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1. POLICY STATEMENT

1.1 Talanta Vocational Institute shall establish, maintain and continuously improve a transparent, accountable,
ethical, participatory and effective system of institutional governance and management.

1.2 The Institute recognizes that effective governance is fundamental to the provision of quality technical and
vocational education and training and to the protection of students, staff, institutional resources and the credibility of
qualifications awarded through approved programmes.

1.3 The governance system shall provide clear institutional authority, defined responsibilities, appropriate delegation,
accountability, internal controls and mechanisms for monitoring institutional performance.

1.4 The Institute shall ensure that governance and management arrangements support compliance with applicable
NACTVET requirements and the applicable Tanzania TVET Standards.

1.5 The Institute shall maintain governance structures proportionate to its institutional size, ownership structure,
registration category, programmes, student population and operational requirements.

1.6 No person, committee or institutional organ shall exercise powers beyond the authority lawfully or formally
delegated to it.

1.7 The Institute shall maintain documentary evidence demonstrating that major institutional decisions are properly
authorized, implemented, monitored and reviewed.

The policy is therefore designed to ensure that Talanta's governance structure is capable of demonstrating effective
leadership, governance and management during institutional monitoring and quality audits. NACTVET's 2025 TVET
Standards specifically include leadership, governance and management among the institutional audit criteria.

2. PURPOSE OF THE POLICY

2.1 The purpose of this Policy is to establish a comprehensive governance and management framework for Talanta
Vocational Institute.

2.2 The Policy establishes:

a) institutional authority;

b) governance organs;

c) management responsibilities;

d) academic governance arrangements;
e) quality assurance responsibilities;

f) financial governance;

g) accountability mechanisms;

h) delegation of authority;

i) reporting arrangements;

j) decision-making procedures;
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k) internal control mechanisms;

) conflict-of-interest controls;

m) regulatory compliance responsibilities; and

n) institutional performance monitoring mechanisms.

2.3 The Policy is intended to provide a common governance framework for the Owner/Governing Board,
management, academic staff, administrative staff, technical staff, students and committees of the Institute.

3. OBJECTIVES OF THE POLICY

The objectives of this Policy shall be to:

3.1 Establish a clear and functional institutional governance structure.

3.2 Define the powers, responsibilities and accountability of institutional organs and officers.

3.3 Promote effective leadership and responsible institutional management.

3.4 Ensure that academic decisions are made through appropriate academic structures.

3.5 Ensure that financial and administrative decisions are subject to appropriate authorization and internal controls.
3.6 Promote transparency, integrity and ethical conduct.

3.7 Prevent abuse of institutional authority.

3.8 Promote effective student participation in appropriate institutional matters.

3.9 Establish mechanisms for quality assurance and continuous improvement.

3.10 Strengthen institutional preparedness for NACTVET monitoring, inspection and quality audits.
3.11 Ensure proper maintenance of institutional governance records.

3.12 Promote institutional sustainability.

3.13 Establish mechanisms for identifying, managing and mitigating institutional risks.

3.14 Promote accountability for institutional resources.

3.15 Ensure that institutional decisions are consistent with applicable law, NACTVET requirements, approved
programmes and institutional policies.

4. SCOPE AND APPLICATION
4.1 This Policy shall apply to the entire Talanta Vocational Institute.
4.2 It shall apply to:

a) the Owner/Governing Board;
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b) Principal/Director;

c) Deputy Principal or equivalent officers, where appointed;
d) heads of departments;

e) academic staff;

f) technical and workshop staff;

g) administrative staff;

h) finance personnel;

i) quality assurance personnel;

j) examination personnel;

k) student welfare personnel;

[) committee members;

m) students, where relevant to governance matters; and
n) any person exercising delegated institutional authority.

4.3 The Policy shall apply to all institutional campuses, departments, workshops, laboratories, offices, learning
facilities and other institutional operations under Talanta Vocational Institute.

4.4 Where a new campus, centre, department or programme is established, its governance arrangements shall be
incorporated into the institutional governance framework.

5. DEFINITIONS AND INTERPRETATION
For purposes of this Policy:
5.1 “Institute” means Talanta Vocational Institute.

5.2 “NACTVET” means the National Council for Technical and Vocational Education and Training established under
the applicable law governing technical and vocational education and training in Tanzania.

5.3 “Governing Board” means the institutional governing organ established by the Owner or otherwise constituted
in accordance with the Institute's legal and organizational arrangements.

5.4 “Owner” means the person, persons, company, organization or other lawful entity owning or controlling Talanta
Vocational Institute.

5.5 “Principal/Director” means the chief executive or principal administrative officer responsible for the day-to-day
management of the Institute.

5.6 “Management” means officers responsible for the operational administration of the Institute.

5.7 “Academic Committee” means the institutional committee responsible for academic matters, including training,
curriculum implementation, assessment and related academic quality matters.
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5.8 “Quality Assurance” means systematic activities designed to maintain and improve the quality and
effectiveness of training and institutional operations.

5.9 “Committee” means any formally established institutional committee.

5.10 “Delegation” means the formal assignment of specified authority or responsibility from a competent authority to
another person or organ.

5.11 “Conflict of interest” means a situation where a person's private, financial, family, professional or other
interest may improperly influence, or appear to influence, the discharge of institutional responsibilities.

5.12 Words importing the singular shall include the plural where applicable and vice versa.

6. LEGAL AND REGULATORY AUTHORITY

6.1 This Policy shall be implemented subject to the laws of the United Republic of Tanzania applicable to the Institute
and to the regulatory requirements applicable to technical and vocational education and training.

6.2 The principal sector-specific regulatory authority for this Policy shall be NACTVET.

6.3 The principal NACTVET legal and regulatory sources relevant to this Policy include the National Council for
Technical and Vocational Education and Training Act, Cap. 129, together with applicable regulations, standards,
guidelines and directives issued under the TVET regulatory framework.

6.4 NACTVET itself states that its mandate is derived from Cap. 129 and that it oversees and coordinates technical
education and training in Tanzania.

6.5 The Tanzania TVET Standards 2025 shall be used by the Institute as a principal quality benchmark applicable to
governance, management and institutional performance. The Standards expressly identify leadership, governance
and management as an institutional quality-audit criterion.

6.6 The Institute shall also comply with applicable NACTVET registration, accreditation, quality assurance,
examination, certification and other regulatory instruments relevant to its status and programmes.

6.7 Nothing in this Policy shall authorize the Institute to disregard a mandatory requirement imposed by NACTVET or
applicable Tanzanian law.

6.8 Where there is an inconsistency between this Policy and a mandatory legal or regulatory requirement, the
applicable law or binding regulatory requirement shall prevail.

6.9 TCU legislation, TCU standards, TCU accreditation instruments and TCU institutional governance
requirements shall not constitute the legal authority for this Policy, since this Policy is being developed for a
vocational/TVET institution under the NACTVET regulatory framework.

7. INSTITUTIONAL GOVERNANCE FRAMEWORK
7.1 Talanta shall establish a governance structure appropriate to its institutional size and operational requirements.
7.2 The governance structure shall ordinarily comprise:

a) Owner/Governing Board;
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b) Principal/Director;

c) Academic and Quality Assurance Committee;

d) Finance and Administration Committee;

e) Examination Committee;

f) Student Welfare and Disciplinary Committee;

g) Health, Safety and Environmental Committee; and
h) other committees established as necessary.

7.3 The Institute may combine committees where its size and operational circumstances make separate committees
impractical, provided that the functions, accountability and records of each function remain clearly identifiable.

7.4 The organizational structure shall clearly identify reporting lines.

7.5 Every institutional officer shall receive a written description of duties and responsibilities appropriate to his or her
position.

7.6 Governance organs shall operate within their approved mandates.

8. GOVERNANCE PRINCIPLES

Talanta shall operate according to the following principles:

8.1 Legality — all institutional decisions shall comply with applicable law and regulatory requirements.

8.2 Accountability — officers shall be answerable for decisions and resources entrusted to them.

8.3 Transparency — institutional decisions shall be appropriately documented and communicated.

8.4 Integrity — institutional authority shall be exercised honestly and professionally.

8.5 Participation — relevant stakeholders shall be consulted where appropriate.

8.6 Fairness — persons affected by institutional decisions shall be treated fairly.

8.7 Professionalism — institutional functions shall be performed by appropriately competent persons.

8.8 Separation of functions — incompatible responsibilities shall, where reasonably practicable, be separated.
8.9 Quality orientation — governance shall support quality training and continuous institutional improvement.
8.10 Student-centredness — governance shall protect legitimate student interests.

8.11 Sustainability — institutional decisions shall consider long-term financial, academic, operational and
environmental sustainability.

8.12 Evidence-based decision-making — major decisions shall, where appropriate, be based on reliable
institutional information.
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9. GOVERNING BOARD/OWNER

9.1 The Owner/Governing Board shall constitute the highest institutional governance authority, subject to applicable
law and regulatory requirements.

9.2 The Governing Board shall provide strategic direction and oversight.

9.3 Its functions shall include:

a) approving institutional strategic direction;

b) approving major institutional policies;

c) overseeing institutional sustainability;

d) approving annual institutional plans and budgets;

e) overseeing institutional performance;

f) ensuring appropriate governance structures;

g) monitoring regulatory compliance;

h) overseeing major institutional risks;

i) considering major audit and quality-assurance findings;

j) appointing or approving senior management in accordance with the Institute's governing arrangements;
k) safeguarding institutional assets; and

) ensuring that the Institute maintains the resources necessary for effective operations.

9.4 The Governing Board shall not interfere improperly with professional academic decisions that fall within the lawful
authority of academic officers or committees.

9.5 Board decisions shall be documented through properly maintained minutes and resolutions.
9.6 Board members shall disclose conflicts of interest.

9.7 The Governing Board shall periodically review institutional performance.

10. PRINCIPAL/DIRECTOR

10.1 The Principal/Director shall be responsible for the day-to-day administration and management of the Institute.
10.2 The Principal/Director shall:

a) implement approved institutional policies;

b) supervise institutional operations;

¢) coordinate academic and administrative functions;

d) ensure compliance with NACTVET requirements;
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e) supervise staff;

f) oversee student services;

g) coordinate quality assurance;

h) oversee institutional planning;

i) implement approved budgets;

j) maintain institutional records;

k) report to the Governing Board;

) coordinate regulatory inspections;

m) ensure implementation of corrective actions;

n) protect institutional assets; and

o) perform other lawful duties assigned by the Governing Board.
10.3 The Principal/Director shall not delegate ultimate accountability merely by delegating a task.

10.4 Delegated duties shall remain subject to monitoring and supervision.

11. ACADEMIC AND QUALITY ASSURANCE COMMITTEE

11.1 The Institute shall establish an Academic and Quality Assurance Committee or an equivalent structure
appropriate to its size.

11.2 The Committee shall oversee academic quality and training matters.
11.3 Its responsibilities shall include:

a) monitoring implementation of approved curricula;

b) reviewing academic performance;

¢) monitoring teaching and learning;

d) reviewing assessment practices;

e) considering academic quality issues;

f) reviewing student academic progression;

g) monitoring practical training;

h) considering programme-review findings;

i) recommending academic improvements;

j) reviewing trainer performance from an academic perspective; and

k) supporting institutional quality assurance.
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11.4 The Committee shall maintain minutes and action points.

11.5 Decisions requiring higher approval shall be submitted to the competent authority.

12. FINANCE, ADMINISTRATION AND RISK MANAGEMENT COMMITTEE

12.1 The Institute shall establish a Finance, Administration and Risk Management Committee or equivalent
mechanism.

12.2 The Committee shall advise on:
a) budgets;

b) financial performance;

c) expenditure controls;

d) procurement;

e) institutional assets;

f) staffing resources;

g) operational risks;

h) internal controls;

i) financial sustainability; and

j) corrective measures.

12.3 The Committee shall not authorize expenditure beyond its approved authority.

12.4 Financial decisions shall remain subject to the Institute's financial-management policies and applicable law.

13. EXAMINATION COMMITTEE

13.1 The Institute shall maintain an examination-management structure appropriate to its programmes and regulatory
requirements.

13.2 The Committee shall oversee institutional examination administration in accordance with applicable NACTVET
requirements.

13.3 It shall ensure appropriate arrangements for:
a) candidate registration;

b) examination timetables;

C) examination security;

d) examination rooms;

e) invigilation;
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f) practical examinations;

g) examination records;

h) handling of irregularities; and

i) submission of required information to the appropriate authority.
13.4 Examination confidentiality shall be strictly maintained.

13.5 No unauthorized person shall have access to confidential examination materials.

14. STUDENT WELFARE AND DISCIPLINARY COMMITTEE
14.1 The Institute shall establish a student welfare and disciplinary structure.
14.2 The structure shall address:

a) student welfare;

b) student complaints;

c) discipline;

d) counselling and support;

e) student participation;

f) safeguarding;

g) non-discrimination;

h) student safety; and

i) referral of serious matters to competent authorities.

14.3 Disciplinary proceedings shall observe procedural fairness and institutional disciplinary requirements.

15. HEALTH, SAFETY AND ENVIRONMENTAL COMMITTEE

15.1 The Institute shall establish an appropriate mechanism for health, safety and environmental oversight.
15.2 The Committee shall monitor:

a) workshop safety;

b) machinery safety;

c) fire preparedness;

d) emergency procedures;

e) personal protective equipment;
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f) accident reporting;

g) environmental practices;
h) safety training; and

i) corrective action.

15.3 Particular attention shall be given to workshops and practical training areas because of the occupational
hazards associated with vocational training.

16. MANAGEMENT MEETINGS AND DECISION-MAKING

16.1 Institutional meetings shall be convened by the authorized officer.
16.2 Every formal meeting shall have:

a) an agenda;

b) attendance record;

C) minutes;

d) decisions;

e) assigned responsibilities; and

f) follow-up actions where appropriate.

16.3 Decisions shall be based on the authority of the meeting and shall not exceed its mandate.
16.4 Minutes shall accurately record decisions.

16.5 Where a decision has financial, academic, legal or regulatory implications, supporting documents shall be
retained.

16.6 Decisions shall be implemented within the approved timeframe.

17. DELEGATION OF AUTHORITY

17.1 Delegation shall be made in writing wherever the delegated function involves significant institutional authority.
17.2 A delegation shall specify:

a) the authority delegated;

b) the person receiving the delegation;

¢) the duration;

d) limitations;

e) reporting requirements; and
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f) conditions attached to the delegation.
17.3 Delegation shall not constitute abdication of responsibility.
17.4 Delegated authority may be withdrawn by the competent authority.

17.5 No person shall further delegate authority unless expressly authorized.

18. SEPARATION OF GOVERNANCE, MANAGEMENT AND ACADEMIC FUNCTIONS

18.1 The Institute shall distinguish between:

a) strategic governance;

b) operational management;

¢) academic administration;

d) assessment and examination functions; and

e) quality assurance.

18.2 The Owner/Governing Board shall primarily provide strategic oversight.

18.3 Management shall implement approved institutional decisions.

18.4 Academic personnel shall exercise professional judgment within approved academic frameworks.

18.5 Quality assurance personnel shall, as far as practicable, maintain sufficient independence to identify
deficiencies objectively.

18.6 No individual should ordinarily control an entire transaction from initiation through authorization, payment and
verification.

19. CONFLICT OF INTEREST

19.1 Every person holding a significant institutional decision-making position shall act in the best interests of the
Institute within the scope of his or her lawful duties.

19.2 A conflict of interest shall be disclosed immediately when it arises.

19.3 A person with a material conflict shall not participate in the relevant decision unless permitted under the
Institute's governing arrangements and applicable law.

19.4 Conflict-of-interest declarations shall be recorded.

19.5 Failure to disclose a material conflict may constitute misconduct.

20. ACCOUNTABILITY AND TRANSPARENCY
20.1 Institutional officers shall be accountable for resources and authority entrusted to them.
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20.2 The Institute shall maintain appropriate records of major institutional decisions.

20.3 Financial transactions shall be supported by appropriate documentation.

20.4 Academic decisions shall be supported by relevant academic records.

20.5 Regulatory submissions shall be accurate and submitted through authorized channels.

20.6 The Institute shall not knowingly provide false or misleading information to NACTVET or another lawful
authority.

21. INSTITUTIONAL PLANNING AND PERFORMANCE MANAGEMENT

21.1 The Institute shall operate under an approved institutional strategic plan or equivalent planning framework
appropriate to its size and status.

21.2 Annual operational plans shall translate strategic objectives into practical activities.
21.3 Institutional plans shall, where appropriate, address:
a) training programmes;

b) staffing;

¢) infrastructure;

d) workshops;

€) equipment;

f) student enrolment;

g) quality assurance;

h) financial sustainability;

i) industry collaboration;

j) graduate employability;

k) innovation;

) digitalization; and

m) regulatory compliance.

21.4 Institutional performance shall be periodically reviewed against approved targets.

22. ACADEMIC GOVERNANCE
22.1 Academic governance shall ensure that training is delivered according to approved programmes and curricula.

22.2 Academic decisions shall be based on:
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a) approved curricula;

b) occupational requirements;

c) competent trainers;

d) appropriate facilities;

e) practical training requirements;

f) assessment requirements; and

g) applicable NACTVET requirements.

22.3 No institutional officer shall authorize the unauthorized alteration of an approved programme.

22.4 Academic records shall be maintained securely.

23. QUALITY ASSURANCE GOVERNANCE

23.1 Quality assurance shall form an integral part of institutional governance.

23.2 The Institute shall establish mechanisms for:

a) self-evaluation;

b) programme monitoring;

c) teaching observation;

d) assessment review;

e) student feedback;

f) infrastructure review;

g) workshop inspection;

h) staff performance review;

i) graduate/employer feedback; and

j) corrective action.

23.3 Quality assurance findings shall be reported to appropriate management and governance organs.
23.4 Corrective actions shall have responsible officers and implementation timelines.

The current NACTVET TVET Standards provide particularly strong support for this approach because NACTVET
describes quality audits as mechanisms for monitoring institutional compliance and identifies governance,
management, teaching and learning, trainee support and financial sustainability among the audit criteria.

24. FINANCIAL GOVERNANCE
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24 1 Institutional financial governance shall promote accountability, transparency and sustainability.
24.2 The Institute shall maintain:

a) approved budgets;

b) accounting records;

¢) bank records;

d) expenditure authorization procedures;

e) procurement controls;

f) asset records;

g) financial reports; and

h) appropriate internal controls.

24.3 No institutional funds shall be used for unauthorized purposes.

24 4 Persons responsible for financial approval shall operate within approved authority limits.

24.5 Financial records shall be retained in accordance with applicable requirements.

25. HUMAN RESOURCE GOVERNANCE

25.1 The Institute shall maintain an appropriate staffing structure.
25.2 Recruitment shall consider:

a) qualifications;

b) competence;

C) experience;

d) integrity;

e) professional requirements;

f) programme requirements; and

g) institutional needs.

25.3 Academic and technical personnel shall possess qualifications appropriate to the responsibilities assigned to
them.

25.4 Staff performance shall be monitored through appropriate institutional mechanisms.

25.5 Staff development shall support institutional quality and changing occupational requirements.

26. STUDENT GOVERNANCE AND PARTICIPATION
Page 16 of 28



26.1 Students shall have appropriate channels for expressing legitimate views concerning academic and welfare
matters.

26.2 Student representatives may participate in approved committees or consultative mechanisms where
appropriate.

26.3 Student participation shall not compromise confidentiality, examination security or institutional authority.

26.4 Students shall comply with lawful institutional requirements.

27. REGULATORY COMPLIANCE AND NACTVET RELATIONS
27.1 Talanta shall maintain constructive and professional relations with NACTVET.

27.2 The Institute shall cooperate with lawful NACTVET inspections, audits, monitoring activities and other regulatory
processes.

27.3 The Institute shall maintain evidence of:

a) institutional registration;

b) programme approvals/accreditation where applicable;

¢) staff qualifications;

d) facilities;

e) equipment;

f) academic records;

g) quality assurance activities;

h) examination records;

i) student records;

j) financial sustainability information; and

k) corrective actions.

27.4 NACTVET findings shall be formally reviewed by management.
217.5 Corrective actions arising from regulatory findings shall be assigned to responsible officers.
27.6 Progress shall be monitored until closure.

NACTVET's current standards provide that compliance/quality audits evaluate institutions against specified
institutional criteria, and they contemplate reporting of audit findings and corrective action where required.

28. INSTITUTIONAL RECORDS AND DOCUMENTATION
28.1 The Institute shall maintain reliable governance records.
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28.2 Such records may include:
a) Board minutes;

b) committee minutes;

c) resolutions;

d) organizational charts;

e) job descriptions;

f) delegation letters;

g) strategic plans;

h) annual plans;

i) institutional reports;

j) regulatory correspondence;
k) inspection reports;

) corrective-action plans;

m) risk registers;

n) conflict-of-interest declarations; and
0) policy documents.

28.3 Records shall be protected from unauthorized alteration, destruction or disclosure.

29. INTERNAL CONTROLS

29.1 Talanta shall maintain internal controls proportionate to its operations.
29.2 Internal controls shall address:

a) financial transactions;

b) procurement;

)
)
c) payroll;
d) student fees;
e) assets;
f) examinations;
g) academic records;

h) information systems;
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i) access to institutional facilities; and
j) regulatory records.
29.3 Control procedures shall be periodically reviewed.

29.4 |dentified weaknesses shall be corrected.

30. RISK MANAGEMENT

30.1 The Institute shall maintain an institutional risk-management mechanism.
30.2 Risks shall include, where relevant:

a) regulatory risks;

b) academic risks;

c) examination risks;

d) financial risks;

e) health and safety risks;

f) reputational risks;

g) information-security risks;

h) infrastructure risks;

i) staffing risks;

j) operational risks; and

k) environmental risks.

30.3 Significant risks shall have identified mitigation measures.

30.4 The responsible officer shall monitor implementation of risk controls.

31. INSTITUTIONAL COMMUNICATION

31.1 Institutional communication shall be accurate, professional and authorized.

31.2 Official communication with NACTVET shall be undertaken by authorized officers.

31.3 Public statements concerning institutional registration, programmes, awards and accreditation shall be accurate.
31.4 Institutional communication channels shall be clearly identified.

31.5 Confidential information shall not be disclosed without authority.
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32. CONFIDENTIALITY

32.1 Officers and committee members shall protect confidential institutional information.
32.2 Confidential information may include:
a) examination materials;

b) student records;

c) staff records;

d) disciplinary matters;

e) financial information;

f) commercial information;

g) passwords;

h) internal reports; and

i) legally protected information.

32.3 Confidentiality obligations shall continue after a person's employment or institutional appointment ends where
applicable.

33. ETHICAL CONDUCT

33.1 All institutional officers shall act honestly, professionally and responsibly.
33.2 The following conduct shall be prohibited:
a) fraud;

b) corruption;

c) bribery;

d) falsification of records;

e) abuse of authority;

f) unauthorized use of institutional property;

g) deliberate misrepresentation;

h) examination interference;

i) discrimination;

j) harassment; and

k) undisclosed conflicts of interest.

33.3 Allegations of serious misconduct shall be investigated through appropriate procedures.
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34. REPORTING AND ACCOUNTABILITY
34.1 The Principal/Director shall prepare periodic institutional reports.
34.2 Reports shall, where appropriate, address:
a) enrolment;

b) academic performance;

c) examinations;

d) staff;

e) finances;

f) infrastructure;

g) equipment;

h) student welfare;

i) quality assurance;

j) regulatory compliance;

k) risks; and

) corrective actions.

34.3 The Governing Board shall review institutional performance periodically.

35. COMPLIANCE INDICATORS

The following evidence shall be used to determine implementation of this Policy:
35.1 Approved organizational structure.

35.2 Current job descriptions.

35.3 Properly constituted institutional committees.

35.4 Committee terms of reference.

35.5 Regular meeting minutes.

35.6 Properly documented resolutions.

35.7 Delegation instruments.

35.8 Conflict-of-interest declarations.

35.9 Strategic and annual operational plans.
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35.10 Quality assurance reports.

35.11 Risk register.

35.12 Financial reports.

35.13 NACTVET inspection/audit records.

35.14 Corrective-action plans.

35.15 Evidence of implementation of corrective actions.

35.16 Staff and institutional records.

36. BREACH OF GOVERNANCE REQUIREMENTS

36.1 A breach occurs where a person knowingly or negligently violates this Policy or an authorized institutional
governance procedure.

36.2 Examples include:

a) exercising unauthorized authority;

b) falsifying minutes;

¢) concealing conflicts of interest;

d) misusing institutional resources;

e) deliberately providing false regulatory information;

f) obstructing lawful inspection;

g) unauthorized disclosure of confidential information; or

h) failure to implement an authorized decision without reasonable justification.

37. DISCIPLINARY PROVISIONS

37.1 Breaches by staff shall be handled in accordance with applicable employment law and the Institute's disciplinary
procedures.

37.2 Breaches by students shall be handled under the Student Discipline Policy.

37.3 Serious matters may be reported to relevant law-enforcement, regulatory or professional authorities where
required.

37.4 No disciplinary action shall be taken arbitrarily.

37.5 The affected person shall be afforded applicable procedural safeguards.

38. COMPLAINTS AND GRIEVANCES
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38.1 A person who believes that institutional governance has been improperly exercised may submit a complaint
through the appropriate institutional channel.

38.2 Complaints shall be:

a) received;

b) recorded;

¢) acknowledged where appropriate;

d) investigated;

e) determined; and

f) communicated to the complainant where appropriate.

38.3 Complaints shall be handled without unlawful retaliation.

39. APPEALS

39.1 A person dissatisfied with a decision may appeal to the next competent institutional authority where an appeal
mechanism exists.

39.2 An appeal shall identify:
a) the decision challenged;
b) grounds of appeal;

c) relevant evidence; and

d) remedy sought.

39.3 An appeal shall be considered by an authority that is sufficiently independent from the original decision-maker,
where reasonably practicable.

40. MONITORING AND EVALUATION

40.1 The Principal/Director shall monitor implementation of this Policy.

40.2 The Governing Board shall periodically assess the effectiveness of the governance framework.
40.3 Monitoring shall consider:

a) committee effectiveness;

b) decision implementation;

c) regulatory compliance;

d) financial controls;

€) academic governance;
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f) quality assurance;
g) student concerns;
h) risk management; and

i) institutional performance.

41. INTERNAL REVIEW

41.1 This Policy shall be reviewed periodically.
41.2 An earlier review shall be undertaken where:
a) applicable law changes;

b) NACTVET requirements change;

¢) institutional structure changes;

d) a regulatory inspection identifies deficiencies;
e) significant governance problems arise; or

f) operational circumstances require amendment.

41.3 Review findings shall be documented.

42. POLICY AMENDMENT

42.1 Amendments shall be proposed through an authorized institutional process.

42.2 Proposed amendments shall be reviewed for:

a) legal compliance;

b) NACTVET compliance;

c) institutional practicality;

d) financial implications; and
)

e) governance implications.

42.3 Amendments shall become effective only after approval by the competent authority.

43. POLICY INTERPRETATION
43.1 The Principal/Director shall be responsible for the day-to-day interpretation and implementation of this Policy.

43.2 Where interpretation raises a substantial legal or regulatory question, the matter shall be referred to the
Governing Board and, where appropriate, qualified legal or regulatory advisers.
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43.3 No interpretation shall be used to circumvent a mandatory NACTVET requirement.

44. TRANSITIONAL AND IMPLEMENTATION PROVISIONS

44 1 Upon approval of this Policy, the Institute shall review its existing governance arrangements against this Policy.
44 .2 Any governance deficiencies shall be recorded in an institutional improvement plan.

44 3 Existing committees shall be formally confirmed, reconstituted or replaced where necessary.

44 4 Existing delegations shall be reviewed and documented.

445 Existing governance records shall be organized and securely maintained.

44.6 Management shall ensure that relevant officers are informed of the requirements of this Policy.

44.7 Implementation shall be monitored and reported to the Governing Board.

45. APPROVAL AND AUTHORIZATION

This Institutional Governance and Management Policy has been reviewed and approved for implementation by the
competent governing authority of Talanta Vocational Institute.

Institution: TALANTA VOCATIONAL INSTITUTE

Postal Address: P.O. BOX 13356, DAR ES SALAAM, TANZANIA
Policy Number: 01

Policy Title: Institutional Governance and Management Policy
Version: 1.0

Effective Date:

Review Date:

Resolution/Minute No.:

46. SIGNATURE AND ADOPTION PAGE
APPROVED BY:
NAME:

POSITION: CHAIRPERSON/OWNER/GOVERNING BOARD REPRESENTATIVE
SIGNATURE:
DATE:

CONFIRMED BY:
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NAME:
POSITION: PRINCIPAL/DIRECTOR
SIGNATURE:

DATE:
INSTITUTIONAL STAMP:
OFFICIAL STAMP:

47. GOVERNANCE RECORDS AND FORMS
For effective implementation, Talanta shall establish and maintain the following governance documents and forms:
47.1 Institutional Governance Organogram

A current organizational structure showing the relationship between the Governing Board/Owner, Principal/Director,
academic departments, administrative units and committees.

47.2 Governing Board Terms of Reference

A document defining the composition, mandate, powers, responsibilities and reporting arrangements of the
Governing Board.

47.3 Committee Terms of Reference

Each institutional committee shall have written terms of reference.
47.4 Meeting Agenda Form

Every formal meeting shall use an approved agenda format.

47.5 Meeting Attendance Register

Attendance shall be recorded for institutional governance meetings.
47.6 Minutes of Meeting Form

Minutes shall record:

a) date;

b) venue;

c) members present;

d) apologies;

e) agenda;

f) deliberations;
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g) resolutions;

h) responsible officers; and

i) action deadlines.

47.7 Institutional Resolution Register

Major resolutions shall be entered into a controlled register.

47.8 Delegation of Authority Form

All significant delegations shall be documented.

47.9 Conflict-of-Interest Declaration Form

Members of governing and decision-making organs shall complete conflict-of-interest declarations where required.
47.10 Governance Action-Tracking Register

Outstanding institutional decisions shall be monitored until implementation.
47.11 NACTVET Compliance Register

The Institute shall maintain a register showing applicable NACTVET requirements, responsible officers, compliance
status and supporting evidence.

47.12 Institutional Risk Register
Maijor institutional risks shall be recorded, assessed, assigned and monitored.
47.13 Corrective Action Register

Findings arising from internal reviews, quality assurance activities or regulatory inspections shall be entered into a
corrective-action register.

FINAL IMPLEMENTATION NOTE

This Policy should be treated as Policy 01 of the master Talanta Vocational Institute Institutional Policy Manual,
rather than as an isolated document.

The governance model above is deliberately structured around the current NACTVET quality-assurance
environment. NACTVET's 2025 Standards state that compliance audits examine Leadership, Governance and
Management,
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