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IMPORTANT CONTACT DETAILS
Physical Address			Bindura University of Science Education
					Administration Block
					Rooms A22 - A25
1 Chimurenga Road
Off Trojan Road
					BINDURA
Postal Address			Bindura University of Science Education
					Registry Department
					P Bag 1020
					BINDURA
Telephone (BUSE Switchboard)	0271 7621, 7531-2, and 6371-2
Direct Line				0271 6230
Cell					0772 154 880/2/5/7/8
Office Direct Lines
Registrar’s Office				7615
Deputy Registrar, HR & Admin		6230
Human Resources Office			6039







1.	INTRODUCTION
This manual shall be referred to as the Bindura University of Science Education Human Resources Handbook. This handbook provides information on the University’s guidelines and procedures to be followed when members are executing their duties.

The Human Resources staff members play a vital role to help all stakeholders to interpret and apply the policies in an equitable and fair manner; hence they can be contacted for assistance. The University reserves the right to change, modify or review the handbook as and when necessary.

2.	REGISTRY VISION

To be a dynamic and innovative department that ensures excellence in academic and administrative services, fostering the growth and success of Bindura University of Science Education as a leading institution in science education.
3.	REGISTRY MISSION STATEMENT
To provide efficient, professional and student-centered academic and administrative services by managing academic records, human resources and institutional processes with integrity, accuracy and innovation, thereby contributing to the university’s mission of academic excellence and societal impact.

4.	UNIVERSITY CORE VALUES
· Integrity
· Excellence
· Accountability
· Innovativeness
· Inclusivity
· Professionalism

FACULTIES:
· Faculty of Science Education   
· Faculty of Science   
· Faculty of Engineering
· Faculty of Agriculture and Environmental Science 
· Faculty of Commerce 
· Faculty of Social Sciences and Humanities
	ACADEMIC DEPARTMENTS
· Geosciences
· Health Sciences
· Disaster Risk Reduction
· Sustainable Development
· Optometry
· Sports Science
· Sports Academy
· Computer Science
· Biological Sciences
· Chemistry
· Engineering and Physics
· Statistics and Financial Mathematics
· Educational Technology
· Educational Foundations
· Curriculum Studies
· Science Mathematics
· Environmental Science
· Agricultural Economics Education and Extension
· Animal Science
· Natural Resources Management
· Crop Science
· Languages and Communication Skills
· Social Work
· Peace and Governance
· Intelligence and Security Department
· Marketing
· Banking and Finance
· Accountancy
· Human Capital Management
· Economics
· Culture and Heritage Studies
· Communication Science
· Artificial Intelligence
· Research and Innovation

ADMINISTRATIVE AND SUPPORT DEPARTMENTS:
· Chancellery
· Registry
· Bursary
· Information and Communication Technology
· Library
· Student Affairs
· Advancement and Public Affairs
· Estates and Services
· Physical Planning and Construction
· CETID
· Internal Audit
· Procurement Management Unit
· National Sports Academy
· Quality Assurance Department





Page | 6 

 Lecturers

Chairpersons

Deputy Deans

Executive Deans

Dean of Students

Deputy Librarian

Deputy Bursars

Deputy Registrars

Librarian
Bursar
Registrar
Pro-Vice Chancellor, Research & Innovation

Pro-Vice Chancellor, Academic Affairs & Administration
Vice Chancellor
COUNCIL
Managers

Directors



6.	ROLE OF COUNCIL
As constituted in terms of Section 10 (1) of the Bindura University of Science Education Act, Chapter 25:22, No. 15/99: the University Act provides for membership of University Council which, consist of the Chancellor, who is the President of the Republic of Zimbabwe, Vice Chancellor, one/more Pro Vice Chancellors, Council members of Senate, members of staff and registered students and the Convocation.
Subject to this Act and general directions as to policy given by the Minister, the Government and executive authority of the University shall be vested in the Council which shall consist of :-
a)	The Chancellor, Vice Chancellor and Pro Vice Chancellor and Ex-officio members

b)	Members appointed by the Minister of Higher and Tertiary Education
Dr. Eng. F. Mavhiya-Bhiza			Council Chairperson 
Dr. P. Chitagu				Council Vice-Chairman
Mrs. Z.P. Chenhidza				Council Member
Mrs. A. Machida				Council Member
Mr. D.T. Mureriwa				Council Member
Mr. I. Rukweza				Council Member 
Ms. B. Muyengwa				Council Member
Dr. C.T. Nyamarebvu			Council Member
Mr. D. Kanokanga				Council Member
	Mr. N. Gonyora				Council Member
	Dr. Nyika					Council Member
	Mrs M. Chirapa				Ministry Representative

c)	Senate Members of Council	
· Professor E Mwenje	 	- 	Vice-Chancellor 
· Professor. C. Denhere	- 	Pro-Vice Chancellor, Academic Affairs and 					Administration
· Professor. C. Mahamadi	-	Director, Research and Innovation
· Professor J.R. Gumbo	-	Director, Research & Post Graduate Centre
· Dr. Z. Tambudzai		-	Dean, Faculty of Commerce
· Dr. D. Makwerere		-	Dean, Faculty of Social Sciences & 						Humanities
· Mr S.S. Chaurura		-	Bursar 
· Dr. B. Chiparausha		-	Librarian
· Professer. J. Masaka	-	Dean, Faculty of Agriculture & Env. 						Science
· Professor M.N. Modebelu	-	Dean, Faculty of Science Education	
· Dr. S. Naidoo			- 	Director, Advancement and Public Affairs
· Mrs. T. Mukabeta		-	Acting Director, CETID
· Miss B. Gwezere		- 	SRC President

d) 	Academic Members appointed by Senate to be in Council
· Professor. E Mwenje
· Professor. C. Denhere
· Professor C. Mahamadi
· Dr. Z, Tambudzai
· Dr. D. Makwerere
· Professor. J. Masaka
· Professor. M.N. Modebelu
· Mrs T. Mukabeta

e)	Distinguished Academic Member appointed by Senate 
· Professor C Mahamadi

f)	Administrative Representative to Council 
· Mr J Undenge

g) 	Academic Representative to Council  
· Dr. T.J. Katsinde

h) 	Workers Representative to Council  
· Mr B. Westoni

i)	Mr. J. Makunde	- Registrar


7.	UNIVERSITY OFFICE HOURS
	Monday to Friday		0800 hours to 1245 hours
	Monday to Thursday		1400 hours to 1630 hours
	Wednesday Sports		1400 hours to 1630 hours
	Friday				1400 hours to 1600 hours


8.	INFORMATION TO STAFF MEMBERS

8.1  APPOINTMENT PROCEDURE
	
8.1 .1	The Human Resources office issues out an appointment letter to the employee 	stating the following details: 
	Name, Surname, Job Title, Status i.e, Temporary, Permanent or Contract, Salary 	and Department.  If a member is on contract the appointment letter indicates dates 	for the contract period.

8.1.2	On assumption of duty, the employee is required to:
	Complete a Method of Payment form (SR 62) which is mandatory since salaries are 	only paid through the bank.

    .1	Submit an Assumption of duty letter to the Human Resources office, which is duly 	signed by the Head of Department.
    .2	Complete a Nomination of beneficiary form (SR 64), application for appointment 	(Academic Support staff SR 22), Application for appointment to the Academic Staff 	(SR 33), Medical questionnaire, Funeral Policy and Medical aid Forms.
    .3	Sign the Terms and Conditions of Service and Sexual Harassment Policy. 

    .4	Submit a Police Clearance form, Medical examination and Original certificates for 	verification.



8.1.2 Medical Aid	
	Members are encouraged to join Medical Aid on appointment and currently the 	service providers include CIMAS, PSMAS and First Mutual. The University contributes 	80% towards medical aid on behalf of all employees and their immediate family 	members (spouse and children below the age of 18 years). 

	The Employee contributes 20% towards medical aid.  For all the other dependants 	the employee contributes the full amount.  For children who are above 18 years 	and still at school, college or University on contribution rates they are charged the 	child rate, provided there is proof of that the child is still a student.

8.1.3 Medical Refunds
	When members purchase medication or when they have shortfalls on their medical 	aid, they can claim medical refunds upon production of the original receipt to the 	Salaries Office (FDS3 form).
	The refund is processed through the payroll, and only 50% of the total cost is 	refundable. This is applicable to all employees whether or not they are on medical 	aid. 
8.1.5	Pension
		Every permanent member of staff is eligible to pension. Contribution rates shall be 		in accordance with the rates applicable at that time. Old Mutual is the service 			provider. The Employer contributes 10.5% and employee 6.5% towards the pension 		fund. 

8.1.4 Funeral cover
	The University have sought the following service providers, Nyaradzo, First Mutual 	and Zimnat for funeral assistance, where members pay 100% monthly contributions.
8.2 CASH IN LIEU (C.I.L.L) OF LEAVE POLICY
8.2.1	According to the Bindura University of Science Education Financial Regulations, 	Cash in lieu of leave may be granted on a 50-50% basis. This means that in order to 	encash fifteen (15) days leave a member of staff must have entitlement to at least 	thirty (30) days, for which fifteen (15) days will be taken as effective leave and 	another fifteen (15) used to claim a cash payment. No employee shall be granted 	more than 30 days cash in lieu of leave per annum.  This is subject to availability 	of funds.

8.2.2	CALCULATION OF C.I.L.L
Basic Pay x CILL days
Average Working Days Per Month

For example          400 x 10 days
                         	 	       30
8.3 PROBATION CONFIRMATION

8.3.1 	For both Academic Staff and Academic Support Staff the Academic Appointment Board and Academic Support Staff Selection Board shall convene to consider the member’s probationary period before the end of the probationary period.

8.3.2 	Full Time Academic Staff will serve a probationary period before being considered to become an established member of the Academic staff. The member shall fill in SR25 form – Report on Probationary - lecturer form and the Chairperson of the Department and the Dean of Faculty make recommendations. The duration of the probationary period shall range from 1 to 3 years depending on qualifications. An Academic Appointment Board will meet to consider the probationary period.

8.3.3 	Full Time Administrative and Support Staff will serve a probationary period of 3 months before being considered to become an established member of the Academic Support staff. The member shall fill in SR27 form and the Chairman or Head of Department will complete SR28 form. The forms must be submitted to the Assistant Registrar – Human Resources for Administrative and Support Staff. A Selection Board will convene to consider the probationary period of a member.
8.4 EXTENSION OF CONTRACTS

8.4.1. 	Extensions of contracts are not done for Administrative and Support Staff. For the Senior Administrative and Support Staff extensions are done upon the expiry of contract, and the Vice Chancellor has the final approval.

8.4.2	For Temporary Full Time Lecturers upon the expiry of contract, the Head of Department and the Dean seeks approval from the Vice Chancellor, demonstrating and certifying that the extension of contract is in the best interests of the institution and that the Department may expect, with reasonable certainty, to continue to benefit from the services of the applicant.

8.4.3	For Teaching Assistants their contracts expire after a period of three years during that same period they are expected to complete their Masters Degrees. 

8.5 LATERAL TRANSFER

	Members can be reassigned or transferred to work in other Departments within 	the University when need arises.

8.6 RESIGNATION PROCEDURE

8.6.1   Academic staff, submit their resignation letters to the Vice Chancellor      
	and Academic Support Staff submit their letters to the Registrar.

8.6.2 Completion of a Staff Clearance Form (SR 15) and submission of Staff ID to the Human Resources Office .

8.6.3 Completion of an Old Mutual Withdrawal Claim Form for members who are on Pension and attaching copies of National Identity card. 

8.6.4 Payment of accrued vacation leave days and any terminal benefits would be done after clearance. 

8.7 PROMOTION

8.7.1	A call for promotion will be made by Human Resources once every year and eligible candidates are encouraged to apply. The applications should be signed by Head of Department and recommended by the Dean to the Promotions Committee for consideration. For Administrative and Support promotion it is based on merit and it depends on the post being advertised.

8.8 PERFORMANCE APPRAISAL

8.8.1	Performance appraisal is conducted annually to assess the performance of 8employees in respect of the work attributes using rating scores so as to identify members who will be eligible for annual bonus. These are done every quarter and the Final appraisal reviews are done in the month of October.
9.	ANNUAL BONUS POLICY 	
9.1	Every full time member of staff is eligible for an annual bonus provided they satisfy 	the requirements of the performance appraisal.
9.1.1	Members who resign before the payment of the annual bonus will forfeit their 	bonuses.
9.1.2 Members who join the institution during the course of the year shall be
entitled to a prorated bonus.

9.1.3 Executive members of staff are entitled to 10% of their annual basic salary.

9.1.4 A tax free threshold is announced annually by the Ministry of Finance and depending on the tax free threshold, all bonus payments are subject to tax.
10.   	OVERTIME POLICY
10.1	Overtime refers to the time worked over and above an employee’s normal working 	period.
10.2 All members of the Administrative and Support staff in grades 9 to 16 qualify for 	the payment of overtime. Members of the Administrative and Support staff in 	grades 8 and 7 may receive time in lieu of leave.

10.3 All members of the Academic staff do not qualify for payment of overtime.

10.4 Overtime shall be paid in monetary value or can be converted to days in lieu of 	leave.

10.5 Overtime must be agreed upon before it is worked and the terms of the written 	agreement must be adhered to: purpose of overtime, type of overtime and period 	of overtime.

10.6 There must be a register or record of performance of task which should be  	authorized.

10.7 Normally overtime shall not exceed the number of hours that are stipulated to a 	particular sector in a single day.

How to Calculate Overtime
Basic Pay x Rate x Overtime hours worked 
Hours in Pay Period
For Example:	230 x 1.5 x 4
176 hours
11. 	SALARY ADVANCES POLICY
11.1 	Salary advances are given under exceptional circumstances.
11.2 Only the Registrar authorizes payment of salary advances.
11.3 A salary advance should not surpass an individual’s monthly net salary and the loan should be reimbursed by the end of two months through monthly salary deductions.
11.4 All members of staff are eligible for a salary advance, subject to availability of   funds. 
11.5 All salary advance deductions shall not overlap into the following financial year.
12.	PAYROLL DEADLINE

12.1 	The deadline for submitting all payroll transactions to the Salaries Office is the 7th of each month. 
12.2 	Any correspondences submitted late for payroll transactions shall not be processed within that calendar month. 

13.	DEATH OF SERVING MEMBER STAFF

	Procedure
13.1 	Salary due shall be paid in one’s estate.

13.2 If a member was married or a widow/widower with dependent children, at the time of death, a sum equivalent to one month’s untaxed salary shall be paid out to his//her surviving spouse, or to such a person on behalf of the dependent children as the University may determine.

13.3 	If a member was single at the time of death, a sum equivalent to one month’s untaxed salary shall be paid out to his/her next of kin, or to a nominated  
	beneficiary.

13.4 	Cash in Lieu of leave days accrued is also paid at this time to the nominated 
	beneficiary.	

14.	LEAVE PROVISION AND PROCEDURES
	
14.1   VACATION LEAVE

14.1.1  Vacation leave may be accrued up to a maximum of ninety (90) days 
14.1.2 According to the Terms and Conditions for Administrative and Support members of staff in Grade 16, 15, 14, 13 and 12 are entitled to 30 days per annum. Leave will be accrued at a rate of 2.5 working days a month.
14.1.3 Grades 11, 10, 9, 8, 7, 5, 4 and 3 are entitled to 36 leave days per annum. Leave will be accrued at a rate of 3 working days per month. 
14.1.4 Academic Staff members in Grade 6 and above accrue 42 leave days per annum.   The accumulation rate is 3.5 days a month. 
14.1.5 All the other terms and conditions governing vacation leave are as per the Labour Act.

N.B.   Staff members who have accumulated 90 days are encouraged to offload their days in consultation with their Heads of Departments.

14.2 MATERNITY LEAVE

14.2.1	Maternity leave is granted for a period of ninety-eight (98) on full pay to a female employee who has served for not less than one year. 

14.2.2	On production of a certificate signed by a registered medical practitioner or State Registered Nurse certifying that she is pregnant, an employee may proceed on maternity leave not earlier than the forty-fifth (45th) day and not later than the twenty-first (21st) prior to the expected date of delivery. 
14.2.3 Any maternity leave requested in excess of the limit is granted as unpaid leave. 
14.2.4 A female employee who is the mother of a suckling child shall, during each working day, be granted at her request at least one hour or two half periods, as she may choose during her normal working hours, for the purpose of nursing her child. A female employee shall be entitled to this benefit for the period during which she actually nurses her child or six months, whichever is the lesser as per Labour Act.
14.2.5 All the other terms and conditions governing maternity leave are as per the Labour Act.

14.3 SICK LEAVE

14.3.1	During any one-year period of service, an employer shall, at the request of the employee supported by a certificate signed by a registered medical practitioner, grant up to ninety (90) days sick leave on full pay, a further ninety days sick leave will be on half pay then after a period of 180 days, the employee shall go on unpaid sick leave. 
14.3.2 If a period of absence from duty exceeds three 93 days, sick leave will be granted only on production of a certificate signed by a medical practitioner as per Labour Act.
14.3.3 All the other terms and conditions governing maternity leave are as per the Labour Act.

14.4 SPECIAL LEAVE

14.4.1	Special leave shall not exceed 12 days per annum and is granted to a member only under the following conditions :- 

· who is required to be away from duty on the instructions of a medical practitioner because of contact with an infectious disease; 
· who is subpoenaed to attend any court in Zimbabwe as a witness; 
· who is required to attend as a delegate or office-bearer at any meeting of a registered trade union representing employees of the University; 
· who is detained for questioning by the police; 
· on the death of spouse, child, parent or legal dependant 
· on any justifiable compassionate ground, as per Labour Act.

14.4.2 3 days shall be granted as Compassionate leave on the death of a spouse, child, legal dependant or parent.  These 12 days however, shall not be accrued from one year to the next.

  	     All the other terms and conditions are as per provisions of the Labour Act 	     (28:01)

14.5 STUDY LEAVE 

 14.5.1	Study leave is granted to permanent members of staff who have been tenured.

14.5.2  	Academic staff members who wish to go on study leave are encouraged to go 
     on a split side or sandwich programme.
14.5.3	Study leave for Administrative and Support, they use their vacation leave days for study leave and are granted when they go for examinations.

All the other terms and conditions are as per provisions of the Study Leave Policy HRP09 as amended in November 2021.

14.6 CONTACT LEAVE	
	Academics
14.6.1	Senior members of the Administrative and Support who fall in the category of grade four (4) and above and permanent academic staff members who are tenured are eligible for contact leave. For more information, refer to HRP01 policy
14.7 SABBATICAL LEAVE
14.7.1 After a member of academic staff has completed six years of service and is tenured, he/she is granted sabbatical leave on full salary, and in every seventh year reckoned from the date of appointment, subject to the availability of funds. For more information refer to HRP01 policy
14.8  UNPAID LEAVE
14.8.1	At the sole discretion of the University, unpaid leave may be granted where exceptional circumstances exist, and must be authorized by Vice Chancellor for all academic and senior academic support members of staff and by the Registrar for all junior Academic Support staff.
14.8.2	Factors to be taken into account when considering whether to grant unpaid leave are:
(i) The University normally grants a leave without pay only where there is a clear understanding that the member of staff will return to the University after the expiry of unpaid leave.
(ii) Unpaid leave will not be granted to accept an ongoing position at another institution or business, unless such action is considered by the Vice Chancellor as an outstanding professional development opportunity for the member of staff, who intends to return to the University. 
(iii)  Unpaid leave may also be granted in cases where a member of      staff is appointed on diplomatic missions and government assignments
(iv) A member will not accrue vacation and sick leave during unpaid leave. 
(v) Requests for unpaid leave must be in writing on the SR 10- Application for Leave form which should be authorized by the Head of Department before submitting it to the Registrar (for junior academic support) or the Vice Chancellor (for academic and senior academic support members of staff) for final approval.
14.9   DUTY LEAVE
Members who shall be away from their work station on University business shall apply for duty leave.  The normal procedure of applying for a leave would be followed.
15. 	DUAL EMPLOYMENT

Full Time Staff are not to accept work by another employer. Part Time employment with other organizations' should be subject to approval by the University. Failure to respect this regulation will result in disciplinary action, including the possibility of immediate termination. 

16.	EXIT INTERVIEWS

Before any person leaves the organization, the Human Resources Department shall ensure that an exit interview has been conducted.  The Human Resources Department shall conduct the exit interviews.  The information gathered will be used in the recruitment of a replacement and growth of the Institution.

17.	RETIREMENT POLICY

17.1	 Normal Retirement 
The University’s normal retirement age for all staff is sixty-five (65) years and shall take effect at the end of year in which the member of staff reaches the age of sixty-five (65) years. 

For further information regarding the Retirement procedure kindly refer 
          to the Human Resources Policies and Procedures Manual – Retirement Policy   HRP06.

18.	PROVISION OF HEALTH FACILITIES

Staff members on medical aid can access drugs using medical aid and those members of staff who are not on medical aid can pay cash, at the Campus Clinic which is situated at the Student Affairs department.
  Main Campus Clinic operational hours

Monday to Thursday
 0800 hours to 1630 hours

 Friday
 0800 hours to 1600 hours
 Normally a doctor will be available three (3) days a week for 2 hours.

19.	CATERING

Provision of meals at the University canteen’s serving point at various campuses and room service for breakfast, lunch and supper. The pricelist can be availed by the Catering Section.

20.	TRANSPORT TO AND FROM WORK

Availability of university transport to ferry employees to and from work at selected pick up points, at scheduled times.





21.	WELFARE PROVISIONS
21.1 	HOUSING LOANS
21.1.1 Eligibility
.1	The Housing Stands/Houses loan shall only be extended to members of staff who have served the University for at least 2 years and are confirmed/ tenured. Preference will be given to the longest serving members.
.2	Applicants who are on suspension, on unpaid leave, on part time contracts or aged over 65 years are not eligible. Members with other loans will not be considered before 3 years.

21.1.2   Policy Provisions
.1	The assistance shall cover, up to a certain limit, the actual purchase or payment of a deposit for a residential stand or the purchase of building materials for putting up residential accommodation on stands acquired through staff member’s individual efforts.
.2	Normally the maximum Housing loan granted shall not exceed 40% of the member of staff’s gross annual salary. 
.3	Monthly repayments in respect of the loan shall not exceed 25% of the employee’s monthly gross salary. 
.4	An individual member of staff is expected to benefit only for one housing unit for the duration of his/her service with Bindura University of Science Education.
.5	The total loans borne by an employee shall not exceed 25%.  The University will assess the situation before the award of a new loan.
.6	The loan shall be payable over a maximum period of 36 months/3years.

The Loans Committee shall assess the progress made on how the funds will have been utilized. For further information regarding the Housing loans. 






21.2.	VEHICLE LOANS

21.2.1    Eligibility
 .1	The vehicle loan will only be extended to members of staff who have served the University   for at least 2 years and are confirmed/ tenured. Preference will be given to the longest serving members.
      .2     Members of staff who are on designated posts, those from Grade 3B and above,      on suspension, on unpaid leave, on part  time contract or aged over 65 years are not eligible.

21.2.2    Policy Provisions
              Normally the maximum car loan granted shall not exceed 40% of the member of    staff’s gross annual salary.  

For further information regarding the Vehicle Loans Policy kindly refer to the Human Resources Policies and Procedures Manual Vehicle Loan Policy HRP10

21.3.	    BANK LOANS

Bank loans can be accessed by members of staff for both Academic staff and Administrative and Support Staff.  Only confirmed members of staff are eligible.    

21.4.	LAPTOP SCHEME

The University offers Laptop scheme to members of staff.  This portfolio is run by the Assistant Registrar, Staff Development and Welfare.

22.	REPROGRAPHIC UNIT SERVICES

	The reprographic unit offers reprographic services to the University Departments.  The Services Office is directly responsible for the reprographic unit.  Members of staff may request business telephone calls via the University switchboard.

23.	UNIVERSITY ACCOMMODATION ALLOCATION

23.1 Priority would be given to PhD holders and Professors. The PhD holders will 
    be allocated accommodation on appointment. It will be stated in their offer  
    letters that they will be entitled to University accommodation.

23.2 Senior Administrative and Support Staff as well as Senior Technical staff that need accommodation will be given priority. 

For further information regarding the Vehicle Loans Policy kindly refer to the          Human Resources Policies and Procedures Manual, Housing Allocation Policy HRP06

24.      MAIL

 Mail delivery to and from Harare is done on Tuesday and Thursday every week.    
 Franking of business mail is done by the reprographic unit. 

25.	HIRING OF FURNITURE AND FACILITIES

The University offers hiring of facilities and furniture to staff members for functions. 
26.	HUMAN RESOURCES POLICIES AND PROCEDURES
Members are encouraged to familiarize themselves with the provisions of the Human Resources Policies which are in the Human Resources Policies and Procedures Manual. (December 2011)
The Policies include:
	HRP 01	Salaries Policy and Procedures
	HRP 02	Recruitment Policy
	HRP 03	HIV/AIDS Policy
	HRP 04	Internship Policy
	HRP 05	Retirement Policy
	HRP 06	Housing Allocation Policy
	HRP 07	Communication/Mobile Policy
	HRP 08	Vehicle Use and Fuel Allocation Policy
	HRP 09	Gender Policy
	HRP 10	Vehicle Loan Policy
	HRP 11	Gift Acceptance Policy
	HRP 12	Handover – Takeover Policy
	HRP 13	Annual Bonus Payment Policy
	HRP 14	Talent Management Policy
	HRP 15	Dress Code Guidelines
	HRP 16	Revised Study Leave Policy for Academic Staff
	HRP 17	Code of Ethics
	HRP 18	Credit Facility Policy
	HRP 19	Smoking Policy
	HRP 20	BUSE Council Charter
	HRP 21	BUSE Code of Conduct
	HRP 22	Sexual Harassment Policy
	SAP 01		Student Accommodation Policy
	SWP 02	Student Workstudy Policy
	DASAP 03	Drug and Substance Abuse Policy
	SUC 04	Students’ Union Constitution
	CSC 01	BUSE Client Service Charter
	CP 02		Communication Policy
	BAI 01		BUSE Artificial Intelligence	
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