DEPARTMENT OF LAND RESOURCE MANAGEMENT & AGRICULTURAL TECHNOLOGY

SERVICE CHARTER
	CORE MANDATE
	SERVICE
	REQUIREMENTS
	COST
	TIMELINE

	TEACHING AND LEARNING
	Registration and Orientation of new students 
	· Student registration as per the prescribed university procedures

· Student Information Handbook issued during registration

- Guidelines on Academic programmes, Examination Rules and Regulations, Student Support Services and disciplinary procedures 
	NIL 
	Week one of commencement of Academic programmes

	
	Registration of course Units
	· Mandatory online student registration for courses offered in each academic semester

- Courses registered for by the student captured in the Student Management Information System (SMIS)
	Tuition Fee
	Within the first four weeks of semester commencement

	
	Planning and conducting Teaching and Learning 
	University of Nairobi Senate approved timetables/Semester schedules
	NIL 
	First day of reporting to the 13TH week of each semester 

	
	Student experiential learning and academic trips 
	· Faculty/Department Approved budgets and schedule of activities 
	Based on number of students and staff 
	Any time between commencement of the semester and two weeks to End of semester Examinations

	
	Conducting of examinations 
	· UoN Senate approved Examination Timetables and guidelines


	NIL 
	13th to the 15th week of each semester

	
	Submission of Consolidated Mark sheets 
	· Moderated External Examiner results

· Departmental Examination Committee Meeting

· Approved results from department sent to the Dean, after Departmental Committee of examiners’ meeting
	NIL 
	One week after Departmental Examiners Committee Meeting 

	
	Missing marks
	· Evidence of exams having been done

· Evidence of fee payment and registration on the student portal
	Nil
	Within l day of launching the complaint

	
	Student clearance 
	· Student indicate reason or intention for clearance

· Duly filled Clearance forms
	NIL 
	2 days after submission of clearance form to the department 

	STUDENT AFFAIRS
	Student mentorship and counselling
	· Adherence to University rules and regulations 

Sensitization on University Vision, mission and core values
	Nil
	Throughout the semester

	
	Membership to Student organizations
	Register as a member of existing departmental; clubs, societies and/or professional bodies
	As per the approved society by laws
	At beginning of every academic year

	RESEARCH INNOVATION AND ENTERPRISE
	Supervision of Postgraduate students (proposal and thesis) and 4th Year special project reports
	· Student supervisor allocation by the Department/Faculty

· A research proposal/special project proposal prepared by the student under the guidance of the supervisor.

· Oral proposal/thesis/special project defense by the student

· Timely supervisor feedback on student proposal/thesis/special projects

· Minutes for proposal/thesis/special projects defense 

University statutes/Graduate School/Faculty guideline on processing of proposals and thesis
	NIL
	· At application for admission (for PhD conducted through research) and completion of second semester 

· Examination for postgraduate conducted through course work and research

· First week of first semester to the 13th week of the second semester for 4th Year special projects

	
	Seminar/ proposal /progress /Special projects presentations  
	· Approved departmental schedules

· Every post graduate student must attend and/or present a seminar / progress reports once per semester 

· Every post graduate student must submit quarterly progress reports based on their research work

4th Year Special Projects presented towards end of 2nd Semester 
	NIL 
	· Faculty PhD proposal oral presentations, 2 weeks after departmental presentation.

· Throughout the semester until two weeks to end of semester examination.

· Quarterly submission of student research progress reports

· 3-6 months to graduation, Submission of thesis and special projects reports

	
	Outreach services to community and schools 
	· Identification of need and/or on request

Packaged research results/messages for sharing with community
	NIL
	Within 2 weeks of receiving request and/or project completion

	
	Soil and water sampling and analysis 
	Request for sampling and receiving of the samples in the lab
	As per the approved prices 
	Within 2 weeks of receiving the request

	RESOURCES MANAGEMENT
	Staff performance appraisals 
	· Performance contracting secretariat circular

· Chairman and staff Completion of the Staff Performance Appraisals 

· Signed performance contract
	NIL 
	2 weeks from the time of receipt of the circular 

	
	Procurement of goods and services 
	· Getting due approvals as per procurement policy and guidelines
	NIL 
	Within 8 weeks 

	
	Payment of goods and services 
	· Facilitate approvals for LPOs, Invoices and delivery notes 
	NIL 
	Within agreed credit periods 

	COMPETIVENESS AND IMAGEI
	Third year Industrial/Field Attachment
	· Student must have Completed third year

· Letter of introduction by the field attachment coordinator
	Nil
	Eight weeks from end of third year second semester exams 

	
	Work environment 
	· Healthy, safe and pleasant environment free of corruption, illicit drugs and no smoking 
	NIL 
	Always 

	
	Well maintained and accessible physical facilities and infrastructure-Learning Facilities 
	· Adherence to statutory, regulatory and policy guidelines

· Senate approved calendar
	NIL
	Always

	
	Research Collaboration and linkages 
	· Request for collaboration with interested partners

· Development and signing of MoU and MOA
	NIL
	Within 30 days

	GOVERNANCE, LEADERSHIP AND CULTURE
	Resolution of public complaints
	· Recording complaint in the complaint register

· Complaint Resolution Committee
	Nil
	5 working days

	
	Responding to telephone calls 
	· Official telephone lines in effective use and timely response


	NIL 
	Within 20 seconds of call

	
	Routine correspondences 
	· Acknowledgement and response 


	NIL 
	Within 5 working days of receipt 


Complaints, compliments and suggestions should be forwarded to:
Office of the Chairman, Department of Land Resource Management and Agricultural Technology,

University of Nairobi, Upper Kabete Campus, Kapenguria Road, Off Waiyaki Way: P.O. Box 29053 - 00625, Nairobi, Kenya

E-mail: larmat@uonbi.ac.ke: Website: https://larmat.uonbi.ac.ke/
 Complaints may also be lodged with the Commission of Administrative Justice, Office of the Ombudsman, as follows:

The Commission Secretary/ Chief Executive Officer, Commission on Administrative Justice,  West End Towers, 2nd Floor, Waiyaki Way, Westlands; E-mail: complain@ombudsman.go.ke; Website: www.ombudsman.go.ke

IDARA YA USIMAMIZI WA RASILIMALI ZA ARDHI NA TEKNOLOJIA YA KILIMO
HATI YA HUDUMA KWA WATEJA 
	JUKUMU KUU
	HUDUMA
	MAHITAJI
	GHARAMA
	WAKATI

	KUFUNDISHA NA KUSOMA
	Usajili na kutoa mwelekeo kwa wanafunzi wapya 
	· Usajili wa wanafunzi kwa mujibu wa taratibu zizizowekwa na Chuo Kikuu
· Kijitabu cha habari kwa wanafuzi kinachotolewa wakati wa usajili
- Miongozo za program za kiakademia, Sheria na mashari ya mitihani, huduma za usaidizi kwa wanafunzi na miongozo ya taratibu za nidhamu
	HAKUNA MALIPO
	Wiki ya kwanza program za kiakademia zinapoanza

	
	Usajili wa kozi mbalimbali
	· Usajili wa lazima kwa wanafunzi katika mutandao wa kozi zinazotolewa kila muhula wa kiakademia
- Usajili wa kozi za wanafuzi kama ilivyonakiliwa kwenye mfumo wa usimamizi wa habari za wanafunzi (SMIS)
	Ada ya Karo
	Ndani ya wiki nne za kwanza muhula unapoanza

	
	Upangaji na uendeshaji wa mafunzo na usomi
	Ratiba na mipangilio ya muhula iliyoidhinishwa na Seneti ya Chuo Kikuu cha Nairobi 
	HAKUNA MALIPO
	Siku ya kwanza ya kuripoti hadi wiki ya 13 ya kila muhula

	
	Mafuzo ya kutoa uzoefu kwa wanafuzi na safari za kiakademia 
	· Bajeti iliyoidhiniswa na mpangilio na ratiba ya shughuli za Kitivo/Idara
	Kulingana na idadi ya wanafunzi na wafanyikazi
	Wakati wowote kuanzia mwanzo wa muhula hadi wiki mbili za mwisho wa kukamilika kwa mtihani ya muhula

	
	Kuendesha mitihani
	· Ratiba na taratibu za mitihani iliyoidhinishwa na Seneti ya Chuo Kikuu cha Nairo
	HAKUNA MALIPO
	Wiki ya kumi na tatu hadi wiki ya kumi na tano ya kila muhula

	
	Uwasilishaji wa karatasi za alama zilizojumlishwa
	· Matokeo yaliyodhibitisha na mtahini wa njes

· Mkutano wa kamati ya mitihani Idarani
· Matokeo yaliyoidhinishwa kutoka Idarani na kutumwa kwa mkuu wa kitivo, baada ya mkutano wa kamati ya watahini Idarani
	HAKUNA MALIPO
	Wiki moja baada ya mkutano wa kamati ya watahini wa Idara

	
	Alama zilizo kosekana
	· Ushahidi kwamba mtihani ulifanywa
· Ushahidi wa malipo ya karo na usajili kwenye tovuti rasmi wa usajili wa wanafuzi
	HAKUNA MALIPO
	Siku moja wakati wa uwasilishaji wa malalamishi

	
	Kutoa kibali cha kujiondoa masomoni kwa wanafunzi 
	· Mwanafuzi kutoa sababu ya kutaka kibali cha kujiondo masomoni
· Fomu zilizojazwa kikamilifu za kujiondoa masomoni
	HAKUNA MALIPO
	Siku mbili baada ya kuwasilisha fomu ya kutakakujiondoa masomoni Idarani

	MASWALA YA WANAFUZI
	Ushauri na Ushauri nasaha kwa wanafuzi
	· Kuzingatia sharia na kanuni za Chuo Kikuu 

Uhamasisho kuhusu Maono, Dhamira na Maadili ya msingi ya Chuo kikuu
	HAKUNA MALIPO
	Wakati wote wa muhula

	
	Uanachama Katika mashirika ya wanafunzi
	Jisajili kama mwanachama wa vilabu, mashirika ya kitaaluma na kijamii zinazopatikana Idarani
	Kama zilizyoidhinishwa na sheria za ushirika
	Mwanzo wa kila mwaka wa kiakademia

	UBUNIFU UTAFITI NA UJASIRIAMALI
	Usimamizi wa wanafunzi wa uzamili (pendekezo la tasnifu) na ripoti za miradi maalum za mwaka wa nne
	· Msimamizi wa mwanafuzi aliyegawa na Idara/Kitivo
· Pendekezo la utafiti/ ripoti ya mradi maalum iliyoadaliwa na mwanafuzi chini ya mwongozo wa msimamizi.

· Pendekezo simulizi/tasnifu/mradi maalum uiotetewa na mwanafuzi
· Maoni ya msimamizi kwa wakati kuhusu pendekezo la utafiti/tasnifu/ ripoti ya mradi maalums

· Kumbukumbu ya mkutano wa kuwasilisha pendekezo la utafiti/tasnifu/ ripoti ya mradi maalums 

Sheria za Chuo Kikuu/Mwongozo wa Shule ya Wahitimu/utaratibu wa kitivo kuhusu kuwasilisha pendekezo la utafiti na tasnifu

	HAKUNA MALIPO
	· Wakati wa maombi yakusajiliwa (kwa shahada ya uzamifu kupitia kufanya utafiti) na uhitimisho wa muhula wapili 

· Utahini wa wanafunzi wa uzamili kupitia kazi za kozi na utafiti
· Wiki ya kwanza ya muhula wa kwanza hadi wiki ya kumi na tatu ya muhula wa pili ya mwaka wa nne kwa wanaofanya miradi maalum

	
	Semina/ Pendekezo la utafiti /kuendelea kwa utafiti /Uwasilishaji wa miradi maalum
	· Ratiba iliyoidhinishwa na Idara
· Kila mwanafuzzi wa uzamili lazima kuhudhuria na/ama awasilishe semina awasilishe re[poti ya anavyoendelea mara moja kila muhula 

· Kila mwanafuzi wa uzamili lazima awasilishe ripoti ya kila robo ya mwaka kulingana na kazi zao za utafiti
Kunapoelekea mwisho wa muhula wa pili wa mwaka wa nne kuwasilishwa kwa miradi maalum 
	HAKUNA MALIPO
	· Uwasilishaji wa usimulizi wa pendekezo la utafiti wa uzamifu, wiki ya pili baada ya mawasilisho ya Idara.

· Wakati wote wa muhula hadi wiki mbili za mwisho wa mitihani ya muhula.

· Kuwasilisha ripoti ya utafiti wa mwanafunzi unavyoendelea ya kila robo ya mwaka 
· Miezi 3-6 kabla ya kufuzu, Kuwasilisha tasnifu na ripoti maalum

	
	Huduma za kusaidia jamii na shule
	· Kutambua hitaji na/ama kuuliza kupakia matokeo ya utafiti/ mijumbe yakugawana na jamii
	HAKUNA MALIPO
	Katikati ya wiki mbili ya kupata maombi na/ama kukamilika kwa mradi 

	
	Uchambuzi wa sampuli ya mchanga na maji
	Kuulizia sampuli na kupokea smpuli hizo kwenye mahabara
	Kwa mujibu wa bei zilizoidhinishwa
	Katikati ya wiki mbili ya kupata maombi

	USIMAMIZI WA RASILIMALI
	Tadhmini ya utenda kazi wa wafanyi kazi
	· Waraka wa kitengo cha mikataba ya utenda kazi
· Mwenyekiti na wafanyikazi kukamilisha tadhimini yautendakazi wa wafanyikazi 

· Mkataba wa utendakazi uliotiwa sahihi
	HAKUNA MALIPO
	Wiki mbili baada ya kupokea waraka

	
	Ununuzi wa bidha na huduma
	· Kupata idhini rasmi kulingana na sharia na taratibu za ununuzi
	HAKUNA MALIPO
	Katikati ya wiki nane

	
	Kulipia bidhaa na huduma
	· Kufanikisha kuidhinishwa kwa agizo la ununuzi wa ndani , ankara, na stakabadi za kuwasilisha bidhaa
	HAKUNA MALIPO
	Ndani ya muda uliokubaliwa wa mkopo

	USHINDANI NA MTAZAMO
	Mshikamano wa viwandani na nyanjani wa mwaka wa tatu
	· Mwanafuzi amekamilisha masomo ya mwaka wa tatu
· Barua ya utambuliso wa mwanafuzi kwenda nyajani/viwandani kwa masomokutoka kwa mratibu
	HAKUNA MALIPO
	Wiki nane kuanzia mwisho wa mtihani ya muhula wa pili wa mwaka watatu 

	
	Mazingira ya Kazi
	· Ya kiafya, salama na yakupendeza, mazingira yaliyo huru wa ufisadi, madawa haramu na uvutaji wa sigara
	HAKUNA MALIPO
	Kila mara

	
	Vituo vilivyotuzwa vyema na vinazoweza kufikiwa bila matatizo na muundo msingi imara wa vituo vya mafunzo 
	· Kuzingatia sheria masharti na miongozo ya taratibu
· Ratiba iliyoidhinishwa na seneti
	HAKUNA MALIPO
	Kila mara

	
	Ushirikiano wa utafiti na mahusiano
	· Maombi ya ushirikiano na washiriki wanaonuia kushirikiana
· Kuandaa na kutia sahihi mikataba ya makubaliano namaelewano
	HAKUNA MALIPO
	Ndani ya siku 30

	UTAWALA, UWONGOZI NA UTAMADUNI
	Utatuzi wa malalamiko ya umma
	· Kunakili malalamishi katika sajili ya malamishi
· Kamati ya kutatua malalamishi
	HAKUNA MALIPO
	Siku tano za kazi

	
	Kujibu simu 
	· Laini rasmi za simu kutumika kikamilifu na kuwasiliana kwa wakati

	HAKUNA MALIPO
	Ndani ya sekunde 20 ya kupiga simu

	
	Mawasiliano ya kawaida 
	· Kukiri na kujibu 


	HAKUNA MALIPO
	Within 5 working days of receipt 


Malalamishi, pongezi na mapendekezo yanapaswa kutumwa kwa:
Ofisi ya Mweyekiti, Idara ya Usimamizi wa Rasilimali za Ardhi na Teknolojia ya Kilimo,

Chuo Kikuu cha Nairobi, Bewa la Kabete ya Juu, Barabara ya Kapenguria, Inayota barabara ya Waiyaki: S.L.P 29053 - 00625, Nairobi, Kenya

Barua pepe: larmat@uonbi.ac.ke: Tovuti: https://larmat.uonbi.ac.ke/
 Malalamishi pia yanaweza kuwasilishwa kwa Tume ya Haki tawala, Ofisi ya mchunguzi wa malalamishi, kama ifuatavyo:

Katibu wa Tume/Afisa Mkuu mtendaji, Tume ya haki Tawala,  Mnara wa West End, Orofa ya 2, Barabara ya Waiyaki, Westlands; Barua pepe: complain@ombudsman.go.ke; Tovuti: www.ombudsman.go.ke
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