.o ey COFEOCAAL, UNIVERSITY OF TECHNOLOGY , OWELARI

(OFFICE CF THE ACADEMLC REGLSTRAR )

CLeHh LECTURE SCR1ES ON THE UNIVERSITY STRUCTURE
AND ADMINTISTRATTON '

THE ROLE OF THL ~CADEMEC REGEISTRY

+ j—

la In a éimila; lecture to the Administrative and Executive Staff{ in
19847§it1ed "The Work of the Academic Registry" I drew attention to

Scﬁééule 1, paragraph 5 of the Draft Act of the“Federal University

of Technology Owerri where stabutery provision is made for the post

of the Ac;demic Registrar, among other Officers of the Universitye.

Subeparagraph 5(2) prcvideb that the Academic Registrar by virtue

of his Offlice shall be Secretary ﬁo Senate, Congregation and

Convocationa 'The schedule of duties for the Academic Office provides

that the Academic Registrar shall be responsible to the Vice~Chancellor

iur the Adminislration of all Academic matters other- than academic
planning and developments 1 would therefore like to discuss the

THoloe ol the Acadenic R(':.r._]iﬁtry" trom the biroad definition of dutics

at stated abovia

Za Serate L

2ol The 1979 Migerilan Conctitution created ‘a dey called the *Senate?

e conﬁistﬁng'gf Liééted memboers and charged with certain legislative
functions: 1In the Univursities, senate 1s the highost body charged
with the resbonsibility ﬁor all academic matters.

2.2 The functions of Senate are listed in Sub-Sectlon 6(1) of the
‘Draft Decree' Sub-section 6(1) specifically stated that it shall
be the general functions of Senate to organise and control the
teaching by the Unive sity; the admission of students {where no
other enactment provides to the conktrary} and the discipline of
the students, and to promeote research at the University'.

2.3 Academic Regulations:

Sub-Section £{(4) empowers Senate to make regulations for the
purpose of excrcising any functions conferred cn ite Therofore in
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exercise of the powers conferred on it by this provision,
senate has made a number of regulations on academic matters

collectively referred to as the Academic Requlations. The

regulations are reviewoed from time_Lo_timg_Qs the need arisesg,
The academic Registry ensures that these régulations are falrly
and  firmly imglementgda
Membersh 1ip
The membership of senate in presently as £follows:
(1) Ex-0Officio Members:
Vice=Chancellor (Chairman)
Deans of Schools
University.Librarian
{(ii) Directofs of Programmes
(iii} Professérs
{iv) Programme Co-ordinators
(v) Memberﬁ elected by Congregation -
Usually teachers whose numnber does
net exceed one~third the number of

Nurt=a Lected membior o,

(vi) oOut:idde members repreventing professional bodies

Committees (1984/85)
b b AT ST

Many of thoe functions dusigned to Senate dare carried out tgrough
2 network of Committees as follows:
(1)  Academic staft Appolntments and Promotiqns Committees
(11} Planning Committos.
(iii) Admissions Committee
(iv) Business Committece
(v} Hesearch Comrittec
*{vi) Senior staff Training Committec
(vii) Estimates Committec
(viii) Library Commjttee
(ix) Student Welfare Committec
(x) Committee on Examinations
(x1) Committee on Industrial Attachements
*(xii) Computing Facilities Committee

(3111) Hoard of Postaraduate School



2.6 Bach of the above Committec has its specific terms of reference,
Seme of the Committecs take decisions on behalf of Scenates  Cthers
are purely deliporative. That means that thelr recommendations
must first be submittod to denate for consideration and approval
before they are implumented. The Academic Reglstrar as Secretary
to Senate ensurcs that all decisions of Senate are communicated
to those affcetod. The Academic Registrar is a member of some
of the Committies (*)e He 1s 'in attendancoe! in othcrso
The Acadumic Registry also provides Scerctarial Scrvice for a
numkr .1 af the above Committeuso

2.7 Ltanding Qrdors

The: procecdure of Scnate is rogulated by its standing Crdurse

3. Congr.gation ’ s

3.1 Memburship:
Congrogalion conoslots of
(a) top Univervalty funcllonerics togoether with
() ©wvery memban i of Lhe adminlotrative Stalt who
holde o degrove of any University recognined by
the: Vicu—Chancollor, not bolng an honorary doegrese
3.2 Funcltions
The functions of Congue o bicn are stipubtated in Article 4,
Sup=pection ACG7 ol the Drelt act of thoe University as Ffollows:
"Congregetion shall be entitlod to oexpress by rwooolutlion
or otherwise its opinion on all matters atfoecting the
intere st and welfare of the Uniﬁursity ardd shall have
such other functions in addition to the function of
clocting two mumbors of the Council, and membess to
Sunate as may boe provided by statute or rusulations™s
In ordcer that Congregation may be well informed on mattors
af fecting the intercst and welfaro_of the University, the agenda
of cvery mocting of Congregation includes a report by the
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VicewChancellor. This affords membors of Congrigation the
opportunity to contribute ideas and to mock clariflcation on

issucs of vital inccrest to the University, Prosently Congregation
is represonted in sinate by five membors and in Council by onc
membere  Thorefore Congregation is one of Lhe avenucs for thee
genurality of Stalf to participat.: in the governing structure

of tho Univursityn

303 Standing Orders

The procedure ot mecting of Congrugation is roegulated by its
Standing Orders as provided in Sube=Soction 4(5).

Convocation
bl A e e

1ol Mumber shi p

Whoen Cstoblisheds Convocation will con:_;i.‘_;t: '0.1' .,("]) Giflewr:
mentoncd In sehedule 1 of bhe Draft bucree:
Buovng ol Schools
Dircetors oi lnstitutes & Cuntrgﬁ_
Hodwer ity Libroar ban
Birector of ddministration
Goodemio Roesglatroer
i of Student AFLairs
Bur sar
Dirvetor(s) of Planning
Dirvotor of Works
Dircctor of Hoeadih Sorvices
(b)  all teachors within the muaning ot the draft decroe
(¢} nopurson cntitlod to b roglster.d as mombor of Convocation if
(1) he dis o gradunte of the Federal University of Technology,
Owerrl in cursu or
(11} he ils a graduate of the Fedoral University of Technology,

Gwerrl honoris ceusa and

{(111) hu applics for registration of his name and pays the

2 i be CUS e
prescribed foos o



Thoere 1g provision for the maintononce of & Convocntion ragister
in A proscribed mannuers

4.2 Functions:
Convocation, shall hove such functions, in adaition to functions
of appolnting @ membor of the Councile. Thus Convocation will be
one of the avenuos of participation on the goﬁvrning structure
of the University by the alumni.

4,3 Standihg Ordurs:

When established, Cenvocastion =111 draw up Standing Ordurs
bo rvgulate its procodurce

ineral Lcademic ddministration.

5.1 wWithin the scope of Goeneritd iscademic fdministration of thoe Unilversity,
it Lo relevant Lo mention some LupportlsurviCus providod by Che
ﬂcmuucRuﬂSUYfmijmwm
! (1) admissions

1LY SEodont Records
(i1i) Exuninotions -
(iv) Secrctaryship of 3tatatory bodiuvs nd Commiltoos.

5.7 Admiszsions
L Seliieids Bl B LAMLEN1EHE DEUES. S BELuBIY S8 foRlaas

(i) #oview of University Regulotions of ontry quidifications
(11)  wdmission procedure for unjergraduates in collaboration
with Joddide
{111) Survicing of .dmissions Committec - Recommendation of
Condidates for admission tukcs account of merit, locolity,
uduuntionnl_gipndvantagc, federal chatactCr, female
rcprgsuntqtion and forcign Studénfé;dl
(iv} Chuecking credentials for matficgldfioh;(with the aid
of micro-film prinﬁfoutlof Ehﬁé"kéaﬁi results,
{(v) Control and distributiog og JiMEB forms!u

(i) Co—érdinhtion of JME Examinationa
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~ B
(vii) Liaison witn academic units in evaluating transfer
records of applicants seeking admisslon by transicr.

Ensuring that forged transcripts arc not submltted

in support of admission by transter by:

(a) insistirg thdt all transcripts are issued directly
from the issuing institution and that they bear
appropriate signatures;

(b) contact the issuing institution it any irregularity
is detected;

(¢) exercislng special core in handling credentials
trom forelgn countries because of high incidence
of forgerys.

Evoluation of previous academic work with degre

requirements of the University iz not eauye In carrying

out this assignment, care is taken to ensurc that students
expelled from other Universities on grounds of misconduct
are: nob acceptede
{viil) Change ol doegroee programmes
(ix) Maintenance of approptiate admission stutlsticte
(x) Response to initial enquiries about admission -
roeguests for informetion and application forms
and follow-up corraespondencia
The Admise)ons OFfice fas a major responsibility to ensure bhat
admission.objectivcs and procedurcs arce developed and maintalneds
Thc.qumstion mf ctﬁical conduct is of paramount importance

Opportunities abound lor uncthical behaviour. The job, thevefore,

. i
callu for personal integrltye. Unless standards of good hehaviour

arc malntained, serious harm could be dond to the individual and

to the image of the Universitye
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Ba Student Roegistration % Records

b1 Certain groups activities arc iocated in the Records Section
of the Academic Registry. These are registration, grade reporting,
and recordinge. The scrvicos provided ares:
(1) Maintaining and updating students record aystems
(i1} student ddentification systém including registration
numboer in collaboration wiﬁh.éﬁe Chicf Seccurity Officer.
The maln purposce of a Stud;ﬁf.idéntification system
{usually a unique number) is to help 1In positive
identification of students for roecord purposcs. It also
hoelps in idanifying'Btudcnts:wigh.idcntical or similar
Al B e
|
(iii)  Provisien of trangceript scrvice.  The transcript is a
cunplote educational record of aﬁ Institution and is
s L';_{'l'f_:tfi.\l’t.'. means o communicat ing educational information.
{i?) bnroblmont slatistion as roquired by.Fudvrdl and  State
ﬁguﬁgigs..
(v} Poeparation of Matriculstion ruﬁiﬂturu
(vi)  doouing Bxomdirmati on reports.
(viil) Guldelines for registration. Registration in the

broadest sense includes:

- the developmont of & well balanced .curriculum,
- with clacncs distributed throughout the hours of

the day and days of th wieke  This calls for a
carctul time-tabling technique cspecially as the
plan Review points to the fact that Laboratorics,

vquipment and other teaching facilitics are inadequate,

- academic advising,’

- collection of porsonal data

- agsignment of students to sections,
- paymont of fees,
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The ocotivitics listed in Gallvii) above are shared with other
Units both academic and administrative,
There are two distinet kinds of students records:

(a} Phe official oducational record which may bo refirred

to as the acodemic record. This indicates work done

in the University. Normally non-academic records arc
not included In the scademic recorda

(b} Personal rocord — this 15 a rocord of Ehe studontts

pursonal characteristics, sccondary school backgroud,
aptitude and intcrosto,
Studint rocords provide o plcture of their academic progroess and
achicvements.  The records of work arc arranged In chronological
nequence by Semester and Acadomic Session, with identifying academic
it protix (Coursg, Caode), the Crodit Unit, .nd gradcs carned Cer
vach Course, togother with up=datod Cumulative Grade Point Avirage
(CGPA)e  In the maintenance of these records cortain sccurity
fMeasuty o should be borne in mind as {ollows:
(i) the method uscd Lo up=date or officlally chonge recorded
information or acadomic rocords, should be noted on the
Margine
(ii) sucurity of rocords includes protection lrom tamporing,
loss, unauthorized access and reproduction.  Thorefore,
students? Filos are kept in locked storage cupecially
oubside of fice hourse
(1ii) ofticiol acadumic rocords hould under no circumstances
leave the contrel of Records OFfice staff at any time,
{iv)  statements of rosults and transeripts of otflcial records
should boe proporly cortificd with oftice rubbur stamp and
culoured (endorsing) ink.,
(v) Measures are taken to ensure that students have no access

to their personzl files,
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T
(vi) Identity (ID) Cards provide students with access to .
University facilities., To provent th#ir unauthorizod
WEe, carcful attention must bo paid.éo-tﬁe method of
issue, replacement and validations
(vii) If & student for reason cuascs to be member of the

od
Universitw he is required to surrender his ID card.

T Examinations

The following activitics are handlod by th. bxaminations Scction:

(1)

{v)
{vi)
(wii)

{(viii)

quanisntion ol Scemester Exaninations (in co-opwration

with Schoonls)

Rewviow of cxaminatlon seripti,

Proparation of Jocture schedules in co-opotuatiion with School s

Computation of examination results and 1ollow-up action.

Aithdreawals — including those for acadomic reasonge

Examinadion time-tablinga

nfarcement of ocadomic roequlation:

(a) Certification — the certif{catién:oi graduates is ono
of the most important responsibilitics of thoe academic
Ruqiytry, Tbis involves carvful checking of rocords
Lo unnure that the- studunt has fulfilied all acadomic
requiroments. Usually at the beginning of the final
yuoar a list of possible graduands is proparcd and ehocked
with acaﬂumic unilse. Academic rocords of such possible
aqraduands up to the punultimafe year are also choeckod
with Academic Unitse

(b} The curtifiéétus carry the official - secal of the University
as well as tho signaturé of thp Vice=Chancellor and the
Academic Registrar, Before cortificatis are relossed
the graduates should be cloared of all indebtedness
to thé University,
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The: abaove: 1ist excludes the pnysical handling of examinaiion
question papers.
Ha Cominlttee wWork -
The acadendc oaglsiey provices secretarial service to the following:
5.1 LBhatukory Sodlios
{a)  Senate
() Congregotion
(c) Convocation {(yvot to boe established).
Bad Commiitoos
(a)  adnlasions Commitlbe: (Y Board of pPostygroduoto fSchool
() Roeocareh Commidboe (1) Busincas WCommittes of  Saeroale

{e:)  Senebo Commithes on

) : : i tompratl facilligies C itdoe
i P () Computing Facilitic ommit o

Comml bles: on Industrial
At colhynents: 51l

—
s
e

(ti)  Coromeonials Committoo

(L) Hemworory Dogrovs Committoes (3) Commdttee on Univoersliy Leclurc
Serles
Yy servicing of  the above bodices and Committocs involve proparation of
adetichse papors for meclings, rocording of minuabes:, conducbing corroespondanco,
and ol low-up actlion.
D Conclusion
The objectives ol thoe University include
D B (TR T SR U NS D I R BT Cli) Lroduction ol ol bod vanpower
Liri)  deocaourch {iv} 1ublic Scrvic:
There are well vocogniaed Corms of authority in academic systeme  Or o
distinclive Find of authority is the one posooessod by acodemie staff
Docouse of tholp crpoertise in cw koln disciplines.  Posucssion ol such
autbiorily cnabloes thore Lo supervise the weork of sludents in various wayss
Ancbboer Rind of authority, thoe co called 'eolloegiate rule® o the one
croerciood iny F-j'l.lfi'lh :.;L'r_Jt'_m."ur‘y Bodicos Like Sconoaboe, Congroocetion, Conveocation,
and  Schosdl Doardse 3In tluese: bodions, o numbor of poeoplo wilh full membor-—-
s L
s IT‘]t_]I:"! goegome Logelhoer Lo take declostons on very wvital inouesa
Tl ob:joeckiven of the University can be achlcoved bthrough the judicious
excrcloe wi the Ewo kinds ol agthorss tya Tho slaff of the Acadaenic Registroy
arc actively Jjowvolved in cfforts almed at realisling these objectlves
Thils iz done Lthrough
(a) Intcraction and Concultation with individual membors of staff and Scods of Units
(b} Providing Sccrobarial support for the various Statutory Bodics

and Committecs at which important decisions aroe taken.

Ga Qo LIMCIRULE
hcademic Reglstrar
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