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0.3 Distribution / Circulation 
 
This Standard Operating Procedure is available at relevant Functions for authorized users. 
 
 
1.0 PURPOSE  
This procedure describes the standard activities to ensure efficient and effective organization and 
conduct of field research project in CUEA. 
 
2.0 SCOPE  
This procedure applies to all field research projects at undergraduate at the Catholic University 
of Eastern Africa. 
 
3.0 Terms and Definitions 
For the purpose of this procedure, the following terms shall apply 
3.1 Reconnaissance: This is the advanced study/visit conducted by the lecturer before the 

actual study with the students 
3.2 HOD: Head of Department 
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3.3. DVC: Deputy Vice Chancellor  
 
4.0 REFERENCES 
4.1 Quality Management Manual 
 
5. PRINCIPAL RESPONSIBILITIES  

The Dean, Faculty of Science has the ultimate responsibility to ensure the adequacy and 
effectiveness of this procedure. 

 
6.0  Method 
6.1 The HOD shall release the list of courses on offer before the end of the preceding 

trimester. 
6.2 Students shall enrol for the field course in their respective departments.  
6.3 Students shall take one trimester in Research Theory in line with the teaching procedures.  
6.4 Students and Lecturer shall identify the topics and areas of study before the end of the 

first trimester of the field course. 
6.5 The lecturer shall draw a budget based on the student proposals by the start of the 

following trimester. 
6.6 In Science, the Chief Technologist/Coordinator shall pursue procurement and logistics. 
6.7 The lecturer shall, through the HOD and Dean, forward the budget for approval to the 

DVC Academic. 
6.7.1 If the budget is approved, the lecturer/technologist shall conduct 

reconnaissance/trials prior to the actual field study. 
6.7.2 If it is not approved, the lecturer shall be advised accordingly by the DVC 

Academic. 
6.8 The lecturer shall then ensure that the field study is done in line with the set objectives 

and work instructions.  
6.9 Analysis and report writing by students shall commence immediately after the field visits 

in consultation with the course instructor. This period shall not exceed two months. 
6.10 The student shall submit the report written in line with the prescribed format for 

evaluation to the course instructor/panel. 
6.11 The lecturer/panel shall evaluate the reports and compile the scores within the last month 

of the trimester. 
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7.  APPENDICES 


