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PREFACE

On behalf of the Kenya Medical Training College (KMTC) Board of Directors, I am 
delighted to approve this Policy for use by Management. The KMTC Board is determined 
to improve access to quality medical training and ensure that the institution plays its role in 
the realization of Sustainable Development Goals (SDGs), Kenya Vision 2030, health sector 
policies and the government agenda on the “Big Four’. The Board continues to realize the 
set milestones which contribute to improving the quality and quantity of essential health 
care providers. Inadequate numbers of skilled care providers have had a negative impact 
on efforts to expand access and improve the quality of health services. This situation 
is compounded by continued high prevalence of communicable and non-communicable 
diseases in the country.

Towards this end, the KMTC Board of Directors under my leadership is determined to 
critically address the task of defining long-term strategies for addressing the constraints to 
training and development of quality health care providers through:

1. Improved policy and corporate governance for enhancing accountability and 
decision making.

2. Enhanced access, quality, relevance and equity in medical training.
3. Prudent resource utilization and good infrastructural management.
4. Increased visibility of Kenya Medical Training College nationally and internationally 

as a premier institution focusing on training, research and consultancy.
5. Improved resource base, partnership and linkages.

In response to the 2010 Constitutional agenda, the Board will continue to direct efforts 
at advancing community – oriented programs that respond positively to the country’s 
social and economic development agenda. This Policy therefore provides an analysis of 
the internal and external environment, and makes strong statement on the role KMTC will 
play in supporting the Government to realize sustainable growth in the health sector. The 
Board is dedicated to offer oversight on the operations and management of the College 
to ensure sustainable delivery of health coverage in the country and beyond. I believe 
successful implementation of the Policy will be realized through total commitment of the 
entire staff, students and other key stakeholders.

Prof. Philip Kaloki, MBS,
Chairperson, KMTC Board of Directors.
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FOREWORD

The purpose of this Academic Workload and Allocation Policy is to ensure that resources 
are allocated in a manner consistent with KMTC priorities. It ensures there is appropriate 
balance of duties and transparency in the process of allocating workload with clear 
communication to line staff.

The Policy ensures that Faculty have an equitable, fair and safe workload, that is regularly 
reviewed. It further ensures that KMTC has processes that enhance allocation and 
distribution of academic expertise, which is the College’s key resource.

The principles of this Policy reflect KMTC‘s , Mission, Vision and Core Values to be adhered 
to by all Faculty members. The assignment of workload is premised on the principle 
that each Faculty meets its overall responsibilities in teaching, research, and service in a 
satisfactory manner within approved budgets.

The proposed description of Faculty load acknowledges the presumption that workload is 
based on a set of instructional and non-instructional duties. This Policy outlines a framework 
of standards to be used in determining Faculty load in all Campuses.

Prof. Michael Kiptoo,
Chief Executive Officer.
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VISION

A model institution in the training and development of competent health professionals

MISSION

To produce competent health professionals through training and research, and provide 
consultancy services

CORE VALUES

Accountability

Integrity

Responsiveness

Equity

Teamwork

Professionalism

Creativity and innovation
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ABBREVIATIONS

BSc Bachelors of Science

CEO Chief Executive Officer

CME Continuous Medical education

DDA Deputy Director Academics

EH Equated Hours

FTE Full Time Equivalent

HoD Head of Department

IAS International Accounting Standards

KMTC Kenya Medical Training College

MSc Master of Science

O-Del Open Distance Learning

PD Professional Development

PDRS Performance Development Review System

PhD Doctor of Philosophy

PQ Professionally Qualified

SDGs Sustainable Development Goals
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DEFINITION OF TERMS

Academic Work Planning  Model  The Academic Work Planning Model is a  
  management tool that provides a structure  
  and a series of clear principles that enables  
  an equitable, transparent and consistent  
  approach to the allocation and management 
  of academic staff work planning within   
  Faculties and a cross the College.

Administration  Activities associated with the day-to-day   
  management of the College, its units and   
  programs.

Available Working Time  Academic staff’s time available in a year to   
  do his/her work.

Campus  This is a field station that includes all    
  institutional property and applies to all   
  activities under the general control of the   
  College.

Employee/Staff  Means a person in the employment of KMTC.

Preparation for a Course  Development and review of material for   
  new courses and curricula or preparation of   
  lectures and demonstration

Research  Activities associated with investigation or   
  experimentation aimed at the discovery and/  
  or interpretation of facts or ideas as well as   
  the development of creative works or new

 products.
Standard workload  Amount of work within an academic   
  workload component that teaching staff can   
  do in a year.

Teaching  All activities related to teaching (credit-  
  generating courses), whether residential,   
  E-learning or Open Distance Learning

 (O-Del),  with  regularly  enrolled  students    
 and  general student advisory role.
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1.0 ACADEMIC WORKLOAD AND ALLOCATION POLICY

1.1 Policy Statement

The purpose of this Policy is two-fold: -

i. To ensure that every employee of the College on an academic agreement 
has an equitable, fair and safe workload that is regularly reviewed.

ii. To ensure that the College has processes in place that lead to the responsible 
deployment of academic expertise, which is the College’s key resource.

1.2 Preamble

1.2.1 The Policy establishes the basic principles for fair, equitable and balanced 
distribution of work amongst academic staff. This Policy will therefore 
provide Deans and Heads of Departments under the guidance of the 
Deputy Director Academics (DDA), with a framework within which 
models for workload planning will be developed and operated. It 
will enable all academic staff make full contribution to the goals of the 
College, Faculties, Departments, and does not seek to alter the relative 
flexibility of working time of academic staff. It considers flexibility in 
relation to maintaining appropriate work-life balance.

1.2.2 The objective of this clause is to provide a framework for ensuring that 
academic workloads are equitable, transparent and manageable.

1.2.3  This Policy therefore aims to ensure that:

i. The distribution of work among academic staff is managed to further the 
College objectives.

ii Transparency and equity in workload distribution across teaching, research 
and service for a Faculty/Department.

1.2.4 Principals of Campuses, Deans of Faculties and respective Heads of 
Departments to provide a basis for decisions regarding the planning of 
staff workload and for evaluation of staff performance and appraisals.

1.2.5 KMTC staff provide a means of managing career development through 
better understanding of expectations and the planned use of time.
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1.2.6 This Policy provides Deans and Heads of Departments with a framework 
within which models for workload planning will be developed and 
operated.

1.2.7 The Dean is responsible for the development and review of Academic 
Workload Guidelines within a Faculty. Academic Workload Guidelines 
will be developed and/or reviewed through an open, transparent and 
consultative process in which all Academic Staff of the Faculty have an 
opportunity to participate.

1.2.8 Workload Guidelines may include any weighting formulae relevant to 
workload allocation within a Faculty.

1.2.9 Workload guidelines will be provided to the Deputy Director Academics 
who may require that the Dean revises them to ensure that they are 
consistent with this clause and/or the strategic objectives of the College.

1.2.10 Following approval of the Workload Guidelines by the CEO, copies will 
be made available to all staff.

2.0 PRINCIPLES

The principles to be followed in identifying, allocating, and accounting for academic duties 
are:

i. Transparency; within each Faculty/Department the processes followed are clearly 
communicated and allocation of duties notified to line staff.

ii. Balance; over time in the academic duties undertaken by each staff member.

iii. Variations; are allowed to accommodate predictable matters (such as annual/study 
leave or secondment of colleagues) and unanticipated matters (such as opportunities 
that may arise, sick leave etc).

iv. Quality of outcomes and quantity of contribution will be considered in assigning 
academic duties.

v. Creative opportunity is recognized as a necessary academic duty.

vi. Quantitative measures to allocate duties are recognized as a partial approach to 
accounting for academic duties of a department/faculty.
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3.0 CHARACTERISTICS OF WORKLOAD MANAGEMENT

3.1 Objectives of Workload Management

The objective of workload management is to contribute to an environment that 
supports fair and transparent allocation of workload along with the investment 
in, and development of staff. The identified benefits of workload management 
include the following:

i. A robust monument system which provides a basis for equitable and 
transparent distribution of workload across teaching, research and 
service in Academic Staff.

ii. Provides a formal mechanism for aligning time and focus of Academic 
Staff with strategic objectives of the College.

iii. Informs the efficient use of resources within the College.

iv. It is a tool for informing investment in staff development and upholding 
principles of workload management.

v. It is a tool for ensuring that academic workload can be managed 
sustainably for the benefit of the College.

3.2 Characteristics of a Good Management System

A proper workload management in an institution incorporates the following 
characteristics: -

3.2.1  Agreed and defined principles and objectives of workload 
management at an institutional level, a culture that recognizes 
the value and benefits of academic workload management.

3.2.2  A comprehensive range of academic duties across teaching, 
research and service are identified, defined and consistent metrics 
for these activities put in place.

3.2.3  A robust process and system that underpins the model ensuring 
that workload data is consistent and verifiable.

3.2.4  The Policy makes the distribution of tasks, across staff and time, 
clear and open to appropriate discussion. Thus ensuring that, 
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workload is distributed in an equitable manner.

3.2.5  The Policy is an expression of principles to be employed as 
broad guidance for decision making rather than a prescriptive 
and detailed accounting for duty. It reflects the broad categories 
of academic work i.e. teaching, research and service.

3.2.6  The Policy forms the basis for each Academic Staff’s workload 
as contained in their Annual Work Plan.

3.2.7  The Policy recognizes that work expectations must be set 
within the constraints of the time available to staff based on 
their employment terms.

3.2.8  The Policy remains sensitive to the current practices of teaching 
and load distribution in a Faculty or Department, and facilitates 
discussion about those practices. The Policy therefore is a living 
document that is reviewed regularly to maintain its relevance.

3.3 Time-frame

The Policy is based on an Academic Year, however, different time-frames may be 
used on need basis to ensure flexibility for both Staff and Faculty/Department.

3.4. Office Hours

3.4.1 Faculty will be required to work for 40 hours spread over (five) 5 days 
in a week as follows;

3.4.1.1. Monday to Friday

Morning:  8.00 a.m to 1.00 p.m

Afternoon: 2.00 p.m to 5.00 p.m: for all Campuses 
other than those whose working hours are stated in 
paragraph 3.4.1.2.

3.4.1.2 Mombasa, Garissa, Kabarnet, Lodwar, Msambweni, Kilifi,  
 Port Reitz, Tana River, Lamu, Taveta, Mandera, Iten,   
 Makueni, Makindu and Wajir.
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Monday to Friday

7.45 am to 12.30 p.m

2.00 pm to 4.30 p.m

3.4.1.3 Though the general office hours will be stated in the Human 
Resource Policies and Procedure Manual, Principals/Deans/
Heads of Departments will not be restricted to utilize 
employees outside these hours when there is any cause 
requiring their services earlier or later.

3.5. Workload Management

Deans and Heads of Departments will endeavor to apply the following principles 
when managing workload: -

3.5.1  Workload will be distributed in a fair manner.

3.5.2 Staff will be afforded an opportunity for annual breaks from work as 
stipulated in the College’s Human Resource Policies and Procedure 
Manual.

3.5.3 Time should be made available during working hours for the full 
range of academic duties (i.e. teaching, research and service) as well as 
professional development, as appropriate.

Any challenge and/or dispute in the distribution or volume of work should be raised 
through the formal procedures outlined in the College Human Resource Policies and 
Procedure Manual.

4.0 ASSIGNING ACADEMIC WORKLOAD

4.1 Faculty Workload Guidelines shall be considered in the allocation and distribution 
of workload. Workload will be allocated fairly and equitably. To achieve this end, 
and to monitor workload of Academic Staff within their academic unit, work will 
be assigned in accordance with the Faculty Workload Guidelines.

4.2 Academic Workload will embrace a full range of academic responsibilities which 
may include, but not limited to; teaching related duties, subject and/or course co-
ordination, educational development, research, scholarship, research supervision, 
Continuous Medical Education (CME), entrepreneurial activities, College service 
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to the community, leadership and administration (exceptions include academic 
staff employed on casual, sessional or research basis).

4.3 Workload will be allocated with the following principles:

4.3.1  Total workload allocated to each Academic Staff in a Faculty or 
Department will be broadly equivalent.

4.3.2  An Academic Staff’s workload should reflect their stage of career 
development, recognizing that the emphasis between different areas 
of academic work may shift during a staff member’s career at the 
College.

4.3.3  The allocation and recognition of academic workload shall reflect 
the range of career paths of Academic Staff and support the strategic 
direction of the College.

4.3.4  The maximum teaching requirement will be stated within the Faculty 
Workload Guidelines. This should reflect the following:

(a) Different modes of delivery and assessment.

(b) Preparation for; teaching, curriculum development/review 
and course materials.

(c) The number of students taught.

4.3.5  The approximate blend of duties will be determined through 
consultation to provide opportunities for wholistic academic growth 
and improvement.

4.3.6  Individual workload, blend of duties and responsibilities may vary 
from semester to semester, but will balance out over time.

4.3.7  Annual and other leave plans of staff as set out in the Planning 
and Review Report will be taken into consideration in allocating 
workload.

4.3.8 An academic staff’s allocated workload will be such that it can be 
undertaken within an average of forty (40) hours per week. Staff 
shall be required to work for 2080 hours per year. The normal 
pattern of academic workload is 70% teaching, 20% research and 
10% service.

4.3.9  Workload will be adjusted to take into account annual leave or any 
other leave.
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5.0 RESPONSIBILITIES OF THE DEAN OF FACULTY

5.1 The Faculty Dean will ensure that each Faculty member has a balanced workload 
in terms of duties and overall contribution relative to all Academic Staff in a 
Faculty.

5.2 Each Faculty will use the agreed and open procedure set out in this Policy in order 
to consider overall distribution of work, which can be managed within available 
resources.

5.3  It is the responsibility of the Dean of Faculty to collect and monitor data relating 
to workload. Distribution of the workload should be made public within the 
Faculty and reviewed annually.

5.4 All areas of relevant duty (e.g. teaching, research and service) should be included 
in individual workload whether performed within the Faculty itself or at College 
level.

6.0 APPLICATION OF THE POLICY

6.1 This Policy applies to all Academic Staff as outlined in the KMTC Human Resource 
Policies and Procedure Manual.

6.2 Academic Staff shall undertake scheduled teaching, research and service, during 
the normal Academic Year except when alternative arrangements are agreed 
upon.

7.0 ACADEMIC WORKLOAD ALLOCATION MODEL AND   
 METRIC FOR PLANNING

7.1 Workload Allocation Model

The College Academic Workload Allocation Model covers supervision, teaching, 
research, professional development and service. The model is based on the 
following allocation of time: -

70% teaching, which include basic and post basic teaching and 
supervision of students while on clinical/practical training; 20% research 
which includes post basic students supervision; and 10% for service as 
well as professional development.
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7.2 Planning Metric

The basis of the College Workload Model is premised on the 2080 staff working 
hours in a year. The basis of calculation is therefore eight (8) hours per day for 52 
weeks for costing every kind of duty that an Academic Staff will undertake.

7.3 Total Workload

Full-time Academic Staff are employed for 52 weeks per annum which includes 
30 days annual leave (4 weeks leave) and 9 days or 1.3 weeks’ public holidays.

7.4 Standard Workload

The standard workload for a full-time Academic Staff is based on distribution 
between tasks of approximately 70% teaching, 20% research and 10% service.

7.5 Workload Calculation Guidelines

The calculation of the total number of hours is based on a working year. A 
‘working year’ refers to 52 weeks.
Available hours therefore equal 52 weeks x 40 hours = 2,080 hours in a year.
A ‘working week’ refers to a maximum period of 40 hours (8 hours per day 
multiplied by 5 days per week) that is taken up by the activities or responsibilities 
that constitute the workload of an Academic Staff.

Table 1 expresses the distribution within the standard workload in weeks, days 
and hours.

Table 1 Standard Workload Time Allocation

% Weeks Days Hours

Teaching 70 36.4 182 1456

Research 20 10.4 52 416

Service 10 5.2 26 208

TOTAL 100 52 260 2080

7.6 Service Workload

Service workload relates to all administration other than that related to a staff 
member’s teaching, research or consultancy workload to all service within and 
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external to the College.

i. The orderly function of the Faculty or Department requires that all staff 
participate in some minimum level of service which includes and not 
limited to: College/Campus, Faculty and Department meetings, seminars, 
attendance at students’ functions such as graduation, orientation; and 
participation in marketing activities such as Open Days, among others.

ii. Above this minimum level of interaction, there are higher level 
contributions to the College service such as external and community 
contributions of staff. Examples of external service include involvement 
with professional bodies, academic organizations, editorial boards, 
research article refereeing, thesis examination and assistance to other 
Colleges.

7.7 Extra Service Responsibilities

Staff may be allocated administrative or service responsibilities excess to the 
standard service workload allocation. The workload to such roles will be set out 
at the time of appointment based on the principles outlined in this Policy.

7.8 Remuneration for Extra Workload

Staff who are allocated extra academic work in the College shall be eligible for 
remuneration at the prevailing rates and this will only apply to those who have 
met their normal workload expectations.

7.9 External Consulting

Where staff undertakes external consulting, that is appropriate to the achievement 
of the College Mission and that has been approved by the CEO, the time committed 
may be offset against other expectations. For example, research consultancies may 
be considered to form part of a staff member’s research expectations whereas 
other more applied consultancies may more appropriately form part of service 
expectations.

Staff will only be eligible for approval of external consultancy as part of workload 
where the Staff member has satisfactorily taught the number of courses allocated to 
them, done research commensurate to their academic grade and has contributed 
to service activities as expected.
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8.0 CUSTOMIZING WORKLOAD ALLOCATION

8.1 The Dean and each Staff member may agree to depart from the standard workload 
allocation to suit the specific circumstances.

8.2 A few examples of possible changes are listed below:

(i) A Staff member may wish to lessen their service expectations by teaching 
an extra subject.

(ii) A Staff member nearing retirement may like to weight their activity 
towards teaching and away from research.

(iii) Any agreed variation from the standard workload allocation must be 
noted in the Staff Annual Work Plan. The Annual Work Plan should 
clearly detail the expectations associated with any variation.

9.0 ESTABLISHMENT OF A WORKLOAD POLICY REVIEW   
      COMMITTEE

9.1 Within six (6) months of the approval of this Policy, the College shall establish 
a Workload Policy Review Committee. The Committee shall meet twice-yearly 
or when need arises to ensure that Faculty Workload Policies comply with this 
Clause.

9.2 The Workload Policy Review Committee will comprise the following:

(i) The Deputy Director Academics - Chairperson
(ii) The Academic Registrar  - Secretary
(iii) All Deans of Faculty
(iv) Any other member appointed by the CEO

9.3 The Workload Policy Review Committee shall be responsible for reviewing and 
approving proposed Faculty Workload Guidelines to ensure they are consistent 
with this Clause.

9.4 The Workload Policy Review Committee shall be responsible for the development 
of the College Academic Workload Allocation Model and a Planning Metric.

9.5 If the Workload Policy Review Committee is unable to reach an agreement on 
the proposed Faculty Workload Guidelines and any other business, then the same 
shall be referred to the CEO for determination.
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10.0 MEASURING WORKLOADS

10.1 Academic Activities: -

Academic activities are traditionally categorized under the headings of teaching, 
research and service/engagement. However, within these categories there is a 
wide range of activities which Academic Staff may undertake, depending on the 
nature of their academic appointment. These include, but are not restricted to:

10.2 Teaching

i.  Preparation and delivery of lectures
ii.   Preparation and conduct of tutorials
iii.   Preparation and supervision of practicals and clinical instruction
iv.   Course and unit coordination
v.   Clinical teaching and supervision
vi.  Supervision of research projects/thesis or fieldwork
vii.   Marking of examinations and assignments
viii.  Compilation and submission of examination results
ix.    Student consultation
x.   Cross-campus teaching
xi.   Unit and course development
xii.   Facilitation of E-learning
xiii. Facilitation of Open Distance Learning
xiv.   Supervision of teaching staff
xv. Preparing and marking of student assessment

NB: -  A Lecturer shall be allocated a minimum and maximum of  24 and 28 hours 
respectively, of teaching contact with learners per week.

       -   The College may contract external teaching services where an individual Lecturer 
has exceeded the maximum 28 hours of teaching contact per week.

10.3 Research

i. Individual or team research in a variety of settings
ii. Studies on relevant current trends
iii. Preparation of funding and/or grant proposals
iv. Writing and submission of monographs and journal articles
v. Supervision of research projects/work
vi. Attendance and presentations at conferences
vii. Commercialization of research
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10.4 Service with the College

(a) Administrative roles at the College, Faculty or Department level
(b) Membership of committees at the College, faculty or department level
(c) Supervision or mentoring of staff

10.5 Service and Engagement (unremunerated) Outside the College

(a) Administrative roles or committee membership in professional bodies
(b) Membership of regulatory bodies
(c) Membership of commercial Board of Directors
(d) Provision of advice to governments, professions, educational or community 

bodies

10.6 Weighting Academic Activities

10.6.1   The Dean shall moderate a variety of Faculty related academic activities.
10.6.2  Academic workload shall be weighted by the relevant Faculty in line with  

 the Faculty Workload Guidelines.
10.6.3  Weighting will be within a Campus and there should be similarities across  

 related disciplines.
10.6.4  Weighting takes account of the recognition that development or review  

 of a curriculum is time and resource intensive than implementation of an  
 existing one.

11.0 DETERMINATION OF WORKLOAD

11.1 Individual workload is a collaborative decision determined by the HoD in 
consultation with Dean as per the Faculty Workload Guidelines.

11.2 Faculty workload shall be determined by the Dean in consultation with the  
 Academic Registrar.

11.3 College workload shall be determined by the Deputy Director Academics, subject 
to review by the Academic Council.

11.4 College workload shall be approved by the Board of Directors.
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12.0 QUARTERLY REPORTS TO THE BOARD OF DIRECTORS

The Deputy Director Academics shall provide quarterly reports to the Academics/Training, 
Standards and Ethics Committee of the Board on the College’s academic workload planning 
and implementation status.

13.0 POLICY IMPLEMENTATION

13.1 Implementation Date

i. This Policy takes effect on the date it is approved by the KMTC Board of 
Directors.

13.2 Monitoring and Evaluation

i. The College shall conduct monitoring and evaluation of the effectiveness of this 
Policy in line with the Monitoring, Evaluation and Reporting framework. This 
shall be done through a Committee Chaired by the Deputy Director Academics.

ii. The Deputy Director Academics shall:

a. Develop and maintain strategies and mechanisms for monitoring and 
evaluation of this Policy.

b. Undertake regular check on implementation of the Policy.
c. Carry out annual evaluation on the implementation of the Policy.
d. Use the information for planning and management.
e. Propose potential areas for review.

13.3 Review

The Policy will be reviewed after every three (3) years or earlier as need arises 
with an aim to enhance efficient delivery of effective outcomes.
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For More Information Contact: 

The Chief Executive Officer

Kenya Medical Training College

P.O. Box 30195-00100, Nairobi.

Tel: 020-2725711/2/3/4, 020-2081822/3 

0737-352543 / 0706-541869

Email: info@kmtc.ac.ke. Website:  www.kmtc.ac.ke

 : @Kmtc_official     : @KMTCofficial


