COLLEGE OF BUSINESS EDUCATION

CONTINUING EDUCATION AND PROFESSIONAL
DEVELOPMENT GUIDELINES

APRIL, 2024




TABLE OF CONTENTS

CHAPTER ONE 1
1.0 INTRODUCTION 1
1.1 Background INfOrmation........coccieei i e e e st e e s te e e s eeareeeesanee 1
12  Objectives and FUNctions of the COIIEEE .......couiiiiiiiiii et 1
13  Vision, Mission and Core Value of the College of Business Education...........ccccceeeevciveeieiveeennnns 2
1.300 VISION weiiiiiiiiii ittt e e s et e e s err e e e s sanee 2
1.3.2 Mission 2
R T 1 =Y (=T 4 o @] oY [Tot 41V =L U USRNE 2
1.3.3 C0IE VAIUEBS ...ttt ettt sttt ettt e b e s bt e sat e sab e e bt e bt e be e beeene e eaeeeaeeentean 3
CHAPTER TWO 4
GUIDELINES OBJECTIVES AND PRECEDENCE 4
2.0 INEFOTUCTION ittt ettt ettt e st e st e e bt e e s bt e e sabe e e st e e sabeesabeeesabeesabeesnteesabaeesanes 4
2.1 The Background on the Conduct of Continuing Education at CBE ..........cccceeeciveeeeiiieeeccieee e 4
D A 0 oY1= Tot 41V =T3S 5
P S = Tol<To [T o ol OO PSPPSR PPTOPRRPRR 10
2.5 Guidelines Preparation MethOdOIOZY .......cccuueiiiiiiiiiiiiiiie ettt e e 10
CHAPTER THREE 11
TRAINING NEEDS AND SHORT COURSES PROGRAMME DESIGN 11
I [ o1 oo [¥Tox oo HA PP P RO PP PRI 11
3.2 Identification of Training NEEAS ........cccuiiii it e e et e e e ebae e e e 11
3.3 GeNneral SNOrt CoUISE DESIZN ...cccccuiieeiciiee ettt ee e e e tee e e e ebee e e e bae e e eeabae e e eenbaeeeennraeaeennranas 11
3.4 Tailor-Made or Supply Driven Continuing Education Short Course Design .........cccceeevvveeeennen. 12
CHAPTER FOUR 14
SHORT COURSE MARKETING ACQUISITION AND HANDLING PROCEDURE ............. 14
T R [0 4 oo [8 ot o] o PSPPSR PP 14
4.2 Short Courses’ Marketing and Acquisition ProCeAUIES ...........coccuiieeeciieeeccieee ettt eetee e 14
4.2  Short Courses’ Marketing ProCEAUIES .........coccuviiiiiciieeecciieeeeecte e ettt e e ettt e e e eetre e e e e eateeeeeetteeaeeanes 15
CHAPTER FIVE 16
CONTINUING EDUCATION OPERATIONAL GUIDELINES 16
5.0 Course Categories and Nature of Participants........cccceeiveieeiiciiee e 16
5.1 Course Registration ProCedures ............ccuiiiiiieeeeiiiieeee e 16
5.2 Venue Selection GUIAE .........ccooueiiiiiiieiiiie ettt 18
5.3 Course Training Guides (Training Manual) .............cccooviiiiiiiiiiiiiiieeeee e, 18
5.4 Course Certification ...........oooi i 19
5.5 Short Course Quality ASSUrANCE ..........ccuuviiiiieee e 19



5.6 Short Course Modality of Conductance .............ccccooveiiiiiiiiiicii e 21

5.7 Collaborations With External Institutions ..............cccooiiiiiiniie 21
5.8 Calculations of Continuing Education HOUrS.............ccccvvvieiiieeiiiiiieeeeee e 21
CHAPTER SIX 22
FINANCIAL MANAGEMENT AND ADMINISTRATION 22
(o ] g Lo o A @ o 1W< I o ol T V- SRR 22
6.2 Short Course, Venue Hiring and Revenue Collection...........cooocieiiiciee et 22
6.3 Short Course Venue HiriNg ProCEAUIES ........coicuiiiiiiiiie ettt ettt e e evee e e e eare e e e enre e e e eareeas 22
6.4  Remuneration Of FACilitators ........ccueiiiiiiiiiie et 23
6.5 Revenue sharing obtained through short course training........ccccceveciee i, 23
6.6 Continuing Education and Professional Development to Small Scale Businesses............ccccecuu...... 23
MONITORING AND EVALUATION 25
% 1Y [ YoV (] o [ o T~ SO P U PTPP R OPTPPPPPPTTN 25
7.2 EVAIUGTION <.ttt sttt ettt e b e bt e s he e s et st b e b e be e s be e shee et e entean 25
7.3 Implementation Of IM&E .........cuiiii e e ettt e e et e e e e are e e e e ebee e e e araeas 26
APPROVAL Error! Bookmark not defined.




ACRONYMS

AIDS : Acquired Immunodeficiency Syndrome

CBE : College of Business Education

DR-ARC : Deputy Rector- Academic Research and Consultancy
DRCP : Directorate of Research, Consultancy and Publications
HIV : Human Immunodeficiency Viruses

HOD : Head of Department

MoU : Memorandum of Understanding

MIT : Ministry of Industry and Trade

NACTVET : National Council for Technical and Vocational Education and Training

in Tanzania



CHAPTER ONE

1.0 INTRODUCTION

1.1 Background Information

The College of Business Education (College) was established in 1965 by the College of
Business Education Act, Cap. 315 R.E. 2002, (hereinafter referred as CBE Act). The CBE Act
has been amended from time to time by expanding the functions of the College and the
Governing Body among other things. For years, the College has progressively and
substantially expanded its activities to meet the increased demand for Business Education
in Tanzania. In this regard, in 1980's CBE under assistance of the Federal Republic of
Germany opened a new Campus in Dodoma. For the same reason, two more Campuses
were opened in Mwanza and Mbeya in 2007 and 2013 respectively. The College is headed
by the Rector, who report directly to the Governing Body. The oversight roles are under
the Governing Body and the College is under the Ministry responsible for Commerce. The
College is an autonomous public institution with full accreditation of the National Council
for Technical and Vocational Education and Training (NACTVET).

1.2 Objectives and Functions of the College

According to the College of Business Education Act of Parliament, Act Number 31 of 1965,

the following are main objectives and functions: -

1.2.10bjectives

i. To provide facilities for the study and training in the principles, procedures and
techniques of business administration;

i. To conduct training programmes leading to recognized professional and sub-
professional qualifications in business administration relevant to middle-level
managerial positions in trade and industry; and

i. To engage in any other educational activity which can be expedient or conducive for

promotion of business education in the United Republic of Tanzania.



1.2.2 Functions of the College

The main functions of the College are stipulated in the CBE Act as follows:

Provide facilities for the study of and for training in the principles, procedures and
techniques of Business Administration.

To conduct training programmes leading to recognized professional and sub-
professional qualifications in Business Administration relevant to middle level
managerial positions in trade and industry.

To advance learning and knowledge through teaching and research,

iv. To provide technical and professional services,

v. To promote, facilitate and sponsor research into technological, social, economic and
cultural spheres for the welfare and development of mankind within and outside the
United Republic;

vi. To conduct and administer examinations and confer degrees, diplomas, certificates
and other awards; and

vii. Engage in any other educational activity which in the opinion of the Governing Body is
necessary, expedient or conducive for the promotion of the business education in the
United Republic.

1.3 Vision, Mission and Core Value of the College of Business Education

1.3.1 Vision
To be a leading College in transforming and developing business education capabilities

1.3.2 Mission

To provide demand-driven and competence-based education, and to offer quality

public services through applied research and consultancy

1.3.2 Strategic Objectives

The key strategic objectives of the CBE are to:

i.  Reduce HIV/AIDS Infections and Improve Supportive Services;
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Adhere to and Implement the National Anti-Corruption Strategy;
Enhance College Visibility and Accessibility;

iv.  Strengthen Human Capital and Students’ Welfare;

v. Enhance and Sustain College Financial Capability; and

vi.  Improve Academic Excellence, Research, and Consultancy
1.3.3 Core Values

i. Academic Freedom: The College is independent and cherishes and defends
free inquiry and scholarly responsibility.

ii. Advancing and Sharing Knowledge and Skills: The College supports
scholarly pursuits that contribute to knowledge and understanding within and
across disciplines and seeks every opportunity to share them broadly.

iii. Excellence: The College, through its students, staff, and alumni, strives for
excellence and trains students to the highest standards.

iv. Integrity: The College acts with integrity, fulfilling promises and ensuring open,
respectful relationships among its stakeholders. CBE abides by an ethical code of
conduct and respect for laws.

v. Mutual Respect and Equity: The College values and respects all members of

vi.

its communities, each of whom individually and collectively contributes to
creating, strengthening, and enriching teaching and learning environment.
Public Interest/ Customer Care: The College embodies the highest
standards of service and stewardship of resources and works within the wider
community to enhance good societal satisfaction.



CHAPTER TWO

GUIDELINES OBJECTIVES AND PRECEDENCE

2.0 Introduction

The CBE as the institution anchored in transforming and developing business
education capabilities, where the continuing education in terms of harnessing the
business futurism, technology and innovation for entities and national growth and
sustainability in the government industrial based economy philosophy. The CBE
extends learning scenery beyond provision of its qualification-bearing undergraduate
and post graduate programmes committed to helping organizations realise
sustainable growth in public, private and social sectors.

The CBE plays its role for business learning and development in commercial and
industrial current and future trends, concerns and opportunities in economic
continuing growth of the country. However, it is important to ensure Campuses and
individuals conducted short courses with proper guidelines which lead to dilution of
short courses offered by CBE. This concern motivated CBE to develop Continuing
Education and Professional Development Guidelines for identifying keys areas of
courses including maintaining expected quality for short courses and improve their
management. These guidelines have to be used by all campuses and individuals in
all activities related to short courses. These CBE Management observations, together
with the stakeholders concerns on the quality of CBE’s short courses, provided the

motivation of developing these guidelines.

2.1 The Background on the Conduct of Continuing Education at CBE

The CBE has been conducting Continuing Education based on customer’s
requirements and needs, while reflecting the latest trends, technologies, and best
practices in the business world. These guidelines signify the description on how short
courses need to be conducted at CBE while establishing the importance of coming
up with themes that need to be reviewed every time to capture the overall

procedures needed and to be used in conducting short courses.



The guidelines also highlight the means on networking in professional development
and provide opportunities for participants to connect with peers, industry leaders,
and potential collaborators. Through these guidelines, college will implement
rigorous quality assurance measures to uphold high standards of excellence in its
Continuing Education. This includes regular evaluations of instructors, course
content, and participant feedback to identify areas for improvement and ensure

continuous enhancement of the learning experience.

2.2 Objectives
i. To provide proper management of Continuing Education courses to all
campuses that will be relevant customers’ needs
ii. To provide the degree of standardisation in conducting Continuing Education
courses across campuses and individuals through specific procedures
iii. To provide assurance to Continuing Education stakeholders on the quality of
short courses provided by CBE.
iv. CBE aims to provide opportunities for professionals to earn continuing
education credits through its short courses.
v. Short courses are intended to contribute to the professional development of
participants by enhancing their knowledge, skills, and capabilities.
vi.  Short courses are designed to provide specialised training in specific areas of
business and management.

vii.  Serve as a source of additional revenue for CBE.

2.3 Rationale for Continuing Education and Short Courses

Continuing education and short courses serve as essential components of
professional development and lifelong learning in today's dynamic and rapidly
evolving world. These educational avenues offer individuals opportunities to enhance
their skills, stay abreast of industry advancements, and adapt to the changing
demands of their professions. As such, establishing clear guidelines for continuing
education and short courses is crucial to ensure their effectiveness and relevance in

supporting individuals' career growth and organizational success. The effective



implementation of continuing education and short courses guidelines will reaffirms

college’s commitment to:

Address industry changes and challenges: Industries across various
sectors are constantly evolving in response to emerging trends, regulatory
updates, and technological breakthroughs. Continuing education and short
courses provide a platform for professionals to acquire new knowledge,
methodologies, and best practices relevant to their industries. By staying
informed and up-to-date, individuals can navigate industry changes more
effectively, mitigate risks, and capitalize on emerging opportunities.

Skill enhancement and specialisation: Continuing education and short
courses offer targeted opportunities for professionals to hone specific skills,
deepen their expertise, and explore new areas of specialization. Whether it's
mastering a new software application, acquiring proficiency in a specialized
technique, or delving into niche subject areas, these educational offerings
empower individuals to expand their skill sets and differentiate themselves in
the competitive job market.

Career advancement and professional growth: Investing in continuing
education and short courses can significantly enhance individuals' prospects
for career advancement and professional growth. By acquiring new
qualifications, certifications, or credentials, professionals can demonstrate
their commitment to ongoing learning and development, thereby increasing
their marketability and earning potential. Moreover, access to relevant
educational resources and networking opportunities can open doors to new
career pathways and leadership roles.

Lifelong learning philosophy: College serve as catalysts for instilling a
lifelong learning philosophy among their professionals and broader
communities. Embracing continuing education and short courses as integral
components of the educational ecosystem reinforces the notion that learning
extends far beyond the classroom and continues throughout one's lifetime. By
promoting a culture of continuous learning, college empower individuals to
remain intellectually curious, adaptable, and engaged in their personal and

professional pursuits.



Vi.

Vil.

viii.

Addressing professional development needs: The rapid pace of
technological advancement and societal change necessitates ongoing skill
development and adaptation in the workforce. Continuing education and short
courses provide a flexible and accessible means for individuals to acquire new
competencies, update existing skills, and stay abreast of industry trends. By
offering targeted programs designed to address specific professional
development needs, college can equip learners with the knowledge and
expertise needed to succeed in their chosen fields.

Enhancing career opportunities: In today's competitive job market,
individuals must differentiate themselves and demonstrate their commitment
to continuous improvement. Continuing education and short courses offer
avenues for individuals to enhance their qualifications, expand their
professional networks, and position themselves for career advancement. By
completing relevant courses and certifications, learners can increase their
marketability, broaden their job prospects, and pursue new career pathways
aligned with their interests and aspirations.

Supporting lifelong career transitions: The concept of a linear career
trajectory has given way to a more fluid and dynamic employment landscape,
characterized by frequent career transitions and portfolio careers. Continuing
education and short courses play a vital role in supporting individuals'
transitions between roles, industries, or sectors by providing targeted training
and skill development opportunities. Whether seeking to pivot to a new field,
pursue entrepreneurial endeavors, or re-enter the workforce after a hiatus,
learners can leverage these educational offerings to navigate transitions
effectively and capitalize on emerging opportunities.

Fostering community engagement and outreach: By offering continuing
education and short courses, college extend their reach beyond traditional
student populations and engage with diverse communities of learners. These
programs serve as bridges between academia and society, fostering mutually
beneficial partnerships and knowledge exchange. By providing accessible and

inclusive learning opportunities, college can enrich the educational



Xi.

Xii.

experiences of individuals from varied backgrounds, promote social mobility,
and contribute to the broader societal good.

Enhancing workforce development: In today's fast-paced and dynamic
job market, the demand for up-skiling and re-skilling is ever-present.
Continuing education and short courses offer targeted training in specialized
areas, emerging technologies, and industry-relevant skills, thereby directly
addressing the needs of employers and industries. Guidelines for these
programmes enable college to align course offerings with workforce demands,
ensuring that learners gain practical skills and credentials that enhance their
employability and contribute to economic development.

Promoting flexibility and accessibility: Continuing education and short
courses are characterized by their flexibility in terms of duration, delivery
modes, and scheduling, making them accessible to a diverse range of
learners. Guidelines will help college to design programs that accommodate
the needs of working professionals, adult learners, and individuals with busy
schedules, allowing them to pursue education without interrupting their
careers or other commitments. Moreover, by offering online and hybrid
learning options, college can extend their reach beyond geographical
boundaries and cater to learners from different backgrounds and locations.
Continuing education credits: Many professionals are required to earn
continuing education credits to maintain their professional certifications or
licenses. Short courses offered by CBE can provide these credits, enabling
professionals to fulfill their continuing education requirements while acquiring
valuable skills and knowledge.

Revenue generation: Offering short courses can be a source of additional
revenue for CBE. By charging tuition fees for these courses, CBE can generate
income to support its operations and invest in further improving the quality of

education and facilities for its students.

2.4 Scope of Guidelines

There is a long tradition within higher education institutions throughout the world

of provision of a wide range of ‘outreach’ courses, projects and programmes



which fall outside of provision of formal qualifications. In line with international
trends we use the term “continuing education” or “short course” in these
guidelines. These guidelines cover all term continuing education or short course
courses which are less than notional hours allocated by regulatory authority in
formal education system.
Continuing education or short course courses are not credit-bearing (in the sense
that they do not lead to credit towards a formal degree, diploma or higher
certificate qualification); continuing education or short course courses are taken
for personal enrichment and/or professional development. The college issues a
certificate of attendance or completion for continuing education or short course”.
Continuing education or short course courses may be described in terms of levels
and credits (1 credit is 8 notional hours), and these aspects of a continuing
education or short course may be listed on such certificates. Thus in terms of
scope:

These guidelines provide a framework for the delivery and support of short

courses to CBE and shall apply to all trainers/facilitators on campus level and

individuals.

These guidelines define CBE inception standards for its short courses.

2.3 Focal Areas for Continuing Education and Professional Development

These guidelines have crucially considered the following focus areas necessary to be

worked on designing, delivering and managing the short course programmes: -

I
ii.
iii.
iv.
V.
vi.
Vii.

viii.

Business Administration

Marketing

Procurement and Supply Chain Management
Accountancy and Finance

Legal and Industrial Metrology

Information and Communication Technology
Transport and Logistics

Business Education



2.4 Precedence

The presence of Continuing Education and Professional Development Guidelines lead

to proper management of Continuing Education at the College in various aspects.

Based on this fact the need for CBE to have these guidelines became prominent to: -

vi.

Improve standard and quality of training materials and training kits;

Enhance quality and standards of programs facilitations and delivery;

Ensure local content and context customization to suit the needs of short
courses beneficiaries;

Avoid double standards in designing, marketing and conduct of the Continuing
Education;

Eliminate complaints from clients on dissatisfaction of the facilitation; and

Harmonise costing and duration of the training of the same nature.

2.5 Guidelines Preparation Methodology

CBE Continuing Education and Professional Development Guidelines have been

prepared by a team of experts appointed by CBE Rector. In preparing these

guidelines, the team consulted the following documents:

i
ii.
iii.
iv.
V.
Vi.
Vii.

viii.

The College Establishment Act;

The CBE Strategic Plan;

The CBE Research Policy;

COSTECH National Research Priorities (2021/22 — 2025/26);

Tanzania Development Vision, 2025;

Tanzania’s Five-Year National Development Plan 2021/22 — 2025/26;
Tanzania Commission for Universities and NACTVET guidelines;

Reviewing CBE documents related to short courses (e.g., forms, reports,

etc.);

. Interviewing internal and external stakeholders involved in CBE short courses

operations; and

. Researching on similar guidelines from other learning institutions.
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CHAPTER THREE

TRAINING NEEDS AND SHORT COURSES PROGRAMME DESIGN

3.1 Introduction
This chapter entails information on the identification of Training Needs (TNAs) from
public and private institutions, the design of Continuing Education training programs,

and the training program review process at the College of Business Education.

3.2 Identification of Training Needs

Identifying training needs is a crucial step in ensuring that educational programs
effectively address the skills and knowledge required by learners. By following
procedures, the CBE can systematically identify and address the training needs of its
short courses, thereby enhancing the quality and relevance of its educational
offerings. With respect to the identification of training needs in the public and
private institutions, the following procedures shall be followed:

i. The Coordinator for Consultancy and Continuing Education will work with
various Heads of Departments in all Campuses to seek out the need for short
courses from public and private institutions on behalf of the college;

ii.  Individual members of staff, departments, units, and campuses may also seek
the need for training from public and private institutions on behalf of the
College; and

iii. After soliciting the short course needs, the individual concerned will design
the course proposal and learning materials.

Every financial year, the College will set the budgets to conduct training needs

assessments (TNAs) in government and private institutions.

3.3 General Short Course Design
The design of short courses should be in such a way that it is:
i. Developed to meet the needs and expectations of stakeholders and are made

in the context of CBE’s vision, mission, goals, core competencies, and

11



resources, to ensure a workforce with skills appropriate for the changing
workplace are appropriated and continually;

Based on clear objectives, learning content, purposeful and intended learning
outcomes, and the targeted audience;

Standardised with Continuing Education course design template developed by
the Directorate of Research, Consultancy and Publications (DRCP) and used

by all staff members involved in short course design;

iv.  Reflecting the local content and context of the national business practices
Emanated from the international perspective;

v. Reflecting the findings from the action research in some of the issues that are
widely representing the national policies;

vi. Featuring the necessary metaphors, activities, training exercises and team
engagements;

vii.  All Continuing Education designed should be forwarded to the DRCP for
approval.

3.4 Tailor-Made or Supply Driven Continuing Education Short Course

Design

Balancing tailor-made and supply-driven Continuing Education design involves

finding a middle ground that leverages both approaches effectively to meet the

needs of learners while utilising available resources efficiently. By striking a balance

between tailor-made and supply-driven approaches, CBE can optimize Continuing

Education design to meet the diverse needs of learners while maximising the

utilisation of available resources and expertise. This approach enables agility,

responsiveness, and innovation in addressing evolving skill demands and industry

trends. CBE will implement balance of tailor-made and supply-driven short courses,

under the following procedures:

Organisers shall conduct a comprehensive needs assessment to understand
specific requirements and preferences of the target audience while identifying
any common skill gaps or learning objectives that can be addressed through
supply-driven approaches, as well as unique needs that may require tailor-

made solutions;

12



Vi.

Vil.

viii.

Capitalize on the expertise and resources available within the college to
develop courses that address common skill gaps or industry requirements
thereby allowing for flexibility in meeting diverse learner needs;

Tailor course content, activities, and assessments to accommodate unique
learner backgrounds, preferences, and career goals to allow learners to delve
deeper into specific areas of interest or specialisation;

Provide a range of delivery options to accommodate different learning styles,
schedules, and preferences by offering a mix of facilitators, blended, and self-
paced learning formats to cater to diverse learner needs and maximize
accessibility;

Continuously gather feedback from learners, instructors, and industry
stakeholders to assess the effectiveness of the short courses. Feedback data
will be refined and improve course content, instructional methods, and
learning outcomes over time;

Forge partnerships with industry organisations, professional associations, and
other educational institutions to supplement internal resources and expertise.
In some cases, CBE can collaborate on joint initiatives or co-develop
customised programmes that combine the strengths of both partners;

Allocate resources strategically to balance the development of supply-driven
short courses with the customization of tailor-made learning experiences
based on potential impact on learner outcomes, market demand, and long-
term sustainability;

The short-course curriculum will be prepared to guide the content of all tailor-
made courses. However, minor changes may be made to reflect the needs of
the client(s);

The tailor-made short courses are forwarded to the Directorate of Research,
Consultancy and Publication for confirmation and approval before their
implementation; and

Experts in the respective fields should be consulted to ensure quality of the

short course.
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CHAPTER FOUR

SHORT COURSE MARKETING ACQUISITION AND HANDLING PROCEDURE

4.1 Introduction

The CBE does Marketing of the programs and responds to various inquires and

requests in which it finally leads to acquisition of short course for training. The

implementation of the training function at CBE is hinged on the following procedures

that describe specific procedures in order to achieve proper management of

marketing and acquisition of short courses.

4.2 Short Courses’ Marketing and Acquisition Procedures

At CBE, short courses may be acquired by a short course unit or individual staff. The

description below explains how short courses are acquired in each category. The

following procedures shall be followed:

Vi.

When request for short courses is received from clients they shall be directed
to the Director of Research, Consultancy and Publications for identification of
appropriate personnel individuals to undertake the course;

The Coordinator for Consultancy and Short Courses will work hand in hand
with the appointed team to ensure the coordination of the entire course;

All prepared course materials should be submitted to the Director of
Research, Consultancy and Publication for verification purposes;

All payments should be made through the CBE government payment system
and the proof of payment should be submitted to the Directorate of Research,
Consultancy and Publications;

Once the client has made payments, the Coordinator for Consultancy and
Short Courses will develop a training budget and forward it to the Director of
Research, Consultancy and Publications for approval; and

The programs are implemented by adhering to the short course Quality
Assurance (QA) requirements and other procedures backed by these

guidelines, including monitoring and evaluation.

14



4.2 Short Courses’ Marketing Procedures

With respect to short course marketing, the following procedures are followed:

All registered short courses under the office of the Director of Research,
Consultancy and Publications are marketed by the College under the

patronage of the Directorate of Research, Consultancy and Publications;

Staff, departments, divisions, and campuses may advertise short courses
under the supervision of Directorate of Research, Consultancy and
Publications;

All marketing materials, including posters, flyers, and brochures, should follow
a specific template designed and approved by the Directorate of Research,
Consultancy and Publications;

Campus directors will be responsible for the quality of any marketing outlets,
including brochures, flyers, and posters designed by staff on their respective
campuses; and

All marketing processes should be done in collaboration with the Head of
Public Relations Unit.

15



CHAPTER FIVE

CONTINUING EDUCATION OPERATIONAL GUIDELINES
5.0 Course Categories and Nature of Participants
The CBE short course participants are classified into four main levels, namely; lower,
middle, and top-level or management and the Board of Directors. The courses
indicate the targeted level and nature of the course in the following categories:

i.  Induction course for new employees who join the private, public or social
service. These trainings aim to familiarize them with organizational set ups,
operations modes, ethics and the codes of conduct of business operations;

ii. Refresher course for existing employees to refresh and enhance their
knowledge, skills, and behaviors so as to keep up with the ever-changing
working environment in their organizations;

iii. Essential courses for enhancing employees' specific knowledge or skills to
improve performance in their current roles;

iv.  Leadership development and management courses for preparing senior
employees to assume managerial positions;

v.  Courses for social and emotional skills to enhance strategic performance and
product ties for employees and college;

vi.  Courses for public revenue enhancement plans and implementation;

vii.  Business digital awareness and transformation (basic digital skills) especially
with the on-going government systems automation;
viii.  Critical thinking and decision making;
ix.  Adaptability and continuous learning;
X. Interpersonal skills and empathy; and

xi.  Data analysis skills.

5.1 Course Registration Procedures
With respect to course registration, the following procedures are followed:

i. The individual or department proposing the short course should develop a
detailed course proposal outlining the objectives, content, duration, teaching
methods, assessment criteria, evidence of likely demand and outside support,

16



Vi.

Vil.

viii.

Xi.

timing, break-even, target participant numbers, proposed venue, and any
other relevant information and submit it to Director of Research, Consultancy,
and Publications (DRCP).

Based on the proposal, a detailed curriculum must be developed, including a
course outline, lesson plans, learning materials, and resources required for
the course.

The standard short course duration at CBE will be at least five (5) days.
However, the number of days can vary more or less depending on the specific
requirements of the client or the course.

The course proposal and curriculum are reviewed by the office of DRCP.
Feedbacks have to be provided on the submitted proposal and curriculum,
and revisions may be required to address any concerns or suggestions raised
during the review process.

Once the course is approved by the office of DRCP, resources such as
teaching staff, facilities, equipment, and budget allocations are determined
and allocated accordingly.

Registration and enrollment of participants will involves setting of deadlines,
fees payment, registration forms, and payment methods.

After the allocation of course resources is finalized, it must be marketed and
promoted to the target audience through various channels such as college
websites, social media, email newsletters, and print materials by the office of
Public Relations Unit.

The course must be delivered according to the planned schedule, with
teaching staff following the approved curriculum and teaching methods.
Participants are assessed based on the established criteria, and feedback
must be collected from both participants and instructors to evaluate the
effectiveness of the course.

Documentation of course activities, attendance records, assessment results,
and participant feedback must be maintained for record-keeping and

reporting purposes.
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Xii.

Xiii.

Xiv.

Ongoing quality assurance processes as outlined in 5.5 in these Guidelines
must be implemented to ensure that the course meets the intended
objectives and maintains high standards of teaching and learning.

Where an individual academician has experience to offer a course in a
disciplinary field other than the discipline of the department in which he or
she is appointed, then both the HOD of the department professing the
discipline and the HOD of the Department in which the academician is
appointed must authenticate application letter.

Prior commencement of short course, it must be authorised by the office of
Deputy Rector- Academic Research and Consultancy (DR-ARC) and approved
the Rector of CBE.

5.2 Venue Selection Guide

With respect to training venues, the following qualities are observed in selecting a

venue for facilitating short courses:

iv.

Vi.

The training venue are clean and spacious;

Conducive environmental;

Adequate seating arrangements;

Required equipment (e.g., whiteboards, flip charts, projector, chairs, tables,
sound equipment, etc.);

Accessibility to public transport; and

Security requirement.

5.3 Course Training Guides (Training Manual)

With respect to training manuals, the following procedures are followed:

The course coordinator(s) in collaboration with the Coordinator for
Consultancy and Short Courses will determine and prepare the required
materials for their courses;

The materials should be distributed to course participants during the training

process so as to enable them follow the facilitators during presentations;
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The Directorate of Research, Consultancy and Publications will determine the
quality of short course materials before they are distributed to participants;
and

The College ensures that all course materials are compliant to copyright laws;
This involves obtaining permission to use copyrighted materials, utilizing open

educational resources, or creating original materials.

5.4 Course Certification

With respect to short course certification, the following procedures are followed:

Vi.

Short course certificates are issued only to those who have attended the short
course satisfactorily;

Strict standard procedures for the issuing and printing of short course
certificates shall be put in place;

The Campus Director/the Director of Research, Consultancy and Publications
approves all short course certificates;

All CBE Campuses use the same certificate template approved by the Rector,
and each certificate has its own serial number;

The office of the Director of Research, Consultancy and Publications organize
the preparation, ordering, and printing of certificates; and

The issued certificates bear the signatures of the Rector or the Director of
Research, Consultancy and Publications at HQ level or Campus Director at

campus level.

5.5 Short Course Quality Assurance

CBE will conduct internal quality assurance processes to ensure that short courses

meet established standards. This may involve self-assessment, where institutions

evaluate their courses against predetermined criteria. Internal quality assurance

mechanisms help identify areas for improvement and ensure ongoing compliance

with accreditation standards.

Evaluating the quality of short courses involves assessing the following factors if they

meet the intended learning outcomes and provide value to participants. The
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person(s) responsible for quality control of short course activities, shall apply the

following framework to evaluate the quality of short courses:

Vi.

Vii.

viii.

Xi.

Review the course objectives to ensure they are clearly defined, achievable,
and aligned with the needs of the target audience.

Evaluate the course curriculum to determine if it covers relevant topics,
employs effective teaching methods, and includes appropriate resources and
materials.

Assess the qualifications and expertise of the instructors to ensure they are
knowledgeable and experienced in the subject matter.

Evaluate the effectiveness of teaching methods used in the course, such as
lectures, discussions, group activities, case studies, or hands-on exercises.
Consider the appropriateness of the delivery format, whether in-person,
online, or blended.

Measure the level of participant engagement throughout the course, including
interaction with instructors and peers, completion of assignments, and
participation in discussions.

Review the assessment methods used to measure participant learning and
progress. Assess the quality of feedback provided to participants on their
performance.

Evaluate the availability and quality of learning resources provided to
participants, such as textbooks, online materials, software tools, or access to
support services.

Consider the overall learning environment, including facilities, technology
infrastructure, and support services available to participants.

Assess the reputation of the course provider and any accreditation or
certification the course may have from relevant accrediting bodies or industry
organizations.

Gather feedback from participants through surveys or interviews to assess
their satisfaction with the course content, instructors, teaching methods, and
overall learning experience.

Measure the impact of the course on participants' knowledge, skills, attitudes,

and behaviour, both immediately after the course and over time.
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xii.  Identify areas for improvement based on evaluation findings and implement

changes to enhance the quality of future course offerings.

5.6 Short Course Modality of Conductance
The College will conduct both physical and online short courses to accommodate

technology demands.

5.7 Collaborations With External Institutions

Continuing Education and Professional Development activities offered by CBE may
from time to time involve collaboration with external organizations, such as
regulatory bodies, governments and governmental agencies, international agencies
and private institutions.

i. An individual or department may offer a short course jointly with a third
party, or at the request of an external party. Such partnerships are regulated
by Memorandum of Understanding (MoU) between the college and the third
party or parties.

ii. Memorandum of Understanding (MoU) must have approval by the Rector’s
office before commencement of short courses.

iii. Where a course has been approved as a joint offering, co-badging on the

certificate will be possible, and the MoU should indicate if this is proposed.

5.8 Calculations of Continuing Education Hours

Continuing Education Unit (CEU) is the term that CBE uses in quantifying the time
spent by participant in the classroom during Continuing Education and Professional
Development and training activities. All courses must be at least one CEU in
length. According to National Board of Accountants and Auditors (NBAA), Eight (8)
CPD Hours =Attending One-Day Workshop. Eight hours of instruction = 1.0 CEU.
One hour of instruction = 0.1 CEU. Other institutions use the term Professional
Development Hours (PDH). In these guidelines, CBE defines the relationship
between CEUs and PDHs as: 01 CEU (1 Hour of Instruction) = 1 PDH; 8.0 CEU (8

hours of instruction) = 8.0 PDHs.
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CHAPTER SIX

FINANCIAL MANAGEMENT AND ADMINISTRATION

6.1 Short Course Pricing

Short course pricing refers to the cost or fee associated with enrolling in and
participating in a short course. Short courses are typically educational programs that
cover a specific topic or skill within a relatively short period of time. The pricing of
short courses can vary widely depending on course content and complexity,
duration, delivery method, instructor expertise, additional resources or support, and
targeted audience.

It is essential for course facilitators and providers to consider factors such as the
perceived value of the course, competitive pricing in the market, and the overall
business goals when determining the pricing strategy for short courses. However,
the guidelines also leave a room for negotiation, but such freedom should not

compromise CBE's standards and quality.

6.2 Short Course, Venue Hiring and Revenue Collection
With respect to revenue collection, the following procedures are followed:
i. A client negotiates with CBE on the price venue;
ii. Upon agreement on the price, a CBE requests an invoice for payment of the
agreed price;
iii.  CBE issues an invoice/control number to a client for payment purposes; and
iv. The CBE pays for the respective venue hiring service using payment

information provided in the invoice.

6.3 Short Course Venue Hiring Procedures
With respect to short course income and expenditure, the following procedures are
followed:
i. In venue hiring services, funding requests to CBE shall be made within 14
days from the date of commencement of short course. Any delayed request

requires additional justification;
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ii. Having received fund requests from the DRCP, the college finance department
re-verifies payment made by customers submitted by coordinators;

iii. The DRCP ensures the retirement of all money paid within 14 days as per
government and CBE financial regulations, rules and policies; and

iv. All payment procedures do follow the government and CBE financial

regulations, rules and policies.

6.4 Remuneration of Facilitators
Remuneration and sharing of revenue in short courses to facilitators and organisers

shall follow guidelines of the CBE Consultancy Policy.

6.5 Revenue sharing obtained through short course training
The sharing of the revenue from provision of the short course will be based on net
income where the college shall take a share of 20% after covering 80% of the

coordinators, trainers or facilitators fees and direct costs.

Table XX: Formula for Sharing Net Revenue from Continuing Education
and Professional Development

S/N |Particulars Percentage of Sharing
1 Individual Staff/Trainers/Facilitators 70
2 Coordinators/Organisers 10
Total 80

In case there is Collaborations between CBE and External Institution, formula for
sharing net revenue shall be according to established Memorandum of
Understanding (MoU).

6.6 Continuing Education and Professional Development to Small Scale
Businesses

College of Business Education understands global initiative of achieving equitable,
inclusive and sustainable economic growth through adoption of Corporate Social

Responsibility (CSR) to small scale businesses. In this guideline Continuing Education
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and Professional Development shall be conducted free of charge to small scale

businesses.
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CHAPTER SEVEN

MONITORING AND EVALUATION

7.1 Monitoring
With respect to short-course monitoring, the following procedures are being

followed:

All short course instructors and facilitators will be evaluated to ensure that
they have the necessary qualifications, experience, and skills to deliver the
course effectively. The evaluation includes observations of classroom
instruction, assessment of teaching and learning techniques, and feedback
from course participants;

The college shall assesses learner's knowledge and skills periodically
throughout the course to ensure that they are meeting the intended learning
outcomes;

The college will feedback from learners through surveys or focus group
discussions and one-on-one interviews to determine how the course can be
improved and whether the learners are satisfied with the instruction;

The Director of Research, Consultancy and Publications shall ensures that the
short course complies with all relevant regulations and standards;

Course coordinators will keep track of learners' attendance to make sure they

come to class regularly and get the required number of hours of instruction.

7.2 Evaluation

With respect to short-course program evaluation, the following procedures are being

followed:

For maintaining quality, all short course programs are evaluated, and
feedbacks are gathered from the course participants during and after the end
of the short course;

Coordinators are required to provide standard evaluation forms for the
general conduct of the short course and the facilitator’s evaluation.

Evaluation forms for facilitators and the general conduct of the short course
are administered to course participants and submitted to the short course

division for processing;
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A summary of the results of the evaluation of the short-course conducted and
facilitators are forwarded to the Director of Research, Consultancy and
Publications; and

The results of the evaluation process are used to further development or

improvement of the short-course program.

7.3 Implementation of M&E

The Director of Research, Consultancy, and Publications shall have the overall
responsibility for the M&E of the short course programs in a participatory way
and report the overall performance to Deputy Rector — Academic, Research
Consultancy and Publications; and

Various college staff, non-staff members, and stakeholders directly involved in
the implementation of these guidelines should not participate in the M&E of

short courses.
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