BOMET UNIVERSITY
SCHOOL OF ARTS AND SOCIAL SCIENCES

INDUSTRIAL ATTACHMENT

GENERAL CODE OF CONDUCT FOR STUDENT-TRAINEES ON ATTACHMENT
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1.0 Introduction

The purpose of this handbook is to help the Student-trainece on Industrial attachment recall

essential elements of rules and regulations, so that s/he may achieve growth in knowledge, skills

and attitudes as required by the Communication and Public Relation profession for which s/he is
being prepared.

The Industrial attachment exercise is co-ordinated by the Industrial Attachment Coorgméli’gg
under the guidance of the Chair, Department of Arts, Languages and C ommunicatigav
and the Dean, School of Arts and Social Sciences (SASS). The Student-trainee is
familiarize himself/herself with regulations and other points contained in this booklet. If in doubt
about any aspect of the attachment, feel free to discuss this with Industrial Attachment
Coordinator.

ised to

In every Industrial attachment session, Student-trainees shall be placed, through the Industrial
Attachment Coordinator, to suitable places for attachment. Industrial attachment is an exercise of
apprenticeship. It is part of the graduation requirements for all Students in the Bachelor of
Science in Communication and Public Relations (BSC CPR) program. Further, the Industrial
attachment accords Students of CPR the opportunity to blend theory with practice for a period of
three (3) months (twelve weeks).

1.1 Code of Conduct for Student- Trainees

A Student-trainee on industrial attachment shall be exposed to varied experiences and
departments in the Organization to give him/her an opportunity to participate in as wide variety
of practical activities as possible. For this purpose:

(a) S/he shall be required to be on the job full time, just as any other employee.

(b) S/he shall be immediately accountable to the Industry-Based Head of Department or
Supervisor/Mentor during the entire attachment period.

(c¢) S/he shall be assessed and awarded marks based on their performance, work ethic and general
conduct and respect to authority.

1.2 General Conduct

(a) The student-trainee shall be required to perform his/her duties, both administrative and
supervisory, that relate to the Communication and Public Relations service, and any other
professional duties which s/he may be assigned by the Head of Department and or the Industry-
Based/Supervisor/Mentor.
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(b) A student-trainee shall be required at all times to perform his/her duties and to conduct
him/herself in a manner that befits a responsible Communication and Public Relations
professional, both at work and in relationship with clients and members of the public as
stipulated in the Organization’s code of ethics.

(c) During attachment, the student-trainee is required to abide by the established Organization’s

regulations. In the cases where s/he is offered or assisted to get accommodation by the

Organization, s/he should abide by the arrangements made with the Organization and pay up all
bills incurred and return any items advanced to him/her before leaving the Organization at the
end of the attachment period.

(e) An Assessor from the Bomet University College shall periodically visit the Student-trainee
for assessment and guidance. Consequently, the Student-trainee is are expected to co-operate
fully with any Assessor visiting him/her. The Assessor shall inspect the entries made in the
Logbook, consult privately with the Head of Department/Industry-Based Supervisor/Mentor,
make comments on the Logbook, award marks and sign the Logbook.

(f) Cases arising from misconduct such as rudeness, insubordination and unprofessional behavior
during Industrial attachment shall be treated as Examination Irregularities and shall be
forwarded for disciplinary action as stipulated in relevant regulations of the Bomet University
College.

1.3 Absence From Duty

a) No Student-trainee shall absent himself/herself from Industrial attachment without
written permission from the Industry-Based Supervisor/Mentor. If the Student-trainee
shall be away for any reason deemed appropriate by the Industry-Based
Supervisor/Mentor, the written authority should be copied to the Industrial Attachment
Coordinator, SASS.

b) A Student-traince who wishes to be away from duty during Industrial attachment shall
inform his/her Industry-Based Supervisor/Mentor of the intended absence well in
advance and it shall be arranged that:

1. The student-trainee compensates by bringing forward the amount of work s/he is
expected to have accomplished;
ii.  No duty is left unattended because of the Student-trainee’s absence ;
iii.  The Industry-Based Supervisor/Mentor is informed immediately the Student -
trainee returns.

¢) A Student-trainee who misses duty in the Industrial attachment Organization for more
than ONE (1) WEEK (7 DAYS) without prior permission, he/she shall be deemed to
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have absconded from attachment and shall be made to repeat the exercise in the
following year.

d) At the beginning of the Industrial attachment, the Student-trainee is expected to report to
the Organization on the day indicated in the Letter of Offer of Attachment.

e) At the end of the attachment period, s’/he shall NOT leave the Organization without
official clearance from the Industry-Based Supervisor/Mentor. S/he should also ensure
that s/he receives the Confidential Report in a sealed envelop to be delivered to the
Industrial Attachment Coordinator, SASS.

f) Any Student-trainece who tampers with the seal of the Confidential Report shall be
guilty of Examination Irregularities and will be legible for disciplinary action as
stipulated in the relevant regulations of the Bomet University College.

g) Any student-traince who for legitimate rcason(s) wishes not to participate in the
Industrial attachment should notify and obtain written permission from the Dean
School of Arts and Social Sciences through the Industrial Attachment Coordinator
THREE (3) WEEKS before the start of attachment. This will be considered as any other
case of DIFFEREMENT as stipulated in the relevant regulations of the Bomet
University College.

1.4 Sick Leave
a). Any absence from Industrial attachment on account of illness MUST be supported by a
Medical Certificate from a Government Medical Doctor OR a University Medical Officer.

b) The Medical Certificate MUST be produced to the Industry-Based Supervisor/Mentor and
subsequently to the Industrial Attachment Coordinator, SASS, within FOURTY EIGHT (48)
HOURS.

1. 5 Drunkenness and Drug Abuse

Drunkenness and Drug abuse while on Industrial attachment is a serious offence which calls for
disciplinary action according to the relevant regulations of the Bomet University College.

1.6 Pregnancy

In the best interest of the health of a pregnant Student-trainee and that of the unborn child, a
Student-trainee who is at her LAST TRISEMESTER of pregnancy is strongly discouraged
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from undertaking the Industrial attachment. Such Student-trainee should seek to defer from the
attachment exercise in accordance with the laid down procedures in the relevant regulations of
the Bomet University College.

1.7 Dress Code

A Student-trainee is expected to dress appropriately, decently and professionally.

1.8 BSc Counselling BA Psychology

Student trainees taking BSc Counselling Psychology and B.A. Psychology must operate within
counsellors & psychology Act (2019) and code of conduct.



