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FOREWORD

The Universities and Other Tertiary Institutions Act 2001 as amended provides for the functions
of a University Council to include the formulation of the general policies of a Public University.
The enacted policies and statutes are intended for the efficient governance and management of the
Public University. It is against this background that the Makerere University Council has approved
this Human Resource Manual to ensure the efficient utilisation of the University’s Human
Resources.

This Manual is a representation of Makerere University approved human resource policies and
practices and shall be cited as the Makerere University Human Resources Manual 2009 (as
amended). It provides a framework in which all human resource decisions and actions in the
University shall be based. The Manual guides and directs the management, development and
revision of all human resources policies and procedures required by the University to manage and
develop its human resources.

The Manual reflects the Vision, Mission and Core Values of the University.

The Manual provides open communication between the University Council, the University
Administration and the University Staff.

It aids in the handling of human resource issues in a consistent manner and directs staff and the
University on their respective obligations.

The Manual shall be reviewed and amended when deemed necessary and, in such circumstances,
staff shall be notified of the amendments.

The Manual is legally binding and forms part of the terms and conditions of Service for all
members of Staff.

Dated this @4‘ day of .LQCQ,% be" 2022

Lorna Magara (Mrs.) Yusuf Kiranda
CHAIRPERSON, COUNCIL: UNIVERSITY SECRETARY
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HUMAN RESOURCES MANUAL

STATEMENT OF UNDERTAKING BY STAFF

R — have read and understood the provisions of this Human

Resources Manual and undertake to be bound by the terms and conditions therein.

If I have any questions concerning the provisions in the Manual, I shall seek guidance from

Director, Human Resources.

I understand that all University staff arc bound by this Manual and any other relevant laws.

[ understand Council rescrves the right to amend this Manual.

SIGNATURE DATE
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DEFINITION OF TERMS

In this Human Resource Manual, unless the context otherwisc requires:

Abscondment:

Academic Department:

Allowances:

Appointing Authority:

Appointment:

Appointments Board:

Basic Salary:

Casual Worker:

Shall mean absence from duty without permission for Ten (10)

consccutive working days.

Shall mean units under a College which run their own academic

programmes as approved by Council.

Shall mean monetary benefils a member of staff is entitled to

receive which shall vary from time to time.

Shall mean the University Council or any other authority acting

pursuant to delegated powers from Council.

Shall mean the formal engagement of an employee in the service
of Makerere University, in accordance with the Council

regulations.

Shall mean the Appointments Board of Makerere University
which is Committee of Council, as defined in the University and

Other Tertiary Institutions Act (UOTIA) 2001 as amended.

Shall mean the salary exclusive of allowances and or any other

allowable deductions.

Shall mean the person employed to perform unclassified tasks

on a day to day or ad-hoc basis.

Central Management Committec: Shall mean a committee set up by the Vice-Chancellor to

advise him/her on administrative matters. It shall comprise and
include; the Vice-Chancellor, the Deputy Vice-Chancellor (AA),
the Deputy Vice-Chancellor (F&A), the University Secretary,
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the Academic Registrar, the University Bursar, the Dean of
Students, the University Librarian and any other officer(s) as and

when the need ariscs.

Chancellor of the University: Shall mcan the Chancellor as defined in the Universities and

Child or Children:

College/Institute/School:

Conflict of Interest:

Consolidated Salary:

Contract;

Contract Gratuity:

Dean;

Disciplinary Panel:

Other Tertiary Institutions Act 2001 (as amended).

Shall mean a member of sta{f’s biological or adopted child under

Eighteen (18) years of age, as registered with the University.

Shall mean an academic unit comprising Academic or Research

Units.

Shall mean prohibited conduct as defined in the Leadership Code
Act 2002 (as amended), the Anti-Corruption Act 2009 or any

other law applicable.

Shall mean the basic salary plus allowances indicated in the

letter of appointment and reflected on the pay slip.

Shall mean employment in the service of the University for a
specilic, prescribed period under such terms and conditions as
shall be agreed upon in a service agreement entered into;

between a member of staff and the University.
Shall mean the terminal benefit a member of staff on contract
will receive upon completion of the respective period of service

expressed as a percentage of the staff’s annual salary.

Shall mean a person appointed and designated by the

Appointments Board as Dean of a School.

Shall mean the group of Individuals appointed by the University

Appointments Board to hear disciplinary cases or matters.
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Dismissal:

Early Retirement:

Established position:

Family Member:

Grievance:

Gross Misconduct:

Gross neglect of duty:

Head:

Home:

Shall mean termination of the services of a member of stalf by

the employer without giving the member any bencfits.

Shall mean a situation where a member of staff on permanent
terms of employment, between the age of 55 and 60, takes a
decision to permanently stop working or stops working on

medical grounds.

Shall mean the approved and declared job position as stipulated

in the job categories under Section 2 of this Manual.

Shall mean spouse and children below 18 years of age.

Shall mean a complaint relating to an issue arising from a
member of staff’s work, workplace and/or work environment

within the University.

Shall mean a breach of the terms and conditions of service and/or
the service regulations, professional, ethical or other laws or
guidelines in force at the relevant time by the Appointments

Board.

Shall mean an omission by a member of staff to perform his or

her duties.

Shall mean a person appointed and designated by the
Appointments Board as being administratively accountable for a

unit.

Shall mean a place of origin, within Uganda as stated by the staff
on the prescribed Human Resources Manual form at the time of
appointment. Tor non-citizens, home shall be defined as

Kampala.
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Human Resources Manual:

Immediate Family:

Salary Increment:

Industrial Training:

Interdiction:

Leave:

Middle Management;

Misconduct:

Occupation Category:

Shall mean the Makerere University Human Resources Manual
2009 as approved by Council to regulate matters relating to

human resources in the University.

Shall mean the member of stafl’s spouse and biological/adopted

children as registered with the University.

Shall mean the increase in salary granted to a member of staff on

merit until the top of the salary scale is reached.

Shall mean the training of a student to a University unit, for
purposes of the student developing skills and knowledge that
relate to specific useful competencies in regards to the Student’s

carccer.

Shall mean the temporary removal of a member of staff from
Office and from exercising the duties of his or her office pending
investigations until such a time as the result of the disciplinary

proceedings against him or her arc known.

Shall mean the official holiday with full pay from the University
that a member of stafl may be entitled to as provided for in this

manual.

Shall mean all Heads of Academic Departments, Schools and

Divisions.
Shall mean any conduct by a member of staff that violates the
terms and conditions of service and/or the service regulations,

professional, ethical or other law in force at the time.

Shall mean a group of jobs within a career path with similar or

related tasks varying in degree of complexity.
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Over time:

Plagiarism:

Principal:

Probation;

Resignation:

Retirement:

Senior Staff:

Spouse:

Member of Staff;

Stafl on permanent Terms:

Shall mean any Council approved hours worked in a day that are
over and above the designated normal working hours of a

member of staff.

Shall mean the unauthorised taking and use or close imitation of
another author’s works, or Ideas and passing them off as one’s

own original work.

Shall mean the head of a College as appointed by the University
Chancellor under the Universities and Other Tertiary Institutions
(Management of Constituent Colleges of Makerere University)

Statute, 2012 (as amended).

Shall mean a prescribed period for which a member of staff has

lo serve prior to being confirmed into university service.

Shall mean a formal notice to the University of the Voluntary
Termination of service with the University by a member of staff
in compliance with the notice periods as required by the relevant

law.

Shall mean the retirement from University service by a member

of staff on aftainment of the statutory retirement age.

Shall mean all members of staff on senior terms of service from

Salary Scale M7 to M1.

Shall mean a ‘husband’ or a ‘wife’ of a member of staff as
defined by the laws of Uganda.

Shall mean a person employed by the University under a contract
of service on permancnt, temporary, probationary or casual
terms.

Shall mean a member of staff who has satisfactorily completed
the prescribed probationary period and has been confirmed in

service.

Xix



Students:

Term:

Teaching:

The University:

The University Council:

Top Management Committec:

University Secretary (US):

Vice-Chancellor:

This shall refer 10 all registered students in the university,
including short term programmes such as certificates and on

modular programmes such as AFRISA

Shall mean in relation to a member of staff on contract, the
period of service with the University as stipulated in his/her

contract.

Shall include all activities that aid the delivery of content to the
learner. These may include but not be limited to lecturing, actual
teaching, drawing course outlines, setting course works and
marking, selting and marking ecxaminations, supervision,

research, guidance and interaction with students.

Shall mean Makerere University (Mak)

Shall mean the Council as established under the Universitics and
Other Tertiary Institutions Act 2001 (as amended) as the

supreme policy making organ of the University.

Shall mean a comumittee set up by the Vice-Chancellor to advise
him/her on administrative matters. It shall comprisc and include;
the Vice-Chancellor, the Deputy Vice-Chancellor (AA), the
Deputy Vice-Chancellor (F&A), the University Secretary, the
Academic Registrar, the University Bursar, the Dean of
Students, the University Librarian, Directors, Principals and any

other officer(s) as and when a need arises.

Shall mean Secretary to the University Council as designated in
the Universities and Other Tertiary Institutions Act 2001 (as
amended).

Shall mean the Vice-Chancellor of Makererc University who is

the Chief Executive Officer of the University as designated by
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the Universities and Other Tertiary Institutions Act 2001 (as

amended).
Volunteer: Shall mean an individual who is authorised by the Dircctor of

Human Resources or his or her delegate to render services to the

University without pay.
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AB:

AR:
DAP:
DHR;
DHR:
DICTS;
DVC (AA):
DVC (F&A):
EEP:
FPAIC:
HURIS:
ICT:

LA:

Mak:
MASA:
MUASA:
MUSG:
NUET:
PA:
PRCE
UACE:
UCE:
UOTIA:
US:

VC:

ABREVIATIONS/ACRONYMS

Appointments Board

Academic Registrar

Deposit Administration Plan

Director, Human Resources

Directorate of Human Resources

Directorate for Information & Communications Technology Support
Deputy Vice-Chancellor Academic Affairs

Deputy Vice Chancellor, Finance and Administration

Equal Employment Opportunity

Finance, Planning, Administration and Investments Committec
Human Resource Information System

Information Communication Technology

Legal Assistant

Makerere University

Makerere University Administrative Staff Association
Makercre University Academic Staff Association

Makererc University Students’ Guild

National Union of Educational Institutions

Personal Assistant

Public Relations Officer

Uganda Advanced Certificate of Education

Uganda Certificate of Education

Universities and Other Tertiary Institutions Act 2001 as amended
University Sccretary

Vice-Chancellor

XXii



SECTION 1

INTRODUCTION

1.0 Policy Statement

Makerere University is committed 1o creating and maintaining a conducive work environment
which enables all the University’s IHuman Resources to achieve Individual maximum job

satisfaction and output while ensuring carcer development of Individuals.

1.1 The University Governance and Administrative Structure
The University Council is the supreme organ of the Universily responsible for the overall

administration of the University as per UOTIA.

The Appointments Board is the Council Committec mandated under the Universities and other
Tertiary Institutions Act for appointment, promotion, disciplining and removal from office of all

staff of the University.

Senate is the organ responsible for the organization, control and direction of the academic matters

of the University and reports to Council.

The Chancellor is the Ceremonial Head of the Institution while the Vice-Chancellor is the

Administrative and Academic Head.

1.2 The Human Resource Mission Statement
The Human Resource Mission of the University is to provide an appropriate environment to

execute the human resource functions at Makerere University using best practices.

1.3 Human Resource Policy Goals

a) Effectively implement the University Human Resources Management Policy;

b) Implement and update Human Resource Information Systems;

¢) Evaluate staffing levels and hiring procedures for cffective human resource management;
d) Provide staff with necessary and consistent benefits administration and information to

receive the best value;



g)
h)

b)

d)

Address performance, training and development issues throughout the University;
Develop compensation stratcgies;

Improve staff relations throughout the U niversity Community;

Administer the University Equal Employment Opportunity (EEO) policies and monitor
compliance; and

Develop and implement cquity and diversity initiatives throughout the University

community.

1.4 Objectives of the Manual

To establish a fair and transparent system of entry and exit from the University;
To enable the Universily attract and retain high quality human resources;
To ensure quality in its recruitment and promotions criteria and

To serve as a basis for human resources management and development.

1.3 Interpretation and Enforcement

The Interpretation and Enforcement of this manual shall be vested in the Director of
Human Resources;
If any of the provisions of this manual are in conflict with applicable cxisting labour

legislation of Uganda, the provisions of such legislation shall prevail.

1.6 Application and Structure

The provisions of the Manual contained herein shall be known as the Makerecre University
terms and conditions of service;

It shall be an obligation of all staff to read and understand the provisions of this Manual;
The University Management shall maintain copics of the Manual which will be available
on the University intranet, Office of the Director HHuman Resources and College Human
Resources Offices; and

This Manual contains a Table of Contents, a Glossary of Terms and Appendices.

1.7 Structures for Implementing the Manual

The Human Resources Manual will be implemented in line with the following tier system:

a)
b)

¢)

Departments
Schools

College/Unit Established Committees as provided for in this Manual
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d)
c)

The Appointments Board Committee of Council

Relevant Council Commitices

1.8 Implementation of the Manual

The Director, Human Resources shall coordinate the overall development,
implementation and evaluation of the Human Resources Manual;

The adherence to the provisions of the Manual is the primary responsibility of every
member of staff of the University:

The Director, Human Resources shall oversee the activities of the key players as indicated
in the structure for implementing the Human Resources Policies;

Unit heads will ensure adherence to the provisions of the Manual in recommending staff;
and

In the implementation of the Manual, the Dircctor Iluman Resource shall report to the

Office of the Vice Chancellor



SECTION 2
EMPLOYMENT

2.0 Introduction

Makerere University is an equal opportunity employer and appointment to all positions in the

University service shall be based on the principle of MERIT.

The University Council shall approve all establishments and shall be responsible for all
appointments through the University Appointments Board as mandated by the Universities and

Other Tertiary Institutions Act (UOTIA) 2001 as amended.

However, appointment to the positions of the Vice-Chancellor, Deputy Vice-Chancellors,
College Principals and Deputy Principals shall be by the Chancellor on the recommendation of

the University Council after an appropriate Search process.

All persons sceking employment with the University shall do so in response to an advert of the
University by the Director Human Resources, by a written application addressed to the Director,

Human Resources and shall ensure their applications arc received by the relevant office.

2.1 Categories of Staff

As stipulated by the Universities and Other Tertiary Institutions Act 2001 (as amended), the

University shall have three (3) categorics of Staff as follows;

2.1.1 The Academic Staff
The Academic staff shall be staff engaged in Teaching, Research and OQutreach in the community
in line with the mission of the University. These Staff shall comprise;
1) College Principal;
1) Dcputy College Principal;
111) Director External Campus;
iv) Director of an Institute;
V) Director and Deputy Directors, Research and Graduate Training Dircctorate;
vi) Directors, Centres of Excellence and Global Centres;
vil)  Dean of a School;
viil))  HHead of a Depattment;
ix) Professor Emeritus;

X) Professor;



X1) Associate Professor;

xi1)  Senior Lecturer;

xiii)  Lecturer;

X1v)  Assistant Lecturer;

xv)  Rescarch Fellows;

xvi)  Graduate Fellows;

xvii)  University Librarian and other Library staff designated as Academic;
xviii) Chief Technician;

xix)  Principal Technician;

XX) Scnior Technician;

xxi)  Technician;

xx11) Technical Assistant;

xx1ii) Curators;

xx1v) Clinician;

xxv) Dental Technologists;

xxvi) Visiting /Honorary Academic Staff; and

xxvii) Such other categories of technical positions as the University Council may designate

Academic members of stafl

NOTE:
Members of Staff in this category who hold administrative roles shall have a minimum teaching

load which shall be determined by Makercre University Council from time to time.

2.1.2 Administrative Staff

Administrative members of staff shall consist of persons employed by the University other than
Academic members of staff holding administrative and professional posts established by the

University Council for the cfficient management and operations of the University.

The Administrative members of Staff shall include:
1) The Vice-Chancellor;
11)  The Deputy Vice-Chanccllor (AA);
1)  The Deputy Vice-Chancellor (F&A);
iv)  Heads of Directorates, Divisions/Units; and
v)  All other Non -Teaching members of Staff serving under senior terms of service

from salary scalc M3 to M7.



2.1.3 Members of Support Staff

The Support members of staff shall consist of persons employed by the University in positions
established by the University Council to support academic and administrative activities of the

University. These members of Staff are neither academic nor administrative membets of staff.

2.1.4 Members of Casual Staff

These shall be part of members of support staff and shall be persons employed to perform defined

tasks on ad-hoc basis and remunerated accordingly.

2.1.5 Other Personncl Associated with the University

a) Apprenticeship
Persons interested in apprenticeship placements shall apply to the Director, Human
Resources for placement through the Heads of respective Units in which they wish to do
their apprenticeship, for a specified period of time, and once accepted they shall be under

the supervision of the Heads of Department/Unit.

Any person on apprenticeship shall not be a member of staff. He or she shall not be

entitled to salary but maybe paid an allowance subject to availability of funds.

Any person on apprenticeship is in the University purely for mentorship and skills’
development. The only obligation the University has towards them is to monitor and

supervisc their performance.

The period a person on apprenticeship stays with the University shall be determined
according to his or her need and that of the Department/unit where he or she intends to

be deployed but, in any case, the period shall not exceed six (6) consecutive months.

The University shall have no obligation to take on any person on apprenticeship as staff,

as his or her service to the University is on voluntary basis.

b) Industrial Training/Attachment



The University may accept students for attachment to any of its Units for training

purposes, only not exceeding ten (10) weeks.

Such students shall apply for attachment to the Director, Human Resources thro ugh their

respective institutions and the Heads of the recipient Units.
While on Industrial training, the students shall not be entitled to any remuneration and

must fully comply with all regulations as provided by the Recipient Unit and the

Directorate of Iluman Resources.

2.2 Terms of Employment

Subject to the provisions of the UOTIA 2001 (as amended); Members of Academic,

Administrative and Support staff shall be appointed by the Appointments Board on such terms

and conditions as shall be determined by the University Council in respect of each category of

members of staff,

The Makerere University Council reserves the right to appoint any member of staff as a full-time

member of staff on either permanent or contractual terms.

The following shall be the terms of employment:

2.2.1

a)

b)

2.2.2
a)

b)

Permanent Terms

Appointment on permanent terms shall be the type of employment where the period of
service is up to the mandatory retirement age of sixty (60) yecars subject to other
provisions contained in this manual,

Eligibility for appointment on permanent terms shall be Academic members of staff from

position of Lecturer and above, below the age of fifty (50) ycars.

Contractual Terms

Appointment on Contract shall be the type of employment on such terms as shall be
agreed upon between the member of Staff and the U niversity as contained in the letter of
eéngagement.

A member of staff may change status from Permanent Terms to Contractual Terms, and

vice-versa through application to the Appointments Board and subscquent approval.
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c¢) If'a member of staff changes to Contractual terms before age of sixty (60) years due to

the nature of the new job, such change shall not amount to break in service for purposes

of calculation of benefits.

Eligibility to Contractual Appointments shall be as follows:

a)
b)
©)
d)
e

Assistant Lecturers
All Administrative Staff
All Support staff

New appointments at the age of fifty (50) years and above.

A member of academic stafl who has attained the mandatory retircment age of sixty

(60) years and whose services are still needed may be appointed on contract. The

contractual period shall be trcated as follows:

)

A Professor may be given maximum of a four (4) year contract renewable up to
the age of eighty (80) years subject to satisfactory performance including the
following; good health, evidence of grants in the last five years; ability to attract
funding of up to USD100,000, active tcaching both undergraduate and
postgraduate students, evidence of active supervision of both Masters and PhD
students, active involvement in research, cvidence of recognized publications in
the last five years, mentorship of junior university staff, visible contribution to the
university strategic goals, good cthical and moral character following a good

performance appraisal.

An Associate Professor may be given maximum of a 4 year contract renewable
up to the age of seventy (70) years subject to satisfactory performance including
the following; good health, evidence of grants in the last five years, ability to
attract funding of up to USD100,000; active teaching both undergraduate and
postgraduate students, cvidence of active supervision of both Masters and PhD
students, active involvement in research, evidence of recognized publications in
the last five years, mentorship of junior university staff, visible contribution to the
universily strategic goals, good ethical and moral character following a good

performance appraisal.

) Principals/Deputy Principals.



g)

h)

i)

9/

1y

Their appointment shall follow guidelines of the Universities and other Tertiary
Institutions (Management of Constituent Colleges of Makerere University) Statute
2012 as amended.

Principals and Deputy Principals that are appoinied when they are substantive
members of staff of Makerere University shall revert to their former academic

positions on expiry of their terms as Principal or Deputy Principal;

Any person appointed as Principal and Deputy Principal who, before this
appointment, was not a substantive member of staff of Makerere University shall
cease being a member of staff of Makererc University upon cxpiry of his or her term

as principal/Deputy Principal.

Assistant Lecturers may be hired on a four (4) year contract, renewable upon progress
on the PhD. Afier attaining the PhD the Assistant Lecturer will be recruited on
permanent terms subjcct to availability of wage.

Administrative staff may be hired on four (4) years contract, which will be renewable
subject to good performance.

Administrative Staff on M4 Salary Scale and above may be given maximum of a five
(5) year contract rencwable once as per Council guidelines subject to evidence of
good health and satisfactory performance; including a positive performance appraisal
as well as ethical and good conduct. Such member of staff shall not be above the age
of fifty-five (55) years.

Support staff may be hired on four (4) years contract, which will be renewable subject
to good performance.

Short-term contractual appointments authorized by the Vice-Chancellor in writin g for
formal appointment by the Director, Human Resources. Each appointment shall not
exceed one (1) year,

Non-citizens:

m) The University may employ non-citizens on contractual basis in both academic and

n)

0)

administrative positions.

Any other cases as may be determined by the University Council.

Members of Staff on contractual terms shall be employed on the same terms as
members of staff on permanent terms with regard to their terminal benefits except the

offices of the Vice-Chancellor, Deputy Vice-Chancellors, Academic Registrar,



University Secretary, Dean of Students and University Librarian who are entitled to
25% gratuity calculated monthly till end of the contractual period.

p) All post retirement contracts shall be granted by the Appointments Board.

q) Administrative staff on M4 and above shall be required to resign their substantive

positions on permanent employment before assumption of duty on contractual terms.

2.2.3 Termination upon Expiry of Contract

The last day of the specified contract shall be the end of the contract unless extended/rencwed by

the Appointing Authority.

2.2.4 Renewal of contractual terms
An application for contract rencwal shall be forwarded to the Director, Human Resources at least

six (6) months before the expiry of the contract.

The Application shall be considered by Management and recommendations made to

Appointments Board for a final decision.

The decision of the Appointments Board shall then be communicated by the Director Human

Resources to the Applicant.

2.2.5 Part-Time Terms

a) This shall be a specific type of engagement for a member of staff where there is
specialized need which cannot be met by the existing staff,

b) Any appointments on part time shall be subject to an approved budget.

¢) Engagement under such terms shall be approved by the Vice-Chancellor on
recommendation of the User Units.

d) A part time contract may be rencwed subject to satisfactory performance and availability
of funds.

¢) Part time appointments shall only be issued by the Director of Human Resources.

f) A Part-time member of staff shall be paid at hourly rates approved by Council from time
to time.

g) The working hours on part-time basis shall be as approved by the University Council
from time to time. The current maximum time is twenty (20) hours a week.

h) The qualifications of a part-time member of staff shall be comparable to the appropriatc

rank in the University structure that such member of staff is to be appointed.
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2.2.6 Casual Terms
This shall be the type of employment where any person is engaged to perform defined tasks on a

daily or hourly basis where payment is duc on completion of cach day/hourly work.

However, a person shall not be cmployed on Casual Terms in Academic, Administrative,

Clerical, Financial, Secretarial and Technical positions.

2.2.7 Honorary Terms
Employment on Honorary Terms is the type of employment which attracts no remuneration from
the University and is only extended to persons of academic and/professional distinction as shall

be determined by Council.

2.2.8 Adjunct Terms
Employment on Adjunct terms is the type of employment wherc a member of staff of one

Department may render specialized part-time services to another Department on agreed terms.

2.2.9 Joint/Cross Appointment Terms
This is where a member of staff from one discipline or Department is required to offer a service

in another Department/Unit.

The service offered may be scholarly related like teaching, participation in research activities or

administrative activities.

The member of staff shall only be entitled to payment of extra load in excess of the prescribed

maximum working load as defined by the University.

2.2.9.1 Procedure/Guidelines for Joint/Cross Appointment

a) The Terms and Duties under joint appointment shall be agreed upon by both departments.

b) There shall be a formal agrecment signed between the Parent and Service Unit and
witnessed by the Director, Human Resources or an authorized representative. This
agreement shall, among other things, specify the terms of recognition of the service to be
rendered and the period to be covered in terms of hours per Semester or Academic year.

¢) The Primary (Parcnt) Unit shall recommend the appointment and promotion of a member
of staff on Cross Appointment.

d) Joint appointments shall not affect staff establishment (1.c. staff appointment under this

arrangement should not fill existing positions).
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b)

Joint appointment shall not lead to double salary payment on the pay roll. Payment if any
shall be on the basis of hours offered or honorarium as agreed between Departments and
shall cover extra hours beyond the University stipulated workload.

Members of Staff in Administration may be recommended for promotion or appointment
at an appropriate level by the relevant Unit as long as such staff continue to engage in
Scholarly work and meet the minimum requirements for such positions. This is in

recognition of the fact that the administration is not an Academic Unit,

2.3 Recruitment and Hiring Process

The University shall at all times aim to recruit/hire, appoint and retain the best available
members of staff in order to promote academic, professional and administrative
cxcellence.

Recruitment shall only take place if there is a vacancy, an established post, approved
budget and shall be based on a comprehensive Jjob description/profile for each available
position. Each job description will include a title, Department, immediate supervisor,
sumumary statement and/ or essential functions, qualifications, competences, required for
the job and work environment.

The Directorate of Human Resources shall review the job description for clarity and
content. A copy of the job description shall be maintained by the Directorate of Human

Resources, on the University Intranct and within all User Units.

2.4 Workforce Planning

This Section outlines how staffing requirements arc planned in advance to achieve the

University’s business objectives and goals toward managing the employment of an optimum

level of human resources with the required skills.

a)

b)

Work{orce planning and budgeting shall be driven by the number of students, curriculum
and research activities of the University. The Workforce plan defines the number, cost,
skill set and timeframe requirements for cach position as well as reflecting areas of
growth.

Annual discussions between the academic and operational areas of the University shall
inform the management team on anticipated changes, stalf needs for the coming academic
year(s). The academic vision, mission, stratcgic objectives of the University shall guide
these discussions and considerations will be given fiscal capacity.

The Vice-Chancellor or his designate shall sign off on the Workforce Plan for cach Year
and the associated budgct shall be integrated into the respective Departmental budgets.
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d) Position deletion and recruitment requests for new and/or replacement positions shall be
in accordance with the approved Departmental Workforce Plans.

c¢) Urgent Staff recruitment (Temporary recruitment) may be required to overcome
unforeseen staff gaps or needs such as replacements from sudden resignations,
terminations, new projects cte.

f) Such urgent staff recruitment (Temporary recruitment) requirements shall be approved
by the Vice-Chancellor for implementation by the Director, Human Resources. Where
approved, such recruitment will in turn feed into the Workforce Plan for future planning
purposes. The Appointments Board shall be notified of such recruitments.

g) The Human Resources Directorate shall monitor the implementations of all Departmental

Workforce Plans.

2.5 Vacancies

a) Posts in the University shall be established by the University Council on the
recommendation of the Finance, Planning and Administration Committec (FPAIC) of

Council in consultation with the User Department/ Unit.

b) Posts shall be decmed to be vacant as a result of the following:
1) Restructuring /New Establishment;
1) End of contract;
111) Resignation;
1v) Promotion;
v) Retirement;
vi) Rejection of appointment offered;
vii) Termination;
viii) Dismissal;
ix) Death; and
X) Any other causes as identified by the Appointments Board

2.5.1 Notification of Vacancies
a) The Principal or Head of the Academic or Administrative Department/Unit shall notify
the Director, Human Resources of existing vacancics immediately the position is vacated,
or prior, if any position is expected to fall vacant within six (6) months.
b) Any responsible Officer, who does not report a vacancy within the prescribed time, shall

be liable for disciplinary action by the Appointments Board.
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2.5.2 Methods of Filling Vacancies

Vacancies shall be filled through any one of the following methods: -

2.5.2.1 Promotion

a) Whenever a vacancy ariscs, the Principal, Head of Division/Department/Unit shall
declare it to the Dircctor, Iluman Resources.

b) Where a Principal, Head of Academic or Administrative Department/Unit is satisfied that
there are members of stafl who are qualified to fill a vacant post, the responsible Principal,
Ilead of Academic or Administrative Department/Unit shall declare the vacant position
to the Director, Human Resources to be filled by internal capacity on merit.

¢) The Unit shall then assess the candidates and forward its rccommendations to the
Committce in charge of handling Appointments/Promotions.

d) The Committec will make recommendations to Appointments Board which shall make
the final decision as to whether to interview the recommended candidates or endorse the
decisions of the College/Sub Committee for appointment.

c¢) The Promotion to positions at M5-M3 shall be handled by the Appointments Board
through the Directorate of Human Resources after assessment by the respective

Colleges/Unit Committees.

2.5.2.2 Appointment

The Vice-Chancellor/Deputy Vice-Chancellors/Principals/Deans/Directors of Academic Units/
Heads of Departments shall be appointed on such terms and conditions determined by the
University Council as provided for in the Universities and Other Tertiary Institutions Act 2001

{(as amended).

Other members of staff shall be appointed on such terms governing employment in the University
service for different categories of staff as provided for under the Universities and Other Tertiary
[nstitutions Act 2001 (as amended) and the Makerere University Human Resources Manual 2009

(as amended).

2523 Re-appointment
A member of staff on Contract terms qualifies for re-appointment as provided for under Section

2.13.3and 2.5.2.2.
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The appointment and re-appointment shall be as per the terms of service agreed upon at the initial

appointment as provided in the appointment letter and as per guidelines provided in the Manual,

2.6.1
a)

b)

2.6.2
a)

b)

d)

2.6 Application Process

Processing Applications

All persons seeking employment with the University under terms prescribed in this
Manual shall do so through a written application addressed to the Director, Human
Resources or as may be advertised depending on the type of cmployment

Applications shall be received by the Directorate of Human Resources and processed by
the Dircctorate. The Dirccior may involve User Units for technical advice where
necessary. The Director, Human Resources shall offer technical expertise and guidelines
on how the Appointments & Promotions Committees should operate.

There shall be Departmental, School/ College Establishment and Promotions Committees
which shall assist the Director Human Resources in processing applications for

Appointment and Promotions of Staff.

Departmental Appointments and Promotions Committee

The Departmental Appointments & Promotions Committee shall consist of at least five
(5) members of staff of the Department. Where a Department is understaffed, it shall co-
opt suitable members of staff from other Departments with expertisc on the position
being considered.

All such recommendations shall be sent to the Appointments Board, through the
appropriate levels, for a final decision.

Only persons whose Ranks arc higher or equivalent to the person being considered for
appointment or promotion shall constitutc the Committce.

Where the Head of Department or a member of the Committee is a candidate, or where
two or more members of the Departmental Committee are being considered, the
Principal/Deputy Principal/Dean, School of Law/Head of administrative Unit shall
assume the Chair of the Departmental Appointments/Promotions Committee meeting
called for that purpose. Members shall guard themselves against/declare conflict of
interest in handling Committee business.

Where the Unit (Academic, Administrative) cannot form a Commitice as required by
this Manual due to lack of eligible staff members, the Unit shall co-opt members from
relevant fields within the University to be part of the Committce to assess the

applications.
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) The role of the Committee shall be to scrutinize all applications for appoiniment or
promotion.

8) The Committee shall also cvaluate employees annually and submit its recommendations
to the Appointments Board through the Director, Human Resources.

h)  The decisions of the Commitiee shall be communicated to the Appointments Board in
duly signed minutes by the Committee Members who attended the mecting. All pages of
the minutes shall be signed by the Chairperson and Sccretary of the Committee. The
quorum of this Committee shall not be of less than three senior staff members.

1) The Chairperson of the Committee shall not delegate his/her mandate when present at

the mecting.

2.6.3 College Establishment and Appointments Committee
The College Establishment and Appointments Committee shall handle business of the College
as mandated under the Universities and Other Tertiary Institutions (Management of Constituent

Colleges of Makerere University) Statute 2012 as amended.

2.7 Initial Screening Procedure

The Appointments Board or its delegated representatives shall have the mandate to conduct the
initial screening of Applications for minimum qualifications or requirements as advertised in the

advert for vacancies.

Only Applicants meeting minimum qualifications and or requircments shall be shortlisted.

2.7.1 Verification of Documents
The Directorate of Human Resources reserves the right to authenticate the documents in such

manner as it shall deem nccessary.

2.7.2  Short Listing
Short listing refers to the initial process of identifying candidates for further considerations.
a) Short-listing of applicants shall be the responsibility of the Appointments Board or its
delegated representative(s).
b) The Short-listing Committee shall always be guided by the advertised minimum
requirements, agreed criteria for short-listing and other job requirements as may be

applicable,
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c¢) The Short-listing Committee shall conduct its mandate in line with the principles of
natural justice and members of the committec shall declarc any conflict of interest where

il arises.

d) Short-listing shall be done within a period of not more than one month from the date of

closure of receiving applications except in unforeseen circumstances.

¢) Short-listed applicants shall be given reasonable notice for interviews specifying time and
place of interview. This communication shall be made by a posted or hand delivered letter
or any other suitable means of communication as may be approved by the Appointments

Board.

2.7.3 Contacting References

a) Alfter the short-listing exercise, the Selection Committee may contact the rcferees of each
candidate (either before or after the interview) to obtain further relevant information
concerning the application and /or to clarify any issucs about the suitability of the

candidate.

b) The right to privacy of each Applicant shall be respected by the Sclection Committee and
the members of the Committee shall as far as possible restrict any inquiries to what is

relevant to the job in question.

2.74 Background Check

The Short-listing Committec has a right to carry out background checks on sclected candidates.

2.7.5 Impersonation or Falsification of Documents

Cases of impersonation, falsification of documents or giving false information, whenever
discovered, cither before appointment or after, shall lead to automatic cancellation of candidature

or appointment and or prosccution in the courts of law.

Any Applicant who, by himself or herself or by his or her agent or associate, is involved in
lobbying or influencing the Committce for any vacancy shall automatically be disqualified from

consideration for appointment.
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2.8.1

a)

b)

2.8.2
a)
b)

2.8.3
a)
b)

2.8 Minimum Qualifications for Appointment

Academic Staff

The minimum qualifications for eligibility for appointment to an academic post at
Makerere University shall be as indicated in the Appointments and Promotions Policy of
Academic Staff as may be reviewed by the Makerere University Council from time to
time. The applicant must hold an Honours Bachelor’s degree.

Academic staff joining University service for the first time shall be interviewed by the

Appointments Board or its delegatcs.

Administrative Staff

The minimum qualification for eligibility for employment as an Administrative Staff in
the University service shall be an Honours Bachelor’s Degree and / or a Master’s Degree
depending on the position applied for.

Additional requirements such as cxperience or professional qualifications shall be

specified depending on the vacancy in question.

Support Staff

The minimum qualification for cligibility for employment as a Support Staff in the
University Service shall be U.C.E, and/or UACE or Diploma or its equivalent depending
on the position applicd for.

Additional requirements such as experience shall be specified depending on the position

in question.

2.9 Selection Process

The Appointments Board, shall, except where provided otherwise under the UOTIA, be

responsible to the University Council for the appointment of all Officers and Staff of the

Academic and Administrative service of the University, as may be determined by the University

Council.

2.9.1 Interviews

All applicants for posts in the University service including Academic Staff may be interviewed

by the Appointments Board in a manner it deems fit.

Whenever need arises, the Appointments Board may invite any technical person(s) to assist in

the interviewing process. For the avoidance of doubt, any such technical person co-opted by the
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Board shall only provide technical guidance and shall not participate in the scoring of a

Candidate’s performance during the interview. Only members of the Appointments Board will

score a Candidate’s performance during the interview.

2.9.2

Sclection

The Appointments Board shall seleet, appoint, and or re-appoint applicants to specific

established posts.

a)

b)

293

b)

The selection process may take the following form:
1) interviewing candidates to get the most suitably qualificd;
1i) appointing those voted into office;
1ii) Through performance assessment for cases of contract renewal/appointment in
respect of members of staff both Academic and Administrative staff on contract;
or
1v) Through adoption of any other form or process as the Appointments Board may
deem necessary.
Where the Appointments Board deems it nccessary, it shall approve Professional
Selection Tests (PST) which shall be administered by a competent person / Body
approved by the Appointments Board to verify the competency of the applicant for the
post in question. This shall be followed by a sclection interview.
Where the Appointments Board considers that a  recommendation of an
Appointments/Promotions Committee is not satisfactory, the Chairperson of such a
Committee may be invited to appear before the Appointments Board to clarify on the

recommendation before the Appointments Board takes a final decision.

Offer of Appointment and Acceptance

Offer of Appointment shall be made in writing by the Director, Human Resources. Deans
and Heads of relevant Departments/Divisions/Units shall reccive copies of such offers of
appointment.

The Appointment letter shall embody the following: name of appointee, effective date of
appointment, rank appointed to, reporting relationship, terms of appointment, validity
period of appointment, salary scale and other benefits if any, and an acceptance option.
The Appointee shall be required to; indicate their acceptance of offer in writing,
indicating the carliest time they are available to take up the post but, in any case, not later
than one month after appointment; attach three copies of passport size photographs of

their current likeness.
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d)

h)

1)

k)

)

Heads of relevant Departments/Units must assi gn duties to the newly appointed staff who
has reported for duty and indicate formally in writing the staff’s assumption of duty within
one (1) week to the Director, Human Resources.

Any Head of Department/Unit who fails to comply with the provision in (iii) above to
cnable processing of the affected member of staffs salary within a specific time from the
date of assumption of duty, shall face disciplinary action from the Appointments Board.

The Appointments Board shall imposc a penalty against such a Head of Department/unit
which may include an option of payment to the aggricved staff daily carnings lost for the
period in question in respect of every day on which he or she failed 1o communicate,
salary at the same rate as the member of staff had performed the day’s work.

All new members of staff shall be required to fill the Personnel Data-Form which shall
capturc his or her Bio-data and other relevant information which may be required by the
University during and after their tenure of employment. After the Personnel Data- form
has been filled, the member of Staff shall have it certified by a Commissioner of Qaths
authenticating the information given as true. For the avoidance of doubt, the said form
shall not be accepted by the Director of Human Resources without fulfilling this
condition.

After submilting the information in (vii) above, no member of staff shall be allowed to
alter the bio data information.

Any alteration of the information provided in the bio-data form shall only be altered by a
member of staff with the consent of the Appointments Board.

Any member of staff, who tampers or alters his or her bio-data information without such
consent in (ix) above shall be liable to face disciplinary action before the Appointments
Board.

Subject to (viii) above, any member of staff member may update his or her any other
information as prescribed in the Records Section of this Manual EXCEPT information
relating to his or her Date of Birth.

Copies of the appointment and application letters shall become part of and shall initiate
an active personncl file for any newly appointed member of staff. Personnel Human
Resource files shall be maintained by the Directorate of Human Resource and its

designated Offices at academic and administrative units.

m) It shall be the responsibility of cach appointed member of staff to provide up to date

n)

information 1o the Dircctor Human Resources, about their personal data to capture
significant changes during their tenure of employment.
An offer of appointment not taken within a period of thirty (30) calendar days from the

dispatch date of the Appointment letter shall be deemed to have been declined by the
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2.9.4

b)

2.9.5

appointee, and the Dircctor, Human Resources shall declare the post vacant to the

Appointments Board for filling thereafter.

Medical Examination

All appointments into University service shall be conditional to the receipt of a
satisfactory Medical Report issued by the Director, Makerere Health Services or a
qualified Medical Officer from a recognised Public Medical Facility endorsed by the
Director, Makerere Health Services ascertaining the fitness of the person in respect of the
job applied for.

Where a Candidate is found unfit for the job offercd after Background or Medical Check-
up, the Appointments Board reserves the right to withdraw the appointment upon which

the Candidate shall be accordingly notified.

Induction

Induction shall be mandatory for purposes of initiation of all new members of staff (appointed,

promoted, re-designated or transferred) into new roles and shall be conducted within one month

of a member of staff”s assumption of duty. The University may therefore reserve funds for this

purposc.

2.9.5.1 The specific objectives of Induction shall include:

a)
b)
c)
d)

To acquaint new members of staff with the culture of the University;

To acquaint new members of staff with the guidelines that regulate University operation;
To acquaint new members of staff with specific job requirements; and

To acquaint new members of staff with co-workers and the physical layout of the

University.

2.9.5.2 Procedure and Guidelines

University wide induction and Departmental or Unit specific induction shall be implemented as

follows: -

a)
b)

c)

d)

Induction with the member of staff’s dircct Supervisor;

A meeting with the Directorate of Human Resources to complete paperwork and obtain
initial information

A centralized program conducted by the Directorate of the Human Resources to guide on
the University's policies and proccdures and the general working environment;
Induction by the responsible unit overseen by the Head of Department/Unit;

All newly appointed members of staff shall attend induction program/s
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2.10.1

2.10 Probation

Probationary Period

Purpose

The purpose of the probationary period is to allow time for a new member of stall and the

University to ensure their expectations on employment and job performance are complied with.

Policy
a)

b)

g)

Unless otherwise stated in the contract of employment, all staff are required to undergo a
probationary period of six (6) months which may be extended for a further period of not
more than six (6) months with the agreement of the staff for justifiable cause. Justifiable
cause may include where the member of staff’s performance has been found wanting duc
to sickness, where a member of staff has been away on authorised leave leading to
prolonged absence from the work place.

Where a member of staf’s performance or conduet has not met the cxpectations sct forth
by the Supervisor at the end of the initial probationary period, extension of the
probationary period allows the supervisor additional time to determine whether the
member of stalf’s performance or conduct will eventually meet these expectations.

A member of staff shall not be employed for a probationary period of service on more
than one occasion for a similar job.

Serving a probation period shall be mandatory for staff appointed to a new job category
Le. for example moving from Support staff to Administrative staff.

The Appointing Authority reserves the right to waive the requircment for probation.,
Notwithstanding the above, where a member of staff has proved himself or herself in
previous employment and there is no doubt in the mind of the Appointing Authority that
he or she is suitable for retention in the University Service, probation for such a staff
member may be waived by the Appointing Authority.

At the expiry of the probationary period, the concerned member of staff shall apply for
Confirmation into University scrvice through the relevant Departmental Organ(s). This
organ(s) shall inform the Director, Human Resources about the suitability for continued

cmployment of that member of staff.
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2.10.2 After the probationary period one of the following deccisions shall be
considered:

The Director, Human Resources shall inform a member of staff of thec decision of the

Appointments Board on whether she/he has been confirmed, terminated or his or her probation

has been extended.

a) A member of staff shall not be promoted during his or her probationary period of service.

b) Successful completion of the probationary period shall not mean an entitlement to a salary
increase or promotion.

¢) A probationary appointment may be terminated by cither party by giving not less than
fourteen days’ nolice of termination, or by payment of fourteen days’ salary in lieu of
notice by either party.

d) Subject to a satisfactory performance report from the Supervisor, a member of Staff may
be confirmed afier the probationary period as permanent staff of the University.

e} Where a member of staff below M3 is dissatisfied with the rating of the Supervisor, such
Staff may appeal to the Director, Human Resources.

f) Where the Director, Human Resources is the immediate supervisor, such dissatisfied

member of staff may appeal to the Deputy Vice-Chancellor (Finance and Administration).

2.11  Confirmation

a) Two (2) week before the probationary period expires, a concerned member of staff shall
fill in an application for confirmation (form issucd by the Dircctorate of Human
Resources) and submit it with a Curriculum Vitae and a statement of achievements to the
immediate Supervisor / Head of Division/Department/Unit for assessment of the staff
performance and suitability for continued employment.

b) The Heads of Division/Department/Unit shall assess the performance of the member of
staff during the probationary period and shall recommend 1o the Appointments Board
whether the member of staff should be confirmed or not.

c¢) All members of Stafl shall be rated on a number of factors including productivity,
efficiency of work, punctuality, attendance, participation in departmental activitics,
ability to learn, initiative, attitude, and conduct.

d) Where the performance of a member of staff due for confirmation is found to be
satisfactory, the Head of Academic or Administrative Department/Unit, shall forward to
the Director Human Resources, a recommendation from the College Establishment and

Appointments Committee that the staff should be confirmed.
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€¢) The Human Resource Officer/Secretary to the College/Unit Appointments and
Promotions Committee shall return the completed Confirmation of Employment Form to
the Directorate of Human Resources, Performance Division at least One (1) week before
the expiry of the probationary period.

f) If a member of staff serves his/her probationary period satisfactorily, he/she shall be
confirmed into University Service by the Appointments Board as a full-time member of
staff. The Director of Human Resources shall communicate the decision of the
Appointments Board in writing to the confirmed member of staff.

g) Where the College Establishment and Appointments Committee finds the performance
of a member of staff duc for confirmation to be unsatisfactory, the Secretary to the
Committec shall communicate the decision of the Committee to the Director, Human
Resources in writing attaching signed minutes of all members who attend the Committce
detailing reasons why the staff member should not be considered for confirmation.

h) In the event that head of unit or relevant organ(s) in the Unit, fails or neglects to process
the application for confirmation of any member of staff within the prescribed timelines,
and the period of probation of the applicant cxpires, the responsible staff (the head of
Unit/ organ) shall be required to show causc why disciplinary action should not be taken
against him or her; and the affected staff shall be deemed to have been automatically
confirmed into University service.

1) Confirmation in all cases shall be processed within a period of threc (3) months after the
expiry of the probation period

J) A member of staff who fails to fulfil confirmation requirements shall be decmed to have
been terminated afier a period of nine (9) months and helshe shall receive communication
from the Director, Human Resources on this decision within a period of onc (1) month.

k) The confirmation in the University scrvice shall be effective the date of expiry of the
probationary period unless otherwise expressly stated in the decision of the Board.

) A member of staff who, without reasonable cause, fails or neglects to apply for
confirmation into the University service, within the stipulated period, shall be deemed to

have rescinded his/her appointment.

212 Employment of Non-Citizens

Where a Non-Citizen has been appointed into University service, he/she shall use the
appointment letter to obtain clearance from the Directoraic of Citizenship and Immigration

Control, Ministry of Internal Affairs;
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d)

2.13.1

b)

d)

She/he shall be required to present copics of his/her passport and work permit to the
Performance and Appraisal Manager, Directorate of Human Resources before assumption
of duties with the University.

The Performance and Appraisal Manager shall report such clearance to the Director,
Human Resources.

A non-citizen shall be employed on local contractual terms of two years, which maybe
rencwable after assessment from the User Department and Colle ge.

For purposes of employment with the University, a non-citizen member of staff’s home

shall be defined as Kampala.

2.13  Other specific categories of administrative appointments

Visiting Academic Staff

Appointment of a Visiting Academic member of Staff shall be approved by the
Appointments Board on the recommendation of the College Establishment and
Appointments Committee.

Title/Status: A Visiting Academic member of staff shall be appointed by Makerere
University based on his or her status from the Parent institution as long as that institution
where he/she is serving is a recognized University or is an Academic Institution of repute.
Tenure: A Visiting Academic member of Staff shall be appointed by the Appointments
Board for two years, renewable on the recommendation of their respective Units through
the Establishment and Appointments Committees at the different levels and supported by
their Parent Institution. Such appointment shall be subject to age limits as other categories
of members of staff of the University.

Administrative Roles: In Units where there may be no suitable staff to be appointed to
occupy Headship or Deanship positions, a Visiting Academic member of Staff may be
assigned such administrative roles in Acting capacity for a duration of time.

Promotion of Visiting Academic Staff: The visiting academic member of staff shall not
be eligible for promotion in Makerere University. The Parent Institution shall be
responsible for the promotion of a Visiting Academic Staff,

Remuneration: A Visiting Academic member of Staff shall not be entitled to a salary

from Makererc University.
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2.13.2 Honorary Appointment
This shall be a non-salaried appointment of distinguished Scholars in their various academic
disciplines and/or arcas of professional specialization. Honorary academic member of staff shall

be from institutions with running cstablished relationships/MoUs with Makerere University.

A proposal for honorary appointment within an Academic Unit shall demonstrate a significant

contribution to one or more of the following areas: -

a) Training/Tcaching for example, in curriculum devclopment, programme design or
delivery with emphasis on practical skills.

b) Rescarch for example, or direct contribution to research collaboration.

¢) Influence where an appointment will significantly benefit the Unit’s objectives.

d) Strategy development where an appointment contributes significantly to the
development of strategy in any of the arcas of current or future Uni versity activity.

¢) No member of staff shall hold more than one appointment at any one time

2.13.2.1 Rank
Honorary Academic members of Staff shall be assessed and ranked based on their

credentials/qualifications equivalent to the relevant academic qualifications as follows:

a) Honorary Lecturer/ITonorary Research Fellow
b) Honorary Senior Lecturer/Honorary Senior Research Fellow
c¢) Honorary Associate Professor/Honorary Associate Rescarch Fellow

d) Ionorary Professor/Ilonorary Rescarch Professor

2.13.2.2 Criteria for Honorary Appointments
Candidates must demonstrate achievement at a level appropriate to the title in at least onc of the
following areas:

a) Teaching/training

b) Rescarch or

¢) Professional Eminence or Entrepreneurship

2.13.2.3 Procedure for Appointment

a) Nominations for honorary positions shall ori ginate from a relevant Department/Unit.
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b) The Curriculum Vitae or profile of the applicant, together with a full list of publications
shall be submitted to the College Establishment and Appointments Committec

c¢) Applications shall be accompanicd by a letter of support from the Department/unit
familiar with the work of the applicant.

d) Applications will be handled following the University guidclines for appointment of
academic members of staff.

¢) The relevant Department/unit Committee, School Committee and College Establishment
and Appointments Committee shall consider the applicant’s qualifications and nature of
the mutual commitment’; and the minutes of such meecting, highlighting
recommendations shall be forwarded to the Director, Human Resources for onward
submission to the Appointments Board.

f) After approval by the Appointments Board, a letter of appointment to a successful
applicant shall be issued by the Director, Human Resources.

g) An Honorary Academic member of Staff may be appointed on a two (2) years renewable
contract.

h) The appointment letter for a Honorary member of staff shall specify the period for which
one has been appointed.

1) If the appointment for an applicant is not approved by the Appointments Board, the
Director Human Resources shall communicate the decision of the Board to the applicant

with a copy to his or her sponsor.

2.13.2.4 Renewal of Honorary Appointments
a) Rencwal of an Honorary appointment shall be on the recommendation of the respective
Department and College and shall be subject to:
i) Satisfactory performance in the post appointed to; and
ii) Evidence of continuing positive contribution to the strategic objectives of the host
unit.

b) A Holder of an Honorary Appointment shall be required to provide an Annual Reports of
his or her activities/achievements to his or her respective Head of Department, and copied
to the Director, Human Resources, the College Principal and the Dean of School.

¢) An Application for renewal shall be submitted at lcast three (3) months before expiry of

the running Contract of appointment.

2.13.2.5 Appointment Guidelines for Honorary Lectarer
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a) General requirements for the Applicant
1) Be a professional or holder of a scientific or middle managerial post;
1i) Have a major academic, teaching, research or management interest and experience in
matters rclevant to the position;
iii) Where applicable, accreditation in one’s speciality from the appropriate Professional
Institute or equivalent professional body;
iv) Track record of ethical Conduct; and

v) A Master’s holder for clinical discipline and a PhD for non-clinical scholars

b) Teaching
1) Evidence of, or potential to make, a successful contribution to teaching; including

practical / clinical work.
11) Such an Honorary Lecturer shall teach at least six (6) contact hours in a weck.

¢) Supervision:
An Honorary Lecturer shall supervise undergraduate students and at least two 2)

graduate students every year.

d) Research
1) Evidence of or potential to make productive research collaboration with the
University;
ii) Evidencc of or potential to publish conference papers/research prescntations at
conferences; and
iii) Demonstrated Evidence of capability of obtaining external funding for research.
¢) Professional Emincnce
1) Appropriate status within a profession or occupation;
1) Academic qualifications at an appropriate level:
ii1) Professional activity;
1v) Practical / Clinical work (where appropriate); and

v) Membership of learned societies/professional bodies.

2.13.2.6 Appointment Guidelines for Honorary Rescarch Fellow

a) General requirements
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L

Have research skills in matters relevant to the interests of a particular University
Academic Unit;

Evidence of undertaking a position with a substantial research component, or a full-
time Rescarch post;

Track record of cthical conduct.; and

A Master’s holder for clinical discipline and a PhD for non-clinical scholars

b) Research

i)

i)
ii1)
1v)

v)

vi)

Evidence of a productive collaboration with a recognised or reputable University or
clear evidence of intention to collaborate;

Evidence of other such successful collaborations;

Must have a good record of sourcing for research funds in the last five (5) years;
Five (5) recognised publications in the arca of specialization in the last five (5) years.
Evidence of having presented international conference papers within the last five (5)
years.

Being capable of obtaining external funding for research; and

vii) Evidence of having been invited to present National Conference Papers and or

evidence of National Conference Papers presented.

2.13.2.7 Appointment Guidclines for Honorary Senior Lecturer

a) General requirements

The Applicant shall satis(y the following requirements:

vi)

A senior professional or hold a senior scientific or managerial post;

A major demonstrated intercst in academic, teaching, research or management;
Accreditation in his/her specialty from the appropriate Professional Institute or
cquivalent professional body;

A holder of a master’s degrec in a clinical discipline; and a PhD for non-clinical
scholars;

Eight (8) years’ experience of teaching and or/research at a reputable recognised
or accredited University, research institute or MDAs; and

Track record of ethical conduct
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b) Teaching

)

1) Evidence of, or potential to make, a successful contribution to teaching including
practical and or clinical work.

ii) Contribution, at an appropriate level, to the development of new modules and
pathways in a University;

iii) Contribution, at an appropriate level, to curriculum revicw;

1v) Developing Innovative methodologics/pedagogy; and

v) Such an Honorary Senior Lecturer shall teach at least six (6) contact hours in a week

Supervision:

An Honorary Senior Lecturer shall supervise undergraduate students and at least three (3)

graduate students every year.

d) Research

1) Possession of technical/subject expertise;

if) Mentoring or potential to mentor junior colleagues in the College/School/Institute;

iii) Evidence of a productive collaboration with a recognised or reputable University or
clear evidence of intention to collaborate;

iv) Evidence of other such successful collaborations;

v) Must have a good record of sourcing for research funds in the last five (5) years;

vi) Eight (8) recognised publications in the area of specialization and at least three (3) of
the publications within the last three (3) years; and

vii) Evidence of having presented international conference papers within the last five (5)
years

Professional eminence

i) Appropriate status within his or her profession or occupation;

ii) Academic qualifications at an appropriate level;

iii) Professional contributions;

1v) Suceessful technology transfer;

v) Entrepreneurial activity;

vi) Clinical work (where appropriate); and

vil) Membership of learned societics/professional bodies.

2.13.2.8 Appointment Guidelines for llonorary Associate Professor
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a) General requirements
The Applicant shall satisfy the following requirements:

1) Be a senior professional or hold a senior scientific or managerial post;

1) Have a major academic, teaching, research or management interest:

1ii) Have accreditation in his/her specialty from the appropriate Professional Institute or
equivalent professional body;

1v) Be a holder of a master’s degree in a clinical discipline; and a PhD for non-clinical
scholars;

v) Ten (10) years of teaching/research experience at a reputable recognised or accredited
University, rescarch institute or MDASs; and

vi) Track record of ethical conduct

b) Teaching

1) Possession of technical/subject expertise;

1) Mentoring junior colleagues in a College or University;

iii) External examining;;

iv) Evidence of, or potential to make, a successful contribution to teaching; including
practical / clinical work;

V) Contribution, at an appropriate level, to the devclopment of new modules and
pathways in a University;

vi) Contribution, at an appropriate level, to curriculum review;

vil)  Innovative methodologics/pedagogy; and

viil)  Such an Honorary Associate Professor shall teach at least six (6) contact hours in

a week

¢) Supervision
An Honorary Associate Professor shall supervise undergraduate students and at least

three (3) graduate students; two (2) Masters and one (1) PhD) every year.

d) Research
The Applicant shall possess the following attributes:

1) Evidencc of a productive collaboration with a recognised or accredited University
or clear evidence of intention to collaborate;

11} Significant rescarch output over the span of his or her carccr;

1i1) Successful ability to attract cxternal funding over his or her carecr, including as a
Principal Investigator in grants;
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1v) Invited speaker at international confercnces, workshops and meetings;

V) Leadership of research group(s);

Vi) Member of international research groups;

vii)  Successful postgraduate supervision;

viii) ~ Referee, editor or member of editorial board for major journals;

1x) Invited assessor for major grant awarding Bodies;

X) National/international subject association Exccutive;

Xi) Leading expert in subject field; and

xii)  Member of Research Council sub-commitiees.

xiii) ~ Possession of technical/subject expertisc;

xiv)  Mentoring or potential to mentor junior colleagues in the College/School/Institute;

xv)  Evidence of a productive collaboration with an aceredited or reco gnised University
or clear evidence of intention to collaborate;

xvi)  Must have a good record of sourcing for research funds in the last five (5) years;

xvii)  Eleven (11) recognised publications in the area of specialization and at least four
(4) of the publications within the last three (3) years; and

xviil) Bvidence of having presented international conference papers within the last five

(5) years

¢) Professional eminence

1) Outstanding professional achievement;

1) Recognized as a leading expert within his or her profession or occupation;
111) Academic qualifications at an appropriate Level:

1v) Professional contributions;

v) Successful technology transfer;

vi) Successful entrepreneurial activity; and

vii) Invited assessor for major grant awarding bodies.
f) Other considerations
1) Service on local, regional, national or international committecs or advisory bodies;

and

1i) Management work of relevance and/or benefit to the University.
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2.13.2.9 Appointment Guidelines for Honorary Professor

a) General requirements
The Applicant shall possess the following requirements:

i) Be a scnior professional or hold a scnior scientific or managerial post;

i) Iave a major interest in academic, teaching, research or management;

iii) Have accreditation in his/her specialty from the appropriate Professional Institute or
cquivalent professional body where applicable;

1v) A holder of a master’s degree in a clinical discipline and a PhD for non-clinical scholars;

v) Twelve (12) years of teaching or /research experience at a reputable recognised or
chartered University, rescarch institute or MDAs; and

vi) Track record of ethical conduct.

b) Teaching

1) Evidence of External examining;

i) Evidence of, or potential to make, a successful contribution to teaching; including
practical / clinical work;

iii) Contribution, at an appropriate level, to the development of new modules and pathways
in a University;

1v) Contribution, at an appropriate level, to curriculum review;

v) Development of Innovative mcthodologies/pedagogy; and

vi) Such an Honorary Professor shall teach at least six (6) contact hours in a week
¢) Supervision

An Honorary Professor shall supervise undergraduate students and at least four (4) graduate

students three (3) Masters and One (1) PhD) cvery year.

d) Rescarch
i) The Applicant should possess the following attributes;
ii) Evidence of a productive collaboration with a recognised or reputable University or
clear evidence of intention to collaborate;
iii) ~ Significant research output over the span of his or her career;
1v)  Successful ability to attract external funding over career, including as a Principal
Investigator in grants;

v)  Invited speaker at international conferences, workshops and meetings;
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vi)  Leadership of rescarch group(s);

vii) Member of international research groups;

viil) Successful postgraduate supervision;

ix) Referee, cditor or member of editorial board for major journals;

x)  Invited assessor for major grant awarding Bodies;

x1)  National/international subject association Executive;

xi1) Leading expert in subject field;

xiii) Member of Research Council sub-committecs,

xiv) Possession of technical/subject expertise; Mentoring or potential to mentor junior
colleagues in the College/School/Institute;

xv) Evidence of a productive collaboration with a reco gnised or accredited University or
clear evidence of intention to collaborate;

xvi) Must have a good record of sourcing for research funds in the last five (5) years;

xvii) Twenty-one (21) recognised publications in the area of specialization and at least
five (5) of the publications within the last three (3) years; and

xviii) Evidence of having presented international conference papers within the last five (5)

years.

¢) Professional eminence
i) Outstanding professional achicvement;
ii) Recognized as leading expert within his or her profession or occupation;
iif) Academic qualifications at an appropriate Level;
1v) Professional contributions:
v) Suceessful technology transfer;
vi) Successful entreprencurial activity; and

vii) Invited assessor for major grant awarding bodies.
f) Other considerations
1) Service on Local, Regional, National or International Committees or advisory bodies;

and

i1) Managerial experience that is relevant or /or benefit to the University.
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2.13.3 Acting Appointments

a)

b)

¢)

d)

Y

g)

h)

There shall be two types of acting appointments, namely; where one acts in a vacant
post; and where one acts in the place of an incumbent who is temporarily out of office.
An appointment on acting basis will not last more than six (6) months but shall be
subject to direction of the Appointing Authority.

Any acting appointment beyond a period of six (6) months shall be null and void and
the staff member holding such an appointment shall automatically revert to his or her
substantive post at the cxpiry of the six (6) months.

Notwithstanding (c), the Appointing Authority may extend an acting appointment for
another period of six (6) months, but such total period shall not exceed 12 months.
This provision will only apply to positions in the University (approved by Makerere
University Council) which are temporarily vacated.

All acting appointments except for the Vice-Chancellor, the Deputy Vice-
Chancellors, tlie Principals and the Deputy Principals shall be authorized in writing
by the Vice Chancellor or his or her delegate, for formal appointment by the Dircctor,
Human Resources.

Acting appointment of the Vice-Chancellor, the Deputy Vice-Chancellors, the
Principals and the Deputy Principals positions shall be authorized by the Chancellor
on recommendation of Makerere University Council.

All acting appointments in a vacant post, except a vacancy when the incumbent is
away (e.g. on leave, or travel, or special engagement) shall be forwarded by Heads of
Units for approval by the Vice-Chancellor. The Director, Human Resources shall
report such appointments to the Appointments Board for noti ng.

Any responsible officer/organ (s) who purports to appoint a member of staff in an
acting position without following the procedures herein shall be liable for disciplinary

action and such purported appointment shall be null and void.

2.13.3.1 Conditions for Acting in a Vacant Post

a)

b)

The incumbent member of staff in a position shall formally nominate a suitable
member of staff member to act in his/her absence to the Head of Department / Unit
for formal appointment by the Director, Human Resources, where the appointment is
for a period of nor more than thirty (30) working days.

All other acting appointments for periods beyond (30) working days other than the
positions of Vice-Chancellor, Deputy Vice-Chancellors, Principals and Deputy

Principals, whose acting appointments shall be determined by Makerere University
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2.13.4

b)

d)

D

Council, shall be appointed by the Director, Human Resources on the approval of the
Vice-Chancellor.

A member of staff shall not act in an administrative position where he/she does not
ordinarily qualify to occupy that position.

A member of stafl appointed in accordance with (1) above shall receive a written
letter of appointment to act for a continuous period not exceeding six (6) months from
the date of appointment. However, the Appointing Authority may extend this
appointment for another period of six (6) months but such appointment shall not
exceed twelve (12) months.

A member of staff in appointed to act in any position shall be entitled to all benefits
attached to the post and shall be paid an acting allowance which shall be the difference
between the member of staff’s current salary and the bottom of the salary scale where
he/she is acting.

In order to qualify for an acting allowance, such member of staff shall have acted in
that position for a minimum period of thirty (30) continuous calendar days.

To cnable development of the potential of other in-service members of staff, a

member of staff may not hold more than onc acting position at any one point in time.

Appointment of Acting Vice-Chancellor, Deputy Vice-Chancellor, Principal
and Deputy Principal

When the position of Vice-Chancellor, Deputy Vice-Chancellors, Principal and or Deputy

Principal falls vacant, and before a substantive one is appointed, the University Council

shall identify and recommend to the Chancellor for appointment of an Acting Vice-

Chancellor, Deputy Vice-Chancellor, Prineipal and or Deputy Principal.

Such acting appointment shall be for a continuous period not exceeding six (6) months

from the date of assumption of duties. The Appointing Authority may extend this

appointment for another period of six (6) months but such appointment shall not exceed

twelve (12) months.

2.13.5 Special Duty Appointment

A Special Duty Appointment shall be an appointment where a member of staff is officially

required to carry out additional duties and or responsibilities accruing to a vacant post. It occurs

in circumstances which do not qualify for acting appointment, or when the post to which

responsibilities relate is vacant, or the substantive holder is not performing the functions of the

office for any reason, or when re- organization/structural changes cntail performance of extra
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duties. The authority to make a special duty appointment is vested in the Vice-Chancellor. The

conditions for special duty appointment shall be as follows:

a) The member of staff shall be appointed in writing by the Director, Human Resources on
the approval of the Vice-Chancellor, for a continuous period of not less than one (1)
calendar month; and shall not exceed three (3) months renewable once.

b) The appointment that has not been terminated shall automatically lapse 90 days from the
date of appointment unless it is renewed as in (a) above. .

¢) A member of staff appointed on special duty under this provision shall be remunerated

for the spccial duties at a rate not exceeding 25% of his or her gross monthly salary.

37



2.14 Human Resource Movement

2.14.1 Transfer

a) Purpose

Internal transfer is encouraged by the University as it gives staff opportunities to widen their

cxperience and pursue skills / career development in other areas within the University. It also

cnables the University to deploy staff in arcas where they can best contribute to and meet the

manpower requirements of the University. Transfers shall be made as much as possible in

consultation with the Head of Department/unit.

b)  Policy

Vi)

vii)

It is the policy of the University to consider internal transfers for existing staff
whenever a suitable job opportunity arises or when deemed administratively prudent.
Transfers shall be non-discriminatory and based on job related factors.

A member of Staff may be transferred from onc post to another or from one
Division/Department/Unit  to  another  for  carcer dcvelopment  or
operational/structural reasons.

An application for transfer may be made by a Head of Division/ Department/Unit or
a member of staff to the Director Human Resources.

The final decision to transfer such staff shall be made by the Director, Human
Resources after due consideration.

Notwithstanding (iii) above, the Director Human resources may transfer
administrative and Support staff whenever deemed administratively prudent across
the University Depariments.

Frequent transfers of a member of staff are not encouraged since one of the main
reasons for transfer is carcer development. A member of Staff shall remain in their
positions for at least one (1) year before any other transfer is considered unless it is
deemed absolutely necessary by the Director of Human Resources or his or delegate.
A transferred staff shall assume the designation/nomenclature of the position
obtaining at the same level, gradc and salary scale in the new Unit.

When a member of staff initiates a transfer, the application shall be supported by the

two departments (i.c. the releasing and recipient departments), provided he/she meets
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viii)

xi)

the requirements of the new position before it is considered by the Director Human
Resources.

The Appointments Board in special cases may also initiate a transfer of a member of
staff if therc is reason to belicve that transfer of that staff is
academically/administratively prudent.

The transferred member of staff shall be provided transport in case of transfer from
Kampala to upcountry stations only.

A member of staff who declines the transfer and opts to resign from University
service shall be allowed to resign by the Appointing Authority.

A member of stalf who declines the transfer and refuses to report to the new
workstation within ten (10) working days shall be decemed to have absconded from

duty.

2.14.2 Re-designation

a)

b)
c)

d)

Re-designation shall mean a lateral re-assignment of duties and responsibilities at the
same level deemed administratively prudent.

Re-designation shall not amount to a promotion.

The Dircctor, Human Resources shall in consultation with the Deputy Vice
Chancellor (Finance and Administration) re-designate any member of staff as shall be
deemed necessary to promote efficient human resource utilization,

Where duties and responsibilities remain unchanged, re-designation does not apply.
A change of title without a change in substance of duties does not call for re-

designation but an automatic change of title.

2.14.3 Appointment on Secondment

2.14.3.1 Internal Secondment

a)

b)

When circumstances demand, after due consultations, a member of staff may be
internally appointed on sccondment to another Unit within the University on
authority of the Appointments Board for a specified period of time not exceeding
two (2) years.

When deemed necessary, the Vice Chancellor may internally second a qualified
member of staff from one academic/Administrative Unit to serve in another for a
period not exceeding onc (1) year subject to cxtension by the Appointments Board

for another period of not more than one (1) year. The Director Human Resource shall

39



report every secondment by the Vice Chancellor (o the Appointments Board for
noting within one (1) month from the date of appointment.

The duties, terms of service and any change in the remuneration shall be specified in
the letter of secondment issucd by the Director, ITuman Resources.

Upon expiry of the period of secondment the member of staff shall revert (o his/her
mother Unit.

The maximum period for secondment is  two (2) years non-rencwable.

A member of staff who does not return to the mother unit after of the expiry of the
secondment contract within ten (10) consccutive working days shall be deecmed to

have absconded from duty.

2.14.3.2 External Secondment

The University shall receive or release a member of staff on secondment by authority of the

Appointments Board.

a) Staff reccived on Secondment

iii)

Such a member of staff shall serve for a specified period of time as agreed between
Makerere University and the staff member’s parcent employer.

The seconded member of staff shall be remunerated on terms mutually agreed by the
University and the releasing institution.

Such a member of staff member shall not be entitled to terminal benefits as applicable

to other University staff on permanent or contractual terms.

b) Members of Staff relcased on external Secondment

A member of Staff on contract shall not be eligible for external secondment.

A member of staff on a Post rctirement Contract is not cligible for external
secondment.

External Sccondments shall only be to Government Ministries, Departments and
agencies or entitics in which Government of Uganda or Makerere University has
intercsts.

A member of staff on sccondment shall serve the recipient organization for a non -

rencwable period not exceeding two (2) years.
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2.14.4

2.14.5

Vi)

vii)

viii)

1X)

A member of staff on secondment to another organization shall not reccive any
monctary remuncration {rom Makerere University as their salary and other forms
of remuncration shall be the responsibility of the recipient organization.

Upon expiry of the period of sccondment, the member of staff shall return to their
original position in Makerere University. In the cvent that such a member of staff
shall not return after the period of secondment within ten (10) consecutive working
days, he or she shall be deemed to have absconded from duty.

In case circumstances demand that such seconded staff stay longer than two (2)
years, such staff shall be required to resign from the university service.

The period of approved secondment shall NOT be treated by Makerere University
as a break in service,

The benefits of the externally scconded person shall be the responsibility of the

recipient Institution for the period of secondment.

Consultancy

)

A member of staff may participate in consultancics provided he or she fulfils the
dutics and responsibilities for which they arc employed by the university.

A member of staff shall declare his or her participation in the consultancy and shall
be required to remit 30% of the net revenue accruing to them as a result of
participation in the consultancy to the university.

A member of staff who fails to perform his/her duties as a result of involvement in
consultancy work shall be liable to disciplinary action by the Appointments Board.
A member of staff who participants in a consultancy which the university has
commissioned shall be allowed time to perform the assignment.

A member of staff in (iv) shall be remuncrated in accordance with the agrecments

in the assignment.

Promotion

a) Purpose

The University aims to provide carcer advancement oppertunitics for its members of staff to

develop and utilize their potential whenever possible, while at the same time recognizing their

outstanding performance.
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Promotion based on merit provides pathways or potential avenues for members of staff to aspire

for higher positions, to maintain a clear and stable career development structure enabling the

advancement and retention of quality members of staff.

b) Policy

1) It is in the intercst of both the University and members of staff that they are encouraged

to seek and gain advancement within the University.

1) The basic principles of promotion in the University arc promotion of scholarship, equal

opportunities and non-discrimination. Selection for promotion shall be based on merit

with due consideration of, but not limited to the following factors:

iii)

Vi)

a) Job knowledge and technical skills;

b) Competence and potential:

¢) Performance and quality of work;

d) Academic/professional/technical qualifications and requirements;

e¢) llonesty, integrity and commitment to work;

) Working attitude and interpersonal skills;

g) Personal attributes, tact and conduct; and

h) Research, Publications and supervision of students to completion in cases of

academic members of staff,

Marital status, pregnancy, family status, disability, race, colour, gender, political
opinion, national cxtraction or social origin, HIV status, nationality or religion shall
not be considerations for/ against promotion.

A Head of Division/Department/Unit may recommend promotion for his or her
members of staffl, through the relevant Departmental/Unit’s Committee, if, that
member of staff meets the requirements for the position and is suitablc for the vacant
position.

Alternatively, a member of staff who fulfils the requirements and considers himself
or herself suitable for the vacant position shall apply for the position by responding
to an Internal/External vacancy advert, or favourablc performance assessment by
his or her Supervisor and Appointing Authority.

To be eligible for promotion to the next higher level, staff should have demonstrated
potential for further development and possess relevant experience, qualifications
and attributes prescribed for the position.
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vii)

X1)

xii)

xiii)

An Administrative member of staff or member of support staff will be cligible for
promotion after he/she has served in the current position for a minimum of three
years at the time of the application, while an academic member of staff shall be
promoted in accordance with the requirements stipulated at Appendix 9.

No member of staff shall be eligible for promotion while he or she is absent from
University service on a scholarship or training course.

No member of staff shall be eligible for promotion while still on probation period.
No member of staff shall be recommended for promotion to a position more than
one level/grade higher than their current position.

The decision of the Appointments Board on any application for promotion shall be
communicated in writing to the applicant member of staff by the Dircctor Human
Resources.

A successful applicant for promotion shall be required to sign and return a copy of
the appointment letter to the Director, Human Resources, signifying his or her
acceptance of the new terms and conditions of service.

An academic member of staff who does not advance in his/her career for more than
five (5) years shall be required to show cause why he or she should continue in the

employment of the university.

¢) Policy Objectives

d)

1) To promote research and scholarship in the university

11) To ensure consistency, a fair and transparcnt methods of assessment.

ii) To provide a fair and ‘equitable method of assessment so as to encourage a diversc

range ol applicants to get appointed and promoted.

1v) To enable flexibility in assessment so that the various ways in which staff contributes

to the achievements of the University’s Vision can be rewarded on the basis of

consistently applied standards.

Scope of Application

1)

ii)

Career planning and development of Staff as professionals is primarily the
responsibility of each individual member of staff; but the University shall create the
environment and framework within which individual staff members can optimize
their potential.

The criteria for promotion to the next level shall be clear and transparent to all

members of staff for the different job levels.

111) Approval for promotion shall depend on the university’s affordability within the

approved promotional University budget.
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2.14.5.1 Promotions of Academic Staff

The detailed Information on requirements is provided for in Appendix 9

a) Objective:
To encourage academic growth of the members of academic Staff whose performance
demonstrates merit in teaching (and rclated duties) including student supervision, research,
scholarship, creativity, administration, leadership in the University, Service in the community

and professional practice.

b) PhD Recquirement as a Prerequisite for Promotion/Appointment to Lecturer
Position

i) The qualification of a PhD is a requirement for appointment/promotion to the position of
Lecturer for all academic disciplines of academic members of staff,

ii) A person who holds a bachelor’s pass degree, though also holding a PhD qualification,

shall not be eligible for appointment in U niversity servicc.

¢) Tracks in Handling Promotions/Appointments
In recognition of varicd capacity and knowledge creation among members of staff in the
University, Makerere University shall use a flexible promotions and appointments criteria as

follows:-

1) Ordinary Track is where a member of the Academic members of staff riscs through the
ranks as indicated in the Appendix 9 (Table 2.0)
1i) Fast Track Promotion is where a member of the academic members of staff rises through

the ranks as indicated in the Appendix 9. (Table 3.0)

2.14.5.2 Library staff

The University shall have two cadres of Library staff, namely; Academic and Administrative

Library staff.

a) Academic Library Staff
The Academic Librarians shall be expected to conduct research, publish, and carry out other

academic activities as a contribution to the academic development of the University.
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Academic Librarians shall have a teaching load of at least six (6) contact hours every week in a

teaching unit.

i) Promotion and Appointment Criteria

This shall be guided by the following factors;

a) Evidence of teaching;

b) Academic and professional qualifications;

¢) Pecer Reviewed Publications;

d) Professional Library work/ Professional Practice;

¢) Resecarch;

f) Information Litcracy Instructions and Innovations;

g) Other Academic Activities (including Conferences/seminars  attended, papers
presented, Lecturing, edits of periodicals, devcloping Library/Information courses
and supervision of students);

h) Service to the University and the Community;

i) Membership to Professional Bodies; and

J) Ethical and moral character

ii) Promotional Outlet
The considerations for promotion of academic library staff from one scale to another shall include
the academic qualifications, actual teaching cxperience, professional proficiency or ability,
research, publications, evidence of supervision of graduate students and any other requirecments

as may be stipulated for the position.

iii) Promotion/Appointment of Academic Library Staff

The detailed Information on requirements is provided for in Appendix 9 (Table 2.0)
b) Administrative Librarians

The Appointment & Promotion of Administrative Librarians shall be in compliance with the

approved procedure for Appointment/Promotion of Administrative staff in the University.

2.14.5.3 Assessment Criteria
The assessment for Appointments and Promotion of Academic members of Staff shall be

conducted in line with the following approved guidelines of the University Council;
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Points system criteria for academic staff applied at the College/School/Institute/Departmental

Level,

a)  Criteria for scoring academic staff at the School of Industrial and Fine Arts.

b)  points system for research staff

¢)  Weighting and point scoring system for academic library stafl.

2.14.5.4

Other Provisions

Other important provisions relating to appointment and promotion of academic staff are detailed

in section 14 of the appointments and promotions policy effective 1st October 2009 (“Policy on

Appointment and Promotion of Academic Staff as Reviewed and Approved by the University

Council )

2.14.5.5 Vetting of Publications

a)

b)

d)

Vetting of publications shall either be internal or external according to the level of
promotion. Publications for the position of Senior lecturer shall be vetted internally.,
Publications for the position of Associate professor and Professorial positions shall
be vetted externally.

All publications shall be subjected to a vetting process and a publications Rescarch
Management vetting tool. Depending on the outcome of the vetling process, in
instances where the rccommendations of the Vetter arc not satisfactory, the
Appointments Board may seek another opinion from another Velter, before making a

decision to promote or appoint the Applicant.

All publications shall be submitted in soft copy for the purposes of appointments and
promotions. Publications shall be channelled through the Directorate of Quality
Assurance for plagiarism check before submission to the Directorate of Human
Resources.

Any member of staff who is not satisfied with the decision of his or her Veiter verdict
may appcal to the Appointments Board to have his or her publication(s) submitted to

another Vetter for a sccond opinion.

2.14.5.6 Scoring System for External Vetting

An Assessor shall be required to submit the following information on cach publication.

Asscssment of each publication shall be in relation to;

a)
b)

Originality and contribution to knowledge;
Relevance to the academic discipline
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c) Relevance and currency of literature;

d Relevance or consistency to the individual’s own specialization in an academic
¥ P

discipline.

c) Quality of published work; and

Overall quality of the work;

For each aspect of the aspects above, a grade shall be given as per the grading system shown in

Appendix 6

a)

b)

A score of A (Excellent) shall only be awarded when indicators in (a), (b) and (c) are

highly regarded. For number (f) above (i.e. overall quality), the grade shall reflect the

average of numbers (a) to (c¢) above.
For promotion to the position of Professor, a rating of (A) on all arcas of assessment shall
altract recognition by the Appointments Board and communicated to the member of staff

by letter signed by the Chairperson of the Appointments Board

2.14.5.7 The Publications shall be subjected to plagiarism check

The Rescarch Management Tool will be used to verify the quality of Publications.

2.14.5.8 Administrative Staff

Promotion of administrative staff shall be subject to availability of vacancy and funds

a) Procedure

Each administrative Department/Unit/Division shall have a Committee in charge of
promotions for Administrative members of staff. This Committee shall be composed of
five (5) members. The Committee shall be chaired by the Head of
Unit/Department/Division. The quorum of a meeting of the Committee shall be three (3)
members present.

Where a Department/Unit/Division does not have the required minimum membership,
the Department/Unit/Division shall co-opt membership from other relevant Department/

Unit/ Division for purposes of conducting business.

1i1) Where a Iead of Department/unit/Division is an applicant/ candidate for promotion or

where two (2) or more members of the department are being considered for promotion,

the Committee shall co-opt members from other relevant Department/units/ Division.

iv) This Committee shall make its recommendations to the Central Management Committee

for further consideration and/or recommendation to the Appointments Board.

b) The Promotional Criteria
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The criteria applied for promotion of Administrative members of staff shall comprisc the

following;

1) Years of relevant experience as defined in the Job description;

ii) Academic/professional qualifications and competence;

iii) Performance assessment based on cumulative appraisals by the Head of Unit;

iv) Professional growth (courses attended, confercnces, workshops, seminars etey;

v) Evidence of contribution to the University and community (including participation in
University committees, mentorship and other community-based activities); and

v1) Ethical and moral conduct.
c) Promotional interval
The minimum period for promotion to the next level shall be three (3) years.
d) Acceptance of promotion

i) The Director of Human Resources shall communicate to successful applicants for
promotion the decision of the Appointments Board

1) Acceptance of promotion shall be communicated to the Director, Human Resources
within two (2) weeks of reccipt of the letter communicating the promotion.

iii) Before adjusting the salary of a promoted member of staff, the promotion must be
accepted in writing by the member of staff and will take effect on the date of acceptance.

1v) An appointment that has not been accepted within the stipulated time shall lapse after one
(1) month unless reasons for not doing so are communicated to the relevant office within
that time.

v) The letter of promotion shall specify the new position and title of the member of staff, job
description, salary scale, department/ unit/ Division, the reporting line of the member of

staff, and benefits, if any.
2,15 Exit Management

2.15.1 Separation of Employment

Services of a member of staff shall ceasc under any of the following circumstances:
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A member of staff shall cease being an employee of Makerere University in the case of death,

relirement, resignation, expiry of Contract, non-confirmation into University service,

retrenchment, redundancy, verifiable incapacity of the employee or as a result of dismissal from

the University service following disciplinary action in accordance with the provisions of the code

of conduct.

2.15.2 Forms of Exit

2.15.2 .1 Voluntary Exit

1. Resignation

A member of staff shall resign from office by giving a duly written and signed notice of

resignation.

a) Procedure for Submission of Resignation Letters

1)

A member of staff who wishes to terminate his/her employment shall submit a
letter of resignation to the Dircctor, Fluman Resources through his/her Head of
Division/Department/Unit in compliance with the provisions of the Employment
Act 2006 (as maybe amended).

The letter of resignation shall clearly specify the effective date of notice and the
last day the member of staff will be in office. The member of staff shall ensure
that his or her letter of resignation is received and receipt of acknowledgement in

writing by the Director of Human Resource or his or her delcgate.

iii) Upon receipt of the letter of resignation, the Director Human Resource or his or

her delegate shall acknowledge receipt of the resignation in writing and confirm
with the member of staff his or her last day of work and the effective date of
his/her resignation with a copy to his/her Head of Division/Department/Unit. The
Director Human Resources shall, also within onc (1) week request the
Supervisor/Head of Department/Unit/Division to consider and make a report with

minutes attached on the application to the Director Human Resources.

1v) On receipt of the Minutes and Report from the Ilcad of Unit/Department or

Division, the Director of Human Resource shall immediately bring it to the

attention of the Appointments Board.
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v) The notice period shall start running on the date the resignation letter is submitted
and received by the Directorate of Human Resources.

b) Acceptance of Resignation

1. The decision of the Appointments Board shall be communicated in writi ng to the member

of staff by the Director Human Resources.

2. A resignation shall be accepted conditionally under the following circumstances;
a) Where a member of staff has not served the bonding period;
b) Where a member of staff has not fully handed over all University
cquipment/property;
c¢) Where a member of staff is under investigation, suspension or any other
disciplinary process; and

d) Any other justifiable reasons as determined by the Appointments Board.

(%]

In the event that resignation is conditionally accepted by the Appointments Board, the
grounds for the conditional acceptance as well as the conscequences shall be clearly
communicated in writing to the member of staff.

4. A member of staff whose resignation has been accepted by the Appointments Board shall
be entitled to terminal benefits as provided for under this manual. In casc the Member of
staff owes funds to the University, the said terminal benefits shall be paid less is lieu of

to the University and other lawfully authorised parties.

¢) Withdrawal of Resignation
Withdrawal of resignation shall be made in writing by a member of staff to the Director, Human
Resources, and shall be effective, provided such withdrawal is made before the resignation is

submitted to the Appointments Board.

2.15.2.2 Involuntary Exit

1. Redundancy

Termination by reason of redundancy shall be based on the following;

a) When the University has ceased/intends to ceasc to carry on the activity for the purposes

of which a member of staff was appointed by the University; or has ceased or intends to
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ceasc to carry on that activity in the place in which the concerned member of staff is
deployed or works;
b) Where the requircments of that activity for which the member of staff was appointed have

ceased/diminished or arc expected to ceasc/diminish.;

The procedures for termination of employment on grounds of redundancy shall be determined by

the University Council.

2. Dismissal

The following shall be offences punishable by dismissal from the University: -

a) Abscondment from Duty
In the absence of communication from the concerned member of staff and his or her failure to
resume duty within ten (10) continuous working days, the officer shall be deemed to have

absconded from duty.

When the abovementioned information relating to the concerned member of staff is submitted to
the Director, Human Resources, he or she shall immediately authorize the stopping of the salary

of the member of staff and submit a report to the Appointing Authority for further management.

b) Persistent absenteeism
A member of staff who is persistently absent from duty without authorisation or permission from
his or her supervisor and with no justifiable reason for a period of fifteen (15) working days in a

month shall be liable to face disciplinary sanctions.
¢) Removal for Good Cause/ Disciplinary Procedure

1) When in the opinion of the Vice-Chancellor there is good cause, he or she shall
have power to suspend a member of staff, provided that he or she shall forthwith
make a report to the Chairperson of the Appointments Board the fact of such
suspension, together with the grounds for the action and any other information
deemed necessary.

1) The Vice-Chancellor shall then set up an nvestigations Committee to investigate
the allegations made against such member of staff.

1ii) The Investigations Committee shall make a Report and submit it to the Vice

Chancellor for onward transmission to the Appointments Board for further
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vi)

vii)

viii)

management in accordance with the provisions of the Universities and Other
Tertiary Institutions Act 2001 as amended.

The Appointments Board may make a decision 1o subject the member of staff to
disciplinary proceedings.

The Appointments Board may remove any member of Staff from University
service for good cause.

No member of staff shall be removed from office by the Appointments Board in
excrcise of its powers as provided for in the University and Other Tertiary
Institutions Act 2001 (as amended) unless such member of staff has been given a
rcasonable opportunity to be heard.

All procedures taken before a member of staff is dismissed from University
service shall abide by the rules of natural justice and fair hearing.

The Appointments Board shall dismiss a member of staff on account of a grave
offence or gross neglect of duty or for other Justifiable causes as stipulated in

Section 8.6.2

d) Professional and/ or ethical misconduct

A member of staff shall be dismissed by the Appointments Board on account of professional

and/or ethical misconduct as stipulated in this manual, or any other conduct construed as

misconduct.

In accordance with the Universities and other Tertiary Institutions Act, a member of staff may

appcal to the Staff Tribunal against the decision of the Appointments Board.

2.15.4 Natural Causcs

2.15.4.1 Retirement

Purpose

The University values the contributions made by its staff during their service with the University

and provides benefits at their retirement.

(a) Early Retirement:

A member of staff may apply for early retirement in accordance with the Public Service Standing

Orders 2010 (as may be amended).

(b) Mandatory Retirement:
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The mandatory retirement age for members of staff on permanent terms in the University service
is sixty (60) years. Staff on permanent terms who attain the age of 60 shall automatically retire
on the day of the calendar month on which they attain sixty (60) years of age.
(1) Retired Academic Staff at the level of Associate Professor or Professor who have
attained the mandatory retirement age but whose services are still required by the
University, may be employed by the Appointments Board on contractual terms as per

Section 2 of the Manual.

(i) Upon retirement a member of staff shall start the clearance process with the University
organs and shall then be given clearance by the Director of ITuman Resources to
enable them to access their retirement benefits from the scheme with which they have

been saving.

2.15.5 Procedurc for handling Voluntary Exit and Retircment

1. Handover
The exiting staff shall comply with the following handover procedure before leaving the
University;

a) On leaving the University service, a member of staff shall handover all University
propertics in his or her charge in accordance with the following provisions of handing

over and taking over.

b) The efficiency of the University Service demands that when a member of staff leaves
temporarily or permanently, he or she shall hand-over his or her duties to another member

of staff. The procedure for handing over must be systematic and thorough.

¢} Before the arrival of the incoming member of staff, the outgoing member of staff must
make a conscientious effort to clear his or her “IN” and “PENDING” trays/ assignments.
If there is any backlog of work to hand over, it must be done, through the supervisor to

the Head of the Unit/Department or Division with a copy to the incoming officer.

d) The hand-over report shall be signed by members of staff and shall include, but not

limited to, the following: -

(1) Assignments which the member of staff shall be involved with for
continuity;
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(11) University property under the custody of the member of stafT;

(i)  Specific assignments to be handled and any pending cascs; and

(iv)  Universities/clients the member of staff has been involved with in the

course of performing his or her duties.

¢) Whenever handing-over and taking-over takes place, the following guidelines shall apply:

()

(i)

(iii)

(iv)

)

(vi)

(vii)

(viii)

(ix)

The Outgoing member of staff shall hand over to his or her supcrvisor or any other
designated officer (including the incoming member of staff).

The outgoing member of staff shall Prepare a handover report which shall be
witnessed by the Internal Auditor, Director, Human Resources among others and
hand over office, and all work in progress, accounts, contacts, data, rccords and
documents, whether in paper, print or clectronic form, related to his job to his
Head of Division/Department/Unit or designated Officer.

The above-mentioncd report shall include a list of files, with which he or she has
been handling and draw his or her attention to all outstanding assignments;

The outgoing member of staff shall hand over any items listed in the handing-over
notes in his or her charge and where Imprests are involved cash must be handed
over strictly, in accordance with Treasury Accounting Instructions;

When an outgoing member of stafl has University accommodation, he or she must
settle the personal outstanding bills e.g. water and electricity before departure.
The outgoing member of staff shall Return keys and other University property in
his or her possession to the Head of Department/Division/Unit.

The outgoing member of staff shall Return library books to the appropriate
University Library.

If working in a laboratory/workshop the oulgoing member of staff shall ensure
that any hazardous materials have been properly labelled and secured.

The outgoing member of staff shall Remove all personal property from University
Offices and Housing Units. Any failure to handover University property will
constitute an offence for which the University reserves the right to prosecute the

former member of staff in Courts of Law.
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f) Inview of the broad ficld of work in which the University operates, the procedure outlined
in this Section cannot be exhaustive, and it is no defence Wherc something has gone wrong
because of any omission during handing-over by an outgoing member of staff.

g) The outgoing member of staff shall pay or make arrangements to make good any
indebtedness owed to the University, or related entity and any other work in progress to
the head of department.

h) A Head of Unit/Department or Division must ensure that the provisions of above are
strictly adhered to. In the event of any difficulties, the matter shall be reported to the Head
of Unit/Department of Division, who shall institute such measures deemed necessary so
that the member of staff leaving the service is made to settle in full his or her obligations.

1) The University Secretary may direct a deduction to be effected from {he departing

member of staff’s terminal benefits to settle the obli gation.

2. Exit Interview
The Human Resources Dircclorate may conduct an exit interview for staff that are leaving the

University service.

The purpose of this interview is to obtain a better understanding of exiting member of staff’s
experience for purposcs of policy review and any other changes considered necessary to promote

better employee management practices

2.16 Dcath and Bereavement

a) When a member of staff dies, the Head of Department/Division/ Unit shall report to
the Director, Human Resources the occurrence of Death.

b) The Director Human Resource shall notily the next of kin of the death of the member
of staff.

¢) The next of kin/lcgal representative/s shall obtain and present a certified copy of the
death certificate processed by NIRA or any other mandated Government entity to the
Director [Human Resources.

d) When a member of staff dies, the University shall contribute towards burial expenses

at a ratc as maybe determined by the Makerere University Council from time to time.

¢) If the deceased member of staff was resident in a University accommodation, the
family/dependents residing in the house shall be allowed to retain the University
house for up to three (3) months. Upon the expiry of the three (3) months, the
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f)

h)

dependants of the deceased/ former member of staff shall be required to vacatc the
University house.

If the deceased member of staff was not resident in University Accommodation, three
(3) months housing allowance shall be payable to his or her registered spouse/next of
kin /Legal representative/s immediately, as a onc-off payment.

Death gratuity is a special form of financial assistance, in addition to the University’s
contribution towards funeral cxpenses, and shall be payable by the University to the
registered spouse/next of kin/legal representative/s after the death of a member of
staff as onc-off payment.

In the event of death of a registered spousc or biological or legally adopted child, the
University shall provide the same assistance to the staff as in the casc of loss of a
member of staff member in as far as management of the burial arrangements are
concerned. This shall be limited to a legal spouse and four (4) biological or legally
adopted children under the age of Twenty-Five (25) years.

A lumpsum of UGX. Four Million shillings (4,000,000/=) shall be paid as
bercavement sum to a member of staff or to his or her family or as shall be determined

by council from time to time.
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SECTION 3

WORK SCHEDULE

3.1 Introduction

The minimum working hours for all member of staff shall be forty (40) hours, and forty eight

(48) hours maximum per week.

Where a member of staff works hours in excess of cight (8) hours per day or forty eight (48)

hours per week, he or she shall, in the absence of a written agreement to the contrary, be

remunerated at the minimum rate of one and a half times (1.5) of the normal hourly rate if the

overtime is on the normal working days, and at two times the hourly rate where the overtime is

worked on gazetted public holidays as provided for by the Employment Act 2006 (as may be

amended).
3.2 Hours of work
3.2.1 Time Management

a) Inaccordance with the Public Service Code of Conduct and Ethics (July 2005), a member
of staff shall have strict regard to the working hours. A member of staff shall not come
late to office, mectings and Official functions without reasonable excuse.

b) A member of staff shall endeavour to accomplish planned activities on time. He or she
shall desist from engaging in behaviour or conduct that disrupts or interferes with the
work of other officers.

¢) Unless otherwise provided, the official working hours are: -

Monday — Friday:

8.00a.m — 1.00 p.m

2.00p.m — 5.00 p.m
3.2.2  Authorised Absence from duty

a) A member of staff shall seek and may obtain permission from his or her supervisor to be
absent from duty.

b) Permission shall not be unreasonably denied or granted.

c) A member of stafl shall report his or her absence during official working hours from

office to his or her immediate supervisor or relevant persons, and obtain permission for
such absence.
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3.3 Schedule for Academic Staff

a) The duties of the members of Academic staff shall include the following; lecture
preparation, actual tcaching , conducting practical learning scssions; invigilating,
evaluating and grading formative and summative assessments; invigilating tests and
exams, sctting and marking tests and examinations, marking course work, supervising
students research and projects, field work counsclling and guidance, conducting research
and disseminating findings , outreach activities and community services.

b) The minimum and maximum class contact load shall be based on visible and monitorable
workload which shall be a minimum of Ten (10) contact lecturing hours per week and
maximum of Twelve (12) contact lecturing hours per week respectively. The remaining
thirty (30) hours be used for Lecture preparation, Tutorials/Seminars, Marking,
Practicals/Clinicals, Supervision, Rescarch and Qutreach

¢) At postgraduate level, only staff who possess a PhD qualification or who are at the rank

of Senior Lecturer shall teach and supervisc graduate students.

Furthermore, the approved staff/student ratios to guide 1n deciding the intake capacity to

graduate programmes shall be as follows:

(1) Masters programmes Li5 one lecturer to five (5) students
(1) PhD programmes I3 onc lecturer to three (3) students

(ii1)Postgraduate Diploma programmes 1:10  one lecturcr to Ten (10) students

d) Flexibility as duty may demand an academic staff to work for more than five days a week.
¢) Provision (b) above notwithstanding, a teaching load lower than ten hours a week may be
granted under special circumstances mutually agreed with the relevant Committee of the
College for such rcasons as studentship, supervising graduate students, special duties,

illness, etc.

3.4 Overtime work

Members of the Administrative and Support Staff

a) Members of Staff may be required to work additional hours when operational or

contingency needs arise, or during public holidays.
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b) Wherce a member of staff works hours in excess of Eight (8) hours per day or Forty (40)

h)

b)

hours per week, he or she shall, in absence of a written agreement to the contrary, be
remuncrated at the minimum rate of one and half times (1.5) of the normal hourly rate if
the overtime is on a normal working day; and at two (2) times the hourly rate where the
overtime is in a gazetted public holiday.

It is Central Management's responsibility to ensure that overtime work is only performed
when necessary and in unavoidable circumstances. Regular or perpetual overtime is
discouraged and considered inappropriate.

Central Management shall review the circumstances leading to regular overtime and shall
look for other means to alleviate the situation.

Consideration should be given to "shifts" or staggered working hours.

Prior approval from supervisors of entitled Support staff of a defined salary gradc is
required for performance of overtime work with compensation. Overtime work shall be
compensated by compensation leave whenever situation permits.

Where compensation Icave is not possible, over time allowance shall be payable only to
a member of staff on salary scales M.20 who work beyond the gazetted working hours,
at a rate approved by Council upon recommendation by the immediate supervisor to the
Director, Human Resources.

Over time allowance shall be payable to a member of staff who has obtained prior
authority from the Director, Human Resources to work beyond the recommended
minimum hours to cover work assigned to him/her in excess of the normal workload.
For administrative units, the recommendation shall be given by the Head of
Department/Unit/ Division; and for academic Units, the recommendation shall be given

by the Principal/Centre coordinator.

3.5 Shift dutics

Where members of staff are employed in shifts, it shall be permissible to employ persons
in excess of eight (8) hours in any one (1) day or forty (40) hours in any one (1) weck
where the average number of hours over a period of three (3) weeks exceeds ncither ten
(10) bours per day, nor fifty-six (56) hours per week.

A Member of staff who is required to work in shifts owing to the nature of his or her
duties, shall refer to his or her supervisor for his or her shift schedules and shall comply
with the duty Roster. A Supervisor who is responsible for setting the schedules shall

inform the member of staff well in advance of any changes in the roster.
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3.6 On-call dutics

In exceptional cases, there may be a need for a member of staff to be on-call outside normal
working hours to handle operational or contingency matters. If the matters cannot be dealt with
over the telephone, the University may require the member of staff to return to the workplace for
emergency action. Any Extra hours worked may be compensated in accordance with the policy

and procedure governing overtime compensation as detailed in Section 3.4 of this Manual.

3.7 Rest days

The rest days are generally Saturdays and Sundays. For a member of staff working on shifts, rest

days shall be in accordance with the shift schedulcs arranged by his or her supervisor.

In case of urgent business, a member of staff may be required to work on his or her rest days.
The extra hours worked may be compensated in accordance with the policy on overtime

compensation in place.

3.8 Attendance register

All Academic and Administrative Units in the University shall maintain an Attendance Register
to keep track of reporting and departure time of members of staff within cach Unit. The head of

Unit shall monitor, cvaluate and follow up on the staff’s records on the attendance register.

In circumstances when a member of staffis engaged in other activities in their line of duty which
makes it impossible to sign the register, evidence of such engagement shall be provided. 3.9
Public holidays

a) A Member of staff shall be entitled to a paid public holiday as gazetted by the Government
of Uganda. These gazetted holidays shall be inclusive of statutory holidays.

b) Wherc a member of staff works on a public holiday, he/she shall be entitled to a day’s
holiday with full pay at the expense of the University or a holiday on some other day that
would otherwise be a day of work or double the rate payable for work on a day that is not
a public holiday, in licu of the public holiday but not both.

¢) For a member of staff on shift duties, if the normal shift working hours fall on a public
holiday, he or she shall be required to report for duty on thesc days. He or she shall be

compensated by time-off on any other working day(s).
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SECTION 4
COMPENSATION/REMUNERATION

4.1 Introduction

Makerere University aims to provide cemployment which offers equitable remuneration in

relation to responsibility. The salary policy of the University is designed to attract, motivate and

retain a high-calibre workforce.

4.2 Salary and Allowances/Incentives

4.2.1 Internal Equity

All jobs shall be categorised into job grades with reference to the job content and job size. The

same salary range shall apply to individuals of the same job grade. All staff shall reccive the

compensation as provided in the Salary Schedule for the salary range for the position in which

they arc employed, which shall be adjusted from fime to time according to Government Policy.

(Appendix 4)

a)  Based upon the salary schedule, a new member of staff shall be employed at the entry
level of the range established for the position and as stated in the Appointment Letter.

b)  All posts in the University shall be classified by title and salary scale in accordance
with the duties and responsibilities carried out by the post as cstablished by the
University Council.

c)  Alljobs of equal value and at the same salary scale shall be remunerated equitably.

d)  For full time staff, salary shall be payable into the member of staffs salary bank
account at the end of every calendar month.

)  Part time staff shall be paid an hourly rate as determined by Council from time to time
to a maximum of Forty (40) hours per month.

) The salary of a part-time staff shall be paid upon submission of a duly filled and signed

claim form through the Head of Department provided the dutics for which part-time

stafl was assigned are fully accomplished.

4. 3 Allowances/Incentives

a) Some allowances/incentives shall form part of the consolidated salary for some categorics of

staff as indicated in their appointment letters.
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b) The rest of the allowances shall be as indicated below and are payable subject to availability
of funds as authorized and approved by council as per approved budget.

¢) Monetary incentives shall not be paid to staff on study leave.

d) Members of staff will be entitled to a monthly incentive according to their salary scale at a

rate approved by Council from time to time.

4.3.1 Acting Allowance

Shall be paid to a member of staff who acts in a higher position which, he/she is ordinarily
qualified as the incumbent. A member of staff in an acting appointment shall be entitled to all
benefits attached to the post and shall be paid an acting allowance which shall be the difference
between the staff’s current salary and the bottom of the salary scale where he/she is acting for at

least thirty consecutive days.

4.3.2 Air Time Allowance
Where need arises, Air time allowance shall be payable to a member of staff as recommended by
the supervisor and or as per regulations governing such allowance in the University to facilitate

communication in the exccution of University duties.

4.3.3 Baggage/Repatriation Allowance
Baggage allowance shall be payable to a member of staflT:
a) On return from studies abroad where such allowance was specified in the award letter
before commencement of the studies (refer fo the Human Resource Development policy)

b) Upon retirement of an expatriate staff

4.3.4 Hospitality Allowance
Hospitality allowance shall be payable to a member of Management as defined by the University,
Principals/Deans/Directors/Heads of Departments shall be paid an allowance for entertainment

of official guests at a rate that shall be determined by Council from time to time.

4.3.5 Mileage

Mileage shall be payable to officers who may be authorized 1o use their personal motor vehicles

to carry out University work at a rate determined by Council from time to time.

4.3.6 Out of Pocket Allowance
@) Out of pocket allowance shall be payable to cover miscellaneous cxpenses where official
travel is fully sponsored. This shall form 20% of per-dicm or a rate as shall be approved

by Council from time to time. (Also refer to Section 12.2 on travel.
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b) Where meals are not covered in a paid official trip, a member of staff shall be paid 40%

of the applicable per diem rate or as shall be approved by Council from time to time.

4.3.7 Day Travel/Safari day Allowance
Day travel (Safari day) allowance shall be payable to a member of staff on official duty, off

station for a period exceeding six hours but not amounting to onc night.

4.3.8 Per diem /Subsistence Allowance
a) Per diem shall be payable to a member of staff who shall be required to travel on duty
away from their duty station for at lcast a night (Refer also to Section 12.2 on travel. )
b) A member of staff who attends a full-time short programme within Uganda, beyond
at least Thirly (30) km outside Kampala for a period not exceeding four (4) weeks shall

be paid per diem, using the Council approved rate.

4.3.9 Telephone Allowance
Telephone allowance shall be payable to specified categories of members of staff to cover official

telephone expenses and shall form part of the consolidated salary.,

4.3.10 Inland Travel Allowance
a) Inland Travel allowance shall be payable to a member of staff to meet transport costs in
respect of official inland travel both within and outside Uganda.
b) It shall be determined according to distance at a rate approved by Council from time to
time.
¢) Members of Staff shall be cligible for additional allowance in respect of children aged
below four (4) years travelling with the staff member on official business as determined

by Council from time to time.

4.3.11 Transit Allowance
Transit allowance shall be payable to 2 member of staff, to cater for incidental travel expenses at

Airports at a rate as determined by Council from time to time.

4.3.12 Warm Clothing Allowance

a) Warm clothing allowance shall be payable to a member of staff on official travel to a
tempcerate zone to cater for warm clothing needs. This shall be payable once in three 3)

years.
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b) Notwithstanding the above, a member of staff shall provide evidence of weather

conditions in the intended Country of travel at that time before the allowance is granted.
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SECTION 5
LEAVE

5.0 Introduction

Members of staff shall be entitled to leave.

a)
b)

g)

Leave is the official time a member of staffis off duty from the University.

The objectives of providing leave by the Universily are to release Members of staff from
the pressure of work and to provide them time-off under circumstances such as annual
leave, sickness, sabbatical, rest, maternity among others.

The types of leave sct out in this Section are applicable to full- time permanent and
contractual staff.

Leave is statutory and cannot be limited to these appended by the University Council.
An Application for leave is subject to the approval of the relevant University organs and
must be supported by relevant documents proving the eligibility of the member of staff
to the satisfaction of the University.

Details of the policy on Leave are set out in the following paragraphs.

The policy shall be subject to review from time to time at the discretion of the University.

31 Types of Leave

In University service, the recognised types of leave arc as follows:

a)
b)
c)
d)
c)
f
g
h)
i)
)

Annual Leave;
Maternity Leave;
Paternity Leave;

Sick Leave;
Compassionate [.cave;
Special Leave;

Study Leave;
Post-Doctoral Leave;
Sabbatical Leave; and
Advanced Annual Leave
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1

1 Annual Leave

1. Entitlement

a) Every member of staff shall be entitled to annual leave with full pay in accordance with
the various leave entitlements as approved from time to time by the University Council.
The prescribed annual leave form is appendix 13.

b) A member of staff shall not proceed for any leave until approval has been obtained as
specified on the leave form.

c) Leave not taken when due, shall be forfeited except where permission to defer such leave
has been granted by the Director, Human Resources in writing on the recommendation of
the Head of Department.

d) A member of staff whose retirement from U niversity service is forthcoming shall take
and exhaust any entitlement of leave due to him or her before the last day immediatcly
preceding the date of retirement or elsc it shall be forfeited.

¢) The period a member of staff is on suspension, study leave/post-doctoral, or sabbatical

leave shall not contribute to the period entitling the member of staff to annual leave.

Duration of Leave

The annual leave for administrative and academic members of staff shall be thirty (30) days.

b) The annual leave for a member of support staff shall be twenty (24) days.

Annual Leave for a member of staff on contractual terms shall be calculated as stipulated

in the contractual agreement.

d) Annual entitlement of leave vests on 1° January of each calendar ycar for all members of

g)

staff who are in employment from 1% J anuary; and the leave may be taken at any time
during a particular calendar month provided it is anticipated that a member of staff will be
in employment throughout the year.

Any period of lcave taken shall include Saturdays and Sundays except for maternity and
paternity leave.

A member of staff shall take Annual Leave as shall be agreed between the member of staff
and the immediate supcrvisor

The annual leave of any member of staff will commence on the date following the day he
or she ceases duty and will end on the day preceding the day he or she resumes duty.

Additional leave shall not be granted for purposes of travel.

66



h) Where a member of staff fails o resume duty upon expiry of leave, such member of staff
shall be regarded as being absent from duty without permission and therefore liable for
disciplinary action.

1) Where such absence cxceeds ten (10) working days without written notification and
permission granted for that absence, such staff shall be deemed to have absconded from
duty and shall liable for action.

i) Inthe event of Resignation from University service, annual leave accrued but not yet taken

shall not be computed as part of the notice period.

3. Accumulation of Leave

a) Every staff shall be required to take leave in full unless recalled or officially rescheduled.

b) Where a member of staff is recalled from leave prematurcly, the remainder of lcave shall
be deferred to a later time, during the same calendar ycear as far as possible

¢) Leave shall not be deferred beyond one calendar year to another unless prior authority
has been obtained from the Director Human Resources on the recommendation of the
Head of Department.

d) Notwithstanding (c) above, annual leave shall not be accumulated in excess of sixty (60)
working days.

¢) Accumulation of annual leave shall be due to work-related reasons such as:

(1) Being required to work on a major or special project with a deadline to meet
and as such the member of staff cannot be released.

(ii) The superior(s), subordinate(s) of the member of staff or several members of
staffs within the same Division/Department/Unit are on leave or absent from
the office for a long period and as such the presence of the member of staff is
required in office.

(111)The workload at the Division/Department/Unit is particularly heavy and as
such makes the release of the member of stafl impossible.

(iv)Notwithstanding any of the provisions above, the member of staff shall be

encouraged to take his or her annual leave as much as possible during the year.

4. Annual Leave Schedules

a) Itis the responsibility of the Head of Department/unit to schedule leave for all members
of staff in the department according to the annual leave planner.
b) Every Department shall have a Leave Roster at the beginning of cach Calendar Year; a

copy of which shall be availed to the Director, Human Resources.
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g)

h)

3.2

Each member of staff will be required to input his/her provisional annual lcave schedule
into the Departmental Leave Roster which will subscquently be captured on the annual
Leave Planner to help arrange work schedules at the beginning of the year.

The annual leave planner will be available for viewing by the Ilead of
Division/Department/Unit, approving Manager(s) and Labour and Welfare Officer.
Annual leave will be taken according to the leave planner as far as practicable and should
be at the convenicence of the department

A member of Staff shall apply for leave, to his or her [ead of Department, at least a
month in advance.

A member of staff shall provide an address/ Phone number wherc he or she can be reached
while on leave to his/her ITead of Department.

A member of staff shall not proceed on leave until he or she has obtained approval in
writing from the Directorate of Human Resources by the designated Officer.

A member of Staff proceeding on annual leave shall submit a comprehensive Handover

Report to his or her immediate supervisor.,

Maternity Leave

In accordance with the Employment Act (2006);

a)

b)

d)

A female member of staff shall as a consequence ol pregnancy or miscarriage have the
right to a period of sixty (60) working days lcave from work on full pay hereafter referred
to as maternity leave, of which at least four (4) weeks shall follow every childbirth or a
miscarriage.

A female member of staff who is pregnant shall have the right to return to the job which
she held immecdiately before her maternity leave or to a reasonably suitable alternative
job on terms and conditions not less favourable than those which would have applied had
she not been absent on Maternity Leave.

In the event of sickness arising out of pregnancy or confinement, affecting either the
mother or the baby, and making the mother’s return to work inadvisable, the right to return
mentioned in (b) shall be available within Eight (8) weeks after the date of childbirth or
miscarriage.

A female member of staff who seeks to excreise any of the rights mentioned in this section
shall, if requested by the cmployer, produce a cettificate as to her medical condition from

a qualified Mecdical Practitioner.
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5.1.3

d)

5.14

Paternity Leave

A male member of staff shall, immediately after the delivery or miscarriage by his wife,
have the right to a period of four (4) working days’ leave from work annually herein
referred to as Paternity Leave.

The member of staff referred to in () shall be entitled to payment of his full wages during
the said Paternity Leave.

A male member of staff shall have the right to return to the job which he held immediately
before his Paternity Leave.

A male member of staff who sceks to excreise any of the rights mentioned in this section
shall, if requested by the Employer, produce a Certificate as to the wife’s medical

condition from a qualified Medical Practitioner.

Sick Leave

Sick leave shall be the period during which a member of staff is genuinely absent from duty

owing to his or her sickness.

1. Conditions governing Sick Leave

a)

b)

d)

A Member of Staff shall be granted paid sick leave for rcasons of any form of illness
which affects his or her ability to perform his or her duties as certified by a registered
Medical Practitioner.

A Member of stafl shall be required to notify his or her Supervisor by telephone or in
writing in the first instance of any illness preventing him or her from attending to their
Official dutics at the University.

Before a member of staff proceeds on sick leave he/she shall be required to file a Sick
Leave form issued by the Dircctorate of Human Resources. All medical documents
submitted by a member of staff in relation to an application for sick leave must be verificd
by the Director, University Health Services.

The maximum period of Sick Leave with full pay shall be six (6) months. After this
period, if the member of staff is still in ill health, the Vice-Chancellor in consultation with
a Medical Board shall appoint a Medical Committec composed of at least 3 promincnt
Medical Practitioners to advise on the matter while a member of staff is on full pay for a
further maximum period of three (3) months.

Depending on the outcome of the consultation, the University shall take dppropriate

action in regard to the member of staff as shall be determined by the Appointments Board.
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) The Appointments Board rescrves the ri ght to terminate the services of a member of stafl

after nine months of continuous sick leave.

2. Incapacity due to illness
If a member of staff is permanently prevented from carrying out duties by illness, the
Appointments Board shall appoint a Medical Committee to examine him/her. After considering
the Medical Committee’s report, the Appbintmcnts Board shall take a decision on whether or not

to terminate his or her employment, on medical grounds.

5.1.5 Compassionate Leave
This is the type of lcave granted 1o a member of staff under special circumstances such as
sickness/hospitalization of a spouse /biological/adopted legal child, or parcnt, in-law or death of
any of the close members of the family.
a) The Dircctor, Human Resources shall grant Compassionate Leave on full pay to a
member of staff provided there is evidence to accompany such application for leave.
b) Compassionate leave shall not exceed four (4) working days.
¢) Any extension of compassionatc leave must be approved by the Dircctor, Human
Resources as circumstances may warrant.
d) Any other additional days taken off will be deducted from annual leave provided such

additional days do not exceed five (5) working days.

5.1.6 Study Leave

This shall mean the period a member of staff is away from official work for formal training or

Post-Doctoral Research.

1. Eligibility

Study leave shall be granted to a member of staff in accordance to the provisions of this manual.

2. Procedurc

a) A member of staff shall be eligible to apply for study Ieave on admission to a study
programme in a recognised Education Institution.
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b)

¢)

d)

g)

h)

1

k)

D

Applications for Study Leave must be accompanied by supporting documents including
program confirmation, notice/admission letter/timetable on duration of the programme.
A member of staff interested in taking a training programme on full time basis shall
apply for Study leave from the Council Commitiee in charge of training in the manner
provided in the form for study leave.
An application for study leave shall be lodged with the Director Human Resources.
Permission for study and/or Study lcave shall be granted only where a member of staffl
provides proof of the source(s) of funding.
The study leave shall be granted for one academic year irrespective of the duration of the
programme to enable the University to monitor the progress of the member of staff on
study leave.
Rencwal of study leave shall be based on the following factors;
(1) Positive Supervisor’s report on the progress of the student/Member of staff
(i1) Evidence of continued funding
(1i1)Whether the study leave applied for is within the study period according
to the admission letter.
Applications for Study Leave shall be submitted to the Council Committee in charge of
training accompanied by duly filled bonding forms.
Approval of Study Leave shall be certified by the signature of the Chairperson of the
Committee on both the application and bonding forms;
A member of staff who has been granted Study Leave shall formally handover office and
work in progress to the Head of the Department before proceeding on Study Leave;
A member of staff who proceeds for full time training during official working hours as
defined by the University without permission of the Committee of Council and
communicated by the Director, Human Resources does so illegally and shall be liable for
disciplinary action, including but not limited to: suspension, termination of service or
dismissal;
A member of Staff on a sandwich study programs out of Uganda shall be required to

undertake a reasonable workload when back in Uganda.

m) A member of staff on study leave shall be entitled to salary for the duration of the program

only i.e. For a master’s programme (1- 2 years), PhD programmc (3-4 years) or the period
as provided for in the admission letter.

A member of staff on study leave shall not be paid allowances.

Any extension of time for registration beyond the above requiring further Study Leave
shall not attract salary unless the extension has becn granted by the rclevant Committee

and communicated by the Director, Human Resources.
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p)

q)

B

817

g)

Where a member of staff’s application for extension of study leave has been approved,
he/she shall not be paid any allowances over and above the ordinary consolidated salary.
At the end of the Study Leave, a member of staff shall provide proof of successful
completion of the program for which leave was granted before assumption of duty. A
member of staff who fails to comply with this provision shall be liable to disciplinary
action.

A member of Staff whose study programme is sponsored by the University in Makererc
University and on study leave, shall have tuition and other statutory fees waived or paid
by the University after fulfilling all application requirements.

A member of staff granted Study leave shall be required to submit to the Director, Human
Resources a work plan for the study programme, within the first three (3) months; and
Supervisor’s Report on a bi-annual (six (6) months basis) for the programme to which he
or she is admitted to leading to academic awards.

A member of staff who fails to successfully complete the program for which study leave
was granted, shall bc decmed to be incapablc of providing leadership in

his/her arca/discipline of specialty and shall have his/her services terminated.

Post-doctoral Leave

A member of staff interested in applying for a Post-Doctoral study Icave after a PhD study
lcave shall first report back to duty and officially apply for it.

The duration of the study leave applied for shall be according to the study program and
shall be subject to proof of full funding from the intended sponsor but should be within
five (5) years of completion of the programme,

The staff member shall be bonded for the duration of the programme.

Where the programme is for more than six (6) months, a member of staff shall forward
bi-annual (6 monthly) progress reports to the Director, [Tuman Resources.

At the completion of the Post-Doctoral programme a full report outlining achicvements
and evidence of the same shall be submitted to the Director, Human Resources through
the Head of Department as accountability for the programme.

A member of staff who fails or neglects to comply with the requirement in (e) above shall
face disciplinary action including but not limited to refunding the money received as
salary during the period of the Post-Doctoral.

If a member of staff fails to refund the money as provided for above, the University shall

wrilc to the Institution where the staff member will be employed notifying it of such
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requirements; and shall institute legal action including attachment of any assets of the

member of staff to recover the money.

5.1.7.1 Procedure for Application

The procedure for applying for Post-Doctoral study Leave shall be as follows:

a) A member of staff intending to take post-doctoral study leave shall apply to the Council
Committce in charge of training through the Head of Department with a recommendation
from the relevant College Committee.

b) The Applicant in (i) above shall disclose evidence of funding for the specified post -
doctoral programme.

¢) The Application shall be lodged with the Director, Human Resources.

d) Applications for Post-Doctoral Study Lecave shall be considered by the Council
Committee in charge of training.

¢) The Director, Human Resources shall communicate the decision of the Committee on the
application.

) Before a member of staff is consider for study leave, his or her mother department shall
give assurance, through signed minutes by all members of staff who will have attended
the meeting, as to how the duties/ responsibilities/workload of the staff will be handled
during his or her absence.

g) A member of staff shall not go for post- doctoral leave unless he or she has been bonded

by the University.

5.1.8 Sabbatical Leavce

1. Eligibility
a) A member of the Academic Staff shall be cligible for sabbatical lcave if he/she satisfies
the following conditions;
(i) Be on permanent terms of employment at Makercre University;
(i1) Be at the minimum rank of Senior lecturer;
(1i))Have served the University for at least seven (7) years of continuous service, since
a previous Sabbatical where applicable, excluding periods of leave.
(1v) Administrative staff are not eligible for Sabbatical leave unless it is on special or
technical circumstances.
b) For Departments/Units which have more than onc (1) eligible candidate for sabbatical
leave at a given period, a member of staff who has served the University longer, since the

previous Sabbatical Leave where applicable, shall merit higher consideration;
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d)

b)

Before a member of staff is considered for sabbatical leave, the relevant mother
department/ unit shall give assurance through signed minutes by all members of staff who
will have attended the meeting, as to how the duties/ responsibilities/workload of the staff
will be handled during his or her absence.

Where a member of staff takes a year off for further training i.c. Post-doctoral research,
fellowship, special assignment, secondment to Government Departments or other
organizations, the experience acquired during that period of abscnce from the University,
shall be considered as a substitute for sabbatical leave.

A member of staff shall not be authorised to go for Sabbatical leave unless he or she is

bonded by the University.

Procedure for applying for Sabbatical Leave

A member of stafl applying for Sabbatical Leave shall submit his/her application to the
Director, ITuman Resources, throu gh his or her Department and College, for the approval
of the Vice-Chancellor together with a comprehensive and acceptable Research
programme/ academic activity programme which he or she shall comply with during that
period.

The member of staff shall also submit to the Director, Human Resources, through his or
her respective Department and College, details about the institution where one intends to
spend the Sabbatical Leave, for the approval of the Vice-Chancellor.

Sabbatical Leave shall be taken at a place most suitable for the member of stafl’s
study/research discipline.

A member of staff shall identify, confirm and provide evidence of source(s) of fundmg
when applying for the sabbatical leave.

A member of staff shall not be authorised to go for Sabbatical Leave without being

bonded by the University.

A member of staff shall submit a Final activity report to the Vice-Chancellor through the
Head of Department and the Director, Tuman Resources, on completion of the Sabbatical
leave.

Duration

()  The duration of the Sabbatical lcave shall be one Calendar Year.

(i) The Vice Chancellor may under very special circumstances extend Sabbatical leave
of a member of staff by up to three (3) months.

(iii) Where the candidate for Sabbatical Leave is a Principal, Dean, Director or Head of

an academic department, Librarian or other approved category of staff, whose
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4.

absence from office for a long and continuous period exceeding six (6) months is
judged as detrimental to the University’s operations, the Sabbatical Leave shall be
taken on a piece-meal basis.

(iv) Where, becausc of the high  international  travel costs, a
Principal/Dean/Director/Head of Department is unable to satisfy the piecc-meal
Sabbatical arrangements as proposed in (ii1) above and must stay out of office for a
period of six months, he/she shall notify the Director of Human Resources well in
advance, so that a new Substantive Principal/Dean/Director/Head is appointed to

replace him or her.

Sabbatical Activitics

When on sabbatical leave, a member of staff shall focus his/her efforts on undertaking the

following:

a)

b)

b)

5.1.9

Advancing frontiers of knowledge through research; processing of research data and
publishing the results in the form of scholarly papers and/or books; and Consultancy
work, where there is cvidence of research involvement to the bencfit of both the
University and the member of staff.

A member of staff who deviates from the approved Sabbatical lcave programme and
therefore fails to accomplish the assignment for which he or she obtained the Sabbatical

leave shall be liable for disciplinary action.

Financial Arrangements

A member of staff who plans to take Sabbatical Leave shall provide evidence of funding
for the specified Sabbatical Leave period.

The University shall not fund Sabbatical leave programmes/ activities.

Accountability

All beneficiaries of Sabbatical leave shall fully account for all funds received during
Sabbatical Leave according to requirements of the funding body or sponsor.
A member of staff who fails to comply with the above provision shall be liable to

disciplinary action as stipulated in the University’s Code of Conduct.

Special Leave

The Vice Chancellor may grant Special leave to a member of staff to carry out special duties

beneficial to the university for a period not exceeding three (3) months.
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5.1.10 Advanced Annual Leave
Advanced Annual leave shall mean leave not yet earned.
a) This form of leave may be granted under special circumstances as may be determined by
the Head of Department/Unit.
b) Staff shall not apply for advanced annual leave unless they have justifiable reasons.
¢) In addition, advanced annual lcave shall only be granted by the Director, Human
Resources on the recommendation of the Head of Division/Department/Unit provided
that there is sufficient manpower in the member of staff’s Division/Department/Unit to
undertake the member of staff’s duties/ responsibilities/ workload during his or her
absence.
d) An Applications for advanced Annual Lcave shall not exceed the member of stalf’s next

Calendar year's annual lecave entitlement.

5.2 Leave Application Form

For all forms of leave;

a) A member of Staff shall use the approved leave application form obtained from the
Directorate of Human Resources or downloaded from the University Intranet.
b) To apply for leave, a member of staff shall:
(1) Complete and submit the form to his/her supervisor at the
Department/Division/Unit for approval or recommendation where necessary;
(i) The application form shall then be forwarded to any other relevant authorities for
approval;
(iii)A copy of the Original form shall then be forwarded to the Directorate of Human
Resources for record purposes.
¢) Application for leave of over one week, except Sick Lcave, shall be applied for at least
two (2) weeks in advance.
d) The University may approve or reject a leave application and make alternative

arrangcments where necessary.

5.3 Canccellation

A member of stalf may recall a leave application.
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To cancel an approved lcave, a member of staff shall obtain approval from his or her
supervisor(s). The member of Stafl shall make arrangements to take the cancelled leave within

the same calendar year where the staff applied for its cancellation.
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b)

d)

SECTION 6

STAFF WELFARE AND BENEFITS

6.1 Introduction:

Staff welfare are the services, benefits and facilities that the University offers its members

of staff. These include financial and non-financial privileges as provided in this section.

Employee safety and health at the workplace shall be prioritised by the University in the
furtherance of the Occupational Health and Safety Act, 2006 and other laws and
regulations as well as in reccognition of the fact that a healthy employee makes significant

contribution to work. This will also promote work life balance.

The University shall as practicable as possible, put in place measures to ensure the

promotion of employee safety and health and to give full effect to this policy.

The employee of the University shall comply with the policies, regulations and measure
provided in this policy and others laws. Failurc to comply shall not only attract sanctions
but also non compensation should an employee suffer any occupational hazard for which

compensation is required.

Notwithstanding the provisions of paragraph (c¢) of this scction, an cmployee who is
injured or dies in the course of exccuting official dutics both in the country and out of the
country shall be compensated in accordance with this policy and the Workers

Compensation Act as well as any other existing laws.

6.2 Standard and Measures for Occupational Safety and Health

6.2.1 The standards and mecasures provided for under paragraph (ii) of this

a)

b)

Chapter shall include but not be limited to;

The provision of protcctive gear to employces entitled to it. The Responsible Officer shall
profile employees entitled to protective gear and uniforms, the type of protective gears
and uniforms and frequency of provisions.

The safety and health measures including tools, equipment, and description of work

environment and office ergonomic to be provided by the University.
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c)

d)

Y

g)

h)

1)

k)

D

The obligations and responsibility of the University as provided for in the Human
Resource Manual (as amended) and of the employer as cnshrined in the Occupational
Safety and Health Act 2006.

The rights, obligations and responsibilitics of the member of staff as provided for in this
Manual and as enshrined in the Occupational Safety and Health Act 2006. The standard
operating procedures on employce health and safety at the workplace.

The standard work environment conducive for persons with special ability, pregnancy
and lactating mothers at the workplace.

Reasonable care in the procurcment of facultics such as computers, office tools,
equipment, chairs, appliances among others to cnsurc the safcty and health of employees.
Training on stafl safety and health as well as on the use of equipment and tools at the
workplace.

Budgeting and facilitating staff safety and health programmes

Providing for health insurance schemes for employees and their immediate family
members, were practicable.

Developing and implementing a workplace HIV/AIDS Policy and strategy.

Developing SOPs and implementation guidelines in response to pandemics and or any
other communicable discascs as shall be guided by the Ministry responsible for 1ealth.
Provision and enforcement of sanctions for non-compliance to the Policy and guidelines

on Occupational health and safety.

6.2.2 Obligations of the Employer

The Employer shall be obliged to;

a)

b)

d)

Develop guidelines and Standard Operating Procedures for effective implementation of
this section.

Budget and procure protective gears, uniforms and other necessary facilitics required for
the execution of special duties during the implementation of the policies provided for
under this section.

Profile, sensitize and train employees on the safety and health measures including tools,
equipment at the work place.

Provide conducive work and general environment in accordance with health and safety

standards as required by law.
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¢) Provide the required work environment for persons with special ability, pregnant and
lactating mothers.

f) Develop and implement the health insurance scheme for staff and his/ her dependents in
accordance with this policy.

g) Provide support to the University Hospital where practicable.

h) Put in place measurcs for rapid response to emergencies by the Makerere
University Hospital.

1) Recommend to the Commissioner for labour employces who may be injured in the course
of official duty in accordance with the Workers Compensation Act.

j) Budgeting and facilitating employee safety and health programmes.

k) Developing and implementing workplace HIV/AIDS policy and strategy.

1)  Developing SOPs and implementation guidelines in response to pandemics and/or any
other communicable diseases as shall be guided by the ministry responsible for health.

m) BEnforce sanctions for non-compliance to the policy and guidelines on occupational safety

and health.
6.2.3 Obligations of the Employee

a) The employee shall have the obligations to comply with the laws, policies, guidelines and

measures provided in this Human Resources Manual.

b) The commitments shall include but will not be limited to:

(1) Compliancc to this policy and any other regulations and guidelines issued
from time to time.

(i1) Participating in all employee health and safety programmes or activitics

(ii1)  Taking all necessary precautions to minimise accidents and promote health
and safety at all times.

(iv)  Taking due care to ensure that the health and safety of other employees are
not compromised.

(v) Taking reasonable measures to safeguard the health and safety of the clients
of the University.

(vi)  Taking personal responsibility for regular medical check-up and other
wellness activities.

(vil) Responsibility for personal treatment outside the provision of any existing

health insurance arrangement or scheme.
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6.2.4

b)

6.2.5

b)

6.2.6

b)

Implementation mechanism

In order to give full effect to the policies provided under this section, council shall:-
Develop and implement a health insurance Scheme covering the employee and his or her
immediate family members as shall be practicable;

Develop Standard Operating Procedures (SOPs) and Guidelines on occupational safety

and Health.

Makerere University health services
The University Council shall strengthen the University Hospital to provide better health
services to the employees and Universily community.

Council shall issuc guidelines for accessing health scrvices at the University.

Insurance schemes covered under this policy

Health Insurance
The University shall subscribe to a suitable Medical Scheme and any other insurance
scheme as approved by the University Council for members of Staff. Where Dependants
of members of staff are to be included in the medical insurance scheme, both the
University and the member of staff may contribute to the medical scheme at a designated
rate.
The ratio of contribution between the University and the members of staff shall be
determined by Council from time to time.
Members of Staff sponsored by the University and studying outside Uganda shall be
insured as per requirements of the host country.
The university shall subscribe to a health insurance scheme as approved by Council with
the objective of providing timely, efficient, affordable, cquitable, sustainable and quality
healthcare services to its employees.
The Scheme shall cover:

(1) Outpatient services;

(1) Laboratory investigalions services;

(iii)  Dental services;

(iv)  Reproductive health services;

(v) Inpatient services;

(vi)  Minor and major surgical operations; and

(vil) Rchabilitation services.
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g)

h)

k)

The health insurance shall be tenable within Uganda and shall not have options for referral
outside the country or a service provider outside the framework agreement unless as a
matter of mutual agrcement between the Insurance scrvice provider and the medical

facility.

In casc of extra cost or services not provided for under the insurance scheme, the extra

cost shall be met by the employce.

In order to give effect to paragraph 10.2, Council shall establish /develop and operate a
health insurance scheme in order to give full effect to this policy. The Scheme shall
provide health insurance scheme for the employee which may bc extended to five

immediate family members as shall be practically possible.

Where, the immediate family members are to be enrolled into the scheme as provided in
10.2 (i) b above, the employee may be called upon to make some monthly contributions

as shall be determined by Council in consultation with the Insurance Service Providers.

The modalities of operation of the Ilcalth Insurance Scheme for the University shall
involve: -

(1) Identifying Health insurance service providers;

(11) Identifying Health care providers;

(111)  Registering Members;

(iv)  Collecting and remitting the mandatory deductions to cover the health
insurance scheme where necessary;

(v) Members selecting health insurance scrvice provider of choice and issuance
of membership card;

(vi)  The Health Insurance scrvice providers assessing the health status of the
members and maintaining a system of regular assessment of health risks;
and

(vi)  Registered health facilities providing healthcare benefits to its members and

their cligible family members.

A member of the scheme, shall have the options of transferring benefits from one
insurance provider to another. The scheme will specify the modalities for transferring the

benefit rights.
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I) An employee who ceases employment who ceases employment with the University shall

not be eligible under this scheme and shall be promptly dercgistered from the list of the

service provider

2. Eligibility

All members of staff of the University shall subscribe to a Health Insurance Scheme approved

by the University or any other scheme of his or her choice and show proof that he or she is

nsured.

6.2.7 l'ncapacity

This scction of the Manual, the University shall be governed with modifications, if any, by the

Workers Compensation Act, Cap 225

a)

b)

d)

Except where the terms and conditions of service provide for a higher compensation,
where permanent total incapacity results from any injury, the amount of compensation
shall be equal to sixty (60) months carnings.

Where an injury under this section is such as to be likely to require the injured worker
to have constant assistance of another person on a permancnt basis, then the amount
of compensation payable shall be increased by onc -quarter

Where permanent partial incapacity results from the injury, the amount of
compensation shall be as provided in the Workers Compensation Act;

Where morc than one injury results from the same accident, the amount of
compensation shall be aggregated, but the amount of compensation payable under this
section shall not be greater than the amount that would have been payable if the
accident had caused the worker to suffer permanent total incapacity.

Compensation shall not be paid unless notice of the accident has been given to the
University by or on behalf of the member of staff as soon as reasonably practicable,
and in any case not later than one(1) month after the date when the accident occurred
or within three (3) months after the date the symptoms of the occupational disease
became apparent; but no notice shall be required where it is shown that the employer
was aware of the accident or discasc at or about the time it occurred or at the time
when the symptoms became cvident, or for any other justifiable cause.

Where a member of staff has given notice of an accident, the member of staff shall as

reasonably possible, after the date on which notice has been given, arrange to have a
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medical examination by a qualified medical practitioner and or confirmed by the

University Hospital at the expense of the Medical Insurance
g) Where a medical practitioner grants a medical certificate stating that;

(1) A member of stafl is suffering from a scheduled disease-causing disablement

or that the death of a member of staff as caused by any scheduled discase; and

(i1) The disease was due to the nature of the member of staff’s employment and

was contracted within twenty four (24) month’s immediately previous to the

date of the disablement or death except in case of a scheduled disease which

manifests itself after or during scveral years or employment, the member of

stafl, or if he or she is discascd, his or her dependants shall be entitled to claim

and 1o receive compensation, if the disablement or death had been caused by

an accident arising out of and in the course of his or her employment.

0.2.8 Occupational Risks and Hazards Insurance

a)

b)

6.2.9
a)

b)

6.2.10

b)

The University shall provide insurance cover to members of staff and their property
against risks including injuries, damage and loss during their employment or compensate
them for such injury, damage or loss, provided there is evidence to prove that such injury,
damage or loss occurred while the member of staff was on duty or in the course of
cmployment.

An employee who suffers occupational risk in the course of official duty and not due to
negligence of his/ her own shall be compensated in accordance with Workers

Compensation Act.

Travel Insurance

Travel Insurance shall be limited to foreign travels in accordance with the travel policy
of the country of destination and or the travel service provider (air, water or road) as the
case may be.

The University shall effect payment of the relevant costs together with the cost of travel
in case payment is required to fulfill the requirements in 10.2(ii,a) above provided the

employee is traveling on official duty.

Professional Indemnity

Professional indemnity (PI) means an insurance plan to financially safeguard health care

professionals against legal costs and claims for compensation by patients in casc of a legal

rOW.

This policy shall indemnify Healthcare professionals of the University such as Nurses,

Midwives, Doctors, Health Visitors, Phlebotomist and Physiotherapists among others
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from being personally held accountable against legal costs and claims for compensation
by patients in case of a legal row consisting of’ -
(1) Professional negligence (i.c. making a mistake in a piece of work for a client)
(11) Loss of documents or data
(111) Unintentional breach of copyright and/or confidentiality
(iv) Defamation and libel

(v) Loss of goods or money (your own or for which you are responsible)

c) Notwithstanding the provisions of paragraph 6.2.10 (ii), health professionals are under
obligations to ensure the adherence and promotions of professionalism and ethical
standards in the performance of their duties at all times and that his or her actions and
practice are fully compliant with the annual licensing requirements as stipulated by the

Ministry of Health and the professional bodies.

6.2.11 Implementation Mechanism
University Council shall put in place such mechanisms to operationalize the insurance cover for

its employecs taking into account the risks involved and availability of funding.

6.3 MAKERERE UNIVERSITY HOUSING/HOUSING SUBSIDY

6.3.1 Preamble:
a) Descent accommodation is very crucial for a productive workforce.
b) In managing staff housing, the University will follow the Human Resources Manual
(Scction 7.4) and the Uganda Government Public Standing Orders (Section H).
¢) The office of the Deputy Vice Chancellor (Finance and Administration) shall be

responsible for the management of institutional housing.

d) Institutional housing will refer houses owned by the university, whether those houses
are on campus or off campus.
¢) Housing allowance will refer to the amount within the consolidated salary stipulated

for the sole purpose ol housing.

6.3.2 ACCOMMODATION BY THE UNIVERSITY:
a) Allocation of institutional housing units to employees shall be done by the office of

the DVC(F&A) on the recommendation of the Housing Allocation committee.
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b) Regulation of tenancy in housing units will be managed following provisions of the

Space and Housing Policy of the University.

¢) The University shall endeavor to maintain its houses in a rcasonable state of repair

and decoration

6.3.2.1 Housing

a)

b)

d)

f)

g)

h)

The University shall provide a reasonable housing allowance to permanent (full time)
members of staff as may be determined by Council from time to time. Such
allowance shall form part of the consolidated salary of each member of staff. Where
a member of staff is allocated a housing unit, such allowance shall be forfeited in
lieu.

A member of stalf allocated a house shall not sub-lct the house. When a member of
staff is found to have sub-let his or her allocated Ilouse, the occupants therein shall
be evicted without any notice and such staff shall be banned from accessing
University accommodation for his or her period of service.

A member of staff absent from active University service on approved leave shall
retain the housing unit for the duration of the leave.

Where a member of staff fails to report back on duty at the end of any leave period,
without permission or cxtension of the said leave, the housing unit shall be
withdrawn from the said member of staff with a written notice for the withdrawal of
four (4) weeks.

The University and members of staff shall endeavour to maintain University houscs
in a reasonable state of repair and decoration.

A member of Stall allocated a University House/Unit shall be held financially
accountable for its dilapidation beyond fair wear and tear.

No member of staff shall make any alterations to the structure or [ixtures on any
housing unit without the approval of the Space Allocation Commitlee
(Management).

The IHousing Policy as approved by Council shall regulate the Housing matters of

the University.

6.3.2.2. Acquisition of Personal Houses

The university will pursuc other cfforts to support its staff to acquire personal decent houses.

6.3.3 Salary Loans
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a)

b)

The University may assist a member of staff to access a salary loans from any Financial
Institution.

For the avoidance of doubt, the University assistance in (i) above shall be restricted to
only providing a rccommendation for the member of staff to obtain a loan(s) from the
Financial Institution on terms and conditions mutually agreed upon between the Financial
Institution and the Member of stafl against the security of his or her salary.

The University shall confirm the employment status of the applicant/member of staff and

shall not act as a guarantor for any Salary loans/Loan for any member of staff.

6.4 EDUCATION AND SUBSIDY FOR BIOLOGICAL AND LEGALLY ADOPTED

6.4.1
a)

b)

6.4.2

b)

CHILDREN

Preamble
Council is desirous of ensuring that employees of the University are motivated and
committed to offer their best to its service. This shall be achieved by giving prominence

to this policy.

The provisions under this scction are meant to cushion the employee by supporting one

of the fundamental rights enshrined in the Constitution of the Republic of Uganda.

Policy Scope/ application
This section shall apply to the biological and legally adopted children of an employee

appointed on permanent terms or renewable contract of not less than two years.

The provision shall be limited to a maximum of two children at any one time not above
twenty-five (25), years provided they are of school going age and depend entirely on the

cmployee.

The offer shall be limited to Undergraduate University education at Makerere University
and /or other affiliatc colleges as shall be possible or as may be determined by council

from time to time.

6.4.3 Eligibility for Biological Scheme

a)

A member of staff appointed by the Appointments Board shall be eligible to benefit from
the University Biological Scheme under the following conditions;

(1) Has completed at least one (1) year of continucus service in the university.
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(i1) 1s confirmed in the University scrvice
(iii)is or her child is enrolled for an academic programme at Makerere University;
b) The beneficiary of the biological scheme shall cease to be a beneficiary when the member
of staff under which he or she takes benefit ceases to be in  University Service.
¢) The member of staff shall automatically lose the benefit of the biological scheme if he/she
resigns from the University service or his or her services with the University arc
terminated by the University.
d) Any Tax or rates applicable in respect to the biological scheme shall be borne by the

beneficiary of the scheme.

6.4.5 Funding limitations
The tuition fees waiver shall be for undergraduate courses tenable at University or an affiliate

college and shall apply to eligible persons not on Government sponsorship.

a) The full tuition fees shall be covered under this arrangement.

b) The cligible candidates shall as a matier of priority, choose Makerere University or its
affiliate college as his/ her first choice in order to benefit from the waiver provided under

this policy.

¢) Where a candidate did not choose to study in Makerere University or its affiliate College
and or opts for another University when he/ she is qualilied to be admitted by Makerere

University, he/ she shall not qualify for any support in accordance with this policy.

6.4.6 Application procedures/ conditions
a) Anemployee of the University shall complete a bio-data form upon joining the University
and register his/ her biological and legally adopted children as required under the Human

Resource Manual.

b) The employee has an obligation to update his or her bio-data as and when there is new
information to furnish. A beneficiary not indicated on the bio-data shall not be eligible to

benefit from this policy.

¢) The ecmployee shall complete a preliminary application form when his/ her registered
child is in senior six.
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d)

)

g)

h)

i)

k)

The candidate shall be under obligation to choose a Makerere University or affiliate

college at senior six.

The candidate shall secure an admission to study at Makerere University in accordance
with this scction and the employee, whose child is eligible for waiver shall submit
evidence of admission to the head of Human Resources for onward submission to the
Committee. The Committee shall consider the request and make recommendations to

Council for approval.

The decisions of council shall be implemented by the responsible officer who shall
communicate to the employee whose child has been considered in accordance with this

sectlion.

Candidates who have been offered tuition fees waiver by the University in accordance
with this section shall be subjected to compulsory induction together with the employee
whosc child has been sponsored to explain the terms and conditions of the offer among

others.

A beneficiary whose parent (the employee) dies or retires after enrolment onto the scheme
provided under this section shall continue to benefit from the scheme until he/she

completes his/her studies as provided in this policy.
A child who absconds from the program or is expelled for misconduct, fails to mect the
academic requirements of the school, university or Institute shall forfeit the privilege of

tuition fees waiver or sponsorship.

This scheme shall not apply to a beneficiary who is alrcady enjoying any other similar

sponsorship.

Where both parents are working at Makerere University, the child(ren) shall be sponsored

in respect to only one of them.
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6.4.7 Reporting by sponsored employees
a) The employee whose child has been sponsored shall submit a report to the Commitiee per
term/ semester. The report shall be used to inform policy changes and guide management
and council. These shall also form the basis for approval of subsequent funding for the

remaining part of the course.

b) The candidate shall be included in the annual work plan and budget.

6.4.8 Cancellation of Sponsorship

a) The Committee shall recommend cancellation of tuition fees Waivcr.on the occurrence of
any of the following:
(1) Failure to complete a course or the study within the normal duration of the course
(11) If an employce is dismissed, resigns or joins other Institution/ Organization including

any other Government Ministry, Department, Agency or Authority.

b) Without prejudice to 6.4.7 (a) where a bencficiary has been offercd a scholarship in the
coursc of the study, the parent will be obliged to notify management and the sponsored
candidate shall be withdrawn from the scheme. The parent/the employee may submit a

replacement in accordance with this policy.

6.4.9 Costs to be met by the employee
The employece whose child(ren) has been sponsored under this section of the policy shall be
responsible for the following:

a) Cost of the study other than tuition fces.
b) Payment for charges, fines or fees as a result of not passing a course unit.

¢) Cost due to failure to complete the course on time due at the volition of the employee.

6.4.10 Sanctions

An employee shall lose the benefit provided under this section if it is discovered that the
child(ren) is/are not his/ her biological or legally adopted child(ren), in addition, the employee
shall be subjected to disciplinary action in accordance with the Public Service Standing Orders,
2010, the Makerere University Human Resource Manual, the rewards and Sanctions framework
or any other laws and regulations.
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6.5 EMPLOYEE WELLNESS

6.5.1 Preamble

a)

b)

b)

Employee wellness means the state of physical and emotional health. The University shall
promote employee well-being, to ensurc healthy mind and body for higher productivity

and reduce health complications and sudden death.

Employec wellness in the University shall therefore consist of but will not be limited to
health examination, exercise, acrobics, health education, health camps, indoor games and

other mental activitics, club activities, swimming, gym among others.

Obligations of the Employer

With respect to Employece wellness, the Employer shall have the responsibility of

providing:

(i) A healthy and safc environment that is conducive for optimum productivity / service
delivery is created and maintained in the workplace.

(11) Specialised basic wellness services to all staff arc provided.

(iii)The basic wellness services arc made accessible to cmployees, and are conducted in
an ethical manner.

(iv)The working environment and working conditions of employces are conducive to
wellness including the right to confidentiality, non-discrimination, inclusiveness plus
protection against all forms of harassment, bullying and abuse such as physical and
psychological harm.

(v) Creatc awarcness on wellness activities/programmes offered by the University.

(vi)Enforce compliance to the provisions of this scction.

The University shall periodically update the list of wellness activitics/ programmes it
provides as well as develop list of providers of health promotion and wellness services
which shall be communicated to the employees.

The University shall provide as much as possible the nccessary amenitics and measurcs
to promote employee wellness at the workplace and where possible outside the workplace

as shall be provided in this policy or instruments of appointment.
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d) The standards and measures provided for under paragraph (iii) of this policy shall include

but will not be limited to:

®

(if)
(iii)
(iv)
(V)

(vi)

(vii)

(viii)

(ix)

The provision of tools, equipment and amenities and environment conducive
for employee wellness.

The obligations and responsibility of the University.

The rights, obligations and responsibilities of the employee.

The standard operating procedures on employce wellness activities.

The friendly wellness activities for persons with special ability, pregnant
women and lactlating mothers at the workplace.

Appropriatc training of employcc safety while undertaking wellness
activities.

Budgeting and facilitating employee wellness activities.

Employee sensitization on burn out, exhaustion and stress management.
Provision and enforcement of sanctions for non-compliance to the policy

and guidelines on occupational health and safcty.

6.5.3 Obligations of the Employce

a) The cmployee shall have the obligations to comply with the laws, policies, guidelines and

measures provided in this section or any other document by signing commitment form

provided in Appendix I

b) The commitments shall include but will not be limited to:

0

(11)
(iii)

(iv)

)
(vi)

(vii)

Compliance to this policy and any other regulations and guidelines issued
from time to time.

Participating in employce wellnessprogrammes or activities.

Taking full responsibility for his/her own health and safety at all times while
taking part in wellness activities.

Taking personal responsibility to participatc in necessary wellness activities
not provided by the University.

Take full responsibility for his/her own wellness.

Taking due carc to ensure that in the course of participaling in any wellness
activity, he/she does not compromise the health and safety of other employees.
"Take personal responsibility for regular medical check-up and other wellness
aclivities.
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6.6.1

d)

6.6.2
a)

b)

6.6.3

An employee of the University shall comply with the policies, regulations and measures
provided in this policy and other laws as well as any other provisions on employee
wellness. Failure to comply shall attract sanctions in accordance with this policy and any

other laws or regulations.

6.6 PSYCHOSOCIAL SUPPORT SERVICES

Preamble

Council shall put in place measures to address psychological, Social and Emotional health
of employees to ensure effectivencss in the performance of their duties.

The University shall provide free counselling services for its members of stall, spousc
and immediate registered unmarried biological or legally adopted children below 25 years
under the care of the member of staff.

The services shall be provided at Makerere University Counselling Centre.

In implementing this policy, care shall be taken to address issues of diversity, among the

StalTl.

Scope

This policy shall cover, the following among others: -a) Guidance and Counselling.
(i) Physical Stimulation
(i1) Trauma Healing

(iii)Social-emotional competencies for all

The services shall cover all employees of the University and may extend to any other

person as may be deemed necessary.

The policy shall take into consideration the key principles of psychosocial well-being.

Policy design and Implementation

The University Management shall develop guidelines and SOPs to give full effect to this section

covering but not limited to;

a)
b)
¢)
d)

Guidance and Counselling
Physical Stimulation
Trauma Healing

Social-emotional competencies for all
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g)
h)

b)

Self-management and/ or any other relevant topic as may be deemed necessary but the

professionals.

Obligations of the Employer

Develop guidelines, SOPs, and policies

To promote Social and Emotional Wellbeing

To create awarencss on the policy on:

Profile all the activities that endanger the employee’s well-being and result into
psychosocial challenges.

The University shall facilitate a sense of belonging, trust in fellow employees and control
of the working environment.

The University shall make appropriate referrals as and when necessary.

Enforce the policy on Alcohol and Substance abusc

Enforce the Policy on Sexual Harassment

Ensure that all psychosocial programmes are designed to be inclusive for all.

Obligations of the Employce

The employee shall keep abreast on the policy provisions

The employee shall comply with the policy provisions under this section and the

guidelines, SOPs, regulations that may be issued from time to time.

6.6.6 Places of Worship

a)

b)

d)

The University is a public institution and shall recognize and respect freedom of
expression and worship as enshrined in the 1995 Constitution of the Republic of Uganda
as amended.

In order not to disrupt the University activities, praycrs shall strictly be conducted in the
University designated places of worship.

The designated places of Worship are the University Chapels and Mosque.

Where any other place is required for prayers, other than the places designated in (¢)
above, a request in writing shall be made to the Deputy Vice-Chancellor (Finance and

Administration), who may grant permission for usc of such place in writing.
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6.7 FINANCIAL EMPOWERMENT PROGRAMME

6.7.1 Preamble
Makerere University shall provide mechanisms to promote a savings and investment culture
amongst its staff. This shall be through a framework with Public/Private Partnership to cstablish

sustainable financial independence.

6.7.2 Framework for Subsidized University Shop
a) The University shall enter framework agreement with Manufacturers/ Industries and

private sector for essential commodities at factory cost price.

b) Under this framework, staff of the University will be able to build descent
accommodations and facilitics for rent, access cheap and affordablc tools, machinery and

cquipment for agriculture and other investment portfolio.

¢) The commodities eligible under this agreement will be limited to non-consumptive
commodities and thosc that can support the goals provided under paragraph 8.1 of this

section. The commodities shall include:

(1) Building materials.

(i1) I'arm implements/ machinery.

(111) Medical equipment.

(1v) Any other commodity that the Commitiee shall recommend to Council.

d) Council shall enter partnership agreement with willing manufacturers and wholesalers for
sale of the commodities falling under paragraph 8.2(iii) of this scction. The framework
agrecment shall make provisions for the following:

(1) The commoditics that the manufacturer/ wholesaler is able to provide.

(i) A commitment to provide the commodities at factory or wholesale price.

(i)  An agreement for flexible payment options.

(iv)  Anagreement for the University to provide space / store at no cost where needed.

(v) A framework for the employees to purchase the items on credit or hire purchase.

(vi)  The roles and responsibilities of cach stakeholders under the framcwork
agreement.

(vi))  Mechanism for cnforcement of the contractual agreement by each party.

(viii) Individual responsibility for the employee or his or her next of kin to meet all
liabilities related to acquisition of the items in accordance with this agreement.
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h)

6.8.1

b)

6.8.2

The implications of this arc that, the liability cannot be transferred to the
University.

(ix)  An obligation for the employer to compel an cmployee to make good his/ her
obligations or offsct from any asset or income from the U niversity including from

the retirement benefits of the employee.

The University shall profile the list of items regarded essential and the manufacturers/

wholesalers providing the various items including where possible the cost of each item.

An employee intending to acquire goods under this framework shall write to the
University Secretary indicating the items he/ she intends to acquire, the name of the

service provider and the value of the item he / she intends to acquirc.

The University Secretary shall instruct the head of human resources to issue an

introduction letter to the manufacturer/ wholesaler.

The service provider shall, after providing the goods sought, inform the University of the

items acquired by the employce and the cost involved:

The head of human resources shall maintain a comprehensive list of beneficiaries under

this scheme.

6.8 MANAGEMENT OF BEREAVEMENT/ DEATH

Preamble

The University shall develop guidelines to ensurc that when an employee or his or her
spouse, biological and/or legal adopted children, parents and or biological siblings dies,
a descend burial is accorded.

Notwithstanding the provisions of paragraph (i) of this section, implementation of the
policies provided under this section shall take into account the ability of the University to

finance it as shall be reviewed from time to time or determined by Council.

Death

An employee who dies while in the service of the University shall be reported by the
immediate supervisor or hcad of department to the Dircctor of Human Resources for
administrative purposes.
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b) An employce who dies after working for a minimum of fiftcen days in a month shall be

cntitled to payment of a full month salary.

¢) The legal representative of the deccased employec shall be required to process and

produce a letter of administration and shall be paid any rctirement benefits due to the

deceased employce in accordance with the laws.

d) Where an employce dies while in the service, the University shall meet the following

costs/ take
(1)

(i1)
(iii)
(iv)
)

(vi)
(vii)

(viii)

responsibility for: -
Cost of coffin, shroud (wrapping cloth), embalming of the body, wreath and
transport of the deceased from the point of death to the place of burial.
A condolence letter and representation at the burial.
Cost of post-mortem.
A cash contribution towards the funeral expenses.
Retirement benefits (if any) with Makerere University Retirement Benefits
Scheme and/orNational Social Security FFund benefits in accordance with the
existing law.
Payment in licu of any approved pending lcave.
Any outstanding salary arrcars due to the employce before death.
Transport to the family of the deceased from the duty station to the place of

domicile.

¢) The amount of contributions towards the funeral expenscs provided under sub-paragraph

0y

g)

h)

(iv) shall be determined based on seniority level categorized as lop management, middle

level managers and Support staff, and availability of resources.

Where the

immediate family member consisting of biological children, Jegally adopted

children and Spousc of an employce dies, the University shall meet the cost of funeral

expenses covering: -

(i)
(iD)
(iii)

Coffin, shroud (wrapping cloth), embalming of the body and wreath.
Transport of the deceased from the point of death to the place of burial.

A cash contribution towards the funeral expenses.

(iv) A condolence letter and representation at the burial.

(v)

Cost of post-mortem

The amount of contributions towards the funeral expensces provided under sub-paragraph

(i1i) shall be determined on seniority level categorized as top management, middle level

managers and Support staff, and availability of resources.

In case of death of a parent or sibling of an employees, contributions towards the funeral

expenses shall be determined depending on availability of resources.
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a)

b)

d)

6.9 FUNDING FOR STAFF DEVELOPMENT PROGRAMMES

The University shall promote the development of the capacity of its staff through training
and development programmes so as to enhance professional capacity, skills and

competence as well as promote the culture of a learning organization.

In devcloping the capacity of its staff through training and development programmes, the
University shall be guided by the Human Resources Development Policy embedded in

the Human Resources Manual (Section 12).

In furtherance of paragraph 5.1(i) of this section and the Human Resources Manual
Section 12.2.6, funding for staff development programme shall follow the properly laid

down procedures.

Management shall use education and training prudently and systematically to ensure that
the programmes which staff undertake arc relevant to its needs and by undertaking the
opportunity, the employee shall excel, be motivated and excreise full potential for mutual

benefits.

Management shall not use funding for staff development to enforce the rewards and

sanctions framework.

6.9.1 Scope

a)

b)

The eligible programmes for which funding shall be provided in accordance with this
section shall include Academic Training and professional/ Skills Development
programmes, undertaken through full term study programme, workshop, seminar, study

tour/ benchmarking study, apprenticeship, attachment and Job shadowing.

The employee categorics eligible for funding by the University shall include Academic,
Administrative and Support staff provided the programme for which funding is required

has a direct bearing on the employee’s job.

Notwithstanding the provisions of 5.2(ii), equal opportunities shall be extended to all
employees of the University regardless of whether they are appointed on permanent or

contractual terms in so far as it has a dircct bearing on the employee’s job.
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d) Funding shall not exceed the duration of the study programme.

¢) Where an employee must complete a study programme/ staff development programme
beyond the duration of the programme for reasons at the volition of the employee such as
poor performance, application for dead year, failure to pass exams among others, payment
beyond the designated period or extra costs shall be borne by him/ her unless a reasonable
justification is provided to the satisfaction of the Staff Development, Welfare and

Retirement Benefits (SDWRB) Committee of Council.

6.9.2 Authority for funding approval
Granting of funding to undertake a staff development programme shall be done by Council upon
approval of the request by the Staff Development, Welfarc and Retirement Benefits (SDWRB)

Committee on the recommendation by the department and management.

6.9.3 Procedures for application for funding
a) The head of Human Resources shall prepare an annual Capacity Building/ Training plan
in consultation with the staff and head of departments, the annual performance appraisal
report and or the capacity needs assessment. The plan shall be sanctioned by the Staff
Development, Welfare and Retirement Benefits (SDWRB) Committee and approved by
Council at the beginning of the budgeting period. This shall form the basis for grant of
funding requests.

b) The following procedures shall be followed in requesting for funding support:

(1) The employcc intending to proceed on study leave, in accordance with the lraining
plan shall apply for funding through the head of department and head of Human
Resources to the Secretary, Staff Development, Welfare and Retirement Benefits
(SDWRB) Committec and attach the request for funding form as well as the

admission letter (offer letter) and the fees structure.

(it) Where the employee is proceeding on a study programme not provided for in the
training/ capacity building plan and in the opinion of the head of department and
management that the opportunity cannot be differed, the request shall be
forwarded to the Staff Development, Welfare and Retirement Benefits (SDWRB)
Committee for consideration. The Staff Development, Welfare and Retirement

Benefits (SDWRB) Committee reserves the right to grant or reject such a request.
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©)

d)

6.9.4

(iii) The Staff Development, Welfare and Retirement Benefits (SDWRB) Committee
shall subject the request for funding to the criteria provided by this policy and

other operational documents/ guidelines and make a recommendation to Council.

(iv) The recommendations of the Staff Development, Welfare and Retirement Benefits
(SDWRB) Committee shall be considered by Council for implementation by the

Responsible Officer who shall communicate to the employee.

The employee whose request for funding has been granted shall be required to fulfill the
conditions provided for in this policy, the Human Resource Manual and any other
guidelines for funding sponsorship and training such as bonding, handing over of office

among others.

The employee shall be obliged to submit periodic progress reports and accountability in

accordance with this policy, the human resource manual and any other guidelines.

Conditions for funding approval
The following general conditions shall apply in considering request for funding a training
and staff development programme.

(1) The programme must be on the approved capacity building/ training plan.

(1) The programme of study has a dircct bearing on the current job of the

employee’s scheme of service.

(i)  The area of study is in the interest of the University and mainly to bridge a

critical skills gap;

(iv)  Priority shall be given for students alrcady on sponsorship;

(v) The funding requested for is within the ability of the Council

(vi)  Priority shall be given for study programme offered within Uganda, East
Africa and Sub-Saharan Africa.
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(vii) ~ Approval for funding outside the region as provided in (f) above shall only
be considered in special circumstances to the satisfaction of the Staff

Development, Welfare and Retirement Bencfits (SDWRB) Committee.

b) Where request for funding has been reccived from a number of applicants, the Staff
Development, Welfare and Retirement Benefits (SDWRB) Committec may recommend
to Council for approval of partial funding provided the employee has confirmed his ability

to co-finance.

¢) No approval shall be granted in retrospect unless the employee was authorized to proceed
on the study programme by the Staff Development, Welfare and Retirement Benefits

(SDWRB) Committec pending release of funding.

6.9.5 Continuing Students (Staff on training)
a) In case of request for funding by a continuing student, the following conditions shall

apply:

(1) The student shall provide evidence that prior approval was granted by the

Committee and approved by Council and the student has been bonded.

(i1} The supervisor shall provide a progress report per semester in case of study of less
than two years and every year in case of a study programme lasting for at least

two years.

(1ii)The student must have accounted fully for the previous funds before qualifying

for further funding.

b) The Staff Development, Welfare and Retirement Benefits (SDWRB) Committee shall not
recommend approval for funding to an applicant who is a bencficiary under any other
form of funding or scholarship whether under the universily, partner Institution or any

other source.

101



6.9.6 Fresh Applicants

Every new applicant shall apply in accordance with the procedures provided in 6.9.3 and attach

evidence of admission to the study programme. The application may be subjected 1o verification

against the employce’s performance appraisal report for the last three years to confirm if the

needs have been identified to address a particular performance gap.

6.9.7 Conditions for extension of a programme

Extension of funding beyond the designated period shall be on the occurrence of any of the

following:

a)

b)

c)
4

Sickness/ illness as confirmed by a Government Medical Officer or an Insurance
Service provider.

National/ International disaster such as pandemic or war;

Changes in the programme by the University/ Institution;

Written confirmation that the delays were caused by the University/ Institution or the
SUpErvisor.

Any other action by the University that might have affected the learning/ training.

Delays by the University to provide timely funding

6.9.8 Cancellation of funding

The Staff

Development, Welfare and Benefits and Retirement (SDWRB) Committee shall

recommend cancellation of funding offer on the occurrence of any of the following:

2)

b)
©)

d)

g)

Change of course without authorization by the Staff Development, Welfare and
Benefits and Retirement (SDWRB) Committee and Council;

Confirmation that the employce is engaged on a salaried employment;

Failure to complete the course on the designated date as per the application without
any reasonable cause.

Where the employce has been confirmed to be receiving funding support from any
other source whether partial.

If the employce has changed employment and therefore ceased being an employee of
the University.

Where the employment has been terminated for any other reason.

Where the employee has been discontinued from the study.
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6.9.9

b)

d)

Other Related Training Expenses

Where an employce is on scholarship offering partial funding, the Staff Development,
Welfare and Retirement Benefits (SDWRB) Committee may recommend to Council
partial funding on a cost sharing basis provided the conditions for funding provided under
this policy and the [Tuman Resource Manual has been met.

The Staff Development, Welfare and Retirement Benefits (SDWRB) Committee may
recommend funding to cover only the tuition if the requests for sponsorship exceeds the
available resources.

Notwithstanding the provisions of paragraph 6.9.9(b), the Staff Development, Welfare
and Retirement Benefits (SDWRB) Committee may recommend for approval by the
Council the entire cost of the training covering tuition, travels, insurance, book
allowances, research fund and other related costs.

The Staff Development, Welfare and Retirement Benefits (SDWRB) Committee shall as
much as possible, in case of short courses, wo rkshops, seminars and benchmarking study,
give priority for group/ joint participation in order to reap {rom cconomics of scalc.

Due consideration shall be made to ensure that an employee sponsored in accordance with
this section shall be bonded to serve the University for the duration of the course after

completion.

6.9.10 Sanctions for non-compliance

An employee who breaches the provisions of this policy shall be sanctioned in accordance the

Public Service Standing Orders, 2010, the rewards and sanctions framework for the Public

Service, Makerere University Human Resource Manual and any other laws and regulations in

force.

6. 11 TUITION FEES WAIVER

6.11.1 Preamble

a)

b)

The University shall promote a culture of learning by nurturing and encouraging
continuous learning at the workplace with the aim of having competent, skilled, and
innovative and result oriented cmployecs having the attitudes necded to achieve the
objectives of the University.

In granting tuition fees waiver, the University will be guided by the Human Resources

Manual.
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¢) Tuition fees waiver shall apply for study programmes offered by the University or its
affiliate colleges where applicable.

d) The waiver may be full or partial as shall be determined by the Staff Development,
Welfare and Retirement Benefits (SDWRB) Committee.

e) An employce who has been granted Tuition Fees waiver shall meet other costs related to
the training/ course.

f) Where research funds are available without prejudice to (d) above, an employee who has
been granted tuition waiver by the University, may be given priority for University
research funds.

g) The employee may be required to continue serving the University in the course of
pursuing his/ her studics to allow for continuous, practical hands-on exposure unless

advised by the course supervisor.

6.11.2 Eligibility for Tuition Fees Waiver
In order to benefit from Tuition Fees waiver: -

a) The applicant must be an employee of the University appointed as cither an Academic
Staff, Administrative or Support StafT on cither permanent terms or on a contract of not
less than two ycars.

b) The applicant should be able to serve the University after completing the study for the
duration of the course;

¢) The course should have been captured in the capacity building plan of the University.

d) The proposed program of study must be relevant to the applicant(s)’ job and career
development.

¢) The employee must have been confirmed in the service and have served the University
for at least one year.

f) 'The applicant must have been recommended by the Head of Department.

g) The applicant shall not be eligible for tuition fees waiver if he/she has another scholarship.

6.11.3 Authority for grant of Tuition Fees Waiver

Authority to grant of Tuition Fees waiver shall vest in Council.

6.11.4 Procedures for application for Tuition Fees Waiver
a) The needs of staff intending to pursue further studies at the University shall be received,
analyzed and included in the Annual Capacity/ Training plan of the University by the
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b)

©)

d)

6.11.5

head of Human Resources. The plan shall be sanctioned by the Staff Development,
Welfare and Retirement Benefits (SDWRB) Committee and approved by Council at the
beginning of the budgeting period. '

An employee applying for tuition fecs waiver shall follow the following procedures:-

(1) Only courses included in the Capacity Building/ Training Plan shall be considered
for Tuition Fees Waiver.

(i) The employee shall apply through the head of department and head of Human
Resources to the Sceretary, Staff Development, Welfare and Retirement Benefits
(SDWRB) Committee and attach the request for Tuition fees waiver form as well
as the admission letter and the fees structure for the course.

(i11)The Staff Development, Welfare and Retirement Bencfits (SDWRB) Committee
shall subject the request for Tuition Fees waiver to the criteria provided by this
policy and other operational documents/ guidelines and make a recommendation
to Council.

(iv) The recommendations of the Staff Development, Welfare and Retirement Benefits
(SDWRB) Commitiee shall be considercd by Council for implementation by the

Responsible Officer who shall communicate to the employee.

The employce whose request for funding has been granted shall be required to fulfil the
conditions provided in this policy, the Human Resource Manual and any other guidelincs
for funding sponsorship and training such as bonding and handing over of office if the

course 1s full time.

The employee shall be obliged to submit periodic progress report and in accordance with
this policy, the human resource manual and any other guidelines.

All approved tuition fees waiver shall be included in the annual work plan and budget of
the Staff Development, Welfare and Retirement Bencfits (SDWRB) Committee and shall

be considered as contribution of the University towards staff development.

Reporting by Bencficiaries

The beneficiary employee shall submit a report to the Staff Development, Welfare and
Retirement Benefits (SDWRB) Committee per term/ semester. The report shall be used
to inform policy changes and guide management and council. These shall also form the

basis for approval of waiver for the remaining part of the course.
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b)

6.11.6

An Employee who has been granted tuition fees waiver shall be captured in the annual

workplan and the cost included in the budget.

Eligibility for extension of the grant of Tuition fees waiver

Extension of the waiver beyond the designated period shall be on the occurrence of any of the

following:

a)
b)
¢)
d)

¢)
)

6.11.7

Sickness/ illness as confirmed by a Government Medical Officer;

National/ International disaster such as pandemic or war;

Changes in the programme by the University/ Institution;

Written confirmation that the dclays were caused by the University/ Institution or the
supervisor

Any other action by the University that might have affected the learning/ training.

Delays by the University to provide timely funding

Cancellation of Tuition Fees Waiver

The Staff Deveclopment, Welfare and Benefits and Retirement (SDWRB) Committec shall

recommend cancellation of funding offer on the occurrence of any of the following:

a) Change of course without authorization by the Staff Development, Welfare and
Retirement Benefits (SDWRB) Committee and Council;
b) Confirmation that the employee is engaged on a salaried employment;
¢) Failure to complete the course on the designated date as per the application without any
reasonable causec.
d) Where the employee has been confirmed to be receiving funding support from any other
source whether partial.
e¢) Ifthe employee has changed employment and therefore ceased bein g an ecmployce of the
University.
) Where the employment has been terminated for any other reason.
6.11.8 Costs to be met by the employee
Tuition fees waiver shall only be limited to tuition fees and other costs shall be met by the
employce.
6.11.9 Withdrawal of Tuition Fees Waivered
a) Ifamember of staff withdraws from the program, absconds or resigns during the duration

of the study program, Tuition Fees Waiver shall stop immediately.
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b) Where a sponsored employee is convicted of any criminal case/disciplinary, he/ she shall

not be eligible for waiver of Tuition Fees

6.11.10 Refund of tuition fees waivered
A member of staff who withdraws from or resigns {rom the study program without justifiable

reason, shall be required to refund all financial expenses incurred on his tuition fees.

6.12 STAFF SUPPORT SERVICES

6.12.1 Preamble
a) In line with its policy to ensure the wellbeing of its employces while at work, the
university shall put in place such facilities to enable its employees work in a conducive

condition in order to promote productivity, innovation and comfort.

b) These facilities will include: Child care centre(s), Transport, Canteen, well ventilated

office premises, ramps.

6.12.2 Child Care

The university shall provide:
a) A resting place for pregnant women and lactating mothers while at work.
b) Mother care centres.

c) Day / Child Care Centres.

6.12. 3 Staff Retreat

a) In order to break the office monotony and to promote social interaction and work place
cohesion the University shall hold periodical retreats for its employces.
b) ‘The University council shall from time to time, depending on the availability of resources
organize such retreats for staff to such places as shall be determined.
c) The staffretreats shall be rotational from department to department as shall be determined
by council
d) After each staff retreat, a report shall be fumished to Council for future reference and/or

improvement in the nature of staff retrcats.
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6.12.4

b)

6.12.5

b)

6.12.6

Spiritual Services
For the wholesome development of the mind and soul the University shall recognize and
respect freedom of worship. The University is a secular institution that embraces all types

of recognized belicfs and faiths in the Country.

The University encourages staff to make use any of the religious services that are

available at the University from time to time.

Recreational Facilities

For a healthy body and mind, the University recognizes the need for recreational services
for the use by its employees while at work. |

In line with that recognition the University shall put in place and maintain Sports and
Recreational facilities including clubs, play grounds, swimming pools, indoor games and
other sports facilities for the use of staff and staff shall take off mandatory day/time as
shall be determined by management to use the said facilities.

The University shall put in place such other support services to complement or add to the

above as shall be determined by Council from time to time.

Open Day Exhibition

The University shall designate twice in a year a day to be regarded as “Makerere University Open

Day Exhibition™ where a member of staff would bring items for salc to the other members or

show case his or her innovation. The items may include agricultural produces, houschold items,

and academic materials among others. Management shall prepare a comprehensive list of items

that can be exhibited and those that are prohibited including modalities for conducting the open

day exhibition.

6.12.7
a)

b)

University Canteen/ Lunch Allowance

Council shall establish and opcrate a staff canteen at a subsidized cost for the staff, The
canteen may be cstablished and operated by a private individual under a framework
contract which will specify the price to be charged. Where the prices have to be varicd, it

shall be on mutual agreement with the service provider.

The provisions under this section shall cover all employees of the University whether on

probation, permanent, temporary or coniract terms. Subsidized meals shall only be
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d)

g)

provided on working days and shall exclude those on approved lecave or other absences
such as interdiction, suspension or those on official duty outside the designated campus

of the University.

The subsidy by the University shall cater for only lunch. An employce intending to take
other meals such as breakfast, dinner or drinks shall bear the full cost of the meal as shall

be fixed by the Service Provider(s).

Where an employee is entitled to dinner allowance, special provisions shall be made for
it. The list of such employees shall be availed and maintained by the service provider.
The Staff Development, Welfare and Retirement Benefits (SDWRB) Committee shall
determine the amount of money to provide as subsidy for meals in consultation with

management and forward

Management shall ensure that no arrcars accrue as a result of implementing this section.

This shall be made clear under the service agreement with the service provider.

Where funds are not available or sufficient to cover the agreed subsidy, the head of
Human Resources shall inform the staff through the respective heads of departments and

other means,

In order to ensurc the effective implementation of this section, the following shall be

undertaken:

(1) The Head of Human Resources shall avail to the service provider a register

with the list of all eligible cmployees.
(i1) The Service provider will provide the menu together with the price tag clearly
indicating the amount of money subsidized under each menu and the amount

that the employee shall be required 1o top up.

(iii)) An employee who takes a meal at the canteen shall be required to sign off

against his/ her name.
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(iv) The Head of Human Resources shall compile the list of beneficiaries on a
weekly basis and submit to the Accounting Officer for purposes of generating

payment invoice.

(v) Payments shall be effected monthly or quarterly in advance as shall be deemed
appropriate. Where payments are made quarterly in advance, the service
provider shall offsct the actual cost of a meal in a quarter and carry forward

any outstanding balance.

In case of excess payments in a quarter, for cases of advance payments, the subsequently

quarterly payment shall be Jess the amount already credited to the service provider.
6.13 SOCIAL AFFAIRS AND ENTERTAINMENT

6.13.1 Prcamble

a) Management shall develop mechanisms for staff to refresh, relax and recuperate.

b) Council shall annually provide resources for employee in furtherance of this policy
covering the following.
(1) IEnd of Year Celebrations
(11) Recognition and rewards
(111) Long Service Award
(iv) Tournaments
(v) Team building Opportunitics
(vi) Tea without Titles/ Taking airs off
(vil)  Sun-downers.

(viii))  Stress management events

6.13.2 Policy Provisions
a) End of Year Celebrations
The University Council shall provide for End of Year Celebrations for members of staff

as an appreciation for services offered and as a get-together occasion.

b) Recognition and Rewards
(1) As a means of motivating employees, the University shall encourage units 1o
cxercise innovativencess in terms of developing and implementing appropriate schemes of

staff recognition and rewards.
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(i) The University shall recognize employeces with outstanding performance.

¢) Long Service Award
(1) The University shall provide for awards to staff who have served long period as shall
be determined by Council as an appreciation for their contribution to the development
of the University.
(ii) The University shall provide for awards for staff who are retiring in appreciation for

their contribution to the development of the University.

d) Tournaments
The University shall periodically, as it deems fit, hold tournaments among members of staff

who shall at the end receive awards for the victorious team or person.

¢) Team building Opportunitics

The University shall provide avenues for staff to socialize and promote team building.

f) Tea without Titles/ Taking airs off
The University Council shall put in place social events for members of staff to freely interact

irrespective of ranks.

g) Stress management cvents
The University shall put in place mechanisms of managing stress such as counscling, team

building, exercises and training among others at place of work.

h) Sundowners
The University shall put in place evening programs where members of staff shall gather

together for social activities.

6.14 PERSONS WITH DISABILITY

6.14.1 Introduction
a) The University is desirous of implementing international and national laws as well as
policies that protect and promote the rights of people who are differently abled at the
work place. The University recognizes that they are a special catcgory of pcople that
require special considerations in many arcas where competition would naturally be used

for assignment and sclection of personnel and resources.
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b) In the spirit of leaving no one behind, it further recognizes the value of people of diverse
abilities, and is committed to the inclusion of People with Disabilities (PWDs) in
recruitment, assignment of work/ duties, leadership roles as well as welfare and ensuring

a conducive disability friendly work environment.

c¢) The University shall thereforc not only make provisions as in this policy but also take
deliberate actions to ensure that persons with disabilitics (PWDs) are valued, supported
and encouraged, and are able to, as far as practicably possible, participate fully in all the

matters of the University in attaining its vision.

6.14.2 Guiding principles

6.14.2.1 Right to sclf-representation
People with Disabilities have the right to self-representation in processes and structures of
decision-making on issues that affect them. In situations where they cannot represent themselves,

they have the right to choose/nominate some other member to represent themselves.

6.14.2.2 Accessibility
Persons with Disabilities have the right to employment and promotion opportunities and

participation in all the University’s activitics and welfarc packages.

6.14.2.3 Self-respect and self-sufficiency

All assistance and support provided to PWDs is done with their full consent and inclusion.

6.14.2.4 Non-Discrimination and equity.
There shall be non-discrimination in implementing employee’s terms and conditions of service

to ensure fairness and equity in treatment of all persons.

6.14.3 Policy Objectives
a) To ensure an equal enjoyment of all human rights by PWDs;
b) To encourage self-reliance and 1o promote inclusion and participation of PWDs in all
matters of the University;
¢) Provide an inclusive environment, which facilitates disclosure of disability and gives all
applicants the opportunity to demonstrate and realize their full potential;
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d)
¢)

8)

6.14.4

b)

6.14.5

b)

Provide fair and equal treatment of all employees;

Comply with the legislative requirements under the Equal Opportunities Commission Act
(2007), in particular the need to eliminate discrimination against the PWDs;

Provide support to PWDs staff to ensurc that they remain relevant to the University; and
Provide mechanisms of cnsuring that disability does not create a barricr to one’s

performance of duty.

Scope of Disability
Disability in this manual and under this section shall be defined to include:
(1) Visual impairment;
(ii) Physical or motor impairments;
(111)  Hearing impairments; and
(iv)  Cognitive impairments.
V) Any other form as classificd so by a trained health worker and globally classified
as such.
This section shall apply to all employees of the University and locations, buildings
(residential, offices or other installations) and social amenities and recreational centres

owned or rented by the University.

Key Policy provisions

Recruitment: There shall be no discrimination of applicants to the University for
Employment Opportunitics including staff promotions on account of disability. In making
a recruitment decision however where, two candidates are at par and one of the persons
has disability, he or she shall be given special consideration unless other factors warrant

the appointment of a particular employee group.

House Allocation: A person with disability shall be given special consideration while
allocating residential accommodation if the office he/ she holds makes provisions for
allocation of accommodation except where, the other employee by virtue of his or her job
or dutics requires to be accommodated. Further, as much as it is practicable, the allocation

of residential accommodation shall recognize the nature of disability
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¢)

d)

Provision of Aid: The University shall provide appropriate and affordable aide for staff
to ensure they deliver to their full capacity. These may include but will not be limited to

walking, hearing, speaking aides and aide for sight.

Disability friendly walk ways and ramps. Arrangements shall be made to ensure that all

places of the University are accessible by all categories of employces.

6.14.6 Roles and Responsibilities

6.14.6.1 Roles and Responsibilities of the University

The University shall undertake the following:

a) Putting in place means and measures to give full effect to the policy on employces with
disability;

b) Sensitize staff and other stakcholders on the rights of persons with disability as well as
equity issues;

¢) Prioritize the provision of amenitics and aides to facilitate the effective performance of
duties of persons with disabilities;

d) Provide conducive work environment for persons with disabilitics;

¢) Where nccessary and depending on special circumstances of a person with disability or
group of persons, make provisions for flexible working hours;

6.14.6.2 Roles and Responsibilities of the cmployee

An employce of the University shall be responsible for the following:

a)

b)

Disclosure: An individual with a disability who may require adjustments shall disclose
his/her disability with appropriate documentation where necessary. Evidence of
disability may be required for appropriate adjustments to be provided. The University
shall treat as confidential and private any disclosure of information concerning a person’s
disability.

Use of provided aide: an employce with disability who is in need of a special aide to
perform to his or her capacity shall be obligated to use it unless such aide has not been

provided cither by the University or the employee or any other partner (third party).
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¢) Compliance with the policies provided in this section and any o.thcr wrilten law.

d) Adherence to all the laws, regulations, policics and work schedules of the University.

e) Reporting any particular challenge or impediment rending the employee incapable of
performing a particular work/ task. Failure to report cannot exonerate an employee from

being sanctioned for inactions or actions.

6.14.7 Enforcement Mechanism
Enforcement of this policy shall be in accordance with the laws and regulations as well as the
policies provided under this section, the Human Resource Manual, workers compensation Act,

Employment Act and the Public Service Standing Orders, 2021.
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SECTION 7

PERFORMANCE MANAGEMENT

7.1 Intx“oduction

Performance Management is a systematic process of managing the organization and its human
resources to achieve a high and steady rate of performance. It comprises a set of procedures used
to plan, direct and improve the performance of members of staff in accordance with achieving

the overall strategic objcctives of the organization.

7.2  Purpose

a) The University shall develop a Performance Management System with the following
goals;

(1) To drive the University to become a high-performance focused Organisation;

(1) To align individual members of staff objectives with the University’s objectives
and core values;

(111)To encourage members of staff to dcvélop and communicate their performance
objectives/targets;

(iv)To focus on performance improvement:;

(v) To help individual members of staff to foster value addition and development;

(vi)To recognise exemplary performance amongst members of staff:

b) In setting individual objectives, members of staff shall follow their
Division/Department/Unit’s objectives as set out in the Division/Department/Unit’s
Annual Strategic Plan;

¢) All members of stafl shall be evaluated under a Results framework. This framework shall
provide a formal means by which a Supervisor and a member of Staff discuss
performance goals, job performance skills, and knowledge nccessary to perform job

functions at a competent Jevel.
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g)

h)

b)

v3 Performance Management Procedure

Performance management in the University shall be result/output -based and shall link
individual performance to the attainment of the U niversity vision, mission and goals.
Performance Management System shall contribute to the University’s goals. Result
oricatation shall support members of Staff to develop the goals in a direction that is
desirable for the University.

The process of performance management shall evaluate core competencies and essential
duties of individual members of staff. A Supervisor shall complete the performance
assessment tool for all members of Staff under his or her immediate supervision.

In the absence of an immediate Supervisor, the next (highest) supervisor in linc shall
perform the role of the immediate supcrvisor.

A performance assessment form shall contain a signature of approval by the Head of
Department/Unit/Division and also be countersigned by the member of Staff,

All Units/Departments/Divisions shall develop Annual Performance Plans at the
beginning of every year which shall be in line with the University priorities as identified
in the Unit Strategic Plans, the University Vision and Mission statements. The Unit
Annual Performance Plans shall form the basis for the individual performance plans of
members of staff.

It shall be the responsibility of all Colleges and Administrative Units to manage the
performance of their members of staff, to ensure that the performance of the University
and individuals directly contribute to improved service delivery and the attainment of the
University’s goals and objectives.

Any member of staff who fails to adhere to any of the provisions herein shall be liable to

disciplinary action.

7.4 Performance Review

A Head of a Unit/Department/Division shall ensure that performance review meetings
arc regularly held with each member of staff within the Unit/Department/Division at least
bi-annually or every six (6) months in a year, 1o review the performance of each member
of staff against the agrced performance plan.
A review process is designed to meet the following goals;
(1) To Improve the member of staff’s understanding of his or her job duties or
responsibilities and rate his or her performance of the said duties or

responsibilities as set forth in his or her job description;
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(i1) To assist a member of staff, identify his or her skills or performance deficiencies
with a view to ascertain whether such deficiencies can be addressed for purposes
of improvement;

(iii)To assist administrators, make informed decisions on matters of promotions,
training and any other necessary corrective action;

(iv)To provide a means of communication to the individual member of staff and the
immediate supervisor on the member of staff’s performance;

(v) To provide an opportunity for a member of staff to discuss his or her objectives
and goals and the University’s;

(vi) To allow Supervisors to identify best practiccs and apply them.

¢) Each College/ Department/Division/Unit shall develop and establish instruments that
shall;
(1) Specily the Mission/Vision for which it exists;
(1) Outline its objectives;
(1i1)Specify its key outputs and outcomes;
(iv)Define its performance indicators;
(v) Provide members of staff with feedback so as to motivate performance
improvement.

d) A head of a Departmental/Division/Unit shall ensure that the overall performance of the
Department/Division/Unit and its members of staff monitored and evaluated on the basis
of annual objectives, outputs, performance indicators and targets as provided for in the
performance plan.

e) Bi-Annual Performance Reports shall be prepared and shall outline the key achievements
and challenges of the Department/Division/Unit.

f)  When performance targets have not achieved, performance improvement initiatives shall
be identified in the performance improvement plan for the subsequent six (6) months, to
address the gaps/challenges.

g) The Performance Management framework shall be guided by the following:

(i) Performance Management Policy;
(ii) Human Resource Development Plan:
(iii)Performance Monitoring Tools such as an Appraisal Form;
(iv)Reward and Sanction Framework; and
(v) Performance Agreements.
h) The Dircctorate of Human Resources shall ensure that the above instruments and trainin g

plans are established to guide the process for the supervisors.
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3

d)

The results performance framework shall be subject to periodic reviews in accordance
with the University development priorities.

Each Department/Division/Unit shall provide a budget for on job short professional
training in order that the Department/Unit/Division meets the demands of jobs. These

trainings shall be coordinated by the office of the Director, Human Resources.

7.5 Performance Appraisal

Appraisal shall be one of the key tools utilized in Performance Management.

An appraisal shall be conducted in a transparent and participatory manner ensuring the
involvement of the relevant member of staff, and the supervisor.

A member of Staff shall participate in his or her evaluation by his or her Supervisor,
Each member of staff shall be entitled to obtain feedback of the appraisal from his or her
immecdiate supervisor

All appraisal reports by the immediate supervisor shall be submitted through Heads of

departments/Units/Divisions to the Director, Human Resources.

7.6 Submission of Performance Appraisal Reports/ Forms

All Supervisors shall be required to complete, sign, and submit to the Director, Human
Resources duly filled staff Appraisal Forms for each member of staff when due.

Any supervisor who fails to comply with the provisions in (a) above shall be subject to
disciplinary action.

An appraisal report for each member of staff shall form the basis for a fair and effective
tool for human resource decisions such as promotions, contract renewal, confirmation,
discipline, and rewards for good performance, identifying performance deficiencies and
taking corrective action.

A member of stafl has an option to submit written comments, o be attached to the
appraisal form within Fourtcen (14) days after submitting the appraisal form in casc

he/she does not agrec with the Supervisor's overall assessment.
£

7.7 Refusal to Sign Appraisal

Where a member of staff refuses to sign his or her appraisal, his or her immediatc supervisor

shall request another supervisory level member of staff to witness the appraisal indicating on the

appraisal form that the member of staff has refused to sign the form.
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7.8 Late Appraisal evaluations

Appraisal assessments shall be considered late if not reccived by the Directorate of Human

Resources within fourteen (14) days after the last working day of the month they are due.

7.9 Completed Performance Appraisals.

All completed and signed Performance Evaluation Forms submitted to the Directorate of Human

Resources, shall become part of the respective member of staff’s personal file.

7.10 Staff Awards and Recognition

7.10.1 Introduction

The University shall acknowledge and formally recognise the contributions, exemplary
performance and continuous service of its members of staff. The recognition of members of staff
shall be in accordance with the relevant policics and the procedures established by the
University’s Administrative Offices. Such awards shall include annual recognitions awards and

the Vice Chancellor’s Award of Excellence.

Any Colleges and or and Administrative Units may rccommend a member of Staff for the
recognition of the member of staff within the College/Unit/Department in accordance with the

established procedurcs

7.10.2 Eligibility for Recognition and /or Award
The following shall comprise factors that may be taken into account to determine a member of
staff’s cligibility for recognition and or awards;

a) Outstanding accomplishments / performance in the arcas of scholarships, research,
creative achievement, teaching or professional discipline that cxceeds performance
benchmarks;

b) Outstanding service to the University or nation where such service enhances the
reputation of the University;

¢) Members of staff or the University’s Units whose achievements contribute to the mission,
goals and objectives of the University, College, Unit or Department; and

d) Administrative excellence, diversity, leadership, customer service, workplace safety or

other qualitics that support institutional goals.
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7.10.3 Types of Awards

The University rewards shall include;

a) Monetary awards;

b) Non-monetary awards such as recoguition certificates, gift cards, Pledges, trophies, cfc;

¢) And any other item and or reward as shall be determined by Council from time to time.

121



SECTION 8
HUMAN RESOURCE DEVELOPMENT

8.1 Introduction

Staff training, and development refers to all activitics undertaken to improve the competencies of members
of staff (knowledge, skills and right attitudes) to enable them to perform their duties and responsibilitics

diligently for futurc career growth.

In this regard, all training and development programs organized by the Human Resource Directorate shall
be aimed towards the following objectives;
(a) To facilitate thc availability of competent, efficient and effective human resources for the
University;
(b) To provide a structured process and framework for learning and development by members of staff:
(c) To strengthen the job skills’knowledge of members of staff;
(d) To improve operational efficiency and productivily by members of staff; and
(e) To develop the potential of members of staff to ensure maximization of mutual benefits to both

the individual members of staff and the University,

8.2 Guiding Principles on Human Resource Development

The following principles shall guide the Policy:

(a) Career planning and development are primarily the responsibility of the individual staff of
member;

(b) Opportunity for learning and development shall be accessible to all members of staff provided that
it is aligned with the nceds and goals of the University and falls within the University budgetary
provisions;

(¢) The allocation of resources for staff development shall be fair and equitable taking into account
gender considerations and succession planning as determined by the strategic goals of the
University.

(d) Staff development programs will be competence based i.e. focusing on the development of
knowledge, skills and attitudes/values, as appropriate for the member of staff member in a
particular position

(e) Programs which are locally available shall not be funded for study abroad.

() For courses not available in Uganda the order of priority shall be as follows:

(i) the East African Region,
(ii) Africa

(1ii) Europe and

(iv) North America.
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b)

8.4.1

8.3 Human Resource Development (HRD) Policy

The University encourages self-sufficiency and self-governance, The University
encourages members of staff to set goals for efficiency. The University supports career
development and encourages staff to take courses/trainings that enhance their educational
background in a ficld of choice. However, Human Resource development that is in the
line of duty for the member of staff and supported by the Department/Unit/Division and
within approved budget shall be supported directly by the University. A member of staff
must {ill out a career development plan to be placed in his/her personnel file and reviewed
annually with his/her immediate supervisor.

Training may be provided in- housc within U ganda or outside Uganda. The
identification, monitoring and provision of human resources development initiatives shall
be planned and executed in a structured way. The line Manager/Supervisor and the
member of staff shall be responsible for the identification of the member of staff’s
development needs in consultation with and approval by the Director of Human
Resources. ' '

The development needs of the University shall always take precedence over those of the
individual member of staff,

The opportunities and funds including scholarships available for Human Resources
Development programmes shall be approved by the University Council Committee in
charge of Staff Development and communicated periodically to members of staff.

The University’s Human Resources Development  priorities, Policy and or
regulations  shall be reviewed from time to time through a consultative process involving
Senate, User Departments, Dircctorate of Human Resources and Management.
Opportunities for staff development shall also provide for equity goals and succession

planning both in Academic and Administrative ficlds.
8.4 Regulations

Priorities for Hauman Resources Development

(a) Management Development shall be for the development of the knowledge and skills of
Academic and other Managers in the University.

(b) The Directorate of Iluman Resources and Heads of Colleges/Units shall identify the training
needs of members of staff who assume Icadership positions for the first time; and shall
design a tailor-made program for which such members of staff shall successfully complete
within five (5) months of assuming office and before confirmation in University service

where applicable.
123



(c)

(d)

(c)

®

()

(h)

Members of staff already in University service shall undertake this training within twelve
(12) months after the identification of the training needs in (ii) above.

Members of Support Staff (M11-M15) shall undergo job related training provided by the
University.

Members of staff appointed into Research positions within the University system shall
undergo training in research methodology and ethics within five (5) months after
appointment into University service and before confirmation.

Each member of staff may apply for permission to atiend any type of training programme
of any duration, irrespective of the source of funding; once permission is granted, the
member of staff hall maintain contact with the Director, Human Resources, during and after
the training period.

Members of staff who arc beneficiaries of the human resources development initiatives shall
share the acquired knowledge with the University community at such cvents as inaugural
lectures within agreed framework as shall be stipulated in the staff development priorities,
and Regulations from time to time.

All participation in training and professional devclopment is subject to availability of funds

by the university.

8.4.2 Academic Training and Professional Development of Staff

8.4.3

(a)

(b)

(c)

(d)

The University will support staff in academic training and professional development with a
view to improving their performance and output.

All Academic staff except Professors shall undertake training in pedagogical skills and
modern methods of delivery including ICT knowledge acquired within six (6) months of
appointment and before confirmation.

The administrative staff shall undertake relevant skills development training for their
respective professions as identified by the Directorate of Human Resources within six (6)
months of appointment and before confirmation.

Members of staff already in the University service by the time of implementation of this
Manual shall not be promoted or offered further contracts unless they have undertaken
training(s).

The University will encourage, and support organization and attendance of conferences and

related activities provided funds are budgeted for in respective Departmental Budgets.

Opportunity

Members of staff may solicit for information on workshops, conferences and seminars.

Colleges/Units may organize Workshops, Conferences and Seminars.
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8.5  Eligibility for Training

(a) A member of staff shall be eligible for training and sponsorship in linc with the following

guidelines: -
(i) If confirmed in service or on contractual terms by the Appointments Board;
(ii) If he/she has not been sponsored for the same or similar programs previously;

(iii) If he/she has the capacity to complete the training and improve performance;

(iv) If the release of a member of staff to attend the trainin g program does not adversely affect
the operations of his/her Division/Departments/Units;

v) If training is conducted after office-hours, the time taken to attend training will not be
considered as overtime; and

(vi) A member of Staff shall normally be sponsored for only one program at a time when the
program is related to his or her jobs and/or if the operation/development of their

Division/Department/Unit warrants it.

(b) External /Overseas Training shall be granted subject to the following conditions:

(i) The training is genuinely required and not available locally and or when a member of staff
has secured funding outside the University system;

(i) The applicant/ member of Staff has a consistently good performance record (overall
performance rating “A” or better); and

(i) A completed Training Sponsorship Form must be submitted to the Director, Human
Resources at least two (2) weeks prior to the commencement of the program or its enrolment
deadline, whichever is carlier.

(iv) Any applicant/ member of staff that fails to comply with (iii) above shall not be entitled to

grant of permission to attend the training.

8.6 Academic Training Programmes

A Member of the Academic Staff shall be cligible to apply for further training subject to fulfilment of the

following guidelines:-

(a) Where he/she is confirmed in the University Service or on contractual terms by the Appointments
Board,

(b) Where he/she has agreed to serve the full bonding period to completion aficr completion of his or
her studies; .

(¢) Where his or her Department/Division/Unit has certified that the workload distribution in the
Department/Division/Unit will be managed without recruiting additional staff; A member of staff

who obtains a higher qualification afier training under this provision shall first resume service
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under his or her  terms of appointment (before he or she was granted permission to attend the
academic training) before applying for appointment on now terms, promotion or confirmation in
scrvice,

(d) A member of staff who successfully completes a training programme for period of at least nine
(9) months shall be cligible for study Icave /permission, and sponsorship where possible, to
undertake another programme after serving the University for the bonded period as stipulated in

the training agrecment.

8.7 Non-Eligibility

(a) A member of staff shall not be eligible for permission for study leave, and for sponsorship while
serving a bonding period as stipulated in the training agreement, save where the staff has secured
full funding and registered for a higher academic qualification. In that case the staff shall serve
additional bonding equivalent to the total duration of the combined training programmes.

(b) A member of staff not eligible for training under the above provisions but wishes to acquire
additional qualifications through part-time, distance or evening study programmes shall sign an

agrecment with the University stipulating terms and conditions as agreed to by the University.

8.8 Period of Training Programmes

Permissible maximum periods a member of staff shall spend on a training programme unless

extended/rencwed by relevant Authority.

Level of Academic Training | Period permissible for one to spend on a training
programme (in years)
Minimum Maximum

Bachelor’s Degree 3 5

Postgraduate Diploma 0.9 1

Masters Degree 1 2

Doctor of Philosophy 3 5 J

In the event that a member of staff fails to complete his or her study programme within the
stipulated time, for just cause, he or she shall apply to the Committce of SWDRBC for an

extension. The SWDRBC shall have discretion on whether to grant the Application.

8.9 Professional and Workplace Skills Training Programmes
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All members of staff shall attend the above programmes in line with;:
a) The identified training needs, personal development plans and Institutional succession
framework;
b) Recommendations shall come from the Colleges/Divisions/Units in collaboration with
the Directorate of Iluman Resources to address particular and/ or profession-specific

skills® or performance gaps;

8.10 Factors to be considered in identifying and/ or approving staff for Training

The Staff Development, Welfarc and Retirement Benefits Committee (SDWRBC) shall take into

account the following factors while considering cligibility for training:

(a) Agc of the applicant;

(b) Gender of the applicant;

(¢) Years of service to the University;

(d) Availability and reliability of full or partial funding for training in a given period;

(e) The University’s Human Resources Development priorities;

(f) Relative lack of expertise/ trained staff in a given area of specialty in the
Department/Unit;

(g) The work load among staffin a Department vis-a-vis the number of staff alrcady on study
programmes;

(h) The Applicant/ member of staff’s career development plan;

(1) Performance management reports about the applicant;

() Purposc of the training to be undertaken mutually agreed upon by the individual member
of staff, the Department and the Director Human Resource; including but not limited to:
carcer development, capacity building, strategic training for succession line up, gender
equity or form of affirmative action (not necessarily in that order of priority); and

(k) The projected effect of the training on the individual member of staff's performance at

work

8.11 Procedurc for handling Applications for Academic and Professional Training

(a) Any member of stalf who is eligible to atiend training irrespective of the source of funding,
shall apply to the Committee of Council in charge of training using the approved Staff
Development Application Form through the Head of the Department;

(b) The application form shall be submitted to the office of the Director, Human Resources;
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(c) A Member of Academic staff registered for Split-Site/Sandwich programmes by Makerere
Development Partners shall be required to undertake a tcaching workload in his or her
respective Department as shall be reasonably determined by the Head of Department;

(d) Permission for Study Leave shall be requested for, from the Committee of Council in
charge of training or its designated delegatc in writing and communicated by the Director,
Human Resources with a copy to the Vice-Chancellor; and

(e) The overall Study Leave granted shall not exceed the duration of the lraining programme

as stipulated in the Admission Leticr.

8.12 Extension of Study Leave

Extension of study lcave shall only be granted at the discretion of the Committee of Council in charge of
training under the following circumstances;

(a) Where there is a positive recommendation from the Head of Department, Supervisor and the
Committee of Council in charge of staff development matters;

(b) Where the cause of failure to complete in time is deemed to have been inevitable;

(c) Where the Applicant provides a satisfactory progress report from het/his supervisor:

(d) Where the Applicant has secured full funding to register for a PhD immediately after a master’s
degree;

(¢) In such instances like in (d), a member of staff shall scrve a bonding period equal to the total
period spent on both master’s and the PhD programmes;

(f) Extension of study Icave shall be considered after providing proof of source of funds to cover the
extension period;

(2) A member of staff shall sign bonding forms before going on study leave;

(h) A member of staff”s permission to study and/or study leave shall be valid only when he/she has
duly completed and signed the bonding forms provided the bonding forms shall have been counter
signed and approved by the Director of Directorate of Legal Affairs and the Dircctor, Human
Resources;

(1) A member of staff who proceeds for training without permission does so illegally and shall be
liable for disciplinary action including but not limited to suspension, termination or dismissal;

(J) Allowance that is work related, such as Incentive, shall not be paid to a member of staff during
Study Leave; and

(k) Staff on Study Leave shall not be engaged in any Departmental/Unit activitics including teaching.

Such staff are therefore not entitled to Incentive.

8.13 Support to Staff in respect of Conferences & Workshops

(a) The Directorate of Human Resources shall organize training to improve the capacity of
members of staff that will enable them to make effective presentations as well as organize
and host conferences provided the funding for such trainings has been budgeted for and

approved.
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(b) Colleges and Departments are encouraged to organize workshops, conferences and short
courses to raise revenue,

(c) 30% of the net revenue, from provision (ii) above, shall be set aside to support College/
Unit staff who arc interested in presenting papers at National or International conferences
and workshops. The revenue shall aid members of staff 1o cater for air travel, per diem

and other related cxpenses.

8.14 Reports

1. Departure for and Return from Study/ Study Leave
(a) A member of staff who obtains permission to study and/ or proceeds on study leave shall
register with the Directorate of Human Resources.
(b) The above provision in (a) above shall apply to all successful applicants irrespective of
the source of funding,
(c) Similarly, a member of staff who completes academic training, shall report to the
Directer, Human Resources for registration and debricfin g.
(d) The above provision in (¢c) above shall apply to all successful members of staffl
irrespective of the source of funding,
(e) A member of staff shall be presumed to have completed studies upon presentation to the
Directorate of Iluman Resources, the following;
(1) Original Certificate/Transcript
(ii) Certified Copies of the Certificate/Transcript
(iii) A hard and soft copy of the Dissertation/Thesis
(f) The University shall stop payment of salary and any benefits to a member of staff where
the member of staff fails to submit the regular progress reports; the documents in (e)

above to resume duty immediately after expiry of his study leave or completion of studies.

2. Work Plan

a) A member of staff, who registers for training leading to a qualification through research, shall be
required to submit a detailed work plan to the Dircctorate of Human resources within the first three
(3) months of undertaking the programme.

b) Where a member of stafl makes any changes in the work plan, he or she shall communicate the
changes to the Directorate of Human Resources with reasons for the changes and  evidence of

approval from his or her supervisor.

3. Activity Report
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A member of staff who registers for a training program leading to a qualification shall submit to the
Director, Human Resources through the Head of Department an annual activity report including, but not

limited to:

a) Work covered vis-a-vis work planned;

b) Work to be covered in the next twelve (12) months;

c) Expected date of completion; and

d) Opportunitics and challenges anticipated during the next (12) twelve months

4. Progress Report
A member of staff on a training programme leading to an academic qualification, shall be required to
submit a progress report from histher supervisor to the Director, [Human Resources afier every six (6)

months.

8.15 Policy on Tuition and Functional Fees Waiver

Tuition fees waiver may be granted to a member of staff who has been admitted and registered {or an
academic programme at Makererc University on condition that the course of study is relevant to

performance of his or her dutics/responsibilities in a particular department and or carcer development.

Procedure for applying for a Tuition & Functional Fees Waiver;

(i) A member of staff who meets the above requirement shall apply for Tuition & functional
fees Waiver through his/her Supervisor to the Director, Iluman Resources.

(ii) The application shall be considered by the relevant Committee in the College where the
member of staff works.

(i11) The minutes of the meeting of the Committee shall be submitted to the Director, Human
Resources together with the application from the member of staff.

(iv) The Waiver granted shall be for a particular current academic year, and not for a previous
or subsequent academic year. The recommendation for granting the Waiver for 2", 31

ctc academic ycars shall be accompanied with a progress (supervisor’s) report.

8.16 Failurc to return after completion of the Study Programme or to serve the bonding

period

A member of staff shall be required to refund the sponsored study expenses, (fees, salary, travel, stipend,
books and any other appropriate expenses where applicable) to the University by cheque/cash under any
of the following conditions:

(i) Failure to attend or complete the program;

(1i) Failure to pass the examination of the program;

(i) Resigning before completing the program; or

(iv) Resigning before fulfilling the required obligatory bonding period
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The amount of refund will be equivalent to the full amount of pre-payment made by the

University or the amount already reimbursed to the staff.

(a)

(b)

(c)

(d)

(e)

(a)

(®)

(c)

(d)

8.17 Refund of Study Expenses

Where a member of staff is funded by the University, he or she shall refund to the
University all expenses incurred by the University in regard to his or her Study (fees,
salary, travel, stipend, books and any other appropriate expenscs where applicable).

A member of staff resident in a University House shall refund rent cquivalent to the
housing allowance equivalent calculated monthly according to the years the member of
staff has spent on study leave.

A member of staff whose academic programme is being sponsored by donor funds shall
refund all funds paid to him or her by the University while on study leave.

A member of staff whose academic programme is self-sponsored shall refund the salary

for the period he or she was on study leave.

When a member of staffl fails, neglects or refuscs to refund monics / expenses as
indicated in (i)-(iv) above, the University shall recover the same by any means including
the following;

(i) Withholding terminal benefits;

(ii) In case the terminal benefits are inadequate to cover all funds due to the University,
through legal action and in such case, the member of staff shall be liable to pay costs
and other antecedent costs to the University;

(iii) The University may liaise with a new employer of a former member of staff for

purposes of recovering its funds.

8.18 Self Sponsorship

A member of Staff who intends to be self-sponsored shall provide evidence of funding
in case he or she intends to apply for study leave.

A member of staff who receives funding by virtue of being employed by the University
shall register the same with the University.

A member of staff who is self-sponsored for a study programme and is granted study
leave shall not procced for the study leave until he or she has been bonded.

A member of staff whose study programme is scheduled for cvenings or outside

working hours shall not be entitled to study leave.
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SECTION 9

STAFF RELATIONS AND COMMUNICATIONS

9.1 Introduction

This section provides guidance on staff relations and communications.
9.2 Staff Relations

9.2.1 The objcetives of the Staff Relations Policy
a) To build and maintain harmonious relationships, to strengthen communication and
understanding among all members of staff of the University:
b) To enhance the morale of members of staff, their commitment and loyalty to the

University.

9.2.2 General Code of Conduct

A member of staff shall conduct himself or herself in a manner that conforms with all Laws,
regulations, Standing Instructions and policies that bind the University. These shall include Laws

of Uganda and codes of professional conduct.

1. Responsibility of Supervisors
All Supervisors shall have the responsibility to;
a) Understand and Comply with all University’s policies, Standing Instructions, rules and
procedures;
b) Ensure that all staff under his or her supervision comply with all laws, Standing
Instructions, policies and regulations that govern the University.
c¢) Respond to violations to the code of conduct by any member of staff in accordance with

this manual.

2. Responsibility of Members of staff
All members of staff;
a) Shall at all times, both within and outside the University and whether on duty or not
conduct themsclves in a way that will enable the University to achieve its objectives and
maintain a good reputation and image;

b) Shall exercise utmost prudence in all matters pertaining to University business.;
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Shall exercise maximum respect for authority and follow a chain of command in all
University transactions and correspondences;

Shall respect and uphold each other’s basic human rights and dignity and shall cooperatc
in performing University duties; and

Shall express occupational or any other difference in opinion respectfully at all times.

9.3 Obligations, Performance of duty and Conduct

a) A member of staff shall at all times be required to comply with ethical standards and
principles of integrity, diligence, competency, efficiency, effectivencss and personal
conduct;

b) A member of staff shall at all times exercise courtesy, demonstrate fairness towards
other persons, civility, self-control and confidentiality;

c) A member of staff shall, while at work remain sober and shall not be under the
influence of drugs, alcohol and other intoxicating substances. Such acts shall,
constitute a breach of conduct which shall call for disciplinary action against the
Staff;

d) A member of staff shall be held personally responsible and accountable for observing
and maintaining thc University’s safety and  security regulations as may be
prescribed from time to time;

e) A member of staff who subscribes to a particular professional body shall observe
that body's code of conduct alongside that of the University;

[) A member of staff shall at all times obey and carry out lawful orders from his or her
supervisors and other organs of the University provided that these do not conflict
with existing established policies of Makerere University:

8) A member of staff shall at all times obscrve proper time management and execute
duties in line with requirements of punctuality and obscrve set dcadlines:

h) A member of staff shall ensurc proper and careful usc of University property and
resources in the course of his/her employment. University property shall include but
not be limited to:- houses, office equipment e.g. furniture, computers, consumables,
stores, maintenance materials, sparc parts, stock of un-used currency; work in
progress such as educational/training course materials; and land/property for sale;

i) The University shall have zero tolerance towards corruption, insubordination, fraud,
discrimination, and abusc of office;

) A member of staff shall not enter into contracts and other transactions having legal

obligations on behalf of the University without formal / express authorization of
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the Vice Chancellor as provided for in the Universitics and Other Tertiary
Institutions Act 2001 as amended;

k) A member of staff who is permitted to represent, or contract on behalf of the Unit,
shall submit a written report to the Relevant Authority;

1) A member of staff shall not smoke in any University Buildings; And

m) A member of staff shall, in addition to normal duties to which he/she was appointed,
be required to perform any other appropriate duties as may be delegated to him/her
by his/her immediate supervisor or the Vice-Chancellor, provided that such duties

are compatible with the proper operation of the University.
9.4 Conflict of Interest

9.4.1 Definition

A conflict of interest arises when a member of staffs’ commitments or obligations to the
University may be compromised by the staffs other interests or commitments. Althou gh not all
conflicting interests are impermissible, those involving sel{-gain by the member of staff or the
member of staff’s family or associate(s) may serve to compromise the member of staff’s
obligation to the University. Family includes the member of staff’s immediate family (spouse,
child, parent, or sibling) and in-laws (father-in-law, mother-in-law or son-in- law, daughter-in-

law, brother-in-law or sister-in-law and grandparents).

9.4.2 Interpretation
An actual or apparent conflict of interest arises where;

a) A member of staff’s actions or activities involve both an advantage to thc member of staff
and an adversc cffect on the Universily’s interests;

b) A member of staff uses his or her official capacity to deal in any matter or business in
which he or she holds or has financial interest, without disclosing such interest to the
Vice-Chancellor, and or obtaining the Vice Chancellor’s approval for the dealing with
the University or;

c) A member of staff’s association or involvement with a third party prevents the member
of staff from excrcising care, skill or prudent judgment on behalf of the University in the
performance of the member of staff’s dutics and responsibilitics;

d) A member of staff’s engagement or participation in making of decision(s) where he or
she is compromised;

¢) Orany other instance as provided for in the Anti-Corruption Act 2009 (Laws of Uganda)
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943 Regulations

a)

b)

D

g)

A member of Staff of Makererc University shall not engage in any conduct or any
aclivity that jeopardizes the interests, image and or reputation of Makererc
University;

A member of staff of Makerere University shall not engage in conduct or any activity
that compromiscs the member of staff’s integrity or ability to fulfil the obligations
of their employment at Makercre University;

Employment by Makerere University shall be considered as a member of staff's
primary occupation.

No member of staff shall engage in any occupation for gain outside his or her official
duties which require his or her attention at any time during official working hours.
Regardless of his or her employment status, a member of staff shall not cngage in
any other employment that constitutes or presents a conflict of interest with the
member of staff’s duties, position or Makerere University.

A member of staff shall not engage in any activity involving conflict of interest
between the member of staff and the University.

Any member of staff who violates the provisions on conflict of interest policy shall

be liable to disciplinary action.

9.5 Responsibility of Members of Staff

This policy applies to all members of staff of the University who shall;

a) Conduct their responsibilitics to the University with loyalty and in the best interest of the

University.

b) Conduct their personal and official business so as to avoid actual potential or apparent

conflict of interest with the intercst of the University;

¢) Disclose to the University any actual, potential or apparent conflict of interest in matters

regarding the University;

d) A member of staff with a potential conflict of interest in any University business shall, in

writing, notify the Director, Human Resources the nature and extent of any actual,

potential or apparent conflict of interest and how it arises.

¢) Declare all proprietary rights, including titles, copyrights and patent rights, in any work

produced by a member of staff as part of his/her official duties.

9.6 Disciplinary Offences /Misconduct

Misconduct shall include but not be limited to any of the following Offences;
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(a)
(b)
(©
(d)
(©

Drunkenness/ Consumption of Alcohol while on duty;
Consumption or sale of illegal drugs whilc on duty;
Insubordination, disobedicnce and or refusal to take lawful orders;
Conflict of Interest '

Refusal, failure, negligence or omission to perform one’s official duties or

responsibilitics and/or discharge official responsibilities duly assigned,

(0
(2)
(h)
1

0
&)
0y
(m)
(n)
(0)

(p)
@
(r)

(s)

®
(W

v)

Incompetence or inefficiency in the performance of prescribed duties;
Persistent late coming and/or absence from duty without permission
Usc of abusive or insulting language or behaviour or assault;
Acts or omissions that arc prejudicial to the proper performance of dutics or the
University’s image or status, whether within or outside the University;
Misuse or damage of University property;
Failure to teach the prescribed curriculum
Failure and or refusal to submit student’s results
Slander;
Discrimination
Forgery, falsifying or presenting false documents and/or records for the purposes
of

disseminaling wrong information, obtaining money or reward or favour;
Abscondment from duty
Neglect of Duty
Breaching or contravening the University’s prescribed operating rules,
regulations and

procedures likely to causc financial loss or damage of University property;
Persistent failure or negligence of a Head of Unit/Department/Division to
enforce

discipline or follow prescribed University rules, procedures and standing instructions;
Theft, fraud, or embezzlement of University’s funds and property;
Unauthorized access or removal, alteration, mutilation or destruction of
University '

documents, records or information;
Acts likely to endanger the safety or life of or which may result in injury to
another

person, including but not limited to threats to violence, Violence or provoking a fight

and or {ighting;
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(w) Examination malpractices/irregularitics; including but not limited to
mismanaging
examinations including leaking examinations and tests, favouritism, malice,
unauthorised alteration of marks, selling examinations and tests, losing scripts of
students, tampering with examination records, refusal to mark exams and tests,
submitting marks without marking, submitting exams without teaching, refusal to
supervise students and refusal to invigilate and or release marks in time, extortion of

money for marks, soliciting sexual favours for marks,

(x) Refusal to supervise subordinate staff
(y) Professional and or Ethical misconduct
(z) Sexual harassment as prescribed in the Policy against Sexual Harassment of the

University 2006 (as amended)
a) Soliciting for, participating in or inducing another in any sexual conduct in designated

University Office space

b) Soliciting and or accepting bribes;

c) Plagiarism;

d) Violation of safety rules or carelessly cndangering the safety of self or others;

c) Makin

) or propagating, false, vicious or malicious statements about a member of staff;

g) Threatening to usc dangerous weapons or explosives on the University
premises;

h) Soliciting for or lobbying for any appointment within the University services by

self and or agent.

i) Impersonation
b)) Refusal to comply with posting instruction or order
k) Driving an official vehicle under the influence of intoxicating liquor or

stupefying drug
D Incitement with Intent to cause disobedience /strike undermining the University
administration
m) Disclosure of information in contravention of the Law, rules and or policies of
the
University
n) Dressing in a manner that is contrary to the provisions of the Public Service
Standing
Orders 2021 (as may be amended) Perjury

0) Unauthorised use and possession of University property:
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p)
Q

Holding more than one full time employment concurrently
Misuse of internet as defined in the Makerere University Communication policy.

Non-adherence to any other approved University policies.

9.7 Gross Misconduct

Any of the above offences may be construed as gross misconduct by the Appointments Board

depending on the circumstances and gravity of the offence.

a)

b)

9.8.1

9.8 Discipline

The University shall take disciplinary action or authorize corrective measures when a
member of staff engages in conduct or activities which detract from the effectiveness of
the stafl’s work performance or which is contrary to the best interest of the U niversity.
All acts of indiscipline unless otherwise indicated in this Manual, shall be initiated as
soon as possible and shall be documented in writing by the staff's immediate supervisor
which shall be incorporated into the staff’s personnel file.

Notwithstanding the above, the Appointments Board may invoke any disciplinary method
for a grave offence/gross misconduct including but not limited to immediate termination
or dismissal depending on the gravity of the offence provided such a member of staff is

given opportunity to be heard before any decision is taken.

Guiding Principles

Disciplinary action against any member of staff shall:

a)
b)
c)
d)
€)

9.8.2

Be undcrtaken for good reason and where evidence exists;

Be appropriate to the nature of the offence;

Be guided by the doctrine of precedent;

Allow a member of staff the right to answer charges against him or her; and

Notify thec member of staff the right to appeal against any  disciplinary decision in case

of dissatisfaction.

Disciplinary Measurcs

Any or all of the following progressive steps of discipline may be applied depending on the nature

and gravity of the offcnce;

9.8.2.1 Corrective Counsclling

a)

This is an informal and documented discussion between a member of staff and his or her

supervisor. If a member of staff’s performance shows signs of decline, the member of
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b)

y

staff’s immediate supervisor shall cause a meeting with the member of staff to discuss his
or her performance and work out an improvement plan to guide the member of staff to
ensure future performance improvement.

The counselling session shall be recorded in minutes by the Tead of
Division/Department/Unit for future reference.

The supervisor shall then inform the Member of staff of his or her expectations as guided
by the performance improvement plan in future and consequences of failure, neglect or
refusal to attain the same within the stipulated timelines.

The supervisor shall provide the member of staff and the Dircctor, Human Resources with
copies of all documentation of meetings held with the member of staff.

The Counselling sessions shall provide the member of staff an opportunity to meet the
University’s expectations; and for the University to make any further corrective action
where it deems nccessary.

Where a member of staff fails or neglects to make any improvement after counselling, a

verbal warning shall be given to him by his or her Head of Unit/Department/Division.

9.8.2.2 Written Reprimand

a)

b)

c)

d)

This shall be issucd to a member of stafl when the corrective counselling fails to cause
an improvement in the conduct of the member of staff or when the conduct of the member
of stall is considered a serious breach of his or her code of conduct. The written warning,
shall require immediate and continued improvement from the member of staff.
The written warning shall be forwarded to the Dircctor Human Resources for further
management and also placed in the personal file of the Member of staff.
Ifurther corrective or disciplinary action may be taken to address the matters raised in the
written warning.
The written warning shall state the following:
(1) The nature of the offensive conduct with reference to the policy, instructions or
regulations of the University that has been breached;
(11) Any past disciplinary action (including corrective action or warning) previously
taken or action taken for similar violations;
(i) The details on disciplinary action being undertaken against the member of staff;
(iv) The expectations or improvements required of the member of staff including the
timelines for the improvements; and
(v) Consequences of failure to comply with provisions in (iv) above and or in casc
the member of staff repeats the offensive conduct.
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e)

g)

h)

Where the Head of Department/Unit/Division establishes that the member of staff has not
complicd with the corrective measures as stipulated or he/she has continued to commit
any other offensive conduct, the Head of Department shall issue the member of staff a
warning letter; and a copy of which shall be forwarded to the Director, Human Resources.
The Member of staff shall acknowledge receipt  of the warning letter in (e) above in
writing.

Where a member of staff complies with the performance Improvement plan, such
improvement shall be noted in his or her personnel file.

In the event that the said member of staff commits further breach of his or her code of
conduct, the Director, Human Resources shall issue a final warning letter to the member

of staff and recommend him or her for disciplinary action.

9.8.2.3 Interdiction

Interdiction is the temporary removal of a member of staff from exercising his or her duties

pending an investigation in a particular misconduct (Definition as per the Public Service Standing

Orders 2021),

Interdiction may be applied in the following circumstances:

a)
b)

c)

Failure of a member of staff to reform after the final written warning,

When it is necessary to remove a member of staff from the workplace so that a complete
and fair investigation can be carried out regarding any allegation(s) against him/her.
Where a member of staff has been apprehended by law enforcement agencies on account
ol allegations of an offence(s) that requires investigations or is charged in a court of law

or is remanded pending criminal proceedings.

Powers to interdict
The power to interdict a member of staff, other than the Vice-Chancellor and Deputy
Vice-Chancellors, shall be vested in the Vice-Chancellor.
Where a member of staff is interdicted, he or she shall be informed of the reasons for such
interdiction;
Any interdiction taken under (a) above shall be reported to the Appointments Board

immediately thereafter.
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d)

g)

h)

2

A Principal/Dean/Head of Unit/Department/Division shall have the duty/responsibility to
report any case of misconduct by a member of staff to the Director, Human Resources for
further management.

Without prejudice to clause (d) above, a member of staff, with evidence of misconduct
by another member of staff, shall have a right to report the misconduct to the Director,
[Human Resources

After receiving the information in (d) and (e) above, the Director, Human Resources shall
make an assessment on the same and guide on the next Course of action.

Any member of staff on interdiction shall earn half pay of his/her gross salary for the
period of interdiction.

When a member of staff is re-instated into University service, he/she may be entitled to

claim the half pay of the withheld salary for any period of the interdiction.

Procedure on Interdiction

When a member of staff is interdicted, the following procedure shall apply;

a)

b)

4

The allegations against the member of staff shall be expeditiously investigated and
concluded;

The Investigations shall be done expeditiously in any casc within three (3) months for
cases that do not involve the Law enforcement agencies and Courts of Law, and six (6)
months for cases that involve the Law enforcement agencies and Courts of Law.

After investigations, the Vice-Chancellor shall refer the case to the Appointments Board
for further management.

The member of stafl under interdiction shall not leave the Country without permission

from the Appointing Authority.

9.8.3 Reduction in Rank (Demotion)

The Appointments Board shall have powers to demote a member of staff to a position inferior to

the one he/she currently holds as a disciplinary measure.

9.8.4

Recovery from Salary

The Appointments Board shall have power to imposc a financial penally or financial recovery

order on any member of staff to be recovered from his or her salary. The Board may order a

deduction of a fixed amount of funds from a member of staff’s salary for a specific period of

time.
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9.8.5 Stoppage, Withholding and Deferment of Salary and other Benefits

The Director, Human Resources may for justifiable cause as a precautionary mecasure,

withhold/suspend or stop salary and/or benefits of any member of staff pending disciplinary

action. The Director Human Resources shall then immediately notify the Appointments Board of

such action.

9.8.6 Termination of Services

a)

b)

©)

d)

The Appointments Board shall have power to terminate the University’s contract of
service of a member of staff.

A member of staff’s services with the University may be terminated where he or she fails
to perform his or her duties as required by the University.

A member of staff’s contract of services with the University maybe terminated where he
or she commits breach of his or her code of conduct and or terms and conditions of service
and the Appointments Board construes such breach as grave/ gross misconduct.

The Appointments Board may terminate a Contract of service of a member of staff due
to his or her commitment of persistent minor breaches of duty which the Board shall
consider detrimental to the University.

The Appointments Board may terminate the services of a member of staff by refusal to
renew a Contract of service of the Member of staff on account of misconduct.

A member of staff terminated from University service shall be entitled to payment of his
or her benefits as may be stipulated in his or her appointment letter and or terms and

conditions of service.

9.8.7 Dismissal/ Forced Resignation

The Appointments Board shall have power to dismiss a member of staff who is found in breach

of his or her dutics and or code of conduct. A procedure for dismissal of a member of staff shall

be guided by the following principals;

a)
b)

)

The rules of natural justice shall apply in all disciplinary matiers.

Any authority or designated Officer handling disciplinary matters must exercise and
exhibit a high degree of impartiality.

A member of staff shall be informed in writing of any disciplinary allegations against him
or her and given an opportunity to be heard before any subsequent decision is taken

against him or her.

142



d)

e)

y

g)

h)

b)

d)

A member of staff shall be subject to summary dismissal without exercising his or her
right to be heard.

Gross misconduct and gross neglect of duty shall be punishable by dismissal from the
University service.

A member of staff who is dismissed from service because of criminal conviction shall
neither be given notice nor be paid salary in licu of notice.

A member of staff who is summarily dismissed [ollowing a suspension or for any other
justifiable cause shall forfeit his or her half salary withheld during the period of
suspension as well as any other benefits.

The provision in (g) above shall not apply to a member of staff’s personal contributions

to the Retirement Benefit Scheme(s).

9.9 Employecs facing Criminal Charges

Where Criminal proceedings are initiated against an employee in any Court of Law, the
employer shall be at liberty to institute an investigation and take disciplinary proccedings
against him/ her.

Nothing shall be construed as prohibiting or restricting the appointing authority from
exercising its powers to take disciplinary action against an employee who is facing
Criminal proceedings and subject such an employec to any form of punishment including
termination, suspension or any other appropriate sanction.

Upon suspension, the cmployee shall be on half salary until the conclusion of the
Investigation and disciplinary proceedings by the Employer.

An employce convicted of a criminal offence shall be deemed to have been summarily
dismissed. However, an employee’s acquittal by the Courts of Law does not in any way

affect the decision made by the Employer during its internal disciplinary process.
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9.10 University Staff Tribunal

There shall be a University Staff Tribunal composed as per the provisions of the Universities and

Other Tertiary Institutions Act 2001 (as amended) which has mandate to handle an appeal of a

member of stafl from the decision of the Appointments Board.

a)

b)

9.11 Right of Appeal

A member of staff may appeal to the University Staff Tribunal against the decision of the
Appointments Board within 14 (fourteen) days after being notified of the decision.
Where a member of staff has been removed from employment by the Appointments
Board, he/she shall be decmed to be on suspension until the expiry of the period allowed
for appeal, at which date the removal shall become effective or where an appeal has been
lodged in time, the suspension shall remain in force until the tribunal determines the
appeal.

The Directorate of Legal Affairs shall communicate the decision of the University Staff
Tribunal to the University Secretary.

Upon receiving the communication in (¢) above, the Director, Human Resources shall in
turn communicate to the member of staff the decision of the University Staff Tribunal
and any implications of that decision.

The Communication in (d) above shall represent the final decision of the U niversity.

9.12 Communication

Communication in the University shall be conducted in conformity with the Makerere University

Communication Policy 2013 (as may be amended).

9.12.1 Purpose

The University encourages a two-way communication between members of StafT at all levels.

LEffective communication builds mutual understanding and trust between persons, and contributes

to a constructive and cheerful working environment, high performance and organizational

SUCCess.

9.12.2 Policy

The Makerere University Communication Policy applics to all members of staff who shall be

required to comply with the following principles;
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a)

b)

h)

A member of Staff shall be required to support the communication initiatives

implemented by the University.

A member of staff shall have the right and obligation to express his or her views to his or

her superiors about the University activities and vice versa in a cordial and respectable

way.

Any view raised by a member of staff shall be respected and considered.

Any question raised by a member of staff in writing to Management and or any member

of Management shall be responded to by Management and or such member of

management in writing in an effective and cfficient manner.

No member of staff shall prejudice due to a difference in opinion.

Members of staff shall be informed of any developments and major events of or in the
University, specifically thosc matters that may have an cffect on their jobs and/or

welfare.

Any decision of Council, its Committce and any other Commitiee shall be communicated

in a timely manner after such decisions are made by the designated responsible officer(s).

Any member of stafl who fails to comply with (g) above shall be subject to disciplinary

action.
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SECTION 10
DISPUTE RESOLUTION AND GRIEVANCE HANDLING

10.1 Introduction

A dispute shall mean a disagreement or argument between any members of staff that creates an
cnvironment of emotional strain, unhealthy communication that may lead to heated discussions

or any other discomfort which negatively affects employce relations and the work environment.

10.2 Dispute Resolution

The University recognizes the provisions of dispute resolution as established by the Universities
and Other Tertiary Institutions Act 2001 (as amended), and any other alternative dispute

resolution mechanisms as provided for in the other relevant laws and policies.

10.3 Grievance Resolutions

A gricvance is a real causc for complaint especially regarding unfair treatment lodged by a
member of Staff or Makerere University against member of Staff regarding his/her conduct which

would ordinarily attract punitive measures.

Any full-time member of Staff who has been suspended, demoted, interdicted or dismissed shall
have the right of appeal under the grievance process. The staff’s notice of appeal must be in

writing and must set forth the reasons why the disciplinary action is improper.

All grievances handled by the relevant Disciplinary Committees shall formally be communicated

to the Dircctor, Human Resources.

10.4 Procedure

a) An employce with a gricvance shall present it to the Head of Unit/Department in writing
for resolution. Where the Head of unit/department is the respondent, the aggrieved party
shall report the matter to the supervisor of the respondent.

b) The Head of unit/department shall as much as possible exhaust all available channels as
provided for by the university rules and regulations.

¢) Where the Head of Department or Unit fails to resolve the grievance, such grievance shall
be referred to the Director, Human Resources who shall after consultations with the
relevant Head of Department or Section and the Workers Union where applicable, handle

the grievance and conclude it or forward it to an Ad-hoe Grievance Committee constituted
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and chaired by the Deputy Vice-Chancellor (Finance and Administration) with a
membership of not less than five (5).

d) An employee who has a grievance with the Director, Human Resources, shall present
such grievances in writing to the DVC (F&A)

¢) Any grievances which cannot be resolved by the Ad-hoc Grievance Committee in (c)
above shall be referred to the Staff Tribunal within fourteen (14) days after the decision

by the Committee.

10.5 Staff Associations and their Relationship to the University

a) The University may have an Academic staff association, an Administrative Staff
Association and a Supporting Staff Association as provided for in the Universities and
Other Tertiary Institutions Act 2001 (as amended).

b) The University shall recognize and work with the above staff associations within the
University system to promote good labour relations with all members of staff.

¢) For avoidance of doubt, the relationship between the staff associations and the University
Management and Council shall be advisory in nature.

d) The University encourages engagement with Staff Associations especially in resolution

of disputes between any staff association(s) and the University.

10.6 Labour Unions

Notwithstanding section 10.5, any member of staff shall have the right to decide which labour
union he or she shall belong to as provided for under the Labour Unions Act 2006 and any other

applicable national laws.
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SECTION 11
SAFETY AND HEALTH OF MEMBERS OF STAFF

11.1Introduction

This section provides guidance on handling safety and health of staff,

d)

11.2  General provisions

The University is committed to promoting and achieving a high standard of staff safety
and health.

The University adheres to the principle that occupational safety and health of members
of Staff is a priority at the workplace.

All University Staff shall be accorded a safe and sccure working environment in
accordance with Occupational Health and Safety Act 2006 (as maybe amended).

It is the obligation of the University to comply with provisions of the Occupational,

Ilcalth and Safety Act.

11.3 Obligations of the University

The University shall, as is reasonably practicable, provide;

a)
b)
¢)
4
€)
Y

g)

A safe working environment, safety tools, protective gear and information;

Systems of work, plant and machinery that arc safe and secure;

Ways to reduce hazards and risks to health;

Training on Staff safety and how to deal with emergencies;

Competent supervision of all members of staff;

An occasional update to members of stafl on any hazards obtaining at the place of work;
and

An Opportunity for regular medical check-ups of staff working in sensitive departments

for example Laboratories, Workshops, Washrooms and T ransport Department,

11.4 Obligations of Members of Staff

While at the work place, a member of staff shall;

a)

b)
©)

Ensure maximum precaution regarding his or her health and safety and of any other
person who may be affected by his or her acts or omissions at work;
Cooperate with Management in complying with health and safety legal requirements;

Carry out lawful orders and obey all health and safety rules;
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d)

=

h)

Report any unsafe situation to his or her Supervisor or Head of Department/Unit as soon
as the situation discovered;

Excuse himself or herself from a work situation which he or she has reasonable cause to
believe presents an imminent or grave danger to his or her life or health shall not be
punished or subjected to undue consequences provided the danger is confirmed by the
supervisor and or rclevant authority;

Report all incidents that result in, or may have resulted in injury to any member of staff
to the Supervisor or Head of Department/Unit;

Participate in Safety Trainings as and when required; and

Not intentionally or recklessly interfere with or misuse any equipment or materials

provided in the interest of health, safety or welfare

11.5 Compensation of Members of Staff

The University shall abide by the provisions of the Workman's Compensation Act, CAP 225 (as

maybe amended) whose salient features for purposes of this Manual are:

a)

b)

If a member of staff suffers a personal injury due to an accident in the course of such
member of Staff’s employment, the University shall be liable to pay compensation in
accordance with the Act.
The University shall not be liable in respect of an injury which does not either-

(1) Result in permanent incapacity; or

(i1) Incapacitate the worker for at least three (3) consecutive Months from earning full

wages for exceuting the work for which he or she was employed.

An act shall be deemed to be done out of and in course of employment when a member
of staff acts to protect any person on the University’s premises whom the member of staff
believes to be injured or imperilled, or when a member of staff acts to protect property on

the University’s premiscs.
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SECTION 12
EMPLOYMENT RECORDS

12.1 Introduction

This section provides guidance on handling University employment records.

122  Records Policy

Records of members of staff shall be handled in accordance with the Policy on staff records.

a)

b)

d)

12.2.1

d)

The University shall have a Policy on staff Records and all University records (both
manual and clectronic) shall be managed within the provisions of that policy.

All employment records for Makerere University staff shall be under the custody of the
Directorate of Human Resources.

All records of members of staff are confidential and shall only be accessed upon request
from the Director, Human Resourccs.

It shall be the responsibility of the designated officer, Records and Information to ensure

that information in the file accessed is not altered.

Records of Members of Staff
All members of staff shall be required to complete a bio-data form issued by the
Directorate of Human Resources at the time of first employment with the University.
All members of Staff shall be required to attach relevant documents to authenticate the
given information at the time of filling the bio-data form.
All members of staff shall attach a passport photograph of their current likeness on their
Bio-data form which shall be updated cvery five years.
A member of staff member shall inform the Director, Human Resources of any changes
in his/her personal data. Ie/she shall complete and submit a change in personal data form
issued by the Directorate of Human Resources with copies of supporting documents, to
the Director, Human Resources.
It shall be incumbent upon both the University and the member of staff to implement the

above requirement. Timeliness of submission of the form is important as it may affect
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g)

h)

1)

k)

12.2.2

b)

the payroll arrangements and/or benefit entitlements of the member of staff and his or her
dependant(s).

The date of birth provided at the time of a member of staff’s first appointment with
authenticated supporting documents and as authenticated by a Commissioner of Oaths on
the Bio-data form SHALIL NOT BEE ALTERED under any circumstances in the course of
one’s employment.

For the avoidance of doubt, the initial information provided as above shall be taken as the
true and authentic record. Any falsification of documents/ records whenever discovered
shall lead to automatic termination of service from the University.

Updating of records shall be the responsibility of the Manager Records and Information.
Any alteration/addition/removal or update not sanctioned by the Director Human
Resources shall lead to disciplinary action of the offending Members of Staff.

All records created, received or maintained by a member of Staff in the course of his or
her duties shall be deemed to be Makerere University records and shall be subject to the
provisions of this policy.

All offices that capture and receive records must maintain a metadata record and ensurc
their integrity. This also applies to electronic records.

Where a business application is being replaced or is superseded by another business
application or is decommissioned, the process of migrating records and all associated
metadata must be fully documented to ensurc the integrity of the records contained

thercin.

Official files

The University shall maintain standard records and a file classification system to provide
an accurate and flexible means of organizing records and files in relation to functions,
aclivities and transactions.

All official information/data provided by staff before and during their employment in the
University shall be kept in their personal files both manual and electronic under the
Directorate of Human Resources.

There shall be at least two (2) sets of personal files; one kept and maintained in the Central
Registry and the other kept and maintained at the College, Department/Unit.

Every record maintained shall have a classification number determined in accordance
with its valuc and subject.

All University records shall be classified as Confidential, in compliance with the

Government of Uganda regulations on access to information.
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g)

h)

Personal files of University Top Management shall be kept in the office of the Dircctor,
FHuman Resources.

The colour and nature of materials used for cach category of the files shall differ as
determined by the Directorate of [luman Resources.

The procedures of filing used for each of the classes shall be developed in the procedure
manual.

Personal files for Central Management shall be kept in a designated arca in the Directorate

of Human Resourccs.

12.3 Management of forms

a) There shall be mandatory forms that must be filled by every University staff as may

be formulated and provided by the University from time to time.

b) Any forms designed for purposes of capturing information about the staff and

administrative issues for any business of the University must be authentic,

numbered and approved by the Appointments Board or its mandated Officers.

c) A catalogue and a copy of approved forms shall be kept by the Records and

Information Division (RID) for safe custody and reference.

d) Any electronic form designed for purposes of capturing information about staff and

for administrative purposes shall be secured by way of access code controlled by

the relevant officer.

e) Any forms not approved by the Director Iluman Resources and issued by the

a)

b)

Manager Records and Information, shall not be binding on the University.

12.4  Confidentiality

Any record classified as confidential shall be kept and maintained on a confidential file.
Information on a file of “any member” of staff classified as “strictly confidential” shall
only be accessed with the prior express permission of the particular member of staff or in
accordance with the Law or Order of Court.

Actual or suspected security breaches involving confidential information shall be reported
immediately to the Director, Iluman Resources, Manager, Research, Innovations and
Development (RID) or Officer designated for that purpose.

In the event that “strictly confidential” information gets to the public domain duc to
inappropriatc security mecasures by the University, the University shall be held

accountable.
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d) Any University Staff* who handles or otherwise has access to information on confidential

g)

h)

files shall be required to notify the Authority in the event of a suspected or actual breach
of the confidentiality of such information.

All confidential personal information that reside/cxist on computers and other electronic
data storage devices shall;

(1) Be encrypted in accordance with electronic transactions and other Cyber laws.

(ii) Follow the University ICT Policies and procedurcs regarding user and stafl
responsibilitics, and data security.

(iif)Be in accordance with the National Electronic Transactions Legislations.
Any member of Staff who knowingly publishes or discloses the contents of any official
document, communication or information that comes to her/his possession during the
course of his/her duties without express permission from Authority shall commit an
offence
Records and Information Division and all University staff shall ensure that the provisions
contained under the Access to Information Act, 2005 regarding the right of access,
disclosure and availability of records, and exemptions from access are adhered to.
An authorised member of staff may have access to confidential information.
As a matter of policy and professional integrity, it is cssential that confidential
information shall not be disclosed to other individuals or organizations in or outside the
University unless they have a right to this information in accordance with the Rules and
Regulations of the University. Although individuals or organizations may have a right to
this information, staff will not disclose confidential information and shall forward

requests to their immediate supervisor for approval by the Director, Human Resources.

12.5  Offences, Penalties, and Disciplinary Proceedings

Any member of staff who:

a)

b)

c)

d)

Conccals any information on suspected or actual breach of the confidentiality of
documents from authority;

Takes files or records outside the designated area, without express permission;

Takes and keeps a file or record without the authority of the Director, Human Resources
or a designated officer, Records and Information;
Keeps a file or record for more than seven (7) working days without prior notification to

the designated officer, Records and Information.
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¢) Knowingly alters, destroys, mutilates, covers up, falsifics, or makes a false entry in any
record with the intent to impede, obstruct, or influence the investigation or proper

administration of any matter within the jurisdiction of the University;

Shall be liable to disciplinary action which may be a reprimand, a warning, suspension or

dismissal depending on the gravity of the offence.
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SECTION 13
OFFICIAL TRAVEL

13.1 Introduction

Official Travel shall refer to a time when a member of Staff is officially and with permission of

his or her supervisor, out of office on official duty or any other forms of authorized travel by the

University Council.

d)

g)

13.2  General provisions

The University shall provide adequat¢ financial support to facilitate Official Travel
locally and overseas according to the existing regulations and practices.

While travelling abroad, the Vice-Chancellor shall travel by business class.

All other Staff except for those whose Contracts or terms of service stipulate otherwise,
shall travel by economy class, but for long distances exceeding eight hours of flight, the
Vice-Chancellor may authorize Staff on Salary Scale M3-M2, Deans and Heads of
Academic Depariments/units to travel by Business Class, provided the budget for that
Unit for travel can permit it.

Approval for Official travel shall be recommended by the Head of Department/Unit and
must be within the approved budget.

All expenditure relating to travel abroad shall be accounted for within fourteen working
days from the time of return.

A member of staff granted permission to travel shall submit a report to the Authorizing
Officer within four (4) wecks of return on the trip and any necessary financial
accountability upon return.

A person who fails to account or give a report as specified above shall be liable to

disciplinary action.

13.3  The recognized Types of Official Travel

On first appointment if non -resident

On official duty

On retirement as stipulated in the rules and regulations
On special assignments

Any other forms of authorized travel by Council
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13.4 Per dicm/Subsistence Allowance

a) Per-diem or Subsistence Allowance to cover accommodation, meals and incidentals shall
be paid to a member of staff who will be required to travel on official duty away from the
duty station at rates per night to be fixed by Council from time to time for each category
of staff.

b) No per diem shall be claimable where official travel is fully sponsored except for a modest
out of pocket allowance not exceeding 20% of the per diem applicable.

¢) Where travel is fully covered save for meals, 40% of the per diem applicable shall be
claimable.

d) The obtaining rates shall be available at the office of the Director, Human Resources.

13.5 Transit Allowance

A transit allowance as fixed by Council from time to time shall be provided to a member of staff

on a trip that involves change of flights.

13.6  Day Travel Allowance

A member of staff on duty but away from the designated duty station for a period of more than
six (6) hours but not amounting to one (1) night shall be entitled to a safari day travel allowance

which shall be 50% of the local per diem.

13.7 Ground Travel

This shall be paid to a member of staff on Official Travel out of the Country to cover ground

transportation. The applicable rate shall be as approved by Council from time to time.
13.8 Travel Allowance on Initial Appointment or Termination

13.8.1 Non-Citizens

a) The University liability for any particular journey on appointment or retirement shall be
the cost of up to six (6) persons economy class i.e. husband/wife and four children below
cighteen (18) years of age.

b) An allowance of up to US$ 1,000= shall be paid in respect of passages between the
“Home” as specificd in the definition section and the University, plus permissible
baggage charges as detailed in (iii) below.

¢) Permissible baggage charges cover the following in respect of personal cffects packaging

(including crates), collection; storage; dclivery; insurance; freight; handling; dock
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d)

charges and ducs. The allowance permissible to cover these items shall not exceed
US$2000.

A foreign member of staff who resigns from service of the University shall not be entitled
to payment of the return travel expenses for self or dependents.

The University shall not pay rcturn travel expenses for a non-citizen member of staff, if
the member of staff has not travelled back to his Country of residence within three 3)

months from the date of end of contract or retirement from service,

13.8.2 Citizens

a)

b)

g)

The University liability for any particular journey on Retirement/End of Contract shall be
the provision of a scven (7) tonne lorry or the equivalent of hiring one at the prevailing
market rate to or from the staff’s designated home as defined at Appointment or updated
during the coursc of employment.

A member of Staff shall be repatriated by the University on the termination of contract

by reason of his/her sickness or accident that has left such member of staff incapacitated.

13.9  Authorization of Travel outside the Country

Request for External Travel shall be authorised by the Authorized Officer at least two
weeks before the date of travel, supported by relevant documents and a response received
a week before the date of travel.

A member of staff denied travel, shall be informed within three (3) days of application if
the request is submitted in time and can appeal to higher authorities if necessary.

The Vice-Chancellor shall inform the Chairperson of the University Council when
travelling.

Authority to ftravel by the Deputy Vice-Chancellors, University Principals, Deputy
Principals, University Secretary, University Librarian, University Bursar, Academic
Registrar, Dean of Students and Directors shall be vested in the Vice-Chancellor.
Authority to Travel by the Academic and Technical College Staff shall be vested in the
Principal with a copy to the Director, Human Resources.

Authority to travel by all other Non-Academic Staff in the University service shall be

vested in the Director, Human Resources.

In all cascs, the application to travel shall be endorsed by the Respective Supervisor as

per provisions of the approved travel form.
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13.10 Travel Insurance

The University shall provide an insurance cover for members of staff travelling on official duty
as approved by relevant authoritics which shall cover benefits for accidental death/permanent
disablement, medical and hospital expenses for accident and sickness, and claims related to such

travel as provided for in welfare budget allocation.
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APPENDIX 1 Governance Structure- On a Hard Copy
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APPENDIX 2 Administrative Structure-
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PP Prineipal Procurement Officer AA Assistant Internal Auditor

PE Principal Engincer DG Dircctor Gender Mainstreaming
PUE Pupil Engineer DQA Director Qualily Assurance
PSO Principal Security Officer E Engineer

PT Principal Sports Tutor DEW Director Estates and Works

PW Principal Warden TAI/GEF Teaching Assistant/Graduate Fellow
us University secretary

VC Vice Chancellor

W Warden

DG Director gender mainstreaming

DQA Director quality assurance

PPO Principal program officer
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APPENDIX 3

KEY JOB DESCRIPTIONS

The Chancellor

There shall be a Chancellor for cach Public University who shall be appointed by the president
on the recommendation of the University Council.

The Chancellor shall hold office for a period of four years but shall be eligible for re-appointment
for one more term.

The Chancellor shall be the titular head of the University and such shall preside at all ceremonial
assemblics of the University and in the name of that University, conler degrees and other
academic titles and distinctions of that University.

The Chancellor shall at any time, on the direction of the visitor, cause a visitation of the University

to be conducted by a person or persons and for the purposes specified in the directive.

The Vice-Chancellor

There shall be a vice chancellor for cach Public University who shall-

a) Be responsible for the academic, administrative and financial affairs of the University; and

b) Inthe absence of the chancellor, preside at ceremonial assemblics of the university and confer
degrees and other academic titles and distinctions of the university.

The vice chancellor shall be appointed by the chancellor on the recommendation of the university

council from among three recommended by the senate.

A scarch committee composed of two members from the university council and three members

from the university scnate shall be identify suitable candidates for the post of vice chancellor and

forward them to senate to nominate three candidates for recommendation to university council,

The vice-chanccllor shall be appointed on terms and conditions determined by the university

council for five years and shall be eligible for re-appointment for one more term.

The Deputy Vice-Chancellors

Each public university shall have not more than threc Deputy Vice-Chancellors who shall be
appointed by the Chancellor on the recommendation of the university senate with the approval of
the university council.

A deputy vice-chancellor shall hold office for a period of five years and shall be cligible for re-

appointment for one more term.
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iii.

e)
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i,
iii.
v,
8
)

The Deputy Vice-Chancellor (Academic Affairs)

The first vice chancellor shall-

Assist the Vice Chancellor in the performance of his or her functions and in that regard be
responsible the academic affairs of the university;

In the absence of the Vice Chancellor perform the functions of the Vice Chancellor

Perform such other functions that may be delegated to him or her by the Vice-Chancellor or

assigned by the university council.

The Deputy Vice-Chancellor (Finance & Administration)

Assist the Vice Chancellor in the performance of his or her functions and in that regard shall
oversee the finances and administration of the university;

Be responsible for the planning and development of the university;

Perform such other functions that may be delegated to him or her by the Vice Chancellor or

assigned by the university council.

The University Secretary

The University Secretary shall be responsible for the general administration of the University and
shall be appointed by the University Council on the recommendation of the Appointments Board
on terms and conditions that the University Council may determine. Shall be responsible to the

Vice- Chancellor thorough the Deputy Vice-Chancellor Finance & Administration.

In particular, the University Secretary shall perform the following functions:
Shall be the secretary to Council.

Shall be the accounting officer of the University.

Shall be in charge of all legal matters of the University.

Shall be in charge of all matters of procurement for the University.

The Academic Registrar

The Academic Registrar shall assist the DVC (Academic Affairs) in the administration and
organization of all academic matters including admission, undergraduate studies, post graduate
studies, examinations research and publications and shall be appointed by the University Council
on the recommendation of the Appointments Board on terms and conditions that the University
Council may determine. Shall be responsible to the Vice- Chancellor thorough the Deputy Vice-

Chancellor (Academic Affairs).

The University Bursar

164



The University Bursar shall be responsible for the financial administration and planning of the
University and shall maintain the accounts in a form determined by the University Council. The
Bursar shall be appointed by the University Council on the recommendation of the Appointments
Board on terms and conditions that the University Council may determine. Shall be responsible
to the Vice- Chancellor thorough the University Secretary who is the Accounting Officer and the

Deputy Vice-Chancellor Finance & Administration.

i) The Dean of Students
The Dean of Students shall be responsible for the welfare of students and shall be appointed by
the University Council on the recommendation of the Appointments Board on terms and
conditions that the University Council may determine. Shall be responsible to the Vice-

Chancellor

¥/, The University Librarian
The University Librarian shall be the head of all Library Services in the University and shall be
appointed by the University Council on the recommendation of the Appointments Board on terms
and conditions that the University Council may determine. Shall be responsible to the Vice-

Chancellor thorough the Deputy Vice-Chancellor (Academic Affairs).

In general, the University Librarian shall be responsible for the development, control,
management and co-ordination of all library and information services of the University. In

particular, the University Librarian shall perform the following functions:

i) Plan for and implement, in liaison with relevant departments of the University, the various
projects and programs of the Library.

ii) Familiarize him/ herself with the various programs offered by the University and liaisc
with the various School heads on issucs regarding the development of the Library, to
cnsure that  relevant information materials are provided to the university community.

iii) Chair meetings of the Library Committecs

i) Keep in constant touch with developments in the world of information to ensure that
relevant and up to date information be provided to the University staff and students.

ii) Ensure the creation and maintenance of Library databascs to enable the University
community to have easy access to the University’s information Resource.

iii) Liaise with other information providing departments such as the ICT Department, to
ensure that information to the users is provided in a co-coordinated manner.

iv) Plan for library staff development in collaboration with the Director, Human Resources
and keeping staff abreast with developments in their profession.

V) Supervise staff and hold regular staff meetings.
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k)

)

ii.

iii.

iv.

V.

vi) Undertake any other related duties, as may be necessary to ensure the provision of

cfficient and effective library and information services in the University.

The Director Human Resources

The role of the Director Human Resource shall be to Initiate, develop and implement Human
Resource systems and processes in line with the Iuman Resource policy consistent with the

University Strategic plan.

In particular, the Director Human Resources shall perform the following functions:

i) Develop and monitor a IHuman Resource annual and strategic plan for the University in
line with the university Human Resource Policy.

ii) Devclop the Annual Development Budget for the Directorate and monitor the utilization

of the financial Resource in line with the financial regulations.

(f) Develop work targets for the Ifuman Resource Directorate in line with the Hluman Resource
Policy.
(g) Provide secretarial scrvices to the committees of Council under the responsibility of the

Directorate to generate business for Council in line with University Policy.

(h) Initiatc and review Human Resource policies in the University in line with the University
Human Resource strategic plan.

(i) Mentor and coach the Directorate staff in linc with the Human Resource Policy and the
Directorate strategic objectives.

() Link the Human Resource Directorate with other units of the university and the public in
line with the university mission.

X Develop, implement and monitor Organizational Development and change management

systems and strategies in linc with the university strategic plan.

The Manager, Planning and Development

Heads the Department of Planning and Development and ensures that agreed work targets are
achicved through effective supervision, couching and mentoring of the staff in the department.
To initiate and coordinate the preparation and production of long and short-term corporate plans.
To set budget priorities and assess the budget proposals for their coherence with the strategic
goals of the University,

To ensure that the University develops and implements a comprehensive and coherent resource
mobilization strategy.

Effective implementation and monitoring of the University institutional development
programmes and projects.

To ensure that the University undertakes performance reporting to her stakeholders on time.
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vii.  Collating, processing, storing and redistributing to management information flowing in from all
administrative units in a form that guides quick decision making.
viii.  To ensure that diagnostic studies are regularly carried out to enable the University have a picture
of her internal and external efficiency and the level of access to her services and products.
ix.  Effective implementation and coordination of donor funded projects.

X.  Any other related duties assigned by the Deputy Vice Chancellor (Finance and Administration).

m) Principals of Colleges
(i) Be the chief administrative, academic and financial officer of a college;
(i1) promote and maintain academic excellence, efficiency and good order at a college;
(iii) implement University policies and enforce applicable regulations at the college; and
(iv) Exercise such other functions as maybe prescribed by the University Council.
(v) in the performance of his o her duties, a Principal of a college shall where necessary consult the

relevant organs and officers of the University for guidance.

1) Deputy Principals of Colleges

These shall deputise the Principals in the perfermance of their duties.

0) Dean/Director of School/Institute

Dean/Director shall be the academic and administrative head of the School/Institute/Centre. The
Dean/Director shall be responsible to the Deputy Vice Chancellor (Academic Affairs) for the
following duties:-

i) The organization and development of the School/Institute/Centre and such other duties

as may be necessary for the proper functioning of the School/Institute/Centre.

i) The promotion of knowledge of his/her subjects through contribution of original works,
teaching, examining and provision of academic guidance and leadership to Heads of
departments and staff. To be responsible for the general conduct of examinations.

(D [nitiating linkages between the School/Institute/Centre and Institutions of higher learning
inside and outside Uganda.

(m) Chairing the School/Institute/Centre Board mectings and sub-committees such as: the
Appointments/Promotions committce, research committee, curriculum review committee
and Heads of department committee.

(n) The co-ordination of research and postgraduate work in the School/Institute/Centre.

(0) Soliciting of funds of enhancing the academic progress of the School/Institutc/Centre; e.g.
rescarch, reading materials cte.

(p) Co-ordination, control and management of the process of planning and evolution of annual

estimates for the School/Institute/Centre, including planning for intake figures and
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establishments for the various programmes in the School/Institute/Centre and especially to
prepare and control estimates for the office of the Dean/Dircctor and be responsible for
intake figures establishments ctec.

(qQ Participation in the recruitment, selection, promotion and disciplining of School staff in
accordance with the established procedures of the University.

() Submission of recommendations to the [Tuman Resources Office of appraisal reports on
cmployees in the Dean’s/Director’s office and Ileads of department in the
School/Institute/Centre.

(s) Organisation and maintenance of records of past and present students and staff of the
School/Institute /Centre.

(1) Maintain of an up to date invention of all equipment and assets, movable and immovable,
of the School/Institute/Centre.

(u) To liaise with the Estates department for the maintenance of lawns, cleanliness and security
of the equipment and other items in the School/Institute/Centre.

(v) Generally assisting in the operation of the University by serving on committees and in the

capacities appropriate to the well-being of the University.

(w) Performing such other related duties as may be assigned by the Vice-chancellor.

D) Deputy Dean/Director
The Deputy Dean shall perform his/her duties on a part-time basis and therefore in addition to his/her
other dutics shall be responsible to the Dean/Director for the following dutics:-
i.  The day-to-day administration, organisation and development of the School/Institute/Centre

ii.  The Academic guidance of the students.

iii.  The compilation and control of the School/Institute/Centre time-table.

iv.  Liaison with the examination officer on the co-ordination of the

a. School/ Institute/Centre examination timetable and results.
v.  Deputizing the Dean as and when necessary.

vi.  Performing such other duties as may be assigned by the Dcan.

q) Head of Academic Department
The Head of department shall be the academic and administrative head of his/her department. They
shall perform the following roles:
1. The organisation and development of the department and such other duties as may be necessary for
the proper functioning of the department.
ii. The promotion of knowledge of his/her subject through contribution of original work, teaching,
examining and provision of academic leadership and guidance to staff and students.

iii. Soliciting of funds for rescarch and general development of the department.
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Vi.

Vil.

viii.

X1.

Xil.

To chair Departmental Appointments/Promotions Advisory Committees and other departmental

commiticces.

Preparation and control of the departmental estimates and including evolution of departmental plan

and proposals for personnel requirements.

Maintain and be accountable for an up-date inventory of all departmental equipment and assets

movable and immovable and will be accountable to the Dean/Director for these items.

Initiate review of the departmental curricula from time to time and recommend to the School Board

the necessary changes.

Preparation of departmental annual eave roster in liaison with the Dean/Director.

Submission of annual appraisal reports on members of staff in the department.

Participation in the recruitment, selection, promotion and disciplining of department staff in

accordance with the established procedures of the University.

Discipline of departmental staff in consultation with the Dean/Director as need may arise.
Generally assisting in the operation of the School and the University by serving on committees

and performing such other duties as may be assigned by the Dean/Director.
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APPENDIX 4

Salary Scales for Posts in the University Service

4.0 Senior Staff
No. | Salary
Scale Post
1. M1 Vice — Chancellor
2 M2 Deputy Vice — Chancellor
M2.1 Principal
M2.2 D/principal
3 M3 Professor Medical Illustrator
Academic Registrar University Librarian
Dean of Students University Secrctary
Director, MISR Director Internal Audit
Director, DICTS Director Quality Assurance
Director, Human Resources Director, Legal Unit
Director Research and Graduate Training | Director, EWD
Director I1calth Services
4. M4 Associate Professor Deputy Dean of Students
Chief Cataloguer Deputy University Secretary
Chief Security Officer Deputy University Librarian
Deputy Medical lllustrator Head, Counselling Unit
Deputy Registrar Manager, PDD/GMD/Estates
Manager, Human Resources Manager, Health Services
Manager, Records & Information Manager, Communications and International
Manager, Performance and Appraisals Relations
3. M5 Principal Assistant Auditor Principal Economist
Principal Assistant Counsellor Senior Lecturer
Principal Assistant Medical Illustrator Principal Librarian
Principal Assistant Registrar Principal Medical Illustrator
Principal Assistant Secretary Principal Medical Officer
Principal Human Resources Officer Principal Rescarch Fellow
Principal Assistant Estates Manager Principal Sports Tutor
Principal Records Officer Principal Warden
Senior Rescarch Fellow
6. M6.1 Lecturer Senior Economist

Herbarium Curator

Senior Assistant Auditor

Senior Librarian

Senior Medical [Hustrator
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Senior Assistant Counsellor Senior Medical Officer
Senior Assistant Medical [llustrator Senior Sports Tutor
Senior Assistant Registrar Senior Warden
Senior Assistant Sccretary Senior Human Resources Officer
Senior Assistant Estates Manager Chaplain/Muller
Senior Records Officer Research Fellow
¥ Mo6.2 Accountant Editor
Assistant Curator CMB Lower Segment Farm Manager
Assistant Lecturer Head Binder
Assistant Medical [llustrator (Trainee) Landscape & Lnvironment Officer
Assistant Registrar Librarian 1
Assistant Secretary Medical Officer
Assistant Records Officer Nutritionist
Chief Technician Principal Assistant Curator
Dentist Senior Computer Programmer
Human Resources Officer Statistician
Warden
Economist
8. M7 Assistant Human Resources Officer Deputy Warden
Administrative Assistant/Sccretary Librarian II
Assistant Accountant Pupil Engineer
Assistant Auditor Social Worker (IPH)
Assistant Farm Manager Veterinary Officer
Clinician Principal Technician
Assistant Computer Programmer Assistant Auditor
Assistant Records Officer Assistant Bursar
Assistant Counsellor
9. MI10 Transport Officer
Senior Technician
Administrative Secretary 11
4.1 Support Staff (I)
No. | Salary
scale Post
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9. M11 Assistant Pilot Supervisor Medical Photographer
Cartographer Trainec Photographer
Senior Instructor Assistant Medical Illustrator
Senior Survey Assistant Trainee Illustrator
Senior Workshop Instructor IHealth Educator
Museum Technician Epidemiology Assistant
Darkroom Technician Health Visitor
Projectionist Medical Assistant
Senior Radiographer
10. | M12 Administrative Secretary 111 Deputy Midwile
FForeman Technician
Domestic Bursar Senior Dispenser
Clerk of Works Building Listimator
11. | M13 Studio Assistant Dental Assistant
Draughtsman Nursing Officer
Chief Clerk
Exccutive Officer
Dispenser
12. | M14 Technical Assistant Occupational Health Nurse
Chief Custodian Health Inspector
Assistant Foreman Book Binder
Filing/ Records Clerk Senior Library Assistant
Workshop Assistant Tradesman
Fitter
13. | M15 Records Assistant Weather Recorder

Custodian

Audio Visual Assistant
Office assistant/Mecssenger
Driver

Security Guard/Hall Guard
Meteorology Recorder
Clerical Officer
Storekeeper

Farm Recorder

Workshop Assistant
Machine Operator

Map Curator

Library Assistant

Assistant Foreman

Survey Assistant
Laboratory Steward
[lustrator

Book Binder (11)

Library Assistant (Security)
Receptionist

Housing Overscer




4.2

Support Staff (II) — Group

No. | Salary Post
scale
4. | M-I Head cleaner Ox-man
15. | M-C Cleaner/ Messcnger Head waiter/waitress
Waitress Mates
Waiter Caterer
16. | M-D Cook Dhobi
Store man Book binding Assistant ([11)
Head Cook
17. | M-A Cleaner Trail cutter
Drain Cleaner Skilled labourer
Sanitary cleaner Dog handler
Labourer Animal house attendant
Grounds man/woman Animal carctaker
Gardener Assistant cook
Nursery man/ woman Porter
18. | M-I Laboratory attendant Weather recorder
Collator
19. | M-H Handy man Nursing aide
20. | M-J Book binder 111
21. | M-K Tradesman 11 Tractor driver
22. | M-P Scecurily guards Hall guard
Night watchman
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APPENDIX 5

Bio Data Form

MAKERERE UNIVERSITY
DATE cosvvonsvpissionenres s
FORMAT FOR DATABASE STRUCTURE
PERSONAL FILE NO_.ccovviiiiicieiiiivnrnernns IDNO e eeeas
Passport size
1-PERSONAL DATA colored
SUBRNAIVIE s swwsssnmn s s coms £ dmsls s B oo s s aisves s i v Photograph
OTHER NAMES. .. ... icieiiiimccsiinarisriensiean st snvarasrssenrsssarernsensnssnsssans
2- SEX... (Male/Female) 3- DATE OF BIRTII (Date.... Month...Year...)
4- DISTRICT OF ORIGIN. iiuiniuiiieiiiiiiitareeeiaesisenanen s eaensnensnsnsnsnsssnnnns
Do INATHONKLITN o cimn s s nssmnmsmss s s s oo s s s s obs sovs s vvees
6- DATE OF APPOINTMENT (Date............. Month....cc.ooeue.... Year............ )
7- DATE OF ASSUMPTION OF DUTY (Date.......... Month............ Ne8ris v )
8-DATE OF CONFIRMATION (Date.......... Month........cvuene. Year..ooooouonno. )
9- DESIGNATION (CURRENT) cviuivousniavinaossmaiavisessvasinssassssinsavs i samavssas
10=DEPARTMENT i st s iy dan isus s bismm e s s o om i s i s n s
11-MARITAL STATUS ...... (SINGLE, MARRIED, WIDOWED, DIVORCED, SEPARATED)
12-NAME OF SPOUSE
Passport size
colored
Photograph
OTHER NAMES. .o v issivees
13-1IS SPOUSE WORKING WITH MAKERERE UNIVERSITY............ YES/NO

14- DEPARTIVIENT .......uviiiuueieuseeeeseeesssiaesessisanesensnessasssmssssensssseesssssensssssssssasesensssasssanssssessennss
FILE NO ...oceoveenennn,
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15- CHILDREN’S DETAILS UNDER 18 YEARS

NAMES DATE OF BIRTH

16-NEXT OF KIN (In Casc Of Emergency)
(ADULTS MORE THHAN ONE IN ORDER OF
PREFERENCE)

SEX

.....................

Passport size
colered

Photograph

Passport
size

colored

Photoarap

OTHER INANES . covi st ssiniies s b i eariviivasisass

RELATIONSHIP..............

17-CONTACT ADDRESS

(B) POSTAL..ccvicueeieoneiiiieeseeiaieeeareesnens
() E-MALLnucenoeeeererinceeresesenesvesssnneseesasenans
(d) VILLAGE L.C. 1. ZONE......coeccevearuernanne.
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o QL5 bl D —

I ) (31 5 (o OSSN

18-RETIREMENT HOME
(8 PEISTTA L. - i o snsionrmsnasins e S s s s on o S IO S R AP B
(8) WU AT Tl VIV oo scooessbiowsia i s 4 45 R 3 R A R S BV R
) A Tt s S R R ST A S Ve s B O AR
() SUB-COUNTY .uiiieiiiiuniaiienuseeesaiessunssnnssessessanssssessnssnsnsssnnsnssssmmmmsmmstssssss
{5) COURTY i i s e s e s e s
(i COUNIREN i s s i i S e e B B e s AT o
(1) DISTANCE (IN KIM)uuutitiinuenneirmurneesiesarsserssnnseesssnesnsesssssssesssassessmmimmsserisssssmmmissssens
19-EDUCATION BACK GROUND

INSTITUTION QUALIFICATION
GRADE

22- PUBLICATION INFORMATION

{(Three most recent)
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1. Publication date................cvvnees
2. Publication Catrl:gory
Book |:| Refereed International journl:l Conference pa__] Manuscript ]
Non-refereed Journal =
A P S s N I s s e S A R e s T e S s
O O A I DT 7 B st S B S S TN T T S e G B S S A9
T
2. Publication Catcgory
Book |:’ Refereed [11ternati()||aljour11|:] Confercnee pa[ | Manuseript £
N;)n-rcfcrccd Journal [

0 TEOF BUERIOTS 005 o0mse0m oarnvoosoosiusscm om0 0 03 A A R A S N B S A S S SR A

1. Publication date......cooveevvirrinnn..

2. Publication Category
Book i:| Referced International journD Conference paD Manuscript |:’
Non-refereed Journal ]

A e i T e P S e S s T



4. Publisher’s Name

ST 1] 1] [T 18 1 o (RPN

LT T U 1101

23-EMPLOYMENT HISTORY DETAILS

..............................................................................

EMPLOYER 1

EMPLOYER 2

[T EMPLOYER 3

Employer’s Name

Postal Address.

Telephone

E-mail

Position held

Date of appointment

Date left

Date of broken service

Date of re-appointment

Reason for leaving

A-Terminated

B-Resign C-Retrenched

D-Interdicted E-Others

24-PARTICULARS OF CAREER GROWTH

Position

Dale

25-EXPECTED DATE OF RETIREMENT

26-SIGNATURE....c.oiiiiiiiiiiiiiii s s e s e DATE............

27-OFFICIAL USE ONLY

AN B i s e b s e e S S R e

Salary entry point
Disciplinary Action

..........................................................................

EPPTATEA Lo wiwsmunno e ¥ 8 S T A R o S RSN S N WA R S WA




st Date ol Pro i O s s i i i s s b g er b i Aot
Bank ACEOUITIE N mc s owmins smmsmiinm st matam om0 54500 3 4 8 A SR VO RO i
Mcdica.l HL SO i sy R B e S e
OFFICERS NAME/SIGNATURE wxcvwnsessnasswsunssssnssins eisssnas s den ssssnnnnsssisanvanions

COMMISSIONER OF OATHS o]l 1 B 11D f CRREERER————————
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APPENDIX 6

Vetting of Publications

There shall be internal and external vetting of publications for promotion of Academic Staff.

Scoring System for External Vetter

Assessors shall be requested to submit the following information on each publication.

Asscssment of the publication in relation to:

a)
b)
c)
d)
c)
)

Originality and contribution 1o knowledge.

Relevance to the academic discipline.

Relevance and currency of literature.

Relevance or consistency to the individual’s own specialization in an academic discipline.
Qualify of published work

Overall quality

For cach aspect above, a grade should be given as per the grading system shown below. A score of A

(Excellent) should only be awarded when indicators in (a), (b) and (c¢) are highly regarded. 1‘or number

(f) above (i.e. overall quality), the grade should reflect the average of numbers (a) to (e) above.

Assessment of the publication

Grade Points Comment
A 6 Excellent
B+ 5 Very Good
B 4 Good

C 3 Average

D 2 Poor

L 1 Very Poor
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APPENDIX 7

Appointment of Honorary Academic Staff

Appointment Letters

Honorary academics shall be issued with appointment letters to serve for a period of two years and

renewable once on the recommendation of the respective Department and College.

Ranks

Honorary academics shall be assessed and ranked based on their credentials/qualifications as follows;

i) Honorary Lecturer/Honorary Research Fellow;

i) Honorary Senior Lecturer/Honorary Senior Research Fellow;

iii) Honorary Associate Professor/lHonorary Associate Research Professor

iv. Honorary Professor/Honorary Research Professor.

A. Appointment Guidelines for Honorary Lecturer

1. General requirements

i) Be a professional or holder of a scientific or middle managerial post;

i) Have a major academic, teaching, research or management interest in matters rclevant to the
position;

iii) Accreditation in their specialty from the appropriate Professional I[nstitute or equivalent

professional body; and

iv) I-.Iaving a master’s or higher degree or equivalent is an added advantage.
v) Track record of ethical Conduct
2 Teaching

Evidence of, or potential to make, a successful contribution to teaching, including practical / clinical work.

3. Research
i) Evidence of or potential to make productive research collaboration with the University;
ii) Evidence of or potential to publish conference papers/rescarch presentations at conferences; and
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iii)

ii)

iii)

Being capable of obtaining external funding for rescarch.
Professional eminence

Appropriate status within a profession or occupation;
Academic qualifications at an appropriate level;
Professional activity;

Practical / Clinical work (where appropriate); and

Membership of learned societies/professional bodies.
Appointment Guideline for Honorary Rescarch Fellow
General requirements

Have research skills in matlers relevant to the interests of a particular University Academic Unit;
and
Be undertaking a post with a substantial research component, or a full-time Research post.

Track record of ethical conduct.
Research

Evidence of a productive collaboration with a University or clear evidence of intention to
collaborate;

Lvidence of other successful collaborations;

Being capable of obtaining external funding for rescarch; and

Evidence of having been invited to present National Conference Papers and or evidence of

National Conference Papers presented.
Appointment Guidelines for Honorary Scnior Lecturer
General requirements

The individual will normally follow any three of the following requirements:

Be a senior professional or hold a senior scientific or managcrial post;

Have a major academic, teaching, research or management interest;

Have accreditation in his/her specialty from the appropriate Professional Institute or equivalent
professional body; and

Have a master’s or higher degree or cquivalent is an added advantage.
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viii)

vii)

D.

Teaching

Evidence of a successful contribution to teaching, including clinical teaching if applicable, in a
University;

Contribution, at an appropriate level, to the development of new modules and pathways in a
University;

Contribution, at an appropriate level, to curriculum review;

Innovative methodologics/pedagogy;

Author of subject text book or chapter;

Possession of technical/subject expertise; Mentoring or potential to mentor junior colleagues in
the College/School/Institute; and

Evidence of support and supervision of research students.
Research

Evidence of a productive collaboration with a University or clear cvidence of intention to
collaborate;
Evidence of other successful collaborations;

Being capable of obtaining external funding for research;
Professional eminence

Appropriate status within a profession or occupation;
Academic qualifications at an appropriate level;
Professional contributions;

Successful technology transfer;

Entreprencurial activity;

Clinical work (where appropriate); and

Membership of learned societies/professional bodies,
Appointment Guidelines for Honorary Associate Professor

General requirements

The individual will normally fulfil three (3) of the following requirements:

i)
ii)

Be a Icading professional or hold a senior/leading scientific or managerial post;

Have a major academic, teaching, rescarch or management interest;
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iii) Have accreditation in his/her specialty from the appropriate Professional

Institute or equivalent professional body; and

iv) Having a master’s or higher degree or equivalent is an added advantage.
V) Track record of ethical
2: Teaching

Evidence of a successful contribution to teaching/training, including clinical tcaching, in a University:

1) Contribution, at an appropriate level, to the development of new modules and pathways in a
University;

if) Contribution, at an appropriate level, to curriculum review

ii) Innovative methodologics/pedagogy;

iv) Author of a subject text book or chapter;

v) Possession of technical/subject expertise;

vi) Mentoring junior colleagues in a College or University; and

vii) External examining.

3. Research

i) Evidence of a productive collaboration with a University or clear evidence of intention to
collaborate;

ii) Significant research output over career;

iii) Successful external funding over career, including as lead applicant in grants;

iv) Inﬁted speaker at international conferences, workshops and meetings;

v) Leadership of rescarch group(s);

vi) Member of international rescarch groups;

vii) Successful postgraduate supervision;

viil)  Referee, editor or member of editorial board for major journals;

ix) Invited asscssor for major grant awarding Bodies;
X) National/international subject association Executive;
xi) Leading expert in subject field; and

xii) Member of Research Council sub-committees.

4, Professional eminence

i) Qutstanding professional achievement;

i) Recognized as leading expert within profession or cccupation;
ii) Academic qualifications at an appropriate Level;
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iv) Professional contributions;
V) Successful technology transfer;
vi) Successful entrepreneurial activity; and

vii) Invited assessor for major grant awarding bodies.

5. Other considerations

i) Service on local, regional, national or international committees or advisory bodies; and
ii) Management work of relevance and/or benefit to the University.

E. Appointment Guidelines for Honorary Professor

1. General requirements

The individual will normally fulfil three (3) of the following requirements:

i) Be a leading professional or hold a senior/leading scientific or managerial post;
1) Have a major academic, teaching, rescarch or management interest;
iii) Have accreditation in his/her specialty from the appropriate Professional Institute or

cquivalent professional body; and
iv) Having a master’s or higher degree or cquivalent is an added advantage.
v) Track record of cthical
7 Teaching

Evidence of a successful contribution to teaching/training, including clinical teaching, in a University:

i) Contribution, at an appropriate level, to the development of new modules and

pathways in a University;

i) Contribution, atl an appropriate level, to curriculum review

iii) Innovative methodologies/pedagogy;

iv) Author of a subject text book or chapter;

v) Possession of technical/subject expertisc;

vi) Mentoring or potential to mentor junior colleagues in a College or University and;

vii) External examining.
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3. Rescarch

i) Evidence of a productive collaboration with a University or clear evidence of intention to
collaborate;

ii) Significant research output over career;

ii1) Successful external funding over career, including as lead applicant in grants;

v) Invited speaker at international conferences, workshops and meetings;

v) Leadership of rescarch group(s);

vi) Member of International Research Groups;

vii) Successful postgraduate supervision;

viii)  Referee, editor or member of editorial board for major journals;

ix) Invited assessor for major grant awarding Bodics;
X) Naticnal/international subject association Executive;
xi) Leading expert in subject field; and

xii) Member of Research Council Sub-Committees.

4, Professional eminence

i) Outstanding professional achicvement;

if) Recognized as leading expert within profession or occupation;
iii) Academic qualifications at an appropriate Level,

iv) Professional contributions;

v) Successlul technology transfer;

vi) Successful entreprencurial activity; and

vii) Invited asscssor for major grant awarding bodies.

5. Other considerations
)] Service on Local, Regional, National or International Committecs or advisory bodies; and
if) Management work of relevance and/or benefit to the University.

Renewal of Honorary Appointments

i) Honorary appointments shall have a limited tenure of three (3) years maximum.
ii) Rencewal shall be subject to satisfactory performance in the post and will require evidence of

continuing positive contribution to the strategic objectives of the host College/School/Institute;

iii) Holders of honorary appointments shall be required to provide annual reports of their activities;
iv) Applications for renewal shall be submitted at lcast three (3) months before expiry of the running
appointment.

186



APPENDIX 8

MAKERERE UNIVERSITY

APPLICATION FOR OFFICIAL TRAVEL - ACADEMIC STAFF

SECTION ONE ¢To be filled by applicant- Academic Staff)

To Be Completed in Triplicate (one for applicant, Central Registry personnel file and the other for departmental

Sfile . Attach all Relevant documents including Letters of Invitation/Placement and Sponsorship and budget

breakdown)

AR s s s S e Desighation s meiamsammins ST R
Department: ...........................................................................................................................
Date vou st Nad OHRCTAl Travels s i s i s E i e s s e S s
FOorhow 1ong: .....ooovvviiiiiiiiiiiiiinnninnn e et e e b e ke e e e e e he e e e e e e e an st e e anen
REAson ) TOr TEAVRL IR 5 v rs i tnm i s o o A S e L B R o B 455
U A IO - vttt ittt ettt e et et ettt e e eeen et e e tan e e e e e et e e n e n e e en e e
Did you get (additional) University Sponsorship? Yes/No............ IF¥es, How much? o sz
What CXPCNSES WETE COVEICAT. .. et ittt ettt e e e et ca e e e e e e e teoeraee e e s aen e ame e e s e e e e e n et eae e maeneennes
Place you NI 10 VIS Tl I0W Lttt ittt ettt ettt et ettt et e e e et e e e e e e et e e e re e
IATEREEIIL ommamn s A SR A v S T T B A R
Reason .................. P
Any funds scught from the University? Yes/NO, AMOUNL ...viinie ittt e e et ee e ee e e anns
D O S e O T T B 0 5 N S e 5 A B i L e B e s S e b S ong i
For what purpose? (details eg perdiem; alrtiCEt BEE) v i van v siiwm wosissse s s« v (o s £o06 (4 s sawsvns
STEAIIERE s iss il ias thabaalinasd 151 (oo RIS AP ey i A SR S T 1 150721 | IS

SECTION TWO (To be filled by the Dean/Director/Heads of Department and Appointee to act)

REMARKS BY DEAN (in case of Heads, regarding relevance, timing and vote position, eic.)

S AT e i i A S v B S S I2ate ciovvinis it e B R

REMARKS BY THE HEAD OF DEPARTMENT (for other academic staff)

0B D 1S
FOR DEANS/HEADS (Name who is o act in your absence)...................ccoiieiiiiiiiieivinninnn,

ACCEPTANCE TO ACT: | accept to act as requested by the Dean/Head of Departiment

SECTION THREE (To be filled by the Bursar when funds are sought from the University)

Recommended Nt Becarm@mdotl vt e s sy s e e e s s L0 e i i
e T )3 ORI
Signature: ........... AR TN o B A A S e U A A s
SECTION FOUR _To be filled by the PRINCIPAL

DECISIONBY THE Principal

APProved/NOL APPIOVEM........ ittt sttt ot a et e e b seE e bRt s

T s TVAEE v oot st s
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APPENDIX 9
MAKERERE UNIVERSITY
APPLICATION FOR OFFICIAL TRAVEL — ADMIN & SUPPORT STAFTF
SECTION ONE (To be filled by applicant)

To Be Completed in Triplicate (one for applicant, Central Registry personnel file and the other for departmental
file . Attach ail Relevant documents including Letters of Invitation/Placement and Sponsorship and budget
breakdown)

INATICL, s v s s e S TR 22 TGOV i a0 B R W A0 R A e R
B T T o T L S S P A B A B 5 s i s b S s s B e
Bty Tasthad TG TRL THRVETE v s o s g s s i R R VA SN RS

PLACE YOI TR VO WIBIE IO vrumsoons siiovios 5m i s i s ol v s it ST T S s I s B s iy
Dates: From ..oocvveeeiieiie e 1o T
TR s S 0 e S L Yl O e CER R S
Any funds sought from the University? Yes/NO, AIMOUIL ..ottt e e ae e e aenas

Ry i e U A T Vo e P

For what purpose? (details eg perdiem, airtickel BLC).... ... i iie i e e e

SECTION TWO (Te be filled by the Heads of Departmeni and Appointee to act)
REMARKS BY PRINCIPAL (in case of Administrative staff in colleges but reporting to their Mother central

units e.g Librarians, Human Resource Officers, Registrars, Procurement Officers, Finance Officers and

SRTBTVBIDETE . commsmsmaurasve e o G s N R A S TR om0 e S D S A
Name wito is to act in your absence..................cocoociiiiiiiiniianii,

ACCEPTANCE TO ACT: I accept to acl as requesied by the Head of Department

SECTION THREE (To be filled by the Bursar when finds are sought from the University)

Recommicnded Mot Recominended ol e I S e o e TR
et -l 1T RSSO
SIENAMITE e e s s TatE s s s s s e
SECTION FOUR 7o be filled by the DIRECTOR — HUMAN RESOURCES)

DECISION BY THE Director — Human Resources:
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APPENDIX 10
MAKERERE UNIVERSITY
APPLICATION FOR OFFICIAL TRAVEL — TOP MANAGEMENT

SECTION ONE (To be filled by applicant — Deputy Vice Chancellors, University Secretary, University Bursar,

University Librarian, Principals and their Deputies, Directors)

To Be Completed in Triplicate (one for applicant, Central Registry personnel file and the other for departmental
file . Attach all Relevant documents including Letters of Invitation/Placement and Sponsorship and budget
breakdown)

Name: .........ovoveeenn, e Designation ......oovvviieeiririrnnreiesinnraesriernrena e
LB = e
Date you last had Official Travel: ............. o AR A S RO R A S AT

TR A TR om0 S R e A i N R %
Reason(s) for travel them ... ... o e et e s s e e e e e

T URIITNG. B EBTION ccasosvimas o s N 4 5 5 R 5 A S S A i R
Did you get (additional) University Sponsorship? Yes/No............ T Yes: Flomrmueh? ... i ssons nns fosniobnsimsmnse

PaCE 3ol TG 10 VIS MOV s aommsnions e i 4 A 0 e

621 B s AR T R B L M P B, T & Bt Sl e e T R

Any funds sought from the University? Yes/NO, AMOUNE ......viiiiiiiii i v en e
B0, SOUEE OF RUNTIIE « oo womavammsmos s s e es s e imr oo sx oo Sy vy o5 W h s GOk oA 3 5 CsR MR F R Sss
For what purpose? (details eg perdiem, airtickCt €1C). ......oovvivmviiiiiiiiiiiiiiiin i
SIgNature: «.ooovevvieiineeieininins Date: ..o Telooiiie email......coceviinnnn.
SECTION TWO (To be filled by the Supervisor and Appointee to act)

REMARKS BY THE Supervisor

SIgnature: ... ..o e DR o e
Naie who is to act in your absence...............cccccvovviviiiiiiiiiiiinannn

ACCEPTANCE TO ACT: [ accept to act as requested by the Principal/Director/Supervisor

SECTION THREE (7o be filled by the Bursar when funds are sought fiom the University)

Recormmehded Wt RecominBitetlcs: wie e o e omse s e i S i e s T i S AL
et Tl ) 1) OO PO TSSOSO
BIBHATTHES oo s e s R TEVBDRE oo e S A R R R T s SR W
SECTION FOUR 7o be filled by the VICE CHANCELOR

DECISION BY THE Vice Chancellor: |

Approved/Not Approved..........ocoeiiiviineeniinnnn.

Signature: ......... D I L ST
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)

Tables (Minimum Qualifications for Appointment)

Academic Staff

APPENDIX 11:

The minimum qualifications a person shall have in order to be appointed to an academic post at Makerere

University are indicated in the tables that follow:

Criteria for Assessing Masters and PhD degrees for Appointments

A Masters or a PhD Degree by coursework and dissertation shall be rated higher than that by courscwork

only or that which is designated as a Terminal master’s degree. This is because a master’s or a PhD Degree

by coursework and disscrtation has a wider (broader) knowledge base which is more useful for tcaching

and should, therefore, carry more weight.

b.

Resecarch Staff

Table 1.0

The University shall use the criteria indicated in this table to appoint research staff.

Research Staff

Salary Minimum Qualifications and
scale Post Terms of Service | Requircments Area of Specialization
M6.2 Graduatc 4-Year Contract | Master’s Degree (Coursework | Any field in the University
Fellow renewable  once | and Dissertation), Bachelors
subject to | Second Class-Upper Division or
satisfactory its equivalent
performance
M6.1 Research 5-Year  Contract PhD Candidate must fall within
Fellow renewable once | 1. A minimum of three (3) the current arca of
subject to years of proven rescarch. specialization.
satisfactory 2. A minimum of threc (3) Governance and civil

performance

refereed publications.

Lad

At lcast two (2) research

reports.

society

Health

Education

Environment and Natural

Resources
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Salary Minimum Qualifications and
scale Post Terms of Service | Requirements Arca of Specialization
5. Micro and Macro
Economics
6. Rescttlement, . Migration
and Urbanization
7. Agriculture and Rural
Development
MS Senior 5-Year Renewable PhD Candidate must fall within the
Resecarch Contract for 2 A minimum of five (5) years | current area of specialization
Fellows terms of proven research.
A minimum of six (6) new | 1. Governance and civil
publications in  referced society
Journals or book chapters. 2. lealth
Ten (10) Rescarch reports. 3. Education
Recognised  service  to | 4. Environment and
Community. 5. Natural Resources
6. Micro and Macro
Economics
7. Resettlement, Migration
and Urbanization
8. Agriculture and Rural
Development
M4 Rescarch Permanent/or PhD Candidate must fall within the
Sceretary contractual if 50 A minimum of ten (10) years | current area of specialization.

yrs or above.

of proven research.

A minimum of eleven (11)
publications in  referced
Journal(s)

Proven work experience of
public relations activitics.
Evidence of previous
administrative work

expericnce and skills.

1. Governance and civil
socicty
2. Health

3. Education

4. Environment and Natural

Resources

5. Micro and Macro
LEconomics

6. Resettlement, Migration
and Urbanization.

7. Agriculture and rural

Development
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Salary

Minimum Qualifications and

scale Post Terms of Service | Requirements Area of Specialization
M4 Research Permanent/ or PhD Candidate fall any of the
Associatc contractual if 50 A minimum of ten (10) years | current areas of specialization
Professor years or above of proven rescarch
A minimum of eleven (11) [ 1. Governance and civil
new publications in refereed society
Journals and/or four books. | 2, Health
At least 2 arc books and the | 3. Education
rest are articles in referced | 4. Environment and Natural
Journals or book chapters. Resources
Evidence of  successful | 5. Micro and Macro
rescarch proposals Economics
Recognized service to the | 6. Rescttlement, Migration
community. and Urbanization
Membership to Professional | 7. Agriculture and Rural
Organizations. Development
M3 Research Permanent/or PhD Candidate must fall within any
Professor ;22:;35:]";%0\:; - A minimum of ten (10) years | of the current areas of
of proven research specialization
Minimum of twenty one (21)
new publications in referced | 1. Governance and Civil
Journals and/or six (6) books. Society
Evidence of  successful | 2. Health
research grants proposals. 3. Education
Recognised scrvice to the | 4. Environment and Natural
community. Resources
Membership to Professional | 5. Micro and Macro
Organizations. Economics
6. Reseitlement, Migration
and Urbanization.
7. Agriculture and Rural
Development
M3 Director Contract 5 Yecars PhD Candidate must fall within any
(M3) Renewable once A minimum of ten (10) years | of  current  areas of
of proven research specialisation.

2. A minimum of twenty one

(21) publications (at lcast 4
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Salary

Minimum Qualifications and

scale Post Terms of Service | Requirements Area of Specialization
of which are books and 8 arc | 1. Governance and Civil
in refereed journals or Society
chapters in books. 2. Health
3. LEvidence of successful grant | 3. LEducation
proposals 4. Environment and Natural
4, Recognized service to the Resources
community. 5. Micro and Macro
5. Membership to Professicnal Economics
Organizations. 6. Rescttlement, Migration
6. Administrative and Urbanization
responsibilities at senior | 7. Agriculture and Rural
level e.g. (Head of Dept. or Development
Director,
) Library Staff
The University shall have two cadres of Library Staff namely Academic and Administrative
Library Staff.
c) Academic Library Staff
The Academic Librarians shall be expected to conduct research, publish, and carry out other
academic activities such as teaching six (6) contact hours every week and supervision of graduate
students as a contribution to the academic growth of the University.
d) Recognised Journal Article

A recognised journal article shall be one which meets established quality criteria that guarantecs
unbiased peer-review based on scientific merit and has not been published in a predatory journal

or predatory publishing house.

Pcer-reviewed (referced or scholarly) journals are articles written by experts and are reviewed by
several other experts in the ficld before the article is published in the journal in order to ensure

the article’s quality.

Working papers and conference proceedings shall not be considered journal articles as they arc

still work in progress.
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ii.

¢) .

Administrative Librarians

Tablg 2.1 Administrative Librarians

The University shall use the criteria indicated in this table to appoint Administrative Librarians

Salary Scale | Position/Rank Minimum Qualifications Experience
M7 Librarian I1 BLIS or equivalent
M7 Assistant Binder BIFA
Mb6.2 Librarian I BLIS or equivalent and
M6.2 Hcad Binder MLIS or equivalent
Archivist MFA + Bindery
Records Officer (4 years’ experience)
M6.1 Senior Librarian MLIS 6 ycars’ experience
M5 Principal Librarian MLIS 9 years’ experience J
3.0 Requirements for Ordinary Track Promotion

a.

Ordinary Track Promotion provision
The Ordinary Track promotion shall be retained because it caters for ordinary growth of staff who
is involved in teaching, supervision and outreach. In order to address the issue of academic

maturity, the teaching experience has been reviewed as follows:

NOTE:
(i) Teaching Assistant Positions have been abolished

(ii) The requirements of Assistant Lecturer are detailed in the tables that follow

Lecturer

In order to be promoted to the position of Lecturer, the candidate should have a PhD qualification.

Senior Lecturer

In order to be promoted to the position of Senior Lecturer, the candidate should have:

a) PhD in a relevant discipling;
b) Five (5) years of actual teaching experience
c) Supervision of at least three (3) graduate students up 1o completion since promotion to

rank of Lecturcr.

d) Three (3) years of actual teaching experience since promotion (o rank of Lecturer.



iii,

iv.

Associate Professor

In order to be promoted to the position of Associate Professor the candidate should have:

a) PhD in a relevant discipling;

b) Eight (8) years of actual teaching experience

c) Supervision of at least four (4) graduate students to completion, one of whom should be
a PhD student since promotion to the rank of Senior Lecturer.

d) Applicants who have not supervised a PhD student shall be required to have supervised
five (5) Masters students.

e) Supervising at least two (2) Masters and one (1) PhD student at the time of application.

c) Three (3) years of actual teaching experience since promotion to the rank of Senior
Lecturer

Professor

In order to be promoted to the position of Professor, the candidate should have:

a)
b)
c)

d)

c)

PhD in a relevant discipline

Ten (10) years of actual teaching experience

Supervision of at least cight (8) graduate students to completion one of whom should be
a PhD student since promotion to the rank of Associate Professor.

In exceptional circumstances where units have no PhD students, applicants who have not
supervised PhD students shall be required to have supervised nine (9) Masters students.
Supervising of at least two (2) Masters and one (1) PhD student at the time of application.
Three (3) years of actual teaching expericnce since promotion to the rank of Associate

Professor.

Where an applicant is not involved in active teaching and is on study leave/secondment
or sabbatical, that period shall not count for teaching experience.
Actual teaching expericnce shall be cumulative with cffect from appointment to the rank

of Assistant Lecturer Position for all academic staff.

Publications on Ordinary Track

Senior Lecturer

a)

b)
c)
d)
e)

Three (3) recognized publications in the area of specialisation since last promotion to the
rank of Lecturer

Should be the first author of at least two publications.

A published book shall be equivalent to three (3) journal publications.

A chapter in a published book shall be equivalent to onc (1) journal publication. Where
an applicant is an author of a chapter in a published book for which he or she is an editor,
the applicant must provide evidence that his or her chapter was indcpendently peer

reviewed by another editor.



ii.

ii.

Note:

c) An internationally recognized scholarly award (from an Academic Body) shall be cquated
to three (3) journal publications

) A patent shall be equated to three (3) journal publications

Associate Professor

a) Four (4) new recognized publications in the arca of specialisation since promotion 1o
rank of Senior Lecturer.

b) Should be first author of at least two publications.

c) An internationally recognized scholarly award (from an Academic Body), shall be

equated to three (3) journal publications.

d) A patent shall be equated to 3 (3) journal publications
e) A published book shall be equivalent to three (3) journal publications.
0 A chapter in a published book shall be equivalent to one (1) journal publication. Where

an applicant is an author of a chapler in a published book for which he or she is an editor,
the applicant must provide cvidence that his or her chapter was independently peer
reviewed by another editor.

a) There should be evidence of resource mobilization to Makerere University since

promotion to the rank of Senior Lecturer
Professor

a) Five (5) new recognized publications in the area of specialisation since promotion to rank
of Associate Professor.

b) Should be first author of at least three (3) publications.

c) An internationally recognized scholarly award (from an Academic Body, shall be cquated

to three (3) journal publications.

e) A patent shall be equated to three (3) journal publications
f) A published book shall be equivalent to three (3) journal publications.
g) A chapter in a published book shall be equivalent to one (1) journal publication. Where

an applicant is an author of a chapter in a published book for which he or she is an editor,
the applicant must provide evidence that his or her chapter was independently peer
reviewed by another cditor.

h) There should be evidence of resource mobilization to Makercre University since

promotion to the rank of Associate Professor.

Recognised Journal Article



A recognised journal article shall be one which meets established quality eriteria that guarantees unbiased
peer-review based on scientific merit and has not been published in a predatory journal or predatory

publishing house.

Peer-reviewed (refereed or scholarly) journals are articles written by experts and arc reviewed by several

other experts in the field before the article is published in the journal in order to ensure the article’s quality.

Working papers and conference proceedings shall not be considered journal articles as they are still work

in progress.



Table 2: ORDINARY TRACK PROMOTION

Post Minimum Years of | Publications Supervision of | Contribution
Academic Teaching Graduate to Community
| Qualification Students
Assistant Bachelor’s Not required | Not required Not required Not required
Lecturer degree with a
First Class or
Second Class
Upper (CGPA
4.0 and above)
and a Master’s
degree
Lecturer PhD Degree Not required | Not required Not required Required
Senior PhD Degree Five (5) Three (3) Supervision of at | Required
Lecturer years of recognized least three (3)
actual publications in Graduate
teaching the arca of Students to
expericnce. | specialisation completion since
since the last the last
Three (3) promotion to the | promotion to the
years of rank of Lecturer. | rank of Lecturer.
Actual
Teaching Should be the
Experience first author of at
since least one (1)
promotion to | publications.
the rank of
Lecturer
Associate PhD degree Eight (8) Four (4) new Supervision of at | Required
Professor years of recognized least four (4)
actual publications in Graduate
teaching the area of Students to
experience. | specialisation completion, one
since promotion | (1) of whom
Three (3) to rank of Senior | should be a PhD
years of Lecturer. student since
actual promotion to the
teaching Should be first rank of Senior
expericnce author of at least | Lecturer.
since the last | two publications.
promotion to Applicants who
the rank of There should be | have not
Senior evidence of supervised a PhD
Lecturer resource student shall be
mobilization to required to have
Makererc supervised five
University since | (5) Masters
promotion to the | students.
rank of Senior
Lecturer. Supervising at
least two (2)
Masters and one
(1) PhD student
at the time of
[ application.




rl’l'ofessor

PhD degree Ten (10)
years of
actual
teaching
cxperience.

Three (3)
years of
actual
teaching
experience
since the last
promotion to
the rank of
Associate
Professor

Five (5) new
rccognized
publications in
the area of
specialisation
since promotion
to rank of
Associate
Professor.

Should be first
author of at lcast
three (3)
publications.

There should be
evidence of
resource
mobilization to
Makerere
University since
promotion to the
rank of Associate
Profcssor.

Supervision of at
least eight (8)
Graduate
Students to
completion, onc
(1) of whom
should be a PhD
student since
promotion to the
rank of Associate
Professor.

In exceptional
circumstances
where units have
no PhD students,
applicants who
have not
supervised PhD
students shall be
required to have
supervised nine
(9) Masters
students.

Supervising at
least two (2)
Masters and one
(1) PhD student
at the time of

application.

Required

4.1 REQUIREMENTS FOR FAST TRACK PROMOTION

a. Fast track promotion provision

The Iast Track promotion shall be retained because it caters for prolific rescarch writers and exhibitors.

In order to address the issuc of academic maturity and the need to ensure that teaching is highly regarded,

the teaching cxperience has been reviewed as follows:

4.1.1 Lecturer

In order to be promoted to the position of Lecturer, the candidate should have a PhD qualification

4.1.2 Senior Lecturer

[n order to be promoted to the position of Senior Lecturer, the candidate should have:

a)
b)

c)

d)

PhD in a relevant discipline

Three (3) years of actual teaching experience

Supervision of at least two (2) graduate students up to completion since promotion to the

rank of Lecturer

Two (2) years of actual teaching cxperience since promotion to rank of Lecturer.

6




4.1.3 Associate Professor

In order to be promoted to the position of Associate Professor the candidate should have:

a)
b)

c)

d)

PhD in a relevant discipline
Five (5) years of actual teaching experience
Supervision of at least four (4) graduate students to completion, one of whom should be
PhD student since promotion to the rank of Senior Lecturer.
Applicants who have not supervised a PhD student shall be required to have supervised
five (5) Masters Students,
Supervision of at least four (4) Masters and two (2) PhD students at the time of
application.
Two (2) years of actual teaching experience since promotion to the rank of Senior

Lecturer

4.1.4 Professor

In order to be promoted to the position of Professor the candidate should have:

a)
b)
c)

d)

NOTE:

PhD in relevant discipline

Seven (7) years of actual tcaching experience

Supervision of at lcast six (6) graduate students to completion one of whom should be
PhD students since promotion to the rank of Associate Professor.

In exceptional circumstances where units have no PhD students, applicants who have not
supervised PhD students shall be required to have supervised seven (7) Masters Students.
Supervision of at least three (3) Masters and one (1) PhD student at the time of
application.

Two (2) years of actual teaching experience since promotion to the rank of Associate

Professor.

Where an applicant is not involved in active teaching and is on study lcave/secondment
or sabbatical, that period shall not count for teaching expericnce.
Actual teaching experience shall be cumulative with effect from appointment to the rank

of Assistant Lecturer Position for all academic staff

4.2 Publications on Fast Track



4.2.1 Senior Lecturer

4.2.2

a)

b)

d)

c)

Six (6) recognized publications in the arca of specialisation since promotion to the rank
of Lecturer

Should be the first author of at least three (3) publications.

A published book shall be equivalent to three (3) journal publications.

A chapter in a published book shall be equivalent to one (1) journal publication. Where
an applicant is an author of a chapter in a published book for which he or she is an editor,
the applicant must provide evidence that his or her chapter was independently peer
reviewed by another editor.

An internationally recognized scholarly award (from an Academic Body) shall be equated
to three (3) journal publications

A patent shall be equated to three (3) journal publications

Associate Professor

a)

Eight (8) new recognized publications in the arca of specialisation since promotion to
rank of Senior Lecturer.

Should be first author of at least four (4) publications.

An internationally recognized scholarly award (from an Academic Body, shall be equated
to three (3) journal publications.

A patent shall be equated to three (3) journal publications

A published book shall be equivalent to three (3) journal publications.

A chapter in a published book shall be cquivalent to one (1) journal publication. Where
an applicant is an author of a chapter in a published book for which he or she is an editor,
the applicant must provide evidence that his or her chapter was independently peer
reviewed by another editor.

There should be evidence of resource mobhilization to Makerere University since

promotion to the rank of Senior Lecturer



4.2.3 Professor

a) Ten (10) new recognized publications in the arca of specialisation since promotion to rank
of Associate Professor.

b) Should be first author of at least five (5) publications.

d) An Internationally recognized scholarly award (from an Academié Body, shall be equated to

three (3) journal publications.

c) A patent shall be equated to three (3) journal publications
f) A published book shall be equivalent to three (4) journal publications.
g) A chapter in a published book shall be equivalent to one (1) journal publication. Where an

applicant is an author of a chapter in a published book for which he or she is an editor, the
applicant must provide evidence that his or her chapter was independently peer reviewed by
another cditor,

h) There should be evidence of resource mobilization to Makererc University since promotion

to the rank of Associate Professor
Note:
i) Recognised Journal Article
A recognised journal article shall be one which meets cstablished quality criteria that guarantees unbiased
peer-review based on scientific merit and has not been published in a predatory journal or predatory

publishing house.

Peer-reviewed (referced or scholarly) journals are articles written by experts and are reviewed by several

other experts in the field before the article is published in the journal in order to ensure the article’s quality.

Working papers and conference proceedings shall not be considered journal articles as they are still work

in progress.



TABLE 3.0 REQUIREMENTS FOR FAST TRACK PROMOTION
Post Minimum Years  of | Publications Supervision of | Contributic
Academic Teaching Graduate Students to
Qualification Community
Assistant Bachelor’s Not Not required Not required Not requirec
Lecturer degree with a requircd
First Class or
Second Class
Upper (CGPA
4.0 and above)
and a Master’s
degrec
Lecturer PhD Degree Not Not required Not required Not required
required
Senior PhD Decgree Three (3) Six (6) recognized Supervision of at least Required
Lecturer years of publications in the two (2) Graduate
actual area of specialisation | Students to completion
teaching since promotion to since promotion to the
cxperience. | the rank of Lecturer. | rank of Lecturer.
Two (2)
years of Should be the first
Actual author of at least
Teaching three (3)
Experience | publications.
since
promotion
to the rank
of Lecturer L
Associate PhD degree Five (5) Eight (8) new Supervision of at least
Professor years of recognized four (4) Graduate
actual publications in the Students to completion,
teaching area of specialisation | one (1) of whom should
experience. | since promotion to be a PhD student since
Two (2) rank of Scnior promotion to the rank of
years of Lecturer. Senior Lecturer.
actual
teaching Should be first Applicants who have not
experience | author of at least four | supervised a PhD
since the (4) publications. student shall be required
last to have supervised five
promotion | There should be (5) Masters students.
to the rank | evidence of resource
of Senior mobilization to Supervising at least four
Lecturer Makerere University | (4) Masters and two (2)
since promotion to PhD students at the time
the rank of Senior of application.
Lecturer.
Professor PhD degrec Seven (7) Ten (10) new Supervision of at least Required
years of recognized six (6) Graduate
actual publications in the Students to completion,
teaching area of specialisation | one (1) of whom should
expericnee. | since promotion to be a PhD student since
Two (2) rank of Associate promotion to the rank of
years of Professor. Associate Professor.
actual
teaching Should be first In exceptional
experience | author of at lcast five | circumstances where
since the (5) publications. units have no PhD
[ last students, applicants who

10



promotion
to the rank
of
Associate
Professor

There should be
evidence of resource
mobilization to
Makerere University
since promotion to
the rank of Associate
Professor.

have not supervised PhD
students shall be
required to have
supervised seven (7)
Masters students.

Supervising at least
three (3) Masters and
onc (1) PhD student at
the time of application.
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APPENDIX 12

MAKERERE UNIVERSITY
DIRECTORATE OF HUMAN RESOURCES

APPLICATION FOR FURTHER STUDY/ SABBATICAL LEAVE AND/ OR SPONSORSHIP

SECTION A TO BE COMPLETED BY APPLICANT!

NAMCS, cviieininnrimsimrecrnans

2: Bavroll No. s SRR 3. Personal File No. ..coccocvenvnvnnnnn..

4 Gender: Male Female 5 Age:

6. Contacts: (a) Cell Bliowel o (b) E-mail address

7. Academic Department/ Administrative Unit:

8. Present Position:

9. Terms of service: .....vvevenvnnennen... 10, Start
s £ 7 R

10. Programme of study and area of specialization (e.g. MLA in)/ Summary of sabbatical
activities ...........

11. Duration of the study programme/ sabbatical (in yrs): .i.o.o... From ............. To

12. Institution:

13. Country...covuveieveniniinvniininiinnnnn. State/City/Town/Province. ... .uue.eeneiuneeennsernnsennnnss
14. Admission/ Invitation has been obtained (Attach copy of admission/ invitation letter)
15, Mode of study (please tick) i) Full timcl:l ii) Sandwich D iii) Distance D
iv) Research L—_’ ) Other (pIease SPEcify) icuivueivesiviiiimiimeisisetis o
16. What will you require? a) Study leave D b) Sabbatical leave l:'
€} PromMsusiisiisibismimsmmmmumemsmarsnassne 10

1 Attach copies of relevant documents especially in support of admission and sources of funding; and, use seporate sheets to
provide additional information where the form space is not sufficient.

12



17. Briefly indicate how the training programme/ sabbatical will benefit:

a) You, the individual employce
b) The University through the academic Department/ Administrative Unit where you
serve:
19. What is the mode of financial support for the training/sabbatical activities? (Please tick)
i.  Full University support in cash |:|
ii. Partial University support in caﬂf
iii.  Partial University support through waiver of tuition fees .....vueeeeiemercmeneceraenens
iv.  Full/ Partial support from a specific sourm
Please name the sour[’
20. Please indicate in the table attached to this application the financial requirements and the

proposed sources of financial support for the training/ sabbatical activities.

I have read, understood and promise to fully abide with the Homan Resources Development

Policy of the University as espoused in the Human Resource Manual.
Signature of applicant

SECTION B: HEAD OF ACADEMIC DEPARTMENT/ ADMINISTRATIVE DIVISION/ SECTION/

UNIT

1. Relevance and timing of this person’s training/ sabbatical leave (area of specialty) to the
strategic Departmental needs:

.........................................................................................................................

.......................................................................................................................

...........................................................................................................................

...........................................................................................................................

4. The applicant is recommended/ not recommended for the training programme/ sabbatical

leave.

13



5. If recommended, state the projected cost to the University to have his/her workload covered

during the training /sabbatical lcave?

............................................................................................

.........................................................

SECTION C: THE PRINCIPAL/ DEAN/ DIRECTOR/ HEAD OF ADMINISTRATIVE DEPARTMENT

1. Training/ Sabbatical leave recommended Not recommended

2 Any other comment you wish the Hun &csourccs Development Committee { pte

...........................................................................................................................

..............................................................................................................................

Name of the Principal/ Dean/ Director/ Head of Administrative Department

1T S O Date & BUIND oviiiosuiuisunisssinmnsssissmesossomssnmensnyammis
SECTION D: DIRECTORATE OF HUMAN RESOURCES
1. Training Recommcndcd:] Not recommcndI:]
IMBEEHOET onmsmoitctmsems s oS TS Date & Stamp
2 Reason(s) for non-recommendation

..............................................................................................................................

SECTION E: VICE-CHANCELLOR

Permission has been granted/ not granted for the applicant to study.

SIEMATITE vcomesmmnmnmonovm ke S0 v Date & Stamp

................................................

Details of financial requirements and expected sources of funding.

SOURCES OF FUNDING

MAKERERE APPLICA
YEAR ITEM UNIVERSITY NT TOTAL | COMMENT

2 The projected cost should include all money to be paid to the staff on training as well as the replacement (if any) during the training.

14



CASH

WAIVE

DEV’'T
PARTNE
R

YEARI

Tuition

International

student levy

Study permit

Medical

Insurance

Stipend

Books &
Stationery

Supervision

fece

Examination

fee

Students union

fee

Registration

fee

Administratio

n fec

Library fec

Air ticket/

Travel

Research/

Publication

Other (please
specify)

Sub-Total

YEAR II

Tuition

International

student levy

_Study permit

Medical

Insurance

Stipend

Books &

Stationery

15




Supervision

fee

Examination

fee

Students union

fee

Registration

fee

Administratio

n fee

Library fec

Adr ticket/

Travel

Rescarch/

Publication

Other (please
specify)

Sub-Total

YEAR I

Tuition

International

student levy

Study permit

Medical

Insurance

Stipend

Books &
Stationery

Supervision

fee

Examination

fee

Students

union fee

Registration

fee

Administratio

n fee

Library fee

Air ticket/

Travel

16




Rescarch/

Publication

Other (please
specify)

Sub-Total

YEAR IV

Tuition

International

student levy

Study permit

Medical

Insurance

Stipend

Books &
Stationcry

Supervision

fee

Examination

fee

Students

union fee

Registration

fee

Administratio

n fee

Library fee

Air ticket/

Travel

Research/

Tublication

Other (please
specify)

Sub-Total

GRAND TOTAL

17




APPENDIX 13

MAKERERE UNIVERSITY
CONFLICT OF INTEREST

Annual Disclosure Statement

CONFIDENTIAL

1. I have read and understood the Makererc University conflict of interest Policy. To the best of my
knowledge, my activitics are consistent with this policy.

2, ['understand that 1 must disclose any conflicts of interest involving myself, family members, or
associates as those terms are defined in the Makerere University conflict of interest policy. During
this past year, I have not been involved in any undisclosed conflict of interest,

3. At the time, I am disclosing the following conflicts of interest, which to the best of my knowledge,

need not have been previously disclosed. (Attach additional information if necessary).

4, I'understand that this annual disclosure statement is valid for as long as am in the employment of
the University.

18



APPENDIX 14

MAKERERE UNIVERSITY
MAKERERE UNIVERSITY HUMAN RESOURCES MANUAL

Policy: PERFORMANCL REVIEWS
Scope:
Staff Responsible Department:

Approved By:

Director, ITuman Resources, Directorate of [luman Resources
A. POLICY

All Makerere University staff members shall participate in review of their performance at the end of the
prr-}b.ation period and then annually. A member of staff who transfers and/or is promoted to a new position
will be reviewed three months he/she begins his/her new position. As with new staff, if expectations are

not met during this period the staff may be terminated or demoted.

Review periods may be extended at the discretion of the supervisor in consultation with the Office of the
[Tuman Resources.
Performance reviews shall be maintained in the staff’s personnel file located in the Office of the

Dircctorate of Human Resources, Records and Information Division.

19



APPENDIX 15

MAKERERE UNIVERSITY
APPLICATION FOR ANNUAL LEAVE
(Form for Staff not in Colleges)

This form should be completed in triplicate by all staff who are not entitled to overscas passages.
Note that leave is calculated from the anniversary of first appointment except for Academic staff in
the 3term institutions who were in service during 1975, their leave calculations should date from 1%
June, 1995. Leave not taken when it is due is forfeited unless permission is granted. SECTION 1:
TO BE COMPLETED BY APPLICANT

LI O TEBMIaIE sepenmpimoess PR S
Dhestpnation . .o ssssspmmmssss Present salary p.a. shs. ......oooooooiiiiiiiii
Date of Assumption of dutics on first BB PO v amssvscion. 5o A Abn et emmemeresesens e
Date of Promotion with in the last 12 months for (non-academic stall) on .................oo..o
Date of return from 1ast [6aVe ............ccoriiniiiiioiiiiioe e
Number of days taken during last leave ............................_. Balame . ovenmmmn o Days
Present annual leave entitlement ..............oooooiieioinso e Days
LBV FOW TROUIIE. cxvscvmisnssa 85355 o st 1 S A b Days
FEORT oo ictiin s nommomsmmmmmmmmsms s T P inclusive
ol TR B L —————————————————————

Accompanicd by (1) BY SPOUSC ...ocovvviviiiiiiei oo

(11) Children:

L PR aonsomessissinss e s o R s
............................................... L .
.............................................. I o R s s s
............................................... BRI s o B AT s

T G T ) e —————— L 7:5 C O

SECTION II: TO BE COMPLETED BY THE HEAD OF DEPARTMENT

Balance outstanding at last leave................................. L Days
Leave due from ............ocoooiiiin W s s e P R L A A RS RN Days
Less odd days leave taken off ...............ooooii O, Days

Leave now applied fOr .......oiiiis e cneens BBt cemvvsisssen s Days

I certify that the applicant is entitled to leave applied for and recommend that leave be granted.

BUEHBIONG ovoovsirsins s o o e nan Ui U —

20



SECTION III: TO BE COMPLETED BY THE BURSAR

Is the applicant entitled to transport? Please give details

SIBEIITING commmmemame R e T S At Date

SECTION IV: TO BE COMPLETED BY DIRECTOR - HUMAN RESOURCES
Leave is approved/not approved, as amended above (delete as appropriate).
The lcave taken is up to
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APPENDIX 16

MAKERERE UNIVERSITY APPLICATION FOR ANNUAL LEAVE

(I'orm for Staff in Colleges Only)
This form should be completed in triplicate by all staff who are not entitled to overseas
passages. Note that leave is calculated from the anniversary of first appointment except for
Academic staff in the 3-term institutions who were in service during 1975, their leave
calculations should date from Ist June, 1995, |cave not taken when it is due is forfeited unless

permission is granted.

SECTION 1: TO BE COMPLETED BY APPLICANT

BOL BTG vvuwnsnmsnuan s snons e s S s, Department ....oovvvvnvieeienneriinencenneenensens
DBt v viavssvmpsissvessvsivns s isiss i Present salary p.a. shs. «.oovvevverieniicininncnnnnnns

Date of Assumption of dutics on first APPOIMEIMENT. .o eevreeiivnns ceeeirineeeeeeieeeeeesseeesennnns
Date of Promotion with in the last 12 months for (non-academic staff) om cococnnenniininiiana.

Biate ol eetora Aronm Dol Vomu s s i s s i i i s e
Number of days taken during last leave.....vv.eveieeviniueinennnnnn. Balahce v Days
Present annual 16ave entitlement ... ... .v.cvvereseeeeesssssses s oo ot Days

Leave now required T T AT 1\

FRON) igiiiiivnaiinminkassnsyupnsrnmpmumansornsssse i R S R S S Y inclusive.
Address WHile 0N JEAVE ..ovviiiiiiiiiiveiis e eiar s st e e ste s st s s e ese e ene s een e e e e e
Accompanied by (i) BY SPOUSE 1.uvuiiemuieeeriiriiienrrriistes e eeieessaeseamesennesesnesesnersssnns
(i) Childrenn: INAIB « i 55 losxs immsens sxnessanmns connsas ALE ovanvsmsonssseias i s s
................................................. AGE .oiviirerannne

.................................................. ViR e N

.................................................. AL s

.................................................. ABC i savaviiin

Signature o APPHCIND s cumisussuiivsinsvuvassimimis b IIRLE isvinsiiosioiicnssmmmmmsnsmrsmmmmsser

SECTION 1I: TO BE COMPLETED BY THE HEAD OF DEPARTMENT

Balance outstanding at 1ast 16ave ........c..cvvveieiiniiiiraniernsenneenennnns S e Days
Leave due from .....ocvvvvevnininininiinnnnnnn. R T L Days
Less odd days leave taken off ......ovueenienrinniiiieiiniiienneeneeennennss R TR BT Days

Total ..............Days
Leave now applied for .........oovivviiiieieieiiiceieeveens Balaie ccoiswimiivisuiinevvinnad JA¥S
I certify that the applicant is entitled to leave applied for and recommend that leave be granted.

SIEBACIEC wiviis e iiavaa ity ssens brmomms sxpens s smssnms TINEERD v oumsmarmacom s S SR

SECTION III: TO BE COMPLETED BY TIHE BURSAR
22



Is the applicant entitled to transport? Please L L T

T L

SECTION 1V: TO BE COMPLETED BY THE PRINCIPAL (For Senior Staff)
& THE HUMAN RESOURCES OFFICER (For Support Staff)

(@) Leave is approved/not approved, as amended above (delete as appropriate).

(i) The 1eave taKen iS UP 0 ..uvuueeurerrrreieeeerniiunsieeeessesses e ensersssssss sesson s eee e eesseeeees s oo,
PRINCIPAL DATE
DIRECTOR - HUMAN RESOURCES DATE
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