahted/ “the full rights in such invention in
accordance WIt‘h Intellectual Properties Agct.

19.15.2 Where an\\m‘den&hon or innovation is connected with facilities arising out of the
employment of an employee, the question of his rights and those of the
Government shall be referred to the relevant Government body/bodies.
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SECTION 20: REMOTE WORKING

20.1 Definitions

20.1.1 Remote working is a work arrangement that permits an employee to conduct all or
some of their work at an approved alternative worksite such as the home or in
office space near to the employee’s home. Remote working may take any of the
following forms:

a) Occasional Remote Work: These are ad hoc requests to work remotely that
are not regularly scheduled and are not long-term. These requests are
infrequent and are approved on a case-by-case basis. They do not require a
Remote Work Agreement to be completed.

b) Regular Hybrid Working Arrangement: Regular hybrid working
arrangements can be for a defined length of time. Employees working a
hybrid schedule will routinely return to work station to conduct work-
related activities. New hybrid arrangements must begin with a trial period
of at least two months, and then may be adjustedsor. discontinued at-will
or at any time at the request of either the employee.or the University.

c) Fully Remote Work: Employee will perform all dutieséfrom a remote work
location.

20.2 Policy Statements

20.2.1 Remote working arrangement is not an entl’clement and is based on the needs of
the job, work group and organlzatlon and the“employee's past and present levels
of performance.

20.2.2 Remote work is not intended to Permlt“employﬁ?é o have time to work at other
full-time jobs, or to run thelr own busmess duri ng tbel cheduled work hours.
‘ == (c’{] Q\;‘ /
20.2.3 Failure to fulfill normal work requnrements bothe%]uallfatlve and quantitative, may
be grounds for dlSClphnarv action or t matlon -of 'the remote work arrangement
and/or termmatlon fmm employmentf—f»‘ 4 g?\

20.3 Eligibility .,{”('”'-';, ¥ MR
20.3.1 The decision to\allow remote work wlll ’6% made on a case-by-case basis for each
employee Wj};\mthe understanding that approval can be rescinded at any time.

)'

20.3.2 Remote work is appropriate only when both the abilities of the employee and the
nature of the work to be done meet the minimum criteria outlined below.

20.3.3 The DVC responsible for HR may apply more rigorous criteria when determining
whether an employee and a position are appropriate for a remote work
arrangement.

20.3.4 An employee’s readiness for remote or hybrid work should be considered. Some

employees may be better prepared to manage the requirements of remote work
arrangements.
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20.3.5New employees must be employed for at least six months prior to being eligible to
apply for remote work.

20.3.6 The Vice Chancellor may waive this requirement under special circumstances.

20.3.7 A decision to refuse a request for remote work or to withdraw an approved
arrangement shall be in writing and state the reasons.

20.3.8 The employee may appeal the decision to the Vice-Chancellor within fourteen
days.

20.4 Criteria
20.4.1 The criteria for consideration if an employee is suited for remote working will be
among other the following:
a) The employee must not be in a probationary perlod of employment
b) The employee has demonstrated sustained <igh performance, and the
abilities to:
i) Successfully organize and manage tlme and work independently and
productively with minimal supgrwisiony,
ii) Ability to prioritize work and meetideadlines
iii) Effective communication with intefnal and external parties
iv) Self-motivated, and a* sol’id understanding of their role and
expectations.
c¢) The Head of Department and DVC res.{zfo
employee can malntam the expected uaLrty
working remotely ;. & p
d) The employee’s p\@SIthh involves measuraﬁle work product.
e) Operational Freeds\of the depa ent are met.
f) The emploxee ds=able to pr@a‘inde th,g» curity necessary to protect any
Unlversn‘yvegwpment used at tﬁe stte X

ible for HR believe that the

&
//

20.4.2 Criteria for, when remote work should\not/be considered:

a) The\hsature of the job requires the employee’s physical presence.

b) The\ ‘employee requires close or frequent supervision, direction, or input
from others on campus.

c¢) The employee requires access to information or materials that are available
only at the regularly assigned workplace. The employee’s performance
reviews do not indicate a sustained high performance, or indicate a record
of disciplinary action or attendance concerns.

20.5 Guidelines and Requirements
20.5.1 Remote working Agreement which shall clearly state the terms of engagement.
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20.5.2 Employees wishing to work remotely either fully remote or hybrid must complete
and sign the Remote Work Agreement (the “Agreement”).

20.5.3The Agreement must be signed by the employee’s Head of Department and DVC
Responsible for HR.

20.5.4 A copy of the signed Agreement must be forwarded to the Human Resources
Department for reference and filing.

20.5.5 The remote working agreement shall capture the following:
a) Employee’s certification as suitable for remote working;
b) Reasons for the remote work;
¢) Declaration of the alternative work station;
d) Schedule of work;
e) Equipment; and
f) Approvals.

20.5.6 Remote work cannot begin before the Agreement has be"é‘nv signed.
20.5.7 Requirement to Comply with the University’sspeliciesyand procedures

20.5.8 Employees who have been granted approval to"work remotely are not exempted
from complying with established Univérsity policies and procedures.

20.5.9 A specific work schedule, includin"gi/i\NQrk days ahd\hours, must be established in
writing. -y ‘

\ ‘\ 4 (sl l’ Q\;‘ 4

20.5.10Employees working ren{@telyf‘:‘must maiptain.a n%?rmaf workload, and when they
are unable to worlg{dt;gg“fo: illness rr)Aé;}febOft‘,;their absence to their supervisor
according to norr/r‘}g\lﬁ" ‘sy%bﬁs'hed depamﬁ:hehfc a%?ﬁ niversity procedure.

N o

20.5.11 The employée Wheywishes to be r’ériéiiédfdf duty for all or part of the day/days
must follow %ﬁyersity procedure for re/é{uesting time off and must use annual
leave, sick‘{lé}%ﬁ\ilegc&ir any other type of leave.

20.5.12 Employees ‘must be onsite as necessary to attend meetings, training sessions or
similar events. They must be available at all times for the faculty, staff and student
needs.

20.5.13 Any changes to the normal schedule or work site must be reviewed and
approved by the supervisor in advance of the change.

20.5.14Heads of Department shall measure and monitor the productivity of remote work

arrangements and establish goals for completion of tasks, assignments, and
deliverables.
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20.6 Remote Working Environment

20.6.1 The employee should ensure that there is a strong and consistent internet
connection available in order to support the work they are to carry out. Where
there are connection issues affecting the remote worker’s ability to carry out their
duties, they must contact Management immediately.

20.6.2The employee may be eligible for airtime/data allocation to be topped up as
Council will determine from time to time.

20.6.3 Employees should ensure that they have a suitable environment in which they can
focus on work, free from disruption e.g., by having adequate care arrangements in
place for dependents who may be at home during working hours.

20.6.4The environment must also be safe and comfortable and fulfll all Health & Safety
requirements.

20.6.5 Staff members working remotely must ensure that.they are readily available when
colleagues and stakeholders would expect to reach them during the working day,
are able to receive calls and/ or attend virtual, meétings throughout the working
day when not teaching. '

20.6.6 For insurance and safety reasons, refote Wworkers must not hold meetings with
clients, colleagues or any non- Unjv’e”rsify Members in person at their home unless
otherwise authorized/requested by the Universif \ Where meetings in —person
meetings are required, these fshould take pl m iversity premises wherever
possible, or in an alternatiyé and stitable m e«ﬁng sBace

(:1 ',f. & \\5

20.6.7 Employees should adhere\to the Unl\}eéslty dress code, and must ensure their on-

screen background déprcfs a professnonf'e§1 settmg% sing background filters.

20.6.8 Where meetnjg } ake place via "vided/ conference calls, remote workers must
ensure that they can hold the call 'with” minimal disturbances, that confidential
lnformatlot\j?s mot overheard, and safeguarding is adhered to.

20.6.9 Home address and other personal details must not be disclosed to students or their
families.

20.6.10 The University assumes no liability for injuries occurring in the employee’s
home workspace outside of work hours. Employees working remotely are
responsible for notifying Human Resources if they are injured while at the off-
campus work site and in conjunction with their regular duties.

20.6.11 The employee is liable for any injuries sustained by visitors to their remote work
site where the same was not authorized.
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20.7 Remote Working Equipment

20.7.1 The University is not responsible for costs associated with setup of an employee’s
remote work space such as remodeling, furniture, lighting, internet/WIFI, nor for
repairs or modifications to remote work spaces.

20.7.2 However, for Employees on full time remote working arrangement, the University
may provide any necessary equipment as appropriate to a remote working role.

20.7.3 The following will apply to any equipment provided:
a) It remains the property of the University.
b) It must not be removed from the employee’s declared work station
without the authority of Management.
c) It must not be used other than for work purposes unless otherwise agreed.
d) The employee is responsible for taking reasonable care of the equipment.

20.7.4The employee will be responsible for any damage fe;eqdipment which goes
beyond normal wear and tear, including the damage caused when transporting the
equipment.

20.7.5The employee must report any damage to ‘or falfunction of the equipment to
Management as soon as possible.

20.7.6 The University has the right to ms’call 3, securlty and monitoring gadget to any
equipment provided. 2 y /

\. 1 \

20.7.7 Remote workers will be requ1red to sign aﬁéc’ugn frpm pay agreement for any
equipment provided ancti1 as gunded further by\\‘Phe rélevant asset retention and
disposal policy. s o

QQ' S 0%
20.7.8 Employees may\be,) requested te allow otl% employees of the University, or
contractors acf\n oﬁ\the Umvemty’s’behal “to have access to their home, in order
that those, empbyees or contractors may;”

a) InSthﬁ sinspect, replace, service, repair or maintain Company equipment.

b) Carry out a risk assessment.

c) Collect items belonging to the Company on termination of employment, if

they have not already been returned within the period requested.

20.8 Information Management Security
20.8.1 The employee must comply with the regulations and policies of handling

documents and information.

20.8.2 Restricted access materials must not be taken out the declared work station,
copied, or compromised in any way.
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20.8.3 Employees will be expected to ensure the protection of the equipment and
information accessible from their home or remote work location.

20.9 Taxes and Insurance
20.9.1 Income taxes will be withheld based on the Kenyan Laws and not based on the
laws of the jurisdiction of the location from which the employee is working.

20.9.2 Employees working remotely are responsible for tax consequences and other legal
implication that may occur, including local zoning restrictions.
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SECTION 21: EMPLOYEE SEPARATION
21.1  Policy Statement
21.1.1 The University is committed to ensuring a smooth exit of its employees. It shall
ensure timeliness and effectiveness in processing of benefits due to an employee.

21.1.2 This policy is to provide a process for discharging employees who leave the
University by:

a) Ensuring equitable and consistent application of the policy to all
employees;

b) Ensuring balance between support for individual in transition and interests
of the University;

c) Ensuring compliance with applicable laws; and

d) Ensure benefits due are discharged within the required timelines.

21.1.3 Except in the case of death, only formal written commnunication from either
employee or the University will constitute intention to separate.

21.1.4 All employees leaving the services of the University will‘be required to complete a
clearance form, an exit interview form and the prescribed declaration of wealth
form, the official secret acts form and KRA clearance, and submit the same to the
Head of Human Resources and Administration

21.1.5 Prior to the last day of service, the employee will be expected to clear and
handover to the immediate supervrsor \ 'V .
; & /
21.1.6 The Head of HR in liaisom, thh Head | nsure that all applicable
information communicatiof* and technolo @ysten@ authorizations, access control
are deactivated, internal and external fi ancial atil}horlzatlons demobilized access
to University safes JS \ “thdrawn (w e appllcable) with effect from the last
working day. /\\ , c—ff e %?\
'\,, /) ¥ / A
21.1.7 Upon termlnatl @f an employée’ 3 ser /;es from the University, the immediate
supervisot, wﬂ\ensure that the employeé has surrendered the following among
others: |\ e
a) Medtcal card, employee identity card and any other official card(s) in their
possession;
b) Office and desk keys and other keys in their possession;
c) Tools, equipment, user manuals, including CD’s, DVDs and external storage
devices if any;
d) Laptops, mobile phones, modems, and any other portable communication
devices;
e) Safe codes and transaction codes if any; and
f) Settle any outstanding the University’s debts.
21.1.8 The University will issue a certificate of service to all employees leaving the services
of the University upon complete clearance.
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21.1.9 Benefits including pension contributions under the Staff Retirement Benefits Scheme
will be paid in accordance with this manual, the Trust Deed and Rules and
provisions of Retirement Benefits Act.

21.1.10The University shall ensure that pensionable employees who qualify for terminal
benefits access their benefits from the University’s pension scheme. All employees
serving on fixed term contract will be eligible for payment of service gratuity in
accordance with their respective terms of service.

21.1.11 In all cases of separation (except death), the VC shall always ensure that exit
interviews are conducted.

21.2 Forms of Exit
21.2.1 An employee may exit the University under the following « CIrcumstances -
a) Resignation;
b) Termination of employment;
¢) Dismissal;
d) Expiry of contract;
e) Retirement;
f) Death; and
g) Redundancy/ abolition of office_,

21.3 Grounds of Retirement P
21.3.1 An employee can retire on the followmg grounds’
a) On attainment of mandatory retiremepf age;
b) Under 50-Year Rule , c‘S"’,_;"::'Q\;« 4
c) Medical grounds;[{ | 2T /
d) Re- organlzatton and abohtnonp{‘ofﬂce and
e) Voluntary aftér sewice of flveaﬁg) year;;‘s’ ject to meeting other conditions
related ta re,tlrement . ‘-'
f) In case\s fex1t (except death) the’ Reglstrar Administration and Human
Resource shall ensure that exitinterviews are conducted.
\7, -
21.4 ReSIgnatlon
21.4.1 Employees may resign voluntarily from the University by giving notice in writing as
per the terms and conditions of service to the Vice Chancellor through the Deputy
Vice Chancellor responsible for Human Resource or by paying equivalent salary in
lieu of notice.

21.4.2 However, either side may terminate the employment without notice upon
payment to the other party of the salary in lieu of notice.

Page | 156



21.4.3 An employee may not give notice of his intention to terminate employment while
on any form of leave excluding a situation in which sick leave has been exhausted
and it seems that the employee is unlikely to resume duties in the near future.

21.4.4 Upon resignation/ termination of service, an employees’ annual leave shall be
calculated on a pro- rata basis until his last day of service. At the discretion of the
Vice Chancellor, an employee may take his leave as part of the notice period
required.

21.4.5 Any lapse in the work standards of an employee who has resigned and is serving
the period of notice may result in the loss of outstanding benefits accrued including
leave days earned.

21.4.6 Any employee wishing to resign should submit his resignation stating the reasons
for resignation and the effective date of resignation.

21.4.7 Employees who resign after providing adequate notice é:s;exﬁlained above will be
entitled to benefits, accrued leave, and pension/gratuity as,may be applicable.

21.4.8 An employee who resigns will cease to belongyto the University’s medical scheme
with effect from the date of resignation. '

21.4.9 On resignation, an employee wivl.l'f be \required to refund all outstanding
monies/liabilities owed to the Unijyersitys Any amount due to the employee may
be withheld and applied towards ‘@nypsums owed by him. If any liabilities are

outstanding, the matter will bet__ref‘érréd'/to the Cice.*g(i:’-h cellor for legal redress.
N ‘~‘ i} Q}.) &
& \ ¢ ) r, () . . Q\—‘ 1‘/
21.4.10 The Vice Chancellor shal{lft,confi‘rm acce/ptapqe-;'off&ignétion in writing.
21.5 Termination of Contract... Ao )

P : ) / D &

21.5.1 The University rgservesythe right, ’co,;c‘sit,arvrmn&‘ﬁ> the contract of an employee for
various Caus%ﬁ}flu@ng, but not-limited to/neglect of duty, misappropriation of
assets or poof'\ig{, rformance, at any time before the expiry of the contract period.

. N\ /7 . . .
21.5.2 An emplosge%{_w}hose contract is terminated shall be paid service gratuity on pro-

rata basis. {

21.6 Dismissal
21.6.1 Dismissal refers to termination of appointment arising out of disciplinary
proceedings.

21.6.2 An employee who is a member of the University’s Pension Scheme shall on
dismissal be eligible to terminal benefits as provided in the scheme.

21.6.3 An employee who is a member of NSSF shall be eligible for terminal benefits under
the NSSF Act.
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21.7 Retirement
21.7.1 Mandatory Retirement Age
a) Non-teaching Staff will be required to retire from the University on
attaining the mandatory retirement age of Sixty (60) years.
b) However, non-teaching staff registered as persons with disabilities will
retire on attainment of sixty-five (65) years as provided by relevant
Government regulations.
¢) For the Teaching and Technical Staff, the retirement age will be as guided
by PSC through policy guidelines from time to time.

21.7.2 Retirement under “50 Year Rule”
a) On attainment of the age of fifty (50) years, an employee, may opt to
retire under fifty (50) year rule.
b) An employee will normally be requned to give one (l) month notice of his
intention to retire under the “50 years” rule.

21.8 Retirement on Medical Grounds <

21.8.1 Where it appears to the Vice Chancellor that an employee is unfit for continued
service on medical grounds (or at the requestwof theyemployee), he shall forward
the case to the Council who shall refer the case/to the Director General for Health,
Ministry of Health.

21.8.2 Director General for Health, Mini'Sfry" of4 ‘Health shall forward a report to the
Council within a period of one (l) month after am; arance of the Employee before
the medical board.

21.8.3 The employee may, thereafter be retlry on mecH%al grounds

21.8.4 On receipt of the re@ommendatlons che Ivgegd Al Board, retirement on medical
grounds will be rﬁtﬁjed by the Counan‘ %

21.9 Retirement on )&bohtlon/Re organlzatlon pf OfF ice

21.9.1 An employeerﬁay be retired either orntHe abolition of the office he holds or upon
the re- orgah?iaﬂon of the office for efficiency in service delivery. Such action shall
be approved by the Council. Such an employee shall be paid benefits as per the
Government regulations.

21.10 Termination on account of redundancy
21.10.1The Council shall not terminate a contract of service on account of redundancy
unless the employer complies with the following conditions:

a) where the employee is a member of a recognized trade union, the
employer notifies the union to which the employee is a member and the
labour officer in charge of the area where the employee is employed of the
reasons for, and the extent of, the intended redundancy not less than a
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month prior to the date of the intended date of termination on account of
redundancy;

b) where an employee is not a member of a recognized trade union, the
employer notifies the employee personally in writing and the labour
officer;

¢) the employer has, in the selection of employees to be declared redundant
had due regard to seniority in time and to the skill, ability and reliability of
each employee of the particular class of employees affected by the
redundancy;

d) where there is in existence a collective agreement between an employer
and a recognized trade union setting out terminal benefits payable upon
redundancy; the employer has not placed the employee at a disadvantage
for being or not being a member of the trade union;

e) the employer has where leave is due to an employee who is declared
redundant, paid off the leave in cash;

f) the employer has paid an employee declared redundant not less than one
month’s notice or one month’s wages in lieu of notice;’and

g) the employer has paid to an employee declarediredundant severance pay
at the rate of not less than fifteen (15) days pay for each completed year of
service. :

21.10.2 Subsection (1) shall not apply where an, empléyee’s services are terminated on
account of insolvency as defined ln Part VIl in which case that Part shall be
applicable. g . N4 .

21.10.3 The Cabinet Secretary may make rules req% anemployer employing a certain
minimum number of employees lor any gf‘oUp sof e;mployers to insure their
employees against the risk of | redundancy through an unemployment insurance
scheme operated elther under an esta Jghed national insurance scheme established
under written law or byany firm une&erwrlthg surance business to be approved
by the Minister. \v j);,f v / /;?--'(v).‘

2111 Death _ \} %

21.11.1 In the unquttanate event of an employee’s death, the legal beneficiary shall be paid
accrued beneflts in line with University’s Pension Scheme.

P

21.11.2 Separation as a result of death is effective from the date of death.

21.12 Indemnity Certificate

21.12.10n processing of terminal benefits, the employee leaving the employment will be
required to sign an Indemnity Certificate confirming that he has received his final
dues and that there are no outstanding obligations on the part of the University.
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21.13 Clearance Certificate

21.13.1Prior to the payment of final dues, all employees will be required to obtain a
Clearance Certificate by the Vice Chancellor confirming that they have returned all
assets belonging to the University.

21.14 Certificate of Service
21.14.1 An employee leaving employment will be issued with a Certificate of Service in the
form prescribed in the Employment Act.

21.15 Exit Interviews
21.15.1Where an employee resigns from the University voluntarily, an exit interview may
be conducted.

21.15.2 The purpose of the exit interview is to seek information from the employee as to
their experience of employment with the University and to identify areas for
improvement.

21.15.3 The results of the interview shall be documented ahl‘d kept in the Staff Exit
Interviews file for reference by the University.

21.16 Retirement Benefits
21.16.1The University shall operate a mandatory contrlbutory Pension Scheme for eligible
employees.

21.16.2 The contribution for retirementy beneftts shall bé O percent (inclusive of NSSF)

employer contribution and 10% employee co rlbuho

> j (‘S’

21.17 Payment of Service Gratwty ARy

21.17.1Eligible employees appoln‘ted on conp‘«é{ terms wnH be eligible for service gratuity

at the rate of 31% @r the prevallmg‘frate) Q{} eir annual basic salary upon the

expiry of their CQnyrac{‘ term. Servicey gxatun will be payable on pro- rata basis
where the con*tréct m\termlnated before’ ’ch/e, full period.

N\ 7

\\)
Q /
/1‘
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APPROVAL

Title : Human Resource Policies and Procedures Manual
Contact : Deputy Vice Chancellor responsible for Human Resource
Approval Authority : The University Council

Commencement Date:

SIGNED

Vice Chancellor/Secretary to th i
Chairman of CouZil Date
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APPENDIX 1: PERSONAL DATA FORM

UNIVERSITY NAME
PERSONAL BIODATA

NHIF NO. ceiii e
KRAPIN ..o, Gender ........ccceeuennnnne. g

Nationality ....ccvvviviiiiiiiiiiiiiiieene, County of Origin .... £...% S
Ethnicity ...ovvnveeeeeeeieineennee s 3P

Indicate if having a disability ...Yes .... No......

If Yes, indicate the form of disability ................... ..........................
NCPWD Reg. NO. vveeereeeeeseserreeeeeeeeneen. Marital SEatUS: -...vvveveeeeeeeeeenen.

Name of Spouse: (if applicable) .............. \.,.’.7:'.’.......'“. ...............................

Current Address:........cc.ceevueenneennnee. MTel Nq/ ,

.‘. \

IN CASE OF AN EMERGENCY PLEASE CONTAc_erﬁ/?ﬁ_-e S/

" S
Name:...ooovvviiiiiinnnnnnn.. /Q{!.Q ..... W A
> 4 g
Relationship:............. y. 5‘,%3? ............................
= & C e
Address:.............,,515.},:1..3%, ................ Ernait: / ..................................

IN CASE OF DEATH (NEXT OF KIN): Note this is the person whom the University will

contract for direction on how to process the death benefits.
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Date Employed at UNIVERSITY NAME:

(Day: . Month:Year)

ACADEMIC BACKGROUND AND EXPERIENCE

Education Background

Education Background Year Institution

Doctorate

Masters

Bachelors

Diploma and other|
certificates

KCSE/KACE/KCE  /EACE/
AS APPLICABLE

KCPE/CPE

PROFESSIONALS QUALIFICATIONS

Indicate your professional qualifications 4 '

Qualification Certification Body A\ |Year of Certification
/é
& &
ci( 200 g>\/
e S
;’\ S '1 j/"
EXPERIENCEw, & \/

Indicate your bk ckground experience before joining the institution starting with
the most recent.

Organization Position Job Grade/Group (Years of Service
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CONTACT INFORMATION
Residential  Address: ottt ettt ar——.

Street: House Telephone(Cell) No: Alternative NO.....cevvvviiiiiiiiiiiiiieae
Permanent Post Office Address: ........coviiiiiiiiiiiiiiiiiiiiiiiiiiiicens

Email e
Declaration:

| hereby certify to the best of my knowledge that the particulars given on this form are

correct and | understand that any incorrect information may lead to disciplinary action.

(dd-mm-yyyy)
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APPENDIX 2: APPLICATION FOR EMPLOYMENT FORM

UNIVERSITY NAME
SAMPLE APPLICATION FOR EMPLOYMENT FORM

Please complete this form in BLOCK letters as appropriate and submit to the Vice
Chancellor, UNIVERSITY NAME,

P.O.BOX Kenya, or apply On-line via the University’s Website at

www.UNIVERSITY.ac.ke

VacanCy/Post: ..ccuevieiiieiiiieiieeeee e, Vacancy NO:. g beeeee fieeennennnnnnee.

Department:.....ccccieiieiiiiiiiiiiieiiiieiereeeeeeeee e

Name of applicant:.....cccvieiuiiiiiiiiiiiiiiere o e aeaes
(Surname) _First Nam’e Other Name(s):

Title: (Prof/Dr/Mr./Mrs./Miss/Ms/Red) ,» o/

Nationality:.... s ’

Passport No\

)

Employment APNO:.....c.civniiiiiieeee e

Address: Postal Code: ..ooviviiiiiiiiii et
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Telephone: Mobile: E-mail address: ........cooeeeieiiiiiiiiiiiiiiiiineieens

Alternative contact person: Telephone:........c.ccouiiiiiiiiiiiiiiiiiiiiiiiinne,

Department:........cccevviiiiiiniiinnn... Station: ..oieiiii
Present Substantive Post: ........................ Job Grade:.....cccvvvniniinnnnen..
Effective date:......cccoveieieiiiinannt.
(dd-mm-yyyy)
upgrading (if applicable) post:.......ccceveiieiiiiiine... ..............

Effective date:.....ooeevniiiiiiiiiiiiiiiieee (dd-mm-
yyyy) @ "

Terms of Servicel__1 Permanent & Pefnsionablé‘ - [JContract [

Casual [

4. Applicants ih anate/NC:O/@ther Sectors %

Do you havgany form of disability? Yes — No [

If yes give details:.....ccciiiiiiiiiiiiiiiiiii e

Have you ever been convicted of any criminal offences or a subject of probation
order? Yes[_]1 No [

Have you ever been dismissed or otherwise removed from employment?

YesT ] No 1
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If Yes, State reason (s) for dismissal/removal.........cccoeviiiiiiiiniininann..
Effective date: .....covvviiiiiiiiiiii
(dd-mm-yyyy)

Have you ever been interviewed by UNIVERSITY NAME before?
Yes[_1No [

If Yes, State the Post: .....cccoviiiiiiiiiiiiiiiii,

Interview AAt: e

(Declaring the above information will not necessarily deb( an applicant from

employment in the Board. Each case will be considered on its own merit)

Page | 167




Year Employer’s Name | Position/Rank/Des| Grade/Gross
ignation Monthly Salary
(Ksh.)

From To

Briefly state your current duties, responsibilities and assignments

Please give details of your abilities, skills and experience which you consider are
relevant to the position applied for. The information may inglude an outline of your
most recent achievements and your reasons for applying

R R R R I P L R R R R R R R R I IR N P R R I I I I A

P R I R R R R R R I I R R E R R R I

The names of distinguished persons should not be used unless they really know you
well; the names of relatives or of those from whem youwsend testimonials should not be
used. The names of members or staff of UNIVERSITY NAME should also not be used.

LFull  Name:..coooouuuuuninaannnn. 4
Address:.....ccooeuveniuiiiiiinine .
Telephone No..........ccuuu... L 9§
E-mail address: .......... ,
Occupation:...............
(:'{ | R
Period for which he;/she_‘hes Known y@ ST

2. Full Name"?\/" '

Telephone N&.’:, .......................... e A nnnnns
E-mail ad\:l?‘essv .......................................................................................

Period for Wthh he/she has KnoOwn you: ......coviviiiiiiiiiiiii e
Declaration:

| hereby certify to the best of my knowledge that the particulars given
on this form are correct and | understand that any incorrect information
may lead to disqualification/legal action.

D)= | <L

(dd-mm-yyyy) Signature of the Applicant .......cccooeveiiiiiiiiiiinninen.e.

Page | 168



APPENDIX 3: NEXT OF KIN FORM
UNIVERSITY NAME
NEXT OF KIN FORM
PARTICULARS OF EMPLOYEE

Surname First Name Middle Name

Employment Number........ccoviiiiiiiiiiiiieii e
Physical Address.......oeueveiiiiiiiiiiiiiiiii e
Mobile NUMDET...........cuuiieeeeiiiiiiieeeeeeeiiieeeeeeeeeiaennn,

PARTICULARS OF NEXT-OF-KIN

Note: This is the person the University will contact in the event of death for direction
on how to process any benefits. :

Full Name...ooeeeeeee e, P o, OO

Relationship to employee.............. ‘ ’ k ......... Basceroersarsntansons

j(lN (i&?%e the person named above can’t
G 4F R\

.........................................................
..........................................................................
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APPENDIX 4: NOMINATION OF BENEFICIARIES FORM

UNIVERSITY NAME NOMINATION OF BENEFICIARY(S)
FORM

Staff NaAMI. e e National 1D

PE NUMDEr. ...,
Nomination of Beneficiary (s)

| hereby request you pay all final /benefits due upon my demise while still in
employment of UNIVERSITY NAME to the undermentioned Nominated
Beneficiaries in the proportions shown against each name:

$/No. | Name of Relationship | Last Known Date ,of Percentage of
Nominated Address; Birth .of total Benefit
Beneficiary( Telephone nominated to be paid to
s) Number; Postal, | Beneficiary Each
& Email A Beneficiary
Address =,
s )
| confirm that the inforga:\éti-}pﬁs‘gi\)én abo Q‘;i{s;__.tfue*qnd'has been issued without any
alterations. F&
& S\
o

Staff Signature . \

| ¢

\‘:;.\:
Witness Name .....oooiiiiiiiiiiiiiiiiiiineeeens PF.NO/ID NO..eceieeeane
Signature s Date.....cooevviniiiiiniinn,
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APPENDIX 5: CERTIFICATE OF SERVICE

UNIVERSITY NAME INSERT UNIVERSITY LOGO
CERTIFICATE OF SERVICE

authorized officer).

(OE%
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APPENDIX 6: TRAINING BOND
UNIVERSITY NAME
TRAINING BOND

Know all men by these presents that we (1) (Trainee’s full

LT 0 0 1=) TP of (full
F-Te (o [ 111 J (Hereinafter
referred to as Obligor) and (2) (Istsurety)... Of e, and (3)
(2nd SUFELY) et et o) TN

(Hereinafter referred to as the sureties) are jointly and severally held and firmly
bound unto the UNIVERSITY NAME established under the UNIVERSITIES Act, 2012
hereinafter called the University in sum of...  of good and lawfulsmoney of Kenya
to be paid to the said for which payment well and ttuly to 1be made we bind
ourselves and each and every one of us jointly and severally fbrl and in the whole, our

heirs, executors, and administrators and every one”of them firmly by these presents.

Dated thisday......ccccevvvenenn.n.. Month .................. Year...coveeveenennnnen.

Now the above written obllgatlon is condltton lef the said sureties or any
of them shall on demand pay | forthWIth to the ) d“sum@f ....................................
together with any expenses WhICh “shall t%ncurred by the said in connection with
Bond or if the trainee, sha‘ll )om the servnce‘f‘ of the iversity and remain therein for a

minimum period nyeailts commencmg m'imédlately after completion of the course

specified in the Trai ng Agreement. \ /

DI =11 ER o) B €0 18] £ 1 =T Institution
F=Ye (22111 4= RN 1o FOR Possible start date of
COUE S ettt ettt et e et e e et e e e e e e eeeassnaeeesesansnnnnes Possible end date of

(60 1B Y
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SIGNED by the above bounded

OBIIGOT ettt ettt et e e et e e rneae

Trainee (Signature) In the presence of:

4 0 =TS

(Address Of WitNess) ....ueeeiiii i e e e e eees ceeneaans

SIGNED by the above bounded First

In the presence of:
First Surety

(WIENESS) e eeeee e ’._‘.4;}'{ ..... ). YRR

(Address of Witness)

Ve |

SIGNED by the ab/ove\bd’
& N \‘m LN L {’,,.

RS /
Second Surety\éwg\j&
In the presence of:

(AT =T

(Address Of WItNESS) . .uueeneiieiiiii i et e ee e et eeeeeneeeen
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