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' FOREWORD
This policy shall govern setting, conduct, processing of examinations and declaration of
results. It shall maintain standards on all processes of examinations as well as enhance
efficiency while upholding moral and professional ethics in examination processes.
Students and staff shall read and familiarize themselves with the policy and shall
comply as appropriate. If for any reason, circumstances arise that are not covered by the
policy, the Senate and Deans committee shall give guidance accordingly.
Implementation, monitoring and evaluation of this policy shall be undertaken by the

office of the Deputy Vice Chancellor, ASA as stipulated herein.

PROF MARY NDUNG'U
VICE CHANCELLOR, KyU
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INTRODUCTION

The Kirinyaga University (KyU) examinations Policy documents the administration and
management of examinations so as to ensure that assessment procedures and practices
for the University’s programs and courses facilitate achievement of specified learning
outcomes. The Policy is integral to both the quality of the learning experience and the
assessment integrity to ensure that all examination processes are fair, credible, reliable,
efficient, consistent and ethical.

The Examinations Policy outlines the principles and values that form the basis of KyU
approach to Guidelines and Procedures, and Rules and Regulations that shall apply to
all KyU examinations. All academic staff on employment and students on admission
must ensure that they have read and fully understood the University examination
policy. The Registrar, ASA shall on admission sensitize students and CoDs shall
sensitize all newly recruited academic staff.

1. PURPOSE
This document defines the University policy towards examinations with the purpose to
ensure that:

a) The planning, administration and management of University examinations and
external assessment processes are conducted in a credible manner and in the best
interest of KyU;

b) All examinations and external assessment processes are conducted in line with
regulatory and accreditation body requirements;

c) All those involved in KyU examinations and external assessment processes are
familiar with their roles and responsibilities.

2. POLICY STATEMENT ON EXAMINATIONS

KyU Examinations are designed to promote active student engagement in learning and
enable students to develop knowledge, skills and required graduate capabilities in
meaningful disciplinary, professional and personal contexts. Assessment practices
include providing constructive and timely performance feedback that has value for the
student in justifying assessment grades awarded so as to guide their learning with a

view to improve performance.

3. POLICY PRINCIPLES

The following principles shall underpin all KyU examinations:
3.1 Examinations shall be credible in relation to their form, quantity, level, content
and learning outcomes;
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3.2 Examinations shall serve to promote student learning by their nature and the
provision of appropriate guidance and feedback on performance;

3.3 The Registrar, ASA shall ensure that Examinations policy, procedures and
processes are explicit and made clear to all students, staff, and external
examiners;

3.4 Examination management will be reliable, consistent, fair and inclusive;

3.5 The Examinations Policy, Examinations Procedures and Guidelines, and
Examinations Rules and Regulations will be subject to regular monitoring and
review; '

3.6 Students, Staff and Management of KyU and external examiners shall be bound
by the current Examination Procedures and Guidelines, and Examination Rules
and Regulations in use;

3.7 The University reserves the right to amend the current Examination Procedures
and Guidelines and Examination Rules and Regulations as it deems necessary.

4. SCOPE

This policy applies to examinations in all academic programs and course offered at

Kirinyaga University and has implications for:

a) Students at all levels of study;

b) Academic staff of the University, and

c) Other associated or contracted entities by the University with responsibility for
designing, administering and making decisions relating to examinations, by or
on behalf of the University.

5. POLICY STATEMENTS

To offer a standard platform upon which all examination processes shall be verified
and evaluate effectiveness of the learning activities. Adherence to the policy
guidelines shall enhance quality control and credibility of any award. This will
further provide an auditable trail of examination processes.

6. RESPONSIBILITIES
6.1 The University
It is the responsibility of KyU, guided by this policy, to:
a) Ensure proper planning, organization and administration of examinations;
b) Assess students fairly;
c) Satisfy itself that proper invigilation of examinations is undertaken;
d) Ensure that the results of students' assessments are timely processed and
published as far as they relate to progression or awards of the University;
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e) Investigate any allegation of examination malpractice and act appropriately

and in a timely manner on the findings;
f) Consider appeals on examination decisions.

6.2 Students
It is the responsibility of KyU students to:

a) Participate in the learning activities specified for each course and programme

for which they are registered;
b) Attend all examinations as required;

¢) Read, understand and adhere to Examinations Procedures and Guidelines

and Examination Rules and Regulations;
d) Undertake examinations in an honest manner.

7. QUALITY ASSURANCE

The KyU Senate affirms the University’s commitment to maintaining the highest

standard of academic integrity in the examination processes as an assurance of

credible and quality education.

8. LEGAL AND POLICY FRAMEWORK

This Examinations Policy is anchored in the following documents:

8.1 KyU Internal Documents
a) KyU Statutes

b) KyU regulations governing the conduct and discipline of students
¢) KyU Code of Conduct and Ethics for staff

d) KyU Examinations Procedures and Guidelines

e) KyU Examination Rules and Regulations

f) KyU Quality Manual

g) KyU Quality Policy Statement

8.2 External to KyU
a) Constitution of Kenya

b) Universities Act (2016)

¢) Commission for University Education (CUE) Guidelines and Standards
d) Universities Code of Conduct

e) Statutory/Regulatory Bodies requirements
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9. IMPLEMENTATION

KyU Senate shall have the overall authority in all matters pertaining to examinations.
These include the setting, moderation, conduct and marking of examinations as well as
declaration of examination results.

Responsibility for implementation of specific aspects of this Examination Policy is
integral to the roles of the:
i.  The Vice Chancellor
ii.  Deputy Vice Chancellor Academic and Student Affairs (ASA)
iii.  Registrar Academic and Student Affairs (ASA)
iv.  Deans of Schools
v.  Chairpersons of Departments
vi.  Faculty Members
vii.  Technical staff
viii.  Program Coordinators
ix. Project and dissertation supervisors
x.  External Associates
xi.  Students

Specific details of the responsibilities of the individuals in each of these roles are set out
in the Examinations Procedures and Guidelines, and Examination Rules and
Regulations associated with this policy.

10. SUPPORT AND ADVICE
Support and advice on the implementation of this policy can be obtained from:
i.  The Office of the Deputy Vice Chancellor, ASA
ii.  Registrar, ASA
iii.  Schools |
iv.  Departments
v.  Examination office

11. REVIEW AND EVALUATION

This policy shall be due for review as determined by Senate but not more than five
years from the effective date.

WA —
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12. DEFINITION OF TERMS

12.1 Regular/Ordinary Examinations
Examinations scheduled within an official examination period of two (2) weeks serving

as the final evaluation of student performance in a course at the end of a semester.

12.2 Special Examinations
Examinations which, after Senate approval, are administered to candidates who did not

sit regular examinations for specified reasons acceptable to Senate.

12.3 Supplementary Examinations
Examinations which, after Senate approval, are administered to candidates who scored

less than the pass mark prescribed in a programme in the respective course unit(s).

12.4 Continuous Assessment Test (CAT)
A form of evaluation, such as tests, practical work, projects and assignments, during a

semester and count towards final evaluation.

12.5 Semester
A period of study normally not less than 16 weeks or such a period as may be

determined by Senate for any academic year.

12.6 Unit of Study
Lecture hour(s) per week per semester or tutorial/seminar hour(s) per week per

semester or practical hour(s) per week per term.

12.7 Semester Load
Number of units that may be taken by a student in a semester and is normally between

5 and 8 units, unless otherwise approved by Senate.

12.8 Prescribed Courses
Courses designated and specified in a given curriculum as approved by Senate.

12.9 Required Course
Supportive or beneficial course to a discipline.

12.10 Elective Course
Course chosen by a student based on interest and subject to approval by the relevant

department. It is taken into account for the purpose of degree/Diploma /Certificate
Classification.

12.11 Repeating a Course Unit
A candidate repeating a course unit(s) shall be required to register for the respective

unit/s, pay requisite course fee for the unit, attend all course work and assignments and

sit end of semester examinations
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12.12 Departmental Board of Examiners
Committee formed to process department examination and results.

12.13 School Board of Examiners
Constituted for purposes of Quality Assurance as follows: Dean (Chairman),

Chairpersons of Departments, Programme coordinator and the Time
Table/Examination coordinator and Internal Examiners.

12.14 Bona fide Student
A student pursuing a degree, diploma or certificate of the University, who is registered

and signed a nominal roll and paid fees for the current semester.

12.15 Chief Internal Examiner
Shall be the Chair of Department and Dean of School who shall chair

degree/Diploma/Certificate Board of Examiners at Departmental and School levels,
respectively.

12.16 Academic Year
Shall normally consist of two (2) Semesters or three trimesters.

12.17 Nominal roll
A form that students signs after registering for courses and paying fees at the start of

each semester.

12.18 Internal Examiner
Shall be a member of the academic staff, who has taught and set examinations for the

course to be examined with the exception of collaborating institutions.

12.19 Leakage ‘ .
Is any act, which results in a candidate, or a person having an unauthorized access to, or

knowledge of examination material before the scheduled date and time of the
examination.

12.20 Authorized Examination Materials
Permissible materials to be used during an examination. Such shall be communicated to

candidates prior to the last day of lectures for the semester. This information shall spell
out clearly the nature of material prohibited during examination. If calculators or other
instruments are allowed, lecturers should exercise care in specifying the exact type of
instrument permitted.

12.21 Chair of Department (CoD)
The head of an academic department

12.22 Dean of School (DoS) \,\
The head of a school
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13. DURATION OF EXAMINATIONS

The examination duration shall be defined in the course curriculum.

14. EXAMINERS

14.1 Definition of Examiners
There shall be two categories of examiners.

14.1.1 Internal Examiner
This shall be the chairman of Academic department. The internal examiner shall

from time to time delegate certain examination functions to academic staff

serving in his/her academic department.

14.1.1 External Examiner
This shall be a suitably qualified Academic professional recruited as per the

University Statutes. The external examiner shall be at least a senior lecturer with

at least three years of teaching and examination experience in relevant discipline

at University level.

14.2 Appointment of External Examiner
The appointment will involve the following steps.

i
ii

iii

iv

vi

Teaching departments shall identify prospective external examiners.

CoDs shall formally request for copies of their curriculum vitae for tabling
discussion at the departmental board meeting.

CoDs shall forward copies of the departmental minutes and proposed
external examiners curriculum vitae to the office of the Registrar, ASA for
tabling at the Deans Committee for further evaluation.

The Deputy Vice Chancellor, ASA shall seek approval of the Deans
committee for appointment of recommended examiner.

Recommendation of the Deans committee shall be forwarded to Vice
Chancellor together with Senate minutes and curriculum vitae of successful
candidates.

The Vice Chancellor shall upon receipt of Dean’s committee approval
appoint the successful candidate to act as External Examiner for a period of
two years renewable once upon successful appraisal. No re-appointment
will be done until a full cycle of four years lapses thereafter.

14.3 Responsibility and Duties of Internal Examiners

a)

b)

Basic format and content of examination papers in accordance with the
policy of the University and as set out in the course outline.

Invigilation of examinations. The chief invigilator shall ensure that all
invigilators sign the examination invigilation form and a copy delivered to
Examination office immediately the examination ends. If the internal
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