SERVICE
Orientation of
students

Registration of
Students

Teaching/Conducting
of lectures

Student academic
trips

Conducting of
Examinations

Issuance of
provisional results

Submission of
consolidated mark
sheet

Handling disciplinary
cases for staff and
students

Supervision of
postgraduate project

REQUIREMENTS TIMELINE
One Week

5 weeks

First day of each
semester to 13" week of
each semester

2 weeks

14" and 15" week of
each semester

One week after approval

One week after CAB
approval

One Month

Two weeks after
receiving the report




reports or thesis

Students clearance

Two days

Provision of library
services

Library to open from
8.00 am upto 10.00 pm
on weekday and 8.00 am
upto 5.00 pm on
Saturday and Sunday
Librarian to respond
inquiries within one day

Publication of
college annual
report

Annually

Staff appraisal

To be conducted
between October and
March every academic
year

Procurement of
goods and services

To be done within eight
weeks

Payment for services
and goods received

Within credit period/60
days

Responding to
telephone calls

Within twenty seconds



mailto:principal-cavs@uonbi.ac.ke

