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INTRODUCTION 

 

This document is intended solely as a guide for the day to day management of UTB academic 

activities. Rather than replacing the existing rules and regulations, it should be seen as 

complementing them. In case of conflict or questions with reference to the policies of the 

University, the Rules and Regulations shall be deemed controlling in all circumstances. 

PROCEDURES 

ADMISSION 

 

First year student: 

 

Step 1: Marketing campaign through visiting secondary school, adverts on newspapers, radio and TV. 

 

Step 2: Students willing to join may go to the bank and pay registration fees, or 

 

Step 3: May come to UTB registration office to get registration form or they may download it at 

www.utb.ac.rw  

 

Step 4: At the registration office all required documents are submitted. These include: 

- a certified copy of secondary school certificate (‘A’ level with 2 principal pass or its 

equivalent) 

- photocopy of the ID card 

- the official transcripts if any 

- two recent passport photographs 

- A bank slip on which showing paid registration fees at BK, or COGEBANK. 

Note: Two weeks after the Trimester opening date, registration is officially closed and no one, except 

with authorization given by the DVC Academic may be registered. 

 

 

http://www.utb.ac.rw/
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Step 2: Students’ registration 

 

After presenting registration documents as required from the Registrar, a student should be given an 

admission letter to be used at any time required while the students’ cards are still not available. A 

copy of that admission letter should be filed together with other documents. 

 

Step 3: Students’ cards issuance  

 

Students’ cards will be available and distributed not later than two weeks after the end of registration 

period. This is because, the person in charge of registration is one who makes also students card and 

during registration he/she is overwhelmed with too much work. 

 

Communication procedures 

 

To students: During registration period, a written communication by the Academic registrar will be 

posted all around the campus, informing students about the following:  

- Registration procedures  

- Deadline of registration 

- Penalties for those who will not respect the deadline. 

 

To the Academic registrar:  

The registrar calls for admission committee to evaluate and approve the applications for the various 

programs. A report on the registration progress should be produced by the academic registrar and 

given to the DVC Academics regularly at the end of each week and whenever necessary during 

registration period.  

 

STUDENTS JOINING YEAR 2 UPWARDS 

 

Transcripts for the previous year have to be included in the student file. This will help in verifying 

that the student has effectively passed the previous year and he/she has cleared with finance. It will 

furthermore help in keeping records for students who have passed the previous year with courses to 

retake. Students from VTP will be admitted based on the program. Those holding certificate will join 

second year and those holding diploma will join third year. 
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Students Transferring from other institutions 

 

Step 1: A letter requesting admission addressed to the DVC Academic together with copies of the 

previous transcripts have to be produced to the Academic Registrar.  

 

Step 2: The Academic registrar checks if the student’s documents are valid and if the student does not 

have any case or misconduct with the institution he/she is coming from. 

 

Step 3: The Academic Registrar presents the file to the Dean or Head of department of the concerned 

faculty who, after analyzing the admissibility of the student, writes on the file his/her point of view 

and gives back the file to the Academic Registrar. The later gives the final authorization or refusal to 

the student through a written letter.  

 

Step 4: It is only after receiving this letter that the student is allowed to start the registration process 

as ordinary. 

 

Students who have suspended their studies 

 

Step 1: A letter requesting re-admission addressed to the DVC Academic together with a copy of the 

suspension letter (given to the student by UTB administration at the time of suspension) and ad hoc 

form filled in at the time of suspending the studies; have to be produced to the DVC Academic who 

will read and make his comments and forward the file to the Academic Registrar.  

Step 2: The academic registrar checks with the finance and the Faculty for any case or misconduct. 

 

Step 3: The Academic Registrar informs the student about his/her re-admission conditions.  

Note that in the case of a student who suspended his/her studies before the end of the academic year, 

such student will have to pay registration fee once he/she gets re-admitted. If by the time of 

suspension the student had not paid all due tuition fees he/she will be asked to pay the balance before 

any readmission and other rights can be provided.  
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 COURSE TIMETABLING  

 

Step 1: The Head of Department presents to the Director of Academic Affairs, a one month draft 

timetable at least two weeks before the beginning of that teaching period. This timetable must show 

the courses and exams to be administered; lecturers name and qualification for each course or exam, 

the days, hours, and the proposed lecture room. 

 

Note: Students may suggest to the Head of Department changes on the timetable but they no longer 

have the right to postpone a planned timetable. Once planned on the time table, only the Head of 

Department, after informing the Director of Academic Affairs, has the right to make changes. 

 

Step 2: The Director of Academic Affairs using the draft timetables from all the departments, makes a 

final timetable for all the departments of UTB, which shows the courses and the lecture rooms to be 

occupied.  

 

Step 3: Copies of the final timetables are produced to the Deans, the Heads of Departments, the 

central secretariat, and the DVC Academics. They are also posted at the notes boards all over the 

campus and uploaded on UTB website for student’s use.  

 

 EXAMINATION PROCEDURES 

 

 

Step 1: Preparation of the examination paper 

 

At the end of each module, the lecturer (module team) set up the examination paper and the 

marking scheme including clear course outline and supplementary, encloses them in sealed 

envelope and delivers them him/herself to the Head of Department or Director of Quality  

The head of Department or DQA opens the examination paper, gives it to another lecturer 

specialized in the domain. The lecturer checks with the relevance and clarity of the paper and 

if there is no problem, puts his/her signature on it and the moderation form provided by the 

director of quality or examination officer. If there is something which should be changed 

(revised), the lecturer proposes it to the one who set the paper.  

 

The head of Department or DQA coordinates all this.  
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Note:  

- It is strictly forbidden for the lecturer to send the examination paper through other 

communication means (E-mails, post, Express transport Agencies etc.). 

- Whilst it is entirely acceptable to recycle parts of old questions (as long as they have 

not been set recently) questions from previous years should not be reused as they 

stand, in their entirety. 

- Each examination paper must be presented on a clean printed paper. 

- The lecturer should indicate on the examination paper the following: 

o The module title and code 

o The date and the duration of the exam 

o The group concerned with the exam 

o The marks allocated to each question. 

o Other instructions if any. 

  

Step 2: Examination administration 

 

1. The Examination Officer is responsible for the multiplication (Photocopy) of the 

examination paper. 

2. At least one day before the examination, the examination officer should: 

a. Produce the list of invigilators to the Director of Academics indicating the 

principle invigilator.  

b. Publish a list of students authorized to seat for the exam (this will be done 

after checking with the finance for tuition fees payment and the lecturer for 

attendance. Note, only students with more than 80% attendance to a course or 

module are admissible to its exam). 

3. Before the examination starts, the examination officer gives to the principle 

invigilator all required material, including the invigilation form to be filled in and 

signed at the end of the exam. 

4. The answer booklets and the signed invigilation form are submitted by the principle 

invigilator (him/herself) to the examination officer immediately after the end of the 

exam. 
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Step 3: The examination officer sends calls the lecturer to take booklets for marking. 

 PROCEDURES IN CASE OF CHEATING 

 

Step 1: The invigilator who discovered the cheating case presents evidences to the principal 

invigilator. 

 

Step 2: The principal invigilator using those evidences makes a written report, to be signed 

by all the present invigilators. 

 

Step 3: The written report is submitted to the Head of Department and the Director of 

Academic Affairs within 24 hours. 

   

 RESULTS HANDLING AND STUDENTS’ FEEDBACK 

 

Step 1: After marking all the answer booklets, the lecturer (the module leader) submits to the 

examination officer the marked booklets together with the results filled in the mark sheet 

provided from examination office.  

 

Note:  

It is strictly forbidden to submit mark sheets without answer booklets or submit answer 

booklets without properly filled in mark sheet.  The examination officer is responsible for 

making sure that this is respected by each lecturer. 

 

Step 2: After receiving the booklets and the mark sheets, the examination officer enclose 

them into a safe and proper envelop together with a copy of the marking scheme presented at 

the time of the step 1 of the examination procedures and put the envelop in a safe place while 

awaiting to be archived. 

 

Step 3: Marks on the mark-sheets are processed by the examination officer to produce the 

final results or combined mark sheet. 
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Step 4: A copy of the mark sheet is sent to the students through the CP (The Class Leader) or 

posted in the class notice board. Other copies are archived in the Heads of Departments’ 

office.  

 

Note: At the end of the academic year, a booklet of all students’ marks for that academic year 

should be constituted and put into the archive room for future use. 

 

 DELIBERATION PROCEDURES 

 

Step 1: At the end of the Academic year, the examination officer publishes the students’ 

marks. At the same time it issues a communiqué to students calling anyone with a problem 

about the marks to address a written appeal to the DVC Academics. The appeal period is two 

weeks during which the registrar, the head of department and examination officer 

concentrates all their efforts on processing students’ appeal. 

Note: Students should be informed that after the appeal period, any other appeal reception 

will be conditioned to the payment of a 5000 RWF fine. 

 

Step 2: After the Appeal period the academic senate officially meets for deliberations. The 

senate is chaired by the DVC Academics. 

 

Step 2.1: The Academic Senate after deliberations approve the marks.  

 

Step 3: The examination officer integrates all the Senates recommendations into the 

deliberations made before and publicizes the final results.  

 

 APPEAL PROCEDURES 

 

Step 1: Students who are not satisfied with their marks should appeal through a written letter 

addressed to the DVC Academics. No student should get in direct contact with the lecturer 

for the case of appeal. 
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Step 2: After analyzing the case, the director academic affairs may ask the lecturer to re-mark 

him/herself the paper or form a commission to re-mark the paper.  

 

Note: The marks given by the commission will be final without any farther appeal. 

 LECTURER RECRUITMENT PROCEDURES 

 FOR PERMANENT LECTURERS’ RECRUITMENT: 

 

Step 1: A candidate to lecturer post submits an application addressed to UTB Vice 

Chancellor. 

 

Step 2: The application is forwarded to the human resources manager who constitutes a 

commission for interview and recruitment.  

 

Step 3: The commission, after interviewing the candidate, decides whether he/she can be 

recruited or not and if the decision is to recruit, propose an academic grade which has to be 

given to him or her.  

 

Step 4: The decision of the commission is presented to the Senate for approval.   

 

Step 5: If the Senate approves the decision of the commission, then a letter informing the 

candidate that he/she has been recruited will be sent to him/her within 48 hours.  

  

 FOR PART TIME LECTURERS’ RECRUITMENT: 

 

Step 1: Candidates to part time lecturer’s posts submits applications addressed to the VC.  

 

Step 2: All applications are forwarded by the VC’s administrative assistant to the HR. 
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Step 3: The head of human resources in consultation with the head of department makes a list 

of all candidates for part time lecturers, their qualifications and courses (modules) that they 

could teach before the beginning of the semester and submit it to the DVC Academics. 

 

Step 4: The DVC Academic, HR and HoD sets an ad hoc meeting for analyzing their 

profiles.  

 

Step 5: Selected CVs are the ones to be contacted for part time lecturing.   

 

Note: The Head of Department, the Director of Quality and the HR makes sure that each 

visiting lecturer has received the course (module) objectives (outcomes), content and teaching 

strategies at least two weeks before the beginning of the concerned course (module). The 

recruited visiting lecturer should be given also all necessary information about the procedures 

and regulations of UTB at that same time. 

 LECTURER EVALUATION PROCEDURES 

 

Step1: In the last week of the trimester, the evaluation forms will be distributed and students 

will get time to fill in the forms. The director of quality will make sure that the forms are 

multiplied in advance.  

 

Step 2: The director of quality collects the answered questionnaires and keeps them for 

analysis. 

 

Step 3: The director of quality analyses the answers given and presents them in a report, 

including suggestions for improvement, to be forwarded to the DVC Academics within one 

months. 

Step 4: The Director of Quality discusses the report with the lecturer, validates the report and 

sends it to the DVC Academics. 

 

Step 5: After validation of the report by the DVC Academic, they are presented to the Senate 

and after that the Director of Quality produces a summary of results and actions to be taken 

and inform the students and all concerned people. Afterwards the Director of Quality and the 

Director of Academic Affairs coordinate the implementation of the recommendations for 

improvement in the course. 



           

12 

 

 COURSE (MODULE) COMMENCEMENT PROCEDURES 

 

Step 1: The lecturer, after preparing his/her module, fills in the syllabus and submits one 

copy to the Head of Department, class leader and director of quality.  

 

 

Step 2: At the beginning of each module the module leader should make sure that students 

have understood what is waiting for them in terms of outcomes to be developed by the module, 

and he/she should prompt them to make their own Personal Development Plan (PDP). 

 

Note: During module execution, the module leader should: 

 Coordinate  

o The division between learning activities, implementation of integrated 

activities 

o The planning of the schedule  

o The logistic planning of the module 

o The assessment of the module outcomes 

 Ensure proper student information and communication 



           

13 

 

Appendix 1: 

Invigilation form  

(To be archived in the examination office) 

 

Department: ………………………………………………………………………. 

Course (module) title: ……………………………………………………. (….. Credits) 

Level: ……………………………………………………………………………………. 

Name of the lecturer (s) who taught the course (module):  

…………………………………………………………………………………………………

…………………………………………………………………………………………………

………………………………………… 

Lecturer(s)’ contract (permanent/part time): …………………………………………. 

Date of the exam: ……………………… Duration of the exam: …………………..  

Room in which the exam takes place: ……………………………………………………….. 

 

Invigilation report: 

 

A. Number of students who attended the exam : 

B. Number of students who were supposed to attend the exam: 

C. Incidents that occurred during the exam (if any): 

…………………………………………………………………………………………

…………………………………………………………………………………………

…………………………………………………………………………………………

……………………………………………………………. 

Name of the invigilators: …………………………………………………. 

Principal invigilator: …………………………………………………… 

Other invigilators: 1…………………………………………………….    

                    2.……………………………………………………. 

                    3.…………………………………………………… 

 

Date and Signature: …………………………………………… 
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Main Invigilation procedures: 

 

Step 1: Before distribution answer booklets and questionnaire, the principal invigilator makes 

sure that students have the following information: 

Each student seating for exam must have: 

- Have his/her student card with him/her. The student card can be asked any time by 

the invigilators; 

- Finance clearance 

- Switch off the cell phone  

- After ¼ of the time allocated to the exam, no student is allowed to enter the exam 

hall, during that time, no student is also allowed to get out. 

- During exam, no one is allowed to stay in the examination hall premises. 

- No one is allowed to go out of the examination hall before finishing and submitting 

his/her answer booklet. 

 

Step 2: After distribution of the answer booklet, the principal invigilator should make sure that 

the time allocated to the exam is clearly informed to students and in the last half hour of the 

time, invigilators should inform students of the time remaining every 30 minutes. 

 

Note: - Invigilators are reminded that they also should not speak loudly during exam. 

- If a student needs to go to the rest room, one invigilator should accompany him/her 

and choose for him/her the toilet in which he/she should enter. 

 

Appendix 2: 

Syllabus form 

(To be filled by module lecturer and submitted to the head of department and director quality assurance one week 
before the beginning of the module 

 

1. Department: …………………………………………………………… 

2. Module title: ……………………………………………………………… 

3. Facilitator’s name: …………………………………………………. 

4. Phone Number: ………………………………………………….. 
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5. Office Hours (for student guidance): …………………………………………………..  

6. E-Mail: ………………………………………………………..   

 

7. Class meeting: ………………………..  

 

8. Course (module) Objectives (outcomes):  

 

9. Course Prerequisites:  

 

10. Course Overview:  

 

10.1 Course outline 

 

 10.2 Teaching strategies and Methodology 

 

11. Mode of assessment: 

 

11.1 Tests, course works and other practical works: 

 

11.2 Participation  

 

11.3 Available points to be earned by students: 

 

12. Course schedule:  

 

13. Required Text books: ……………………….. 
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Appendix 3:  

Student personal development plan for the module  

 

 

At the beginning of each module, each student, after carefully reading the module content and 
requirements, has to make a personal development planning.   

 

The following is the guideline questions to make such a plan: 

 

 What are the outcomes which are supposed to be developed by this module? 

 

 What is the level of my skills with regard to the module outcomes? 

 

 What is the level of my knowledge with regard to the module outcomes? 

 

 What actions have to be undertaken in order to fill the gap? 

 

 What are my personal priorities in this sense? 
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APPENDIX 4: 

Student’s Module Evaluation Form 

                                                          

I. Introduction 

 

 In order to continually improve 'the experience' of our students, it is essential that we have 

your views and ask that you take a few moments to answer the questions below. 

 

Please note that the survey results will be presented in an anonymous format. They will be used 

to help us improve the student experience at UTB.  

 

We very much hope that you have enjoyed studying on this module, and we would be interested in 

your thoughts about what you found particularly useful/interesting and what aspects of the 

module you think might be improved.  Your feedback will be used to inform future development of 

the curriculum and we thank you in advance for taking the time to complete this questionnaire. 

 

II. Questionnaire 

 

 

Department: …………………………………………………. 

         

Module Title: ……………………………………………….     

   

Academic Year: …………………………. Year of study: ………………………….. 
 

 

 Curriculum design and content  Strongly 

Agree 

Agree Disagree Strongly 

Disagree 

1 The module contributed significantly to my overall programme     

2 The relevance of the module for my future profession was clear     

3 The module had a good balance between theory and practice     

4 The topics covered were not too difficult to understand 
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5 The interrelation between the topics was made very clear 

 

    

6 The module gave me a good insight into the challenges of the 
‘real world’ 

    

 Module organization Strongly 

Agree 

Agree Disagree Strongly 

Disagree 

7 The syllabus was clear. I knew what I had to do and what was 
expected from me. 

    

8 The learning activities were well organized (lectures, 
practical’s, group and individual assignments) 

    

 Teaching, learning and support Strongly 

Agree 

Agree Disagree Strongly 

Disagree 

9 The lecturer in charge of the module were very helpful 

 

    

10 All the required learning materials were given to me and I had 
access to the additional materials (Internet, library) 

    

11. The practical work (computer application, laboratory 

experiments where applicable, field visit etc.) was helpful and 
brought me a deeper insight of what is done on the ‘really 
world of work’. 

    

12 I was invited to ask questions and to participate actively in the 
lectures 

    

 Assessment  Strongly 

Agree 

Agree Disagree Strongly 

Disagree 

14 The assessment was a good reflection of the content and level 
of the module 

    

15 The balance between course work and exam was an 
appropriate way to assess this module. 

    

16 The assessment regulations were clear to me 

 

    

 Overall evaluation Very 
good 

Good Poor Very poor 

17 Overall, how would you rate the module content? 

 

    

18 Overall, how would you evaluate the organization of this 
module 
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19 Overall, how would you rate the quality of teaching in this 
module? 

    

 Lecturer evaluation Very 
good 

Good Poor Very poor 

20 Overall, How would you rate the lecturer(s)’ performance?     

 Lecturer A     

 Lecturer B     

 Lecturer C     

 Lecturer D     

 General remarks     

 

What was the best feature 
of the module? 

 

 

What could be improved in 
the module? 

 

What advice would you 
give a student who starts 
with this module? 

 

 

 

Thank you very much for your cooperation 


