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DOCUMENTED INFORMATION FOR HUMAN RESOURCES DEPARTMENT

SECTION A: QUALITY OBJECTIVES

OBJECTIVES ACTIVITIE | RESOURCES | RESPONSI | TIME KEY
S BILITY FRAME PERFORMAN
CE
INDICATORS
To ensure optimal Interviewing | Budget HRAM 8 Weeks Appointment
staffing levels by provision letter
filling vacant positions | Appointing
within eighth (8) Trained
weeks after manpower
interviews.
To undertake staff Undertake Budget HRAM Once a Appraisal
performance reviews performance | Provision year (End report
once a year. appraisals of FY)
Trained
Preparation manpower
of
performance
report
To ensure all staff are | Implement Budget HRAM Continuous | Trained staff
trained for at least 5 approved provision Training
days per year. training evaluation
program Trained
manpower
Carry out a
training
impact
assessment
To ensure 60% Automate Budget HRAM Continuous | Effective and
automation in service HR modules | provision Efficient
delivery at the end of operations
FY 2021/2022. HR
Information
system
Trained
manpower
To ensure disciplinary | Preparation | Trained HRAM 1 Month Disciplinary
process is initiated of show manpower report
within 5 working days | cause/ Labour laws
from the date of warning/ Constitution Positive
receiving a complaint. | disciplinary HR Policy & change in
letters Procedures behaviour
Manual
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DOCUMENTED INFORMATION FOR HUMAN RESOURCES DEPARTMENT

SECTION B: PROCEDURES

o.

. PROCEDURE FOR LEAVE MANAGEMENT

. Purpose

To provide guidelines for effective management of leave.

. Scope

This applies to all leave applications for the Kenya Utalii College.

. References

The Human Resource Manual, Policy.
The New Labour Laws 2007

. Terms, abbreviations, Definitions

HRAM Human Resource & Administration Manager
HOD Head of Department
PCA Pay Change Advice

. Responsibility

CEO is responsible for approval of Divisional Heads leaves
HOD’s provides the first level approvals of employee’s leave
HR completes the leave approval process

Employees make individual online leave application

. Inputs

HRIS (ERP)
Online leave application form

. Key Performance Indicators

No of leaves processed
Leave reports

Method

9.1. Employees shall fill the online leave application form according to

the leave request.

9.2. The duly filled online leave application shall be forwarded to the Head

of Department/Division for approval.

9.3 HOD/Head of Division shall approve and the application is forwarded

to Human Resources Registry for final processing.
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Note: Maternity leave form shall have the Doctors certificate/birth
notification indicating expected due date attached. Paternity leave
shall be evidenced by a birth notification.

10. Outputs
Approved leave application notification via email

Leave reports

11. Records
Online leave records

12. Appendices
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12.1 Flow charts

staff

Leave application

A

No
Leave
Supervisor recommenda %
tinn
HOD

Approval

HRO Salaries & Wages

staff

Proceed on leave

Email feedback
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DOCUMENTED INFORMATION FOR HUMAN RESOURCES DEPARTMENT

1. PAYROLL MANAGEMENT

2. Purpose
To provide guidelines for effective and efficient management of payroll
operations.

3. Scope
This applies to all payments in terms of salaries and wages, overtime,
night duty allowance, medical locum claim, staff loans (salary advance
and furniture).

4. References
The HR Policy & Procedures Manual.
The Labour Laws 2007

5. Terms, Abbreviations, Definitions

HRAM Human Resources and Admin. Manager
HOD Head of Department
PCA Pay Change Advice

6. Responsibility
CEO is responsible for final approval and payment
HRAM approves eligibility of the payment
HOD initiates first recommendation/approval.
Employee makes the individual application

7. Inputs
Appropriate application form
Personal File
Payroll changes file
Competent Personnel

8. Key Performance Indicators
Timely approval for various payments
Individual payments

9. Method

9.1 Salaries Processing

9.1.1 Preparation of Pay Change Advice (PCAs) as per received change
requests approvals.
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9.1.2 The PCA follows the necessary approvals.

9.1.3 The HRO Salaries and Wages effects the necessary changes as per
approved PCAs and other related documents.

9.1.4 The HRO Salaries and wages closes the payroll by 24t of every
month.

9.1.5 The HRO Salaries and wages forwards the payroll to the HRAM for
approval after verification by the PHRO.

9.1.6 Upon approval, the HRO Salaries and wages forwards the approved
payroll to accounts for payment with the necessary documents.

9.1.7 The HRO S&W generates the pay slips for ease access by staff.

9.1.8 In case of payroll queries, the employee shall fill in the payroll
queries form; KUC/ADMIN/R/024 and attach the pay slip in question.

9.1.9. The HRO salaries and Wages shall forward the payroll queries form
to HRAM for necessary approval.

9.1.10 The HRAM shall forward the approved recommendations to HRO
Salaries for necessary action.

9.2 Casual Wages/Part-time/Locum Payments

9.2.1. The employee shall complete the appropriate claim forms;
KUC/ADMIN/R/067; KUC/ADMIN/R/036 and KUC/ADMIN/R/144
respectively.

9.2.2. The dully-filled form shall be forwarded to the Head of
Department through supervisors for approval with the necessary attached
document.

9.2.3 The HOD shall forward the form to HRO (Salaries and Wages) for
processing of payments.

9.2.3. The HRO S&W shall forward the processed forms/reports to the
HRAM through the PHRO for verification and approval.

9.2.4 The HRO S&W shall forward to Accounts for payment.
9.3 Overtime payments
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9.3.1 The HOD shall apply for Authority to engage employees to work
on overtime by filing Overtime Authority Form; KUC/ADMIN/R/078.

9.3.2 The HRAM shall forward the request with comments to the
Principal & CEO for approval.

9.3.3 Upon approval of the overtime request by the Principal, the HOD shall
fill in the overtime record form; KUC/ADMIN/R/074. ,

9.3.4 The staff shall fill in the overtime claim form; KUC/ADMIN/R/081
which shall be approved by the HOD and forwarded to HRO S&W for
payment processing.

9.6. Staff Loans (Salary Advance and Furniture Loan)

9.6.1. Employees shall fill the salary advance application forms
KUC/ADMIN/R/069 or KUC/ADMIN/R/075 for furniture loan.

9.6.2. Employee shall attach a duly filled guarantors form;
KUC/ADMIN/R/070 to the application.

9.6.3 The HOD shall recommend and forward to HRO S&W for processing
and onward submission for approvals by HRAM and Principal.

9.6.4. The PCA shall be raised for payment using form;
KUC/ADMIN/R/023.

9.6.6. Copies of the PCA shall be dispatched as follows; White-Accounts
for payment processing, Blue-Personal file and Yellow-staff.

9.6.7 A PCA copy shall be filed in the current payroll changes file for
input into the payroll.
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10. Appendices

“S==22" KENYA UTALII COLLEGE KUC/ADMIN/R/024

PAYROLL QUERIES
Date:
Name: Staff No:

Department:

Nature of Problem /Query

Signature of employee:

Comments of Payroll Officer:

Name: Sign: Date:

Recommendation of HR Officer

Name: Sign: Date:

HRAM’'S COMMENTS

NAME: SIGN: DATE:
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KENYA UTALII COLLEGE KUC/ADMIN/R/036
PART TIME /GUEST LECTURER’S CLAIM FORM

NAME: SECTION:
DESIGNATION: ID NO
DATE CLASS NO. HOURS @KSH. AMOUNT REMARKS
TOTAL
HOURS/AMOUNT
SIGNATURE OF CLAIMANT: DATE:
HEAD OF DEPARTMENT
I confirm that the above information is correct and the claim is in order
Stamp & Signature:
Date:
HUMAN RESOURCES (SALARIES AND WAGES)
Payment Recommended
Payment Not Recommended Reasons:
Name: Signature: Date:
HUMAN RESOURCE MANAGER
Approved for Payment
Stamp & Signature: Date:
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KENYA UTALII COLLEGE KUC/ADMIN/R/144
LOCUM CLAIM FORM
NAME: SECTION:
DESIGNATION: ID NO:
DATE SECTION RATE (PER DAY) REMARKS
TOTAL
SIGNATURE OF CLAIMANT: DATE:

HEAD OF DEPARTMENT

I confirm that the above information is correct and the claim is in order

Stamp & Signature:

Date:

HUMAN RESOURCES (SALARIES AND WAGES)

Payment Recommended

Payment Not Recommended Reasons:

Na

me:

Signature:

Date:

HUMAN RESOURCE MANAGER

Approved for Payment

Stamp & Signature:

Date:
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{5;3 3 EI:]IJ’H Udalii Cn]lege KUC/ ADMEX | B/ [78
o APFLICATION FOR AUTHORITY TO WORE OVERTIME"
Lo _Headof ________ Di=parimemt

Hesely sequesr dhe Preeepal " Hesd of Dhvaesas wo approve the warkang of overnme
b the under mentoned member (=} of s2df in mr deparmens:.

ESTIMATION DURATION OF
OVERTIME
HNANE 5.0 GRADE FOSTTION FRONE T HES

WWORK TOBE DIONE

STAMP E STIGNATURE: DATE
LEEATY O3F DVESION
STAMP & SIEXATIURE: DATE:

I endoess | do siot endorse dhe above applicancn in i eatrers bacause

DECISION OF THE PEE';EJ.'F.E;&:M spproved notapproeed becwwpe =

STAMP E SICNATUEE : DATE :

Note: " Hesd of Devmion o sothorize the working of coestime mene of smergpensy oaly
B2 To be comnplesed = dupboae
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\ g/ HKenva Uialn College oL A S
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DOCUMENTED INFORMATION FOR HUMAN RESOURCES DEPARTMENT

.-'I-'rf'-?l .
\ 7/ Kenyantali college KUACADMINRT 7D

GUARANTORS FOR SALARY ADVANCE

TERMS : PERMANENT/CONTRACT/ TEMFORARY (TICK APPRROFRIATE)

S TS 5/NO ... Department .o
TSP SMNo . Department .o
We hereby guarantes Mr /M Ms MSE et et et et e s ;
o . Department ... . for asalary Advance of
Eshs o . (Amount in werds BEhs .o ;
......................................... ) recoverablein.. ... ... I;stallments, with
affect oM e

We undertake to paythe salaryadvames to the College ifhe [ she fails to pay

it for any reason whatsoever.

1. BIEmAture. .o e DAt
T, SIEDATITE o e Datd e
DISTRIETUTION

Orignal - Accounts ( White)
Duphicate - Human Besources Department (Salariss) (Elue)
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DOCUMENTED INFORMATION FOR HUMAN RESOURCES DEPARTMENT

"“ Kenya Utalii College KUC/ADMIN/R/081

OVER - TIME PAYMENT CLAIM FORM

TO: Human Resources Manager

I Staff No.
Job Title: Grade:
Department: hereby apply to be paid

overtime as detailed below:-

DATE OVER - TIME DURATION TOTAL HOUR
WORKED FROM TO

GRAND TOTAL

SIGNATURE : DATE;

HEAD OF DEPARTMENT

I confirm that the above information is correct and the claim is in order as the
Principal's authority has already been obtained (vide the Original Appendix C attached).

STAMP AND SIGNATURE: DATE:

E Payment approved
|| Payment not approved because

STAMP & SIGNATURE: DATE:

{/@‘} Kenya Utalii College
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NAME:

OVER - TIME RECORD

DATE

REASON

OVERTIME

COMPENSATION

BALANCE

Note: overtime must be approved by Head of Department
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@} HRenya Utalii College KA ST S
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{E’%j HKenva nialii college K LACA DMINARAD 7O
GUARANTORS FOR SALARY ADVANCE

.. i I SIS [ 1 % b 51 s 1211 |

We hereby guarantes M/ Mrs/ s TESS .o s s s s s

SN0 e Department o & salary Advance of

et rerererereeand FEEIVEFAEIE A 2. INStallments, with

P o]l = ol 11 1

We undertake to pay the salary advance tothe College if he / she fails to pay

it for any reason whatsoever,

1. SEEra T e e Drate
2. Sigmatane Drate

DMSTRIBLITTON

Orriinaal - AceountE | White)
Duplicate - Human BEesources Departiment (Salarvies]) {Blae)
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R AT 0TS

1) Kenya Utalii College

APFLICATION FOR CURTAIN AND FURNITURE LiOAN

L Siufl X Drate Conflred:
Dresigmation CGride Departesens el
Appdy for curtain and Sorroture byam of Bahs, (i weeds)

&= b recoecered fram =or salary

P installment wta rate of Kahs, per manath

Sy wihether Furniture ] Curtain ] e+ Beah ]
Frevicm: Curtain and Sursoburs Loam (2] m the last thres years Yan | Ha :I
Dt Lowsn Bleeeived Arsount given

Forsature and Curtain Outatandmyg to—daes™ Vs e dres, Acount Habe 00

Evasfess: i St o Lhud Eprpdebieadt 15 25 fol ableched Il er, slule feasans

Spraburs (21

NN L OF LHLE FIE A TR PSR MR

Zmpmature & Rubber Slamp: Date:

COMNMERT OF THE SENTOR PERSONNFEL OFFICER:

I_I Appbewizon recommended
I | Apphcaizon nobl recommeonded bocause:

Lmpmture & Rubber stamp: Dhade:

COMMERNT OF THE HEAD OF DIVISTON  PRINCTFAL
I:I Apphcatan approved ma follews Ameunt mppreved : Kaka Xo ol ratall—m=da I:I

|:| Apphcabon mot spproved becauss

borra & Hubber Skars Drmtac
T
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(@3 Kenya Utalii College "™

To:  Tha Principal
Kenya Lzl College
PO B 31052
MNaarahbi

Dhear sir,

Addrass

Fram 5N

Date ;

BE: EENTA UTALID COLLEGE STAFF PENGION SCHEME, CROUF LIFE ASSUBANCE SCHEME,
PERSONAL ACCIDENT DNSURANCE COVER AXND OTHER BENEFITE

k cannection wilh e beselits stouing en my death andes the Keayga Lialii College Sral? Persion Schesme, Gioug
Life Assurance Scheme, Persanal Accident Insurance Cover and any other benefits, | hereby appoin:

O T CROGES O AMNLY INTITAL UNLSELY PO TTOMNS)

Hlarree i lull 3. Ham# i full

A Age

Rslatinnbg Relaticrship

10 Card Mo, IO Card MO,
Btk Conilicans Mo, Birth Coartilicats Na,
Address Address

Marree in Tull 4, Name in ldl

Age Age

F=lstinnskin RBelaticrship
yocad®™e. 1Dy Card MO

Birth Crrtificats Mo, Birth Cartilicat= Na,
Addross Addrass

blmrr= in full £, Hame in hdl

Ag= Age

Felsdion=Hip Eelati hip

1D Card M. 1D Card HO.

Birth Certificate No, Birth Certificate Nao,
Addrazs Addrazs
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Mamein full

Age

Ralaticnshig

I/D Card Mo

Birth Cartificate Mo,
addrass

same in full

Age

Relaticnghig

1/D Card Mo

Birth Cartificaie Mo,
Addrais

8, Hameinfull

Ralaticnshio

1D Card MO,
Birth Certificate Mo
Adidrecs

10, Wameinfull

Relaticnship

IFD Card MO
Birth Certicabe Mo,
Address

af my banelcery bersdcianes * by the propaian indisated beloaw

Berliviary

L Full Mame _
2. Full mame
1. Full Mome
4, full Mame
. Full Meme
& Full Mame
3. Full Marne
9, Full Mame
L. Full Mama

"Dadein as approoeiaia

Proporticn al chane| %)
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1Ay additional benefictsries and the proporticn of their shemes may be indicated o separate sheet of paper
signed, witvwased and attached |

Hny sdditional Information to facilitate the identification of and beneficlary’ bereficiaries® may also b= ghoen
of & saparate shoat of pager and attached hesata,

T b appointseent(s | cancel|s] and supersedels) any previous appointment (s | made by mysall conceming
thie said benafit schame.

H &t i time of my death any of the aapainted banaficiary’ beneficiariec® isfare below the age of 15, 1 hareky
oot

1. Marma in full . 2. Mamein full
Ralationship Relationship
Address B B Addeess

io RECEIVE AMD HOLDthe benefis scoruing to such beneficlary Mencficlares® and to APPLY the same Insuchia
earrser A the rustee|s)may deem I Far the beaslit al my said Benelidiary fhenelicianss",

ristructions fo frustesds]  amy

UR

o RECEIME, HOLD AN IBVEST the benelits sceming 16 such a beneliciary f beneliciaies® inlke marcsr providsd
ki lawe and to TRANSEER all the bencfits acorulng from such Investment to the bencficlary benediciaries® atialn|sh
the ageal 18,

Ay further directions _

* Dedotu ac apnroprista
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12.1 Flow charts

Staff

HOD

HRAM

Accounts

Recommendation

Approval of
payroll and other
pavment

No
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Flow Chart: Payroll Processing
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1. PROCEDURE FOR RECRUITMENT, SELECTION AND INDUCTION

2. Purpose
To provide guidelines for recruitment of competent and adequate
manpower in the College.

3. Scope
This applies to all recruitment, selection and induction of staff.

4. References
WSP Policy on recruitment, selection and induction
HR Policy and Procedures Manual
Quality Manual
Career guidelines

5. Terms, abbreviations, Definitions
HRAM- Human Resources Manager
HOD-Head of Department

6. Responsibility
e HOD comes up with request to fill vacant positions
e HRAM checks the availability within the staff establishment and
seeks approval from the Principal/CEO to recruit.
e Principal/CEO approves the recruitment process to fill the vacant
positions.

7. Inputs
Competent Personnel
Staff establishment

8. 11. Key Performance Indicators
Successful filling of vacant position

9. Method

9.1 The HOD of user department shallidentify the need for
recruitment based on approved staffing levels and work load
analysis. The HOD makes a formal request through the
Divisional Head.

9.2 HRAM checks the staff establishment to determine the
availability of a vacancy and seeks approval from the
Principal/CEO to commence the recruitment process.

9.3 HRAM shall source or advertise all vacant positions as per HR
Policy and Procedures Manual. The HRAM shall ensure that the
advert appears at least two weeks before the closing date for
receiving application.
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9.4

9.5

HRAM may engage the services of a consultant with the
approval of the College Council/Principal & CEO where the
college lacks expertise to competently recruit.

HRAM will receive applications through the mail management
procedure or as indicated in the advert.

9.6 HRAM will longlist and shortlist as per job specifications
within 3 weeks after the closing date.
Note: For job group D and above, the shortlisting shall

9.7

9.8

9.8

9.9

9.10

9.10

conducted by the Council.

The HRAM shall prepare a report of the shortlisted candidates
for approval by the Principal/CEO.

The HRAM shall invite/contact successful shortlisted candidates
for an interview according to details provided by the candidates
at least 5 (five) working days prior.

HRAM shall constitute interview panels in consultation with
the Principal/CEO and Communicate through a memorandum
at least four days prior to the interview date.

The HRAM shall coordinate interviews within a day for each
position advertised.

Interview panel shall conduct the interview using form
KUC/ADMIN/R/145. The Chair of the panel shall
present the results of the interview with recommendations to
the appointing authority not later than five (5) working days
after the interview.

The Chair of the Council or the Principal/CEO shall act on the
report within ten (10) working days.

Note: In the event there is no suitable candidate for the
position, the Chair of the Council/Principal & CEO shall make
the necessary recommendations for implementation.

9.12 The HRAM shall process and send the letter/s of offer to the

approved successful candidate/s within three working days.
Letters of regret shall be sent to all unsuccessful candidates.

9.13 Upon receipt of a letter of acceptance within two (2) weeks
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from the successful candidate, the HRAM shall commence the
preparation of the new employee documentation (personal file).

9.14 Upon the expiry of the agreed reporting date with no response
from the successful candidate, the HRAM shall make
recommendations to the appointing authority to pick the second
suitable ranked candidate to take up the position and prepare
a letter of offer after approval.

9.15 Should the second suitable ranked candidate decline to take up
the offer then the HRAM shall make recommendations to the
appointing authority for re-advertisement of the position.

9.16 The HRAM shall open a personal file for the new employee
containing employee personal details together with
academic qualifications documentation. She/he shall draw
and facilitate an orientation program in conjunction with the
HOD for the new employee upon reporting.

9.17 Upon deployment the Head of Department shall conduct a
job induction and issue a job description to the new employee
in conjunction with HRAM.

9.18 The HRAM shall conduct reference checks within three (3)
months.

9.19 The HOD shall prepare a performance report of the new
employee through the HRAM who shall forward the same to the
Principal/CEO for approval.

9.20 The HRAM shall seek approval from principal to confirm the
candidate within six (6) months after successful probation.

Note: Failure to meet the performance expectations, the period shall
be extended for another three (3) months but not exceeding six
(6) months thereafter terminate the employee engagement.

10. Outputs

Filing the vacant position with competent person
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Records
Advertisement
Interview report
Letter of offer
Appointment letters
Confirmation letters
Induction program

Updated personal file.
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KENYA UTALII COLLEGE

INTERVIEW ASSESSEMENT FORM

Applicant:
Position
Interview Date: Time:
ATTRIBUTE WEIGHT SCORE REMARK
Presentation 1
Communication skills 3
Confidence 1
Clarity 1
Competence 4
Skills / Knowledge
TOTAL 10
CurrentSalary: ........coooviiiiiiiiiii Expected Salary: ...........ocoiiiiiiiii
Other comments:
Name of Panelist
Signature of panelist
KUC/ADM/R/145
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KENYA UTALII COLLEGE

KUC/ADMIN/R/145

INTERVIEW ASSESSMENT FORM

Applicant:
Position
Interview Date: Time:
ATTRIBUTE WEIGHT SCORE REMARK
Presentation 1
Communication skills 3
Confidence 1
Clarity 1
Competence 4
Skills / Knowledge
TOTAL 10
Current Salary: ..o, Expected Salary: ......ccoooiiiiiiiiniiens

Other comments:

Name of Panelist

Signature of panelist

33| Page




DOCUMENTED INFORMATION FOR HUMAN RESOURCES DEPARTMENT

Flow Chart
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1. PROCEDURE FOR STAFF PERFORMANCE APPRAISAL

2. Purpose

To establish a systemic employee performance appraisal to facilitate
effective decision making on training and other employee’s related
issues.

3. Scope
This applies to all aspect of performance of any employee in a given
work station

4. References

WSP Policy on performance appraisal
HR Policy and Procedures manual
Quality Manual

Career guidelines

5. Terms, abbreviations, Definitions
WSP - Written Standard procedures
HRAM - Human Resources and Administration Manager

6. Responsibility

HRAM implements the recommendations from performance appraisal
process

HOD agrees on set targets and appraises the employee

Individual employee implements the set targets

The immediate supervisor facilities smooth working environment

7. Inputs

Competent Human capital
Individual appraisal forms
Working tools

Capacity building

8. Key Performance Indicators
Successful implementation of appraisal recommendations
Targets met

9. Method
9.1 The HRAM initiates the process of target setting with various

Divisional/Departmental heads in accordance with the PC,

Strategic Plan and College Objectives.

9.2 The Divisional/Departmental heads shall communicate and
agree on deliverable targets with staff in their respective areas

before the commencement of the new Financial Year (FY).
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9.3 Head of Department shall ensure employee appraisal is
done once a year using serialized appraisal form. (See
appendix 1)

Note: Continuous target review should be undertaken during

the period under review.

Areas of performance improvement (training & development,
coaching, mentorship, counseling) shall be identified during

appraisal period.

9.3 The HRAM shall prepare an overall performance report
for presentation to the Management and College
Council for approval and implementation.

9.4 The HRAM implements the approved report and give feedback to
employees within one month after approval.

10. Outputs
Appraisal report
Implementation of the appraisal report
Improved performance index
11. Records
Personal files
Appraisal forms

Updated appraisal records
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KENYA UTALII COLLEGE, NAIROBI

Staff Performance Appraisal Report

(Revised January, 2009)

STAFF PERFORMANCE APPRAISAL REPORT
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Period Under Review From: ...coooovecveeeveeeeeenins TO! e .

SECTION 1: Personal Particulars. (To be completed by the appraisee)

(i)

V=] (=P Staff NO. oo,
(Surname, First Name, Others)

(ii)
DiVISION oo Department .......cccccocveiiiiiiiinieceen
SECHION. ..t . Duty Station ...
(iii)
Current Designation .........cccccoveeeiiiiiiine e . Terms of Service ......ccceeevveennen...
JOb Grade ..o with effect from .......cccoeeveeiieennne
Salary Scale....... e . with effect from.......cccccceeceen il
(iv)
Acting Appointment/Special Duty (if @ny) ..o
Job Grade ... With effect from .....cccooviiiii e .

(v)
Supervisor’'s Name ......ccccccevivieeneene e . Designation .......cccccoeiniienn

Section 2. Job and person profiles (To be completed by the supervisor)
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a) Job description of the appraisee during the period of appraisal (in summary).

b) Job specifications (profile) (qualifications, skills and experience)

SECTION 3: Departmental Objectives (To be completed by the Appraisee as

agreed with the Supervisor).

List the Departmental Priority Objectives from which Performance Targets will be derived.

1.

2.

SECTION 4: Performance Rating and Targets

a) Rating Scale: The following rating should be used by the supervisor to indicate the level
of performance by an Appraisee.
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Score Rating Marks

Achievement of Performance Targets

Excellent 5
All Performance Targets consistently exceeded 100% +
All Performance Targets fully met 75 -99 % | Very good 4
Some Performance Targets fully met 50 - 74% Good 3
Performance Targets partially met 40 - 49% Satisfactory 2
Performance Targets not met 0 -39% | Poor 1

b) Performance Targets

Agreed Performance Targets. (To be
completed by Appraisee as agreed
with the Supervisor at the
beginning of the Appraisal period

To be completed by the Supervisor at the end of the

appraisal period

Performance
Appraisal

(Use rating scale in
4a (5-1)

Reasons

Total Score

Mean Score
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SECTION 5: Staff Training and Development plan

Appraisee’s training and | Duration of | Comments on staff training and
development needs Training development undertaken over the Appraisal
including on | period ( To be completed at the end of the

(to be completed by the | ¢he Job | reporting period by both the appraisee and
Appraisee as agreed with Training supervisor)

the Supervisor at the

beginning of the Appraisal Comments by | Comments by
period) Appraisee Supervisor
General Remarks by the supervisor

Does the officer require other non-training solutions . Yes[ | No [ |

If yes, provide details and course of action required.

Appraisee’s Signature ......cccciciemiminsnn i e Date ......

Supervisor’'s Signature ........cccivcverimirernin . Date .....ccuuet

SECTION 6 (a): Mid Year Staff Performance Appraisal

This section should be completed by the Supervisor after discussion with the Appraisee.
(Comment on the appraisee’s performance including achievement, milestones and any

constraints experienced over the first half of the reporting period).
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6. (b) Targets changed or added

Appraisal

Targets Changed or Added as agreed
during mid-year performance | Appra

isal period

To be completed by supervisor at the end of the

Performance Appraisal by | Reasons
the Supervisor (Use rating
scale in section 4a)

SECTION 7: Value/Core Competencies Appraisal

This Section should be completed by the Supervisor after discussion with the Appraisee. The
Supervisor should assess the Appraisee and indicate his/her views under the Appraisal column
on values and core competencies against variables rated from 5 (Highest) to 1 (Lowest)

7(a): Values/Core competencies

Appraisal
(i) values Excellent | Very Good | Satisfactory | Poor
good
Rating 5 4 3 2 1 Total
Integrity

Respect for National Diversity/Gender

Patriotism/Loyalty

Demonstrates and upholds Public
Service Values as stipulated in the
Public Officer Ethics act.

Total Score

Mean Score

42 |Page




DOCUMENTED INFORMATION FOR HUMAN RESOURCES DEPARTMENT

(ii)Core Competencies Excellent | Very | Good | Satisfactory | Poor
good
Rating 5 4 3 2 1 Total

Professionalism/Knowledge
of work

Technical competency

Communication

Team work

Ability to meet work
deadlines/time
management

Creativity

Continuous learning and
performance improvement

Customer/Citizen focus

Attitude towards work

Relationship with peers and
subordinates

Effective and quality of
work/use of IT

Personal grooming

Punctuality

Initiative and flexibility

Promotion potential

Total Score

Mean score
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Overall rating (mean score)

5. Excellent 4. Very Good

Please indicate the overall rating in the box.

3. Good

2. Satisfactory

7 (b): Managerial and Supervisory Competencies

1. Poor

(This part applies to staff who have managerial and supervisory responsibilities and will be

Appraisals
Competency Excellent Very Good | Satisfactory Poor
good
5 4 3 2 1
Total
Adheres to the

Leadership/Management
Accountability Framework

Planning and Organizing

Training and developing Staff

Managing Resources and
Accountability

Anticipates risks and takes
measures to mitigate against them

Judgment and Objectivity

Managing Performance

Promoting use of Information
Technology

Delegation and control

Relationship with peers

Quality and quantity of work

Leadership

Decision making

Attitude towards work

rated by supervisors as section (6a)
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Efficiency and quality of work

Initiative and flexibility

Personal grooming

Punctuality

Promoting use of IT

Promotion potential

Total Score

Mean Score

Overall rating (Mean Score)

5. Excellent 4. Very Good 3. Good 2. Satisfactory 1. Poor

Please indicate the overall rating in the box.

SECTION 8: Overall Appraisal

Overall appraisal by the Supervisor: (Comment on the Appraisee’s overall performance and
any other strengths, skill or qualities which he/she has)

Supervisors Name: Sign: Date:

SECTION 9 a):_Appraisee’s Comments on Appraisal by the Supervisor
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(a) | Did performance related discussions
take place during the reporting period
with your Supervisor?

Yes
No

(9 b). General Comments (if any), on your overall performance

Appraisee’s Signature .......ccciciiciiiiirnrs s Date .....ccvcvimrennnrnenanns

SECTION 10: Comments by the Supervisor

Comments by the Second Supervisor

Comments on the consistency and reasonableness of the
comments given by the Supervisor and any significant
statement(s) made by the Appraisee.

Second Supervisor’'s Name ...ciicicieriemiersrsmasiarssmsssassasssssssssassassnssnsassassassnss

Designation: ........cocvermieverarnnanes Signature ......ccicveiiiienan Date ......covevueinnee

12.1 Flow charts
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1. PROCEDURE FOR TRAINING AND DEVELOPMENT

2. Purpose
To enhance employees capacity to achieve maximum competency and
productivity through training and development.

3. Scope
Training and development shall cover short and long term exposures
for predetermine performance improvement objectives.

4. References
WSP Policy on training and development
HR Policy and Procedures Manual
Training Report
Quality Manual
Career guidelines

5. Terms, abbreviations, Definitions
TNA - Training Needs Analysis
SDC - Staff Development Committee
ID - Identification card

6. ResponS|b|I|ty
The HRAM undertakes a TNA through individual employees
identification/application for training
e The HOD recommends individual training application
o Tr?e HRAM facilitates individual training requests for discussion by
the SDC

e The Principal approves the minutes of SDC meeting

¢ HRAM facilitates implementation of approved training &
development courses

7. Inputs
Competent Personnel
Individual training application forms
TNA report

8. Key Performance Indicators
Successful implementation of training programs
Training impact assessment

9. Method

9.1.The HRAM shall undertake a TNA through the heads of
department in reference to TNA form; KUC/ADMIN/R/020.

9.2 HRAM shall compile the training and development
projections from training needs identified through the
TNA and performance appraisal then submit the report to
SDC.
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9.3 The SDC will discuss the training projection/plan with
recommendations to the Principal/CEO.

9.4 The HRAM shall communicate to individual employees and
implement the Principal/CEQOs approval.

9.5 The employee fills an individual assistance form.

9.6 The HRAM submits individual financial assistance form;
KUC/ADMIN/R/026 to Accounts for payment processing.
The HRAM shall also submit any approved group trainings
to Accounts for payment.

9.7 The employee(s) shall be notified at an appropriate time by
HRAM to sign and commit to undertake the training program
using form KUC/ADMIN/R/022.

9.8 HRAM shall maintain all training and development
Participation records for all staff using form;
KUC/ADMIN/R/148.

9.9 HRAM shall compile the training and development
master plan using form; KUC/ADMIN/R/021 and submit
the report to SDC.

9.10 The HRAM shall within a year initiate a training impact
assessment/evaluation by the HOD on the effectiveness of
training and development of the employee. The report
should be forward to the HRAM for further action.

9.11 The HRAM shall prepare a training impact analysis report for
the training and development carried out in the financial
year.

9.2 ATTACHMENT/INTERNSHIP
ATTACHMENT

9.2 The student shall apply for attachment to the HRAM attaching
the relevant documentation as indicated below;

1. Letter from Organization/Institution
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2. Insurance Cover
3. National ID. Card (Copy)
4. Copies of Original Certificates
5. C.V
6. Certificate of good conduct
9.2.2 . The HRAM shall consult HODs for vacancies available.

9.2.3 The HRAM shall accept or reject the application based on the available
vacancies.

9.2.3 The attachees shall provide personal details to the HRAM by filling in
form KUC/ADMIN/R/015

9.2.4 The HRAM shall issue the attachee with a Student attachment ID card.
9.2.5 Upon completion, the attachees’ supervisor shall fill in form
KUC/ADMIN/R/O76 and return to HRAM for preparation of a recommendation
letter and filing.

INTERNSHIP

The one (1) year internship programme is being undertaken by the Public
Service Commission (PSC).

9.2.6 The PSC requests the College to submit number of vacancies for the
internship programmes.

9.2.7 The PSC deploys interns to the College as per received request.

9.2.8 The verifies the interns forms from PSC and files a copy and submit the
originals to the PSC. A report to indicate the status of intern’s deployment.

9.3.9 HRAM prepares an orientation programme for interns and deploys them
to respective departments.

9.3.10 HRAM prepare quarterly and annual evaluation reports to be submitted
to PSC.

Note: Any cases of disciplinary and exits are reported to PSC.
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10.0 Outputs
Training and Development reports
SDC minutes
Attachment recommendation letter
Certificate of participation
Internship/ attachment reports
11. Records
Training application forms
Updated training records
Attachment applications
Attachment/Internship reports
Attachment recommendation letters

12. Appendices
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(N \
('ﬂ)) % - KUC/ADMINRO28
3 Kenya Utalii College
TO: The Secretary

212 Development Programme APPENDIX E

(ERase coe nofec ovedesd
ETCIv Geoe

Date Empiopes Job Tize CmteCostomes_____
Depamtment Herely oDy for the sumof Kens
in words Lasperendesof

this programme, DEng e Thanciel assRance 1or e pUpose etgied eiow -
Name of e Fstuton

Acaess Teemone No
Couse'Sembanroher spgied or
Futi-Sme / pat Smre -, Durstion

Previous Avards 4 The cument Fnanciel year (Spe0fy | Instttion, Amourt Averded
Course /2eminer and ates)

SIGNATURE: DATE

COMMENTE Y HEAD OF DEPARTMENT
Rate In Cedil e rmievence I e ampicaton ghen ks / e Cutent dtes

Ste%e In Selil e Semands On persormel In he Sapanment oiven The 803 afecing e
roning of he degatmant and 850Ny Mo accaunt he duraton ofthe Course / Beminer /
Omer

This Appicaon B Asproed /NSt Apoes*
CHAIRMAN 8 SIGNATURE - OATE
“Oeiete as necessary

KUC/ADMIN/R/022
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TRAINEE NOTIFICATION
HUMAN RESOURCES MANAGER

DATE:

Dear Staff No:

The Staff development Committee held a meeting on -
and examined your application dated for the following
Course to be offered
at and arrived at a
conclusion to grant you a sum of Ksh. amount in words

at College participation towards the expenses.

You are therefore , requested to submit to the undersigned, receipts amounting to Ksh.
of expenses incurred by you within a maximum of
three months from the date of this letter.

Please note that the management reserves the right to deduct the sum of award received
by you, from your salary in case of failure to comply with the conditions laid down in this
letter and the general rules and regulations governing the staff development programme.

By copy of this letter, the accounts department is instructed to effect the above mentioned
payment.

Yours sincerely,

Human Resources Manager

The undersigned accepts the conditions of the award.

Signed: Date:

cc. Financial Controller

TRAINING NEEDS ANALYSIS FORM KUC/ADMIN/R/020
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NAME: STAFF NO:
DEPARTMENT: DESIGNATION:
Qualifications COURSE INTENDING TO TAKE
UP for Yr
ACADEMIC Tick you highest academic

Qualifications

qualification and indicate
specialisation.

Doctorate
Masters
Degree
Diploma
Certificate
Other

PROFESIONAL Professional Trainings taken

QUALIFICATIONS up last financial Year. (List)

OTHER TRAININGS | Which Course did you attend | Which course do you wish to
last year: ( Tick ) attend this year ( Tick at least

two )
Gender Mainstreaming
HIV/AIDS Gender Mainstreaming
Disability HIV/AIDS
Corruption Prevention Disability
Substance and Drugs Abuse Corruption Prevention
First Aid Substance and Drugs Abuse
Environmental First Aid
Health and safety Environmental
Health and safety
Signed: Date:

KENYA UTALII COLLEGE, NAIROBI

TRAINING AND DEVELOPMENT COURSE/TRAINING PARTICIPATION FOR

KUC/ADMIN/R/148

FINANCIAL YEAR
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STAFF Staff
NAME No.
L
w [17] w w 0 1] w w
(] 0 (] (] (-4 0 0n | un
¥ ¢ |||« ¥ || TOTAL
=2 =2 =2 = =2 ) D | 2
O |0|0o|0o|©o O |o6|0o
o o o o o o OO0
KENYA UTALII COLLEGE, NAIROBI __ KUC/ADMIN/R/021

TRAINING & DEVELOPMENT MASTER PLAN FOR THE FINANCIAL YEAR
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TRAINING | JULY | AUG | SEPT | OCT | NOV | DEC | JAN | FEB | MARCH | APRIL | MAY | JUNE

[

SIS0 |R NN A W N

= O
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KENYA UTALII COLLEGE KUC/ADMIN/R/ 015

ATTACHMENT PERSONAL RECORDS FORM

RIC1E=T o] a o] A TSI\ o TSRS

e F ol o) =1 o TR .

County: ..o Location.......cccceeeviieeceinneee, Sub-location.......ccccocoiiiiiiii
N Lu o] a F= 111 YA RSO ER U ROTRRORS .
| s I o T8 0] o T= o PRSP RURUN
Marital Status: (@) SINGIE..... ettt e e et bee e st e e eeestte e e sareeeebeeeabeeas
(o) L= =T TS PSS UUR PP
HEAITRN ISSUBS: .. ettt b et h e bt e s b eh bt e be e sbe e sb e et e sbe e she e besbe e e .

Name and telephone of person to be contacted in case of
=T gL o = 0 o) V2P

=] =10 =] V1 o RSP SPRPRR

N/B: I declare the information provided above us true.
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KENYA UTALII COLLEGE, NAIROBI KUC/ADMIN/R/076

ATTACHMENT DETAILS FORM

NAME OF TRAINEE/INTERN

INSTITUTION OF TRAINING:

PERIOD OF ATTACHMENT: TO
DEPARTMENT ATTACHMENT TO:

AREA COVERED DURING ATTACHMENT:

SUPERVISOR'S NAME: DESIGNATION:
COMMENTS:

SIGNATURE: DATE:
CERTIFIED HEAD OF DEPARTMENT

NAME: SIGNATURE:

DATE: STAMP
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12.1 Flow charts
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1. PROCEDURE FOR PROMOTION AND SUCCESSION

2. Purpose
To give guidelines for ensuring growth and development of employees,
with smooth and effective transition in the organization.

To promote meritocracy in staff mobility based on both performance
and Career guidelines.

3. Scope
Succession planning and execution of support staff, middle and senior
management.
Promotion of deserving employees based on performance appraisal or
performance contract.

4. References
Staff establishment
Quality Manual
Career guidance
Human Resource Policy and Procedures Manual
Succession Management Policy

5. Terms, Abbreviations, Definitions
TNA - Training Needs Analysis

6. Responsibility
Human Resource Manager
Principal/CEO

7. Inputs
Competent Personnel
Individual personal data
Promotion Criteria
Career Guideline

8. Key Performance Indicators
Filled vacant positions with competent personnel

9. Method
9.1 SUCCESSION MANAGEMENT

9.1.1 HRAM shall prepare career road map for feeding into the
succession plan of organization.

9.1.2 HOD shall identify a suitable successor in confidence to HRAM
for the position. The HRAM shall recommend the suitable successor to
the Principal/CEO for approval and implementation within a period of
three to six months.

9.1.3 The HRAM will communicate to the successor to work with the
mentor for a period of at least three (3) months before leaving the
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institution.

9.1.4 HRAM considers employees’ for capacity building in an
appropriate course where necessary.

9.2 PROMOTION

9.2.1 Promotion within a common cadre will be guided by career
guidelines.

Where there is need for employee promotion, the HRAM shall in
conjunction with the HODs carry out an assessment for employee
promotions.

9.2.2 HRAM shall prepare promotions report giving justification and submit it
to management for deliberations.

9.2.3 The HRAM shall prepare a board paper to the College Council
through the Principal/CEO containing proposals and recommendation
for employee promotions.

9.2.4 The HRAM shall implement the recommendations of the
College Council.

9.2.4 HRAM shall prepare and issues letters of promotion together with a new
job description to the staff.

10 Outputs
Promotion of competent personnel

Successful filing of vacant position arising from succession

11.Records
Promotion report

Updated personal file
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Minutes on discussion of succession planning
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12.1 Flow charts
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1. PROCEDURES FOR SEPARATION

2. Purpose
To outline how the College shall manage employee separation from
employment

3. Scope
Separation shall cover both voluntary and involuntary exit of employees
from the College

4. References
HR manual
Labour Laws, 2007

5. Terms, Abbreviations, Definitions
PCA - Pay change advice
HRAM - Human Resource Manager

6. Responsibility
HRAM prepares or acknowledges employees separation
Principal signs the final letter of separation
7. Inputs
Notification of exit
Competent Personnel to handle that process
8. Key Performance Indicators
Smooth exit
Separation letter

9. Method
9.1 RESIGNATION/EARLY RETIREMENT/RETIREMENT

9.1.2 The employee shall express his/ her intention to terminate
services with the College in writing by giving the requisite notice or
payment of equivalent salary in lieu of notice.

HRAM shall give notice of retirement to employees who will have
attained the mandatory retirement age (60) at least one (1) year before.

9.1.3 The HRAM shall acknowledge the intention of the employee by
writing a letter of acceptance upon approval by the Principal/CEO.

9.1.4 The employee shall be released by completing a staff Exit
check list form KUC/ADMIN/R/065.

9.1.5 The HRAM shall process employee terminal dues as required.
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9.2 DEATH

9.2.1 The death of an employee shall be reported
to the College.

9.2.2 The HRAM shall contact the next of kin and facilitate organization
of the burial.
9.2.3 The HRAM shall facilitate of employee terminal dues.

9.3 TERMINATION/SUMMARY DISMISSAL/FORFEITURE

9.3.1 The HRAM shall administer the appropriate letter to the employee.

9.3.2 The employee shall complete the staff Exit checklist KUC/ADMIN/R/065.
9.3.3 The HRAM shall facilitate processing of the employee terminal
dues.

9 . Outputs
Letters of separation (resignation, retirement, termination, summary
dismissal, forfeiture)

10. Records

Termination letters
Resignation letters
Resignation acceptance letter
Staff Exit checklist form

Final dues letter

Death notification

Retirement notices
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KENYA UTALIT COLLEGE

STAFF EXIT CHECK LIST

Before payment of any dues, the following check-list must be completed and signed by the respective Heads of
Department and finally authorised by Human Resources Manager

Staff Name: No.
Department: « _Job Title:

Reason for leaving: Suspension [ ] Resignation []
Termination [ ] Death ]
Abscondment [ Retirement [_]

Date of leaving:
Contact Address: Tel. No

HEAD OF DEPARTMENT
Office inventory correct: ] vYes No.[]
Remarks:

Signed & Stamped:

- HEAD OF HOUSEKEEPING/LAUNDRY

Uniform returned in full: CJ Yes o No. []
Remarks: ;

Signed & Stamped:

CHIEF MAINTENANCE OFFICER

Keys (Office keys, Store keys, etc) returned: [55] Yes No []
Working tools, equipment, etc returned: J Yes —— No. [
Remarks:

Signed & Stamped:
HEAD OF ICT DEPARTMENT

Laptop, Projector returned: Yes [] No. [1°
Other ICT items returned in correct condition: Yes [] Ne [
Remarks:

Signed & Stamped:

HEAD OF PHYSICAL EDUCATION DEPARTMENT

All sports items returned in correct condition:: Yes [] No []

Remarks:

Signed & Stamped:

HOTEL

Hotel bills cleared Yesi=] No. [] Signed & Stamped:
KSMS bills cleared Yes No [] Signed & Stamped:
LIBRARY

All books returned in correct condition Yes [] [ No
Remarks:

Signed & Stamped:
1

o
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KENYA UTALII COLLEGE

c T
Car loan Cleared Yes[ ] oo e o (NGRS
Housing loan Cleared L | e RO B No [
Staff Advances cleared ves[] . Sty -1 |
Medical Advances cleared MeveRlE o L e No[]
Salary in Advance Cleared Yes[ ] Ne[ ]
Pledges Cleared Yes[] No.[]
Overdrawn Salary Cleared yes(] ) No.[]
Debtors Cleared V Yes [] No.[] 2 ¥
Furniture/Curtain Loan Cleared Yes =3 i='ig No.[™]
Imprest Cleared Yes[_] . Ne,[]
Any Other deduction Yes[ ] = - Ne.[]
Remarks:

N RE AGER
House keys returned: Yes [] Neo.[]
Electricity, water, Telephone bills cleared Yeu: ] No. [
Telephone Wireless returned Yes B No.[]
College furniture returned: Yes =5 Ne. ] .
College ID returned Yes [] Neo. []
Retirement Benefits Withdrawal Form Filled Yes [] No. []
Pay Change Advice Form filled Yes [] No. []
Wealth Declaration Yes [] No. []
Bank Loan Balance Yes [] No. []
Exit Form completed Yes [] No.[]
Remarks:
Accounts authorised to pay dues:  Yes[ ] No.[]
Signature by: Date:

TO BE SIGNED BY STAFF:
| certify that what | have received is correct and that | have no further claim on Kenya Utalii College.

Signature by: Date:

o
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12.1 Flow charts
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1. PROCEDURE FOR HOUSING

2. Purpose
To give guidelines for the allocation of staff houses

3. Scope
Promotion of decent housing for members of staff.

4. References
KUC Housing policy

5. Terms, Abbreviations, Definitions
HRAM - Human Resource and Admin Manager

6. Responsibility
Human Resource Manager
Principal/CEO

7. Inputs
Repaired houses

8. Key Performance Indicators
Occupation of vacant houses

9. Method

9.1 The HRAM shall advertise vacant houses through a memo to

all staff to express interest, members of staff shall apply.

9.2 The HRO in charge of welfare shall assess the applications

against housing criteria and forward a report
recommendations to the HRAM.

with

9.3 The HRAM shall communicate allocation of the house to the

successful applicant.

9.4 The new tenant shall sign a housing checklist, rules and
regulations and collect the house keys from Maintenance

Department in conjunction with HR Welfare.

9.5 The HRAM shall institute rent deduction through a monthly

check-off system.
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10. Flow chart
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1. PROCEDURE FOR DISCIPLINE

2. Purpose
To give guidelines for effective discipline management in the College

3. Scope
Promotion of good working relations amongst staff.

4. References
Labour Laws
HR Policy and Procedures Manual

5. Terms, Abbreviations, Definitions
HRAM - Human Resource and Admin. Manager

6. Responsibility

Human Resource Manager
Principal/CEO

7. Inputs
Personal file
Disciplinary manual
Competent Personnel

8. Key Performance Indicators
No of completed cases

9. Method

9.1 The supervisor will issue a memo to a staff member facing a
disciplinary case and given an opportunity to explain.

9.2 A member of staff will respond to the supervisor memo with
reasons why disciplinary action should not be taken against
him/her.

9.3 The Supervisor will issue a verbal warning if the matter is minor
and close the case.

Where the matter is weighty and complex in nature, it will be sent
to the HRAM.

9.4 The HRAM will issue a show cause letter to the staff member
facing disciplinary case giving reasons why a disciplinary action
should not be taken against him/her. A reasonable timeline will
be given to the accused.

9.5 The HRAM will issue an appropriate disciplinary letter
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depending on the outcome of the case.

9.6 Where the cases are complex in nature, the HRAM will
recommend an investigation to be undertaken through the
Principal/CEO.

9.7 The HRAM will form a Committee with approval of the
Principal/CEO to undertake an investigation with clear TORs.

9.8 The Investigation Committee report will be presented to the
Principal/CEO with recommendations through the HRAM.

9.9 The Principal/CEO will approve the report or give further
direction on the matter to the HRAM.

9.10 In case of a further disciplinary action is recommended, a
Disciplinary Committee will be formed with clear TORs.

9.11 The Disciplinary Committee report will be submitted to the
Principal/CEO through the HRAM with recommendations.

9.12 The Principal/CEO will approve the report or give further
direction on the matter to the HRM.

9.13 The HRAM will prepare an appropriate disciplinary letter as
recommended and approved by the CEO to the employee.

9.14 The employee has a right to appeal the disciplinary decision
within 14 days from the receipt of the letter.

9.15 The Principal/CEO shall constitute an Appeals Committee to
review the case.

9.16 The Appeals Committee shall review the case on its own merit
and forward their recommendations to the Principal/CEO.

9.17 The Principal/CEO will act on the Appeals Committee
recommendation and forward the same to HRAM for
implementation.

9.18 The HRAM shall communicate the final decision on the
disciplinary appeal to the concerned employee.
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Flow chart
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1. PROCEDURE FOR PENSION SCHEME
RESIGNATION/TERMINATION AND DEATH

2. Purpose
To give guidelines for effective pension scheme management

3. Scope
Promotion of good pension scheme management

4. References
Employment Act
RBA Act
Trust Deed

5. Terms, Abbreviations, Definitions
RBA - Retirement Benefit Authority
HRAM - Human Resource and Admin Management

6. Responsibility
Human Resource and Admin. Manager

7. Inputs
Personal file
Competent Personnel

8. Key Performance Indicators
No of staff retired staff
Payment of pension benefits

9. Method

Applicable to Permanent and Pensionable:

9.1 The member fills a Pension Withdrawal Notification Form
assisted by HRO Welfare.

9.2 The trustees will approve the withdrawal notification form.

9.3 The duly signed withdrawal notification form will be
submitted to the Pension Scheme Administrator.

9.4. The Pension Scheme Administrator will verify the withdrawal
notification form against other necessary documents.

9.4 The Pension Scheme Administrator will prepare a discharge
form (Calculation sheet and custody letter) to be submitted
to the KUC trustees.

9.5 The KUC trustees shall approve the discharge form and sign
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instruction to custody to be sent to the pension scheme
administrator.

9.6 The pension scheme administrator shall forward instructions
to the fund manager and a copy to the custodian for
processing of pension benefits.

9.7 The scheme custodian shall effect the payment to the
retired employee’s account.

(Applicable to: Deceased Cases)

9.2.1 The trustees process death pension benefits upon receipt of death
certificates.

9.2.2 The trustee shall approve the resolutions and fill the withdrawal
notification form attaching the following copies of documents; ID,KRA PIN &
bank details of the beneficiaries and submit to the pension scheme
administrator.

9.2.3. The pension administrators shall cross check the completeness of forms
and prepare the discharge form, calculation sheet and custody letter for
onward submission to the KUC trustees.

9.2.5 The KUC Trustees shall approve the discharge forms and sign instruction
to custody and submit to the pension scheme administrator.

9.2.6 The Pension Scheme administrator shall forward instructions to the Fund
Manager& custodian for payment processing.

9.2.7 The Scheme Custodian shall effect the pension benefits to the
beneficiaries.

10. Outputs
Payment of the Death Benefits

11.Records

Payment reports
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PENSION ISO PROCEDURES WITHDRAWAL FROM SCHEME (DEATH CASES)

Flow Chart

Incomplete forms
returned to the
representative

Custodian
shares the
swift
confirmation

of payments

ISO PROCEDURES - WITH SIGNATION/TERMINATION)
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Flow Chart

Incomplete forms
returned to the
representative

Custodian
shares the
swift
confirmation
of payments
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1. PROCEDURE FOR COUNSELING

2. Purpose
To give guidelines for effective counseling process management

3. Scope
Promotion of mental health

4. References
DSM V
Code of Ethics
5. Terms, Abbreviations, Definitions
HRAM - Human Resource and Admin. Manager
6. Responsibility
Human Resource and Admin. Manager
7. Inputs
Competent Personnel

8. Key Performance Indicators
Counseled Individual/Group
Number of students/Individual/Group counseled

9. Method

9.1 The counselor inquires out the services that the client requires.

9.2 The counselor thereafter gives the client a client intake form for
filling for filling.

9.3 The client is also given consent form and contracting form to
fill.
9.4 The counseling process begins.

9.5 If the progress is positive, a follow up will be done.

9.6 An evaluation will be done to determine the outcome of the
counseling.

9.7 If the progress is unsatisfactory, the counselor will terminate
and refer the client for further management.

9.8 In case of a positive progress, the counselor will terminate the
sessions since the client will be deemed stable to handle issues on their
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own.

10. Outputs
Changed behavior/attitude
11.Records

Counseling reports
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Flow chart
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SECTION C: OPPORTUNITIES

OPPORTUNITY ACTIONS | RESOURCES | RESPONSIBILITY | TIMELINES | KPI
Government training / | Training Budget HRAM Immediately | Presentation of
Scholarship certificate
Government Transfer Salaries HRAM Immediately | Release letter
secondment
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SECTION: RISKS

No. DESCRIPTION OF RISK TYPE OF RISK PROBABILITY OF SEVERITY IMPACT MITIGATION RESPONSIBILITY KPI
OCCURANCE HIGH - 3
MEDIUM -2
LOW -1
 Emee
1 Housing allocation Financial 1 2 Loss of Clear HRAM Housing
revenue housing letter
allocation
policy
2 Disciplinary action Social / Financial 1 2 Lack of Follow HR HRAM Disciplinary
confidence in policy letter
the system
Demotivation Training on
of staff disciplinary
low issue
productivity
loss of
revenue
3 Insurance claims for Financial 1 1 Lack of Sensitization HRAM Settlement
employees compensation | of staff in of claims
of injuries in insurance
good time processes
Follow of
Procurement
laws
4 Delayed pension Financial 1 1 Reduced Close HRAM Pension
remittances benefits monitoring statement
of entries to
staff pension
scheme
5. Payroll collusion Financial 1 Loss of Proper HRAM Payroll
revenue documentati reports
errors of on.
commission Training
and omission System
checks
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