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DEFINITIONS

“Academic Rank™” - This is a fitle or role of a faculty member within the
University and can be attained after satisfying certain criteria

"Appointment” - refers to conferment of an office or post of emolument in
the service of UTAMU upon a person through a formal appointment letter by
the respective authority.

"Appointing Authority”” shall refer to the University Council or someone
authorized on its behaif.

"Contract of Employment” - Refers to a formal agreement signed befween
UTAMU and a staff member with agreed terms and conditions of service.

“Faculty™” —this refers to the teaching staff of a University within the specific
schools, departments.

"Uganda Technology and Management University " shall mean the Insfitution
as governed by the University and Other Tertiary Institutions Act, 2001 as
amended. It shall also be referred to as “UTAMU" or the “University” and in
some cases be referred to as the Institution for ease of reference.

"Council” — Refers to the supreme organ of UTAMU as is defined under the
law.

"Leave™ —Refers 1o the period approved for a staff member to be off work as
shall be defined in the Staff Leave Policy.

"LEAVE YEAR" - Means that the leave is pro-rated based and wil be
computed depending on when the employee starfed work since the date of
first appointment.

“Management"”- -Means a composition of Officers of the - university
appointed for the purpose of implementing the strategic and conducting of
the administrative operations of the University and as defined by the
Governance manual or any other policies of the University.

"Medical Practitioner” - Shall refer to a fully qualified medical doctor, duly
registered and approved according fo the laws of Uganda.

"Promotion” - Shall refer to the conferment upon a person in the service of

the University, of an office or post to which is attached a higher salary or
higher salary scale or status or privileges than that atfached tfo the office or

A
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post to which he/she was last substantively appointed. All promotions shall be
based on the performance management system.

"Regulations” This shall refer to the Human Resource Manual and the Staff
Regulations as shall be approved and implemented from time to time.

“Staff increment” This shall refer to an increase in salary based on a
performance review undertaken between the employee and the supervisor
or line manager as shall be governed by the Performance Management
System.

“Misconduct”” This shall refer to conduct of the staff that is in conflict with the
rules and regulations governing the University as stipulated in this manual or
as may be defined in any other Disciplinary policy and procedures.

“University Appointments Board” Shall refer to the Board that is responsible for
the appointment and removal of staff and performs other duties as may be
assigned by the university council

“Abscondment of Duty” Shall refer to the absence of a staff member from
office or work without proper authorization as is enshrined in the policy.

“Academic Department”- This shalll refer to a unit under a faculty or school or
instiftute which runs its own academic programmes as shall be approved by
Council from time to time.

“Chancellor” This shall be the individual appointed to perform duties and or
functions as shall be provided for under the law and the govermnance
framework of UTAMU.

“Dean” Refers to a person elected and / or appointed and designated by
Council as Dean/Director or Head of a Faculty, Institute or School in
accordance with the established procedures.

"Employee" -Shall refer to a staff member employed by the University under
confractual, permanent, temporary, probationary, or casual terms. Such staff
member shall be govermned by the policies and procedures enshrined in this
manual and other related governance regulations of UTAMU.

“Suspension” This shall refer to the leaving of work by a staff member as a
resull of acls or omissions as is described in the manual or any other
Disciplinary policy and procedures document.



“Management Committees” This refers fo the committees set up by the Vice-
Chancellor to advise him/ her on administrative matters. All management
committees as shall be appointed from fime fo time, shall make
recommendations to the management and Vice Chancellor before
adoption.

“Extra Workload” Refers to the exira workload that forms part of work done
beyond the normal hours prescribed for the employee. Such employee shall
be eligible for an incentive in the form of financial remuneration or a day off.
Such incentive shall be determined by the relevant authorities from time to
time.

“Full time employee” This shall refer to staff members eligible to work for forty-
five (45) hours per week.

“Part-time” This shall refer to employees employed on short-term basis, on
short-term assignments as shall be determined from time fo time.



PREAMBLE

The Uganda Technology and Management University hereinafter referred to
as "UTAMU" is a Private University in Uganda that offers academic
programmes at all levels.

The university is accredited by National Council for Higher Education (NCHE)
and offers experiential and outstanding learning and teaching opportunities
for 21st Century student through an enriched learning experience that blends
face-to-face and virtual leaming. The university combines management and
technology in all its courses and has the best faculty in these two broad
disciplines. The faculty includes both full time and adjunct staff who have
been recruited from across the world. The university also has a number of
partners through which its various programmes are offered. The university is
regulated mainly by the Uganda Tertiary and Institutions Act, 2001 as
amended, as the parent Act.

Vision and Mission

The Vision of the University is “A global center of excellence in management,
science, technology educatlion” and its Mission is “To be a leader in
providing quality Education, Research and Innovation critical to economic
and human development”. UTAMU independently and collaboratively offers
certificate, diploma, undergraduate degree, postgraduate diploma, masters
and PhD qudlifications.

Since its inception, the university has demonstrated ifs unique approaches
and academic delivery modes and it continues to be a university of choice
for undergraduate, graduate and short training programmes. UTAMU is @
high quality education and research institution that uses a blended learning
approach to educatlion under ifs two existing facullies of Business and
Management and Computing and Technology. UTAMU is committed to
achieving her vision through an enriched learning experience that blends a
variety of teaching and learning methods. The teaching and leaming
process follows a blended model where face-to-face interactions are
combined with online teaching and learning activities to deliver a learning
experience that enables students to develop highly sought after skills such as
problem solving, collaboration, critical thinking and continuous leaming.
UTAMU wuses a blended leamning model that combines face-to-face
instruction physically or through video conferencing using Google-apps tools
for education and this is combined with online curicula, inferactive toals,
hands-on activities, and online assessments that will provide immediate
feedback to the learner.
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Mandate
Uganda Technology and Management University (UTAMU) is mandated fo
do teaching, research and community engagement.

Core Values:

UTAMU is mindful of its strategic future plans and the historic perspective of
education in the world that is emphasizing nurturing scientists, technologists
and innovators who can transform and create new knowledge. Therefore,
the values of Uganda Technology and Management University are:

i

.

vi.

Professionalism: making sure that staff and students conduct
themselves with the highest ethical standards and taking responsibility
of all their actions

Creativity: committing to stimulating the culture of scientific and
technological advancement, innovation and practical enrichment to
our stakeholders through a rich and flexible educational experience
Integrity: adhering to ethical and moral principles in all the
educational, research and innovation processes

Transparency: seeking to provide accountfability and value for money
to UTAMU's stakeholders

Empowerment: offering unsurpassed practical opportunities fo UTAMU's
stakeholders through industry oriented collaborations, research
engagements and incubation clusters in order fto fransform the
educational environment

Community Engagement: working with the community to solve the real
world problems as a focal point towards economic development .

Purpose of the manual
The broad objective of this Manual is to define and formally present
explanations relating to relationships between UTAMU and ifs employees.

Objectives of the manual

The objectives of the manudl are:

i. To provide for the rights, obligations, roles and responsibilities of UTAMU as
the employer.

i. To provide for the rights, obligations, privileges and or benefits, roles and
responsibilities of management and members of staff of UTAMU.

i. To ensure a systematic and transparent approach to the administration of
human resource policies, systems, procedures and practices with the aim
of achieving harmonious relationship between UTAMU and its staff and
defining the culture of UTAMU

iv. To create and promote a good reputation of the University in dealing with
its employees.

MK
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v. To ensure that staff are provided with proper treatment, a conducive
working environment and to promote the retention of key talent based on
good performance as shall be defermined from fime to lime.

12



PART A: INTRODUCTORY PROVISIONS

1. Citafion

This manual and its provisions shall be cited as "The Uganda Technology And
Management University Human Resource Mandagement Manual" hereinafter
referred fo as the “UTAMU HR Manual”

2. Application
This manual is meant for the application on matters of regulating and
managing as well as the conduct of dll staff in the service of the university.

3. Objective of the manual

The objective of this manual is to provide for guidance and reference in the
regulation, management and conduct of staff, while at UTAMU for the grem‘
interest of achieving UTAMU objectives, mission and vision.

4, Arrangement of the manual

This manual is arranged intfo four major parts: Part A is the introduction to the
manual, Part B has provisions for the establishment of posts and appointment
of staff, Part C details the full fime staff workload policy, Part D details
management of staff while in service of the university, Part E details staff
training and development, Part F provisions for the management of leaving
the university service and Part G provides the appendices to effect the
provisions of Parfs A to F,

5. Development of the manual

The process of developing this manual was parficipatory and sought the
conftribution of the human resource unit in conjunclion with a select
committee of members of staff and external facilitators, the university
management.the dappointments board and was approved by the university
council.

6. Repedl of documents
The coming into effect of this manual forthwith repeals the following
documents that have been in use at Uganda Technology and Management
University:

i. Policy on Appointment of Management staff

ii. Policy on Appointment of Academic staff

i. Policy on Appointment of Administrafive staff

iv. Policy on Appointment of Technical staff

v. All other policies relating to human resocurces as at the date of

approval of this manual.

13



PART B: RECRUITMENT AND SELECTION POLICY

The strategic goal of UATMU's recruitment policy is to ensure the placement
and or replacement of the right people, at the right time, at the right cost
and in the right job while maintaining a diverse and inclusive workforce. The
University is an equal opportunities employer with regard to gender balance
in comparison with the requisite technical skills and expertise in the process of
recruitment and selection of suitable individuals.

UTAMU will ensure that all recruitment and selection practices are consistent,
equitable, transparent, and in line with the requirements of both proceduradl
and substantive fairness as required by relevant legislation in Uganda.

UTAMU will sfrive to ensure that its staff recruitment and selection process is
open and transparent and that no bribery and corruption can take place.

UTAMU will strive fo prevent nepotism from occuring. Where any form of
dishonestly/unethical behaviour fakes place, Management will fake
disciplinary action against the party (ties) concerned.

Employment principles
The employment process al the university shall respect and observe the
following principles
I Integrity
ii. Meritocracy
iii. Professionalism
iv. Value addition
v. Confinuous performance improvement
vi. Segregation of duties
vii. Respect for human rights
viii. Legality
iX. Transparency
X. Shareholder inferests

7. Categories of employees!
7.1 Management Staff
7.1.1 Vice Chancellor

The Vice Chancellor shall be the Chief Academic, Administrative and
Accounting Officer of the University and as such shall be responsible for the

' All the categorics of employees mentioned herein are required under the law governing the
University.
14



Academic, Administrative and Financial Affairs of the University. The Vice
Chancellor shall also be the custodian of the seal, administer the assets of the
University and be the Chief Public Relations Officer of the University. In the
apbsence of the Chancellor, the Vice Chancellor shall preside at ceremonial
assemblies of the University and confer degrees and other academic fitles
and distinctions of the University. The Vice Chancellor shall be the
Chairperson of the University Senafe.

The Vice Chancellor shall be a Holder of a PhD or equivalent; be af the rank
of Professor and possess a minimum of 10 years of relevant managerial
experience, 5 of which shall be at the level of at least a Dean of a School/
Faculty/ College or equivalent in a reputable academic and / or corporate
or government institution.

Appointment of Vice Chancellor

The University Council shall appoint a search commitiee comprising of
reputable persons to undertake a search for the Vice Chancellor and
recommend the best three candidates to the University Council for
consideration. The Chancellor on the recommendation of the University
Council shall appoint the Vice Chancellor from among the three candidates
recommended to the University Council. The Vice Chancellor shall hold office
for a period of five years and shall be eligible for re-appointment for one
more term subject to satisfactory performance. The Vice Chancellor shall be
responsible to the University Council.

Removal of Vice Chancellor

If two thirds of the University Council are safisfied that the Vice-Chancellor

should be removed from office on the grounds of misconduct or inability fo

perform the functions of the Office of the Vice Chancellor, the University

Council shall;

i. On the recommendation of the University Appointments Board,
recommend to the Chancellor that the Vice Chancellor should be
removed from office.”

i. Give notice in wiiling to the Vice Chancellor concemned, either
terminating or dismissing him or her accordingly.

7.1.2 Deputy Vice Chancellor - Academic Affairs

The Deputy Vice Chancellor Academic Affairs shall deputise the Vice

Chancellor and shall underfake the following;

i. Assist the Vice-Chancellor in the performance of his or her funcfions and in
that regard be responsible for the Academic affairs of the University;

i. In the absence of the Vice-Chancellor perform the functions of Vice-
Chancellor;

15
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iii. Perform such other functions that may be delegated fo him or her by the
Vice Chancellor.

The Deputy Vice Chancellor Academic Affairs shall be a Holder of a PhD or
equivalent; be at the rank of Professor and possess ¢ minimum of 7 years of
relevant managerial experience, 3 of which shall be at the level of at least a
Dean of a School/ Faculty/ College or equivalent in a reputable academic
and / or corporate or government institution.

Appointment of the Deputy Vice Chancellor- Academic Affairs

The University Council shall appoint a search committee comprising of
reputable persons to undertake a search for the Deputy Vice Chancellor
Academic Affairs and recommend the best three candidates to the
University Council for consideration. The Chancellor on the recommendation
of the University Council shall appoint the Deputy Vice Chancellor Academic
Affairs from among the three candidates recommended to the University
Council. The Deputy Vice Chancellor shall hold office for a period of five
years and shall be eligible for re-appointment for one more ferm subject to
satisfactory performance. The Deputy Vice Chancellor shall be responsible to
the Vice Chancellor.

Removal of the Deputy Vice Chancellor- Academic Affairs

If two thirds of the University Council are satisfied that the Deputy Vice

Chancellor Academic Affairs should be removed from office on the grounds

of misconduct or inability to perform the functions of the Office of the Deputy

Vice Chancellor Academic Affairs, the University Council shall;

. On the recommendation of the University Appointments Board,
recommend fo the Chancellor that the Deputy Vice Chancellor
Academic Affairs should be removed from office.”

ii. Give nofice in writing fo the Deputy Vice Chancellor Academic Affairs
concerned either terminating or dismissing him or her accordingly.

7.1.3 Deputy Vice Chancellor - Planning, Finance and Administration

The Deputy Vice-Chancellor Planning, Finance and Administration shall

deputise the Vice Chancellor and shall undertake the following;

iv. Assist the Vice-Chancellor in the performance of his or her functions and in
that regard be responsible for Planning, Finance and Administration of the
University;

v. Assist the Vice chancellor in the Coordination, administration and
organizafion of financial and administrative matters in the University
including financial administration  and planning, planning and
development, investment, accountability, human resource management,
and general administration.

16



vi. In the absence of the Vice-Chancellor and the Deputy Vice Chancellor
Academic Affairs he or she shall perform the functions of the Vice-
Chancellor;

vii, Perform such other functions that may be delegated fo him or her by the
Vice Chancellor.

Appointment of the Deputy Vice Chancellor Planning, Finance and
Administration

The University Council shall appoint a search committee comprising of
reputable persons to undertake a search for the Deputy Vice Chancellor
Planning, Finance and Administration_and recommend the best three
candidates to the University Council for consideration. The Chancellor on the
recommendation of the University Council shall appoint the Deputy Vice
Chancellor Planning, Finance and Administration_from among the three
candidates recommended to the University Council. The Deputy Vice
Chancellor shall hold office for a period of five years and shall be eligible for
re-appointment for one more term subject to satisfactory performance. The
Deputy Vice Chancellor shall be responsible to the Vice Chancellor.

The Deputy Vice Chancellor Planning, Finance and Administration_shall be a
Holder of a PhD or equivalent; be at the rank of Professor and possess a
minimum of 7 years of relevant managerial experience, 3 of which shall be at
the level of at least a Dean of a School/ Faculty/ College or equivalent in a
reputable academic and / or corporate or government institution.

Removal from Office

If two thirds of the University Council are satisfied that the Deputy Vice

Chancellor Planning, Finance and Administration should be removed from

office on the grounds of misconduct or inability to perform the functions of

the Office of the Deputy Vice Chancellor Planning, Finance and

Administration, the University Council shall;

i. On the recommendation of the University Appointments Board,
recommend fo the Chancellor that the Deputy Vice Chancellor Planning,
Finance and Administration should be removed from office.”

ii. Give nofice in writing fo the Deputy Vice Chancellor Planning, Finance
and Administration concerned either terminating or dismissing him or her
accordingly.

7.1.4 Academic Registrar

The Academic Registrar shall serve as Director for academic affairs in the
University and as such shall assist the Deputy Vice Chancellor Academic
Affairs in overseeing the coordination, administration and organization of all
academic matters in the Schools including admission, undergraduate
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studies, postgraduate sfudies, and examinations. The Academic Regisirar
shall be the Secretary of the University Senate.

Appointment of the Academic Registrar

The University management in consultation with the appointments Board shalll
advertise the position of academic registrar (internally or externally) and
recommend to the best candidate to the Appointments Board for
consideration. The Appointments Board shall appoint the Academic Registrar
on recommendation by the university management.

The Academic Registrar shall be a Holder of a Master in Management, Public
Adminisfration and Management, Business Administration, Educational
Administration or a related discipline. Be a Holder of a Bachelor's Degree in
Education, Administration, or any other related field from a recognized
insfifution of Higher Learning. Have five years' experience of working with
relevant managerial experience in a reputable academic and / or
corporate or government institution; and preferably in the Academic
Registrar's department.

The Academic Registrar shall hold office for a period of five years and shall
be eligible for re-appointment for one more term subject to satisfactory
performance. The Academic Registrar shall be responsible to the Deputy
Vice Chancellor,

Removal from Office

If two thirds of the University appointments board are satisfied with the

recommendation of management that the academic registrar should be

removed from office on the grounds of misconduct or inability to perform the

functions of the academic registrar, the University appointments board shall;

I.  On the recommendation of the University management, approve that the
dcademic registrar should be removed from office.”

i. Give nofice in wriling to the academic registrar concerned, either
terminating or dismissing him or her accordingly.

7.1.5 Director for ICT and Library Services

The Director for ICT and Library Services shall assist the Deputy Vice
Chancellors in the coordination, administration and organization of all
matters regarding ICT and Library Services.

Appointment of the Director ICT and Library Services

The Appointments Board shall on recommendation of management appoint
the Director for ICT and Library Services and recommend the best candidate
to the Appointments Board for consideration. The Appointments Board shall
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appoint the Director for ICT and Library Services based on the candidate
recommended to the Appointments Board by the university management

The Director ICT and Library Services shall be;
I. A full time academic staff within the school;

Il. A Holder of @ PhD or equivalent in ICT or Information Science;

.  Be at a rank of at least Senior Lecturer and possess a minimum of 5
yvears of relevant managerial experience, 3 of which shall be at the
level of at least a Head of Department or equivalent in a reputable
academic and / or corporate or government institution.

The Director ICT and Library Services shall hold office for a period of five years
and shall be eligible for re-appointment subject to satisfactory performance.
The Director ICT and Library Services shall be responsible to the Deputy Vice
Chancellors Academic Affairs. The Director ICT and Library Services shall be
entitled to a leadership allowance as shall be determined from time 1o fime
by the university appointments board.

Removal from Office

If two thirds of the University appointments board are satisfied that the

Director ICT and Library Services should be removed from office on the

grounds of misconduct or inability fo perform the functions of that Office, the

University appointments board shall;

be

i. On the recommendation of the University management, dpprove that the
Director ICT and Library Services should be removed from office.”

ii. Give notice in writing to the Director ICT and Library Services, either
terminating or dismissing him or her accordingly.

7.1.6 Director for Finance and Administration

The Director for Finance and Administration shall assist the Deputy Vice
Chancellor-Planning, Finance and Administration in the following manner;

I.  Administration and organizafion of all financial and administrative
matters in the University including; financial administration and
planning, planning and development, investment, accountability,
human resource management, and general administration.

. Perform such other functions that may be delegated to him or her by
the Deputy Vice Chancellor Planning, Finance and Administration..

Appointment of the Director for Finance and Administration
The Appointments Board shall on recommendafion of the university
management appoint the Director for Finance and Administration.
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To gudalify for appointment as a Senior Lecturer, the candidate should have
the following:

A PhD in a relevant field;
Three peer reviewed arficles which should be published in the past three
years; and
Evidence of basic pedagogical skills.
Experience in writihng and winning research grants, contributions to
community, supervision of graduate sfudents and parficipation in
research projects will be an added advantage.
Evidence of supervision of at least five graduate students fo completion
Show evidence of research growth by way of:

a. Published books;

b. Published book chapters;

c. Published peer reviewed conference proceedings; and

d. Published journal articles.
For b, ¢, d in (v) above, emphasis will be put on the quadlity of the
publications rather than the numbers. However, they should not be less
than two (2).

The Senior Lecturer shall hold a contractual position for a period of four years
and shall be eligible for re-appointment subject to satisfactory performance.

7.2.5 Associate Professor

To qudlify for appointment as an Associate Professor, the candidate should
have the following;

A PhD in arelevant field

Have served either as a Senior Lecturer in a recognized university for o
period of at least one year or as a researcher in a reputable research
institution for a period of at least two years;

Have evidence of contemporary pedagogical skills;

Show evidence of active participation in writing fundable research granfs.
The total number of grants successfully won should either be at least 2 or
have a total value of at least USD 100,000.

Show evidence of activeness in research, publication and scholarship in
his/her area of specialization. This should be in terms of

Books published;

Book chapters published;

Peer reviewed refereed conference proceedings; and

Peer reviewed refereed journal arlicles.

For (b), (c) and (d) in (v) above, much as emphasis will be placed
on quality of the publications, the total number of the publications
should not be less than fiffeen (15).

0noTaQo
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vi.  The candidate should show evidence of:
a. Supervision of at least seven graduate students fo completion;
b. Service to the community; and
c. Membership to at least one professional body.

The Associate Professor shall hold a confractual position for a period of five
years and shall be eligible for re-appointment subject fo satisfactory
performance.

7.2.6 Professor

To qualify for appointment as a Professor, the candidate should:
(i) A PhD in a relevant field
(ii) Have served either as an Associate Professor in a recognized university
for a period of at least two years or as a senior researcher in a
reputable research institute for a period of at least four years;
(i)  Have evidence of contemporary pedagogical skills;
(iv)] Show evidence of active parficipafion in writing fundable research
grants. Total number of granfs successfully won should either be at
least 5 or have a total value of at least USD 500,000.
(v)  Should show evidence of activeness in research, publication and
scholarship in his/her area of specialization. This can be in terms of
Books published;
Book chapters published;
Peer reviewed refereed conference proceedings; and
. Peer reviewed refereed journal arficles.
For (b), (c) and (d) in (v) above, much emphasis will be placed on
the quality of the publications, and the total number of the
publicalions should not be less than twenty five (25).
(vi) The candidate should show evidence of:
a. Supervision of at least ten graduate students to completion of
which one should be a PhD;
b. Service to community; and
c. Membership to at least a professional body.

0 0oQ

The Professor shall hold a confractual position for a period of five years and
shall be eligible for re-appointment subject to satisfactory performance.

7.2.7 Head of Academic Department

The Head of Department, in a school shall be appointed by the
Appointments Board on recommendation from University Management. The
management may adapt any fransparent process such as use of such
committees to identify the suitable candidate and recommend to
appointments board.
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The Head of Department shall be a:
l. A full ime academic staff within the department;

Il. A holder of a PhD in one of the core disciplines of the Department;

. Be at the rank of atf least Lecturer and possess a minimum of 3 years of
teaching and research experience in a reputable academic and / or
corporate or government institution.

IV. In case the school does not have PhD Holders, a lecturer with three
years in the school can be appoeinted or management may appoint a
head of a department from a different department.

The Head of Department shall hold office for a period of four years and shall
be eligible for re-appointment for one more term subject to satistactory
performance. The Head of Department shall be responsible to the Dean of
fhe School where the department is based.

7.2.8 Dean of a School

The Dedn shall be responsible for the academic and administrative matters
of the School and as such shall assist the Deputy Vice Chancellor Academic
Affairs in the coordination, administration and organization of all academic
matters in the School including admission, undergraduate studies,
postgraduate studies, examinations, publications, research and innovation.
The Dedn shall be the Chairperson of the School Board of Studies.

The dean of a scheol shall be appointed by the University Appointments
Board on recommendation from University Management. The management
may adapt any fransparent process such as use of search committees to
identify the suitable candidate and recommend to university appointments
board.

The Dean shall be;
l. A full ime academic staff within the schooal;
ll. A Holder of a PhD in one of the core disciplines of the School;
lll.  Be at the rank of at least senior lecturer and possess a minimum of 4
years of relevant managerial experience,

The Dean shall hold office for a period of four years and shall be eligible for
re-appointment subject fo satisfactory performance. The Dean shall be
responsible to the Deputy Vice Chancellor Academic Affairs.

Removal from Office

The dean can be removed from office on recommendation of the university
management to the appointments board. The Dean can be removed from
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office on the grounds of misconduct or inability to perform the functions of

that Office. The University appointments board shaill;

i. Approve the university management decision to the University
Appointments Board

i. Give nofice in wiling to the Dean, either terminaling him or her
accordingly.

i. The above two condifions take exceptfion where the dean is holding
position in acting capacity

7.3 Promotions

Promotions shall be done by the university appointments board on
recommendation of university management subject to evidence of growth
of the staff based on documentary evidence of performance. The
applications for promotions may be received any time during the year. All
promotions will be effective from 15t of January of every financial year. Upon
approval by the Appointments Board, or any other organ mandated to
make such decisions. The applicant shall be entitled fo a new confract
providing the new terms and condilions. Such promotion shall only be
effective, once the staff promoted has signed the new contract.

7.3.1 Senior Lecturer

To be promoted to a rank of Senior Lecturer, the candidate shall:
(i) Have an academic doctorate;
(ii) Have worked at a rank of a Lecturer for a period of at least one year;
(i) Have contemporary pedagogical skills;
(iv) Have satisfactory teaching and supervision experience;
(v)  Show evidence of research growth by way of:
a. Published books;
b. Published book chapters;
c. Published peer reviewed conference proceedings: and
d. Published journal articles.
For b, ¢, d in (v) above, emphasis will be put on the quality of fhe
publications rather than the numbers. However, they should not be less
than two (2).

7.3.2 Associate Professor

To be promaoted to a rank of Associate Professor, the candidate should:

(i) Have served at a rank of senior lecturer for a period of at least two
years. Exception to this may be considered on its merit but the
candidate should demonstrate excellence in all areas of teaching,
research and community engagement

(ii) Have at least satisfactory teaching and supervision appraisal
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(iv)

(v)

7.3.3

To be
(i)

Should have supervised at least seven graduate students to
completion, one of whom shouid be a PhD student.

Show evidence of applying for and winning grants and should have
won at least two granfs each of at least US$ 50,000 or one grant of af
least USD 200,000.

Show evidence of growth in research and scholarship since promotion
fo the rank of Senior Lecturer. This should be by way of

a. Published Books;

b. Published Book Chapters;

c. Published peer reviewed conference proceedings; and

d. Published journal articles.
For b, ¢, d in (v] above, emphasis will be put on the technical
stfrength of the publications, the impact of the publications and the
distinctness rather than the number, However, the publications
should not be less than Five (5) recent publications since the last
promotion. .

Professor

promoted fo a rank of Professor, the candidate should

Have served at a rank of associate professor for a period of at least

three years. Exception to this may be considered on its merit but the

candidate should demonstrate excellence in all areas of teaching,

research and community engagement

Have at least satisfactory teaching and supervision appraisal

Should have supervised at least six graduate students to completion

since promotion fo the rank of associate professor and two of whom

shall be PhD.

Show evidence of applying for and winning grants. The candidate

should have won at least three grants or less grants with net value of at

least USD 400,000

Should show evidence growth in research and scholarship since

promotion to the rank of Associate Professor. This should be by way of;

a. Published Books;

. Published Book Chapters;

c. Published peer reviewed conference proceedings; and

d. Published journal articles
For b, ¢, d in (v) above, emphasis will be put on the technical
strength of the publications, the impact of the publications and the
distinctness rather than the number. However, the publications
should not be less than Eight (8) recent publications since the last
promotion. The number may be double this if the candidate is to
pe considered without having served the duration stated as
associate professor
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For purposes of equivalence, a published book shall be equivalent fo three
(3) journal articles provided:

(i) It consists of at least five (5) chapters;

(i) Has an ISBN; and

(iii) It qualifies as a required textbook for a course at degree level in the
same discipline the applicant is applying for either promotion or
dappointment,

7.4 Administrative Staff
“Administrative staff” — Means, in accordance with the Universifies and
Other Tertiary Institutions Act, 2001, persons employed by the University, other
than academic staff, holding adminisirafive posts fo render administrative
support to fulfill the mission of the University. They shall include the following:

i. Manager;

i. Principle Officer;

ii. Senior Officer;

iv. Officer

v. Assistant Officer

vi. Al other non-teaching staff serving on administrative terms of

service.

7.4.1 Manager

The Appointments Board shall appoint a Manager on recommendation of
the University Management. The candidates shall possess a minimum of 5
years of relevant experience, 3 of which shall be at the level of at least a
senior Officer or equivalent in a reputable academic and / or corporate or
government instifution.

The Appointments Board on recommendation of management may
promote a Senior Officer to the position of Manager after serving a minimum
of one year at the level of officer or Senior Officer based on satisfactory
performance subject to an opening of a position of Manager in the same
line of responsibility. The said staff shall demonstrate excellent performance
appraisal rating from the supervisor for at least three consecutive appraisal
periods.

For anyone to be appointed or promoted to the position of Manager, he/
she must possess a minimum of a master's degree in the respective discipline
and a full professional qudlification where applicable.

The Manager shall hold office for a period of four years and shall be eligible

for re-appointment subject to satisfactory performance. The Manager shall
be responsible to the Director.
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Removal from Office

The manager shall be removed from office on the recommendation of the
university management fo the University Appointments Board. . The manager
will be given nofice in writing, either ferminating him or her according to the
policies of the university or the labor laws of Uganda.

7.4.2 Senior Officer

The Appointments Board shall appoint a Senior Officer recommended by the
University Management. The candidate shall possess a minimum of 5 years of
relevant experience, 3 of which shall be at the level of at least Officer or
equivalent in a reputable academic and / or corporate or government
institution.

The Appointments Board shall promote an Officer to the position of Senior
Officer affer serving a minimum of one year at the level of Officer to the
safisfaction of the University Management and subject to an opening of a
position of Senior Officer in the same line of responsibility. The said staff shalll
demonstrate excellent performance appraisal rating from the supervisor for
at least three consecutive appraisal periods.

For anyone to be appointed or promoted to the position of Senior Officer,
he/ she must possess a minimum of a master's degree in the respective
discipline and a partial professional qualification where applicable.

The Senior Officer shall hold office for a period of 3 years and shall be eligible
for re-appointment subject to satisfactory performance. The Senior Officer
shall be responsible to the Principal Officer.

Removal from Office

The senior officer shall be removed from office on the recommendation of
the university management to the University Appointments Board. The senior
officer will be given notice in writing, either terminating him or her according
to the policies of the university or the labor laws of Uganda.

7.4.3 Officer

The Appointments Board shall appoint an Officer recommended by the
University Management. The candidates shall possess a minimum of 1 year of
relevant experience in a reputable academic and / or corporate or
government institution.

The Appointments Board shall promote an Assistant Officer fo the position of
Officer after serving a minimum of one (1) year at the level of Assistant
Officer to the satisfaction of the University Management and subject to an
opening of a position of Officer in the same line of responsibility.
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For anyone to be appointed or promoted to the position of Officer, he/ she
must possess a minimum of a Bachelor's degree or equivalent in the
respective discipline.

The Officer shall hold office for a period of 3 years and shall be eligible for re-
appointment subject to satisfactory performance. The Officer shall be
responsible fo the Senior Officer.

Removal from Office

The officer shall be removed from office on the recommendation of the
university management fo the University Appointments Board. The officer will
be given nofice in wiiting, either terminating him or her according to the
paolicies of the university or the labor laws of Uganda.

7.4.4 Assistant Officer

The Appointments Board from among three ranked candidates
recommended by the University Management shall appoint an Assistant
Officer.

For anyone to be appointed an Assistant Officer, he/ she must possess a
minimum of a diploma in the respective discipline.

The Assistant Officer shall hold office for a period of 3 years and shall be
eligible for re-appointment subject to satisfactory performance. The Assistant
Officer shall be responsible to the Officer.

Removal from Office

The assistant officer shall be removed from office on the recommendation of
the university management to the University Appointments Board. The
assistant officer will be given notice in writing, either terminating him or her
according to the policies of the university or the labor laws of Uganda.

7.5 Technical/Support Staff
Support staff shall be those that render support services to the university.
They shall include the following:

7.5.1 Principal Technician

The Appointments Board shall appoint a Principal Technician recommended
by the university management. University management shall select a
principal technician from among the best three candidates recommended
by the management technical committee. The candidates shall possess a
minimum of 5 years of relevant experience in a reputable academic and / or
corporafe or government institution.
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The Appointments Board shall promote a Senior Technician to the position of
Principal Technician after serving a minimum of three (3) years at the level of
Senior Technician to the safisfaction of the university management and
subject to an opening of a position of Principal Technician in the same line of
responsibility.

For anyone to be appointed or promoted to the position of Principal
Technician, he/ she must possess a minimum of a Bachelor's degree or
equivalent in the respective discipline.  Possession of a professional
qudlification where applicable shall be a must.

The Principal Technician shall hold office for a period of 3 years and shall be
eligible for re-appointment subject to satisfactory performance. The Principall
Technician shall be responsible to the immediate supervisor.

Removal from Office

The principal technician shall be removed from office on the
recommendation of the university management to the University
Appointments Board. The principal technician will be given notice in writing,
either terminating him or her according fo the policies of the university or the
labor laws of Uganda.

7.5.2 Senior Technician

The Appointments Board shall appoint a Senior Technician recommended by
the university management. University management shall select a senior
technician from among the best three candidates recommended by the
management fechnical committee. The candidates shall possess a minimum
of 3 years of relevant experience in a reputable academic and / or
corporate or government institution.

The Appointments Board shall promote a Technician to the position of Senior
Technician after serving a minimum of one (1) year at the level of Technician
to the satisfaction of the Technical Staff Appointments Committee and
subject to an opening of a position of Senior Technician in the same line of
responsibility.

For anyone to be appoinfed or promoted fo the position of Senior
Technician, he/ she must possess a minimum of a diploma or equivalent in
the respective discipline. Possession of a professional qudlification where
applicable shall be a must.

The Senior Technician shall hold office for a period of 3 years and shall be

eligible for re-appointment subject to satisfactory performance. The Principal
Technician shall be responsible to the immediate supervisor.
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Removal from Office

The senior technician shall be removed from office on the recommendation
of the university management to the University Appointments Board. The
principal technician will be given notfice in writing, either terminating him or
her according to the policies of the university or the labor laws of Uganda.

7.5.3 Technician

The Appointfments Board shall appoint a Technician recommended by the
university management. University management shall select a technician
from among the best three candidates recommended by the management
technical committee. The candidates shall possess a minimum of one year of
relevant experience in a reputable academic and / or corporate or
government institution.

For anyone to be appointed a Technician, he/ she must possess a minimum
of a Ugandan Advanced Cerfificate of Education (UACE) of or equivalent.
Possession of a professional qualification where applicable is a must.

The Technician shall hold office for a period of 2 years and shall be eligible for
re-appointment subject to satisfactory performance. The Technician shall be
responsible to the immediate supervisor.

Removal from Office

The technician shall be removed from office on the recommendation of the
university management fo the University Appointments Board. The technician
will be given notice in writing, either terminating him or her according fo the
policies of the university or the labor laws of Uganda.

7.5.4 Messenger

The Appointments Board shall appoint a messenger recommended by fhe
university management. University management shall select a messenger
from the candidates recommended by the management technical
committee. The candidates shall possess a minimum of one year of relevant
experience in a reputable organization.

For anyone fo be appointed a Messenger, he/ she must possess a minimum
of a Ugandan Cerlificate of Education (UCE) or equivalent.

The Messenger shall hold office for a period of 2 years and shall be eligible for
re-appointment subject to satisfactory performance. The Messenger shall be
responsible to the immediate supervisor.

Removal from Office
The messenger shall be removed from office on the recommendation of the
university management to the University Appointments Board. The messenger
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will be given nofice in writing, either terminating him or her according to the
policies of the university or the labor laws of Uganda.

7.5.5 Drivers

The Appointments Board shall appoint a driver recommended by the
university management. University management shall select a driver from the
candidates recommended by the management technical committee. The
candidates shall possess a minimum of three years of relevant experience as
a driver with a reputable organization.

For anyone to be appointed a driver, he/ she must possess a minimum of a
Ugandan Certificate of Education (UCE) or equivalent, possess a full driving
license for not less than three years, a clean driving record, ability fo
communicate well in English (oral and written).

The driver shall hold office for a period of 2 years and shall be eligible for re-
appointment subject to satisfactory performance. The driver shall be
responsible to the immediate supervisor.

Removal from Office

The driver shall be removed from office on the recommendation of the
university management to the University Appointments Board. The driver will
be given nofice in writing, either terminating him or her according to the
policies of the university or the labor laws of Uganda.

7.5.6 Cleaners

The Appointments Board shall appoint a cleaner recommended by the
university management. University management shall select a cleaner from
fhe candidates recommended by the staff committee. The candidates shall
possess a minimum of one year of relevant experience in a reputable
organization.

For anyone to be appointed a cleaner, he/ she must possess a minimum of o
Ugandan Certificate of Education (UCE) or equivalent.

The cleaner shall hold office for a period of 2 years and shall be eligible for re-
appointment subject to satisfactory performance. The cleaner shall be
responsible to the immediate supervisor.

Removal from Office

The cleaners shall be removed from office on the recommendation of the
university management fo the University Appointments Board. The cleaners
will be given notice in writing, either terminating him or her according fo the
policies of the university or the labor laws of Uganda.
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7.6 Casual Staff
Casual staff shall be persons employed to perform defined tasks on an ad-
hoc daily or hourly basis and remunerated accordingly.

7.7 Volunteers

These shall be persons authorized in writing by the Depuly Vice Chancellor '
responsible for Planning, Finance and Administration or his/her delegate
upon application and approval from management and executive board to
render services to the University through a specific unit for a specific period of
time not exceeding six months.

A volunteer shall not receive salary from the University but may be paid an
allowance, subject to availability of funds.

7.8 Support Staff
Support staff are persons employed by the University who are not members
of the academic staff or the adminisirative staff.

7.9 Interns

The university shall promote infernship employment as follows:

i. The University accepts students as interns for aftachment to any of its unifs
for training purposes. Such students shall apply for attachment o the
Deputy Vice Chancellor responsible for Planning, Finance and
Administration through their respective institutions.

i. The applications shall be processed and approved by a specially |
appointed committee of management where necessary before their final |
consideration

i.  While on Internship, the studenits may be entitled to a stipend determined
and approved on discretion of the university management.

7.10 Independent Consultants,

From fime to time, UTAMU shall appoint consultants/ experfs to provide
adyvisory or consultancy services on different subjects as shall be determined
from time to time. All decisions to appoint independent consultants, shall be
presented to the university management before formal engagement. In case
of services of an emergence nature, the Vice Chancellor will take the
decisions and will nofify the management on the decisions taken.
Management shall be informed of the raflionale, or purpose of appointfing
such Independent Consultants and provide a justification why they should be
appointed and the budget indications for the assignments that they will
undertake. These type of assignments shall include, buf not be limifed to
events management, audit, marketing, legal advisory and others as shall be
determined from time fo time.
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8. Minimum Required Qualifications

8.1. Academic Staff

The minimum qudlifications a person should have in order to be cappointed to
an academic post at Uganda Technology And Management University
(UTAMU) should be as stipulated in the Minimum required qualification for
engagement of Academic Staff by National Council for Higher Education
(NCHE) and shall always comply with these minimum quadlifications.

8.2, Administrative Staff

The minimum qualification o be eligible for employment as an Administrative
staff in the UTAMU service shall be a Diploma from a recognized institution but
all officers shall be required to have a Master's degree.

8.3.Support Staff
The minimum qudlification to be eligible for employment as support staff in
UTAMU service shall be hold an Ordinary Level Certificate of Education (UCE)
or its equivalent.

9. Recruitment
In order to meaningfully fill the staff vacancies at the university, the
recruitment procedure shall be as follows:

9.1.Vacancies
Vacancies shall be deemed to have been created as a result of any of the
following circumstances: -
i. Establishment of new Departments or Units, not previously in existence;
ii. Restructuring;
iii. Expiry of contract;
iv. Resignafion;

v. Dismissal;
vi, Retirement;
vii. Death;

viii. Rejection of appointment offered;
iX. Abscondment of duty, and
X. Any other causes, and/or reasons as shall be determined from time to
fime.

9.2.Notification of Vacancies

i.  Where a vacancy occurs, or where it becomes known that a vacancy
will occur in any Directorate, Department or Unit of the university, the
respective Director/Head of Department or section shall notify
Management in wriling through the Human Resource unit of the
University.
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The respective vacancies shall be filled according to the rules, policies
and procedures governing the Universily.

9.3. Official Deductions from Entitlements
An employee's enfitlements shall be subject to the following deductions:

i

i,
iv.
V.

PAYE

NSSF

Local Service Tax

Any other statutory deductions

Any other optional deductions approved by the employee

9.4. Advertisement
All vacancies shall be first advertised internally, to give an oppeortunity to
existing staff to apply for the jobs. Where no internal staff member shall be
found suitable, the positions shall be advertised externcally. A notfice of the
advert shall be placed as a hard copy to the University notice board, and a
soft electronic copy shall be placed on the University job website and shared
within the university social media sites.

s

vi.

The powers to approve whether the advertisement shall be infernal or
external shall lie with the university management and may consulf the
Appointments Board in some cases.

Where the Director/Head of Department/unit recommends that a post
be advertised, the responsible Director/Head of Department/unit in
licison the Human Resource Management unit and with approval by
the university management shall prepare the job advert setting out the
details of the vacancy.

The job advertisement shall contain sufficient detfails about the
positions advertised as follows: Job fitle, objective of the job, job
description and key outputs, specifications, competences, job grade
and salary, reporting relationship and application procedures.
Submission of applications shall be done either physically fo the UTAMU
campus addressed to the Depuly Vice Chancellor Planning, Finance
and Administration or sent elecironically by email fo the address that
will be provided in the advertisement.

Ordinarily any job advertisement shall last for a period of fourteen days
minimum and twenty- one days which shall include weekends and any
public holidays therein.

The advertisement shall clearly state how applications should be
addressed and the responsible officer shall ensure that all applications
are received and clearly recorded. A record of receipt of all
applications shall be submitted as part of the report sent to
Management for consideration.
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9.5.Selection Process

The selection of applicants shall be as follows:

Vi,

Vil

vii.

9.5.1 Screening of Applications

The Secretary of the Appointments Board, office of the Deputy Vice
Chancellor Planning, Finance and Administration, Human Resource
Officer and Department or Unit concerned shall conduct a screening
of applications to make a formal report on those that meet the
minimum requirements and should thus be considered for subsequent
sfages of the recruitment process.

The screening process shall include among others the verification of
academic and professional documents of applications.

The resulfs of the screening shall be submitted to the university
management appointment committee, which shall also do ifs
interviews. The report and recommendations shall be submitted to
the university management for consideration and thereafter submit
to the university appointments board which may conduct final
interviews or appoint the recommended personnel.

The period between receipt of applications and the actual
inferviews shall not exceed 14 days and where circumstances do not
allow this, @ communication to all stakeholders shall be made.

9.5.2 Interview

The university management shall use a combination of methods of
interviews.

For Managerial positions, aptitude tests may be undertaken.

During interviews, the concerned Department shall be represented
and the representation shall be part of the technical team on the
panel.

A person from the department concerned shall not participate in the
interview of a senior staff.

The university management and appointments Board may invite an
external technical expert to assist in the interviewing process as need
maly arise.

The tfechnical persons co- opted shall provide technical guidance
and parficipate in the scoring.

The decision of the university management shall be communicated in
form of a detdiled reporf while the decisions of the Appointments
Board shall be implemented in the form of an appointment letter
issued by the responsible authority; which letter shall bear a date of an
official working.

The decision of the Appointments Board shall be reported to Councll
for final approval and or noting whichever is the case.
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ix.

In exceptional circumstances, the Appointiments Board may delegate
some of its powers to a committee and decisions of that committee
shall be submitted to the Appointments Board for ratification.

10 Appointments

The University shall have the following types of appointments;

il

vi,

Vii.

viil.

All staff shall be initially appointfed on probationary confracts and
confirmed after a six month period upon successful performance
reviews;

Both the staff and the line manager shall agree on the key result areas
and agree on a performance confract that would be reviewed
quarterly. Such report shall be filed with both the line manager and the
office of the Human Resources.

In cases, where a staff is found to have unsafisfactory performance,
such line manager may extend the probatfionary contract for another
six months;

. Where the probationary contract has been extended for a further six

months, and such staff is found to have performed unsatisfactorily,
then that staff shall be terminated accordingly by the University;

All staff on probationary contracts shall not be eligible to go on leave,
save in exceptional circumstances;

A staff shall be eligible to take leave after they have been confirmed
or for avoidance of doubt, affer the expiry of the Probationary
contract; All staff on probationary contracts shall be required to
undergo performance reviews every three months fo monitor their
performance. A performance review report shall be presented to
Management and the Appoiniments Board signed by both the
employee and the line manager, stating the key result areas and how
the staff has performed.

Where it is found necessary to terminafe the probationary contract
either by the employee or UTAMU, the notice shall be for fourteen (14)
days or payment in seven (7) days wages in lieu of nofice.

All staff on Probationary contfracts shall not be entitled to take benefit
of a loan guaranteed by the University or a loan from the SACCO, until
they are fully confirmed as staff of UTAMU.

Upon successfully concluding the Probationary contract, an employee
shall be given a contract of service, confirming their appointment in
the job and it shall also spell out the ferms and conditions that will
govern the relationship with UTAMU.

ix. Upon confirmation and subject to the leave policy, the staff shall then

be entitled to take leave as is set out in the Staff Leave Policy.

Upon confirmation of a staff member, performance reviews shall be
done every six months, preferably in June and December of each year
of service.
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Casual employees

Casual employees shall be appoinfed as and when required to perform
certain tasks and shall be required o be paid per complete day worked.

Casual employees shall not take benefit of the privileges undertaken by the
fulltime staff, except by the discretion of the Vice Chancellor, for example
attendance of Christmas parfies and other events as Management shall feel
necessary from time to time.

Adjunct appointments will mean where a member of staff of one
department may render part- time services to ancther department
on agreed ferms. Such persons will be employed either at his / her
current academic rank in his / her home institutions.

Honorary appointments is the type of employment which aftracts no
remuneration from the University and is only extended fto persons of
academic and/ professional distinction as determined by Council.

10.1 Procedure for Appointing Heads of Academic Units

The appointment of heads of academic units shall be as follows:

Vi.

Such appointments shall follow competitive application and
presentations to the university management.

The university management will interview candidates where necessary
and produce a report for presentation tfo appointments board which
shall make the decision to appoint

Such a head shall hold office for a period of three years and shall be
eligible for re-appointment for only one more term upon satisfactory
performance.

The Academic unit, by two-third majority of its members may
recommend to the Vice Chancellor fo forward to the Appointments
Board the removal from office of the head in question based on
supportive evidence. The university management may on its own
initiate the processes for removal of a head of department if in its
wisdom occupying the office by such an individual is defrimental to the
attainment of the university objectives. Such grounds will be clearly
documented.

The Vice Chancellor shall forward such petition in (i) above to the
Appointments Board who shall forward such petition with its supporting
evidence within five working days.

The Appointments Board shall consider such petition but with due
regard to the rule of natural justice.
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10.2 Acting appointment

i. A member of staff may be offered a position of “Acting Appointment”
in a situalion where a staff may be required to perform duties in a
higher position that the one that they currently hold. This may happen
in cases where such superior officer is away on annual leave.

i. Acting appointments shall be formally issued by the university
management .

ii. The person shall act for a period not exceeding é months. If the period
is exceeded, it has to be in writihg and can be extended only once
and thereafter that person should be confirmed in full capacity if he
possesses the required qualifications for that position.

10.3 Promotion of staff

Appointment on promotion shall be when a serving member of staff is
appointed fo a higher post on the following conditions:

i. There shall be an annual staff promotion session (af the beginning of
the financial year) to dllow for proper planning and resource
management. This shall be informed by the performance
management system at UTAMU.

ii. Promotion of academic and other category of staff shall follow the
structure and as well satisfy the minimum requirements for the post(s).

i. All members of staff to be considered for promotion shall follow the
normal application, selection and appoinfment process.

10.4 Acceptance of appointment

i. For every type of appointment, the concerned persons shall write and
submit to the relevant office of an acceptance letter. For this matfer,
every appointment whether first time, promolional, fransfer or re-
designation shall require a formal acceptance.

i. An appointment shall be valid for period of fourteen days from date of
issue upon expiry of which, it shall be deemed the person appointed 1o
have declined the offer. Management can consider the person that
came second in the process of interviews and or may decide fo re-
advertise the job depending on the urgency and financial implications
involved.

10.5 Induction and Orientation
i. Upon acceptance and reporting for duty, the Human Resource

Management unit shall organize an induction or orientation to enable
the person appreciate among others the work and workplace.
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i, Staff appointed on promotion or re-designation may also need
orientation to enable them adopt conduct adjustments to suit and fit in
their new roles and levels of responsibility.

10.6 Deployment and schedule of duties

I.  The appointment letter issued shall have all the terms and conditions of
the role including job responsibilities and functions. The appointment
letter shall also state that the employee may be required o perform
other functions as shall be determined from time to time. It is this letter
fhat will be used during the first day of reporting fo work by the new
employee.

i. The head of the concemed unit, shall immediately notify in writing that
the new employee has reported for duty.

10.7 Full time Staff Work Attedance

Timely and regular attendance of all full time staff is an expectation of
performance for all UTAMU employees. To ensure adequate staffing, positive
employee morale, and to meet expected productivity standards throughout
the UTAMU, employees will be held accountable for adhering to their
workplace schedule. In the event an employee is unable to meet this
expectation, he/she must obtain approval from their supervisor in advance
of any requested schedule changes. This approval includes requests late
arrivals fo or early departures from work. Departments have discretion to
evdluate exfraordinary circumstances of any delay, absence or failure to
clock-in or clock-out and determine whether or not to count the incident as
an occurrence. UTAMU from time to fime shall decide on the best method for
clock in and clock out. The methods may include use of Biometric finger
clock in and clock out, use of a designated book or any other method that
may be considered by UTAMU management as appropriate.

Absent

An employee is deemed absent when he/she is unavailable for work as
assigned/scheduled and such time off was not scheduled/approved in
advance as required by university/department notification procedure.

Delay

An employee is deemed to be delayed when he/she:

I.  Fails o report for work at the assigned/scheduled work time.

i. Leaves work prior to the end of assighed/scheduled work time without
prior supervisory approval.

ii. Takes an extended meal or break period without approval

iv. Arrives o work past his/her scheduled sfart time
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Time Clocks and Failure to Clock in/out

Employees are required to follow established guidelines for recording their

actual hours worked. A missed clock in/out is a violation of this policy and

includes:

i. Failure to clock infout on their designated time clock (i.e. designated
book or Biometric Finger print machine) at the beginning and/or end of
day;

ii. Failure to accurately and timely report time waorked.

i. Clocking in/out early (or late) without prior approval.

University/Departmental Notification Procedure

Employees are expected to follow UTAMU notification procedures if they will
be late for work, will not be at work, or are requesting planned time away
from work. Employees must request in advance to their supervisor or
designee and in accordance with UTAMU procedure if they wish fo arrive
early or leave early.

At the time of notification/call, the employee must notify their supervisor
when an absence is due to a documented/approved leave of absence in
order fo ensure appropriate tracking of leave utilization and absenteeism.

An employee who fails fo call in and report o work as scheduled for three
conseculively scheduled work days without notifying their supervisors will be
viewed as having abandoned from work. The supervisor will discuss with the
employee and remind them of their responsibility. If this continues fo be
persistent, the supervisors will officially put it in writing as a waming to fhe
employee conceming their abuse of the policy. Incidents of not following the
UTAMU nofification procedures, including No-Call/No-Show, wil be
addressed in accordance with the prescribed policies.

Progressive Discipline Process

Supervisors should monitor their employees' atfendance on a regular basis
and address unsatisfactory attendance in a timely and consistent manner. If
supervisors notice a pattermn of unscheduled usage of accrued fime off, they
should discuss this concern with the employee. When an employee has been
a victim in abusing the policy before, the totality of the circumstances will be
assessed when determining further action. For sifuations involving suspension
or termination of employment, the university management should consulf
with the university legal advisor prior fo implementing disciplinary action.

Timely and regular attendance is a performance expectation of all UTAMU
employees. Consequently, fhose employees who have exhibited
unsatisfactory attendance which resulted in disciplinary action (written or
final) during the course of the year may have the behavior documented in
their annual evaluation.
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New Hire Probation Period

An employee, within his/her probation period, who has two occurrences of
non -attendance fo work should receive a Written Warning; if the employee
has greater than two occurrences within the probation period, employment
may be terminated.

Holidays

If an employee calls out of work the day before, the day of, or the day after
a holiday, the supervisor will review the circumstances of the absence. Based
on fthis review, the supervisor has the discretion to determine whether to
count the incident as a regular occurrence or go directly to issuing a Written
Warning for the holiday-related call out.

Clock in/out Data

The Finance/Payroll Department has the responsibility for the electronic
fransfer of fime clock data which will result in an accurate and timely payroll
process. This generated data can be later fransferred to the payroll system
where employees can be paid according to the hours recorded in their time
sheet. The total work hours for the entire month in relation to the employee
salary will then be used to deduce the exact amount of salary that should be
paid to any employee for the only hours worked for during that
period/month.
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PART C: FULL TIME STAFF WORKLOAD POLICY

11 Staff Work Load
All full time staff of UTAMU shall ensure that they undertake the minimum
workload,

11.1 Minimum Load

The minimum workload shalll be defined as the workload for each member of
staff that he /she shall undertake in fulfillment of the monthly salary as
stipulated under the category the member of staff belongs to. In defining the
minimum workload, regard shall be given to the fime spent teaching
students. A class shall be defined as a group of students following a course
together that requires an average of at least 90 minutes of face to face per
week.

For purposes of this manual, annudlly, supervision of one PhD sfudent is
equivalent to supervision of two-master's students. For instance, a member of
staff who is not able to supervise the required number of PhD students can
supervise the equivalent at master's level to fulfill the minimum supervision
load and vice versa.

All academic staff shall engage in all academic activities as part of their
appointment duties which shall include but limited to curiculum
development and review, policy development, teaching, research,
supervision, innovation, marketing and community engagement.

All administrative staff shall engage in policy development and review,
marketing and brand promotion and other activities where they have
competencies as part of the appoinfment duties.

In addition to these duties staff shall perform duties in line with their level of
appointment as provided for below:

11.2 Management Staff and Other Academic Staff involved in
Administration

11.2.1 Vice Chancellor
The Vice Chancellor shall be fulltime in the administration of the University.

The Vice Chancellor may engage in teaching, supervision of graduate
students cind research. In this regard, the Vice Chancellor shall only qualify for

extra workload for a given semester after having a minimum of two classes
and supervision of 2 graduate students or equivalent.

43

B




11.2.2 Deputy Vice Chancellor
Every semester, in addition to performing the duties of the Office of the
Deputy Vice Chancellor, the Deputy Vice Chancellor shall teach two classes
and supervise two graduate students or equivalent.

11.2.3 Academic Registrar / Directors / Deans
Every semestfer, in addition to performing the duties of the Office of the
Academic Registrar / Director / Dean, the Academic Registrar / Director /
Dean shall feach four classes and supervise 1 PhD student and three master's
students.

11.2.4 Heads of Departments / Managers
Every semester, in addition to performing the duties of a Head of Department
/ Manager, the Head of Department / Manager shall teach five classes and
supervise two PhD students and four master's students. In case where the
head of department is not eligible to supervise a PhD, the number of master's
students shall be six.

11.2.5 Other Academic Staff Involved in Administration
(a)PhD holders
Every semester, a PhD holder not under category 14.2.1 — 14.2.4 who is
involved in administration for instance research administration equivalent to
the workload of a head of department /manager shall teach four classes
and supervise three PhD students and four master's students.

(b)PhD students
Every semester, a PhD student who is involved in administration shall teach
five courses and supervise 4 undergraduate/postgraduate students. PhD
students may participate in the teaching and supervision process of the
master's sfudents under the guidance of their PhD supervisors as part of
teaching / supervision mentorship.

(c)Master's holders

Every semester, a Master's holder who is involved in administration shall tfeach
five classes and supervise 8 students of which 4 shall be master's students. A
Master's holder may participate in the supervision process of the master's
students under the guidance of the main supervisor of the master's student
as part of the supervision mentorship. Undergraduate project supervision may
not be considered if the concerned school has more postgraduate students
fo supervise.
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11.3 Academic Staff

11.3.1 PhD holders
Every semester, a PhD holder not under category 14.2.1 — 14.2.5 above le.
one who is not engaged in routine administration shall tedch six classes and
supervise three PhD students and five master's students.

11.3.2 Master's Holders
Every semester, a master's holder not under category 14.2.4 and 14.2.5
above i.e. one who is not engaged in routine administration shall tfeach six
classes and supervise 10 sfudents.

11.3.3 Academic Staff who are PhD Students
Every semester, academic staff who are PhD students and are not under
category 14.2.5 (b) above shall teach five classes and supervise 6 students.
PhD students may participate in the supervision process of the master's
students supervised by their PhD supervisors as part of the supervision
mentorship.

11.4 Adminisirafive Staff
An Administrative staff shall perform his / her duties as stipulated in the
appointment letter. He / she shall ensure that all the work done during official
working hours is University work.

An Administrative staff that meets the minimum requirements of a Lecturer
may undertake extra workload by teaching on the evening and weekend
programmes of the University subject to the approval of the Dean on fhe
recommendation of the Head of Department.

11.5 Technical and Other Staff
A technical or other staff not mentioned above shall perform his / her duties
-ass stipulated in the appointment letter. He / she shall ensure that all the work
done during official working hours is University work. Any of the staff that
meels the requirements of a Lecturer may undertake extra workload by
teaching on the evening and weekend programmes of the University subject

to the approval of the Dean on the recommendation of the Head of

Department.
11.6 Waiver
The Vice Chancellor on recommendation from the unit head may waive

some of the minimum staff workload for that concerned member of staff for
the specified period.
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11.7 Exira Workload
Teaching and supervision are the only two categories that qudlify for
financial remuneration. All other types of extra workload shall be
remunerated using other forms like giving a member of staff an extra day off
or payments for writing grant proposals. For any member of staff to qualify for
remuneration for extra workload, he / she must seek approval from the
responsible officer before undertaking that activity.

In the case of exira workload resulling from teaching the university hourly
rates on feaching short courses, execulive tailor-made courses,
undergraduate degree, postgraduate diploma, master's degree and PhD
programmes shall apply accordingly. For exira workload resulting from
supervision of students the university rates for supervision of undergraduate,
postgraduate diploma, master's and PhD students shall apply accordingly.

11.8 Graduate Fellows
The level of engagement in activities of the University shall depend on the
type of the scholarship / graduate fellowship. The details including terms and
conditions of the scholarship shall always be indicated in the award letter.

11.9 Engaging in Consultancy

Staff of UTAMU are encouraged fo engage in the provision of consultancy
services on a part-time basis to government, the private sector, NGOs, and
the international community. It is a University policy that when a member of
staff engages in such, he /she shall declare it to the responsible officer of the
University and included in the Curiculum Vitae (CV) and or university
webpage of the member of staff. For staff that are part of consultancy firms,
fhis has to be declared to the University and after declaration, the member
of staff concerned shall provide details of the consultancy firm on his / her
university webpage.

The University shall not seek any financial gain from the consultancy unless
either the consultancy was secured using the University's name or is
undertaken using university facilities or both.

Without loss of generality, university staff shall undertake official activities on a
fulltime basis and engage in private activities like consultancies on a part-
time basis. The staff that engages in University consultancy under the UTAMU
Consultancy Bureau (UCB) shall be remunerated as per proposal and policy
that established the UCB.

11.10 Membership to Boards / Councils
Members of staff are encouraged 1o serve on boards / councils and other
professional bodies. Such information shall be declared to the responsible
officer of the University and it shall also dppear in the annual reports of the
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University and on the individual university webpage and CV of the member
of staff concerned.

11.11 Penalties for Violation of the Policy
A member of staff who violates this policy shall be handled in accordance
with the university human resources manudal.

11.12 Commencement
The commencement date shall be the date of approval by the University
Council.

PART D: STAFF MANAGEMENT POLICY
12 Taking over and handing over office

i. A person taking over office shall receive a brief from the person he or
she wil have taken over, about the office which shall include
handover report by the previous holder where applicable

il. A person leaving office shall prepare a handover report and submit it
to the immediate supervisor which shall be witnessed by the Human
Resources Department or its equivalent as well as the Human
Resource Management Unit.

13 Records management

The human resource management unit shall always keep and update
personal files with all records on each staff member.

The office of the internal auditor shall periodically every after six (é)
months conduct an audit of these files and issue staff members
concerned with information on what could be missing on their files.

All personal files of staff shall also be kept as electronic files with all
documents scanned and kept away as back up in case of any
disaster.

In the case of files for members of staff af the level of a Dean/Director
shall be kept by the Deputy Vice Chancellor responsible for
Administration and so shall it be for the file of the Head of the Human
Resource.

In keeping and maintaining these records the following key principles
shall be observed:

a. Confidentiality mmc/sp/D3/016/268

b. Integrity

¢, Secrecy

d. Professionalism
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14 Attendance to duty

All members of staff shall attend to duty on the following terms:

I, Atlleast forty five (45) hours a week, in case of a full time worker

ii. There shdll be a record of staff attendance to duty which shall detail
fhe fime of arrival and departure. Section 13.7 provides detdils on how
monitoring work dattendance shall be made.

il. No staff member shall be absent from work without proper
authorization from their supervisor or line manager.

Iv. A staff member who chooses to absent himself or herself from work for
a period of seven (7) days without proper authorization or without
good cause and they are on probation at UTAMU shall not be entitled
fo wages for thal period. Management may take the discretion to
dismiss such staff.

v. In cases of staff members who have not been working continuously for
a period of three weeks or more, UTAMU will take it that such starff
member shall have absconded from duty, where he or she is absent
from work for a period of fourteen (14) days or more without proper
authorization or good cause. Such staff member shall not be entitled to
wages for that period when they are absent from work;

vi. However, the following circumstances shall be regarded as good
cause and fherefore not render such staff member eligible to
punishment under this clause;

a) Absence affributable to the occurrence of exceptional
circumstances or events that may prevent the employee from
reaching work;

b) Absence attributable to summons to attend a court of law or
any ofher public autheority having power to compel
aftendance; or;

c) Absence atfributable to death of a family member of the
employee or a dependent relative?, subject fo a maximum of
three days, or six days in any one calendar year.3

vii. Management shall put in place a mechanism to record the work
achievements of each member of staff, department and directorate
on a regular basis. The salary computations shall be tagged onto the
work achievements and UTAMU performance management system. A
staff who has not reported for all days expected without any official
explanation will have his or her salary paid based on the days
reported.

* Dependent Relative shall include a son or daughter above eighteen years of age, who is
wholly and dependent on the staff member. It will also include a parent, brother or sister or
grandchild who is wholly dependent on the staff member.

Calendar year shall refer to the period between January to December of any given year.
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viii.In attendance to duty, all members of staff shall ensure that they meet
the following requirements:

Courfesy

Excellent customer care

Integrity

Professionalism

Accountability

Transparency

Advancing the core values, mission and vision of UTAMU

Respect for supervisors and colleagues

S@Te a0 Do

15 Remuneration and Entitlements

On appointment and attendance fo duty an employee shall be eligible fo
the following:

i. Salary

i. Acting allowance (where applicable)

i. Overtime allowance/workload allowance (the allowances will depend

on the financial position of the university).

iv. Consultancy payments
These payments may vary from fime fo time depending on attendance fo
duty and financial position of the university as shall be specified by University
management and approved by the relevant authorities from time to time.

16 Leave entitlements
All full time staff shall be entitled to leave as is prescribed herein below:

16.1 Annual Leave

i. A full ime employee of the University shall be entitled to thirty (30) days of
annual leave in each calendar year on full pay.

i. Annual leave shall be for seven days for every months of continuous
service to the University, as may be agreed between the employer and
the employee.

i. Prior to taking annual leave, the employee shall file an applicafion for
leave indicating the number of days to be taken and provide a contfact
where he or she may reached in case of need. The employee shall only
be free to go on leave, once the leave is approved by his or her line
manager. Such leave application form, should be accompanied by a
handover report that should be discussed and approved by the line
manager, before leave is approved.

iv. An employee is enfitled to receive, upon fermination of his or her
employment, a holiday proportionate with pay proportionate to ithe
length of service for which he or she has not received such a holiday, or
compensation in lieu of the holiday.
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16.2 Maternity Leave

.

A female employee shall, as a consequence of pregnancy, be entifled to
sixly working days leave from work on full pay, of which at least four weeks
shall follow the child birth or miscarriage.

A female employee shall have the right to return, to the job which she
held immediately before her maternity leave or to a reasonably suitable
job on the same ferms and conditions, previously held.

In the event of sickness arising out of pregnancy or confinement, affecting
either the mother or the baby, and making the mother's return
inadvisable, the right to return mentioned in paragraph (a) and (b) above
shall be available within the next eight weeks after the childbirth or
miscarriage.

. Inthe case of a miscarriage, a full medical report from a cerfified medical

practitioner should be provided to the employee's line manager and a
copy submitted to the Human Resources Department in that regard.

16.3 Paternity Leave

A male employee, shall immmediately after the delivery or miscarriage of a
wife, have the right to a period of four working days' leave from work
yearly.

The Paternity leave shall be on full pay

i. A male employee shall upon his return, have the right to return to the job,

which he held immediately before his paternity leave.

16.4 Sick Leave

il

An employee who has worked for an employer for not less than one
month of continuous service and who is incapable of work because of
sickness or injury is enfitled to sick pay as follows;

For the first month of absence from work, the employee will be entitled to
full pay and every other benefit that he or she is entitled to under the
terms and conditions of employment of service.

If at the end of the second month, the sickness of the employee still
confinues, the employer is entitled to ferminate the confract of service
upon payment of full benefits that such employee is entitled to within the
terms and conditions of service. (Considering the proposal included in the
draft report, the employee may be extended a further one month on half

pay)

. For the employee to be entitled to sick pay, he or she must notify or cause

to be nofified as soon as is practically possible, his or employer of the
reason of absence from work and produce, if requested by the employer,
provide a medical report signed by a full certified medical practitioner
certifying the employee's incapacity to attend work.
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16.5 Study Leave

The Staff Development Plan should be part of the performance
management system, where staff identify areas of development and are
agreed with their line managers. The plan should indicate the areas, possible
dates for undertaking particular development programs and how they would
be financed. Each staff should have a development plan signed with their
line managers.

16.6 Compassionate Leave

An employee shall be entitled to compassionate leave of nhot more than 14
days. The leave should be taken immediately upon nofification of the line
manager. The circumstances under which such compassionate leave shdll
include, but may not be limited to, death of a biological parent, legal
guardian, death of a biological child... other circumstances shall be on the
discretion of the Vice Chancellor, upon being given proof of qudilification fo
take the leave. Such leave shall only be taken upon approval of the line
manager and a form fo that effect shall be filled in and filed with both the
line manager and the Human Resources Department.

16.7 Special Leave

Special leave may be granted to a staff member in case of a need. Such
leave shall be granted on the discretion of the Vice Chancellor. The special
leave shall not be offset from the annual leave of the staff member.

16.8 Sabbatical leave

This is a leave that provides an opportunity for employees at the rank of
Professor to work or underiake a special project outside of UTAMU for @
period of one year or less.

Eligibility

Sabbatical applicants must have been employed full time by the company

for at least three years and must meet the following criteria:

i. Must be at the rank of Professor

i. The employee's work performance is superior and reputable

i. The employer deems that there are acceptable resources and adequdte
coverage available during the employee's absence.

iv. The employee provides a detailed description and documentation of the
work opportunity to be undertaken during the sabbatical.

v. The employee understands and accepts that this is a leave without pay.

vi. The employee has not taken an unpaid leave of absence in the previous
two years or more.

Procedures
If an employee has secured an outside work opportunity of longer duration,
such as a university fellowship or book contract, the employee may request
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up to a maximum of 12 months leave of absence as long as he or she has
been a ful-iime employee of the company for three years. The above
criteria also apply. In the case of a fellowship, the leave of absence must
cover the duration of the fellowship only, but may not exceed 12 months. The
University Management shall agree upon the sabbatical leave and a form
signed requesting for the leave put on the employee's file.

Once the time period for a work sabbatical is agreed on in writing, it cannot
be extended without a written request for extension and approval by
university management. If it is shortened, prior notice to the supervisor is also
required. The fotal leave taken may not exceed one year.

The employee and supervisor understand and agree that the employee's
paosition will remain open and available when the employee returns. Should
the employee fail to return to work at the end of the agreed period of time,
the employee will be terminated.

IMPORTANT NOTE: This leave is not intended to be an extension of
vacation, Family and Medical Leave or short- or long-term disability leave or
any other cumrent benefit provided by the UTAMU. This policy does not
constitute a guarantee of continued employment. Rather, employment with
the company is on an at-will basis.

17 Communication Provisions

External communication

. Al external correspondences and or communication regarding
matters from the University shall only be communicated by the Vice
Chancellor. Any exceptions may be granted and or approved by the
Vice Chancellor on a case by case basis.

i. All corespondences received from outside the University, shall be
directed to the Office of the Vice Chancellor, who shall decide on the
manner in which fo respond. All external correspondences shall be
responded to within 48 hours of receipt.

ii.  Where a matter requires further investigation, a written nofification shaill
pe provided in that regard.

iv.  The respective persons shall be required to provide a written response
upon the expiry of the period of forty eight (48) hours or such time as
shall be determined from time to time.

18 Secrecy

All staff are obliged to sign an Oath of Secrecy and shall not disclose
organizational and official information that shall come to their knowledge to
non-members of the university except with authority of the Vice Chancellor.
A copy of the Oath of Secrecy shall be kept on file. A staff member that
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chooses to divulge information that is otherwise for the sole benefit of the
University, shall be subjected to the Disciplinary processes accordingly.

L5 |
I

elephone use

Staff shall attend to incoming telephone calls immediately and shall be
courteous and audible and shall assist the caller to the best of their
ability.

In case of inability to respond to issues raised by the caller, staff taking
the call shall refer to somebody who is in a better position to help or
take a message and deliver it to the right recipient.

All university telephone lines shall be used for official calls only.

Where it shall necessitate making or receiving a personal call during
working hours, the call shall be kept as short as possible.

No personal long distance (international] calls shall be made on
UTAMU lines.

International calls shall be made by authorized persons for official
business only.

20 Internet and email usage

Staff members shall be availed with an emaill account with the
University and Intermet services for official and personal use and if is
their responsibility to ensure that the facility is not misused or abused.,
Computer information systems and networks are an integral part of
business of the University.

Staff members should ensure that in the use of emails and the Internet
provided, they uphold the values of the University and the laws
applicable to compuier usage.

Staff members should ensure that in the usage of Internet and emails
provided by the University, they desist from illegal actions prohibited by
the law, which include acts like viewing and exchanging of
pornography or  pornographic  material, cyber harassment,
unauthorized disclosure of information belonging to UTAMU, impedes
or prevents access to or impairs the usefulness or effectiveness of any
program or data stored in the computer and other related offences as
is prescribed under the law shall be subjected to a Disciplinary process
accordingly.

The Directorate of ICT shall every six months, be required to provide o
report on staff general internet and email usage for tracking purposes
to Management for consideration and further review.

21 Employee health and safety

It is a legal obligation of UTAMU to ensure that staff members or members of
the public that access their premises are provided the necessary or requisite
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protection under the Occupational Health and Safety regulatory framework
of Uganda.

UTAMU managers will approach health and safety in a systematic way, by
identifying hazards and problems, planning improvements, taking executive
acftion and monitoring results so that the majority of health and safety needs
will be met from locally held budgets as part of day-to-day management,
although many health and safety problems can be rectified at little
additional cost.

If unpredictable health and safety issues arise during the year, the UTAMU
management must assess the degree of risk, in deciding the necessary
resources and actions to commit to addressing these issues.

It is the policy of the Company to require departmental managers fo
produce appropriate health and safety policies or guidelines. These should
embody the minimum standards for health and safety for the department
and the work organized within if.

It shall be the responsibility of the manager to bring to the attention of all
members of his or her staff, the provisions of the guidelines, and to consult
with appropriate Health and Safety Representatives about the updating of
these guidelines

A Hedlth and Safety Committee shall be set up and its obligations will be to
ensure that UTAMU meets and or complies with the obligations enshrined in
the Occupational Health and Safety Act, 2006.

The Health and Safety Committee shall comprise of the following members;
a) The Head of Human Resources
b) A staff member elected by staff members for that purpose. (This
position may be rotated on an annual basis);
c) A member of Senior management

The Occupational Health and Safety Committee shall be charged with the
following functions;

. To take, as far as is reasonably practicable, all measures for the protection
of workers and the general public from dangerous aspects of the
employer's undertaking at the employer's cost; for example, to ensure
that staff and the general public are protected from exposure to electric
shock, faling debris, ensure that in the case of fire, staff members are
assembled in a central position, to ensure that all staff members have
recorded a next of kin that should be contacted in case of injury or need
and that the records are updated from time to time; to ensure that there
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is a proper record of all the members of the general public that access
the University premises at all fimes.

i. To employ any other organizational measures that may be useful in
consultation with Management for the protection of staff and members of
the generadl public.

i. To provide adequate and appropriate information, instructions, fraining,
supervision necessary to ensure, as far as is reasonably practicable, fhe
safety and health of the employees, and the application and use of
occupational measures, taking info account the functions and
capabilities of the different categories of workers accordingly.

In fulfiment of the above obligations, UTAMU shall through the appointed or
elected committee members do the following;

i. Provide a safe working environment for everybody. At all times,
precaution shall be taken to provide safe working place and this shall
demand the cooperation of every employee.

i. Require employees to report all unsafe working conditions or hazards
to their supetrvisors as soon as they are identified

ii. Ensure workplace safety, the following shall be observed:

Report all case of sickness or injury no matter how light

Keeping the work area clean

The University is @ NO SMOKING zone

No use of narcotic drugs

No abuse of alcohol and or drugs

Shut down your machine before cleaning, repairing or leaving
the work area

Do not block access to fire extinguishers

Do not tamper with electric controls and switches

Do not operate machines or equipment until you have been

properly instructed and authorized to do so by your supervisor
. Report any unsafe condition or acts to your supervisor

k. Use designated passages while leaving one place to another
l. Do not throw objects

m. Place trash and paper in proper bins.

n. Pets shall not be allowed at the university premises.

e appDo
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22 Discipline and Grievances Handling

Disciplinary rules shall be in writing and shall be expressed in a manner that is
easily understood by all staff members.

Disciplinary rules shall be non-discriminatory and applied imespective of race,
color, sex, religion, political opinion, nationality, social origin, marifal status, or
infended doffiliation to a trade union.
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No disciplinary penalties shall be imposed on account of an employee's
parficipation or proposed participation in the activities of a union outside
working hours or with the consent of the University, within working hours.

In cases of minor infringements of work indiscipline, the University shall deal
with the situation by way of informal advise and correction rather than
invoking the formal procedures. The determination of whether an act or
omission is a minor infringement shall be at the discretion of Management,

The University shall keep a record of the nature of any offences, the
consequential actions taken, the reasons for taking the actions, the lodging
of an appeal, and the outcome of such appeal and any other further
developments.

The Disciplinary rules shall clearly indicate-

a) The employees to whom the rules shall apply

) The circumstances when the rules shall apply

c) The contents of the rules, expressed clearly in a form and language
that is understood by the employees

d) The penadilties for the infringement of the rules and the consequences of
the future infringements of the rules.

UTAMU shall ensure that the employee faced with disciplinary action is-

a) Fully aware of any complaints made against him or her and the nature
of the complcint levied and the subsequent proceedings

b) Fully aware of the disciplinary proceedings that shall be taken,
including the possibility of appeals and the penalties for which he or
she is liable for;

c) Give a reasonable length of fime in which to prepare any
representation which he or she may wish to make at the disciplinary
hearing

d) Be given a reasonable opportunity to state his or her case, either
personally or through a representative of his or her choice.

Itis a responsibility of every employee to conduct themselves in a disciplined
manner af all times. The university will at all times aim at protecting its image
against any employee whose actions are found detrimental to the good
order of the university.

The University shall have a Staff Disciplinary committee, which shall comprise
of the following;
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a) Members of Senior Management

b) The Head of Human Resources Department
c) Representatives from Administrative Staff

d) Representatives from Academic Staff

e) Representative from Technical Staff

NB. All matters calegorized, as serious misconduct shall be referred fo the
Appointments Board immediately for consideration.

The Committee shall elect a Chairperson of the Committee who shall be in
charge of the Disciplinary hearings or sessions;

Upon receipt of a complaint regarding a staff member, the Chairperson shall
in writing notify the staff member in question, nofifying them about ¢
scheduled disciplinary hearing due to be heard.

The notification should state the date of the hearing, the alleged complaint,
the notification should state that the staff member has a right fo aftend either
in person or with a representative of their choice.

The notification should provide sufficient fime for the staff member to prepare
their explanation and in that regard, it should be served on the staff member
at least five to seven days before the set date for the hearing. The
committee should endeavor to apply all reasonable ways fo reach the
concerned staff. This will include contfact through friends, emails and
telephone amaong ofhers.

Where the employee, cannot be reached, a nofification fo afttend the
disciplinary hearing shall be posted at the last known address and where
such employee does not attend the hearing, without reasoncable justification,
then such employee shall be terminated henceforth.

Acts and Omissions constituting disciplinary penalties

A disciplinary penalty for purposes of this procedure shall include the
following;

a) Areprimand
b) A written warning
c) Suspension from work
The University shall impose a disciplinary penalty where it is reasonable to do

so in the particular circumstances and what is reasonable shall be decided
by considering the following;
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The nature of the neglect, failure or alleged failure on the part of the
employee, the penalty imposed by the University, the procedure followed by
the University in imposing the penalty, the reformed conduct of the
employee and if any, the personal circumstances of the employee.

All disciplinary pendilties shall be exercised by the University within fifteen (15)
days of the occurrence of the offense.

Where an employee is of the view that the University was unfair in imposing
the disciplinary penailty, then such employee shall have the right to complain
to the committee handling grievances for a review.

Such review shall be complefed within two (2) days of receipt and a verdict
communicated to the staff member.

Whenever the University is conducting an investigation or conducting an
inquiry which it feels or has reasonable belief that will cause a dismissal of an
employee, the University may suspend such employee on half-pay for a
period not exceeding four (4) weeks or the duration of the investigation or
inquiry, whichever is shorter,

Minor Infringements shall include the following;

i. Late arrival at work;
i. Unauthorized absence from work for a period less than seven(7) days for
probationary staff and 14( days) for confirmed staff members;
iil. Gambling within the premises while on duty.
iv. Indecent dress.
v. Negligence or omission fo perform delegated duties.
vi. Unfidy appearance.
vii. Use of abusive language.

Such infringements may atfract either a reprimand or a written warning from
Management unless it is persistent.

Serious misconduct
Serious misconduct may include, but shall not be limited to the following;
.. Incompetence or inefficiency in performance of duties expected of
the staff member
ii.  Misuse of official funds, stores, equipment or property
ii. When a member of staff persists in commitling any of the offences
listed above despite verbal or written warnings or when he/she
commits similar offences.
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Vi,

Vil

viii.

Xi.

Xii.
xiii.
Xiv.
XV.

Xvi.

XVil.
XVl

XiX.
WK

XX

XXil.

Inability to perform work by reason of voluntary infoxication, leading fo
alcoholism and or consumption of drugs or other misconduct of similar
gravity.

Dishonesty.

Exposing other employees to psycholegical or physical danger or injury
willfully or negligently.

Inifiating and or involvement in fighting with any person on UTAMU
premises.

Insubordination or willful disobedience of instruction/directions issued
by immediate supervisor.

Spreading harmful information with infent to cause; conlflicts, strikes,
low performance, demoralize other staff.

Using abusive or cbscene language at work.

Where negligence or omission to perform duties causes financial loss or
damage fo UTAMU property or reputation.

Soliciting or accepting bribes;

Plagiarism by a staff of other people's work that can contribute
negatively to the image of the university

Persistent lateness o work.

Unauthorized absence from duty without valid cause.

Willfully endangering the safety of UTAMU or other employees or a
member of the public while at the University premises.

Theft, fraud, embezzlement or willful damage to University property;
Vioclating confidenticlity regarding office operations/fransactions,
which are held in confidence and trust.

Using profane or abusive language toward fellow employees, clients or
fighting or threatening Board or other employees

Conviction of any criminal charge in any competent courls of Law
Engaging in sex, sexual activities or promotion of homosexuality on the
University premises, either physically, use of computer equipment, or
hard copy materials;

Defilement and Rape.

22.1 Procedure for handling grievances

In handling grievances a committee that comprises of a member from the
management team, an appoinfed staff representative and the Human
Resources department will take on this role. This Commiftee would then
report back to the entire management team on matters handled within that
commiftee on a regular basis.

The employee shall fry to resolve the grievance as close to the source
as possible. This can be informal and verbal. At this stage, every
possible effort shall be made to setfle a grievance before the formal
grievance process starts. If the matter sfill can't be resolved. the
process confinues and becomes formal.
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i. To start the formal grievance the complainants shall fully describe their
grievance in wrifing, with dates and locations wherever possible and
how they have already tried to setlle the grievance.

ii.  The person(s) against whom the grievance/ complaint is made should
e given the full details of the allegation(s) against them. They should
have the opportunity and a reasonable time to respond before the
process continues.

iv. Al grievances against any member of staff other than a member of
management shall be submitted to management for initial handling.

v. Any grievance against any member of staff that is a member of
management shall be submitted to the deputy Vice chancellor or Vice
chancellor and where the two are involved, a special committee will
be established and its report wil be submifted to the university
appointments board.

vi. No grievance shall be handled when a complainant has a disciplinary
case pending conclusion.

vii. A complaint raised after disciplinary actions have been initiated
against a staff will not be handled until the disciplinary case is
concluded

23 Sexual Harassment
Sexual harassment is a serious offence within the meaning of the UTAMU HR
manual and the laws governing Uganda in general.

All staff are hereby informed that sexual harassment at the workplace is
unlawful. It is also unlawful fo refaliate against an employee for filing o
complaint of sexual harassment or for co-operafing in an investigation on
sexual harassment.

Sexual harassment would refer to the following incidents;

d) A direct or implicit request to an employee for sexual intercourse, sexual
confact or any other form of sexual activity that contains;

. Animplied or express promise of preferential treatment in employment;

ii. Animplied or express defrimental freatment in employment;

iil. An implied or express threat about the present or future employment
status of the employee.

b) Use of language whether written or spoken of a sexual nature such as
unwelcome verbal advances, sexual oriented comments, request for
sexual favors, jokes of a sexual nature, offensive flirtation or obscene
expressions of sexual inferest that are directed to the employee;

c) Use of visual material of a sexual nature such as display of sexually
suggestive pictures, objects or written materials or sexually suggestive
gestures;
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d) Showing physical behavior of a sexual nature such as unwanted and
unwelcome touching, patting, pinching or any other unsolicited physical
contact which directly or indirectly subjects the employee to behavior
that is unwelcome or offensive to that employee and that by ifs nature,
has a detrimental effect on that employee's employment, job
performance or job satisfaction.

All staff members are prohibited from disseminating sexual explicit voice mail,
email, graphics, downloaded material or websites af UTAMU that constifute
the above descriptors.

A Sexual Harassment Committee shall be set up and it shall be comprised of
the following people;

a) The Head of Human Resources

b) A member from Senior Management

c) The Chairperson of the Appointments Board and another member.
d) Any other person deemed to be of importance to the commitiee

The Committee should have relative knowledge in and matters to do with
gender and sexual harassment issues.

The Committee shall receive all complaints categorized as described above.

The Committee shall upon receipt of the compliant assure the complainant
that it shall keep all the infermation received confidential fo the exfent
practicable; conduct a prompt and neutral investigation and not fo folerate
any form of retaliation against the complainant.

The Committee shall perform the following functions;

a) Receive and register complaints of a sexual nafure

b) Keep a record of the nature of sexual harassment offences, proceedings,
documents, information and action faken

c) Respond to complaints within 14 days from date of lodgment of such
complaint with recommendations for appropriate action

d) Annually review the provisions of the policy fo convey a responsive and
supportive atfitude that builds faith and trust;

e) Carry out any other duties as may arise to prevent sexual harassment
tendencies in the University.

24 Performance Management

Effective management of performance is critical fo achieving UTAMU's
strategic objectives. Each employee’s performance makes a difference to

P
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UTAMU's results and rafings as a Private University in Uganda.

UTAMU is committed fo supporling people to perform to expectations at all
fimes by putting them in the right jobs, providing them the right tools and
developing them.

At the beginning of every calendar year, UTAMU will sel annual objectives
after Strategic integrated business planning, using the prevailing
Performance Management tool. These will be translated into departmental
objectives and further into team objectives. Every employee will set their
objectives in alignment to these overall objectives, discuss with their
supervisors, and sign off their approved annual performance contracts.

To ensure progress in achievement against the set objectives, Line managers
shall conduct at least two formal performance appraisals in the year with
their employees. Regular deliberate feedback conversations are
encourdaged.

The performance management process also involves:

* Understanding organizational and departmental objectives

*  Monitoring performance on an ongoing basis. That is over and above
the bi-annual appraisals.

* Improving skills and developing talent

24.1 Performance Management Principles
. Ensuring observance of the university's corporate values to realize
goals and objectives at all fimes.
ii. Acttoachieve individual targets and University objectives.
ii.  Performance is continuously monitored at all times.
iv.  Performance management shall aim at improving the productivity and
development of all University employees.
v. Individual Staff and teams shall be provided with timely feedback on
their performance.
vi. Performance reports shall be a requirement for determining
capacity shortages and training needs, promotion and other forms
of rewards, review of job designs, and disciplinary action.

24.2 Performance Management Procedure

All staff of the University shall be subject to the following performance

management procedure:

. All UTAMU staff will be employed on a confractual basis. There shall be
annual performance reviews that shall allow for contractual renewal on
an annudl basis based on performance.

ii. Performance Planning where each employee shall hold a performance
planning meeting fo set and agree on objectives, outputs, targets and
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Vii.

Vi,

25

26

performance indicators for the next coming performance annual period.
This shall be done before the beginning of the respective annual
performance period.

The supervisor shall make routine monitoring and periodic assessment fo
establish how well the employee is progressing towards the agreed upon
performance for the annual period.

. Appraisal of staff performance shall be done as follows:

a. January to April

b. May to August

c.September fo December
Performance appraisal shall be done in seven days after the close of
the period being assessed.
The performance appraisal meeting, the immediate supervisor shall in
three days forward the report to his/her supervisor for endorsement
and submission to the head of human resource management who
shall in furn prepare and submit an overall report on the performance
of staff on an annual basis.
Management shall be charged with preparing and approving of staff
appraisal tools.
In the case of revision of the appraisal tool(s), such communication
shall be communicated to all staff three months prior to the activation
of such changes.

University Service Awards

The university shall recognize long service (loyalty) and achievement by
providing various awards af annual functions presided over by the
Council Chairman.

The above shall apply to employees who shall have served for at least
three years.

Such staff shall qudlify for certificates of service and other awards as
may be determined by Management.

Criteria for selection of staff shall include, innovation, outstanding
performance, collective effort and excellence.

The Vice chancellor shall from time to time constitute a Committee to
consider candidates whose names are shortlisted for this award.

Staff Welfare

In accordance with the university's mission and overall strategic objectives,
the university shall provide aftractive and competitive welfare packages 1o
all staff. The university shall assist staff to undertake personal development
projects in addition to ensuring that the work place becomes a welcoming,
conducive, caring and supportive environment fo enhance staff morale and
ensure their commitment to achieving the university's goals and objectives.

MK
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26.1 Staff Welfare Policy Objectives
The following are the objectives of the staff welfare policy.
I Toavail alfractive and competitive welfare packages.
. To assist staff develop by supporting self-development projects.
il.  To ensure that staff are fairly compensated and paid for the services they
offer.
iv.  To enhance staff morale and molivation at the workplace.
v. To ensure staff commitment and loyalty to the university and to the
redlization of its goals and objectives.

26.2 Payroll and Salary Payment Procedures

I Allregular staff shall be paid their salaries by the end of every month.

i. The amount of remuneration shall be defined in the formal letter of
appointment but may vary based on workload policy as specified above.

iii. In some circumstances the payroll may be developed based on the
employee clock infout data as already described in sections above.

iv.  All salary shall be paid through individual staff bank accounts and shall
e net of all legalized taxes.

v.  Allsalary advances extended to staff shall be deducted at source using a
formula determined by Management.

vi.  Imprests/advances shall be deducted from salary with or without warning
if @ member of staff fails to account for the money within 15 days from
fime of accessing the imprest/advance.

26.3 Salary Advance
Subject to clauses in the Staff Regulations, the university shall provide salary
advance as per the following guidelines:-

I A Sclary Advance is awarded to meet immediate and/or emergency
personal needs of full-time staff that arise in the course of the month.

i. A member of staff can get a salary advance not exceeding the monthly
gross salary and shall be recovered in three equal installments.

il All salary advances shall be recoverable within the contractual period.

iv.  For the purpose of coordinating the payroll deductions, all salary
advances shall be in the knowledge of the officer handling the payroll.

v.  No staff shall be accorded salary advance without completing payment
for the previous advances unless expressly authorized by the Vice
Chancellor.

vi.  All advance received after the 20th day of the calendar month shall be
recovered through the payroll deduction in the following month.

26.4 Staff Loans

The university may provide a revolving fund to provide loans to staff ot
reasonable interest and all staffs to benefit from such a scheme should be
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registered members of the SACCO. The following shall guide the

dis
i.

Vi.
Vii.

Viii.

XI.

Xii.

Xili.

bursement process: -

Loans shall be for self-development purposes and applicants shall
demonstrate in their applications that they have development projects to
fund.

There shall be o savings Loan Committee composed of members
approved and appointed by the staffs saving association.

Only confirmed members of staff and SACCO shall be entitled to loans.
Exceptions on who to offer loans can be considered in the SACCO
executive meefing from fime to fime.

Loans shall earn inferest that will be determined by Management of the
SACCO.

After approval of a loan, the beneficiary shall sign a loan agreement form
before accessing the loan.

Loan deductions shall be made at source and within the confractual
period.

The grace period after receiving the loan shall not exceed 30 calendar
days.

No staff shall be eligible for a loan advance before completing payments
for the previous loan unless expressly authorized by Vice Chancellor.

The Loans Committee in consultation with Management shall from fime fo
time defermine the loan acquisition procedure, loan amount and loan
security for respective members of staff.

The Loans Committee shall from time to fime review the loan acquisition
procedure.

The University may assist employees to access salary loans from financicl
institutions on terms and conditions as agreed upon belween the
University and the Financial Institutions.

The University may recommend employees fo obtain loans against their
salary from financial instifutions on ferms and conditions mutually agreed
upon belween those institutions and in line with other University
regulations.

The University shall only recommend and not act as a guarantor for salary
loans.

26.5 Club Membership

The university policy is to encourage and support staff to join reputable
Sports or Health clubs.

The clubs are aimed at providing Managers and staff with an opportunity
for establishing business contacts, networking and recreation.

Members of staff are free to belong to associations or frade unions ds
long as their activities do not conflict with the objectives of the University.
The university shall therefore negotiate reasonable corporate rates with
health clubs so that staff can access them at a reduced rate.
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v.  Annual subscription shall be paid in a lump sum or in installments

Vi,

vil,

depending on the agreement with the health club.

In addifion, the university may acquire o number of
corporate/professional club memberships, which may be allocated at
fhe discretion of Management.

Where the above is notf possible, each case shall be handled on its merit,

26.6 Counseling Services
The University shall invite a professional Counselor to provide counseling
services to staff and students.

24.7 Spiritual Services

The University recognizes and respects the right to freedom of worship, as
enshrined in the Constitution of the Republic of Uganda.

26.8 Facilitation in case of Death

. Upon the death of a staff member, during the contract of service with
UTAMU, his or her legal representatives shall be entitled to wages and
any other remuneration due to the employee at the time of death.

i.  UTAMU shall meet the costs of providing a coffin and fransport to take
the body toits final resting place.

ii. —Inthe event of @ member of staff losing a registered piological child or o
spouse, the University will make a confribution towards the burial
expenses of a sum of money fo be determined by Management from
fime fo time.

iv. Inthe event of member of staff loses a parent, the University will make a
conlribution towards the burial expenses of a sum of money to be
determined by Management from time to time.

V. In the event of a member of staff losing a close relative of a degree
other than those defined in (i) and (iv) above, facilitation towards burial
expenses will be af the discretion of the Vice Chancellor.

vi.  Transport will be provided fo staff who will be officially fravelling to
represent the University at the funeral upon being granted formal
permission by their Head of Department/Section.

vii.  The kind of vehicle to be used to transport staff for burial as indicated in
(e) above will be determined by the number of staff who would have
registered with the Human Resource Office.
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PART E: STAFF TRAINING AND DEVELOPMENT

27 Framework for Staff Development

The main cim of the policy is to provide UTAMU management with @
framework that supports and encourages the development of staff in line
with the delivery of UTAMU's Strategic objectives. The following are the
objectives that will be achieved on implementation of this policy: -

I, Staff development provided by UTAMU is informed by ifs strafegic aims
and operational requirements, taking into account the needs of the
individuals and where possible the career aspirations of staff as well as the
success of their departments, schools and directorates.

Il. Directorates, schools and Departments work alongside the team
responsible for Learning and Development fo plan staff development
within the available resources.

. UTAMU management are provided with the skills, knowledge and
competencies they need to work in partnership with their staff fo support
their continuous development.

IV. UTAMU staff are supported and encouraged to acquire and develop the
relevant knowledge, skils and competencies to enhance their
performance in their roles within the University.

V. To provide an environment for capacity building and career growth that is
inclined on skills enhancement amongst UTAMU staff

VI.  An appropriate balance is created between the desire for individual staff
members to maximize their potential and for the University to obtain ¢
return on its investment in staff development.

VIl All staff offered University induction and other sorfs of training necessary
for carrying out their roles in timely manner.
VIl.  Capacity building undertaken will respond effectively fo internal and

external demands of UTAMU.

IX. There are appropriate controls in place to enable all staff to be frained af
the levels appropriate to their role and also that fhere is refurn on
investments made in building capacity for the staff.

This policy applies to all full time staff of UTAMU and that formal endorsement
of staff fraining and development should be given by the respective Line
Manager, Director, Dean or Head of Department. Exceptional part-time staffs
that have demonshrated exemplary commitment fo UTAMU may be
considered under this scheme.

27.1 Types of Capacity building
Staff development comprises all forms of capacily building offered to staff
that include:
. Training — this is the education that can be provided to the staff at
Bachelor, Master or PhD. It will be a requirement for all academic staff of
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V.

UTAMU fo frain to PhD level. Therefore through staff development, UTAMU
will provide a conducive environment for such training to be undertaken
by the staff. UTAMU shall provide the training internally within the
University; shall identfify appropriate training externally that can be
facilitated by UTAMU,

Personal study - these are studies that are identified by staff to undertake
but supported by the University fo achieve the necessary skills. Therefore
fhe University can avail resources to staff to be able to participate in such
personal studies.

Seminars/workshops — usually organized by the University for the purpose
of providing certain skill set to its staff. These are entirely planned and
organized by the University and meant for skil enhancement (e.g. e-
learing workshops offered twice every semester to UTAMU staff).
E-learning courses — numerous e-learning courses provided by other
educational insfitutions or by UTAMU will provide extra skill set to the staff.
UTAMU provides an enriched environment for such skill enhancement to
occur through its e-learning enabled infrastructure.,

Case study planned visits/experiences — visits can be made fo other
institutions for the purpose of acquiring further skills by UTAMU staff. This
enables staff to observe and see how other people do things that lead to
behavior change.

Conferences ~ this is another avenue where information and knowledge
can easily be acquired by UTAMU staff. UTAMU will provide resources for
staff to attend conferences where their papers have been accepted.
UTAMU also runs an annual conference on Technology and Management
where its staff will be attending for free.

UTAMU will aim fo support staff through a varety of Means within the
prevailing budgetary provision and identified business need. All training and
development activities that will have no direct relevance to the staff's role in
the University are not within the responsibility of this policy. UTAMU staff who
undertake UTAMU courses will have their fees waived off or be required to
pay half of the tuition depending on the available circumstances.

27.2 ldentification of training and development needs
UTAMU Staff fraining and development needs will be identified in a number
of ways:

Directors, Deans and Heads of Depariments and other University
Managers are expected to discuss staff development needs with each of
their staff at least annually as part of the Performance Review Process.
Through this idenfification of skills gaps will be done and priority for
capacity building determined.

Ihe needs of new sfaff in UTAMU will be idenlified during the probation
period after taking up their appointment. At this point the University may
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determine and decide if it is worth the return on investment to build
capacity for this particular staff in order for them to do their roles.

The needs of staff transferring to a new role within UTAMU should be
discussed prior to taking up the position. If certain skills set are required,
training shall be organized accordingly and offered to enhance the staff
ability.

Through regular needs identified by directorates, schools and
departments during their annual planning and budgetary cycle.

UTAMU Managers, Directors, Deans, and Heads of Departments
observations and requests

Actions arising from the staff opinion survey results

Evaluation of feedback from current programmes and as may be
received from customer feedback.

Capacity building needs may be identified throughout the year but their
planning processes will be flexible in relation fo when a need arises.

27.3 Responsibilities
At UTAMU there is a shared responsibility for the capacity building of staff and
it should be noted that the responsibilities vary from one unit to anofher.
Below are UTAMU units that will be responsible for the staff capacity building;

27.4 Planning, Finance and Administration Unit
UTAMU Planning, Finance and Administration unit is ultimately responsible, on
behalf of the University management, for the overall Human Resources
Manual of the University and for implementing key Staff training and
development Palicies that contribute to the manual. Therefore, no UTAMU
capacity building initiative may be undertaken without knowledge of the
Planning, Finance and Administration unit.

27.5 Learning and Development team
At UTAMU a Learmning and Development team that comprises of members
from the Planning, Finance and Administration unit, Directorate of Academic
Affairs and other members as shall be appointed by the University
Management and will responsible for:

Fffective staff development provision, from clarifying the need, to design
and selecting methods, through to the delivery and evaluation of
inferventions.

Providing all line managers and those involved in the identification and
prioritization of staff capacity building activities with the relevant support.
Providing an advisory service fo Directorates, Heads of Department, line
managers, staff and University networks and committees on external
capacity building initiatives thal could be of help in enhancing their skills
set.
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Maintaining effective parinerships with all staff capacity-building providers
to ensure individual and feam objectives are supported by appropriate
development activities.

Offering guidance on exfternal provision of staff  development
interventions.

Ensuring capacity building activities are conducted in accordance with
the University's policies.

Providing the mechanisms to ensure that accurate training records are
maintained within UTAMU and follow up with the progress of all training
approved.

Evaluating staff capacity building activities in order to assure and
enhance their quality plus adequate return on investments.

Reporfing back to Finance, Administrafion and General Purpose
Committee on matters relating to staff capacity building.

27.6 Directors, Deans and Heads of Depariment

Directors, Deans and Heads of Department are responsible for:

Demonstrating appropriate commitment to excellence and continuous
capacity building within the University.

Identifying needs for fraining and development of their staff arising from
internal and external change at the different University levels.

Liaising with the Learning and Development team regarding the provision
of appropriate capacity building interventions.

Recommending and requesting for appropriate resources (time and
money) for staff capacity bullding activities.

Monitoring and fracking all staff that have been offered capacity building
if they have improved in their provision of their University roles.

Ensuring that individuals have the opportunity at regular intervals, to
discuss their Staff Development needs.

Civing staff constructive, honest and timely feedback on their
performance.

Establishing capacity building priorities taking account of University
priorities and making appropriate provision to meet them within the
resources available.

Where appropriate, approving attendance at relevant staff capacity
building activities and making appropriate provision for the release of staff
from their duties.

27.7 Individuals

Individuals are responsible for:

Reflecting at regular intervals upon their performance in their current jobs
and future career aspirations and identifying their appropriate capacity
building needs.
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Il.  Discussing their capacity building needs with their Line Managers during
their Performance Review Meetings with a view to establishing priorities in
relation to their personal, departmental or University objectives.

Il. Taking full advantage of capacity building opportunities offered by the
University.

IV.  Applying newly developed knowledge and skills to their work and the
development of their careers.

27.8 Staff bonding
UTAMU staff members who have been found in need of a particular fraining
that leads to the award of a doctorate degree will have the opporfunity fo
apply for funding from the university to undertake the training. However, the
funding provided by UTAMU to undertake the training will be in form of a
Bonded Scholarship.

27.9 Bonded Scholarship
UTAMU Bonded Scholarship Scheme is a UTAMU capacity building inifiative
designed fo address the doctorate shortage within the university. The
Bonded Scholarship scheme provides several supported doctoral places
each year to any staff that has served the university for not less than 3 years
and on a first come first serve basis. The bonded scholarship that adhere fo
the following terms;

| Itis mandatory for all staff on full — time studies under UTAMU funding to be
bonded before they precede on fraining.
II.  The Bond amount should be the total fees spent on the training program
plus the salary of the staff during the duration of the fraining.
Il.  For staff who have benefited from UTAMU funding in any way for their
studies before the enactment of this policy but still undertaking the same
studies on roll out of the policy, will be bound by it in all aspects.

27.10 Staff Bonding Terms of Reference
Staff accepting the Bonded Scholarship from UTAMU commit to the following
terms of reference;

|.  The Bonded Scholarship will fake care of funding for a period of 3-4 years
only

Il.  The staff before award of the Bonded Scholarship shall sign a bonding
form. This form shall be kept by the staff development unif or ifs equivalent
as a future reference and will act as a legal binding document for both
parties.

. The staff has to avail continuous progress reports to UTAMU Learning and
Development Team annually. Failure to do this for 2 consecutive years will
lead to cancellation of the scholarship and hence request for the refund
of the money already spent.
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The staff will work for five continuous years with UTAMU after completion of
their years of study. Failure to complete the five years, the staff will be
required to refund the funds that were spent on them during the entire
period of fraining irespective of the number of years already served at
UTAMU.

If the staff is unable to complete his/ner fraining because of other issues
that are of no personal fault, then the bond obligations shall be deemed
to have been cancelled. However, if the staff fails to complete the course
due to his/her own negdligence, the bond obligation shall continue to
apply.

UTAMU staff currently serving bond will not be granted another study
leave with or without salary until the current Bond period has been served
in full.

Upon completion of study, staff must submit a certified copy of their
academic franscript fo the Learning and Development Team.

For staff who have benefited from UTAMU funding in any way for their
studies before the enactment of this human resource manual but still
undertaking the same studies on roll out of the manual, will be bound by it
in all aspects.

2711 Existing Bond Scholarship Clearance
It is mandatory that all UTAMU staffs’ application will undergo existing bond
background checks with Learning and Development Team for clearance.

All staff applying for new bonded scholarship are supposed to clear their
previous bond amounts before application consideration. This is applicable
fo those who had previous scholarship offers but awards were tferminated.

27.12 Breach of Contract
A UTAMU Bonded Scholarship participant will be considered to be in breach
of the Conftract if, for example, they:

Withdraw from the doctoral programme after starting the second year of
study without nofifying UTAMU;

Fail to complete the doctoral programme after spending a maximum of 4
yedars on it

After completion of the doctorate, the staff decides to quit UTAMU before
the bonding period has elapsed.

Staff withdrawing from UTAMU Bonded Scholarship will not incur adverse
financial consequences if they withdraw due to iliness or injury with
supporting evidence from a medical practitioner; or before commencing
their second year of studly.
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However, if a staff falls out after their second year without any good reason
supported with evidence, they will be required to repay the scholarship
amount plus interest as a debt owing to UTAMU. Failure to do so they will be
dismissed with disgrace from the Universily.

27.13 Monitoring and review of policy

All staff development activities will be evaluated. The Learning and
Development team and other providers of in-house staff capacity
building activities are responsible for evaluating the effectiveness and
impact of what they provide.

UTAMU is committed to the continuous improvement of its staff and
encourages feedback from staff. Where appropriate, best practice will be
shared as part of our commitment to improving service provision within
the University.

Those responsible for managing staff should, together with the staff
member participating in staff development activities, evaluate the extent
to which capacity building undertaken has achieved the infended
objectives, and where necessary agree on appropriate next steps with
the staff member during their annual Performance Review.

The Directorate of Finance and Administration through the Finance,
Administration and General Purpose committee will monitor application of
the policy. Quarterly reports will be made to the Directorafe of Finance
and Administration on what capacity building is needed, how the current
capacity building is fairing and the return on investment being realized by
capacity building activities.

PART F: EXIT FROM EMPLOYMENT
The following provisions shall guide the process of employee exit from
university service:

28 Circumstances for leaving employment
An employee shall leave the university employment under any the following
circumstances:
Retirement which shall be on attainment of 70 (seventy) years.
Completion of a confract
Resignation
Restructuring
Termination by the university
Dismissal
Death
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29 Terminal benefits

l. On leaving employment, an employee shall be eligible for benefits as
provided for in their appointment terms and conditions and subject to any
changes that may have occurred during the form of engagement.

. An employee dismissed from service of the university shall not be entitled
fo dny benefits.

ll.  An employee whose services are terminated due to gross misconduct
before the expiry of the contract will not receive any benefits.

30 UTAMU Certificate of Good Service
On successful completion of tenure of service, an employee shall be issued
with a cerfificate of good service.

PART G: APPENDIICES

I, University Organogram

Il.  Staff Salary Framework

lll.  Employee Registration Form

V. Annual Leave Form

V. Travel Form

VI, Training and Development Bonding Form
VIl.  Appraisal Forms — Performance Score Card
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