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List of abbreviations 

 

e.g: Exempli Gratia 

ICT: Information and Communication Technology 

MIPC: Muhabura Integrated Polytechnic College 

V/PAT: Vice Principal Academics and Training  

 HEC: Higher Education Council 
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I. Introduction 

Muhabura Integrated Polytechnic College (MIPC) is an institution opened in 2014 by 

Anglican Church of Rwanda, Diocese of SHYIRA. The idea of creating such kind of 

Institution is triggered by following objectives  

1. To provide technical and professional programs for students who wish to develop 

competencies in specific career areas or to upgrade their skills. 

2. To support economic development by providing job-specific programs for business, 

industry, hotels, and other organizations.  

3. To provide developmental education courses for students who need basic academic 

skills. 

MIPC Motto 

“Striving for excellence…” 

And whatever you do, do it heartily as to the Lord and not to men. Colossians 3:23 

MIPC Vision 

To be the Premier Source for education, workforce training, partnerships and economic 

development. 

MIPC Mission 

To provide innovative educational environments, opportunities, and experiences that enable 

individuals, communities, and the region to grow, thrive, and prosper. 

MIPC Philosophy  

We act to foster inclusion education and promote excellence in all that we do. We commit to 

approach all decisions with integrity, kindness and generosity both on and off campus.  

MIPC Values 

1. Commitment 

2. Respect  

3. Excellence                     

4. Accountability         

5. Diversity  
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   MIPC Goals 

1. Ensure the students access and increase enrollment facilities. 

2. Inspiring students’ success and enabling to achieve their life skills for the labor market 

and entrepreneurial skills. 

3. Ensure high quality programs and services. 

4. Sustain environmental relationship in education. 

5. Reinforce continuing education and community service. 

6. To develop and implement a student welfare policy. 

7. To develop and enhance library services. 

8. To generate income and develop projects to support smooth learning of the college. 

9. To promote a culture of entrepreneurial and business, technical skills among students. 

10. Ensure students access to ICT services 

II. Academic staff code of conduct panorama  

In order to foster and strengthen adherence to the college statutes, regulations and bye-lows, 

and maintain high standards of integrity in the prosecution of the MIPC’ mission, a code of 

conduct is considered crucial. The MIPC motto,” striving for Excellence: Colossians 3:23” 

we proceed in integrity, presumes a fundamental conviction that success in any intellectual 

endeavor is of little value if it is not founded on high moral values. 

This code of conduct is thus meant to regulate the conduct and behavior of senior members 

of MIPC in order to maintain high standards in work output, and enhance public trust and 

confidence in the college deliberations. 

The code is largely informed by past and contemporary events, experiences and observations 

in the college, that have raised issues of integrity, work culture, and general standards 

behavior, considered subversive of discipline in an institution of high learning. 

The guidelines are generally consistent with the university’s statutes and regulations, as well 

as observations by various committees instituted by the college to examine issues bordering 

on ethics discipline. The code is largely applicable to academic Senior Members of the 

college. 
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However, until a separate is designed for non-academic senior members, relevant sections of 

this code shall apply. The code may be reviewed every five (5) years. It provides guidelines 

for academic staff and senior Members in the following areas: 

A) Teaching 

b) Supervision of academic work 

c) Examinations 

d) Conflict of interest 

e) Relation with the university’s various publics; students, staff, colleagues, the college 

Administration and the general public. 

It is hoped that similar guidelines will in future be drawn specifically for junior staff of the 

college. 

III. Teaching and supervision 

III.1. Lecturer’s attendance 

Academic staff should endeavor to be present and on time for classes at all times and to cover 

the full syllabus for semester. If it becomes necessary to be absent, the consent of the 

appropriate authority (e.g. Head of Department and Vice Principal Academics and Training) 

must be communicated. 

 Students must be informed in advance if an academic staff will be absent or late for a lecture 

(this information shall be dressed by the head of department or the Vice principal academics 

and training). 

III.2 Unofficial Rescheduling of Lecturers 

Academic staff must of necessity teach their classes in compliance with the official time table. 

If there is a good Cause for changes on official teaching timetable, the vice principal 

academics and training the chairperson of the appropriate timetable committee shall be 

notified or informed to make the necessary changes. 
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Academic staff respect the college approved lecture periods. Any academic staff seeking to 

schedule classes outside the stipulated periods must seek permission from the vice principal 

Academics and training through the Head of Department. 

III.3 Teaching by unauthorized personnel 

Academic staff shall under no circumstances ask unauthorized personnel, for example 

teaching assistants, to teach, or dictate lecture notes, on their behalf lectures. Teaching 

assistants, however, are authorized to lead tutorials (it has been suggested that a distinction 

should be made between Teaching Assistants and Guest Lectures. In view of the large 

classes/student numbers and the limited number of staff in some departments, it is suggested 

that selected graduate Assistants and Teaching Assistants should be made to handle 

introductory courses. A college-wide decision should be taken on this matter) 

III.4 Teaching the full duration of the semester 

Academic staff must every semester teach over the full period officially designed for 

teaching. If for any reason a lecturer is unable to fulfil this, alternative arrangements should 

be made with the head of Department after consultation with the vice principal academics 

and training. 

Academic staff are required to seek permission from the principal through the vice principal 

academics and training and head of department when travelling outside the country. If a trip 

within or outside the country will interfere with classes, alternative arrangements should be 

put in place in consultation with the Head of Departments. 

III.5 Giving out course outlines and Bibliographies/Reading lists to students. 

Academic staff must provide course outlines/reading lists for distribution to students at the 

beginning of each module. 

Academic staff must regularly revise their teaching material and bibliographic references to 

reflect current trends in the discipline. 
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III.6 Teaching Materials 

 The Department must ensure that essential reading materials are available to students. 

 Academic staff must make conscious efforts to refrain from promoting any political, 

religious, racial, or ethnic ideology in class. 

 Academic staff shall not sell lecture notes or materials to students in accordance with 

relevant sections of the statutes of the college. 

 Arrangements should, however, be made by the lecturer through the head of 

Department to ensure the availability of relevant textbooks and publications within 

the libraries of the college. 

 The vice principal academics and training in partnership with the department should 

print all passed exam and bided for library. 

III.7 Use of Mobile phones 

 Mobile phones should not be used during lectures and official meetings in the college. If 

absolutely necessary, staff should step out of the lecture or meeting to use the telephone. 

Mobile phones must be on either on vibration or silent during lectures and official meetings. 

III.8   Availability for consultation by students 

Lecturers shall indicate their office hours and hours for consultation on their office doors, and 

make themselves available at the stipulated times. 

IV. University examinations 

IV.1 Typing of examination question 

Academic staff must, as far as possible, type their examination questions themselves. Where 

necessary, however, they may seek help for typing through the Head of Department. 

IV.2 Deadlines or submission of examination questions 

Academic staff must ensure that they meet deadlines for the submission of examination 

questions and grades. 

 Heads of Department must ensure that examination questions are moderated at the 

department level. 
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IV.3 Proofreading of questions 

Academic staff must proofread their examination questions before they are submitted for 

printing. 

Academic staff must ensure the accuracy of their examination questions and avoid the need 

for changes in examination halls. 

Academic staff must be present to review their examination questions in the examination hall. 

        IV.4 Repeat of Examination questions 

Academic staff must refrain from repeating verbatim, question from the previous years’ 

examinations. Lecture must set different questions for various institutions. 

IV.5 Invigilation during examinations 

Academic staff are obliged to perform invigilation duties during examinations, and should 

hold themselves in readiness for the purpose. 

IV.6 collection of examination booklet 

The examiner must ensure that all examination booklets are collected from examination office at the 

end of examination. In the event that examiner is unable to collect the booklets, the designed 

Departmental Examination Officer should be informed to collect the examination booklets. 

IV.7 Marking and submission of Examination booklets 

✓ Academic staff must grade examination booklets and submit marks according to academic 

calendar stipulated deadlines. 

✓ Academic staff must keep examination booklets under strict security conditions, and ensure 

that examination booklets are not misplaced, lost, defaced or tampered with in any way. 

✓ During the period of marking, academic staff must make sure marking has been finished and 

grades turned in before permission in sought to travel. 

IV.8 Entering Examination Marks 

Academic staff enters exam marks in the prescribed manner by themselves. Under no 

circumstances must this responsibility be delegated to unauthorized persons. 
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IV.9 Supervision of final year projects/dissertations 

 Academic staff must supervise and grade final year project/dissertations conscientiously/and must 

submit grades according to academic calendar stipulated deadlines. 

V. Conflicts of interest 

In situations where an academic member of staff teaches a course that is taken by his/her spouse, 

child/ward, or close family relation or friend, these conflicts of interest must be officially declared at 

the beginning of the semester to the head of department, who will ensure that the relevant examination 

scripts are either marked or cross checked by another member of staff. The award of contracts for 

goods and services to close relatives and friends also constitutes conflicts of interest. 

VI. Research and publishing 

(Reference should be made to the higher education council (HEC)policy on research 

publishing recommendations and regulations). 

 VII. Promotions 

➢ Principal and heads of Department shall avoid undue delays in processing academic staff 

promotions. Where there is Cause for delay in the processing, the principal shall inform the 

applicant through the Head of Department. 

➢ Applications for promotions must be copied to the vice principal academics and training and 

the registrar in accordance with the relevant schedule of the statutes of the Muhabura 

Integrated Polytechnic College. 

VIII. Conduct of senior members 

❖ Academic staff shall refrain from using sedative drugs, or other illegal substances. 

❖ Academic staff refrain from abuse of alcohol which would bring disrespect to the college. 

❖ Academic staff shall not sell for personal or financial gain publisher furnished textbooks or 

other materials meant for review. Academic staff shall at all times comport themselves in 

ways that will enhance their image and that of the University. 

IX. Relationship with colleagues 

❖ Academic staff shall avoid giving adverse comments on colleagues to other colleagues, 

subordinate staff and students. 
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❖ Academic staff shall not leak confidential information from meetings or official files to others 

and neither should such information be used for unauthorized purposes. 

❖ Under no circumstances should an academic staff exploit, harass or discriminate against a 

colleague on the basis of religion, gender, race, ethnicity, ideology or disability. 

❖ Under no circumstance shall academic staff engage in any verbal or physical assault on 

colleagues. 

❖ Academic staff shall respect the dignity of others, and respect their right to express different 

opinions. 

❖ Academic staff shall at all times promote collegiality to achieve the ultimate goals of the 

college. 

❖ Where an academic staff is aggrieved by the conduct of a colleague on any issue, he/she shall 

first report to the head of department or vice principal academics and Training for an attempt 

at settlement. 

X.  Relationship with head of department/vice principal academics and training and 

principal. 

 The principal, vice principal academics and Training and heads of department should at all 

times demonstrate high leadership qualities through the exhibition of integrity and objectivity. 

 Academic staff should offer to the principal, vice principal academics and Training and heads 

of department the necessary support and cooperation to enable them carry out their prescribed 

duties. 

XI. Relationship with subordinate staff 

 Academic shall respect the rights and dignity of subordinate staff and refrain from making 

derogatory remarks about them. 

 Academic staff shall refrain from any type of harassment or discrimination against 

subordinate staff. Academic staff shall adhere to the anti-sexual harassment policy of the 

Rwanda government. 

 Academic staff shall respect the rights and dignity of subordinate staff and refrain from 

making derogatory remarks about them. 

 Academic staff shall not request or instruct their college co-workers or subordinates to do any 

activity outside the latter are job description to the personal benefit of academic staff. 
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 Academic staff shall under circumstances incite subordinates or others against colleagues or 

college authorities. 

 Except in cases of self-defense, academic staff shall not engage in any verbal or physical 

assault with subordinate staff. 

XII. Relationship with students 

➢ Academic staff shall refrain from any type of harassment or discrimination against students 

and shall adhere to anti-sexual harassment policy of Rwanda government. 

➢ Academic staff shall not exploit their relationships with students for personal gratification, 

and neither shall they confer undue favors or apply pressure to influence students to yield to 

personal desires. 

➢ Academic staff shall ensure that their relationship with students do not develop ways that can 

undermine objectivity in grading, evaluation or assessment. 

➢ Aiding and abetting a student who has flouted university regulations is strictly prohibited. 

➢ Except in cases of self-defense, academic staff shall not engage in any verbal or physical 

assault with students. 

XIII.   Relationship with the general public 

 Unauthorized staff shall not give out sensitive information about the college to the media 

without permission from the principal. Except in cases of self-defenses, academic staff shall 

not engage in any verbal or physical assault or be involved in a punch-up on the college 

campus or elsewhere, to the embarrassment of the MIPC. 

 Academic staff shall not receive from students and the general public gifts in the form of 

money, goods, hospitality or other personal benefits if he/she has reason to believe that such 

is intended to influence judgment or action, for example in respect of admission, 

appointment, promotion, grading, assessment or other. 

 Academic staff shall not give a gift to influence judgment of colleagues in respect of 

admission, appointment, promotion, grading, assessment or other, in the college. 

 Academic staff not serves as an agent for bribery with the aim of influencing opinion at the 

college. 

XIV. Sexual behavior 

✓ Academic staff is prohibited from engaging in sexual or amorous behavior with students 
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✓ Academic staff shall not exploit their relationship with subordinate staff of the college for 

sexual ends; and neither shall they confer undue favors to influence subordinate staff of the 

college to yield to sexual desires. 

✓ Academic staff are bound by the anti-sexual harassment policy of the government of Rwanda. 

XV. Relationship with the college 

 Academic staff shall conscientiously fulfill all contractual obligations for the period of time 

agreed, and shall give the college notice in accordance with the relevant provisions of the 

statutes when resigning from the service of the college. 

 Academic staff shall make prudent use of and be accountable for college funds and other 

resources entrusted to their care. 

 Academic staff shall not engage in actions or behavior that may Couse loss or embarrassment 

to the college. 

 Academic staff shall avoid the use or abuse of college property, resource, or labor for personal 

gain. 

 Academic staff shall give support to college activities through participation. 

 Academic staff must ensure regular and punctual attendance at college meetings due 

apologies must be conveyed if a staff is unable to attend a meeting. 

XVI. Investigation procedure for breach of code 

 On receipt of complaints of any breach of code of conduct, either from the head of Department 

through the vice principal academics and Training, or Director of students’ affairs, the 

principal shall set up a committee to investigate the complaints. The committee set up shall 

report to the principal who shall in turn refer the report to the relevant disciplinary committee 

in accordance with the statutes of the college. 

 The Disciplinary Board or committee shall investigate the allegation of misconduct referred 

to it by the principal or the Director of discipline. 

 The Disciplinary Board or committee shall propose appropriate sanctions to the principal, 

who shall decide on a sanction accordingly. 

 Any academic staff who is not satisfied with the decision of the principal shall have the right 

to appeal to the board management of MIPC. 
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XVII. Sanctions 

Where the senior members Disciplinary Board finds a member guilty of misconduct, it may 

recommend one or more of the sanctions namely preventive, restorative, or punitive methods 

provided in the statutes including but not limited to the following: 

Advisory council 

Explanation letter 

Warning or reprimand in writing 

Temporary suspension 

Dismissal letter. 

 

Approved by Academic senate meeting of 05 August 2021 

Chaired by, 

Rev. Vital MANIRAKIZA 

Principal  


