Defining – Certification

Certificate means a document that is issued to a person as evidence that the person concerned has fulfilled the requirement of a qualification.

Verification of Certificates

The verification of certificates should be done in one office and can only take place after the certificate has been issued to graduates.

Preparation of Certificates

All certificates should be issued in the Examinations Office.  Types of certificates that should be issued are:  Degree, Diploma and Programme Certificates. We are proposing that we have Senior Staff member (certification officer) should be assigned with the printing of certificates under the supervision of the Chief Examinations Officer or under the graduation office.

How Certificates are Printed.

0. Examination Section   (Degree and Diploma Certificates on the ITS System)

· The Chief Examinations Officer shall receive signed Schools’ graduandi lists.
· Examination section generates a list to verify the correctness of ceremonial dates and decision dates for awarding of the qualifications.
· The verified list is prepared and signed by the Assistant registrar Examinations and Auxiliary services; recommended for Final approval by the Deputy Registrar and approved by the Registrar. 
· Additional graduandi lists should be signed by Deans
· Certificates are printed, with electronic signatures.
· Certificates for Doctoral Degrees to be signed personally by the 
Vice –Chancellor, the Registrar and the Deans




1.2	Programme Certificates (not on the ITS System)

· The department offering the certificates should submit their list after the completion of the programme.
· The Dean of the school should sign the list before it is submitted to examinations office.
· Upon receiving the list from the department,   examinations should allocated certificate number to each student on the list.
· Certificate will then be printed.
· In the case of programmed certificates, there would be three signatures on the certificates, i.e. the Vice –Chancellor, the Registrar and the Deans . 

Quality Assurance

· Certification matters fall under the jurisdiction of the Registrar who pays attention to aspects affecting quality assurance on continual basis.
· Quality assurance occurs by means of the precise application of the policy on certification (to be formulated).
· The senior staff member responsible for certification, control the respective applicable activities under the supervision of Assistant Registrar, Deputy Registrar:  Academic Administration and the Registrar to ensure effective quality assurance on a continual basis.


