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1.
RATIONALE
The University is moving towards automation of processes for improved productivity, efficiency and effectiveness. Further, the disruption of normal functioning of human resource operations owing to the Covid-19 Pandemic since March 16, 2020 has made it even more urgent that the University develops guidelines for conducting staff disciplinary on virtual platforms.

While many human resource functions have been automated and in view of the Government directives and protocols on management of COVID-19 Pandemic, there is need for staff disciplinary process to be held virtually. 

2.
BACKGROUND
i. The Government issued guidelines that relate to containment of Covid-19 in the workplace. Specifically, as regards meetings, the guidelines require that no more than four (4) people shall convene face-to-face meetings even when observing the given social distancing rules.

ii. The Public Service (Values and Principles) Act of 2015 provides a code for values and principles to guide in delivery of service. Indeed, Clause 7 (6) (a) of the Act requires that every public institution develops standards for prompt, responsive, effective, impartial and equitable provision of services.
iii. Section 4 of Part II of the Fair Administrative Action Act, 2015 provides that every person has the right to an administrative action which is expeditious, efficient, lawful, reasonable and procedurally fair.
iv. In view of the above and cognizant of the fact that the University must adopt the “new normal” going forward, it has become necessary that guidelines be developed for conducting virtual staff disciplinary cases so as to deliver responsive and effective service.

3.
PROPOSED GUIDELINES 
3.1
Guidelines
The following guidelines are proposed:
3.1.1 Constitution of the Staff Disciplinary Committee
The Committee shall be constituted as per the applicable Statutes. Any disciplinary proceeding that is conducted without a properly constituted Committee shall be null and void. 
The composition of the Staff Disciplinary Committees is currently as follows:

1. STAFF ON ACADEMIC TERMS OF SERVICE
i. Chairman of Council – Chairman or his nominee

ii. Council representative

iii. Vice-Chancellor

iv. Deputy Vice-Chancellors

v. Principal of College

vi. Two Senate representatives

vii. Dean of the Faculty

viii. Chairman of Department 
ix. Secretary

2. STAFF ON NON-ACADEMIC TERMS OF SERVICE
a. Assistant Registrar and above

i. Chairman of Council – Chairman or his nominee

ii. Council representative

iii. Vice-Chancellor

iv. College Principal in respect of College staff

v. Two Senate representatives

vi. Head of Department or Division

vii. Registrar Administration

viii. Secretary

b. College Staff in grades 1-F
i. College Principal – Chairman or his nominee

ii. Dean of Faculty

iii. Head or Chairman of Department

iv. One Departmental representative

v. Secretary

c. Staff in grades 1-F within Central Administration

i. Deputy Vice-Chancellor (HRA) – Chairman or his nominee

ii. Head of Department or Division
iii. One divisional representative
iv. Registrar, Administration -Secretary

3.1.2 Pre-interview
In preparing for the interview, the following shall be confirmed:

a. Issuance of adequate online notice of the meeting, indicating date, time and agenda.

b. Availability of all disciplinary documents

c. The type/mode of technology to be used in the interview

d. Accessibility and reliability of technology and related connectivity, including back-up
e. Configuration and testing of the technology   
f. Availability of ICT expert before and during the meeting, if required
g. Accessibility and appropriate facilitation for persons with disabilities (PWDs) such as sign language interpretation services
h. Accessibility of the online platform by panel and candidates at least 15 minutes before the interview start time 
3.1.3 Interview session
Among the Committee members, specified members may be required to be physically present in the same room for purposes of consultation and facilitation with regard to pertinent information and other issues that may arise. All other members shall be in virtual attendance

Recording of the interview session shall be done.  In addition, the following shall be observed:

a. Confirmation of constitution of the Committee as per the Statutes
b. Confirmation of availability of disciplinary documents

c. Recording and taking minutes of the proceedings of the meeting

d. Members shall be expected to stay on the platform until the interviews are finalized

e. The Secretary shall ensure that all comments, feedback and questions are shared with the Chair of the committee

f. The members and the candidate shall be required to be on video mode (where they can be seen)

g. Any occurrences and technology failures or interruptions that could have adverse outcome/effects for any of the candidates shall be fully mitigated through most pertinent Committee action to ensure equal opportunity and fairness for all candidates.

3.1.4 Post-interview
The following shall be applicable after the interview:

a. Minutes of the Disciplinary Committee shall be processed expeditiously and emailed to the Registrar, Administration for processing.
b. Signing (e-Signature) of the minutes shall be done as per practice.
3.1.5 Interview etiquette

Members and candidates shall adhere to proper meeting etiquette, as follows:

a. Proper time management shall be exercised to avoid wastage of connectivity resources

b. Adequate control of screens, speakers, videos, microphones shall be applied

c. The online interview environment shall be official – appropriate privacy, no music, background noise, inappropriate dressing, eating, drinking, unnecessary movement, picking of phone calls, texting, etc.
d. There shall be focus on the interview and therefore members and candidates are expected not to work on other projects on their computers or phones.
e. There shall be no interruption and members shall talk only when allowed by the Chair.

3.2 Method
The method for conducting virtual staff disciplinary process is aligned to the University’s Procedure for Staff Disciplinary (UON/OP/31).
	
	STEP
	REQUIREMENTS FOR VIRTUAL FUNCTION
	RESPONSIBILITY



	1. 
	Report on breach of Terms of Service by staff
	Chairman/Head of Department/unit head identifies and reports contravention /breach of Terms of Service to the Vice-Chancellor through the hierarchical protocol.
	Supervisor/Chairman/Head of Department

	2. 
	Approval for disciplinary
	Brief to the Vice-Chancellor for further direction
	DVC  (HRA)

	3. 
	Show Cause Letter
	The relevant authority i.e Principal/ Deputy Vice-Chancellor (HRA) issues a “Show Cause Letter” 
	DVC (HRA)

College Principal

	4. 
	Crafting of charges
	If the VC authorizes disciplinary action, the Registrar, Administration crafts the charges in consultation with the Legal Officer.
	Registrar, Administration

Chief Legal Officer

	5. 
	Notification of charges to the staff
	The concerned staff is notified of the charges and dates when to appear before a disciplinary committee with a copy to the relevant Union.
	Staff Disciplinary Committee

	6. 
	Interviews
	The Staff Disciplinary Committee interviews the defendant virtually and makes recommendations to the Vice-Chancellor for action.
	Staff Disciplinary Committee 
Candidate(s)

	7. 
	Approval of recommendations
	-
	Vice-Chancellor

DVC (HRA)

	8. 
	Implementation of recommendations
	The outcome of the disciplinary process shall be communicated to the concerned staff via registered postal address and University email within seven (7) days.
	DVC(HRA)

College Principal

Registrar, Administration



	9. 
	Appeals
	If dissatisfied with the outcome of the disciplinary process, a member of staff may appeal to the Vice-Chancellor and the Chairman of Council
	Vice-Chancellor

Chairman of Council
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