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SECTION A: QUALITY OBJECTIVES 

 

 

 

OBJECTIVES 

 

 

 
 

ACTIVITIES RESOURCES RESPONSIBILITY TIME 

FRAME 

KEY PERFORMANCE 

INDICATORS  

To achieve 
80% student 
satisfaction on 
learning 
environment  

Hostel 
allocation 
 
Student 
orientation 
 
Facility 
maintenance 
 
Meals 
services 
  

Competent 
staff 
 
Budget 
  

Deputy Director, 
Student Welfare 
   

Continuo
us 

Percentage Level of 
student satisfaction 
on learning 
environment 

To resolve 
student 
disciplinary 
cases within 
ten (10) 
working days 

Guiding and 
counseling          

 

Enforcing 

Rules and 

Regulations. 

Competent 
staff 
 
  
 

Deputy Director, 
Student Welfare 
   

Continuo
us 

Number of discipline 
cases resolved within 
ten (10) working 
days 
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SECTION B: PROCEDURES  
 
   1.0     PROCEDURE FOR HOSTEL ROOM MANAGEMENT 

 
 
 

2.0 PURPOSE 
 

To give guidelines for provision of accommodating students. 
 
 

3.0 SCOPE 

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

 
4.0 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 
 

 
 

5.0 REFERENCES 
 

College academic calendar 
 

Students’ Rules and Regulations Booklet 
Room Inventory Register 

 
 
 
 

6.0   RESPONSIBILITY  
 

Deputy Director, Students Welfare   

 
                             

7.0 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 a l locate 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 fi l l ing 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 PURPOSE 
 

To give guidelines for handling student disciplinary cases. 
 
 

3.0 SCOPE 

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

 
4.0 TERMS AND ABBREVIATIONS 

 
DDSW: Deputy Director Student Welfare. 

HODS: Head of Departments. 
KUCSA: Kenya Umali College Student Association. 

                         
 

5.0 REFERENCES 
 

Students’ rules and regulations booklet 
 
 

6.0   RESPONSIBILITY  
 

Deputy Director Student Welfare  
 
                            

7.0 INPUTS 

 
                                  Competent staff 
           
              8.0 METHOD 
 

8.1.   The DDSW shall receive written reports of infringement of 

regulations from Hoods of affected departments 
 

8.2.   The DDSW shall write a show cause letter to the student 
within three (3) working days.  

8.3    The student shall respond within three (3) working days.  

8.4.   The DDSW shall notify the department concerned of the action to 

be taken. 

8.5     The DDSW shall take the appropriate disciplinary action.  
8.5.   For the case of suspension or expulsion, the Principal/CEO 

shall take action.   
8.6.   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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KUC/ACAD/R/028 
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