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SECTION A: QUALITY OBJECTIV

OBJECTIVES ACTIVITIES RESOURCES | RESPONSIBILI | TIME KEY
TY. FRAME. PERFORMANCE
INDICATORS.
To attend to - - - Dean of -1 week -Room allocation
students Accommodati | Competenc | Students book
administration on e staff - Hostel -Orientation
issues received | -Orientation warden programme
within a week. -Clearance of | -Office -Clearance forms.
students. materials -Cleaning
-cleanliness schedules.
To reduce time | -Guiding and | -Students -Dean of - Number of
taken to resolve | counseling rule and students September | discipline cases
students regulation - Director of | 2018 resolved within
discipline issues booklet studies one month.
from 3 months -Enforcing -Competent | -Security
to 1 month by Rules and staff
September 2018 | Regulations.
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SECTION B: PROCEDURES
PROCEDURE FOR ACCOMMODATION

PURPOSE

To give guidelines for provision of efficient accommodation of students.

SCOPE

This procedure applies to accommodation of students only.
TERM, ABBREVIATIONS, DEFINITIONS

HW: Hostel Warden
Floor captain — student appointed to receive and report any issues in the
particular floor in the hostels

REFERENCES
College academic calendar

Students’ rules and regulations booklet

RESPONSIBILITY

The Hostel Warden — allocates rooms, prepares the maintenance work
report.

INPUTS.
Admission list/form

Hostel maintenance form

Accommodation commitment form
Maintenance work order book
Vacant room list

METHOD.

The HW shall report any maintenance repairs to be carried out by
writing a maintenance requisition work order

The HW shall declare the room vacant by preparing a vacant room list
one week before opening/reporting dates.
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8.3 The HW shall determine the blocks of residence according to level of
study and gender based on admission lists provided by admission
department according to course groups and

allocate rooms accordingly.

8.4 Upon presentation of a completed admissions clearance form or the
Accommodation commitment form and a receipt, the HW shall assign the room and
issue the key

8.5 The floor captain or a representative shall report any
breakages by filling a hostel maintenance work order.

8.6 The HW or representative shall forward the maintenance work order to the HOD
maintenance for action.

9.6. Upon completion of the work, a maintenance officer shall present the maintenance
work order to the HW for confirmation/approval of the work done.

9.0 OUTPUTS

Accommodated students
Repairs done

10. RECORDS
Admission forms
Duly filled room allocation book
Accommodation commitment form

Filled work order list
Hostel receipt

11. KEY PERFORMANCE INDICATORS

Number of Accommodated students.
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12. FLOW CHART

ACCOMMODATION

=D
l

Hostel Warden writes a

maintenance requisition and
prepares a vacant room list

l

The HW determines the blocks of residence
according to level of studyand gender
based on admission lists.

l

The Hostel Warden assigns the room and issue
the key upon presentation of admission
clearance or accommodation commitment

form .

The Floor Captain or a representative

reports any breakages by filling a hostel
maintenance work order.

l

The HW or representative shall forward the

maintenance work order to the HOD maintenanc
for action.

A
Maintenance Officer shall present the
maintenance work order to the HW for
confirmation/approval of the work done.

"D
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12.1 RECORD OF CHANGE

No.

Details Of Change Authorization
Date
08-01-09 | Page Clause/sub-clause and | Name and
comment signature
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12.3 APPENDIX
HOSTEL MAINTENACE FORM

AREA:

ROOM NO: FLOOR

DESCRIPTION OF FAULT:

REPORTED BY: _
DATE:
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1.0 PROCEDURE FOR ORIENTATION

2.0 PURPOSE

To give guidelines for orientation of new students.

3.0 SCOPE

This procedure applies to orientation of all the new students.
4.0 TERM, ABBREVIATIONS, DEFINITIONS

DS: Dean of Students
DOS: Director of Studies
KUCSA: Kenya Utalii College Students Association.

5.0 REFERENCES
College academic calendar
Students’ rules and regulations booklet
KUCSA Constitution Booklet

6.0 RESPONSIBILITY

The Dean of students — Draws the orientation programme and
briefs the new students.

The Director of Studies — Takes the students through the Rules and Regulations.

7.0 INPUTS.
Orientation Programme.
KUCSA Constitution booklet

Students’ rules and regulations booklet

8.0 METHOD.

8.1 The DS shall draw an orientation programme 1 week before
students reporting.
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8.2 Upon reporting the Dean of Students shall undertake orientation and brief the
new students.

8.3 The Principal addresses the new students

8.4 The DS and DOS shall take the students through the College Rules &
Regulations.

9.0 OUTPUTS
Oriented students
10. RECORDS
Orientation programme.
Minutes of the orientation meeting

11. KEY PERFORMANCE INDICATOR.

Number of well orientated students.
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12.0 FLOW CHART

ORIENTATION
( Start )

The Dean of Students draws an orientation
programme 1 week before students reporting.

l

Upon the reporting the Dean of students undertakes
orientation and brief the new students

l

The DS and DOS shall take the students
through the College Rules & Regulations.

l

Principal addresses the new students
during the course opening and
Introduction meeting.

=
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12.1 RECORDS OF CHANGE

No.

Details Of Change Authorization
Date
08-01-09 | Page Clause/sub-clause and | Name and
comment signature

1.0

2.0

3.0

4.0

5.0

PROCEDURE FOR DISCIPLINE

PURPOSE

To give guidelines for ensuring that the students adhere to the rules and
regulations.

SCOPE

This procedure applies to discipline of students.
TERM, ABBREVIATIONS, DEFINITIONS

DS: Dean of Students.
HODS: Head of Departments.
KUCSA: Kenya Utalii College Student Association.

REFERENCES

Students’ rules and regulations booklet

6.0 RESPONSIBILITY

Dean of Student — Receives written reports of infringement, evaluates the report
and acts accordingly.

H ODS - Writes the letter of infringement to the Dean of Students
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7.0 INPUTS

Infringement report

Student rules and regulation booklet
Competent staff

College Council

8. METHOD

8.1. The DS shall receive written reports of infringement of regulations
from HoDs of affected departments

8.2. The DS shall evaluate the written report within one week.

8.3. The DS shall write a show cause letter to the student for response
within 2 days.
Upon receipt of the response, the DS shall evaluate the report and
take action in accordance with Students rules and regulations
based on evidence collected within one semester.

8.4. The DS shall notify the student and the department concerned of the
action to be taken.

8.5. Ifit is a suspension case, the DS shall draft a suspension letter and
forward to the Principal for approval

8.6. The student can appeal to the College Council through the Principal
against the action within a period of seven days.

8.7. After recipient of appeal, the DS shall prepare a board paper for the
principal for presentation to the board.

8.8. In the case of expulsion or reinstatement the board ratifies the
decision and all relevant departments notified.

8.9. Copies of all disciplinary cases shall be maintained by the DS.

9.0 OUTPUTS

Resolved discipline cases
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10. RECORDS

Written reports
Copies of the discipline cases.

11. KEY PERFORMANCE INDICATOR.

Number of resolved discipline cases.

12.0 FLOW CHART
DISCIPLINE PROCEDURE

=

The DS receives written reports of infringement of
regulations from HoDs of affected departments
and shall evaluate the written report within one
week

Decide on action ?

Handle the c:

l

The DS shall write a show cause letter to the
student for response within 2 days. Upon receipt
of the response, the DS shall evaluate the report
and take action in accordance with Students
rules and regulations based on evidence
collected within one semFster.

|

If it is a suspension case, the DS shall draft a
suspension letter and forward to the Principal
for approval. The student can appeal through
Version 2: Revision 1, 04/201§ the College Council against the action within a
period of seven days
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l

If it is an expulsion case, the DS shall prepare a
board paper for the principal for presentation

to the board

In the case of expulsion or reinstatement the
board ratifies the decision and all relevant

Copies of all disciplinary cases shall be
maintained by the DS.

D

12. RECORD OF CHANGES

No.

Details Of Change Authorization
Date
08-01-09 | Page Clause/sub-clause and | Name and
comment signature

1.0.

PROCEDURE FOR CLEARANCE

2.0 PURPOSE

To give guidelines for clearance of students.
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SCOPE

This procedure applies to clearance of students only.

TERM, ABBREVIATIONS, DEFINITIONS
DOS: Director of Studies

DS : Dean of Students

HW: Hostel Warden

HODS: Head of Departments.

REFERENCES
College academic calendar

Students’ rules and regulations booklet

RESPONSIBILITY

The Hostel Warden — Ensures that the clearance memo is in all the
notice boards.

INPUTS.
Clearance form.

METHOD
The DS will draft the Memo for the closing procedures for the

DOS to sign and put in all notice boards a week before the clearing

date.

The HW shall ensure that adequate clearance forms (see appendix) are
distributed to all HoDs for issuance to students affected by the memo

1 week before clearance date.

The HoDs shall clear the students in their respective departments for

any College property in their possession.

The student shall be surcharged for any damaged/ missing items in

the room.

The surcharge shall be taken to the accounts department at least one

week after students closing date.
OUTPUTS

Cleared students
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10. RECORDS

Filled clearance forms.

11. KEY PERFORMANCE INDICATOR.

Students cleared from the hostels.
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12.0 FLOW CHART

Clearance

@«

v

Dean of students prepares a clearance memo
and the Hostel Warden ensures it is in all notice

boards 1 week before clearance date.

A

Hostel Warden ensures there is adequate

clearance forms for distribution.

Head of Departments clear the students on

their respective departments.

Any item

damaged/missing?

Student surcharged in case of any damages or
missing items in the room by.

A
The surcharge taken to accounts department 1
week after closing date.

v

( CLEARED )
 / —>
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12.1 RECORD OF CHANGE

No.

Details Of Change Authorization
Date
08-01-09 | Page Clause/sub-clause and | Name and
comment signature
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12.2 APPENDIX

2 » KUCJACAD/R/023
Kenya Utalii College

Hostel Room Exit / Entry Checklist

T e v Uk Sl S AT =
NANE e STUDENT NO: e
CHECK POINT / FARTICULARS OK NOT OK REMARKS

BED
* Frames not bent
+ Free of marks and scratches
* Wires lirm 20d not cut or Sapging
MATTHESS
& Not tutey sned no viains
LOOR
*  Freefrom dirt and stains

*  Floor tiles not broken or missing
*  Floor generally clean

CURTAINS

¢ Free fram durt and stains

* Tape and ban 0ot toen
o Curtadns rails well fixed and runsess svadable
¢ Al hooks s stoppers present

WINDOWS

s Nodust, no webs and marks

Al louvers avmlatle and not broken o misaing
o Windew ware mesh available and net tors
WALLS AND CEJLING

*  Free from scvatebses emil marks

+ No pictures stuck on the wally

* Na nads oo the wall

* No vritmgs on the walls pe—r
MAIN DOOR

* Free fiom scectches and marks

* Door hamtde aml lock working and not loase
* Door fiames net braken

» Nowngimgs on thie dooy

WARDROBE

*  Door free of seratehes , marks and writings
+ Shelves chean and not broken

+ Duoor hesps availabile and not broken

STUDY TABLE AND CHAIRS
+ Top free from dust, dist beyerage marks scom anil
10 Wt gy

* Allthe chairs nealabie , elean el not Srolen,
SOUKETS SWITCHES
o Flingseans tode lighn clesn 20d not cavered
o Suoitches amd sochiets not beoken
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KUC/ACAD/R/028
_(@ KENYA UTALII COLLEGE, NAIROBI =
KUC/ACAD/RA0S
ENT EXIT FO DATE:
STUDENTNAME: o THLNA, _ coumrsENO

The Sallewing checkilit muat be saripleted aud signed secardingdy.

CONTACT ADDIESS ROOM NO - _

The fellawing chack-Tot mast be campleted and sggucd sccerdingly.

Foeven for laaving Resipation  Bad of counne DicupuwD Collwge beeak I ‘l bauaisg | I Crtvams ‘ I

DEFARTMENT x “HEMs ClARGES | REMARKSICOMMENTS RIGNATURE |
KSHs 2 | STAMF & DATE
LALNTRY B
0 I
| PUVSICAL BDUCATION |
i
MASNTENANCE , ALIDIO = L SRR =
VISUAL _—t ]
HEAD OF DEFARTMENT = = S Y =]
SOCIAL STuUDIEs — | e =D
Las —— et
! |
| —
| ROOM MANDOVER e i
b — e}
(R 22 12 e ol = SR A e ’
ACCOUNTS . T o ‘T‘ e — T Y TR ]
[(dm ST SR —
D ACCESS CARD o e |

This povsan FEPAZ yod detached srant be prasentad 19 Secan i & the Colegn exm ple. whu vall o pw & wrd retarm fe st 12 B Deas of Stadera

Nawve

S b Congee e hs sernaleted cot pocal W w0 1 e cheching
BaRgtor o Sareealangs of tae | L

Sgwd L. Agan! - e D
Dras af Szcdam S Sy
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KENYA UTALII

COLLEGE

K UC /ACAD/ R/ 072

REFRESHER EXIT FORM DATE:
STUDENT NAME: TEL: COURSE NO:
The following check list must be completed and signed accordingly.
CONTACT ADDRESS : ROOM NO:
Reason for leaving : End of course.
DEPARTMENT ITEMS CHARGE | REMARKS/COMMENT | SIGNATURE
KSH STAMP/DATE
LAUNDRY
HEAD OF
DEPARTMENT
ROOM HAND
OVER

This portion signed and detached must be presented to the security at the college main gate,

SECTION C: OPPORTUNITIES
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OPPORTUNITIES | ACTIONS RESOURCES RESPONSIBILI | TIMELINES | KPI
TY
Strong brand name | Public relations | Media Dean of continuous Good
exercises ,Competent staff | students corporate
image
Government Liaison with Competent staff Dean of continuous A sound
support relevant ,approved Students student
Government budgets administratio
agencies on n platform
students
matters
Quick access to Nurturing Competent staff Dean of continuous Vice free
Police services continuity of on security issues | students, Head environment.
trust and of security.
interdependen
ce of the two
institutions
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SECTION D: RISKS

N | DESCRIPT | TYPE | PROBABILITY SEVERIT | IMPACT | MITIGATI | RESPONSIBI | KPI

o | ION OF OF OF Y ON LITY
RISK RISK OCCURANCE HIGH - 3

MEDIUM
-2
LOW - 1
MEDI
- il

1 | Drugsand | - - - -Dean of Responsible
substance | Social. v 3 Suspensi | Counselin | students students
abuse - on g. -Security.

Ecosoci of -Training. | -Counsellor
al students | -Enhance

security

checks

and

patrols.

2 | Radicalizat | - v - -Dean of well versed
ion of Social. 2 Sensitizat | students students on
students - ion dangers of

Politic - radicalizatio
al Involvem n and
ent in co- related
curricular matters.
activities.

3 | Security of | -Social v -Fear -Enhance | -Dean of Overall
students 2 among patrol students safety of

students | along the | -Chief students and
highway Security their
from officer. properties
6.00pm
to
midnight.

4 | Outbreak - v 2 -Closing | -Efficient | -Dean of Clean

of diseases | Ecosoci down. cleanlines | students environment
al s. -Dean of , access to
- students hygienic
Availabilit | -Chief facilities.
y of clean | Maintenance
treated officer.
water by
ensuring
that the
borehole
is working
before
Jan 2019
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