
 
UNIVERSITY OF NAIROBI 

FACULTY OF BUSINESS AND MANAGEMENT SCIENCES 
PROCEDURE FOR CLEARANCE OF STUDENTS 

FLOWCHART 

RESPONSIBILITY                                  PROCEDURE 
Student 
 
 
 
 
 
 
 
 
 

 

Finance Officer Librarian 
SWA Director Sports & 
Games, Dean of 
Students, Department 
 
 
 
 
 
 
 
 
Faculty Registrar 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Start 

Register Intention to Clear 

Does 
Student 

Have 

Clear Student 

Is Student 
Cleared by 
all Stations? 

Register Intention to Clear 

Stop 

Return Liability 

Yes 

No 

Yes 

No 



 
UNIVERSITY OF NAIROBI 

FACULTY OF BUSINESS AND MANAGEMENT SCIENCES 
PROCEDURE FOR STUDENTS GRADUATION 

FLOWCHART 

RESPONSIBILITY                                  PROCEDURE 
Senate 
 
 
 
 
 

 

Dean 
 
 
 
 
 
 
 
Academic Registrar 
 
 
 
 
 
 
Faculty Registrar 
Deputy Registrar Exams 
(Operations) 
 
 
 
 
 
Registrar planning  

Vice-Chancellor 

Chancellor 
 

Vice Chancellor 
 
 
 
 
 

 

Start 

Sets graduation date 

Results approved? 

Confers degrees and awards diplomas 

Stop 

Submits final year examination results to Senate for approval 

Faculty Academic Committee considers the final year examination results and 
forwards to Academic Registrar for onward transmission to Senate 

Considers and forwards pass lists to Faculty Academic Committee for approval 

Notifies graduands of the graduation date 

Constitutes the congregation 

Dissolves the congregation 

Prepares graduation booklets 

Clear graduands and hires out gowns 

Submits graduation list to Registrar Planning for 
preparation and printing of graduation booklets. 

No 
Yes 



 
UNIVERSITY OF NAIROBI 

FACULTY OF BUSINESS AND MANAGEMENT SCIENCES 
UNDERGRADUATE MODULE I  

ADMISSION PROCEDURE FLOWCHART 

RESPONSIBILITY                                  PROCEDURE 
Academic Registrar 
 
 
 
 
 
 
 
 
 
 
 
 

 

Faculty 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

 

 

 

 

 

 

Start 

Receipt of Lists of admitted candidates 
from KUCCPS 

Preparation and issuance of admission letters 

Stop 

Registration 

Orientation 



 
UNIVERSITY OF NAIROBI 

FACULTY OF BUSINESS AND MANAGEMENT SCIENCES 
UNDERGRADUATE MODULE II  

ADMISSION PROCEDURE FLOWCHART 

RESPONSIBILITY                                  PROCEDURE 
Admissions Office 
Personnel  
 
 
 
 

 

VC  
 
 
 
Faculty 

Applicant 
 
 
 
Faculties 
 
 
Registrar, Academic 
 
 
 
 
 
 
Deans Committee 
 
 
 
 
 
Registrar, Academic 
 
Faculty 
 
 
 
 
 
 
 
 

Start 

Request for programmes to be advertised from the Deans 

VC approves 
advert? 

Preparation & issuance of admission letter 

Stop 

Programmes advertised in the Press with the approval of 
the Vice-Chancellor 

Uploading of online applications documents upon 
payment Application fee 

Verification and Shortlisting of applications by 
Dean 

Orientation 

Short-listing of qualified applicants 

Ratification and forwarding to the Deans 
Committee 

No 
Yes 

Approval by the 
Deans Committee 

Registration 

No 
Yes 



 
UNIVERSITY OF NAIROBI 

FACULTY OF BUSINESS AND MANAGEMENT SCIENCES 
TEACHING PROCEDURE FLOWCHART 

RESPONSIBILITY                                  PROCEDURE 
Chairman 
 
 
 
 
 
 
 
 
 
 
 

 

Dean /Chairman/ 
Lecturers/Tutorial 
Fellows/ Students  

Student 
 

Dean/ Chairman 
 
 
 
 
 
 
 
 
 

 

 

 

 

 

 

Start 

Identification and allocation of 
courses to lecturers 

Stop 

Lectures/tutorials/practical’s/C
ATs Examinations 

Course evaluation 

Feedback & Necessary action 



 
UNIVERSITY OF NAIROBI 

FACULTY OF BUSINESS AND MANAGEMENT SCIENCES 
RESEARCH BY STUDENT PROCEDURE FLOWCHART 

RESPONSIBILITY                                  PROCEDURE 
Student 
 
 
 
 
 
 

 

Chairman 
 
 
 
Lecturers in Department 
 
 
Student 
 
 
 
 
Chairman 
 
 
 
 
Students 
 
 
 
 
 

 

 

 

 

 

 

 

 

Start 

Formulation of Research Concept Paper/ 
Submission to Chairman of department 

Approval of 
research proposal 

Finalization, publication & submission of results 

Stop 

Critique of Research Proposal 

Allocation of Supervisors/ 
Development of Research Proposal 

Review of Research Proposal/ 
Submission to ethics committee/BPS 

Critique of Preliminary 

Conduct of Research/Preliminary results 

No 

Yes 



 
UNIVERSITY OF NAIROBI 

FACULTY OF BUSINESS AND MANAGEMENT SCIENCES 
RESEARCH BY STAFF MEMBERS PROCEDURE FLOWCHART 

RESPONSIBILITY                                  PROCEDURE 
Staff member 
 
 
 
 
 
 
 
 
 
 
 
 

 

Chairman 
 
 
 
Staff member 
 
 
 
 
 
 

 

 

 

 

 

 

Start 

Formulation of Research Proposal with 
input from researchers from all 
collaborating institutions/Submission to 
funding agency (where applicable) 

Approval of 
research proposal 

Analysis of results/Publication of paper 
to peer reviewed journal 

Stop 

Submission to ethics committee 

Submission of financial accounts to 
funding agency (where applicable) 

Conduct of Research 

No 

Yes 



 
UNIVERSITY OF NAIROBI 

FACULTY OF BUSINESS AND MANAGEMENT SCIENCES 
COLLABORATIVE RESEARCH PROCEDURE FLOWCHART 

RESPONSIBILITY                                  PROCEDURE 
Staff member 
 
 
 
 
 
 
 
 
 
 
 
 

 

Chairman 
 
 
 
Staff member 
 
 
 
 
 
 

 

 

 

 

 

 

Start 

Formulation of Research Proposal/Submission to 
funding agency (where applicable) 

Approval of 
research 

proposal 

Analysis of results/Publication of paper to peer 
reviewed journal 

Stop 

Submission to ethics committee 

Submission of financial accounts to funding 
agency (where applicable) 

Conduct of Research 

No 

Yes 



 
UNIVERSITY OF NAIROBI 

FACULTY OF BUSINESS AND MANAGEMENT SCIENCES 
RESEARCH ON BEHALF OF EXTERNAL BODIES PROCEDURE FLOWCHART 

RESPONSIBILITY                                  PROCEDURE 
Staff member 
 
 
 
 
 
 

 

Chairman 
 
 
 
 
 
 
 
 
 
 
 
 
Staff member 
 
 
 
 

 

Start 

External body approaches the University 
(Department, Faculty) to conduct research 

Team agrees with 
external bodies on 

terms of conducting 
the research proposal 

Team conducts the research 

Stop 

Appointment of research team 

Team obtains ethical approval 

External body provides proposal/ team 
develops proposal 

No 

Yes 

Team submits report on payment of agreed fees 


