
ALLOWANCES FOR STAFF, COUNCIL AND COUNCIL COMMITTEES
(16th COUNCIL MEETING HELD JANUARY 30, 2012)

Background
The Tenure, Terms and Conditions of Service of Academic, Administrative and Support Staff of    Busitema University June 2009 provides for allowances to be paid to staff.  Some of these allowances were considered by Council and approved, however, others have never been implemented as the rates had not been proposed and approved.  

Besides, the rates of allowances for Council, Council Committees and Statutory organs that were fixed and approved like Mileage and Sitting allowance have been over taken by inflationary events.  Implementation of allowances where rates were not set has been also difficult.  These allowances are intended to motivate and facilitate staff and the governing bodies of the University while performing their duties. 

The Finance Committee at the Continuation of its 10th meeting held on Tuesday November 29, 2011 considered the proposed rates for allowances in the Condition and Terms of Service for all staff and recommended the document to Council for Approval. The 15th council meeting agreed that the proposal be reviewed to provide further details on the management of the allowances  

Below is a detailed procedure and detailed description of how the allowances would be managed.

ALLOWANCES
The allowances and rates under consideration are as follows:

1. Acting allowance
2. Duty allowance
3. Extra load allowance
4. Over time allowance
5. Lunch & dinner allowance
6. Safari day allowance
7. Mileage
8. Night allowance / perdiem
9. Sitting  allowance
10. Honoraria
11. Medical allowance
12. settling-in- allowance
13. Annual leave allowance
14. Housing charges


SCHEDULE OF ALLOWANCES FOR BUSITEMA UNIVERSITY 

The allowances listed in this schedule are those that were planned for staff of Busitema University in the Tenure, Terms and Conditions of service of Academic, Administrative and Support staff of Busitema University.
[bookmark: _GoBack]The rates proposed were reached after consultation with the Uganda Public Service standing orders 2010, Makerere University Human Resource Manual and Gulu University allowance schedule and proposed rates for Kyambogo University.

GUIDELINES FOR IMPLEMENTATION OF PAYMENT OF ALLOWANCES

1. The rates of allowances shall be determined by the University Council from time to time.
2. An accounting Officer may not vary the rate of allowances but will pay in subject to availability of funds in the budget as approved by Council.
3. The staff shall not be paid any allowance at a rate above that approved by Council. However should under exceptional circumstance, the allowance prove inadequate; representation shall be made by the Accounting Officer who shall refer the matter to Council for review.
4. Allowances not consolidated in ones’ salary shall not attract gratuity.
5. All claims for payment of allowances shall be submitted and processed following laid down procedures and within the approved budget while ensuring transparency, equity and fairness.
6. The accounting officer shall ensure that there are no double payments made to staff for a given activity.
7. Payment of allowance shall be stopped either temporarily or permanently from the date the staff otherwise qualifying for such allowance if she or he :

i. Assumes duty for a period lasting longer than one month on which they would normally receive the allowance or taking other special tasks on full time basis not directly related to his or her normal duties.
ii. Proceeds on any form of leave including Study Leave lasting more than 30 days.
iii. Proceeds on leave lasting for longer than his or her entitlement for one calendar year.
iv. Allowances shall not be paid to spouses and children when the staff chooses to travel with them on duty unless it specifically stated in the letter of appointment, Terms and Conditions of service or on approval by the University Council. 
8. In event that an allowance has not been specified in this policy, we shall refer to the Public Service Standing Orders.

RECOMMENDED ALLOWANCES AS PER TERMS AND CONDITIONS OF SERVICE OF BUSITEMA UNIVERSITY

1. ACTING ALLOWANCE
a. Acting Allowance shall be the full difference between the minimum salary of the higher post and the consolidated salary of the substantive post of the staff appointed to act.

b. Acting Allowance shall be paid for a period of six (6) months. The period may be renewable for a maximum period of six (6) months and subject to the approval of the Appointing Authority.

c. When one is appointed in an acting position, the staff so appointed shall enjoy all benefits attached to the post.

The acting appointment shall be applicable in the following circumstances:

i. For positions falling in the salary scale M1-M2, Council shall effect the acting appointment which shall not exceed the period exceeding six (6) months.

ii. For positions falling in M3, Council shall effect the Acting Appointments recommended by Appointments Board which shall not exceed the period of six (6) months.

iii. For Deans of Faculty / Schools/ Institute and Head of Department temporarily appointed by the Vice Chancellor during the process of establishment of a unit, shall act for a period not exceeding one year.

iv.  For administrative staff appointed by the Appointments Board, the procedure is spelt out in the Terms of Appointment of the University.

 
2. DUTY ALLOWANCE

a. Duty Allowance shall be paid to a staff administratively assigned by the University Secretary to carry out duties of a higher office in addition to their work. In cases where the post is a pure vacancy or temporarily vacated by its substantive holder and the Appointing Authority or the Vice Chancellor has not appointed someone in acting capacity.

b. Duty allowance shall be paid for a period of six months. The period may be renewed for a maximum period of six months subject to the approval of the Accounting Officer.

c. The extension of duty allowance shall be granted only in case where a submission has been made to the University Appointments Board and the post has not been filled.

d. Staff shall not be assigned duties of a higher office where there are more senior staff at a higher level than him or her except in special circumstances.

e. Computation of Duty Allowance shall be as follows:

i. Where an officer is assigned duties of a post one step above the substantive post they shall be paid the full difference between the minimum salary of the higher post and the salary of his or her substantive post
ii. In event where the officer is assigned higher responsibilities in a post which is two steps above his or her substantive post, the formula applicable shall be one half (1/2) of the full difference between the minimum salary of the higher post and the salary of his or her substantive post.

f. Where the responsibilities of a higher post are shared by two or more officers the allowance arrived at (i) and (ii) above will be divided equally between the officers
g. Duty allowance shall not be paid where the higher responsibilities for staff are carried for less than thirty continuous days. After 30 continuous days, the allowance is paid for the whole period for which the additional responsibilities are carried.
h. Where the duties assigned are attached to the substantive appointment (office) they shall be paid 25% of the consolidated gross salary.

3. EXTRA LOAD ALLOWANCE

Extra Load allowance shall be paid to substantively appointed Teaching and Administrative staff who are authorised to and in fact carry out extra duties and/ or work outside the normal hours of work.

Recommendation:
We recommend the following guidelines to manage payment of Extra Load Allowance:
i. Normal teaching load for Teaching Staff is 8 hours a week.
ii. Normal working hours for administrative staff shall be 8 hours per day.
iii. Academic staff who are authorised to carry out extra load outside the normal hours of work shall be paid UGX. 25,000 per hour (taxable).
iv. Administrative staff who are authorised to carry out extra load outside the normal hours of work shall be paid UGX. 8000 per hour (taxable amount) as follows:
a.  A maximum of two (2) hours of extra load on a normal working  day
b. A maximum of eight (8)hours on weekends and public Holidays

The extra load allowance shall be as approved by Council and may be reviewed from time to time.


4. OVER TIME ALLOWANCE
Over time shall be paid to Support Staff ie. Staff on salary scale M10 and below. 

Recommendation:
We recommend the following guidelines to manage payment of over time allowance:

a. Over time allowance of UGX.3000 per hour (taxable).
b. A maximum of 2hrs on a normal working day. 
c. Maximum hours payable shall be eight (8)hours on weekends/Public holidays 
d. Transport Assistants shall be paid a consolidated overtime of 30% of their basic monthly salary.

The overtime allowances shall be as approved by Council and may be reviewed from time to time.

5. LUNCH ALLOWANCE

i. Lunch allowance shall be paid to a member of staff authorised by the University Secretary and in fact does official work during lunch time. 
ii. Where the numbers involved are large, Management shall determine the number to be paid the Lunch allowance at any one time.

Recommendation:
We recommend the Lunch allowance of UGX. 3000 per day.

The lunch allowance shall be as approved by Council and may be reviewed from time to time.

6. SAFARI DAY ALLOWANCE
A member of staff who travels on official duty and works for five (5) continuous hours or longer shall be paid safari day allowance. If the member of staff must spend more than one night on official duty outside the University, safari day allowance is payable for only the day on which he or she is travelling.

When one is paid per diem, they shall be paid safari day on the day they travel back.

Recommendation:
We recommend the following guideline to manage payment of safari day allowance:

We recommend a Safari day allowance as follows:
	S/N
	SALARY SCALE
	AMOUNT (UGX)

	1
	M1 – M3
	20,000

	2
	M4 – M7
	15,000

	
	M10 BELOW
	10,000



The Safari Day allowance shall be as approved by Council and may be reviewed from time to time.

7. MILEAGE
A member of staff in salary scale M1-M7 may after authorisation by the Accounting Officer use his or her personal vehicle on occasions on which he or she is authorised to travel at the University’s expense (on official duty) and claim the appropriate mileage in accordance with the Terms and Conditions of Service, provided that he or she travels by the route, on any journey which the member of staff is required to make in execution of the duties of his or her official work.

A member of staff who is entitled to an official vehicle from the University pool shall not claim transport or mileage allowance.

The Accounting Officer and or persons duly authorised by him/her shall closely monitor the travel of members of staff that while members of staff execute their duties properly, the University incurs minimal costs on travel. 

Recommendation:
We recommend the following guide line to be applied to manage payment of Mileage:




We recommend a Mileage allowance as follows:

	PETROL POWERED VEHICLES

	
	Tarmac Roads
	Murram Roads

	Class of Vehicle 
	Proposed Rate per UGX
	Proposed Rate per UGX

	Super Class 2000cc and above
	1,000
	1,300

	Class 1 (1900 – 1999 cc)
	850
	1,000

	Class 11 (1600 – 1899 cc)
	570
	680

	Class111 (1200 – 1599 cc)
	500
	570

	Class IV (Below 1200 cc)
	450
	540

	Class V (Motor Cycle 125 cc and above )
	420
	500

	Class VI (Motor Cycle 35 cc- 124 cc)
	320
	390



	DIESEL  POWERED VEHICLES 

	
	Tarmac Roads
	Murram Roads

	Class of Vehicle 
	Proposed Rate per UGX
	Proposed Rate per UGX

	Super Class 2000cc and above
	1,000
	1,200

	Class 1 (1900 – 1999 cc)
	820
	990

	Class 11 (1600 – 1899 cc)
	540
	650

	Class111 (1200 – 1599 cc)
	450
	540

	Class IV (Below 1200 cc)
	400
	500



8. NIGHT ALLOWANCE / PERDIEM
A member of staff shall be paid Per diem per night spent outside the University on official duty. The rate payable shall be determined by Council annually in line with the budget.

Recommendation:
We recommend the following rates to be applied to manage payment of per diem:
	Salary Scale
	Proposed per diem - UGX

	M 1
	170,000

	M 2
	165,000

	M 3
	160,000

	M 4
	150,000

	M 5
	140,000

	M 6
	120,000

	M 7
	110,000

	M 10- M11
	75,000

	M 12- 14
	70,000

	M 15
	65,000

	Others
	60,000



Per diem allowance at M1 will apply to Council, Senate and Council Committee members

9. SITTING  ALLOWANCE

Sitting Allowance is paid to:
i. Chairperson and members of  Council, Senate or any other Committee of Council or Task force
ii. A person appointed or co-opted on Council, Senate or any other Committee or task force constituted for a specific assignment by the University Council or Senate or the University Secretary. 
iii. Staff involved in preparation for meetings of Council and Council Committees shall be paid a rate as propose in the schedule below:

iv. Sitting allowance for University Council Meetings
	Particulars
	Current rate
	Proposed rate Shs.

	Chairperson
	120,000
	150,000

	Vice Chairperson
	110,000
	140,000

	Members
	100,000
	120,000

	In-attendance/Secretariat
	 80,000
	100,000



v. Sitting allowance for Council Committee Meetings
	Particulars
	Current rate
	Proposed rate Shs.

	Chairperson
	100,000
	120,000

	Members
	 80,000
	100,000

	In-attendance/Secretariat
	 60,000
	 80,000



vi. Sitting allowance for Senate Meetings 
	Particulars
	Current rate
	Proposed rate Shs.

	Chairperson
	100,000
	120,000

	Members
	  80,000
	100,000

	In-attendance/Secretariat
	 60,000
	 80,000





vii. Sitting allowance for Senate Committee Meetings 
	Particulars
	Current rate
	Proposed rate Shs.

	Chairperson
	 80,000
	100,000

	Members
	60,000
	  80,000

	In-attendance/ Secretariat
	60,000
	  80,000



viii. Sitting allowance for Faculty Board Meetings 
	Particulars
	Current rate
	Proposed rate Shs.

	Chairperson
	 80,000
	100,000

	Members
	60,000
	  80,000

	In-attendance/ Secretariat
	40,000
	  60,000



ix. Sitting allowance for Contracts Committee
	Particulars
	Current rate
	Proposed rate Shs.

	Chairperson
	100,000
	100,000

	Members
	  80,000
	  80,000

	In-attendance/ Secretariat
	  60,000
	  60,000



x. Sitting allowance for the Budget Committee and Strategic Plan 
Implementation Committees
		Particulars
	Current rate
	Proposed rate Shs.

	Chairperson
	 60,000
	  60,000

	Members
	 50,000
	  50,000

	In-attendance/ Secretariat
	 40,000
	  40,000



xi. Sitting allowance for Evaluation Meetings 
	Particulars
	Current rate
	Proposed rate Shs.

	Chairperson
	  60,000
	 80,000

	Members
	  50,000
	 60,000

	In-attendance/ Secretariat
	  40,000
	 50,000







10.  HONORARIA

Honoraria may be paid in the following circumstances:

a. Where the University requires a particular piece of work to be done by staff who:
i. Is of exceptional importance to the University;
ii. Is outside the normal scope of staff’s duties;
iii. Involves a disproportionate amount of his or her official and private time and 
iv. Involves temporary additional responsibilities; 

v. Requires the direct use of the staff’s special talents or professional skills or his / her being actively participative in the actual work;
vi. Where the staff is required to serve as  a chairperson, Deputy chairperson, Secretary, member or as one of the supporting staff members of any commission inquiry or review or adhoc committee set up by the University.
vii. Where the staff is required to undertake a special task set up by the University with a written appointment.
viii. Honoraria shall be paid on satisfactory completion of the assignment and submission of a report.
ix. The rate of honoraria should be based on consolidated monthly salary 

Recommendation:
We recommend the following guideline to be applied to manage payment of Honoraria:
· Chairperson of a committee  60% of the staff’s consolidated monthly salary
· Deputy Chairperson of a committee- 55% of the staff’s consolidated monthly salary
· Member of a committee- 50% of the staff’s consolidated monthly salary
· Secretary of a committee- 50% of the staff’s consolidated monthly salary
· Other staff- 40% of the staff’s consolidated monthly salary
· Where an individual is involved shall take 60%

· On top of the honoraria, the staff may be reimbursed transport costs and other costs which are genuinely incidental to the work.
· To qualify for honoraria, the staff must have participated in executing up to 80% of the assignment.
· There must be record of attendance and a report for the assignment that must be submitted to the relevant authority.

11. MEDICAL ALLOWANCE

In the absence of a medical insurance scheme, the University recommends as follows:
i. While at the University premises, staff who fall sick and need first aid can be treated at the University sick bay.
ii. Council may from time to time designate hospitals where staff and their spouses and children can receive medical care. However emphasis shall be placed on Government Health Centres (Hospitals) and Government aided (NGO) medical facilities. 
iii. Beneficiaries in the designated medical facilities shall include, staff, one spouse and up to four (4) children who are registered with the University upon production of proof of marriage or birth.
iv. The University shall refund medical expenses of members of staff’s medical, dental and ophthalmic treatment for self, spouse and up to four (4) children provided they attend the Councils designated Medical facilities and to a maximum of : 

	S/N
	SALARY SCALE
	AMOUNT/Per annum (UGX)

	1
	M1 – M2      
	1,500,000

	2
	M3
	1,200,000

	3
	M4
	1,000,000

	4
	M5 – M6
	800,000

	5
	M7 – M10
	500,000

	6
	Others
	300,000



Emergency cases that cannot be handled within (iv) above shall be referred to Management for action and report to Council.

12. SETTLING-IN- ALLOWANCE
Settling in allowance shall be paid to a staff who has been newly and substantively appointed or transferred while in the service of the University to enable them settle down as soon as possible.

Recommendation:
We recommend a rate of 50% of one’s consolidated monthly salary as settling in allowance:

13.  ANNUAL LEAVE ALLOWANCE

i. Annual Leave Allowance shall be paid to members of staff proceeding on authorised annual leave as provided for in the Terms and Conditions of Service of the University and be included in the budget. 

ii. Annual Leave allowance shall be paid once a year to staff who take a total of 30 days leave. 

Recommendation:
We recommend the following guide line to be applied to manage payment of Annual Leave allowance:
	S/N
	SALARY SCALE
	AMOUNT (UGX)

	1
	M1 – M3
	300,000

	2
	M4 - M5
	200,000

	3
	M6 – M7
	150,000

	4
	M10 – M12
	120,000

	5
	M13 – M15
	100,000

	6
	Others
	50,000



14.  HOUSING CHARGES

i. A member of staff occupying a University house shall pay housing charges (rent) as determined by the University Council from time to time.
ii. A member of staff occupying a house belonging to the University shall meet all water and electricity bills consumed for the period that she or he occupies the house.

Recommendation:
We recommend the following guide line to be applied to manage payment of Housing Charges except for the Vice Chancellors residence.


	S/N
	No. OF BED ROOMS
	RATE (UGX)
	

	1
	3
	200,000
	

	2
	2
	100,000
	

	3
	1
	50,000
	

	4
	Single room
	25,000
	



REQUEST TO COUNCIL

I. Management recognizes that Staff motivation is critical to the delivery of the University’s mandate by staff. In view of this, management recommends the following allowances to be implemented in the current financial year 2011/2012:

i. Acting allowance
ii. Duty allowance
iii. Extra load allowance
iv. Over time allowance
v. Lunch allowance
vi. Safari day allowance
vii. Mileage
viii. Night allowance / per diem

II         Management requests that Council approves the proposed allowances and rates 
           for implementation in the FY 2012/2013

i. Sitting allowance
ii. Honoraria
iii. Medical allowance
iv. Settling-in- allowance
v. Annual leave allowance

III     Management requests that Council approves the proposed Housing Charges
        for implementation in the FY 2011/2012

The date of commencement of implementation of the staff, Council and Council Committee allowances of Busitema University shall be as requested by Management.  Approved by the University Council on the 30th day of January, 2012.

Signed By:							Witnessed by:


...............................................                                     .............................................
CHAIRPERSON UNIVERSITY COUNCIL                         UNIVERSITY SECRETARY
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