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PREAMBLE

This policy provides clear guidelines for efficiananagement of staff training and development
function in the University. In addition, it will eare the University comprises competent and

committed staff.
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LIST OF ABBREVIATIONS AND ACRONYMS

JOOUST Jaramogi Oginga Odinga University of Science aechfiology

ICT Information Communication Technology
TNA Training Needs Assessment

PA Planning and Administration
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DEFINITIONS

University: means Jaramogi Oginga Odinga University of SciemceTechnology.
Department: means all service-based units in the Univergiycsure.

Training: means a planned process to modify attitude,wleatge or skill

through learning experience to achieve effecpegformance in an

activity or range of activities.

Programme of study: means a prescribed syllabus that trainees musiugit at a given
level

Staff: means all employees of the University who argpermanent /contract
employment and academic staff, professionalaademic or support

on development programme.

Staff development: means University sponsored for capacity building
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1.0 INTRODUCTION

The Staff Training and Development Policy derivesnt the high value placed by the
institution upon its staff and the belief that treeg central to its endeavors. This policy aims
to assist the training and development of eachviddal and thereby enhance the
University's performance and its status as a qualmployer. It covers the role of the Staff
Training and Development Committee, delineatesaesipility and provides a framework
for implementation of the policy, including considion of equity, funding and performance

indicators.

Extending knowledge and skills to its staff is afdghe University’'s key commitments. The
University is dedicated to the pursuit of learnifgit is itself required to be a “learning
organization”, so that it can continually improveetprovision of learning opportunities.
Development of knowledge, skills and attitudes @cka the performance of staff in their
current tasks and prepares them for the emergieg to which they will need to adapt. It is a

vital investment from which staff and the Univeysiself will benefit.

2.0 POLICY STATEMENT
The Staff Training and Development Policy endeavwor&mpower University employees
with the skills and knowledge to offer quality sees to its customers.

3.0 PURPOSE

The purpose of this Policy is to support continuteegning by University employees by
providing a funding source for participation in iJersity-sponsored or work-related training
and development. This Policy is a statement oftheersity’s intent regarding this goal and
aims to establish a safe working environment inchstaff training and development is
actively promoted, employees encouraged and opptes for recognition and development

provided.

40 OBJECTIVES
The objectives are:
(&) To ensure the University has staff with requisiienpetencies to support the

Universities mission, vision and strategic objeesiv
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(b) To provide opportunities for personal growth andedepment of staff members
to cope with emerging internal and external chaiésnin their duties and
responsibilities.

(c) To ensure that the decision making and planninggases fully integrate

University staff training and development needs.

5.0 TRAINING AND DEVELOPMENT PRINCIPLES
To achieve the objectives stated, the followingh@ples shall apply:
(&) That training is an investment in skill developmehtemployees which should
be directed at achieving the strategic a@bjes of the University;
(b) That all employees should have access to apprepinaining and development
opportunities required to perform their assignmeent
(c) That the training shall ensure career developmppbuunities is in accordance
with the University’s policy of non-discrination, gender discrimination and
equity;
(d) That training shall address gaps identified durstgff performance appraisal,
competency needs assessment and training neesgs@aent and:
(e) That training and development will be prioritizedtcarding to available
resources and the needs of the departmdritaiversity.

6.0 MODESOF TRAINING

The following are various training approaches thatUniversity shall use:

(a) Orientation/induction programmes for new employaed internally re-deployed
staff;

(b) On-the-job training, via job shadowing, coachingentoring, in-house skill
sharing, participating in a project or job in a nemea;

(c) Secondment and placements/visits to other orgaoizsat

(d) Formal structured training such as studying towapgsifications, short courses or
attending conferences both internal and exteamal;

(e) E-learning and use of internet systems.

7.0 MODESTO APPLY

The following shall be considered when decidinglmntraining mode to apply:
(a) the benefits of the training and development to tHaiversity;
(b) the cost of training and development; and

(c) the location of the training and development.
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i. On the training need, the Registrar, Planning addhiAistration shall advise on
programmes that have been attended and positivelyaed by other staff,
including previous participants.

ii. The Staff Training and Development Committee map @lommission training
to be run either internally or externally, whereist clear that there is a

significant University need.

iii. Where an internal training intervention is beingupled, in-house expertise,
where available, shall be used to deliver the inginExternal trainers will be
used in conjunction with internal staff, where pbkes to tailor the training to

the University context, while developing the exserfor the future.

iv. Any scholarship opportunities shall be advertisédough the website ,
individual e-mails and placed on notice boards rieuee that all staff have

access to the relevant information and opportuitie

8.0 RESPONSIBILITIES
8.1 Management Board
The Management Board shall :

a. Ensure that staff training and development polgyuily implemented to the
benefit of the University and employees;

b. Allocate adequate resources to fund trainmtydevelopment activities;
Identify annual University priorities for trainirand development; and

d. Receive and consider training and development tepor

8.2 The Staff Training and Development Committee
The composition of this Committee of Senate shala contained in Schedule VII of
the Statutes, 2013.

8.21 Responsibilities
i.  To formulate and review the training policy in tHaiversity;

ii.  To plan for staff training;
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iii.  To serve as a clearing house for all training prognes;

iv.  To award scholarships received by the University;

v. To receive and process applications for training;

vi.  To draw up policies and criteria pertaining to appuoents, appraisals,
and promotions in the University and make recomragads to the
Senate;

vii.  To recommend rewarding of meritorious performanog @ecommend
deserving cases to the Promotion Committee of then€ll;

vii.  To deal with any other matters referred to it byn&e, the Vice-
Chancellor or any other University Committee; and

iXx. To receive and consider staff training and develampnmplans and

budget.

8.3 Heads of Departments

Heads of Departments shall:

(@)

(b)

(©)

(d)

(€)

(f)

Analyse the training needs of staff in relationtteir posts and University
priorities;

Carry out career development review process sysiestig and agree on a
meaningful career development plan for each of tteif;

Ensure that training identified for each individaatareer development plan is
implemented as far as possible within the availadgeurces;

Monitor and evaluate learning for employees whoeharndertaken training and
development. Seek feedback on internal and extdraming programmes,

including their quality and cost effectiveness &mmvard reports to the Registrar,
Planning and Administration;

Ensure that employees implement the knowledge klid that they have gained
from training and

Ensure that staff who attend training prepare:

i) a report for onward transmission to Registrar (Eépied to the Vice-
Chancellor
i) a training schedule for departmental members.

8.4 Individual Staff Members

Members of staff shall be:

JOOUST,
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(&) Encouraged to identify, prioritize and agree ornirttraining and development
needs with their heads of department;

(b) Required to prepare a training schedule and pragentfor colleagues;

(c) Required to complete the relevant evaluation forms.

8.5 Human Resource Training and Development Section

The section shall:

(&) Analyse career development plans to identify commalividual training needs
which would be effective to administer centrally;

(b) Assist in the identification and prioritization tbfe University’s training needs;.

(c) Develop an annual University’s training programnee nheet the aggregated
individual and corporate needs;

(d) Design appropriate training programmes and idestifyable trainers;

(e) Maintain database on relevant training programmesiastitutions;

() Advise on training and development opportunitiesilable;

(9) Monitor training attendance and funding allocatitmensure equity;

(h) Receive and analyze training and development etrafutorms and

(i) Produce and publish an annual training and devetopmneport.

9.0 FRAMEWORK

(&) The framework to guide in the implementation ofstipiolicy shall take into

account the need to recruit and select quality,stafuct, train and give opportunities
for development, to appraise performance and pepwidere possible, the chance to
progress on appropriate career paths. A holistd equitable approach shall be
adopted, rather than a narrow focus on isolatedhitiga courses and other
developmental activities. The overall aim of thaffstraining and development
programme shall be to assist and support staffanning their career development

that support University objectives.

(b) Staff training and development shall operate agclecwhich is repeated at each
Departmental levels as individual staff grow peidty and professionally. Many

staff members will seek to move to the next lewefurther their career, once they
have acquired sufficient experience and demonstateficiency in their current job.
Others will choose to remain at the same levet, rhight seek to become more

specialized or multi-skilled to maintain interesid job satisfaction.
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(c) At each level, the cycle starts with recruitmentl alection, then induction,
followed by training and practice. The cycle culatgs in annual performance
appraisal to provide feedback, identify furthenriag and development needs and
assess suitability for career advancement, or @ppidies for lateral moves to
accommodate personal aspirations, or UniversitylsieBevelopment needs will be
met through attending skills or professional depgient courses, undertaking formal
courses to prepare for advancement to the next, lev@ther development activities

such as attendance at conferences, undertakingcpsajr job rotation.

(d) Individuals seeking career progression shall pléaeirt development, in

conjunction with their supervisor, as part of olijge performance appraisal in the
staff development cycle. The Human Resource Depmamttrshall provide updated
information on career paths to assist staff in shup career progression and
development options, as well as enables the Wsityeto plan training and other

activities required at each level.

(e) This framework shall consist of broad career pathigh provide opportunity for
staff progress from one level to the next, haviompleted one or more iterations of
the staff development cycle at each level. It stidad noted that the career paths are
not prescribed and shall be no be guaranteed foparticular individual to progress
automatically. However, should a vacancy exisiniy will be given to individuals

with relevant training.

9.1 Career Paths
(a) Academic Staff

Tenure and promotion requirement and proceduresadademic staff to progress
along a career path from Assistant Lecturer, at&Hl to Professor at Grade 15, are

well established.
(b) Professional Staff

Professional staff positions are classified frommaistrative Assistant Grade 7
through academic staff equivalent of Assistant uemt (Grade 11) to Professor

(Grade 15). Within this structure, positions argHar identified with job categories
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titted Administrative, Information Technology, Ldémy, Scientific and Technical,

Trades and Services.

Human Resource Department shall identify and grprgdessional staff positions
where duties are essentially the same to develgpnaistent and comprehensive
nomenclature for positions within each categorgath level. This should facilitate
identification of potential avenues for advancementpotential for lateral move to
broaden an individual's base or experience or ifatél a change to another job
category. For example, a member of administrataumilfy employed in a clerical
position would be aware of administrative officessgion at the next higher level
across the job family. The individual staff migippdy for the next available vacancy,
knowing it would be an appropriate career move.ewlatively, a laboratory
technician in the scientific and technical job fgmmight seek to move to a School

administrative position in the administrative jafily at the same or higher level.

9.2 Recruitment and Selection
Internal applicants will be better prepared and enambre competitive for promotion

through attending University career advancemeiriitrg targeted at various levels.

9.3 Induction

9.3.1 Induction programmes are critical as the firstnfoof training for the
University’s new employees or recruits as thishis first entry point at which
values, attitudes and culture, including procedaras rules of the University
are inculcated. Therefore, induction sets the fonéhe expected performance
in compliance with the schemes of service. Effeciivduction process will
help introduce new staff to the University to thentext and environment in
which they will work, as well as encourage thetenest in and commitment to
their new employer. Subject matter will include,aggpropriate to the type of

staff concerned:

a) The University mission, goal, core values and hjsto

b) The context (structural, political, economic, shagc) within
which universities operate; and

C) Policy, procedures and organization.
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9.3.2 Induction begins from the day a new member taff geports on duty and
should continue for one month, depending on thellef the staff. The
following approaches will be used for induction:

(a) information provided on -line;
(b) compulsory induction programmes;
(c) induction seminar involving the Vice Chancellodasther senior staff to
encourage a sense of belonging to the Universityg;
(d) activities at departmental unit level;
I. introductions to all staff;
ii. confirmation of duties of the position and the rofesupervisor with
respect to probation and performance appraisal,
iii. an overview of the department’s work, mission, gpathics, values
and its place in the University structure;
iv. use of Information Communication Technology (ICT);
v. occupational health and safety induction, and
vi. identification of an appropriate mentor who canmupthe new staff

member.

9.3.3 For academic staff, induction programmes will imiduan introduction to
theory and practice relating to student learninggriculum planning and
development, course management, course evaluateaching, student
supervision, assessment and examination, schglarshésearch and

community engagement.

9.4 Practiceon thejob

9.4.1 Significant learning and development will occureasployees put into
practice their skills and qualifications on thb.j&uch learning will be
enhanced if the following developmental opport@sitare made available or

encouraged, as may be appropriate, by the Uniyersit

(a) on-the-job training, particularly in the specifkilts required for the job;
(b) participation in practical learning programmes;
(c) lateral transfers/job rotation;

(d) staff interchanges or secondments;

JOOUST, Page 15



Staff Training Policy

(e) internships;

() attending conferences;

(g9) special studies programmes, workshops and seminars;

(h) study visits;

() inter- University visits;

() multi-skilling;

(k) temporary performance of higher duties;

(I) support from a mentor;

(m) involvement with networks or professional assooiai

(n) private study to improve skills or qualificatioras)d

(o) for academic staff, participation in professionavelopment activities
relating to teaching, learning and research.

9.4.2 Staff expected to undertake new tasks in theisjuddl be given on-the-job
training or the opportunity to attend theskent performance enhancement
training as appropriate to the University amdlvidual needs.

10.0 TRAINING NEEDS ASSESSMENT
(@) All training in the University will be based on cprehensive training needs
assessment to be conducted on an annual basiscindegpartment and will
include both external and internal training. In lgp@g the training needs,
training objectives will be linked to University gls. For effective assessment,
each department will be required to develop anchtaai a skills inventory for

its entire staff.

(b) Following annual staff appraisal process, Head®epartments and individual
staff shall identify the training and developmergeds for inclusion in the
Annual Staff Training and Development Plan. In ghecess, the Head of
Department and the individual staff shall indicétte period required for the

training or development activity.

The training needs will cover the following areas
I. Training required to bridge the University’s knoddge and skills gap.
ii.  Changes in legislative requirements.
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iii.  Additional knowledge and skills required to cobtrie to the priority
work areas of the University. Theseds shall be identified by the
Heads of the Departments to endhed the resources are made
available to staff for these needs

iv.  Individual aspirations for career development ang preparation they
need to enable them undertakedritgvels of responsibility within the
University.

(c) Training needs analysis will ensure that careeraadement and performance
enhancement courses meet University needs antifydearget participants for
training. This should inform the development oé thnnual Staff Training and
Development Plan, which will also identify and tlioffered by other

organizations.

(d) Completion of career advancement training for pseif@nal staff will not provide
automatic promotion, nor will external applicafis precluded from selection
because they have not completed the relevanirgaiin order to assist internal
applicants to be more competitive for higher lepesitions, completion of the
relevant career advancement training for eacH lgilebe specified as desirable
in selection criteria. Supervisors conducting aimerformance appraisal should
identify and encourage staff with potential to gness to higher levels to attend

career advancement training.

(e) Performance enhancement trainingSkills and personal development
requirements should be identified at each levekmable staff improve their
expertise and better perform in current positidhstformance training will be
grouped to recognize the different needs of swath teaching and research
interests, management staff and staff with sdientitechnical, financial,
administrative, computing, client services, or wzational health and safety
responsibilities.

10.1 Essential Training
University staff shall be eligible for one weektire relevant training in a year based
on funds available in the following areas:

(&) Induction training for new staff and staff transést and promoted to other

units and management staff.
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(b) Training to meet statutory obligations as an emgipyor example, the
Employment Act 2007, the Constitution, Labour Lav@phesion and
Integration Act, Public Officers Ethics Act 2003 rBons with Disabilities
Act, HIV and AIDS Policy and Occupational HealthdaBafety Act.

(c) Training to keep staff abreast of new changes éir twork environment,

for example, technological changes.

10.2 Training Projection

Training projections for different categories ohfstwill form part of the Staff
Training and Development Plan. All University Dejpaents will be required to
identify training needs and prepare training proges annually that will guide the
Staff Training and Development Committee in nomiwgtstaff for training. The
process of identification of training needs anamptization of staff will remain under

the general guidance and coordination of the Hé&xkepartment.

10.3 Training Programmes

Training programmes will comprise both short andgiberm training in specific
professions that are intended to impart requiredwkedge, skills and attitudes to
enhance staff performance. Where applicable, thivddsity will design in-house
training programmes as a method of drawing traiimtgyventions which will address
identified training needs. In addition, trainingliwbe provided under institutional
training both locally and abroad. To facilitatesthihe University’s obligations shall
be to;

(a) ascertain professional, qualified and experiencadérs;
(b) give guidelines on standards for all training peogmes;
(c) make available training programmes that are cdst®fe; and
(d) provide an effective evaluation and feedback system
10.4 Eligibility for Training

10.4.1 All staff members appointed on permanent/contrehs of employment shall
be eligible for training provided that their receriments are within the areas of
priority capacity building as identified by of ti&taff Training and Development

Committee.
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10.4.2 All staff in the management shall undertake tragnin policy formulation and

project implementation.

10.4.3 Those training within their career paths are taiygported by the University
subject to availability of funds provided they flilthe following conditions,
which will guide the approval process for long teraining:

(a) be on permanent and pensionable terms;

(b) have been confirmed on appointment;

(c) staff must have served the University for a perddwo (2) years
including the probation period, however, those @ygdl within
training grades are eligible to proceed for furtinaming;

(d) be nominated and recommended by their heads oftdepats; and

(e) have served for two years since the last long teaming.

10.4.4 The University shall not support training of staffproved outside their career
paths if not supported or approvetha departmental level. Approval at the
departmental level shall clearly shastification and link the training to the
needs of the department and the Usityeat large.

10.4.5 For those training under collaborative programrpesyisions for the
collective agreement will determine téems of the training in compliance

with the University regulations;

10.4.6 Training in information technology will be facgited for all employees but the

onus lies with the staff.

10.4.7 Staff on approved training will be deemed to bedaty and will, therefore, be

entitled to the benefits subject to Tleems and Conditions of Service.

10.4.8 The University will only support training prograrmesithat are approved by
the Staff Training and Development Catte®e.

10.5 Application Requirements
(a) Consideration for training shall be based, on amathgrs, the approved training
projection for the Departments and forwarded te t&taff Training and

Development Committee.
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(b) Applicants shall give full details of confirmed asion, sponsorship and
description of the relevance of the training te #pplicant’s appointment at the
University and the timeliness of the training.
(c) Staff members shall normally be expected to pupsagrammes of the University
or any other programme approved by the Uniwergiistification for

the choice of the programme outside the Usitsewill be required.

11.0 PROCEDURE

(a) All applications for training shall be submittedthee Head of Department.

(b) The Head of Department shall convene the Deparahd@maining Committee to
consider the applications and shortlist the apptsa

(c) The names of the shortlisted applicants, includimgse not shortlisted and the
minutes and any other relevant documents shalbtveafded to the Staff Training
and Development Committee.

(d) The Staff Training and Development Committee stafisider and approve the
applications;

(e) All recommendations shall be endorsed by the VikarCellor.

(M In all cases, including time-off, written approvaust have been obtained from
the University before commencement of the course.

(9) The Registrar (PA) shall inform all the applicardé the outcome of the
application.

111  Appea
Where an application has not been approved aneéduty requests for review, applicants
who are dissatisfied with the decision of the Stafhining and Development Committee
even after review may appeal to the Vice Chancelitrin (14) days of the date of receipt of

the outcome of the review.

12.0 BENEFITS OF SUPPORT

Attendance of training, conferences and studyingafdditional qualifications shall usually

benefit both the individual and the respective Depant. The level of support in terms of
leave of absence and financial assistance wiltetbee, reflect the balance of benefits that

accrue, on the one hand to the University and erother to the individual.
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12.1 Balance of Benefits

There are varying balances in the benefits betvileertUniversity and the individual.
The balance of benefits should influence the amaoointsupport given to the
individual. Attendance of training, conferences atiter programmes of study should

provide experience, increase knowledge and enhskilte
These may be essential and useful in:

(a) enhancing the capacity and efficiency of the Ursitg to achieve its Vision
and Mission;

(b) improving performance in the job in which the niem of staff is currently
employed;

(c) preparing members of staff for a different kafgob which the University
may expect him/her to perform or a jolt thay be available in the University
at some future date;

(d) making available to colleagues the knowledge &ibacquired from training
and conferences, through reports, lecturers semarat interactive activities.

(e) enhancing the standing of the individual by adqgiadditional qualification;
and

(H reviewing the time-off granted to the member affst

13.0 LEVEL OF SUPPORT
The level of support given to staff may vary andildofall into any of the following

categories:

(a) Leave with pay and fee waiver given by the Univgrir in-house training.

(b) Leave with pay and all attendant expenses paitlyfdhe University.

(c) Leave with pay and partial expenses as determipeldebStaff Training and
Development committee paid for by the Ursitg.

(d) Leave without pay and staff pay all their expenses.

(e) Leave with pay with no support from the Univergitp reimbursement).

() Time-off during the regular work-time to pursue ragramme either University
sponsored or self sponsored.

(g) Staff who, through their own initiative and in theiwn time, embark on training

relevant to their duty with prior written approval the University and passes
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may be reimbursed in part or in full as determibgdthe Council. Such staff

shall also be granted an examination leave fodthiation of the examination.

14.0 BUDGET GUIDELINES
Budget guidelines shall be developed by the Sta#iining and Development Committee
shall be approved by the Management Board in ctatgut with the Council.

15.0 SOURCES OF FUNDS
The Staff Training and Development Committee wallice funds from internally generated
University funds, the Government or bilateral agament between the University and

donors.

16.0 TENURE OF TRAINING INSTITUTION
The Staff Training and Development Committee wilhsider only applications for support
where such training is to be received from Indtitug recognized by the Senate.

17.0 CRITERIA FOR APPROVAL OF TRAINING
In deciding whether or not to approve applicati@msl level of support, the following

considerations shall apply:

(@) The University’s Vision, Mission, goals, objectivesd projected needs shall
form the basis for determining such training needs.

(b) Staff applying for training shall be expected toeméhe requirements for the
particular training.

(c) The cost of the proposed training.

(d) Whether the training is relevant, essential ancktynfior both the applicant and
the University.

(e) Qualifications, experience and current performaotcéhe candidate which are
likely to affect his/her ability to benefit persdiyaas well as other colleagues in
the University.

(H For long term training (Diploma or Degree programntesting more than one
year) priority will be given to members of staffttviongest service.

(g) In all cases, nomination for training shall be danyethe Departmental Training

Committee .
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(h) Staff who have not served for two years since apgpwnt or from the date of
return from the last study leave, shall not be mat&d for long training, except
those on staff development programmes.

(i) In exceptional circumstances, one may be nomindted training if the
department expresses a critical need or if therratve would be for the
University to lose a training opportunity espegiafbr collaborations with
partners.

() Affirmative action of the Government of Kenya aheé University.

(k) Partial contribution by the applicant or other body

() The University shall as much as possible supporhbsgs of staff nominated for
training and, where finances are limited, consitter order of priority as
specified in this policy.

(m) Where adequate funds are not immediately availabte a member of staff on
approved training is advised to pay for their exge=n the University shall
reimburse the cost in accordance with the Universigjulations.

(n) The training committee shall prepare a schedulppfroved nominees as well as
those not approved based on financial constraints.

(o) Priority of approval will be given to applicatiom®ld in abeyance on financial

grounds.

17.1 Sponsorship by the University

(@) The University shall grant scholarship to employemss staff development
programmes, undertaking postgraduate traininghatUniversity. Fee waived
shall only include registration fee, tuition reldttees and examination fees and
research money.

(b) Fee waiver shall be renewable annually upon sulionisd a satisfactory progress
report submitted to the Staff Training and Devetept Committee by the Board
of Postgraduate Studies (BPS) or the Chairmofrthe Staff Training and
Development Committee.

17.2 Donated Scholarships
A member of staff who is on University/donated dahship may be entitled to

additional financial support from the Universityrohg the period of the scholarship.
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The University shall endeavour to comply with regigns as stipulated by respective

donor/sponsors.

17.3 Payment of salary and other emoluments

(&) When a member of staff takes up a scholarship tenata full time training,
he/she shall apply to be granted study leave F@ period required to
complete the programme of study;

(b) If a member of staff goes on a full time progranmforea period longer than six
(6) months on a donated scholarship or Uniwergbnsored scholarship, such
a member of staff shall be granted leave806fb basic salary, while other

benefits shall remain the same.

174 Short Term Training
Any training lasting up to six (6) months shalldeéerred to as short term training. A
member of staff going for a full time short terraihing either locally or abroad shall

continue to receive full salary and other pers@mabluments.

17,5 Local Training Programmes

(&) A member of staff, who is not on scholarship eithgrthe University or from
donors, shall be paid full salary.

(b) A member of staff on study leave locally shall lEguired to return to the
University to work when the institution he/she tgeading is off-session or on an
unscheduled closure. This requirement shall beifspedn the letter granting
study leave. In this case, the affected staff shallpaid full salary and other
personal emoluments during the period they are mgrk

(c) A member of staff attending a full-time non-resitigihlocal training/partial
study leave shall be entitled to full salary aridb#ier benefits thereof.

176 Stipend
A member of staff on training drawing full salasy any other maintenance payment

from the University shall not be entitled to payrmef stipend.

17.7 Reimbursement by the University
A member of staff who attends an approved traiming pays for registration, tuition,
examination fees and project expenses, shallib#vesed when he/she successfully

completes each stage/part of the training sulgeitte following:
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(@) The University may vary the mode of reimbursemenmt ¢ases deserving
extra-ordinary consideration;

(b) at the stage of reimbursement, such staff shaseed with a bonding letter.

17.8 Tuition Feewaiver

The Staff Training and Development Committee shwalhsider requests for fee
waiver for staff, legitimate spouse and chaldrstudying at the University in
consultation with the Council from time to time.

This will be subject to:

(a) availability of funds allocated for training andvééopment; and

(b) equity.

18.0 SEMINARS, WORKSHOPS AND CONFERENCES
The University recognizes that participation in fesances, workshops and seminars is a key
evaluation criterion for the staff. The Universityll therefore recognize staff who:

(a) represent the University at a meeting or conferesacihat the University  can
influence the policies and practices of biadl, Regional and International
bodies and Institutions;

(b) attend conferences, presents papers, and orgaomdsrences that make a
significant contribution to a particular area oddemic or professional activity;

(c) staff who through other bodies get nominated oh $pbnsorship to present
paper(s) at a conference or seminar will be gchpggmission to attend by the
University; and

(d) attendance of five (5) conferences will attracddreowards annual appraisal.

The attendance of conferences shall be subjeataitability of funds. However, sponsorship
for the individual members of staff within the safiv@ancial year shall be categorized as

follows:

(@) On I application: air ticket, registration fee and Sstesice up to a maximum
of five (5) days;
(b) On Z‘dapplication: Registration fee and one of the nekichever is higher;

(c) On 3%pplication: Leave of absence and 1 day subsistence
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(d) On 4"application: Leave of absence.
19.0 CONDITIONS OF STAFF TRAINING

19.1 Termsof Study Leave

(a) Study leave approval shall be for a maximum of gear initially renewable
upon production of a satisfactory progregsort by the member of staff.

(b) The Council may review the Terms of Service of amgmber of staff who
trains under study leave and fails to completaitng.

(c) Unless there is express approval for change oframge from the University,
employees shall be required to complete the trgifam which the study leave
and/or sponsorship was granted.

(d) Should there be absolute need to change a trgmmogyamme, while on training,
the staff will be required to seek the avat of the Staff Training and

Development Committee in writing beforéeefing the change.

(e) The Training Committee shall inform the Vice Chdlureon all commendations.

19.2 Other Requirements

(a) Applications for study leave must be made to theeMChancellor. In each case,
all applications must be supported by the Headegdddtment.

(b) Applicants shall give full details of all costs,rdtion and institution, while Head
of Department shall give a description of the Ifighéo the University and the
applicant.

(c) Study leave shall be granted to a member of stadtcordance with their terms of
service. The University shall in all cases, ebsercabsolute discretion in
accepting or rejecting applications for study leave

(d) All members of staff who intend to attend approvesdning on full-time basis
shall apply for study leave through their HeadsDefpartment. Those granted
study leave shall be issued with a letter speaifytime period of leave and other
terms and conditions of study leave;

(e) A “study leave Bond” shall accompany the study &ketter. The University shall
be satisfied that adequate and appropriate arragngsrhave been made to cover
the duties of the applicant during his/her absentkee Head of the Department
shall furnish details of such arrangements whernicatohg support for the
applicant;
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( Members of staff on study leave will not be entitte annual leave or payment of
leave allowance during the study leave period. Harethose attending approved
training on time-off and/or partial study leave isashall be entitled to both annual
leave and leave allowance;

(g) Staff on sandwich programme shall qualify for arineave and leave allowances
on pro rata basis for the period they are on duty;

(h) A member of staff whose request for study leaverntmseen approved shall not
be granted unpaid leave of absence to pursue higs#meing in a specific area of
interest or otherwise, or be reimbursement feesumtessful completion of the
training.

(i) A member of staff who has completed training owtside Country shall be
granted ten (10) working days leave upon return.

19.3 Insurance Cover

Where attendance of training will require staffurence cover, Heads of department
will be encouraged to contact Human Resource Deyastt

Any member of staff who travels outside of the doyiron study leave shall be
required to make his/her own arrangement for instegacover. The University will

disclaim responsibility for medical expenses inedroutside the country.

19.4 Study and Examination L eave

19.4.1 Any staff who is awarded training through the Uity or any recognized
government funding body will be entitled to takedst leave in accordance
with the Terms and Conditions of Service. The fwollagy criteria shall apply
when considering requests for study leave:

(@) status of admission;

(b) relevance of training to job requirements and neefdshe
University;

(c) employment status of the applicant, whether permiane

contract or temporary;

(d) length of service to the University minus fivg {®ars;

(e) status of funding: two (2) year minimum intervemiperiod
since the last study leave; and

() bonding status.
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19.4.2 Staff members on local study leave will be entitledl00% salary plus other
benefits, while those on study leaveoall and on full scholarship will be

entitled to 80% of their salary plubetbenefits, excluding medical.

19.4.3 Staff who are sitting examinations following coepbn of a work —related
training that has been funded by thévéisity are entitled to take one day’s

paid leave for each day they sit an eration.

19.4.4 All study examination leave is granted in addittorannual leave entitlement,
but must be agreed by the Heads of Bxeyeat and a record of this leave sent

to the Human Resource Department.

19.4.5 Staff who applies for study or examination leage d training which is not
funded by the University will not be ggble for study leave and must use

their annual leave.

19.5 Cancellation of Training
Failure to attend training or where a staff menmiies to withdraw or cancel their training
leave, whether internal or external, leading t@mst ¢o the University, will be investigated by
the Staff Training and Development Committee armdmemend to University Management.

20.0 REWARDSUPON SUCCESSFUL COMPLETION OF TRAINING
Members of staff shall, upon completion of trainipg rewarded as follows provided the

maximum is not exceeded:

)] Ph.D - Three (3) salary increments
i) Masters - Two (2) salary increments
iii) Bachelors - One (1) salary increment
iv) Diploma - One (1) salary increment

21.0 STAFF TRAINING AND DEVELOPMENT INDICATORS
The following performance indicators shall be usedhe assessments of the impact and
worth of staff training:

(a) results of participant evaluation of the Universitguction;

(b) results of participant evaluation of career advama® and performance

(c) enhancement training, particularly in relationgarhing outcomes and impact on job

satisfaction and performance;
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(d) number of staff attending training;
(e) number of professional staff vacancies filled biginal candidates; and
(H number of professional staff who participated imeea advancement training and

were subsequently promoted.

22.0 PERFORMANCE APPRAISAL
Staff performance appraisal process has been mlade to serve the following purposes in
the context of staff development cycle:
(a) to provide clear expectations regarding duties &l identification of individual
objectives with appropriate feedback to staff agirtperformance; and
(b) to inform decisions on requirements for career adement and performance

enhancement training, or participation in otheredepment activities on the job.

23.0 EQUITY
Staff training and development should be accessiblen equitable basis, should promote
the principles of equity and should reinforce ti@saand objectives of the  University's

Equity Plan.

24.0 MONITORING AND EVALUATION

The University shall develop systems to assesextent to which the training

objectives were realized. Such systems shall atisedsining offered and the cost-
effectiveness. Recipients of training will be unddsligation to provide any information
sought from them pertaining to the training recdive

25.0 BONDING
Bonding shall always be a pre-requisite for grapstudy leave where applicable.

(&) Any member of the staff who is granted study lebyethe University for a period
longer than six (6) months shall serve the Univer&r a period of three (3) years.
He/she shall be bonded for the three years on nasomof duty.

(b) A member of staff who is granted study leave byulnéversity and duly bonded for a
period of three (3) years can liquidate the bondwam by paying to the University an
amount equivalent to that expended on him/her duthe study leave period.

(c) In cases where bonds overlap, they shall run coectly. However, if one leaves the
University employment before he/she completes tredbhe/she shall be required to
complete the payment of the longer bond,;
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(d) All members of staff returning from study leave Ist& required to resume duty in
their nominating Departments and serve for at lagstriod equivalent to the duration
of training;

(e) Members of staff who train privately on programnveish approval of the Staff
Training and Development Committee shall be boratetthe time of reimbursement
but the bonding period shall be as per clause Pabh@ve; and

(H A beneficiary of the University support who fails tesume duty shall refund
University expenses incurred on him/her duringnireg in full through him/herself or
his/her sureties.

26.0 IMPLEMENTATION
Implementation of this policy shall be vested ia tifice of the Vice Chancellor.

27.0 REVIEW
This document shall be reviewed the Staff Trairangd Development Committee every five

years or earlier as need arises or as deemed aegcess

28.0 AMENDMENTS
Any amendments shall be approved by the Senatenisuttation with the Council.

JOOUST, Page 30



