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DOCUMENT DETAILS

1. | Section A: Quality Objectives

2. | Section B: Procedures
Title

Purpose
Scope
Reference

Terminology

Responsibility
Input
Methods
Output

Records
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SECTION A: QUALITY OBJECTIVES

OBJECTIVES ACTIVITIES RESOURCES | RESPONSIBILITY TIME KEY PERFORMANCE
FRAME INDICATORS

To achieve Hostel Competent Deputy Director, | Continuo | Percentage Level of
80% student allocation staff Student Welfare us student satisfaction
satisfaction on on learning
learning Student Budget environment
environment orientation

Facility

maintenance

Meals

services
To resolve Guiding and | Competent Deputy Director, | Continuo | Number of discipline
student counseling staff Student Welfare us cases resolved within
disciplinary ten (10) working
cases within days
ten (10) Enforcing
working days | Rules and

Regulations.
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SECTION B: PROCEDURES

1.0

2.0

3.0

4.0

5.0

6.0

7.0

PROCEDURE FOR HOSTEL ROOM MANAGEMENT

PURPOSE

To give guidelines for provision of accommodating students.

SCOPE

This procedure cover students’ room request, room allocation, room
maintenance and exit

TERM, ABBREVIATIONS

DDSW - Deputy Director, Students Welfare
FC: Floor captain — student appointed to receive and report any issues in the
particular floor in the hostels

REFERENCES
College academic calendar

Students’ Rules and Regulations Booklet
Room Inventory Register

RESPONSIBILITY

Deputy Director, Students Welfare

INPUTS

Competent Staff
Budget
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8.0 METHOD

8.1 Room allocation

8.1.1 The DDSW shall declare the room vacant by preparing a
Vacant room list one week before opening/reporting dates.

8.1.2 The DDSW shall report any maintenance repairs to be

Carried out by writing a maintenance requisition work
Order.

8.1.3 The DDSW shall allocate rooms.

8.1.5 The DDSW shall assign the room upon confirmation of
Admission clearance, accommodation commitment form and
Receipt

8.1.6 The student shall fill in a learning environment satisfaction
Questionnaire

8.1.7 The student shall exit the room by filling in the clearance form

8.2 Room maintenance

8.2.1 The floor captain or a representative shall report

Any breakages by filling a hostel maintenance work
Order.

8.2.2 The DDSW or representative shall forward the maintenance work
Order to the Deputy Director Estate management for action.

8.2.3 The DDSW shall confirm the work done

9.0 OUTPUTS

Satisfied Accommodated Students
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10. RECORDS

Admission forms

Duly filled room allocation book
Accommodation commitment form
Filled work order list

Hostel receipt

Hostel maintenance form
Maintenance work order book
Vacant room list

11. KEY PERFORMANCE INDICATORS

Number of Accommodated students.

12.3 APPENDICES
HOSTEL MAINTENANCE
FORM

AREA:

ROOM NO: FLOOR

DESCRIPTION OF FAULT:

REPORTED BY: _
DATE:
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1.0 PROCEDURE FOR DISCIPLINE

2.0

3.0

4.0

5.0

6.0

7.0

PURPOSE

To give guidelines for handling student disciplinary cases.

SCOPE

This procedure applies from occurrence to conclusion of the
disciplinary case.

TERMS AND ABBREVIATIONS

DDSW: Deputy Director Student Welfare.
HODS: Head of Departments.
KUCSA: Kenya Umali College Student Association.

REFERENCES

Students’ rules and regulations booklet

RESPONSIBILITY

Deputy Director Student Welfare

INPUTS

Competent staff

8.0 METHOD

8.1.

8.2.

8.3

8.4.

8.5

8.5.

8.6.

The DDSW shall receive written reports of infringement of
regulations from Hoods of affected departments

The DDSW shall write a show cause letter to the student
within three (3) working days.
The student shall respond within three (3) working days.
The DDSW shall notify the department concerned of the action to
be taken.
The DDSW shall take the appropriate disciplinary action.
For the case of suspension or expulsion, the Principal/CEO
shall take action.
The student can appeal against the action within a period of
seven working days.
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8.7. The appeal shall be forwarded to the Principal/CEO for
determination.

8.8 The DDSW shall communicate the outcome to the student.

8.8 Copies of all disciplinary cases shall be maintained by the
DDSW.

9.0 OUTPUTS

Number of Resolved discipline cases

10.0 RECORDS

Written reports
Copies of the discipline letters
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KUCJACAD/M/028

Kenya Utalii College

Hostel Room Exit / Entry Checklist

ROOM N0 e S S e S ___DATE =

NANE = ___STUDENT NG __ —

CHECK POINT / FARTICULARS OR NOT ON REMARRKS
BED

* Frames not bent
+ Free of marks 3ns scratches
¢ Wires lirm 20d not cut or Sapging

MATTHESS

¢ Not turnr sned no Mains

FLOOR

*  Free from dirt end stakns

* Floor tiies not broken or missing
*  Floor gencrally clean

CURTAINS

*  Free fram dart and stains

* Tupe and b oot toen
o Curtains raits well fixed and runsees svadasble

¢ Al hooks i stoppers present

WINDOWS

¢ Nodost, no webss and marks

o Al ouvers avmlatle and not broken o0 misaing
o Windew wire mesh svalable and not tor

WALLS AND CEJLING

*  Free from scratches enil marks

¢ No pictures atuck on the wally
* Na nads oo the wall

* Now ritmgs on the walls e
MAIN DOOR

* Free fiom sceatches and markis

* Door handbe and lock working and not loase
* Door fiames net braken

» No wotings oo thie doot

WARDROBE

Door free of seratehes , marks and writings
* Shelves chean and not broken
¢ Daoor hesps availabile and not broken

STUDY TABLE AND CHAIRS
* Top free fom dust, dist beyverage marks scom anid

N0 WHEings

= Allthe chiairs pealatde | clean sedl not Srolen,
SOCKETS SWITCIHES

o Flinugstans tode lighnt clesn snd nod cavered

o Soitches 20nd sochinty not beaken
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KUC/ACAD/R/028

KENYA UTALII COLLEGE, NAIROBI

Kl

JUCIACAD/RAONS

STUDENT EXIT FORM DATE:

%df

)

L

STUDENT MAME. _ TELNO

™he Hllewing checkiiat muat be cacipleted aad sigaed secor diegy
CONTACT ADDSESS

ROOM NO

The fellawing chack-Tat st be campletod and sgecd sccerdingly.

Roeven for lasving Reslgraiion  Badofcoass |

R

2 ﬁ College bread o haowainy *3 l

CHARGES

TDEFARTMENT [
l KSHS
l

11EMS REMARKECOMMENTS |

| LALNTRY

|
_1

!
T
|

rher

1 _STAME & DATE

=

“RIGNATURE |

| =

-ty ey —

I VISUAL
]T{iun OF DEFARTMENT

| SOCIALSTuDIES

I ROOM HANDOVER

| ACCoNTS ) T |
' I |

CImw

ir-
v!' —J ACCESS CARD

PO el gl detaches rrait be prasentad b

Dras af Szodar
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K UC /ACAD/ R/ 072

KENYA UTALIl COLLEGE

REFRESHER EXIT FORM DATE:

STUDENT NAME: TEL: COURSE NO:

The following check list must be completed and signed accordingly.

CONTACT ADDRESS : ROOM NO:

Reason for leaving : End of course.

DEPARTMENT ITEMS CHARGE | REMARKS/COMMENT | SIGNATURE
K5H STAMP/DATE

LAUNDRY

HEAD OF
DEPARTMENT

ROOM HAND
OVER

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



