SECTION ONE

ORGANIZATION OF THE COLLEGE

1 The Objectives of The KCTE

Through continual pursuit of excellence in its instructional and research programs, KCTE has the following objectives.

1.1 To produce adequate number of teachers who satisfy the required quality for schools in Addis Ababa and the regions as deemed  necessary, through all its regular, evening extension, distance, and summer programs

1.2 To conduct problem solving researches that relate mainly to education.

1.3 To provide social services mainly related to the profession, to schools, training centers, appropriate organizations and the public and to participate in other development activities, as a center of social change.

2 The College Curriculum
2.1 The curriculum of the College shall be based on the national standard set by the  Ministry of Education 

2.2 The curriculum shall give emphasis to the active participation of the students, shall be practically oriented, be relevant to the objective conditions of the city as well as the country, and shall reflect current ideas encourage critical thinking and creative problem solving abilities in students and produce responsible and competent citizens.

3 Powers, Duties and Responsibilities of the KCTE
  The KCTE shall enjoy Academic and administrative freedom and shall have the following powers, duties and responsibilities.  

3.1 To design and implement education and training programs based on standards issued by the Ministry of Education in its regular, evening extension, distance, and summer in service programs, including short-term trainings. 

3.2 To produce competent teachers in response to the needs of Addis Ababa  and regional schools as deemed necessary.

3.3 To recruit and admit students in accordance with the selection and recruitment guidelines of the college. 

3.4 To confer academic certificates, diplomas, degrees and prizes to outstanding students as may be appropriate.

3.5  To organize a research unit, to conduct problem solving researches and to disseminate them to users and to policy makers.

3.6 To organize and conduct seminars, workshops conferences and symposia and to prepare, publish and distribute the research findings through academic journals, bulletins, proceedings, and newsletters.

3.7 To establish relations and to make agreements with local and foreign institutions.

3.8 To render professional services to schools, the bureau of education, other appropriate organizations and to the public.

3.9 To offer recognition or prizes to persons who have contributed best to society.

3.10 To charge appropriate fees for the services it renders.

3.11 To own property, to enter into contracts and to sue and be sued in its own name.

3.12 To formulate different strategies in order to increase the generation of internal revenues.

3.13 To undertake purchase and sale of goods on the basis of financial regulations of the City government

3.14 To prepare and submit its plans of activities and budget as well as its quarterly and annual reports to the board, the Addis Ababa Education Bureau and other relevant organs of the city government. 

3.15 To take all measures necessary for the expansion and strengthening of the capacity of the College.

3.16 To recruit, hire and terminate academic  staff member’s employment.

3.17 To perform other activities essential to the attainment of its objectives.

4.1 Organogram

4.1    Structure of the College

4.1.1 The College shall have an Administrative Board to oversee that the College exercises all its duties and responsibilities properly

4.1.2 Not with standing the administrative and academic autonomy of the college, KCTE is accountable to the Bureau of Education of Addis Ababa City Government. 

4.1.3 The College has a Dean, two Vice Deans an Academic Commission, six  Divisions and eleven department , as well as different offices to coordinate activities.

5 The Administrative Board of the College

5.1 The Board shall have five members including the chair person, who are appointed by the mayor of the city.

5.2 The powers and duties of the Board

5.2.1 To oversee the overall management of the College

5.2.2 To recommend the appointees for the post of Deanship   and vice   Deanship to the Mayor of the Addis Ababa City Government.

5.2.3 Without prejudice to the other relevant rules to take disciplinary measure against an authority of the College who do not exercise his/her duties and responsibilities properly and to forward him/her to the cabinet/city council for a final measure.

5.2.4 Without prejudice to the provisions in the regulation to establish the College, to approve the legislation and other directives that apply in the College, and ensure their proper implementation.

5.2.5 To ensure that the education, training as well as the research programs that are run by the College are in accordance with the needs of the Addis Ababa City and the country and that they are put into practice according to the objectives.

5.2.6 To approve the activity and budget plans as well as the reports forwarded by the Dean of the College and to oversee their proper implementation.

5.2.7 To assign the auditor for the College and to decide the amount of payment for its service.

5.2.8 Depending on the basic principles of and the rules of  the civil service, to set polices and directives that govern the procedures for employment, promotion, discipline, salaries, allowances, wages, retirement, other benefits, as well as other administrative matters regarding the academic staff and the academic support staff members.

5.2.9 To ensure that the objectives of the college are properly implemented and that the College performs it's duties following the principles of participative ness, transparency and accountability.

5.2.10 To propose to the cabinet/council where it is deemed necessary ideas for the improvement of the regulation to establish the College. 

5.2.11 To decide on the emblem of the College.

5.2.12 To approve the academic ranks of assistant professorship and above, after the proposal by the Academic Commission.

5.2.13 To determine the tuition fees to be charged by the College.
5.2.14 To perform other related activities that can serve the attainment of the objectives of the College.
6 The Dean of the College
6.1 The mayor of Addis Ababa under the recommendation of the board appoints the Dean of the College.

6.2 The Dean shall be an Academic Staff Member of the College with at least a Second degree and having at least the rank of lectureship.

6.3 The Dean is accountable to the board.

6.4 The Dean shall be the chief executive of the college and shall direct and manage the implementation of all the duties and responsibilities of the College.

6.5 Without prejudice to article 6.4 the Dean shall

6.5.1 Direct, administer and control the duties of the College in accordance with the regulation, this legislation and the directives issued by the board.

6.5.2 Prepare and submit the internal structure of the College to the board and implement the same upon approval.

6.5.3 Ensure the implementation of the policies, directives and decisions passed by the board or by the College.

6.5.4 Establish relationship with local or foreign institutions of higher education in order to facilitate the objectives of the College, sign such agreements and implement the agreements. 

6.5.5 Represent the College and sign agreements with a third party.

6.5.6 Prepare and submit the plan and budget to the board and the Bureau of Education, and implement the same upon approval.

6.5.7 Implement the revenue of the College in order to realize the objectives of the College. 

6.5.8 Decide on disciplinary measures regarding the academic staff and the academic-support staff members. 

6.5.9 Prepare and submit the quarterly, annual and other reports to the board, the Bureau of Education and other concerned bodies.

6.5.10 Decide and ensure the implementation of the employment, dismissal management, discipline, salary, benefits, and other administrative affairs of the academic staff and the academic support staff members of the college in accordance with the policies and directives set by the board of the College He/she also hires, fires and administers the non-academic support staff members of the College, in accordance with the rules, regulations and directives of the civil service commission.

6.5.11 Delegate the work to other members of staff as may be necessary in order to enhance the efficiency of the duties of the College.

6.5.12 Design ways and strategies that may strengthen the teaching learning processes, and the research and development activities of the College.

6.5.13 Performs other pertinent activities that may be given to him/her by the board or that may be necessary for the College.

6.6 The Dean’s term of office shall be five years.

7 The Academic and Research Vice Dean
7.1 The mayor of Addis Ababa upon the recommendation of the board shall appoint the academic and research Vice-Dean.

7.2 The Academic and Research Vice Dean shall be accountable to the Dean of the College.

7.3 The Academic and Research Vice Dean shall be an Academic Staff Member of the College at least with Second degree and the rank of lectureship.
7.4 The Academic and Research Vice Dean shall

7.4.1 Advise and assist the Dean in respect to academic matters

7.4.2 Ensure that the decisions of the board and the Academic Commission and the directives and academic regulations are properly put into practice.

7.4.3 Coordinate the planning of the teaching learning and research activities and ensure their successful implementation upon approval. 

7.4.4 Ensure that the academic calendar approved by the Academic Commission is properly implemented and submit periodic reports on them.

7.4.5 Ensure the fulfillment of supports and services that are necessary for the enhancement of proper teaching learning and research activities, and reports on their proper implementation.

7.4.6 Oversee and control that the academic staff and the academic support staff members properly exercise their duties and responsibilities.

7.4.7 Coordinate and ensure the proper implementation of consultancy and similar community services rendered by the College, and submit periodic reports on them.

7.4.8 Submit quarterly, annual and other reports on the academic and research performances for the College to the Dean.

7.4.9 Chair or participate in different committees that are pertinent to the academic and research performance of the College.

7.4.10 Ensure that the employment, promotion termination as well as scholarship opportunities of the academic and the academic support staff is carried out according to the rules and regulations.

7.4.11 Ensure that the academic regulation of the College is properly implemented.

7.4.12 Performs all the duties of the Dean in the event of him/his absence.

7.4.13 Performs other related academic activities that may be given to him/her from the board or the Dean.

7.5 The vice  Dean’s term of office shall be five years 

8 The Administrative and Development Vice Dean

8.1 The Administrative and Development Vice Dean shall be appointed by the mayor of Addis Ababa upon the recommendation of the Board.

8.2 The Administrative and Development Vice Dean shall be an Academic Staff Member of the college at least with Second degree and the rank of lectureship. 

8.3 The Administrative and Development Vice Dean shall be accountable to the Dean of the College.

8.4 The Administrative and Development Vice Dean shall 

8.4.1 Manage and coordinate the overall administrative activities and the financial activities of the college and submit periodic reports on them.

8.4.2 Manage and coordinate the implementation of the development plans of the college and submits periodic reports on them.

8.4.3 Design strategies that make effective and economical utilization of resources of the college; and design and plan projects and programs that could serve the generation of revenue to the college and implement them upon approval.

8.4.4 Organize, manage and improve the services rendered to students and submit periodic report on them.

8.4.5 Prepare and submit plans to strengthen and enhance the general administration and development of the college and ensures its implementation upon approval.

8.4.6 Ensure the fulfillment of all the necessary support services for the proper running of the academic and research activities of the college.

8.4.7 Oversee the proper implementation of the Civil Service rules, regulations, and directives as well as the management and the development of the non-Academic Staff Members of the college. 

8.4.8 Prepare and submit his quarterly annual and other reports.

8.4.9 Perform other related administrative, development and financial duties that may be assigned to him/her by the board or the Dean.

8.4.10 Exercise and perform the powers and duties of the Dean in the event of the absence of both the Dean and the Academic and Research Vice Dean.

8.5 The Vice Dean’s term of office shall be five years. 

9 The Academic Commission

9.1 The Academic Commission shall be accountable to the Dean of the college and shall have the following members
9.1.1 Dean of the College 





Chairperson 
9.1.2 Vice Deans of the college    




Members

9.1.3 Heads of Departments





Members

9.1.4 The Registrar






Member

9.1.5 Head of Continuing and Distance Education    

Member           
    


9.1.6 Head of Research and Development
     
        

      "

9.1.7 Head of Gender office


     
     

      "

9.1.8 Head of Programs and Practicum Office


      “

9.1.9 Head of Student Affairs Office

     
       
      "
 

9.1.10 Head of Library, Documentation and Computer Center 
      "  

9.1.11 Two elected representatives from academic  staff members        "

(at least one of them a female)    

9.1.12 Two representatives from the Student Council  
                  "

 (at least one of them a female)    

9.2 The Academic Commission shall have a secretary elected from one of the two representatives of the Academic Staff Members 

9.3 The number of the Academic Commission members may be revised when the need arises by the decision of the board.

9.4 A simple majority of the Academic Commission members will make a quorum. 

9.5 Decisions of the Academic Commission will be made by a simple majority vote.  When there is equal vote the chairperson shall have a casting vote.

9.6 The term of office for members of the Academic Commission is three years.

9.7 Not with standing the provisions given in this article, the Academic Commission shall approve its regulation that will govern the procedures of its meetings.

9.8 The Academic Commission shall have the following powers and duties 

9.8.1 To decide the academic calendars of the college

9.8.2 To approve the programs of studies for the various courses offered in the degree, diploma and certificate programs of the college in accordance to the guidelines offered by the board or the Ministry of Education  

9.8.3 To examine and to approve education and training programs in the certificate, diploma and degree programs when it is demanded from any department in accordance with the guidelines given by the board or the Ministry of Education.  It also makes sure that studies are conducted to propose new programs to open or to close any programs found to be unnecessary in the College. 

9.8.4 To develop the plans of the college before they are submitted to the board for approval.

9.8.5 To award degrees, diplomas, certificates and honorary prizes to graduating students.

9.8.6 To determine the points for graduation, for certification and for prizes.

9.8.7 To award academic promotions below the rank of assistant professorship to both the academic staff and the academic support staff members.

9.8.8 To propose types and amounts of fees for the different services the college renders to the board for approval.

9.8.9 To issue specific academic regulations and student disciplinary directives on the basis of regulation, policies and directives issued by the board.

9.8.10 To perform such other duties that may be given to it by the board.

10 Divisions and Departments 

10.1 A number of departments will together form a division coordinated by one of the department heads.

10.2 The Language Division will consist of the departments of English and Amharic Languages; the Social Science Division will include the departments of History, Geography and Civics and Ethical education; the Natural Science Division will include  Biology and Chemistry Division; the Mathematical Science Division will include the department of Physics and Mathematics; the Aesthetics  and Physical Education Division will consist of the departments for Aesthetic and for Health and Physical Education ; and the  Education Department will consist of the department of education which has the certificate programs (first cycle primary  program and the pre- primary teacher education  program) organized under the department.

10.2.1 The division coordinator shall be assigned by the Dean.  They are accountable to the Academic vice Dean of the college and shall have the following powers and duties.

10.2.2 To coordinate and advises the diploma courses offered in their respective streams, and to oversee their proper implementation of the courses, to advice students registration for the division and to coordinate instruction, assessment, etc of the divisions diploma program.

10.2.3 To coordinate the programs of study carried out by the respective departments under them.

10.2.4 To carryout his/her duties as a department head.

10.2.5 To perform other related activities given to him/her by the Academic and Research Vice Dean.

11 Department Academic Councils

11.1.1 Each Department shall have its own academic council which is accountable to the Academic and Research Vice Dean.

11.1.2 All the full time Academic Staff Members of the department shall be members of the department academic councils. When the council has to deal with administrative matters, the non-academic support staff members shall also be members of the council. 

11.1.3 The head of the department shall be the chairperson and the executive body of the council.

11.2 The department academic council shall have the following powers and duties:

11.2.1 To conduct a regular meeting at least once a month

11.2.2 To propose on the ways to improve the teaching and learning processes.

11.2.3 To suggest to the Academic and Research Vice Dean/the Division Head the admission of students into the department/stream.

11.2.4 To propose solutions and ideas for improvement to the Academic Commission concerning academic problems that may arise in the department through the Academic and Research Vice Dean and/or the Academic Commission.

11.2.5 to ensure that the teaching-learning, the students assessments, the research, the consultancy and advising etc. activities are properly carried out by the department members.

11.2.6 To investigate matters related to the education and promotion of the members of the department and propose ideas to the Academic and Research Vice Dean.

11.2.7 To analyze technically and to give suggestions on materials related to academic promotion.

11.2.8 To recommend 3 nominees from among the department members for the Dean to appoint as head of the department.

11.2.9 To discuss and approve the detailed activities plan of the department and quarterly and annual as well as other timely reports those are prepared by the department head.

11.2.10  To develop consultancy and short-term training projects in relevant areas.

11.2.11  To perform such other duties assigned to it by the academic vice Dean 
12 The Department Head

12.1 The Dean from among three nominees recommended by the department council shall appoint the head of a department.

12.2 The head of the department shall be accountable to the Academic and Research Vice Dean.

12.3 The head of the department shall be responsible for all matters concerning his/her department pursuant to the college policies, rules and regulations.

12.4 The minimum academic rank required to be a department head is lectureship.

12.5 The term of office of the head of department shall be three years.

12.6 The department head shall have the following powers and duties.

12.6.1 To chair the department academic council

12.6.2 To prepare the agenda and to call meetings of the academic council.

12.6.3 To plan and submit the annual activities of the department with the approval of the  academic council and to ensure its implementation in the department.

12.6.4 To manage the department, and to monitor and evaluate the proper performances of the members of the department.

12.6.5 To report periodically on the activities performed and on pertinent information in the department with the approval of the Academic Council as required by the college.

12.6.6 To provide staff with the necessary stationary, equipment and materials that the college could provide.

12.6.7 To ensure the offering of proper counseling to students in academic matters and in registration affairs based on the student records and academic regulations.

12.6.8 To keep records and documents of the department properly.

12.6.9 To distribute workloads to members of the department based on the consent of the academic council.

12.6.10 To work in collaboration with classroom representatives of students on   academic  issues

12.6.11 To execute the decisions of the academic council

12.6.12 To ensure the implementation of decisions and directives of the division coordinator and the Academic and Research Vice Dean.

12.6.13 Recruit and assign part-time instructors in collaboration with the academic council.

12.6.14 To organize, technically support and run effectively co-curricular activities student activities and assign teachers for the purpose as well as to collaborate with student affairs office in this regard.

12.6.15 To work in collaboration and harmony with the division coordinator so as to make the diploma program successful.

12.6.16 To recruit and assign part-time instructors for the department in collaboration with the academic council.

12.6.17 To perform other related activities that may be given to him/her by the Academic and Research Vice Dean.

13 The Staff Members of the College

13.1 The College shall have the following three types of staff members
13.1.1 The Academic Staff Members

13.1.2 The academic support staff members

13.1.3 The non-academic support staff members.

13.2 The Academic Staff Members of the College shall consist of individuals with different ranks having a permanent base in any department of the college employed to serve as teachers and researchers.

13.3 Without prejudice to article 13.2, the Academic Staff Members may also include other individuals whom the Academic Commission may determine to be considered as Academic Staff Members 

13.4 The College may give a permanent 2 year contractual employment status to Academic Staff Members based on competence.

13.5 The College may have the following academic support staff members;

13.5.1 Laboratory technicians

13.5.2 Technical assistants
13.6 Laboratory technicians will consist of individuals who are employed to take care of the laboratories and to offer professional assistance in the laboratories.

13.7 Technical assistants will consist of individuals who are employed to offer academic support to teachers in their respective departments.

13.8 Apart from the Academic Staff Members, the College shall have non-Academic Staff Members who are subject to the Civil Service rules and regulations.

13.9 Without prejudice to the provisions in the other proclamations and regulations, Every Academic Staff Member shall have the following rights.

13.9.1 To exercise all the rights that are respected for him/her by law.

13.9.2 To suggest ideas that may promote the quality and relevance of the teaching- learning process.

13.9.3 To be entitled to promotion and benefits when he/she satisfies the appropriate criteria.

13.9.4 To be assigned to different positions and training in accordance with the rules and regulations.

13.9.5 not to be held liable for his/her personal views or beliefs.

13.9.6 To offer service to the community, to give consultancy Service to the community to conduct research that benefits the institution and the country, to promote an atmosphere of free rational and dispassionate inquiry and finding as well  as to get research and sabbatical leave in accordance with the procedures set in this legislation and related directives.

13.10 Without prejudice to provisions in the other proclamations and regulations, every Academic Staff Member shall have the following obligations.

13.10.1 To produce graduates who are cultivated in democratic culture with   high sense of social responsibility and high ethical values and are competent in the profession. 

13.10.2  To devote himself /herself to the transmission of his/her full knowledge and skills to the students.

13.10.3  To teach up to the load of  12  contact hours as well as to tutor as many as up to 20  students during the practicum without any additional payment,  in the regular program, and not to exceed than  12  contact hours in the evening extension program or 12  contact hours in the summer in-service program. The teaching load for those who hold additional administrative responsibilities shall be 6 contact hours while for the Dean and the vice Deans it shall not exceed 4 contact hours.

13.10.4  To teach 3 more contact hours in the regular program at the maximum with additional payment and six additional contact hours in the summer program when the need arises.

13.10.5  To undertake problem-solving studies and research beneficial to Addis Ababa or to  the country. 

13.10.6  Not to promote political partisanship, not to preach religions, and not to impose one's own personal beliefs or views on the community and the students in the College. 

13.10.7  To develop his course materials based on the curriculum.

13.10.8  To offer his energy and time fully to his/her duties in the College during working hours.  He/She shall not engage in any other activities which encroach upon the time expected to be devoted to duties without approval from the Dean.

13.10.9  To comply with the rules and regulation established by the college.

13.10.10 To maintain professional ethics and competence and to promote a positive image of the profession.

13.10.11 To treat and evaluate all students equally.

13.10.12 To undertake extra responsibilities or assignments for the effective operation of the College.

13.10.13 To set consultation hours favorably to his/her students and to offer counseling.

13.10.14 To submit his/her plan and to evaluate annually his/her work to improve performance in consultation with the appropriate college authority.

14 The Registrar Office

14.1 The Registrar office shall have the following duties and responsibilities;

14.1.1 To prepare student registration forms, student lists and schedules for the registration.

14.1.2 To register students according to the prepared plan of the college.

14.1.3 To keep academic records of students appropriately and systematically.

14.1.4 To prepare and compile course catalogues in collaboration with the Academic and Research Vice Dean.

14.1.5 To receive admission applications and process them properly in collaboration with the division coordinators and academic departments.

14.1.6     To prepare the lists of prospective graduates and submit them to the academic commission.

14.1.7 To prepare lists of students for those offices and staff members who need them.

14.1.8    To prepare degrees, diplomas, certificates, transcripts, grade reports and prizes to  be issued by the college.

14.1.9 To prepare academic calendars of regular program for approval by the academic commission.

14.1.10 To improve and automate the record keeping  system of the office

14.1.11 To offer improved and efficient service to all its service seekers.

14.1.12 To prepare pertinent statistical information and submit them to the Academic and Research Vice Dean and the planning and programming section.

14.1.13 To prepare and submit quarterly, annual and other reports to the Academic and Research Vice Dean.

14.1.14 To issue report cards every semester to the students of the different departments.

14.1.15 To perform other duties given to it by the Academic and Research Vice Dean.

14.2 The Registrar office shall be headed by the Registrar and a Deputy Registrar.

14.3 The Registrar shall be an Academic Staff Member and shall be appointed by the Academic Commission from two nominees recommended by the Dean.

14.4 The Registrar shall have a minimum of Second degree and shall have at least the rank of lectureship.

14.5 The Registrar shall be accountable to the Academic and Research Vice Dean and shall have the following powers and duties;

14.5.1 To ensure that all the duties and responsibilities of the office are properly implemented.

14.5.2 To prepare and submit the plan of the activities of the office to the Academic and Research Vice Dean and to implement the same upon approval.

14.5.3 To Manage the human and material resources of the office efficiently and economically.

14.5.4 To ensure that every facility, materials and other resources that the college could provide are made available for the work and that they are properly put into use.

14.5.5 To continuously review the works of the office, come up with new ideas and improvements and implement them upon approval.

14.5.6 To prepare procedure manuals and directives that can facilitate the works of the office and implement them after approval.

14.5.7 To ensure that the office offers improved services to all its service seekers.

14.5.8 To prepare and submit quarterly, annual and other reports including statistical information to the Academic and Research Vice Dean.

14.5.9 To perform other duties that may be given to him/her by the Academic and Research Vice Dean.

14.6
The Deputy Registrar shall be appointed by the Dean of the college from among the academic staff member and shall be accountable to the Registrar.  He/She shall have at least the rank of a lecturer.

14.5 The Deputy Registrar shall have the duty to support the Registrar and to represent him/her in the event of his/her absence.  He/She shall also perform every duty given to him/her by the Registrar.

14.8 The terms of office for the Registrar and the Deputy shall be three years.

15 The Continuing and Distance Education Coordination Office

15.1 This office is a part of the Kotebe College of Teacher Education System that serves the society rendering educational and training services through evening-extension, summer and distance program and shall also serve as one of its revenue generating schemes.

15.2 The Continuing and distance education programme shall include the planning initiation, coordination, the facilitation and the management of all instructional and short-term training and consultancy services rendered by the college beside the regular program.    It includes the evening extension program, the summer in-service program, the distance education program, short-term trainings, continuous professional development programs for school teachers and management, consultancy services and the likes.

15.3 The duties and responsibilities of the continuing and distance education coordination office shall be;

15.3.1 To plan, initiate, facilitate and manage the evening extension, the summer in-service, the distance, the short-term training, consultancy, the continuous professional development and the consultancy programs and services in the college.

15.3.2 To set timetables for instruction and examinations to the programs it is running.

15.3.3 To recruit and select personnel for the different activities to be performed and implement their contract agreements for part-time activities in consultation with concerned divisions and departments 

15.3.4 To plan, prepare and market short-term courses and consultancy activities in collaboration with the respective departments and ensure their implementation.

15.3.5 To assign students, tutors and mentors for practicum of the extension program, assign and conduct schools for the same and ensure the proper implementation of the practicum in consultation with concerned divisions and departments. 

15.3.6 To plan, prepare and coordinate the implementation of continuous professional development activities to school teachers and managers in collaboration with the appropriate departments and ensure their implementation.

15.3.7 To prepare the academic calendar of evening and summer programs for the approval of the Academic Commission in collaboration with the Registrar office.

15.3.8 To compile course catalogues for the extension, summer and distance courses in collaboration with the concerned divisions and departments, the Registrar office and the Academic and Research Vice Dean.

15.3.9 To ensure the preparation of courses and terms of reference to short-term trainings, continuous professional development activities and consultancy services by coordinating the appropriate departments.

15.3.10 To offer the necessary support and to collaborate with Registrar office or departments during student registration and application

15.3.11 To offer improved and efficient services to its service seekers. 

15.3.12  To prepare and submit quarterly, annual and other reports to the Academic and Research Vice Dean.

15.3.13  To perform other duties given to it by the Academic and Research Vice Dean.

15.4 The degree, diploma, and certificate programmes within the continuing and distance education framework shall be appropriate and of the same quality and standards as the regular programmes.

15.5 Courses in continuing and distance education framework shall be taught as much as possible by members of the departments in which such courses are being offered in the regular programme and by instructors who have the ranks and qualifications commensurate in the regular programme.

15.6 The continuing and distance education coordination office shall have a coordinator and two Deputy Coordinators, one for the evening extension, the summer in-service and distance education programs and the other for coordinating short-term trainings and consultancy services, as well as the continuous professional development for school teachers and educational managers.

15.7 The Academic Commission from two nominees recommended by the Dean shall appoint the coordinator of continuing and distance education office.

15.8 The coordinator of continuing and distance education office shall have at least a Second degree and the rank of lectureship.

15.9 The Coordinator of the continuing and distance education office shall be accountable to the Academic and Research Vice Dean and shall have the following powers and duties. 

15.9.1 To ensure that all the duties and responsibilities of the office are properly implemented.

15.9.2 To prepare and submit the plan of activities of the office to the Academic and Research Vice Dean and implement the same upon approval.

15.9.3 To manage the human and material resources of the office efficiently and economically.

15.9.4 To ensure that every facility, materials, and other resources that the college could provide are made available for the work and that they are properly put into use.

15.9.5 To continuously review the works of the office come up with new ideas and improvements, and implement the same upon approval.

15.9.6 To prepare procedure manuals and directives that can facilitate the works of the office and implement them after approval.

15.9.7 To ensure that the office offers improved services to all its service seekers.

15.9.8 To prepare and submit quarterly, annually and other reports to the Academic and Research Vice Dean.

15.9.9 To analyze the cost-effectiveness for the programs run under his office, propose recommendations for improvement, and implement the same upon approval.

15.9.10  To follow up that payments for its services have been properly collected.

15.9.11  To delegate his/her duties to one of his/her deputies in case of his/her absence.

15.9.12   To perform other duties given to him/her by the Academic and Research Vice Dean.

15.10 The Deputy Coordinators for continuing and distance education shall have  at  least a Second degree and the rank of lectureship.

15.11 The Deputy Coordinator for continuing and distance education shall be appointed by the Dean of the college and shall be accountable to the coordinator of the office. 

15.12 The Deputy Coordinator for evening, summer, and distance education programs shall have the duty to assist the coordinator in all activities related to the evening extension, the summer in-service and the distance education programs.  He/She shall also perform all other activities that are given to him/her by the coordinator of the office.

15.13      The Deputy Coordinator for short term trainings, consultancy and continuous professional development programs shall have the duties related to the work of short-term trainings, consultancy and continuous professional development programs.  He/She shall also perform all other activities that are given to him/her by the coordinator of the office.

15.14 The term of office for the Deputy Coordinators is also three years.

16 The Practicum and Programming Office

16.1. The Practicum and programming office shall have the following duties and responsibilities.

16.1.1. To control and ensure that the course offerings of the different departments of the college are set according to the catalogue.

16.1.2. To set semester academic schedules for the regular program and to ensure their proper implementation.

16.1.3. To set examination schedules for the regular program and to ensure their proper implementation.

16.1.4. To coordinate, facilitate and manage the practicum of the regular program.

16.1.5. To assign students for the practicum and instructors for tutoring them in consultation with the departments, and also to ensure the proper running of the practicum.

16.1.6. To make the necessary arrangements with the respective partner schools for the successful accomplishment of the practicum.

16.1.7. To strengthen the partnership relations of the college and partner schools in order to enhance the proper running of the practicum,

16.1.8. To assess the regular performances of the practicum and coordinate the participation of stakeholders to resolve the problems.

16.1.9. To review the performances of the office to suggest improvements and to implement the same upon approval.

16.1.10. To prepare and submit the plans of the office to the Academic and Research Vice Dean.

16.1.11. To prepare and submit quarterly, annual and other reports as well as pertinent information on the performances of the office.

16.1.12. To perform other duties that may be given to the office by the Academic and Research Vice Dean.

16.2. The practicum and program office shall have a coordinator and a deputy   coordinator. 

16.3. The Academic Commission shall appoint the coordinator of the practicum and  program office from two nominees recommended by the Dean. 

16.4. The coordinator of the practicum and program office shall at least have a Second degree and a rank of lectureship.

16.5. The coordinator of the practicum and program office shall be accountable to the Academic and Research Vice Dean and shall   have the following powers and duties.

16.5.1. To ensure the implementation of all the duties and responsibilities of the practicum and program office.

16.5.2. To prepare and submit the plan of the office and to ensure the effective, efficient and economic implementation of the same upon approval.

16.5.3. To manage properly the human and material resources of the office.

16.5.4. To review the implementation of activities of the office, to suggest improvements and to put in to practice the same upon approval.

16.5.5. To prepare procedure manuals and directives that can facilitate the works of the office and implement them upon approval.

16.5.6. To facilitate and ensure the preparation and proper implementation of practicum guidelines and teaching materials or handbooks for practicum.

16.5.7. To prepare and submit quarterly, annual and other reports to the Academic and Research Vice Dean.

16.5.8. To improve its services for all its service seekers.

16.5.9. To perform other duties that may be given to him/her by the Academic and Research Vice Dean.

16.6. The term of office of the coordinator of practicum and program office shall be three years. 

16.7. The Deputy Coordinator of the practicum and program office shall have at least a Second degree and the rank of lectureship.

16.8. The Deputy Coordinator of the practicum and program office shall be appointed by the Dean from among the academic staff and shall be accountable to the coordinator of the practicum and program office.

16.9. The Deputy Coordinator of the practicum and program office shall have the duty to assist the coordinator of the office to represent him/her in the event of his her absence and to perform all the activities that may be given to him/her by the coordinator of the office.

16.10. The term of office for the Deputy Coordinator is also three years.

17. The Research and Development Coordination Office  

17.1. The research and Development coordination office shall have the following duties and responsibilities:

17.1.1. To identify research priorities within the college and to engage Academic Staff Members in research activities.

17.1.2. To encourage and advise Academic Staff Members to engage in research activities.

17.1.3. To collect and evaluate research proposals and research progress reports that are to be submitted to the college.

17.1.4. To prepare project proposals and to identify and obtain sponsorship for researches and conferences to be conducted at the college.

17.1.5. To edit and publish newsletters, bulletins, journals or proceedings of conference or seminar papers conducted in the college.

17.1.6. To coordinate and run academic seminars, workshops, conferences or symposiums at the college.

17.1.7. To carry out trainings to develop research capacity among Academic Staff Members.

17.1.8. To ensure the proper implementation of the Research Guidelines.

17.1.9. To ensure that researches and research publications conducted by Academic Staff Members have the required standards and quality.

17.1.10. To distribute the research outputs and publications to all the concerned bodies and individuals. 

17.1.11. To prepare directives and procedure manuals that would enhance research activities in the college and implement the same upon approval.

17.1.12. To plan activities and to prepare and submit quarterly, annual and other reports to the Academic and Research Vice Dean.

17.1.13. To perform other related activities that may be given to it by the Academic and Research Vice Dean.

17.2. The Research and Development Coordination Office shall be headed by a coordinator, appointed by the Academic Commission from two nominees recommended by the Dean of the college.

17.3. The coordinator of Research and Development coordination Office shall have at least a Second degree and the rank of lectureship. 

17.4. The coordinator of Research and Development coordination office shall be accountable to the Academic and Research Vice Dean and shall have the following powers and duties;

17.4.1. To ensure the proper implementation of the duties and responsibilities of the research and Development coordination office.

17.4.2. To prepare and submit the plan of the office and to implement the same upon approval.

17.4.3. To manage properly the human and material resources available at the office.

17.4.4. To prepare and submit quarterly, annual and other reports to the Academic and Research Vice Dean.

17.4.5. To review the implementation of activities in the office, to suggest improvements and to put the same into practice upon approval.

17.4.6. To perform other related duties that may be given to him/her by the Academic and Research Vice Dean. 

17.5. The term of office of the coordinator of research and development office shall be three years.

18. The Gender Coordination Office
18.1. The Gender Coordination Office shall have the following duties and responsibilities

18.1.1. To ensure that gender is mainstreamed in every plan and activity of the college.

18.1.2. To ensure that there are support systems in place for female students who are admitted by affirmative action.

18.1.3. To enhance the awareness of gender and development issues by all staff members and students.

18.1.4. To acquire resources to enhance gender activities in the college and implement the resources properly.

18.1.5. To plan and coordinate activities that promotes the empowerment of female students and female staff members in accordance with the policies of affirmative action.

18.1.6. To coordinate the effective running of relevant co-curricular activities in the college.

18.1.7. To offer female students at the college access to proper guidance and counseling services.

18.1.8. To make every effort to ensure that there is no any occurrence of sexual harassment in and around the college.

18.1.9. To perform all other related duties that may be given to it by the Dean of the college.

18.2. The Gender coordination office shall be headed by a coordinator who is an Academic Staff Member, appointed by the Academic Commission with at least the rank of a lecturer, from two female nominees recommended by the Dean.

18.3. The Gender Coordinator shall be accountable to the Dean of the college and shall have the following powers and duties.

18.3.1. To ensure the implementation of all the duties and responsibilities of the office.

18.3.2. To prepare and submit plans of activities and to implement the same upon approval.

18.3.3. To manage properly the human and material resources available at the office.

18.3.4. To review the implementation of activities of the office, to suggest improvements and to implement the same upon approval.

18.3.5. To prepare procedure manuals and directives that may enhance the proper performance of her office.

18.3.6. To coordinate co-curricular activities that are technically supported and run by academic departments the student council and the students

18.3.7. To prepare and submit quarterly, annual and other reports to the Dean.

18.3.8. To perform other duties that may be given to her by the Dean of the College.

18.4. The term of office of the coordinator shall be three years.

19. The Student Services Office

19.1. The student services office shall have the following duties and responsibilities:

19.1.1. To supervise the boarding, meal, health care, guidance and counseling services of students and to ensure that these services are properly offered to the student body.

19.1.2. To facilitate social and cultural services to the students

19.1.3. To oversee the organization of students and to make all necessary support available to them.

19.1.4. To ensure that the student disciplinary rules are in place and that they are properly implemented.

19.1.5. To ensure and support the well functioning of the student council.

19.1.6. to coordinate co-curricular activities that are technically run by academic departments, the student council and students.

19.1.7. To perform other activities given to it by the Administrative and Development Vice Dean.

19.2. The student services office shall have a coordinator, referred to as the Dean of students 

19.3. The Academic Commission shall appoint the Dean of student who is in the rank of a lecturer from two nominees by the Dean. 

19.4. The Dean of students shall be accountable to the Administrative and Development Vice Dean and shall have the following powers and duties:

19.4.1. To ensure the proper implementation of the duties and responsibilities of the student services office.

19.4.2. To prepare and submit plans of activities of the office and to implement the same upon approval.

19.4.3. To manage properly the human and material resources available at the office.

19.4.4. To prepare and submit procedure manuals and directives to enhance and improve activities of his/her office and implement them upon approval.

19.4.5. To review the implementation of activities in the office, to suggest improvements and to implement the same upon approval.

19.4.6. To prepare and submit quarterly, annual and other reports to the Administrative and Development Vice Dean.

19.4.7. To chair and head the student discipline committee, and ensure the implementation of disciplinary decisions after the approval of the academic commission.

19.4.8. To coordinate co-curricular activities in collaboration with academic departments, the student council and students.

19.4.9. To perform other activities that may be given to it by the Administrative and Development Vice Dean. 

19.5. The term of office of the Dean of students shall be three years.

20. The Guidance and Counseling Officer 
20.1. The guidance and counseling officer shall be an Academic Staff Member with an academic qualification of at least Second degree and the rank of lectureship.

20.2. The Academic Commission shall appoint the guidance and counseling officer  from two nominees recommended by the Dean 

20.3. The guidance and counseling officer shall be accountable to the Dean of students and shall have the following powers and duties:

20.3.1. To assist students to adjust to conditions in the college and to perform well and successfully in their studies.

20.3.2. To develop positive attitude in students to the profession they are going to join after graduation.

20.3.3. To offer general orientation to freshmen students regarding college life (so that they can cope up), study, note taking, exam taking, etc, skills.

20.3.4. To offer guidance and counseling support to individual or group of students with psychological, social and pedagogical problems.

20.3.5. To offer orientation and empowerment activities to students who require affirmative action in collaboration with gender coordinating office.

20.3.6. To conduct seminars, workshops, short-term trainings, etc. for staff and to prepare materials to educate students.

20.3.7. To conduct survey studies to identify student problems, and to suggest ways of overcoming them.

20.3.8. To participate in different committees that address student affairs (like student discipline committee, Anti HIV committee, etc).

20.3.9. To plan activities and submit it to the Academic and Research Vice Dean.

20.3.10. To review activities conducted at his/her office, suggest improvements and implement the same upon approval.

20.3.11. To manage the human and material resources available at his/her office.

20.3.12. To prepare and submit quarterly, annual and other reports to the    Academic and Research Vice.

20.3.13. To perform other activities that may be given to him/her by the Academic and Research Vice Dean.

20.4. The term of office of the guidance and counseling officer shall be three years.

21. Quality Assurance and External Relations Office

21.1. The Quality Assurance and External Relations office shall be headed by an officer, who is an Academic Staff Member at least having the rank of lectureship appointed by the Academic Commission from two nominees recommended by the Dean.

21.2. The duties and responsibilities of the quality assurance and external relations officer shall be

21.2.1. to ensure that quality standards of all academic and related matters are in place and that  activities performed in the college meet these standards.

21.2.2. to develop performance indicators and appropriate means and instruments of ensuring that quality standards are maintained.

21.2.3. to create awareness and skills among staff members to be competent enough to perform all activities to the quality standards set by the college.

21.2.4. to ensure that regular assessments are made to improve quality and standards in all services rendered by the college, and particularly by the academic wing.

21.2.5. to create a positive image of the college for stakeholders and customers.

21.2.6. to publish and distribute publicity materials, such as brochures magazines, newsletters, etc. and work towards promoting publicity through the various forms of the mass media

21.2.7. to serve as the spokes person of the college.

21.2.8. to perform other related activities that may be given to him/her by the Dean. 

22. Standing and ad-hoc Committees

22.1. A standing Committee is a permanent committee that is set up to facilitate the smooth running of the college's programs.

22.2. The following committees shall have the status of standing committees:

22.2.1. The continuing and distance education committee (accountable to the coordinator of the continuing education office).

22.2.2. The academic staff recruitment, promotion and scholarship committee (accountable to the Academic and Research Vice Dean)

22.2.3. The academic staff discipline committee (accountable to the Dean)

22.2.4. The student discipline committee (accountable to the Administrative and  Development Vice Dean)

22.2.5. The research and development committee (accountable to the coordinator of research and development office)

22.2.6. The management committee (accountable to the Dean)

22.2.7. The Gender Committee (accountable to the coordinator of gender office)

22.2.8. The Anti-HIV committee (accountable to the Coordinator of gender office)

22.2.9. The procurement committee (accountable to the Administrative and  Development Vice Dean)

22.2.10. The Procurement quality assurance committee the Administrative and  Development Vice Dean)

22.2.11. The curriculum committee (accountable to the Academic and Research Vice Dean)

22.2.12. The property clearance (disposal) committee (accountable to the Administrative and Development Vice Dean)

22.2.13. The business unit committee (accountable to the Administrative and Development Vice Dean)

22.2.14. The readmission committee (accountable to the Registrar)

22.2.15. The students recruitment and selection committee (accountable to the Registrar)

22.2.16. The social committee (accountable to the Administrative and Development Vice Dean)

22.2.17. Others may be organized as per the requirement of the college.

22.3. The Dean or the Academic Commission may form ad-hoc committees as deemed necessary.

22.4. The duties and responsibilities of the committees may be decided by directives to be issued by the college.

22.5. The committees are run by members of the academic staff and the academic support staff members (in some cases including non-Academic Staff Members) and all members shall have the obligation to accept and perform effectively when assigned into these committees.

23. The Library, Documentation and Computer Center

23.1. The College Library, documentation and the computer Center of the college is organized in order to systematically plan and develop the gathering, availing and offering access to information in electronic and hard copies to both students and Academic Staff Members.

23.2. The Library, documentation and computer center is one organ, headed by the Service Head.  Hence its organizational structure, the duties and responsibilities of its members, their administration and all other provisions are subject to the civil service rules and regulations. 

SECTION TWO

STAFF AFFAIRS

1 Rights and Responsibilities of Staff Members

The status of the different staff members, their rights and obligations are as stated in article 13 of this legislation.

2 Selection and Recruitment of New Staff Members

2.1 Each department has the duty to design its human resource plan and to regularly identify its manpower requirement and to submit its requisition filling in the requisition form to the Academic and Research Vice Dean.

2.2 The Academic and Research Vice Dean plans the selection and recruitment of new academic staff numbers, gets the approval of the Dean and in collaboration with Administrative and Development Vice Dean announces officially for candidates to apply.

2.3 The Academic and Research Vice Dean forwards the applications along their credentials, first to their respective department for initial screening and then to the Recruitment, Promotion and Scholarship Committee to undertake the recruitment, on competitive basis.  Procedures the committee has to follow are stated in a separate directive. (see annex for details).

2.4 Should there be exceptional candidates who are believed to have extraordinary merit to contribute towards promoting academic excellence to the college, selection based on his/her application can be carried out without competition.  However, such recruitment shall be supported by the respective department and the Dean and be approved by the academic commission.

2.5 The content of the notice to call candidates and the procedures to follow for selection and recruitment shall follow the directive issued by the A.A. Civil Service commission for other Civil Servants.

2.6 Not withstanding sub-article 2.4 above, recruitment is carried out by the Recruitment, Promotion and Scholarship Committee and shall get the approval of the Dean.

2.7 The Recruitment, Promotion and Scholarship Committee is chaired by the Academic and Research Vice Dean and includes the Heads of the department/division with vacancy, the Research and Development Coordinating Officer, the Continuing and distance education head, and three Academic Staff Members assigned by the Dean of the college.

2.8 Duties and responsibilities of the Recruitment, Promotion and  Scholarship Committee are:

2.8.1 to prepare criteria for recruitment consistent to the directives and this legislation; ( the respective departments may use additional criteria to minimize the number of candidates to a manageable size where too many applicants compete for a position).

2.8.2 to select the more competent candidates for the vacancies.

2.8.3 to submit its proposal to the Dean of the college for approval.

2.9 The Criteria for selection and recruitment of new staff members shall consider.

2.9.1 The required qualifications, skills, trainings and experiences;

2.9.2 Academic excellence (CGPA of 2.5 and above for first degree)

2.9.3 The candidate’s previous performance records.

2.9.4 The candidate’s previous research interest and capacity.

2.9.5 The candidate’s previous professional and ethical commitment.

2.9.6 Priority to female candidates where they satisfy the minimum criteria.

2.9.7 The highest results of a written exam and/ or an interview.

2.9.8 Information of references.  The academic vice Dean may acquire information from other references where this is deemed necessary and forward it to the committee.

2.10   The recruitment, promotion and scholarship committee passes decisions by a simple   majority vote.  Where a member of the committee feels so, he/she may indicate his/her difference in the minute for the Dean to consider during approval.

2.11 The result is announced in a way that suits the college.

2.12 Once recruitment is over, the employment procedure hereafter will follow the same process as that of the other civil servants in accordance with the regulations of the Civil Service Commission.

2.13 New staff members with experience may be recruited using transference procedure, from other government institutions in which case an open notice will be made to invite candidates.  Selection will be carried out on competitive basis using the same procedures as new employment.  When recruitment is complete agreement from the former employer must be obtained. 

2.14 Where a vacancy at the college may not require a full time Academic Staff Member as a result of having a small teaching load or where the vacancy is a temporary one, the College may recruit a part time instructor.  However, the recruitment takes Place at department level and follows the same procedure as a full-time employment.

2.15 Where the college needs a specialist in a certain area, and has failed to get one using the processes in the preceding sub-articles, it may contract an employee of another institution on the basis of a joint employment system.  However,  in this case, there needs to be mutual agreement between the two concerned institutions.

2.16 In cases where the college fails to get competent candidates announcing through the mass media twice, it may recruit competent expatriates on a temporary basis, or retired citizens.

2.17 Newly employed Academic Staff Members who join the college have to be assigned an appropriate academic rank and its corresponding starting salary.  However, new Academic Staff Members shall carry over their previous salary to fit in the college salary scale assigned for the rank in case of transfer from another institution, in which case a transferred staff member by no means gets his/her previous salary reduced.

2.18 Selection and recruitment of academic support staff members shall follow the same procedures as Academic Staff Members. 

2.19 Employment of all academic staff and academic support staff members shall be a two-year contract, the first year of which (only during initial employment) shall be a probation period for the employee. During this probation period, the employment shall be terminated provided his/her performance evaluation proves to be unsatisfactory.  

3 Assignment of Academic Ranks 

3.1 The following hierarchy of academic ranks shall serve for the Academic Staff Members of the College in an ascending order:

3.1.1 Graduate assistant I

3.1.2 Graduate assistant II

3.1.3 Assistant Lecturer

3.1.4 Lecturer

3.1.5 Assistant professor

3.1.6 Associate professor

3.1.7 Professor

3.2 Academic support staff members shall also be assigned to the following hierarchy of ranks:

3.2.1 Technical assistant I, or Laboratory assistant I

3.2.2 Technical assistant II, or Laboratory assistant II

3.2.3 Technical assistant III, or Laboratory assistant III

3.3 Assignment to the rank of graduate assistant I is made to a candidate who

3.3.1 has a Bachelor’s degree with at least a CGPA of 2.5, and a major GPA of  2.75; and

3.3.2 Successfully passes the selection and recruitment procedure of the college; and 

3.3.3 Demonstrates proper professional and ethical values, interest and inclination in teaching and research work.

3.3.4 Is active and mentally fit for the teaching profession. 

3.4 Assignment to the rank of Lecturer is made to a candidate who

3.4.1 has a Master’s degree or the equivalent qualification; and

3.4.2 successfully passes an examination and/or an interview given by the selection and recruitment procedure of the college; and

3.4.3 demonstrates proper professional and ethical values, interest, inclination and competence in teaching and research work.

3.4.4 Is active and mentally fit for the teaching profession.

3.5 Assignment to the rank of an Assistant professor is made to a candidate who;

3.5.1 joins the College as an instructor with the qualification of PH.D. or its equivalent; and

3.5.2 successfully passes the selection and recruitment procedures of the college; and 

3.5.3 demonstrates the proper professional and ethical values, interest, inclination, commitment and competence in teaching and research works; and

3.5.4 is active and mentally fit for the teaching profession.

3.6 Assignment to the rank of a technical assistant I or Laboratory Assistant I is made to a candidate who 

3.6.1 has a diploma from a college with a CGPA of 3:00 or above and good recommendations; and 

3.6.2 successfully passes the selection and recruitment procedures of the college; and

3.6.3 has the appropriate professional ethics

3.6.4 is active and mentally fit for the profession.

4 Promotion of Academic Staff and Academic Support Staff Members
4.1 the Criteria for promotion of Academic Staff Members of the college shall be based on the following considerations:

4.1.1 Academic qualifications;

4.1.2 Years of effective teaching and research services (definition and classification about the term effective is given in the annex) 

4.1.3 Good performance evaluation results;

4.1.4 Publications;

4.1.5 Effective participation in the college and community affairs; and

4.1.6 Satisfaction of proper professional and ethical values.

4.2 A person assigned to a rank shall be legible for promotion in accordance to this legislation, definition and rating given in annex 1

4.3 Promotion to the rank of Graduate Assistant II is given to a candidate who:

4.3.1 has a Bachelor’s degree or its equivalent with one year of effective service as an Assistant Graduate I

4.3.2 has at least an average of 3.00 out of 5.00 in the last two consecutive performance evaluations

4.3.3 has demonstrated high professional and ethical values,  as well as interest, inclination and competence in teaching and research during his/her probation service of one year. 

4.4 Promotion to the rank of an Assistant Lecturer is given to a candidate who:

4.4.1 has effectively served as a Graduate Assistant II for one year, and 

4.4.2 has at least an average of 3.00 out of 5.00 in two consecutive performance evaluations; and

4.4.3 has at least 30% in the service of the college and the community.

4.4.4 has demonstrated high standards of professional and ethical values.

4.5 Promotion to the rank of Lectureship is given to a candidate who:

4.5.1 has a Bachelor’s degree and has at least two years of effective teaching experience as an Assistant Lecturer, and

4.5.2 has at least one article published, in a reputable journal; or has produced a teaching material in his/her area of study/specialization since becoming an assistant Lecturer, which has passed successfully an internal and external assessment procedure; or has shown a clearly identifiable evidence of academic progress in the form of, for instance, carefully worked out course plans, handouts and other forms of teaching material in his/her area of study/specialization that are rigorously and positively evaluated by the department and has a clear evidence that he/she has been making efforts to keep up with new publications and research development in his/her field of study since he/she has assumed the rank of Assistant Lectureship; and

4.5.3 has at least an average of 3.00 out of 5.00 in four consecutive performance evaluations as an Assistant Lecturer.

4.5.4 has at least 40% in the effective services of the college and the community

4.5.5 has demonstrated high professional and ethical values, interest, inclination and competence in teaching and research OR  

4.5.6 has been teaching in the college as an Assistant Lecturer, and 

4.5.7 has acquired his/her master’s degree or its equivalent; and has at least an average of 3.00 out of 5.00 in four consecutive evaluations; and

4.5.8 has demonstrated high professional and ethical values, interest, inclination and competence in teaching and research.

4.6 Promotion to the rank of Assistant professorship is given to a candidate who.

4.6.1 has the academic qualification  of a Master’s degree or its equivalent; and 

4.6.2 has a minimum of three years of effective teaching service as a lecturer in at least two of these years with an average of 3.5 out of 5.00 in consecutive performance evaluations; and

4.6.3 has at least one publication in a reputable journal or has produced at least one teaching material in his/her area of study or has one published text book or one reference book that are relevant to a course in the college which are evaluated positively by internal and external assessors  , or has carried out two recognized and realized projects of high, academic standards such as in music and fine arts, which demonstrate professional and creative talents and which are positively evaluated by both internal and external assessors who are specialists or by professionals who have produced textbooks in the area; and 

4.6.4 has at least 60% in effective services of the college and the community; and

4.6.5 Has demonstrated high professional and ethical values, interest, inclination and competence to teaching and research; OR 

4.6.6 has the qualification of a Bachelor’s degree or its equivalent; and

4.6.7 has at least four years of effective teaching service as a lecturer, with a minimum of an average of 3.5 out of 5 in four consecutive performance evaluations; and 

4.6.8 has published two articles in a reputable journal, or one teaching material in his/her area of study/specialization subject to internal and external assessment, and one publication in a reputable journal, or two or more teaching materials in his/her area of specialization that are subject to internal and external assessment; and

4.6.9 has at least 60% in the effective services of the college and the community; and

4.6.10 has demonstrated high professional and ethical values, interest, inclination, commitment, and competence in teaching and research; OR

4.6.11 has been teaching in the college and has acquired a PhD or an equivalent qualification; 
4.7 Promotion to the rank of an Associate Professor is given to a candidate who:

4.7.1 has the qualification of a PhD or a Master’s degree or a Bachelor’s degree or their equivalent; and

4.7.2 has a minimum of three years effective teaching experience at the rank of an Assistant professor; and 

4.7.3 has since becoming an assistant professor at least two publications in reputable journals or one publication in a reputable journal and one teaching material in his/her area of study/specialization subject to internal and external assessment, or has one published article in a reputable journal and one reference book relevant to a course at the college; or has one published article in a reputable journal and one text book relevant to a course in the college or has carried out two recognized and realized projects in some fields such as music and fine arts which demonstrate professional and creative talent and which are evaluated positively by both an internal and external assessors who are specialists in the area;

4.7.4 has at least 60% in the effective services of the college and the community; but with at least 15% of this in professional activities; and

4.7.5 has at least an average of 3.5 out of 5.00 in four consecutive performance evaluations; and 

4.7.6 Has demonstrated very high professional and ethical values, interest, inclination, high commitment and competence in teaching as well as in research.  

4.8 Promotion to the rank of professorship is given to a candidate who;

4.8.1 has a PhD, or Master’s degree, or their equivalents; and 

4.8.2 has at least four years of effective teaching experience as an associate professor; and

4.8.3 has a minimum of four publications of indisputable professional merit in reputable journals, or has published two books of indisputable professional merit based on original research in the field of his/her specialization; or  has published two articles in reputable journals and one text book of indisputable professional merit based on original research in his/her field of specialization; and

4.8.4 has at least 65% in the effective services of the college and the community, but with at least 15% of this in professional activities; and  

4.8.5 has at least an average of 3.5 out of 5.0 in four consecutive performance evaluations; and

4.8.6 has demonstrated very high professional and ethical standards, interest, inclination, very high commitment and competence both in teaching and research.  

4.9 Extraordinary cases

Should there be very exceptional candidates for any of the above academic ranks and promotion, he/she may be considered through extraordinary recommendations of the departments/divisions or any other concerned body.  A detailed description of the special merits of a candidate and the reasons for the extraordinary decisions made should be prepared.  These should be justified and approved by the board of the College.

4.10 Promotion to technical Assistant II or Laboratory Assistant II is given to a candidate  who:

4.10.1 has rendered effective service for at least two years as a Technical Assistant I or Laboratory Assistant I at the College; and

4.10.2 has a minimum of an average of 3.00 out of 5.00 in four consecutive performance evaluations; and 

4.10.3 demonstrates professional and ethical standards in his/her job.

4.11 Promotion to Technical Assistant  III or laboratory Assistant III is given to a candidate who 

4.11.1  has an effective service for at least two years as technical Assistant II or Laboratory Assistant II at the college; and

4.11.2  has a minimum of an average of 3.00 out of 5.00 in four consecutive performance evaluations, and 

4.11.3  Demonstrates professional and ethical standards in his/her job. 

4.12     Promotion to an academic rank of Graduate assistant for a candidate who has the rank of Technical Assistant and has a qualification of first degree is possible only when there is a vacancy in the academic staff members of the respective department, provided the candidate meets the minimum requirement of the position.

4.13     An Academic Staff Member employed at a graduate assistant level with a first degree is obliged to undergo a graduate study program or fulfill other requirement and improve his/her academic rank to a lectureship in 6 years after employment to retain the job.  The college has the right to terminate the employment of an Academic Staff Member if he/she does not promote to lectureship within 6 years. 

5 . Salary of Academic Staff Members

5.1    A general college salary scale providing for salary ranges is fixed in accordance with a formula applicable to all full time college academic staff and academic support staff members.  It is set by the relevant Federal and Regional Government body.

5.2   This salary scale takes into account the academic ranks and other factors including academic and related experiences and prior professional positions.  It will thus be used to establish a proper salary level for each academic staff and academic support staff member in the college.

5.3   It will be the policy of the college to provide salary increments based on government directives and its financial resources.

5.4   Salary increments within an academic rank shall be made based on the years of service and the results of performance evaluation.

5.5   The contemporary salary scale of the academic staff and academic support staff is attached in annex II.

5.6   The salary for the Academic Staff Members who are holding offices at the college will follow the same scale but with annualization or elevenization of basic salary and allowances.

6. Leave of Absence for Academic Staff and Academic Support Staff Members

6.1   Research leave 

6.1.2  Any Academic Staff Member who has served for a period of at least four years as full time instructor who has at least the rank of lectureship and who has not in that period of time enjoyed a research leave or other voluntary leaves of absence shall be granted research leave for one year.

6.1.2   An Academic Staff Member who requires the research leave has to present his program of research justifying its significance of  which needs to be related to his/her academic field  and is intended to improve his/her scholastic capacity.

6.1.3 The research leave is granted only if the Academic Commission of the College is convinced that the staff member will continue his/her association with the college on the basis of a contract he/she shall sign.

6.1.4 The application should be submitted to the Dean of the College one year ahead of the starting time of the leave.

6.1.5 Research leave shall be granted on condition that the application and all other necessary documents have been verified and approved.

6.1.6 The research grant shall be granted for one year with full pay and benefit including allowances.

6.1.7 Upon completion of his/her research leave, the Academic Staff Member must submit a full report and prepare himself/herself to conduct workshop and seminar for his/her colleagues.

6.1.8 The leave of absence shall be implemented when the department concerned is sufficiently staffed to allow each department so that it can assign a substitute for an instructor who has applied for a leave of absence.

6.2   Sabbatical leave 

6.2.1  A full time Academic Staff Member who has served in the college continuously for a period of not less than six years holding an academic rank of lectureship and above and who is expected to continue his/her association with the college at least for a given contractual period, is entitled to a sabbatical leave.


Details of the procedures as to how to apply sabbatical leave will be determined by separate guideline that will be developed after a thorough study.

6.2.2   Other leaves

Other leaves such as sick leaves, maternity leaves, leaves to mourn/ the death of an immediate family member, vacation for wedding, etc. shall be handled in accordance with the Civil Service Commission regulations, and shall apply to both Academic Staff Members and to Academic Support Staff Members 

7. Staff Discipline



Academic staff and academic support staff members of the College are expected to comply to the obligations of staff members and to reveal himself/herself as a role model regarding all ethical standards.  When such a staff member commits a breach of the regulations or behaves badly in regard to accepted ethical behaviors he/she shall face disciplinary measures.

7.1. The discipline Committee.

7.1.1. The College shall establish a disciplinary committee, whose duty shall be to investigate complaints on breaches of duty and discipline by an academic staff or an academic support staff member. 

7.1.2. Composition of the Discipline Committee

7.1.2.1.  one senior Academic Staff Member assigned by the Dean to be the chairperson of the committee.

7.1.2.2. Three full-time and senior academic staff members assigned by the Academic Commission from among its members. 

7.1.2.3. Two other full-time Academic Staff Members elected by the assembly of academic staff and academic support staff-members.

7.1.2.4. Chief of personnel.

7.1.2.5. The members of the committee shall select a   secretary from among themselves.

7.1.3. The members of the discipline committee shall be staff members who are reputable for   their performance, behavior, discipline and integrity and have served at the college at least for two years.

7.1.4. Powers and duties of the disciplinary committee.

7.1.4.1. The disciplinary committee shall establish facts and shall have, subject to the Ethiopian law, the power to apply the necessary procedures that will enable it to establish facts.
7.1.4.2.   Without limiting the generality of the foregoing the disciplinary committee shall, in particular, have to summon anyone whom it thinks can give testimony to establish facts; to order the production of any document that it thinks necessary for the proper discharge of its duties; and to recommend to the Dean the suspension from duty  a period of not more than 2 months with or without pay, of an academic staff or academic support staff member charged with breach of duty or discipline, where the committee is of the opinion that his/her remaining on duty will be detrimental to proper investigation or will affect very badly the moral of the rest of the staff or will destroy the image of the institution to the public. 
7.1.4.3.  A simple majority of the members shall constitute a quorum. 

7.1.4.4.  Decisions shall be passed in a simple majority vote.  However, Any member has the right to write down his/her remarks in the minute to show the reasons behind his/he difference against the decision passed. When votes for or against  a motion are equal, the chair person has a casting vote.

7.1.5. Removal of a committee member 

            When the chairperson or any other member of the committee is a plaintiff or is related to the accused in blood or by marriage he/she shall be replaced for that case.  But when the chair person or any other member of the committee is found abusing the confidentiality of the case or when he/she is supposed to have committed serious disciplinary offences , he/she will be removed from the committee. He/She shall then be charged for the offence. 

7.1.6. Initiation and process of disciplinary proceedings 

7.1.6.1. Disciplinary proceedings may be initiated by duty or discipline, submitted to the discipline committee by the authority complaining, mainly by the academic department/division or by the Academic and Research Vice Dean.

7.1.6.2. The discipline committee shall submit a copy of the complaint to the accused and take his/her plea. 

7.1.6.3. The accused staff member has the right to argue the case, be heard and request recession

7.1.6.4. The accused staff member has the right to be represented by anybody he/she chooses during the disciplinary proceedings.

7.1.6.5. Where the accused staff member prefers to consult with his/her plea , the disciplinary committee shall adjourn the case so as to give reasonable time to enable the accused to consult with his/her defense counsel 

7.1.6.6. The disciplinary processes issued by the directive of the A.A. Civil Service commission, articles 12, 16 shall apply to the disciplinary processes of all staff members at KCTE.
7.1.7. Disciplinary Measures

For the breach of discipline or duties the following measures may, depending on the seriousness of the breach, be imposed on an academic staff or support staff member.

7.1.7.1. Warning

7.1.7.2.  Reprimand

7.1.7.3.  Fine, not more than two months’ salary

7.1.7.4.  Postponement of the next academic rank and/or any other salary increment, which the Academic Staff Member would have been entitled for a period not exceeding 4 years.

7.1.7.5.  Removal from any responsibility of academic position.

7.1.7.6.  Dismissal from the College and any administration position  


7.1.8. Any of the measures specified in the article 7 may be applied simultaneously with another penalty or other penalties so specific where it is believed the combination of more than one of these penalties would better facilitate the reformation of an Academic Staff Member.

7.1.9. The penalty enumerated  under (I) and (II) in article 7.1.7, for “light” disciplinary offenses committed may be imposed by the department/ division head or the Dean/vice Dean of the College without following the formal procedures provided in these regulations, and these shall be executed only after the approval of recommendations by the Dean.  The penalties enumerated under (VI) may not be imposed on a subject except found guilty by the discipline committee and their recommendation supported by the Dean and approved by the  Board. 

7.1.10. The Dean of the College has the duty to take the proposal of the discipline committee and accept, amend or reject it and give his/her final approval except for a case which may involve a serious offence that requires the imposition of the penalties enumerated under (VI), which shall be given approval from the Board.

7.1.11. The following offences are considered as  Serious breaches of duty or discipline:

7.1.11.1. disturbing the teaching learning process

7.1.11.2. repeated and willful refusal to perform assigned teaching, research work, committee work, etc. provided that the Academic Staff Member is assigned reasonable burdens.

7.1.11.3. misconduct clearly reflecting immorality or dishonesty; 

7.1.11.4. neglect of duties;

7.1.11.5. habitual drunkenness;

7.1.11.6. altering grades to favor or harm students; 

7.1.11.7. clear violation of professional ethics and principles governing the teaching profession;

7.1.11.8. any type of physical assault;

7.1.11.9. sexual assault;

7.1.11.10. Profanity or insulting students, staff members, administrative officials.

7.1.11.11. Repeated denial to discharge the obligations or responsibilities of an academic staff or an academic support staff member stated in this legislation.

7.1.12. Illness

     If an Academic Staff Member is prevented by illness (physical or mental) from work and proven by testimony of persons competent to justify such matters, the Dean of the college has the power to recommend to the administrative Board of the KCTE for termination of his/her teaching and research work according to the code of A.A Civil Service commission.

7.1.13. Final Decision

7.1.13.1. The final decision on the penalty to be imposed on an academic staff or an academic support staff member found guilty by the disciplinary committee lies fully with the Dean or the Board as per article 7.1.10 of this legislation, and the Dean shall inform the concerned department and the academic commission about the final decision.

7.1.13.2. A staff member who is given penalty decision by the Dean may appeal to the Board if he/she disagrees with the decision.  The decision by the Board shall be final.

7.1.13.3. The Dean may or may not impose any penalty that the discipline committee recommends as appropriate for any academic staff or academic support staff member proven guilty.

.

8. Scholarship

8.1. Scholarship for academic staff or academic support staff members may include short term trainings, including visits, seminars, etc.  as well as long term trainings. Short-term trainings take only three months or less while long term trainings take more than three months and both may take place locally or abroad.  Details will be issued in a regulation to be issued based on this legislation.

8.2. Objectives of scholarships are:

8.2.1. to improve the competence of the staff member so that he/she can perform the job more effectively and efficiently.

8.2.2. to familiarize the candidate with new technologies and innovative ideas and practices in his/her field of study.

8.2.3. to empower candidate so as to enable him/her cope up with new assignments or responsibilities.

8.3.    Not withstanding the criteria given by the party that has granted the scholarship, any Academic Staff Member or academic support staff member is legible to a scholarship, provided he/she satisfies the following criteria:

8.3.1 is an Ethiopian national 

8.3.2 satisfies the announced criteria set for the particular  scholarship in question.

8.3.3 shall have a strong academic record and demonstrate genuine interest, aptitude for and adequate background and preparation in the chosen field.

8.3.4 justifies that he/she has not won another scholarship for   which he/she has applied and is still a prospective candidate.

8.3.5 has applied for the next higher degree above that which he/she has already learned.  Normally, no candidate will be approved for a second highest degree at an initial stage, i.e.  a candidate with a Bachelor degree will be approved for master’s degree, not for a Doctoral degree.  In the same manner no extension of studies for a second degree is normally approved for successful candidates who are already pursuing their studies until they come back and serve the college for at least 2 years.

8.3.6 has at least one more year before retirement for a short-term  training.

8.3.7 does not exceed 33 years (for male) or 35 years (for female) at the time of application if the scholarship is for an undergraduate programme; or does not exceed 45 years (for male) or 50 years (for female) at the time of application if the scholarship is for a second degree; or does not exceed 50 years (for male) or 52 years (for female) at the time of application if the scholarship is for a Ph.D.

8.3.8 shall have recommendations from his/her department academic council and the immediate supervisor.
8.4 Candidates awarded scholarship by the college (or sponsored by the college) are hereby obliged to serve the college twice as long as the time he/she took to complete the scholarship.

8.5 Scholarship granted by a local or foreign institution or the government shall be offered to an academic staff or to an academic support staff member on a competitive basis based on the areas of priority for the human resource development of the college.  This will be carried out by the recruitment, promotion and scholarship committee, formed in accordance with this legistlation.  Details about the procedures of selecting candidates and provisions about scholarship will be given in a separate regulation to be issued by the Academic Commission adhering to the provisions in this legislation. 

8.6 In order to invite adequate number of candidates, a scholarship opportunity shall be announced on the college notice board for three consecutive working days so that staff members can read it before selection is carried out. 

8.7 The notice shall notify the type of scholarship, the venue and time for application, the number of candidates and the qualification required, the area of study, the work experience required, the age, gender, etc.  of candidates and similar pertinent information.  Registration shall be carried out in two consecutive working days.  The notice for application of any scholarship may be posted for less than three days in cases that dictate it, in which case the reason for this shall explicitly be stated in the notice.

8.8 A scholarship obtained by a staff member who wants to be sponsored by the college can be acceptable provided it is in an area the college requires and it shall undergo the same procedures as the other scholarships for approval.

8.9 The salary of the staff member during a sponsored scholarship leave abroad shall be consistent to the provision for foreign scholarship for other civil service workers. However, when the scholarship is a local one, the candidate shall have half of the normal work load at the college and his / her salary is maintained. But such a candidate should produce his registration slip to the Academic and Research Vice Dean at the beginning of each semester.

8.10 A long term scholarship shall conform to the needs of the department in regard to the field of study.  The candidate’s department academic council and the head of department shall give recommendation ensuring this relevance and considering the human resource requirement and his/her replacement in the next semester.

8.11 The authority to be applied to for scholarship by academic staffs who are non-office bearers is the department head.  The department head should, submit all documents of the applicant along with recommendation and the minute of the academic council.  The authority to be applied to for scholarship by an Academic Staff Member who are department heads or heads of other offices is the Academic and Research Vice Dean, who takes it to the committee for nomination.  Approval is given by the academic commission.

SECTION THREE

STUDENT AFFAIRS

1. Student Discipline

1.1. The Objectives of Disciplinary Regulations

1.1.1.  to enable student teachers know their rights and responsibilities in  the college and increase their participation in academic, social and administrative activities.

1.1.2. to enable them build self-confidence, collective work and to line together.

1.1.3. to increase their problem solving capacity and concern to nation building

1.1.4. to correct misbehaving students by measures according to this regulation

1.2. Student Participation

In accordance with this legislation, students as well as other members of the College should participate extensively at all stages of the disciplinary process.  Responsibility to oversee the proper implementation of the discipline regulation is vested in the Dean and College Academic Commission. The Dean and College Academic Commission may delegate some of their authorities in regard to student discipline, to bodies composed of elected students’ council.

1.3. Student Rights

    The College Students shall have the following rights

1.3.1. No discrimination shall be made among students on the basis of nationality, sex, religion,    colour or handicapped ness.

1.3.2. To forward opinions, ask questions, debate and participate in a discussion on any educational process and other related activities.

1.3.3. To use libraries, laboratories and other facilities according to the regulations set by the College.

1.3.4. To meals, lodging and medication services provided by the College, provided that they have a residential status.

1.3.5. To participate in clubs organized on the basis of age, sex, educational and research related fields etc. under the umbrella of their organization.

1.3.6. To establish student council and to be represented in the Academic Commission of the College, to exercise freedom of speech, and press, publication and distribution of materials.

1.3.7. To participate in committees such as food, housing, discipline, recreation, health services, part-time jobs, etc.  through the co-ordination of the Head of Student Affairs.

1.3.8. To be treated equally in part-time job opportunities in side and outside the College 

1.3.9. To petition a case to all concerned authorities stage by stage and obtain decisions and demand reversal of unfair decisions.

1.3.10. To bring evidences and complaints against cases they are accused of or penalized for.

1.3.11. To be readmitted to the College on the basis of its regulations after quitting their education due to some problems such as giving birth to a child and serious accident.

1.3.12. To be evaluated on the basis of their academic performance and ability without any discrimination and obtain copy of their grades at   the end of the academic semester.

1.3.13. To apply for a re-evaluation of an exam paper on the basis of the regulations of the College.

1.3.14. To obtain an official document verifying the completion of the program of the College.

1.3.15. To acquire Administrative Support, Guidance and Counselling Service in cases of academic or personal problems.

1.3.16. To receive their guests in accordance to the rules of the College.

1.3.17. To evaluate their instructors and general college activity periodically.

1.4. Student Responsibilities/Obligations

Each Student of KCTE will bear the following responsibilities/obligations.

1.4.1. Knowing, respecting and implementing the rules and regulations of the College.

1.4.2. Fulfil all the necessary requirements based on the program set for every course through lectures, laboratories, workshops etc.

1.4.3. Complete all home works, field works, examinations, lab reports given by the teacher according to the schedule.

1.4.4. Be present in the College so as to register and fulfill the necessary requirements before normal classes start.

1.4.5. Taking the advice of academic advisors, administrators, faculty and staff of the College.

1.4.6. Carefully handle and utilize properly all educational materials and other properties of the College.

1.4.7. Respecting the rules and regulation of the college.

1.4.8. Keep himself/herself from all addictive substances and harmful traditional practices.

1.4.9. Respecting the rights of others.

1.4.10. It is illegal to share, lend or transfer to others   services given by the College for personal use.

1.4.11. Keep himself/herself and his/her dormitory clean and use materials efficiently and carefully.

1.4.12. Replace materials for which he/she has signed in case of loss or damage.

1.4.13. Report to the appropriate authority about facts within his/her knowledge which would appear to violate the code of conduct.

1.4.14. Participate in all types of activities when required for the betterment of the College.

1.4.15. Keep his/her I.D. card and show or return it to the authorities on request.

1.4.16. Not to keep materials which are supposed to be shared commonly for   himself/herself only.

1.4.17. Respecting the rules and regulations regarding dormitories, cafeteria,   library, and laboratory and class rooms.

1.4.18. Protect garden areas and contribute towards the beautification of    the campus.

1.4.19. Line up to get dinning and other services.

1.4.20. Returning all the property of the College and obtain official clearance before leaving the campus at the end of the academic year, at the time of withdrawal and graduation.

1.4.21. Report upon the request of concerned    authority.

1.4.22. A student is responsible for any abuse of his/her freedom of   speech and is subject to appropriate persecution or disciplinary action for the publication of any material which may infringe upon the provisions of national law or the code of conduct.

1.4.23. Every student is subject to the cost-sharing principle and is always liable to pay for the government the educational expense expected on him/her unless he/she is exempted by a written permission from a relevant authority.

1.5. Code of Conduct


The following are misbehaviours contrary to the expected code of conduct from all students and shall absolutely be avoided.

1.5.1. Misappropriation or destruction of materials and property of the College or the community.

1.5.2. Breach of any regulation issued by the authorities of the College

1.5.3. Continuous failure to attend regularly scheduled classes or other normal College programs.

1.5.4. The spread or dissemination through oral or written means a defamatory material concerning the College or other members of the community.

1.5.5. Disorderly conduct, assault, threatening or incitement there to.

1.5.6. Dishonest conduct such as theft, cheating or lying.

1.5.7. Cheating in exams, plagiarism and related offences.

1.5.8. Disrupting regularly scheduled and legal educational processes as an individual or a group.

1.5.9. Unauthorized initiation, organization or promotion of any student meeting or demonstration. The use of mass force to interfere with any normal or legitimate activity of the College or any group of members.

1.5.10. Failure to keep dormitories clean and orderly or transferring accommodation facilities to others or changing rooms without the knowledge of the concerned authorities.

1.5.11. Failure to use the books of the College properly such as removing some pages, writing on them, hiding them, etc.

1.5.12. Writing on tables, walls, chairs and lab equipment of the College

1.5.13. Possession or hiding of dangerous weapons such as knives, firearms etc.

1.5.14. Unauthorized visit of dormitories of opposite sex, attempting   rape or fighting.

1.5.15. Intoxication and the use of addiction prone substances within the compound of the College.

1.5.16. The violation of restricted time, using unauthorized entrances such as fences.

1.5.17. Preparation of food inside dormitories or repeated offences of not returning plates etc. in the cafeteria.

1.5.18. Allowing unauthorized person to use identification or meal cards to gain access to the facilities of the College.

1.5.19. Allowing unauthorized person to dormitories, sharing of beds etc. or disturbing the peace of the dorm, classrooms, and offices  areas.

1.5.20. Removing or altering information posted on bulletin boards.  

1.5.21. Condemned attempt and calculated offensive behaviour towards any other member of the college community. 

1.5.22. Disorderly conduct, threat and attempting to assault students, or other member of the community.

1.5.23. The College shall prepare a regulation governing disciplinary breaches, procedures to follow and measures to be taken.

1.6. Types of Disciplinary Measures at KCTE. 

1.6.1. Detailed regulations governing student discipline prepared on    the basis of the provisions in this legislation will be promulgated and communicated to the student body so that they adhere to it.

1.6.2. Students Disciplinary Committee will decide on measures   to be taken for the violations of items stated in student responsibilities and codes of conduct. Some of the measures are listed below.

1.6.2.1. Self-criticism for repeated minor offences. 

1.6.2.2. Oral and/or written warning.

1.6.2.3. Official report to general student meeting without mentioning the name of the students and the disciplinary measures considered for the violation.

1.6.2.4. Replace materials demolished or lost or pay the estimated cost.

1.6.2.5. Suspension for one academic year.

1.6.2.6. Dismissal from the College mainly for repeated and serious offences.

1.6.3. The head of Student Affairs in consultation with other members of the Disciplinary Committee shall take measures for violation of additional rules issued by the College.
1.7. Disciplinary Violations that Lead to Dismissal. 

1.7.1. Attempting to cause or causing injury on any person in the    campus using    dangerous weapons.

1.7.2. Being engaged in dishonest conduct such as theft or   collaborating  in the act of stealing;  

-   Library reading materials like magazines, books, newspapers, etc.

-   Laboratory and shop equipment

-   Dormitory and bathroom equipment like lamps, sanitary wares, etc.

-    Properties of students in/around dormitories and classrooms.

1.7.3. Involvement in sexual activities within the campus.

1.7.4. Unauthorized visit to dormitories of opposite sex and attempting rape

1.7.5. Calling unauthorized meetings, participating in the meeting, initiating conspiracy, initiating or participating in violence etc.

1.7.6. Sitting for exams of others or having others do ones own exam.

1.7.7. Using counterfeit signature as a legal document.

1.7.8. Passing or selling out medicines to others prescribed to ones own use.

1.7.9. Possession of addiction prone substances and/or   drugs with in the compound of the college. 

1.7.10.  Repeating any violation that leads to suspension for one year for which the subject has been penalized before.

1.8. Violations that Lead to Suspension for One Year

1.8.1. Getting drunk and causing disturbances in the campus

1.8.2. Making row or fighting in group

1.8.3. Misappropriation or destruction of materials and properties of the college or   the college community. A student that has been suspended for having caused any of these should be held responsible to replace the damaged property.

1.8.4. Creating havoc during exams, registration and graduation days.

1.8.5. Harassing or threatening instructors, administrative staff members and students, and particularly harassing female students or staff members in any way.

1.8.6. Possessing dangerous weapons in the college premises

1.8.7. Passing over ones own ID card or meal card to others who make use of them.

1.8.8. A student who has received written warnings twice and apprehended violating the college rules shall be suspended and be given the next higher level of punishment.

1.9. Violations Leading to Written Warning.

1.9.1. Hosting unauthorized guests in dormitories

1.9.2. Sneaking in and out of campus by jumping over fences.

1.9.3. Failing to respond to notified calls by concerned bodies.

1.9.4. Writing and/or drawing on walls, tables, etc.

1.9.5. Failing to keep dormitories clean and orderly, leaving beds unmade, littering classrooms and the campus.

1.9.6. Shouting around classrooms and dormitories, playing music too loud, and disturbing others.

1.9.7. Unauthorized taking of food from the cafeteria.  

1.9.8. Failing to line up for library, clinic cafeteria, etc services.

1.9.9. Changing dormitories or ones own bed without the knowledge of the concerned authorities.

1.9.10. Leaving dining table mess up

1.9.11. Carrying meals into dormitories without permission or cooking food in dormitories.

1.9.12. Using unauthorized electrical appliances (other than tape recorders and radios) in dormitories.  Such electronic equipments will be held by the college

1.9.13. Smoking in public areas or places of communal use like dormitories, cafeteria, laboratories, shops, classes, libraries etc.

1.9.14. Spoiling campus gardens.

1.9.15. Violating campus curfew.

N O T  E

Other offences that haven’t been included here shall be seen by both the discipline committee and concerned bodies of the college 

In general the would-be teacher’s life history during his/her stay shall be reported to the employer.

1.10. Students' Disciplinary Committee

1.10.1. Disciplinary Committee Members

1.10.1.1. Head of Student Service.........................................      Chairperson

1.10.1.2. The Guidance and Counseling Officer...................       Member and Secretary

1.10.1.3. A member of the Academic Commission………….     Member

1.10.1.4. A  Teachers' Representative……………………….      Member

1.10.1.5. An Administrative Staff Representative…………..       Member

1.10.1.6. Two Student Representatives and one of them a female …Members

The Committee shall be accountable to the Academic Commission and will   serve for two years.  If necessary, the members can be assigned for one more term.

1.10.2. Decision Making and Responsibility

1.10.2.1. Before decision is made one should be asked in front of the committee.

1.10.2.2. Decision can be made if more than 50% of the Committee members are available.

1.10.2.3. All decisions should be reported to the Academic Commission, decision related to final dismissal or suspension for one year from the college shall be approved by the Academic Commission; otherwise all other committee decisions are decision of the college, so long as they adhere to rules and the disciplinary regulations.

1.10.2.4. The Head of Student affairs shall follow up the effectiveness of   the Decisions of the disciplinary Committee.

1.10.2.5. It is the responsibility of every member of the College, whether a student or a staff member, to report to the appropriate authority any fact within his knowledge which would appear to show a serious violation of the code of conduct.

2. Students Organization

The College has the duty to encourage the formation of student organizations, and to charter them.  Student self-government and actual participation in democratic process is an essential part of education, especially for potential leaders of the community.

2.1. All full-time, regular students of the College have the right to join College-wide and other background associations and/or clubs that go in line with this legislation.

2.1.1. Limits of College Responsibility

The College takes no responsibility for the activities of any organizations, which are not chartered in accordance with the procedures described in this section.  Normally, a charter only approves specified on-campus activities.  However, a student organization may be permitted to carry on clearly defined educational activities off-campus, and the College will give support and assistance to chartered organizations which wish to pursue legitimate educational and extra curricular interests off-campus.

2.1.2. College's Limited Charter Power

As a privilege to those persons who desire, the College will continue to charter organizations of members of the College with purpose to carry on legal educational and extracurricular activities.  However, the College is not empowered to charter organizations whose membership will extend beyond College members, whose activities will be illegal, or whose activities will be simultaneously outside the scope of educational and extra-curricular activities, physically outside the College, and directed principally to persons not members of the College community.

2.1.3. Purpose of Chartered Student Organizations

In order to promote the enrichment of the College experience, the College will encourage the formation of student organizations for the following purposes: 

2.1.3.1. to promote communications among students and between students and other members of the College community; 

2.1.3.2. to ensure more effective consideration by all members of the College community of all problems concerned with the relationship between students and other members of the College; 

2.1.3.3. to promote study, discussion and expression on an academic level concerning intellectual, social and other problems; 

2.1.3.4. to supplement the academic curriculum by promoting activities such as lectures forums, debates, seminars, field trips and theatre, film and art exhibitions; and 

2.1.3.5. to promote other intellectual, social, economic and recreational activities among members of the College community with similar institutions and other community at larger.
2.1.3.6. to enable students to exercise leadership, team-work, and to learn to convert theory to practice.
2.1.4. Activities of Students Organizations

In order to achieve the purpose set out in the previous section, any duly chartered student organization may engage in activities as set forth below:

2.1.4.1. to govern themselves in accordance with its constitutions as agreed with the college to arrange gatherings outside of normal class hours by pre-arrangement with College authorities, for such purposes, including fund-raising to support legitimate programs of the Organization;

2.1.4.2. to present considered views or grievances to relevant authorities by peaceful means; and to express and discuss national, and grievances to relevant authorities by peaceful means; and

2.1.4.3. to express and discuss national, and international issues and concerns in rational ways consistent with the intellectual standards of a College, including in print in accordance with the regulations of this section or student affairs. 
2.1.5. Principal Student Government

Active involvement in self-government is an essential part of the educational process. Without prejudice to the existence of other student organizations for self-government it is therefore stipulated that there shall be a student government which shall be responsible to represent the interests of the College students of that location, chartered according to the provisions given.

2.1.6. Reasons for Charter Restrictions

Any organization must comply with the provisions of this Title in order to obtain and retain the College legislation.

2.1.6.1. To ensure protection of the rights of the members of the organization vis-à-vis the officers thereof;

2.1.6.2. Compliance with College regulations including the Code of Conduct; and

2.1.6.3. Ensuring that College facilities and financial resources, when rendered, shall be used in accordance with the purposes for which they are intended.

SECTION FOUR

ACADEMIC RULES AND REGULATIONS

1. Academic Calendar

1.1. The annual academic calendar of the College consists of two semesters   with 16 weeks and summer classes with 8 working weeks each.

1.2. The academic year shall range between the beginning of Meskerem (September) and the end of Sene (June).  However, the beginning and ending dates of the academic year may be  re- adjusted according to the internal programs of  the College in accordance to the decisions of the academic commission.

2. Duration of Study Programs

2.1. Regular Programme

2.1.1. A study for the Bachelor Degree takes three years.

2.1.2. A study for a Diploma  takes three years and

2.1.3. The Certificate program takes one year.

2.2. Evening Extension program

2.2.1 The degree program  takes three and half to four  years 

2.2.2 The diploma program also takes three and half to four years.

2.2.3 The certificate programme takes two years

2.3 Summer In-Service Program 

2.3.1 A study for the degree program (Advanced standing)  takes five summers

2.3.2 A study for the diploma program too takes five summers

 2.3.3. The certificate program takes three summers

3. Admission of Students

3.1 Undergraduate, Diploma and Certificate Students

3.1.1  The Ministry of Education assigns legible applicants for the regular degree program on the basis of the intake capacity  as well as the available facilities and the budgetary allocations.

3.1.2  The College in collaboration with relevant  organizations, particularly with the Bureau of Education  of Addis Ababa recruits candidates for the regular diploma and certificate programs in accordance with procedures and the guideline for recruitment.

3.1.3 Admission requirements for female students, for students with disabilities and for students coming from developing regions shall be considered differently. Measures to be taken as affirmative action for recruitment will be dealt with in accordance to the recruitment guideline.

3.1.4 All accepted applicants shall report to the college and register in a given time.

3.1.5 Admission to the Continuing Education Program shall, in consultation with divisions and departments, be processed by the Continuing and Distance education Coordinating Office and the Registrar office of the College.

3.1.6 Admission requirements for degree, Diploma and certificate students   into the evening -extension program shall, in accordance with the national standards, be set and published in the catalogue of the college.

3.2. Illegal Admission:

Securing admission by any other means to the College system after withdrawal, dropping out or dismissal is illegal; the discovery of which leads to immediate and automatic dismissal from the College.

3.3.
Enrollment and Registration for Undergraduate, Diploma and Certificate Students

3.3.1. A candidate shall be enrolled for his/her formal studies at the beginning of the academic year following admission.

3.3.2. Every student must register at the beginning of each semester within time limit set by Academic Commission in order to keep her/his file active.
4. Grading System

4.1. As the teacher education programs in the College shall follow the student-centred approach and active learning methods as a matter of policy, assessment shall be continuous. Details on the policy for assessment and on its procedures and implementation will be stated in the guideline for Continuous Assessment. The provisions between sub–articles 4.2 and 4.7 are subject to change and improvement following the forthcoming guideline for Continuous Assessment.

4.2. Academic performances of students are evaluated on the basis of the letter grading system A, B, C, D and F.



The letter grades are described as follows:
	Grade
	Description
	Grade Points

	A
	Excellent
	4

	B
	Good
	3

	C
	Satisfactory
	2

	D
	Below average
	1

	F
	Failing
	0


4.3. All non-credit courses will be evaluated and recorded with a letter grade “P” or “F” (Pass/Fail) and shall   not be used in computing the GPA or CGPA.

4.4. If necessary assignments are not completed or if a student did not have a full examination record (i.e. tests, examinations, term papers, etc., which values) but has 80% attendance of class and/or 90% of laboratory or practical work(for Degree program), an “I” grade will be given by the instructor.  The “I” grade shall be removed after having make-up examination; otherwise an “F” will result in that course. Details are given in the academic regulation.

4.5. If a student who has registered for a course does not have 80% and 90% attendance for the lecture and laboratory work respectively, he/she will be given a "No Grade" (NG) by the instructor.  This “NG” must be reported to the Registrar and shall be changed to an “F” if the student has not formally withdrawn or has not dropped the  course;

4.6. A student registered for the College programme may withdraw "W/D" for academic or non academic reasons. A student who finds it necessary to withdraw form the College must do so officially to maintain good standing and eligibility for allowed dismissal and for possible readmission. A student who withdraws for non-academic reasons can apply for a readmission.  A student may get all the privileges of the regular programme provided he/she withdraws within the first two months of the semester he/she had registered for.

4.7. Dropout  (D/O) is given if the student discontinues an academic programme during a semester without officially withdrawing.  If the student wishes to continue his study after dropping out, he/she should apply within three weeks of time producing a reasonable justification.

5. Academic Standing of Students

5.1. General

5.1.1. Academic achievement is determined on the basis of the Grade Point Average (GPA) and  Cumulative Grade Point Average (CGPA).

5.1.2. At the end of each semester, the college, pursuant to procedures fixed by its Academic Commission, will examine the case of each student who fails to achieve the required academic standard.

5.1.3. The Academic status of evening extension students attending a summer (Kermet) session shall be determined at the end of the first or the second semester.

5.1.4. One semester in the regular program is equivalent to two semesters in the Evening Extension Programme for GPA calculation.  The academic status of continuing education program (CEP) students is, therefore, determined four times during their stay.
5.1.5. Detailed procedures and rules governing academic warning, probation, dismissal, withdrawal, readmission, repeating of courses, choice of programs of study, academic departments or streams will be promulgated in the College catalogue which constitutes the academic regulations. The catalogue will be revised every 6 years.

6. Recommended Class Size

6.1. In order to help maintain and raise the academic standards of the College, a class of instruction should in principle be kept within certain limits with regard to maximum size.  If for financial, organizational or educational reasons it is either found impossible, or deemed inadvisable, to observe the limits with regard to student / teacher ratios, certain ways and means should be adopted to justify and compensate both students and teachers.

6.2. The recommended maximum class size in student-centred approach and active learning method could be as high as 40 students with the exception of courses requiring special classes, where this figure may increase or decrease to some extent.

6.3. The recommended size for laboratory and tutorial classes is between 20 and 40 students per class.

6.4. The recommended size for field work can be as high as 40 students per class.

7. Staff-Student Ratio

The minimum academic staff-student ratio will be determined after further study

8. Graduation Requirements

8.1. In order to graduate a student in diploma or degree  must:

8.1.1. take the minimum credit hours set by the College 

8.1.2. remove all “F” grades;

8.1.3. obtain a minimum GPA of 2.00 in each of the major stream courses and a minimum CGPA of 2.00;

8.1.4. obtain at least a minimum of “C” grade in practicum and in subject area methods.

8.2. In order to graduate a student in the certificate programme must:

8.2.1 take all the course set by the college;

8.2.2 obtain a minimum CGPA of 1.75

8.2.3. remove all “F” grades
8.2.4. obtain a pass grade in the practicum

9. Academic Recognition

9.1. Students who have succeeded in achieving a cumulative GPA of 3.25 to 3.49, 3.5 to 3.74 and 3.75 to 4.00 will graduate with the honour of distinction, great distinction and very great distinction respectively.

9.2. Scholarship shall be awarded to those in the certificate programme with best performance.  The scholarship to be awarded to certificate graduates shall be approved by the Academic Commission.

ANNEX 1

DEFINITION AND USE OF SOME TERMS

1. Effective teaching means the level of teaching capacity of an academic staff or an academic support staff member measured by the result of the performance evaluation result of the candidate.

2. Effective service to the college and society must ensure one’s active participation, a valid and effective contribution witnessed by the appropriate authorities.  Such contributions may include such activities or responsibilities like holding posts of academic administration (referred to as work in committees).  Participation in activities such as in journal editing, organizing workshops, reviewing works, working in professional associations, serving as members of committees or task forces set for professional, educational or administrative purposes (referred to as professional participation being assigned to serve as a professional outside of the college, etc. (referred to as community) to enhance one’s profession shall also count for the fulfillment of this criteria.  The relative weights to be assigned to the four components of this criteria shall be as follows;

a. academic administration 

40%

b. Work in committees         

30%

c. Professional participation 

20%

d. Community Service


10%

          The break down of the points shall be as follows

a) Academic administration.....................  (40%)

· minimum point 15%

· An aspirant who has served as a Dean or vice Dean will get 40%

· An aspirant who has served as a head or deputy in an office will get 25%

· An aspirant who has served as a head or deputy in two offices will get 30%

· An aspirant who has served a head or deputy in more than two offices will get 40%

b) College committee work (30%) (Two ad-hoc committees count as one committee).

· Minimum point 5%

· An aspirant who has served in one committee will get 15%

· An aspirant who has served in more than two committees will get  20%

· An aspirant who has served in more than two committees will get 30%

3. Publications include any one of the following materials:

· Research articles, published in a reputable journal;

· Teaching materials prepared by an Academic Staff Member for a course that he/she teaches in his/her area of study;

· Books prepared for a specific courses;

· Books prepared as reference to specific courses;

· Any book published based on the basis of original research.

Such publications shall be submitted to the library immediately after the approval of a promotion to an academic rank.

Teaching material is a material prepared by an Academic Staff Member for a course he/she teaches.  Such a material to be used for promotion should be confirmed by the academic vice Dean that it has been in effective use as a reading material in the college library for at least one year before being submitted for promotion.  Such a material shall never have been served for another academic promotion.  It shall cover at least ¾ (75%) of the course.  If the material is to be used for promotion to the rank of or above assistant professorship, it must be evaluated by two external and one internal professional assessors in the field with at least an equivalent academic rank to the aspired rank, and shall be graded as good or above by at least two of the assessor (provided it has not been proved to have any plagiarism).

     A reference book or a textbook must be related to a course and must at least serve one year before being submitted for promotion.  To use such books for promotion, they should be evaluated by two external and one internal professional in the field and should be approved at least by any two of them as good or above.

     Copy right:-  the copy right of teaching materials, reference books or text books used academic promotion is that of the college.  However, if the material is duplicated and sold to users, the writer is entitled for commission of the profit made. 

Reputability of a journal: - is established by the research and development committee of the college.  It is evaluated on the basis of the following criteria.

a. The professional reputation and competence of the editor(‘s), the advisory board and editorial staff;

b. Editorial policy to select articles to be published;

c. Professional standards of the journal;

d. Professional credibility of the journal

Number of authors in a publication: - If an article is published by more than one author in a reputable journal any of the coauthors is given an equal share of pints during promotion according to the following schedule:

No, of Authors

Share of each coauthor
        Total points

 
2

   0.70 

                            
1.40


3

   0.50



  
1.50


4

   0.40



  
1.60


5

   0.35



  
1.75


6

   0.30



   ≥ 
1.8 0

4. Community service:-  is providing sincere service in which the candidate had active and effective participation witnessed by an appropriate authority in:

· a local or national committee 

· consultancy assignment

· collaborative research work 

· teaching in other institutions assigned by the college

· other external community services assigned by the   college, etc.

·    providing articles to the radio, newspaper, the television and  participating in public forums. 
ANNEX 2

EXPLANATIONS ON “REQUIREMENTS FOR PROMOTION TO AN ACADEMIC RANK”.

1.  A minimum points in ‘effective teaching service’ for promotion to an academic rank refers to the average points of the minimum number of years an aspirant has to serve in order to demand the rank   he/she is aspiring to.  If, for example, ‘three years of effective teaching service’ is required, the average of the evaluation results of the last three years will be considered.

2.   Publication of a textbook will be considered as a   criterion for promotion to the ranks of assistant and associate professorship

3.
Reputability of a journal will be checked and/or established by the Research and     publication Committee of the college.

4.  Reputability of a journal will be established by   employing the following procedure.

        a/ The journal has to be submitted by the aspirant to the office of the Academic and Research V/Dean


 b/ The Academic and Research V/Dean directs the journal to the respective  Department which has to assess  the  reputability of the journal and submit its comments  to the Research and publication committee.

  c/ If the comments of the department are incompatible with what the Research and publication committee feels, the article should anonymously be sent to    professionals for evaluation.

d/ If both the Department and the Research and publication committee are convinced that the journal is not reputable or the article appearing in the journal is not a fully-fledged research output, the request for promotion shall be turned down.

    e/   If the aspirant is not satisfied with the decision, he/she has the right to appeal to the      Academic Commission through the Dean.

5.
A reputable journal is one whose reputability is established by the Research and publication committee of the college.   The following shall constitute the criteria on which reputability of journals is determined. 

   5.1   
The professional reputation and competence of the editor(s), the   advisory board and editorial staff; . 

5.2.
The editorial policy employed in the selection   of articles for publication

 5.3.  
The credibility of the journal. The high regard professionals and professional associations have for the journal and their unfailing support for it by way of contributing articles and encouraging its dissemination

5.4.      The production of the journal at regular intervals and its extent of  circulation.

6.
Break down of points for the criterion “effective service to the college and the community”.    

The  minimum point is given to an aspirant,  provided  he/she has not  declined the assignment given to him/her or has clearly not failed to carry out his/her  assignment because of negligence.  Otherwise, he/she will get zero  point.


6.1. Academic Administration (40%)

· Minimum point =  15%

· An aspirant who has served as a Dean or Vice Dean will get 40%  

· An aspirant who has served as a head or deputy in an office will get 25% 

· An aspirant who has served as a head or deputy in  two offices  will get 30% 

· An aspirant who has served as a head or deputy in more than two  offices will get 40% 


6.2. College committee work 30%)Minimum point=5%

· (Two ad hoc committees count as one committee)

· An aspirant who has served in one committee will get 15%  

· An aspirant who has served in two committees will get 20%  

· An aspirant who has served in more than two committees will get 30% 


6.3. Professional activities (20%) Minimum = 5%

· An aspirant who has served in one professional activity will get 15%

· An aspirant who has served in two professional activities will get 17.5%

· An aspirant who has served in more than two professional activities will   get 20%


6.4. Community service = 10 points

· Minimum = 2%

· An aspirant who has served in one community service will get 7.5%

· An aspirant who has served in two community service will get 0%


ANNEX-3
SUMMARY REPORT FOR ACADEMIC PROMOTION


1.  Name_________________________________________

    2.  Department_________________________Academic qualification______________

3.  Current Academic Rank_________________Since(D/M/Y)__________________

4.   Academic Rank ought_____________________________

  5.  Other accessory evidences. such as :  Training document,  Evaluation, etc.

6.   Minutes of promotion and scholarship committee

7.   Minutes of Academic Commission

ANNEX –4


SALARY SCALE OF ACADEMIC STAFF AND ACADEMIC SUPPORT STAFF   MEMBERS

ANNEX – 5


CONTRACT AGREEMENT OF ACADEMIC STAFF   MEMBERS. 
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