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(a)
PREAMBLE

The management of the Institute is passionately concerned about effective learning, discipline, orderliness, moral uprightness and conduct of students in the school. Although, there is an increasing wave of declining academic standards, indiscipline, cultism and moral decadence in many tertiary institutions, the Institute’s management is aware that the existence of such things can stain the school’s image, bring her to disrepute and send negative signals about the school to the society and general public.
The school management equally understands that effective and efficient training and learning coupled with the excellent performance of its graduates are essential to success, consistent growth and corporate existence of the Institute.

Accordingly, the school abhors all forms of student(s) misconduct and unruly behavior and has put in place firm but fair disciplinary measures based on principles of equity and justice. Thus, students must abide by the rules and regulations, and  erring student(s) will be disciplined according to the guide.
In addition, the school will make all needed provisions; human, material and financial to ensure that students are well taught and prepared for better economic and social life in the society. The school has developed and will continue to develop excellent academic programmes that will guarantee that candidates excel after graduation.
BRIEF HISTORY OF THE INSTITUTE

1. 
HISTORICAL BACKGROUND

Utagba Uno Vocational Enterprise Institute was founded in the year 2007 and received its’ accreditation from the National Board for Technical Education (NBTE) in 2008.

It was founded to address the yawning gap between the hopes and aspirations of students who do not access to higher education and the almost total lack of opportunities to achieve these aspirations.


The concept was that of a hands-on approach to skills acquisition of the highest quality with a view to improving the lives of aspiring youths and adults who had missed out on education to achieve gheir potentials in life.
2.
DEVELOPMENT OF ACADEMIC PROGRAMMES

The Institute is poised at developing academic programmes in such a manner that ensures effective learning and guarantees that students are well trained to meet the ever increasing needs of the economy and perform well at all times.
As a result, the school is currently structured into departments that will become faculties as the school grows. Each department consists of related courses and is being headed by a Head of Department (HOD). The departments and courses being run at present and in the future are as follows.
(a) Department of Engineering Technology.
(1) Welding and Fabrication

(2) Electrical Installation & Repair Work

(3) Refrigeration & Air Conditioning

(4) Radio, TV, GSM , Servicing

(5) Automobile Engineering

(b) Department of Environmental Studies

(1) Carpentry and Joinery.

(2) Block Laying and Concrete Making

(c) Department of Business Studies

(1) Computer Studies
(2) Secretarial Assistant Course

(3) Entrepreneurial Studies

(d)
Department of Technology

(1) Fashion Design and Garment Making

(2) Catering and Hotel Management

(3) Hospitality & Tourism Studies
(e) Department of Agriculture


(1) Agricultural Studies

The Institute will commence with the courses accredited by the National Board for Technical education (NBTE).Other courses will be run after their accreditation. However, the above courses are available for both the full time and part time programmes and leads to the award of National Vocational Certificate (NVC) upon completion of the training requirements.
2:2.
PART-TIME PROGRAMMES



To offer opportunity for those who are unable to secure admission into the Institute for its regular courses, and to meet the educational demands of the working-class people who are desirous to improve their educational status, becoming more productive and enhancing their chances of self-employment and job offers, the Institute offers part-time programmes for all NBTE accredited courses.. The Institute hopes to extend the part-time facilities to departments in the near future.

4.
CAMPUSES

The Institute currently operates a mono-campus system with all departments in one campus. However, the Institute will later operate a dual- campus system when 
the permanent site is ready for occupation. 

Thereafter, the Institute will revert or transist to a mono- campus system when it finally moves to its permanent site upon completion of the major works and availability of accommodation for all its departments.
5.
 ADMISSION POLICY


In pursuance of its objective of equipping lives for better living and providing technological manpower for the nation, the Institute has adopted an admission policy of equal ratio in all its departments based on number of applications for each course. The part-time programme for working class people is meant to further boost the reach and impact of the school and ensure availability of qualified manpower in all socio-economic sectors of the our nation.
6.
 MANAGEMENT OF STUDENTS

Management of students, particularly in tertiary institutions, has become a very complex business. In full realisation of this, the Institute Administration encourages constant dialogue with students, consultations with authorities and parents in order to create a favourable atmosphere for learning.

Also, the Institute makes needed efforts to provide hostel accommodation and/or assist students to live comfortably within the vicinity of the campus and takes special interest in other welfare related matters affecting students.

ACHIEVEMENTS
ACADEMIC POLICY AND REGULATION

1.
ADMISSION

All admission is provisional in the first instance and can be with-drawn at any point in time if there is any need to do so.


(A)
CONDITIONS FOR ADMISSION

General Conditions for Admission into a Programme: All direct admissions into the courses offered by the institute in the country are based on the approved guideline provided by National Board for Technical Education (NBTE) and must satisfy a minimum of Basic 9 completion certificate. Applicants that posses SSSCE, GCE or NECO are free to apply and will be given special consideration. Based on passing examination and meeting other criteria that may be laid down by the management of the institution, a candidate may be offered provisional admission. The final admission of the candidate however rests on his/her meeting the minimum admission requirements as laid down by the National Board for Technical Education (NBTE).

(i)
An application form is usually obtained from the institution for a fee and completed forms are returned to the institution.

(ii)
The admission of a candidate into a programme is the prerogative of the Academic Board of the institution which must ensure that the candidate meets the minimum entry requirements for the programme as laid down by the National Board for Technical Education (NBTE).


(B)
GENERAL ENTRY REQUIREMENT

All prospective applicants or students must satisfy a minimum of Basic 9 (JSS3) completion certificate. Mature and working applicants / intending students may be considered on the recommendation of their Employer, Community, or Sponsor(Corporate or Individual), for such course or training. 

2.
MATRICULATION

All newly admitted and registered students must be matriculated. Matriculation exercise marks the end of students’ registration.

3.
ATTENDANCE AT CLASSES




Every student is expected to make a minimum attendance of 75% of the 


total possible contact hours for each course in each semester. Absence on 


the ground of illness must be supported with a medical certificate duly 


signed by a qualified Medical Practitioner from a Government owned 


hospital, must be endorsed by the Director of Health Administration of the 

Institute and must be submitted within seven days of absence.

4.
PRACTICAL

Practical Work in Laboratories and Workshops is essential for many courses. It is the student’s responsibility to make himself aware of the various departments’ regulations before carrying out such work. All practical is compulsory and a minimum of 80% attendance / participation is expected of every student. Where damage is caused to apparatus through negligence of the students, the student will be held responsible for the cost of repairs or replacement.

In the interest of safety, a student should exercise the greatest care and caution when carrying out practical work and should ensure that suitable clothing and safety wears are won while in the laboratories and workshops.

5.
UNIT COURSE SYSTEM



(a)
Introduction

The Institute operates a Unit Course System. All new academic staff, Part - Time Lecturers and Students are required to familiarize themselves with the system before starting work. Continuous assessment is very important in a unit course system and it forms an integral part of the overall assessment of students. All lecturers are required to prepare a programme of course-work for the semester which should include dates and times when students are to have tests and quizzes, and this should be made known to the students in advance. There is no Result examination in the Unit Course System.



(b)
Objectives




The objectives of the Unit Course system are:

(i)
to enable a student to progress at a rate reasonably adjusted to his/her individual ability.



(ii)
to avoid the repetition of a whole semester or session where 



only a small number of courses  have been failed and the grade 



point average is not less than 1.0.



(iii)
to accommodate transfer from one programme to another 




without loss of grades obtained in courses, common to the 




programmes concerned.




(iv)
to provide for inter-departmental and inter-disciplinary 




collaboration in curriculum planning formulation and 




continuous review.





This approach minimizes duplication of courses in 





departments, disciplines etc.

6.
BASIC DEFINITIONS



(a)
Academic Session




One academic session consists of two semesters usually comm- 



encing in October and ending in July of the following year.



(b)
Semester 

A period of study which normally consist of 16 weeks including the examination period.




Contact Hour: I s the actual number of hours allocated to a course 




per week.



(c)
Credit Hour

(i)
One hour of lecture  per week per semester - one credit hour, 

three(one) hour lecturers per week per semester - three credit hours. Tutorials may be conducted without increasing credit 




hours.




(ii)
3 hours of any practical work per week per semester - one 





credit hour.




(iii)
Final year projects carry a maximum of four(4) credit





hours  and a minimum of two(2) credit hours 




(iv)
the maximum load which a student is allowed to 





carry in any semester is 25 credit hours.



(d)

Pass Mark





The minimum pass mark for any Diploma course is 40%



(e)

Pre-Requisite Course

A pre-requisite course is a course that must be passed before a student can register for a higher course.

8.
EVALUATION PROCESS



(a)

Requirements for Evaluation

(i)a student must register for relevant courses which may not exceed a maximum of 25 credit hours in any semester.

(ii) no student shall be allowed to register for a higher course
unless he or she has passed the pre-requisite for that course.





(iii)a student is required to register for courses within the 




stipulated period.

(iv)
a student shall not be admitted to classes unless he/she has registered for the course. A student who attends a course for which he has not registered shall forfeit the mark scored in the course.



(b)

Continuous Assessment

Assessment of a student for each semester will depend upon the overall performance of the student in the semester. This will be  based on class work, class tests, quizzes, home work, practical/studio work, laboratory work, workshop practice and the semester examination with a range 60%  - 70% attached to the end of the semester examination ad 30% to 40% for continuous assessment.

9.
GRADING SYSTEM



(a)

Grading of NVC or NID Courses

The following standardized uniform grading system shall apply to all Diploma students (regular/part-time) admitted to the ND or HND programmes.



Marks Range

Grade
Numerical               Performance



in  Percentage

Grade Points









Equivalent



70 and above

A
4.0                          Distinction



65 - 69


AB
3.5                          Very Good



60 - 64


B
3.0                          Good



55 - 59


BC
2.5                          Above Average



50 - 54


C
2.0                          Average



45 - 49


CD
1.5                          Pass



40 - 44


D
1.0                          Pass



35 - 39


E
0.5                          Fail



  0 - 34


F
0.0                          Fail



(b)
Grading of Pre - ND Courses





In each subject the following grades will be awarded:







70% and above
Distinction







50% to 60%

Credit







40% to 49%

Pass







0%  to 39%

Fail

A student must obtain credits in 4 relevant subjects to proceed to ND 

(c)
Grade Point Average (GPA) The overall performance of a student is determined by means of a Grade Point Average. Each course will be credited by Grade Points. The Grade Point is calculated by multiplying the 
Credit Hours by the Numerical Grade Point Equivalent. The Grade Point Average (GPA) is the sum of grade points divided by the total number of credit hours.

Example:

Grade A in a 3 - Credit - Hour Course = 3 x 4 = 12 grade point

Grade C in a 3 - Credit - Hour Course = 3 x 2 = 6 grade point

Grade CD in a 3 - Credit - Hour Course = 3 x 1.5 = 4.5 grade point

Total Credit Hours 3 + 3 + 3 = 9

Total Grade Points = 12.0 + 6.0 + 4.5 = 22.5

Therefore, Grade Point Average (GPA) for the three courses





= 22.5 = 2.50
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(d) Cumulative Grade Point 

Cumulative Grade Point is defined as the sum of all the Grade Points 



obtained from the time of entry into the Institute to date.


(e)
Cumulative Credit Hours


Cumulative Grade Point  Average (CGPA)

The CGPA is obtained by dividing the cumulative Grade Points by the Cumulative Credit hours. All courses passed or failed shall be reflected on the transcript for each semester.
(g)
Repetition of Course



Where a student repeats a course, the Credit Hours and the Grade 



Points of all attempts shall be included in the cumulative credit 



hours and cumulative grade points.


(h)
Repeat Courses



A student who fails to make a minimum of 40% in any course shall 



be required to register again for the course when next it is available.

10.
ACADEMIC CONDITIONS


(a)
Withdrawal from Courses



During a regular semester, a student who is registered for any course 


may withdraw from the course not later than 4 weeks after the date of 


Registration. A student will however, be required to complete the 



prescribed form obtainable from his/her Head of Department before 


withdrawal could be effected. In the absence of official withdrawal 


from a course, within the stipulated period, for which a student is 



registered, the grade “ABS - O”  shall be reflected in the cumulative 


hours and points. 


(b)
Deferment of Admissions



Deferment of Admission on basis of ill health, childbirth, loss of 



sponsor, Accident, transfer (national Assignment) will only be 



approved upon meeting of the following conditions:




-
Payment of School Fees



-
Commencement of Registration






-
Submission of Relevant Documents to substantiate claims




-
Application must be made within the first six weeks in the 






semester.


(c)
Semester Deferment of Studentship







Where a student applies to defer his/her study programme; it shall be 


recorded as Semester Deferment(SDF). Such deferment shall not 



exceed two consecutive semesters provided the deferment will not 



cause the programme to exceed the maximum of eight(8) semesters 


permitted by academic regulations. 


      (d) 

Sick Grade "S”

(i)
A Grade "S" shall be recorded in a case where a student who satisfies all conditions for entry for an examination, is unable to sit for the examination owing to certified illness or other exigencies. 



In this case, both the lost grade point and semester credit hours 



shall not be reflected on the grade point and cumulative credit 



hours. Such a student shall register for the course when next it 



is available.


(ii)
A case of protracted illness during the semester or sudden 


illness during the semester or sudden illness during, an 


examination shall also merit sick grade "S", and the student 



may repeat the course when available.

         (e)
 Incomplete Grade "I”


In case of final year, students, grade. "I” meaning "incomplete", shall 

be awarded for projects that are yet to be completed. Such students 

shall not be qualified for the award of the diploma until the projects 

have been satisfactorily completed.


        (f)
 
Absenteeism



Where a student, who has not, officially withdrawn from a course or 


reported sick absents himself from an examination,such a student shall 

score a grade "ABSO" for that course and this grade shall be reflected 


in the semester credit hours and grade point.


        (g)
Maximum Course Duration

No student shall be allowed to spend more than a maximum of four year (i.e 8 semesters) of a full-time study, or six years (i.e 12 semesters) of part-time for either the National Vocational Certificate or National Innovational Diploma. The academic board may allow one extra semester in exceptional cases, where only one course is outstanding.

      (h) 

Conditions for Transfer to Another Programme

A student who, for personal reason, wants to transfer from one programme to another at the end of the first year, can do so provided he/she meets the basic requirements advertised for the new programme. However, such a student shall not be allowed to spend more, than a total of four(4) years for full time study or six (6) years for part-time study in the Institute. Application in this respect shall be made on prescribed form through the students' Head of Department tothe Head of Department of the desired programme for processing.The Academic Office shall be duly informed.

11.
AWARD OF INSTITUTE DIPLOMAS AND LEVELS OF ACADEMIC 
PERFORMANCE


(a)
 Award of Diploma


 
The final award and classification of diploma will be based on 



the Cumulative Grade Point Average obtained, by each 




candidate during his/her entire period of study. The minimum 



Cumulative Grade Point Average for the award of a diploma is 



1.00 to obtain a diploma, a student is required to pass all 




courses. The diploma shall be graded on the basis of the overall 



performance (i.e Cumulative Grade Point Average) as 




follows:



      (i) 

Distinction     -
      3.50 to 4.00 


     (ii)  

  Upper Credit -      
3.00 to 3.49

                   (iii)     
Lower Credit -     
2.00 to 2.99 

                   (iv)
 Pass
         -     1.
00to 1.99


(b) 
Honours Roll





A student who has a cumulative grade point average of 3.25 and above 

at the end of any academic session shall be put on the Institute’s Honours. Roll.


(c) 
Withdrawal from the Institute



A student who obtains a CGPA of less than 1:0 at the end of .the 


semester shall be put on probation and be advised to improve on his 


performance. If his CGPA at the end of the session is less than 0.5 or if 


he has been on probation for more than two (2) semesters he shall be 


required to withdraw.


(d). 
VoluntaryWithdrawal


A student who absents himself from the classes for two consecutive 

semesters without official permission or who fails to register for two (2) 
consecutive semesters shall be classified as having voluntarily 

withdrawn from the programme.

12.  
EXAMINATION


(a)  
Students' Conduct During Examination Period 



(i)  
No student shall be admitted into staff offices during examination 



period, and until the results are released.



Any student who contravenes this regulations shall be severely .


dealt with. 

(ii)
No student shall be shown his answer scripts or told his grade 


/marks, before the release of results. Answer scripts, grades /marks 

and marking schemes shall be treated as highly confidential. 


However, students results will be posted on the notice boards after 

the results  have been approved by the Academic Board.


(iii) 
 Any student who has a grievance shall petition his Head of 



Department within the first two (2) weeks of  the following 



semester. The petitioner shall be expected to pay a fee of N250 for 



the handling of the petition. The fee will be refunded if the 



complaint is found to be genuine. Errors arising from the handling 



of the marking exercise shall be viewed seriously. Any staff found 



guilty in this regard shall be disciplined. 



All answer scripts should eventually be deposited in the office of 

the Head  of Department for record purposes.


(b)
 Responsibilities of Students During Examinations 



(i) 
A student must present himself for the end of semester examina- 


tion, any student who fails to make 75% minimum attendance 


requirement in each course shall not be allowed to sit for 


examination in that course. A list of qualified candidates for each 


course shall be displayed on the notice board two (2) weeks 


before the examination. Attendance is counted from the 


day lectures begin for the course A student who is absent on 


account of a resported case of illness will not be credited with 


attendance for the period.


    (ii) 
In a situation where a student fails to sit for an examination, in a 

course, the continuous assessment will not be used to assess a 

final grade for that course.


   (iii)
Any make-up examination arranged by any lecturer for any 

student requires the permission of the Academic Board.


  (iv)
Candidates are expected to report at the examination hall thirty 

(30) minutes before the commencement of each examination, 

and are to enter the hall when directed to do so by the 


invigilator.


(v)
The current student identity card must be brought into the



examination hall and kept on top of the desk during the exam 

 -ination for identification purposes. Defaced identity cards will 

hot be acceptable. Students will be asked to sign a prepared 

attendance list of registered students.


(vi) 
Only the students' identity card, pen, pencil, ruler, calculator, 

eraser and mathematical set and other approved materials will be 

allowed into the examination hall. Candidates should please 

note that borrowing of items listed when examination is in 

progress is prohibited. No pieces of paper whether relevant or 

not should be brought into the examination hail. Answer scripts 

will be provided by the Institute.


 (vii)
All students should remain seated when examination questions 


are being distributed and when answer scripts are being 


collected. Candidates shall not be allowed into the examination 


hall thirty minutes after the commencement of the examination. 



(viii). 
Candidates shall-not be allowed to leave the examination hall 


during the first thirty minutes of an examination. Candidates 


leaving without permission and trying to re-enter the hall will not 

be allowed to do so and a report of any such incident would be 


made to the Head of Department for presentation to the 



Academic Board.


     (ix) 
No candidate will be allowed to leave the examination hall after 


the commencement of the examination with the aim of coming 


back to the hall except in very rare cases when such candidate 



will be accompanied  by an escort.


     (x) 
Candidates must maintain silence throughout the period of the 


examination. No candidate under any circumstances should 


communicate with any other candidate during the examination. 


Such will be regarded as an examination malpractice. 


    (xi) 
Examination answer booklets or continuation sheets must not be 

taken out of the examination hall.


13.
PENALTY FOR EXAMINATION MAL-PRACTICES


The following penalties shall apply to any student caught cheating during a 

semester examination, test, quiz or class-work.

Category of Examination Mal-practices
 Penalties


(a)
Bringing in prepared and other
(i)  
Rustication for one


prohibited materials into the


semester in class


examination hall.



 test or quiz.






(ii) 
Expulsion if in







Semester examination

(b)
Use of coded signals, copying

Rustication for one 



spying, courier services and

Semester


Grafting.

©
Aiding and Abetting examination 
(i)
Rustication for one


mal - practices



semester for a student







who aids and abets.






(ii)
Expulsion for the 







student who receives 







the aid or is abetted.

(d)
Receiving examination information

Dismissal


 from- staff or any other person/source 


i.e. receiving aid.

(e)
Impersonation, forgery, burgling of

Dismissal


 offices to obtain examination papers

 (f)
Plagiarizing
 



Dismissal

(g)
Talking 




Deduction of marks 

14.
RESPONSIBILITIES OF INVIGILATOR. DURING EXAMINATION

 
(a) 
Each Director of School will be responsible for the smooth running



of semester examinations: There shall be an Examination 

 


Committee, comprising Departmental Exaniination Officers in the 



school headed by a Chief Examinations Officers  not below Lecturer 


1. The Departmental Examinations Officers shall be appointed by the 


Head of Department while the Chief Examination officer shall be 



appointed by the Director.



(b) 
The invigilator shall report to the Chief Examination officer in his 



office to receive question papers (in sealed packets) and other 



examination materials at least an hour before the examination 



commences.


(c)
It is absolutely necessary that candidates, enter and leave the  



rooms only through the approved entrance(s). This will enable the 



invigilators to satisfy themselves that nothing unauthorized by the 



Regulations has been brought in or taken out of the examination hall. 


Candidates are to be searched as they enter  the hall.


(d) 
the invigilators are to ensure that students sign the attendance list and 


must report any case(s) of absence of candidates from the 




examination.


(e) 
While the examination is in progress, no person other than the invigilators, any authorized attendants, the Head of Department 
Examination Officer, the Medical Officer, the Director of the School shall be allowed to enter the, hall. However., the examiners of each paper may be present during the first and the last 30 minutes of the paper to attend to any problem arising from their papers.


(f) 
The time appointed for the examination paper as indicated in the time 

table must be strictly adhered to as much as, possible. 


(g) 
Each of the sealed packets of examination papers must be opened in 

the presence of the candidates at the time appointed for the 


commencement of the examination. The packet must be on the 

specific examination that is. being taken.




(h) 
No candidate may leave the examination hall during the first thirty 

minutes of the examination and thereafter an attendant or invigilator 

must accompany any candidate who, with permission, wishes to go 

out with the intention of returning.


(i)
No question paper shall be removed from the hall until the first 30 

minutes of the examination has lapsed. 


(J)
The attendance list is to be signed by all candidates present and 

collected and checked against answer booklets collected by the 

invigilator.



(k) 
The Invigilator under the direction of the Chief Invigilator shall be 

responsible for the parceling and sealing of various groups of scripts 

at the close of each examination. He should ensure that both the 

attendance list and a few copies of question papers are enclosed.


(1)
The sealed packets should be delivered to the Examination Office and 

later to the Examiner or the Head of department. These packets must 

be clearly identified. The identification must be on the outside of the 


envelope. The packets must be signed for by the receiver.



(m)
Silence must be maintained throughout the examination period by 


both the Invigilators and the candidates. 



(n)
Invigilators must alert the candidates on the time left, 30 minutes 


and five minutes to the end of any examination.


(o) 
At the close of each examination, candidates should be requested  to 


"Stop Writing" by the Invigilator.

(p)
The procedure for collection will be by assigning to 
individual Invigilators the responsibility of moving from row to row collecting from the candidates who shall remain seated.


(q)
Invigilators must check the scripts and tick against each candidates 


name on the attendance list indicating the submission of the answer 


scripts.


(r)
After the candidates have left the hall, Invigilators are to arrange the 

scripts according to groups (e.g) Insurance ND I Group A, B, etc) and 

pack them in the same manner. All packets are to be sealed by the 

Invigilator before handing over to the Chief Examination Officer. 

The handing over of the scripts shall be documented. 


(s) 
The Invigilator should take down the name of any candidate who 

talks to another or. borrows any item. The invigilator should minute 

on the candidate's answer script in red ink. This shall be brought to 

the attention of the Chief Examination Officer who should report to 

the Head of Department for subsequent consideration of the Board of 

School and academic Board for necessary action.



(t)
When a student is caught cheating, the Invigilator shall take the 

following steps:





 (i)
stop the student from writing



(ii)
collect all relevant exhibits, including the students identity 




card,



(iii) 
obtain a written statement from the students,



(iv) 
thereafter allow the student to continue the examination 




with a new script if necessary,



(v)
a student who refuses to make a written statement shall not 




be allowed to continue with the examination.



(vi) 
the Invigilator must submit a written report of the incident to 



the Chief Examination Officer for onward transmission to 




the students’ Head of  Department within 24 hours after the 



end of the paper,



(vii) 
the Head of Department shall present each case of cheating at 



the Department meeting, and the Department's 





recommendation shall be forwarded to the Board of School. 



The Board of School shall make recommendations to the 




Academic Board.
.




(viii) 
Any disturbances caused by students should be reported in 




writing to the Head of Department. Invigilators should report 



all cases of contravention of the Regulations governing the 




conduct of students during examinations.





SECTION 3




       SERVICE DIVISIONS

1.
HEALTH SERVICES

There. are clinics in each of the Campuses with full-time Doctors. The main ailments treated at the Clinics are malaria, gastroenteritis conjunctivitis (Apollo), Upper respiratory tract infections, enteric fevers and minor 
surgical operations. Since the Institute is nonresidential, the Clinic opens, from 8.00a.m. to 4.00 p.m, Monday to Friday.


However; to meet the medical needs of students' on the Part-Time 

programme the clinic now opens on Saturdays and Sundays.

Where, necessary, patients are referred to the nearest General Hospital. The,provision of drugs and treatment is at a minimal fee to all registered students of the Institute, staff and their immediate families.

.
Enquiries on Health Services should be directed to the Medical Officer in any of 
the Campuses between 8.00 a.m and 4.00 p.m Monday to Friday.



(a)
Conditions for Registration with the Clinic



All full-time students are mandated to complete medical registration 

forms and submit same with chest X-ray to the Clinic during 

registration. It is pertinent to note that only registered students shall 

be attended to by the Clinic.

:

2.
LIBRARY SERVICES

There is a Library at the main Campus and. three Satellite Libraries at the satellite Campuses of the Institute..

2a. 
Opening Hours 


During Semester



Monday.-Friday
-
8.00a.m - 9.00 p.m .


Saturdays

-
 9.00a.m - 6.00 p.m 


During Vacation/Recess



Monday - Friday

- 
8.00 a.m - 4.00 p.m 



Saturday


-
Closed




During Public Holidays
- 
Closed 

2b 
Admission into the Library


(a)
Admission of students and other persons to use the library is restricted 

to registered users. Such persons also have to be issued with library 


cards.

 


(b) 
The following, are eligible to register as readers in the Institute 


Library:



(i)
All senior staff members of the Institute.



(ii)
All registered students of the Institute. 



(iii) 
Diplomats of the Institute and any other outsider may be 




permitted by the Chief  Librarian to use the Library on a 




temporary basis for the purpose of study and reference only.

2c.
Registration by Students



Registration by students for library use takes place during the Institute 

students' registration exercise.


During registration, newly admitted students should visit the library to 

collect registration cards.  Students who fail to complete library registration 

formalities during the exercise may not enjoy borrowing facilities.


A student is issued with a library registration card at the venue for 


registration. He completes the card and gives it to his Head of  Department 

for endorsement. The endorsed card is returned to the Librarian at the venue 

with. the students' passport photograph. A Library Identity card is thereafter 

issued to the student by the Librarian.

2d
 Borrowing Library Materials

 
(a) 
Regular Loan



A full-time student is entitled to borrow three books for period of two 


weeks;


(b) 
Short Loan



(i) 
Books that are recommended by lecturers to be on reserve can 


be borrowed on a short term loan. Any library user is eligible to 


borrow one reserve book for a period of two hours, renewable 


thereafter if no other reader has need for that book. Reserve 


book are to be read within the library.



(ii) 
Reserve books borrowed for the weekend must be returned by 


9.00 a.m prompt on the following Monday.  A fine of N100.00 per 


hour shall be charged thereafter for lateness in returning reserve 


books.




(c) 
Week-end Loan




(i)
Books on reserve can be borrowed for the weekend.




Weekend. loans will start from, 5.00 p.m and end at 6.00 p.m 


on Saturdays in each of the libraries.


 

  (ii)  
Reserve books borrowed for the weekend must be returned 



by 9.00am prompt on the following Monday. A fine of 



N100.00 per hour shall be charged thereafter lateness in 



returning reserve books.



(d)
Recall



       (i) 
Any library book or material loaned out may he recalled at 



anytime if the need arises. It must be returned promptly on 



the day requested. Failure to comply with such a request is 



an infringement of library rules and regulations and shall be 



dealt with accordingly.



         (ii)
All books should be returned to the library before going on 




vacation or recess.

.

2e. 
Reference Materials


Periodicals, Journals and books stamped `Reference’ are regarded as 
Reference Materials and must be used in the Library.

2f.  
Renewals



Any library book, when borrowed, may be renewed, provided the books are 
not in demand or had not been put on reserve for another reader. For 
renewals, the book has to be returned to the Assistant at the Loan's Desk. He 


will check it and re-issue it. 

2g. 
Overdue Books



All borrowers are responsible for returning materials when due. No borrower will be allowed to borrow any book if any overdue tag is already attached to his record card until the overdue book is returned. Borrowers, who
persistently return materials late will have. their library privileges withdrawn.

2h 
Fines



(a) 
Regular Loans



Books borrowed under the regular Loans Systems which are not 


returned on the due date shall attract a fine of N100.00 per day.


 (b)

Short and 'Weekend Loans .



Books charged out under the `short and weekend loans system which 


are not returned at the specified hour shall attract a fine of N100.00 per 


hour.





The exact amount of fine should be brought along when returning 


overdue materials.

N.B   Any student who has borrowed the total number of books to which he is entitled 

is still eligible to borrow reserved books either on the: short-term loan or on 

the weekend basis.

2i.  
Lost Books  


A borrower who loses a book or any materials loaned out to him shall pay the 

prevailing market cost of the book or material in addition to the administrative 
cost of processing the book. This would enable the library to replace the lost 

material.

2j
Reservation 


A borrower may reserve any book that is not on loan by filling a reservation 

slip to be collected from the Loan's Desk. When the  book is available, notice 

maybe put on the Library. Notice Board to inform the intended borrower. 

The book will be held only for one day after the notice had been pasted. If the 

borrower who requested for it does not call after one day notice, the book 

shall be given to the next person on the reserve list or returned to the regular 

shelf.

2k. 
General Information


(a)  
A11 readers must enter or leave the library through one door off the 

lending table;


(b)
Bags and cases should not be brought into the library. They should b-

left with the pigeon-hole attendant who in turn would put them into 

the appropriate pigeon-holes in the cloak-room.


(c)
Borrowers must report lost or destroyed materials to the Library. 

Such materials shall be paid for by the person who borrowed them;


(d)    Persons leaving the library must show all book s-both library and 

personal to the security man at the library gate;

'

(e)   
Library materials must not be marked or defaced in any way.  Borrowers are advised to examine all materials before taking them from the Library.


(f) 
Five minutes to the closing time,, the porter will go round the library 

to announce ‘Time Up’. Two minutes to the time, he will start closing 

the windows and doors.

2l.
Library Decorum


Quietness is essential for pleasure, speed and assimilation in reading. 
Therefore, all students using the library should observe the following.
 
(a)
Avoid annoying other readers, speak softly and when it is 


necessary.


(b)
Avoid-group discussions. Group discussions should be held outside 

the library,


(c)
Step lightly



(d)
Always place your chair under the table quietly;



(e)
Do not sit on reading carrels (Tables);


(f)
Do not smoke in the library;  


(g) 
Do not eat or drink in the library

 
(h)  
Wet umbrellas etc. Should not be brought into the library; they should 

be left with the clock-room attendant.


 (i)
Respect the Assistants on duty.

The Institute Librarian or his representative reserves the right to withdraw on the spot, the library privileges of any student who contravenes any of the above rules of library decorum. 

3.
PHOTOCOPY SERVICE GUIDELINES

Photocopying is part of the reader services provided by the library and is being effected under the following guide:


(a)
 Charge




 (i)
N2.50 per print


(b)  
Non-Qfficial Documents 



(i)  
Requests for photocopying regarding this category of 


materials should be made directly to the staff on duty in the 


photocopy room; 



(ii)  
Users are requested to bring the exact amount of money 


required to avoid delays.



(iii) 
Users should please ask for a receipt.


(c)
Priorities




Photocopying will he done according to the following priorities;



(i)  
Internal requests from the Library



(Ii)
 Requests from other departments.




(iii) 
Request from individuals 


(d) 
Period of Service



Photocopying staff are normally available between 9.00 a.m 3.00 

p.m Monday- Friday.



A some day service is usually, available provided work is handed to 

the photocopying staff not later  than 2.00 p.m; Monday - Friday. 


OTHER SERV ICES


(a) 
Works And Services Division

The Works and Services Division is responsible for the installation, 

maintenance, repairs of utilities and services, on the campuses of the Institute. Also, the division is responsible for provision of transport services in the  campuses of the Institute.


(b)
Catering Service




Students organise their own feeding. The Institute Management has 

a group of kiosk operators who cater privately for the students.

 These operators provide food and snacks to the students and the generality of staff.


The students' Union also have their own arrangement for kiosk operators who provide various types of food and snacks for the students.



(c) 
Shorthand Laboratory 

The Laboratory in Secretarial Studies Department is a skill 


development laboratory of shorthand laboratory. 



It is used intensively for shorthand.

SECTION 4

GENERAL INFORMATION

I.
 ADMISSIONS


Information on admission can be obtained from of the Academic Office 

located in the Administration Block on Campus.

2.
REGISTRATION.


Enquiries regarding registration should be directed either to the Academic-

Office, Administration Block, or to the appropriate Head of 
Department.

3
EXAMINATION


Any information on Examination can be obtained from either the  


appropriate Head of Department or from the Academic Office, 


Administration B1ock.


4.
 STUDENTS 'AFFAIRS


The Students' Affairs directorate is located in the main Campus. The 
Directorate is responsible for the general welfare of students, to assist them in 
completing their programmes successfully and for career guidance and 

counseling.


The Students' Affairs Directorate caters for the following students' services:


(i)   
IDENTITY CARDS 



The Institute Identity card will be issued to every student attending 


courses lasting up to one semester. The Identity Cards are renewable 

every session. In case of loss, a student should apply for replacement 


with a copy of his current passport photograph duly authenticated by 


his Head of Department. The applications should be routed through 


the appropriate Head of Department and the Director of School.


On approval, the application, together with one passport photograph, 

would be forwarded for processing to the Directorate of students' 


Affairs where a new Identity Card would be issued.



A student who may wish to replace a lost identity card will be expected 

to pay a fee of Five Hundred Naira (N500.00) only.

(ii )
 CLUBS AND SOCIETIES


Information on students' clubs and societies could be obtained from the 
Students' Affairs Directorate. 

(iii) 
STUDENTS’ HOUSING



As a policy, the institute is non-residential

(iv) 
BURSARIES /SCHOLASHIPS

The Students' Affairs Directorate will provide all information on Bursaries and Scholarships.

(v) 
BURSARY FORMS


Bursary Forms are obtainable from the State Ministry of Education or the 
Students Affairs Directorate.



Endorsement of Bursary Forms



A student should contact his/her Head of Department for the endorsement 
of Bursary forms.

(vi)  
SPORTS AND GAMES 

Facilities shall be made available for students to participate in sports like Basket Ball, Table Tennis, Athletics, Football, Badminton, etc. Each student is free to register his/her interest with the Sports Coach. 

(viii) 
USE OF HALLS / CLASSROOMS

Requests for the use of halls or classrooms for socials should be forwarded to the Students’ Affairs Directorate, through the appropriate Head of Department or any staff so assigned.
(ix)
CHANGE OF NAME

The Registrar through the appropriate line of communication must be promptly informed of any change of name, not later than four weeks (4)from the date of such a change which must have been duly published in the 
national newspapers.

(x) 
ALUMNI MATTERS



The Alumni Association is an Association of Old Students of the 


institution. All matters relating to Alumni Association should be 


directed to the Students' Affairs Directorate, Ikorodu Campus.

5. 
THE STUDENTS' UNION

The Student's Union is a voluntary students' organisation devoted to fostering students.' social and cultural activities. Membership is voluntary and the Institution is not involved in collecting students' union dues. It's activities are governed by a written constitution approved by the
Institute. Further information can be obtained from the Students' Affairs Directorate or from the  Students' Union officials on each Campus or from the Students' Affairs Directorate. Ikorodu Campus.
 

6. 
STUDENTS INDUSTRIAL WORK EXPERIENCE SCHEME (SIWES)


The Deputy, Rector's Office, on the main Campus deals with all matters 

relating to the placement of students on SIWES. Each school also has a 

SIWES Co-ordinator. 


All NVC students in technologically based program required to go for the 

four (4) months Industrial Attachment after their first academic year.

Successful completion of SIWES is required for the award of the National 

Diploma certificate.




Students must collect their letters of placement from the SIWES Co-

ordinator in their respective .Schools.

7. 
U-VOCATIONAL CODE OF CONDUCT FOR. STUDENTS


Without prejudice to existing rules and regulations, this code of conduct shall 
guide the behaviour of students in the institute.


a.
i.
All secret Cults, Confraternities and similar organisations in the 



Institute  remain banned.



ii.
Any student of the- Institute found Io-be a member, sponsor or 



patron/matron of similar societies in 
(i) above shall be liable to summary dismissal from the Institute. 




(iii)
The possession, carrying or use of arms dangerous




weapons by .students on the campus remain banned and  




any student found to possess, carry or use such weapons 




shall be dismissed from the Institute.




(iv)
Any student who threatens or in anyway endangers the 




life (including rape) of any student or member of staff or 




engages in physical fight on the campus shall be liable to 




strict disciplinary action leading to dismissal and in 





addition shall be handed over to the police.




(v)
Consumption and use of all alcoholic beverages, liquor 




and psychotic drugs on the Campus by students are 




prohibited and remain banned. Any student caught using 




or consuming such beverages liquor and drugs will be 




dismissed from the Institute.




(vi)
All students organisations, societies, clubs and 





associations shall be registered with the Directorate of 




Students Affairs with three copies of their constitutions 




and list of the names of their executive members, staff 




adviser, patrons and sponsors at the beginning of each 




session.




(vii)
Students are also reminded that suspension from the 




Institute is suspension from participation in academic 




activities on the Campus. Any suspended student who 




continues to attend or attempt to attend academic 





activities or courses or any other students' activities on 




the campus while the suspension is still in force shall be 




summarily dismissed from the Institute. Any student who 




violates this or attempts to violate this shall be summarily 




dismissed.




(viii) 
No mosque, church or any house of prayer or worship on 




the campus shall be used as residence or for residential 




purpose by any student.

(ix)
The use of all Auditoria on the Campus, shall be subject to obtaining a written approval, from the Directorate of Students' Affairs.





(x)
All forms of students' social activities that involve' 





drumming and singing should be restricted to the Students 




Arcade.




(xi)
Any student found defacing the Institute walls, and other 




Institute property with posters, disrupting academic 





activities for whatever reasons and. taking over the work 




of security officers by locking the gate or hijacking of 




vehicles will be liable to appropriate disciplinary action.



(xii)

All posters and handbills for distribution by students on 




campus must be cleared and approved by the Directorate 




of Student Affairs before distribution. Any 






contravention may lead to dismissal.



(xiii)

All social activities on the Institute campus should not 




extend beyond 7.00 p.m. Students are not allowed to 




stay on any of the campuses beyond 8.00p.m.
.

(xiv) All students are requested to report any infractions or

contravention of any of these rules or any other government  rules or regulations to any of the under listed.





(a)
The Registrar




 (b) 
 The Directors of Schools





 (c)
Director, Students' Affairs 




 (d)  
Campus Coordinators.




(e)
Institute  Security Staff




(f)
 Heads of Department


(b) 
PENALTY FOR ACTS OF INDISCIPLINE
 



Any act of indiscipline among the students shall be met with the 

applicable punishment as outlined below:



(a)

Rudeness/Disobedience to lecturer or higher authority - 




Rustication for one (1) Semester: 



(b) 

Disruption of lectures by students-Rustication for 2 





Semesters.



(c)

Threat to life and/or rough handling and harassment of 




lecturers/staff or students- Dismissal



(d) 

Wilful Destruction of School property.-Dismissal

(e)
Unwilful Destruction of School Property-Replacement  / Repair

(f) 
Locking of gates against staff/lecturers and student
-Dismissal



(g) 

Hijacking of vehicles 

- Dismissal



(h) 

Stealing  

- Dismissal



(i)

Loss  of Institute Property
- Replacement




(j) 

Defacing of Institute property        - Restoration  


(c)  
DISCIPLINARY MEASURES

Any student who ignores the Institute regulations, fails to comply with instructions or is guilty of any minor misconduct, shall in the first instance, be warned in writing by the appropriate Head of Department and a copy of such warning shall be sent to his Sponsor and the Registry for the records. Further misconduct shall earn the student immediate suspension by the Rector pending the recommendation of the Disciplinary committee on the issue.

A student charged with any major act of misconduct shall be liable to immediate suspension pending the recommendation of the Disciplinary Committee. For the avoidance of doubts such minor and major misconduct does not include those listed in (a - j) above for which the penalty have been spelt out.



False information in any form constitutes a serious offence and shall 


attract expulsion from the Institute.

8. 
COMMUNICATION WITH GOVERNMENT/EXTERNAL 



AGENCIES AND THE PRESS 

 
Students shall not communicate with any Government Agency or other 

External Agency including the press without clearance from the Rector 

through the Students' Affairs Directorate. Addresses and Speeches on 

matters affecting the Institute must have 72-hours prior approval of the, 

Rector.

9. 
ORDINANCE GOVERNING PROCEDURE FOR HANDLING


CRISIS BETWEEN THE INSTITUTE AUTHORITIES AND THE


STUDENTS' UNION


The following ordinance rectified by the Governing Council shall govern 

handling of any crisis between the authorities and the students' union 

executives. 


(i)
Whenever an issue arises between the Students' Union Executive 

(as representatives of the student body) and the Institution, it is 


expected that there would be a first round of deliberations 


between the two parties.


(ii)
 If at the end of such deliberations, the Student's Union Executive 

is not satisfied, then it should formally document its grievances 


to the Rector. 


(iii) 
When such declaration has been made, there will be a mandatory 

period of twenty-one (21) days from the date of the declaration 


for further deliberations.


(iv) The 21-day period is purely for finding acceptable solutions to 


all issues raised in tile declaration of grievances. During this 


period, normal activities should proceed as usual.


(v) 
If after a minimum of 2 l days the issues are still not resolved, the 


Students’ Union Executive shall proceed to take any other 


constitutional action that they may deem fit. Such action must be 

communicated in writing to the Rector at least forty-eight (48) 


hours before the action could take effect.


(vi) 
If as a result of students' Union Executive action, classes are

boycotted continuously for seventy-two (72) hours, the Academic Board shall meet to make recommendations to Council on the necessary action to be taken.

10.
 REFUND OF DEPOSITS 

The Bursar's Office, located in the Bursary Block of the maincampus is to 
be contacted for refund of any deposit.

11. 
SECURITY

Matters relating to security should be directed to the Security Office on each Campus

t2. 
LOSS OF PROPERTY



The Institute will not be responsible for the loss of, or damage to any 
property belonging to students. Items found should be handed over to the 
Security Officer.

13. 
PARKING  OF VEHICLES

Cars, Motor - cycles and bicycles may be parked only in the areas  
reserved for parking. Normal access roads must not be blocked and students’ vehicles must not be left in staff parking areas.

14.
SMOKING


Smoking by students is prohibited in all public rooms, including
 
classrooms, auditorium, library and conference rooms.
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