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0.3 Distribution / Circulation
This Standard Operating Procedure is available at relevant functions for authorized users.

1.0PURPOSE
To ensure all student are timely registered anehted.

2.0SCOPE

This procedure shall cover orientations and regfistn of both new and continuing students

3.0REFERENCE

3.1 Student handbook

3.2 Programme of studies

3.3  Academic calendar

3.4 Quality Management Manual
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40TE

RMS AND DEFINITIONS

4.1HoD - Head of Department

5.0 PRINCIPAL RESPONSIBILITIES
The Registrar shall have the overall responsibibtgnsure that this procedure is adhered to.

6.0ME

6.1

6.2

6.3

THOD

The Administrative assistants in charge of the éespe faculties shall enter the courses

on offer for the respective trimester into the AMIS

The administrative assistant shall submit regigtmatforms (see appendix A) to

respective departments.

Orientation and registration of new students

6.3.1 The university registrar in consultation with th¥© Academic shall convene an
assembly of new students for orientation. Theredlfte students shall proceed to
their respective departments and faculties wheey thre issued with the
registration forms and the list of the courses fiero

6.3.2 The student shall fill the registration form in guaplicate which shall be signed
by the respective HoD and proceed to the Creditti@brdepartment for
verification of payments and approval. (Refer takvostruction no. 1).

6.3.3 On approval, students shall proceed to the Redistryerification of documents.
6.3.3.1If the student is not cleared, he or she shalldwesad accordingly and

shall not continue with the registration process.

6.3.4 The Administrative Assistant shall verify the onglity and completeness of
documents in the application package.
6.3.4.1If the applicant is cleared, the admissions offiskall formalize the
application and issue a registration number andassword for
access to AMIS.
6.3.4.2If the applicant does not have the original docutsdre or she shal be
advised accordingly by the Administrative Assistant

6.3.5 The Administrative Assistant shall guide the studeto register for the courses

using AMIS and print a registration report and avoice.
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6.4  Registration of continuing students
6.4.1 The students shall proceed to their respective rtiepats/Evening Programme
office to be issued with registration forms and 4§ courses on offer. The HOD
shall approve the dully filled registration formredit Control Officer shall verify
the financial status of the student’s account.
6.4.1.1 Administrative Assistants shall help students whualls have been
approved for registration by the Credit Controli€Hf to register the units
in the AMIS. (Refer to WI no. 1)
6.4.1.2 Students who shall not have been approved for tragen shall be
advised accordingly by the Credit Control Officer.

6.5 Dropping and adding units
6.5.1The Administrative Assistant shall issue add/dropnis (see appendix B and C) to
students who wish to make changes in their registratatus during the first two
weeks of the trimester.
6.5.2The student shall fill in the drop/add form and mithto the HOD, Dean, Registrar
and Financial Administrator for approval.
6.5.2.1 If the student’s request to add/drop is approvede trespective
administrative assistant shall effect the changes.
6.5.2.2 If the student's request is not approved, he or shall be advised
accordingly by the Administrative Assistant.
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6.6 Change of Campus/programme/withdrawal from universty and claim for exemption
6.6.1 The Registrar shall receive from the DVC Academiudy signed formal request

for change of campus/programme/withdrawal from arsity and claim for
exemption.

6.6.2 The Registrar shall instruct the Administrative &t concerned to effect the

request.

6.6.3 For change of campus, a Clearance Form (see appBhdihall be issued by the

Registrar to the student. A letter shall be writtepon fulfilling clearance
requirements.

7.0 Appendices

7.1  Appendix A: Registration Form

7.2  Appendix B: Add Unit Form

7.3  Appendix C: Drop Unit Form

7.4  Appendix D: Clearance Form for Transfer
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APPENDIX A: REGISTRATION FORM

‘A: M. E. C. E.A.
= OFFICE OF THE REGISTRAR
REGISTRATION FORM (PRINT IN BOLD CAPITALS)

THE CATHOLIC UNIVERSITY OF EASTERN AFRICA

P.0. Box 62157 - 00200
Nairobi - KENYA
/ 12

07:
Fax: 254-20-891084
Email: registrar@cuea.edu

14246

A. PERSONAL DATA

Name: Reg. No.
ID/Passport No. . Hale No._____ Email
“ountry. Gender: Male. Female. Date of Birth:
Religion: (tick as appropriate) Catholic Protestant Muslim Others (speaify)
Status: (tick as appropriate) Marricd. Single___ Catholic Pricst___ Rel. Sister/Br.__ Seminarian ___ Others (specily)

B. REGISTRATION DETAILS

Kisumu __ Gaba Faculty: t

Campus: Langata

Academic Yr: 20__ __ /20

na

Yr of Study 1* 21 S 4" Trimester: 1 Sh "

Program: 4YT.

chive. bads A

Dept: C

. UNITS OF STUDY
CODE FULL TITLE

CR_HRS

C.
#
1
2
3
a
5
6
iz
B
=

10

T

7

. UNITS FOR UPGRADING/RETAKE

CODE FULL TITLE

D.
#
1
2
3
)
5]

APPROVALS

Stamp

Head of Dept.: Si

Stamp

Credit C

Registrar: Si;

Stamp

Credit Controller; Tripli HOD; O

Distrii

CUEADVC ACD/REG/02/fm1
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Appendix B: Add Unit Form
THE CATHOLIC UNIVERSITY OF EASTERN AFRICA
REGISTRATION FORM FOR DROPING UNIT(S)
NAME OF STUDENT ...ttt it ettt e RE NO....ooooiiiaiiiains
POSITION AT CUEA
DEPARTMENT FACULTY SEMESTER YEAR OF STUDY
ADDING EXTRA UNIT(S)
NO. | UNIT CODE COURSE TITLE (IN FULL) CR. (HRS)
1.
2.
3.
4,
5.
6.
FOR ADMINISTRATIVE USE ONLY
Signature HEAD OF DEPARTMENT DATE

CUEA DVC ACD/REG/02/fm2
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Appendix B: Drop Unit Form
THE CATHOLIC UNIVERSITY OF EASTERN AFRICA
REGISTRATION FORM FOR DROPING UNIT(S)
NAME OF STUDENT ..ottt e e e REG.NO.......coovvvi v,
POSITION AT CUEA
DEPARTMENT FACULTY SEMESTER YEAR OF STUDY
DROPING UNIT(S)
NO. UNIT CODE COURSE TITLE (IN FULL) CR. (HRS)
1.
2.
3.
4.
5.
6.
FOR ADMINISTRATIVE USE ONLY
Signature HEAD OF DEPARTMENT DATE
Signature DEAN OF FACULTY
Signature REGISTRAR
Signature FINANCIAL ADMINISTRATOR
CUEA DVC ACD/REG/021i03
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Appendix C: CLEARANCE FORM FOR TRANSFER STUDENTS

SERIAL No........cceiiieeniinns (REVISED MARCH, 07)

Upon transfer of studies at CUEA a student must clear his/her financial obligations, return all library books, materials and/or
equipments which belong to the university. It is the duty of every student therefore, to present this form to Heads of Department
in the order listed below:-

Important:

This University will not issue any certificate, transcript, academic records, or letters of certification to the student, parent, sponsor,
other Universities, Colleges, Institutions or employer until the student has cleared all his/her liabilities.

NAME OF STUDENT: REG.

NO.

DEPARTMENT: YEAR OF
ADMISSION:

1. DEPARTMENT:
The Student has/has no liabilities to the Department. If he/she has, state the liability(ies) below:-

(a)

(b) Signature of Head of Department and
Date

2. LIBRARY:

The Student has/has no liabilities to the Library Department. If he/she has, state the liability(ies) below:-

a)
Date
b)

3. DEAN OF STUDENTS:
The Student has/has no liabilities to the Dean of Students’ Department. If he/she has, state the liability(ies) below:-

Signature of University Librarian and

a) In Dean of Students Office:

b) In Sports:
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Signature of Dean of Students and Date

4. FINANCE OFFICE:

The Student has/has no liabilities. If he/she has, state the liability(ies) below:-

a) Finance Department:

iii. Infirmary:

\

b) Catering and Accommodation:

i.
c) Other Liabilities

Signature of Financial Administrator and Date

5. REGISTRAR:

I certify that the student has/has no liabilities to the university. If he/she has, state the liability(ies) below:-

Signature of the Registrar and Date

CUEA DVC ACD/REG/02/fm4.
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