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0.3 Distribution / Circulation 
 
This Standard Operating Procedure is available at relevant functions for authorized users. 
 

1. Purpose:  

 This procedure outlines the application process for KPP to ensure timely and efficient issuance 

of KPP to all foreign students. 
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2. Scope: 

This procedure shall be used by all foreign Students of Catholic University of Eastern Africa. 

3.  Reference:   

3.1. The Immigration Act, 1967 

3.2 Application form for Pupils Pass 

3.3 Renewal of Kenya Pupils Pass 

4.  Terms and Definition s:   

For the purpose of this procedure the following terms shall apply in addition to those already found in the 
CUEA Quality Management Manual  

4.1. KPP – Kenya Pupils Pass 

4.2. DVC – Deputy Vice-Chancellor 

4.3. CUEA – Catholic University of Eastern Africa 

4.4. IID – Immigration and Insurance Department 

4.5. OP – Operational Procedure 

4.6.                      Application Package –(copy of passport, admission letter, latest transcript/academic qualification if 

new application,    two passport size photographs, commitment  letter from the sponsor, 

application form duly filled)   

5.  Responsibility: It is the responsibility of the Assistant Administrator to ensure the procedure is 

followed. 

6. Method: 

6.1. The foreign student shall submit the application package to the assistant administrator.  For new 

applications, form (Appendix 7.1) shall be filled while for renewals, form (Appendix 7.2) shall be filled. 

6.2. The Assistant Administrator shall check and verify the application package. 
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6.2.1. If the application package is complete, the assistant administrator shall forward them to the 

government immigration office for processing of approval. 

6.2.1. If the application package is not complete, the assistant administrator shall revert to the student 

and ask the student to submit the missing document. 

6.3. The assistant administrator shall liaise with the government immigration whether application is 

approved or disapproved. 

6.3.1. If the application is approved, the assistant Administrator shall collect the approval  for further 

processing. 

6.3.2. If the application is rejected, the assistant administrator shall communicate to the applicant. 

6.4. The Assistant Administrator shall then attach the approval letter and a charge sheet which the 

student has to sign for authority of collecting money from the finance office which then debited to the 

students account. 

6.5. The Assistant Administrator shall forward the approval letter and charge sheet to the student to 

sign. 

6.6. The Assistant Administrator shall receive the approval letter and signed charge sheet from the 

student and forward them to the credit control. 

6.7. The Credit control shall then debit the students account with the amount shown on the approval 

letter as charges for KPP and prints a charge invoice and forward to Assistant Administrator. 

6.8.  The Assistant Administrator shall then submit the filled in an imprest form or and letter requesting 

for a bankers cheque and request for the money as indicated on the approval letter from the 

government immigration attaching all the supporting documents such as approval letter and charge 

sheet duly signed by the student to the finance office.   

6.9. The finance office shall check the documents for completeness and computation of the amount, and 

check that all the authorized signatures are appended on the imprest and charge sheet. 

6.9.1. If the documents are complete, the finance office shall then release the money to the Assistant 

Administrator for payment at the immigration office. 

6.9.2.  If the documents are not complete, the finance office shall return the documents to the Assistant 

Administrator for correction of the anomaly found.  
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6.10. The Assistant Administrator shall then return the documents to finance office for payment. 

6.11. The Assistant Administrator shall collect the payment from finance office and proceed to pay at 

the government immigration office for processing of the KPP’s.   

6.11.1. When the KPP’s are ready, the Assistant Administrator will collect them and inform the students 

to submit their passports for the endorsement of the same. 

7. Appendices 

7.1. Appendix A :  process Map 

7.2. Appendix B: Letter for application for Kenya Pupils pass  

7.3. Appendix C:  Letter for application for Renewal of Kenya Pupils pass 

7.4. Appendix D:  Applicants bio data Form   

 

8. Associate Documents 

8.1 Government of Kenya Application form for Kenya Pupils Pass 

Appendix A:  Process map 
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Player Activity 
Foreign Student   

Assistant 
Administrator 
 

 

                                                                                                                                                
 
                                                                                                       
 
                                                                      No 
 
 
                                                                                                  
 
 YES 
 
                             
 
 
                                                                                

Credit Control 
 

 

 

 

                                                                                                       
 
 

 

Finance Office 
 

 No 
 
                                                            
 
                    Yes 
 

START Submit application forms & supporting 

documents (application package) to Assistant 

Administrator 

END 

Verify application 
package 

Submits to the government immigration office who will 
check the application package and if it is complete, 
they will process the approval of the application and 
forward the approval notice to the assistant 
administrator.    

The approval will be attached to the charge sheet 
which the students has to sign to give authority for the 
KPP charges to be charged on his account. 

The foreign student signs the charge sheet consenting to 
allow the assistant administrator to collect money from 
finance office which then be charged to the student’s 
account. 

Forwards the charge sheet to the credit 
control to charge the student. 

Charge the student account with amount 
shown on the approval letter for KPP 
and prints a charge invoice 

The documents are used to request for an imprest 
(money) from the accounts office for payment for KPP’s 
at the government immigration office for processing of 

Verify the 
documents for 

The  money is paid to the government 
immigration office for the processing 
of the KPP’s  and when ready, they 
are collected and students are 
informed to submit their passports for 
endorsement. 

END Correct the anomaly 
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