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1. Introduction

The purpose of this document is to outline the policy and framework for student support and
guidance that operates across INES-RUHENGERI. The aim is to support students to develop their
knowledge, skills, experiences and personal attributes which will enable them to successfully
complete their studies, gain employment, pursue successful careers and make a broad contribution
to society, through providing appropriaté learning and pastoral Support. ’

The Institute’s provision for student support and guidance has been developed over time to meet
the needs of an increasingly diverse student body. It is the purpose of this policy to ensure that our
approach to support and guidance continues to be of the highest quality and is tailored to meet the
needs of students. It does this by providing scope for a variety of approaches to be adopted through
different services in order to suit their needs at the same time as ensuring that there is an overall
mechanism to provide parity of provision for students across the Institute.

2. Scope of the Policy

This policy applies to support and guidance for a wide range of academic and non-academic issues
provided by staff in various roles in both academics and administrative and professional services.
Support and guidance may be sought by students on specific academic issues or on more general
learning support; on careers or on gaining paid employment, and on individual personal issues
relating to finance, appropriate integration in Higher Learning Institution, accommodation, para-
academic activities, counseling, disability, medical matters, faith and religion, maturity for self-
control or family care.

The scope of this policy is very wide and this is why different strategies for support and guidance
the student before entry at Institute, accompany him during all his studies in our institution and
continue to be connected with him after completing his studies through the medium of the
association of Alumnae, must be adopted for appropriate interventions.

3. Various important interventions

3.1. Institution Marketing policy

The marketing of a Higher Learning institution is an important element that motivates and directs
student support and guidance before entering the Institute, during his studies and may even
condition its insertion on the labor market after her/his studies in Institute. The reputation, the
image that parents, pupils, sponsors, employers, stakeholders have about the Institute is a
psychological justification of student support and guidance reserved to him. This is why special
attention should always be reserved for the implementation of effective marketing policy of the
institution.
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3.2. Student admission and registration policy

New students, both graduate and undergraduate, cannot register for classes until.all requirements
for

admission to INES-RUHENGERI are met, )

Aftér admission requirements are met, new students will register in accordance with the procedures
set out below for all students at this step.

At this stage of the first contact of the new student with institution, INES student admission and
registration policy specifies the conditions for appropriate admission and registration of a new
student.

(Student admission and registration has been elaborated and will be submitted for approval at next
Senate meeting).

3.3. Student induction and orientation policy

Introduction

Student induction is the initial stage of the guidance and support services which are provided to
students from before they enter Institute and continue throughout their course and beyond.
It is Institute policy that all students from a variety of backgrounds, with a wide range of learning
experiences are entitled to receive an induction that aims to:

o Ease the transition to studying in Institute

¢ Introduce students to the skills, knowledge and demands of their programme and includes

transition between levels
e Establish students as part of INES-RUHENGERI Community.

Key principles

It is essential that students are provided with all relevant and current information before and during
induction with particular reference to their course of study. It is also a vital aspect of the induction
programme that the range of services on offer are made known to students and that they are made
aware of how they can obtain access to these. They should complete their programme of induction
considering that it has been well organized and of clear benefit to them.

Scope
Induction shall welcome all students to the Institute, by creating a friendly atmosphere, help

familiarize the students with their surroundings and ensure that students are supported to prepare
effectively to meet the demands of their chosen course/unit of study and eventual career path.
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3.4. Student support and guidance (for all students)

After induction and orientation organized by the Institute in favour of new students, it is the start
and continuation of courses at various levels in different academic Programs and the gradual
integration of new students in Higher Learning community. Thus, various services are offered to
‘new students within Higher Learning institutions, by central Professional Services and by the
Students’ Union and a range of staff appointed in these positions have responsibility for providing
student support and guidance, including academic, administrative and support staff and this policy
pay attention to the following key aspects of interventions:

3.4.1. Roles and responsibilities of Chaplain

“Science without conscience is but the ruin of the soul”
The Chaplain will:

- Work as a member of INES-RUHENGERI’s wellbeing team in the delivery of student
wellbeing services;

- Work as a member of INES-RUHENGERI Executive Council;

- Provide moral and spiritual care and guidance to students and staff;

- Contribute to improving student engagement and connectedness;

- Contribute to providing a safe, inclusive and supportive learning environment;

- Report his activities to the Bishop of RUHENGERI Diocese, Legal Representative of
INES-RUHENGERI

The roles and responsibilities of chaplain could include:

e Providing support in areas such as student attendance, engagement and mental health

e Providing students with support and/or appropriate referrals in difficult situations such as
during times of grief, or when students are facing peréonal or emotional chaflenges

e Providing pastoral care and guidance to students about values and ethical matters, referring
students, or sourcing appropriate services to meet their needs, which may involve access to
services in the community

e Supporting students and staff to create an environment which promotes the physical,
emotional, social and intellectual development and wellbeing of all students and staff

e Supporting students and staff to create an environment of cooperation and mutual respect,
and promoting an understanding of diversity within the range of cultures and relevant
traditions.

e Providing spiritual and moral care to students in different students associations/ clubs/
prayer teams allowed to operate in INES-RUHENGERI

e Advising all activities spiritual and moral organized by the students associations/
clubs/prayer teams in favour of neediest people in surrounding community
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3.4.2. Roles and responsibilities of Career Advisor

At level of Higher Learning Institution, a career adviser will:

Assists students in assessing their values, interests, abilities and skills and relate these to
opportunities for employment, further study and training;

Help students make informed decisions, develop strategies and career plans as well as
advising on how to present themselves effectively at interviews and cope with the transition
from Higher Learning Institution to employment;

Work with academic colleagues to promote the employability of students, including careers
education within the curriculumt, and liaise with employers to help them recruit students and
graduates.

The roles of Career Adviser could include:

9.

To rehearse with RDB coordination of CAC;

To coordinate and avail (Website, internet, notice board) information related career
opportunities in

Rwanda and in region;

To create network of necessary information on career opportunities;

To coordinate INES alumni program (specific feedback on knowledge and skills to be
developed);

To rehearse with HoD on programs and career (career definition and development, strength,
weaknesses, opportunities, threats of INES programs);

To rehearse with internship coordination on internships opportunities and best practices
related to career development); -

To rehearse with INES partners on INES skills gaps and commumcate to INES
administration;

To produce annual statistics of INES products and market’s absorption;

10. Any other task asked by the Superior in common understanding.

3.4.3. Roles and responsibilities of Dean of students’ welfare and community services
The Dean of students’ welfare and community services will:

Supervise various programs and serve as a liaison between administrators and students’
organizations;

Work as a member of Executive Council;

Serve as a point of information and responding for students’ needs;

Work directly with students;

Provide social programs and support for students

The roles of Dean of students *welfare and community services could include:
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To coach the student’s union and its activities where necessary;

To monitor the budgeting and budget implantation of INES student Union;

To ensure quality of the hostels and Restaurant;

To ensure good relationship between students and INES administration;

To follow up the quality of sports at INES and coordinate relations with other institutions;

To ensure that students’ para academic activities have a smooth and effective run;

To" coordinate the registration and students’ associations and clubs and their activities (time

tabling, rooms, relations with outside, impact on the surrounding community, etc.);

8. To participate in mobilizing the students for conference and other activities to which they
are invited,

9. To coordinate activities involving students’ groups;

10. To elaborate INES policy on social cases and guarantee its implementation;

11. To spearhead the memorial week in collaboration with AERG and INES administration;

12. Any other task asked by the Superior in a common understanding.

i[O [Tt o

3.4.3.1. Roles and responsibilities of Tutors

A personal tutor’s role is to provide a ‘friendly face’ to students who may feel lost in the world of
higher education and in a new social and cultural context. The personal tutor acts as agent at the
interface between the personal and the academic, building a friendly and non-judgmental
relationship of trust with their tutee, and providing a context for establishment of peer relationships
through group tutorials; both of which support and enhance students’ academic and personal
development.

It is important for both tutor and tutees to be clear about the importance, nature and limits of the
tutoring relationship which can help students to grow in confidence and autonomy and which
should offer a foundation and sense of safety, without fostering unhealthy dependency.

The key roles and responsibilities of Tutors are:

¢ To be the first point of contact for their tutees for general advice on any academic -related
issue;

e To provide a personal, regular contact for the student throughout the academic year;

e To advise tutees of their availability. For campus based students , personal tutors
should offer times for face to face meetings, for example, during office hours or by
appointment,

e To be pro-active in making contact with students, having particular regard for differing
degrees of need and those making the biggest transition, for example new
undergraduate entrants , those moving from one environment/country to another, and
those perceived to be at risk of disengaging from their studies through absence or poor
performance in assessments.
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¢ To be pro-active in contacting students at critical points, for example at the point of entry,
with induction and setting up lines of communication; during the initial period of studying
in a new environment; if poor performance in assessments is a concern; or where personal
difficulties are highlighted (with advice on referral to professional service sections).

e To be aware of and advise tutees on further relevant sources of professional advice and
information available within the Institute. Tutees who have a disability, including

" medical or mental health conditions or a spemﬁc learning dlfﬁculty should be referted to the

relevant section where appropriate intervention should be offered.

¢ conform with the Student support and guidance and Students’ code of conduct policies.

3.4.3.2. Roles and responsibilities of Tutees

The key roles and responsibilities of Tutees are:

o Initiating contact with their personal tutor;

¢ Ensuring that they go to the nominated person/personal tutor whenever they need help or
are asked to do so, including scheduled meetings with the personal tutor as required;

e Participating actively in scheduled meetings with their Personal Tutor and in group
meetings, undertaking the prescribed preparatory and follow -up activities (participation in
such meetings is not optional, but a formal Institute requirement, and attendance will be
recorded )

e Being an active participant in finding a solution to any problem;

¢ Notifying their personal tutor promptly of any relevant change in their circumstances and of
any problems affecting their studies, and so enable effective support to be offered;

¢ Taking due account of advice or information given;

¢ Keeping a record of activities and reflections on their progress, performance and longer -
term aspirations associated with these activities;

¢ Providing their Personal Tutor with the background 1nf0rmat10n required;

e Making themselves aware of regulations and procedures relevant to their studies, and to
seek advice where they are unsure of what is required;

o Alert their personal tutor to any additional or specific learning needs they may have
» Respect personal tutors’ office hours.

3.4.3.3. Roles and responsibilities of Senior Tutor/HoD

The roles and responsibilities of the Head of Department are:
o Publishing the allocation of personal tutors;

¢ Ensuring that support provision and the personal tutor role are published and students
clearly directed to this guidance;

e Organizing opportunities for students to meet their personal tutor during induction;
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e Developing processes for recording whether meetings have taken place and ensuring
that all students are offered the opportunity to meet with personal tutors.

e Ensuring that a reallocation process is in place for cases where student and tutor do not
work well together, or where tutors are unavailable for an extended period due to illness,
leave etc.;

e Having regular interchanges with student representatives

¢ Developing a system of feedback from staff and students related the implementation of
this student support and guidance policy.

e Ensuring that appropriate action is taken to address reasonable student concerns and
giving all tutees the opportunity at least once per year to comment on both personal
tutoring arrangements and the wider framework of student support in the Institute.

3.4.3.4. Roles and responsibilities of INES Students’Union

The key roles and responsibilities of INES Students ‘Union could include:

10.

11.
12.
13.
14.

15.

To protect the individual and collective rights of INES-RUHENGERI students;

To provide a meaningful address of student concerns and perspectives through the principle
of democratic representation;

To foster observance of shared goals and ideals of INES-RUHENGERI students;

To gather, disseminate and mutually exchange information about members and their
activities in the fields of education, research, innovation, strategic and development plans
and services;

To identify and make known the educational and related needs and challenges that student
face in Rwandans, as far as practicable, source, mobilize and co-ordinate ways and means
whereby those needs and challenges may be addressed;

To contribute toward the promotion of education in Rwanda, in order to assist its members
and the Rwandans to improve academically.

To develop a sense of responsibility for the students conduct and for the welfare of the
INES-RUHENGERI.

To ensure that students activities achieve their maximum effectiveness.

To increase the awareness of diversity and multi-cultural aspects of the INES-
RUHENGERI student community.

To encourage the interaction of the students coming from different secondary schools in our
country or other countries.

To encourage events that broaden the spheres of culture, society and education.

To assist the Organization members to cope with and learn the INES-RUHENGERI system.

To promote gender and social equity in policies on education in INES-RUHENGERI.

To promote the spirit of unity, togetherness and humanity among its members and the
INES-RUHENGERI Community and Management.

To be the voice of its members for purposes of advocating for the needs and interests of
INES-RUHENGERI students.
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16. To foster the relationship between the student community and the INES-RUHENGERI
staff, INES-RUHENGERI management and the general public based on unity and
understanding.

17. Facilitate initiative among students, INES-RUHENGERI students and members of other
Universities, Institutions and Associations with similar interests.

18. To encourage continued cooperation among former INES-RUHENGERI students through
the Alumni Association.

19. To raise funds through lawful means for purposes of achieving the aims and objectives of
INES-RUHENGERI.

20. To distribute and publish a magazine or other publications in which students can express
their views, thoughts and creative talents.

21. Such other objects as shall be relevant to the furtherance of the aims of the Organization.

22. To uphold the constitution of the student organization.

23. To be committed to holding free and fair elections.

24. To endeavor to achieve its objective devoid of political, social, religious, racial bias, or any
other form of discrimination.

25. Undertake in any other activity which does not conflict with this constitution or any other
law or regulation in force or as laid down in the university statutes and which is beneficial
to the members.

3.5. Student support and guidance for students with disabilities

Among students who enter in Higher Learning education, there is a significant part of students with
disabilities.

The term “disability” is used here to cover a broad range of physical and sensory impairments,
medical conditions, specific learning difficulties and mental health needs.

The intervention of main services in favour of disabled students aims to help these students to
minimize the effects of their disabilities through.the implementation of appropriate methods in the
learning environment. Student support and guidance to the students with diagnosed disabilities, can
be applied to any of the following disabilities:

Blind or Visual Impairment

Deaf or Hearing Impairment

Physical Disabilities

Mental 111 Health

Specific Learning Difficulties, such as Dyslexia, Dyspraxia and ADHD

Asperger’s Syndrome or Autistic Spectrum Condition

Medical Conditions, such as Diabetes, Epilepsy, Cancer, HIV, Arthritis, Asthma and a number of
other conditions (pregnant students, students under drugs, students who prostitute themselves, etc.)

Wherever possible, students with disability or medical condition will be assessed by the same
procedures that apply to all students. However, reasonable adjustment of the standard Learning,

10
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évaluation and assessment methods will be provided for a student with disability or specific
medical conditions.

So, during their studies, various interventions from support services and guidance in favour of
students with disabilities will help:

1. To provide appropriate assistance and opportunities for students with disabilities so that
they are able to compete equally with their peers in the academic

environment.

2. To assist students in gaining access to all programmes, services and activities organized at
the Institute.

3. To conduct informational programmes aimed at students who may not be aware of their
disabilities.

4. To advise and assist students in acquiring classroom and other accommodation in order to
have equal access.

5. To provide a central point on campus where facility/programme access and other issues can
be addressed, and appropriate resources can be secured.

6. To assist and support students in the transition from home to college and college to work,
allowing them to become independent and to develop lifelong strategies for independent
management of their disabilities and lifestyle as they enter the work force.

7. To provide an inclusive and accessible environment which enables all students to reach
their potential. Each student has the responsibility to notify the Institute of a disability that
requires assistance, prior to commencement of a programme.
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