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FOREWORD
The Open University Consultancy Bureau (OCB) ismisautonomous body at The Open
University of Tanzania. The OCB was formed in JAB08 with the overall objective to
streamline and efficiently coordinate consultancgntracted research and public services
activities. The OCB was registered under the Conesafict of 2002 as a non-profit making

organization with certificate of incorporation NEL625 of 25th June, 2009.

The preparations of the OUT Consultancy Serviced @perational Procedures is an
important milestone in the transformation programaiethe University. The past two
decades of establishment of OUT have been spgnitiimg up a firm foundation for delivery
of good academic programmes from undergraduatdnid IBvels, research and consultancy
services. Efforts to improve further the qualifytiee academic programmes, research and

consultancy continue.

However, the OUT seeks to consolidate and buildh&ur its capacity in research and
publications and to demonstrate its evolving stienthrough better coordination of
deployment of its staff in consultancy serviceadded, the approval of this revised policy;
the first one developed in 2007, is timely in viefsthe dual role of consultancy in terms of
diversification of sources of funds as well as téntion factor based on increased income
to the OUT staff in form of a performance baseciive.

Prof. T.S.A. Mbwette Dar es Salaam
The Vice Chancellor Mar ch, 2015
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Chapten

| ntroduction

1.1 OVERVIEW

This policy document describes and explains thesalbency service policy and procedures
for The Open University of Tanzania (OUT). The pglguides the delivery of consultancy
services embedded into the functions of teaching laarning, research and publications.
This policy document shall be used together with Wniversities Act No. 7 of 2005 and its
regulations, OUT Charter and its Rules as well Hsother policies and regulations

promulgated by OUT.

The consultancy services policy and operationatgalares shall facilitate OUT to achieve its
Vision of becoming a committed institution of higHearning in terms of performance and
empowerment of its employees, students and theowuwling communities with
competencies in consultancy services. The casut work at OUT shall assist in the
delivery of quality services to all as well as tearly distinguish the special competence and

geographical strength of OUT compared to otherensities in Tanzania.

Indeed, consultancy services shall enable acadandcother OUT staff to provide quality
open and distance education services and researckhdé benefit of the nation. The
consultancy services shall further link the indgstbusiness, communities and the
government of Tanzania with OUT. In return, OURlsldevelop its resource capacity for
sustainable contribution to the country’s econordievelopment. Amongst many, the
following are some of the benefits that OUT couddeaive by effectively participating in
consultancy work:

I. Enhance the income generation by its staff themetrgasing its capacity to fund its

own incentive schemes and motivations as approy&abr Council

ii. Rekindle its staff expertise in research and pséesl skills

1



iii. Contribute to OUT Strategic Plan

iv. Demonstrate its special advantage over other Tazamigher education

institutions

v. Contribute to the National Vision 2025, and Longrelerspective Plan, MDGs,

MKUKUTA as well as Five Years Development Plans.

1.2 RATIONALE

The rationale for undertaking consultancy servate®UT includes, but not limited to:

(i)

(ii)

(iii)

(iv)

(v)

(vi)

(vii)
(viii)

(ix)

Providing an efficient, reliable and competitivervdee to the community for
free or for a fee

Developing and enhancing contacts with commercighoisations and other
organizations in a manner that will lead to coli#tive research and
educational ventures

Maintaining up-to-date expertise among staff and social, industrial and
commercial relevance of their research and teaching

Enabling staff whose expertise has a commercialevid benefit financially as
well as professionally from their external workidtin this way that OUT will
also sustain its operations through increased iecgemeration

Enhancing the University’'s programmes, courseschieg, research and
publications through provision of case studies ea world problems drawn
from successful consultancies

Providing an alternative income stream to the Umsitye and its staff and
financial returns on capital investment

Enhancing the profile of the University within aodtside the country.
Providing opportunities for staff promotion resodfi from registered
consultancy reports

Assisting in international, national, regional dondal goals of wealth creation
and improving the quality of life, including the e of MKUKUTA, MDGs,

Five Years Development Plans and Vision 2025.

13 OBJECTIVES
The objectives of OUT Consultancy and Servicescgahall be to:

(i)

Encourage and develop the advisory and researdcitapf the University

through increased consultancy activities.
2



(i) Provide significant financial incentives to encaygdJniversity employees to
undertake consultancy activities.

(i)  Ensure an appropriate return to the University tfog Deployment of its
resources.

(iv)  Encourage links between the University and induatrgl business groups in
Tanzania and outside the country.

(v) Promote the name and reputation of the Universigide and outside the
country.

(vi)  Encourage links with the community, NGOs, CBOs Bnigate organisation.

(vii)  To facilitate proper accountability of the time thsiaff members spend in
consultancy services to ensure it does not nedgptaféect other teaching and
research duties.

14  TYPESAND DEFINITIONS OF CONSULTANCY SERVICES

1.4.1 Consultancy

Consultancy is a work of professional nature urakem by the University staff members in
their respective fields of expertise for clientd¢side the institution and for which payment is

made either directly to the University or to thafstmnember(s).

1.4.2 University Consultancy

University consultancy is a professional work arout by a member(s) of staff acting as an
employee(s) of the institution. The work may beliidnal to normal duties for which
additional payment over and above the normal saey be made / or may be part of normal
duties for which no additional payment is made.

1.4.3 Private Consultancy
Private consultancy is carried out by a member Off Gtaff independent of the University.
Such work is undertaken exclusively in the consul$éaown time and makes no use of the

University’s resources.

1.4.4 Community Service Consultancy
This type of consultancy refers to an arrangementpfovision of professional services

entirely as a contribution to the community.



1.45 University Consultancy Activities
University consultancy includes all professionaltivaiies requiring the use of the

University’'s name, services, space, facilities,ipauent and intellectual property rights.

1.4.6 Contractual Conditionsfor University Consultancy
University consultancy shall be contracted thro@ghT Consultancy Bureau (OCB) and will
be given a formal registration number. A sampletiaxt will be developed for this type of

consultancy.

1.4.7 Contractual Conditionsfor Individual Consultancy

A staff member seeking approval to conduct an iddial consultancy must submit a written
application to OUT-OCB through relevant Facultytinges/Directorates. The consultancy
assignment shall be registered by OCB. A copyhefdontract entered between OUT staff
and the awardees ought to be deposited at OCB.

1.4.8 FeesExempted from Consultancy Services
The fees collected from the following professioactivities are exempted from consultancy:
0] Royalties or other proceeds from authorship of lspok
(i) Proceeds from articles published in journals,
(i)  Examination invigilation fees,
(iv)  Fees for occasional lectures delivered to othditin®ns as long as written
permission is sought to undertake them from releldiversity authorities,
(v) Refereeing of manuscripts and articles in learoednals,
(vi)  Editing of academic journals,
(vii)  Books reviews,
(viii) Recreational non-professional interests, which mbhg subject to
remunerations,
(ix)  Small Grant research funded by OUT,
x) Teaching practise as well as other field attachsjent
(xi)  Fees for supervision and examination of theseglasertations,

(xii)  Honoraria for teaching OUT programmes.



Chapten

Environmental Scan

2.1 OVERVIEW

This chapter undertakes the environmental scarh@fcbnsultancy services at The Open
University of Tanzania. The environmental scan &lwformed by both the external and
internal environmental scan; in short, the SWOTIy@®s The chapter first spells out the

vision, mission and core values of OCB.

2.1.1Vision

To become an exemplary unit of The Open Universify Tanzania in provision of
professional and technical support services to ipuland private institutions and
organizations in order to support social economidfural and political development of

Tanzania, and the rest of Africa.

2.1.2 Mission

To constantly improve the universities knowledgel akills base by engaging University
staff, students and other OCB members to partieipaprojects that are contributing to the
betterment of social, economic, political, cultueadd environment milieu of Tanzania in

particular and the rest of Africa.

2.1.3 CoreValues
» Excellence
* Transparency
* Diversity
* Integrity
» Sustainability

* Professionalism



2.2

222

INTERNAL ENVIRONMENTAL SCAN
2.2.1 Strengths

(i)
(ii)

Existence of the consultancy policy and OCB.
Support from OUT Council, Senate, management affl st

(i)  OCB is registered under the Companies Act of 2092 aon-profit making
organization with certificate of incorporation NEL625 of 25th June, 2009.

(iv) OCB is headed by a Director who is responsible deeking consultancy
assignments and coordinating related operations.

(v) OCB has undertaken a number of consultancies todimemunity.

(vi)  Ample experience that OCB has accumulated overydas of being in
consultancy business.

(vii)  Availability of well trained and competent staffltad and execute consultancy
assignments successfully.

(viii)  Availability of a network of OUT regional and intetional centres that can
support OCB activities.

W eaknesses

0] Reluctance of many academics, researchers andidattstaff to apply for
consultancy assignments.

(i) Poor planning and management of consultancy aesvitin the
faculties/institutes.

(i)  Unclear or weak reporting procedures between OC® a@her University
units.

(iv)  Inadequate quality of most of the applicationsfoi@de by the University staff
to the clients.

(v) Confusion among consultants and OCB as to whait aéauction rate would
be for a specific consultancy.

(vi) Inadequate staff to support OCB’s routine actigitgeich as quality control,
internal and external marketing, capacity buildirapnd coordinating
consultancy assignments.

(vii)  Most consultancies are carried out by only few egpeed staff with good
reputation in consultancies.

(viii)  Low capacity building in consulting skills amongnjar and other staff who

lacks the consulting skills.



(ix)  Low volume of consultancy revenue at the University
x) Inadequate machinery to enforce registration ofviddal consultancy with
OCB.

2.3 EXTERNAL ENVIRONMENTAL SCAN
2.3.1 Opportunities
0] OCB has not been able to tap all consultancy oppires available in the
market.
(i) Marketing of OUT consultancy services througlditranal and digital means
in a bid to increase consultancies.
(i)  Collaborative consultancy should be enhanced botimedtically and

internationally.

2.3.2 Challenges
(1) The current environment of the consultancy markeery competitive.
(i) The number of consulting institutions is rapidlcrieasing, and clients are
constantly looking for quality products.

(i)  Prevalence of corruption.

2.4 SUMMARY AND CONCLUSION

This chapter has attempted to undertake envirorahepan of consultancy activities at The
Open University of Tanzania. Clearly, based on df@rementioned environmental scan,
several policy issues that require immediate atartiave emerged. These policy issues can
at best be summarized within the following contextéanagement and coordination,
Consultancy teams, Pricing, Publicity, Collabonatiand partnership, Capacity building,
Quality control, Optimal utilisation of Universitsesources, Disbursement of proceeds, and
Staff retention and recognition. The policy objee and statements to be spelled out in the

next well informed of these fundamental policy Bssu



Chapterd

Situational Analysis, Policy Objectives,

and Statements

31 OVERVIEW

Based on the environmental scan carried out intehawo, this chapter undertakes the
situational analysis with a view to crafting polistatements and objectives. The chapter also
gives a number of operational procedures that fadllitate implementation of this policy.
The situational analysis shall focus on: Managenagt coordination, Consultancy teams,
Pricing, Publicity, Marketing/public relations, Qaboration and partnership, Capacity
building (Benefits to staff member), Quality confr@®ptimal utilization of University

resources, Disbursement of proceedsl Staff retention and recognition.

3.2 MANAGEMENT AND COORDINATION

Notwithstanding a few positive contributions asatail with OCB during its existence since
2009, it has not been able to pave way for activerdination at the level of Faculty or

Institute that would have promoted acquisition detter reporting and management of
consultancy undertakings. There is a clear lackamfefficient communication platform

between OCB and the consultancy coordinators oF#ueilties and Institutes.

It is worth noting that managing consultancy at theversity level requires well-organized
information storage, retrieval, sharing as weltlesemination system that takes advantage of
ICTs. OCB has not been able to tap all consultapportunities out there. There is shortage
of staff to support its routine activities such @sality control, internal and external
marketing, capacity building, and coordinating adtascy assignments.

3.21 Policy Objectives
(1) To establish strong consultancy coordination betw@€EB and various units of OUT

including system of Faculties and Institutes,
8



(i) To establish a platform for meeting, reporting aodordinating consultancy

assignments between OCB and the Faculties anduiest;

(i)  To offer quality consultancy services.

3.2.2 Poalicy Statements

(i)

(ii)

(iii)

The University shall deploy competent staff to geas director of OCB and
members of the Board of OCB.

The OCB director shall be actively responsible $eeking and overseeing
implementation of consultancy undertakings.

The University shall establish an appropriate swyster quality control,
marketing and delivery of consultancy servicesreffe Provide clear mandate
and capacity to UCB to coordinate, promote, reguland demand

accountability for consultancy performance at tmviersity.

3.3MARKETINGAND PUBLIC RELATIONS

The University has undertaken a number of conscikanto the community. However it

hasn’t managed to tap all opportunities availahietbere. One of the contributing factors is

lack of adequate marketing of consultancy by thévélsity and University's capacities and

capabilities locally and internationally. Anotheantributing factor is inadequate mechanism

to apprehend the market and needs and opportutiiégare available. The common practice

is to search for consultancies through looking ddwertisement in newspapers. There is

practically lack of a system for scouting and stiig for consultancy assignments from the

Government, the private sector and developmenh@art The University intends to reinforce

consultancy marketing/publication efforts throughiedse traditional and digital marketing

channels in a bid to increase the number, qualitg, earnings of consultancies.

3.3.1 Palicy Objectives

(i)

(ii)

(iii)

To strengthen, support and facilitate effective keting of OUT consultancy
potentials.

To explore and deploy diverse traditional and digmarketing means in order
for increase OUT consultancies.

To search, solicit and scout for consultanciemfgovernment, private sector

and development partners



3.3.2 Palicy Statements

(i) The University shall strengthen the manner in whidmsultancy services
offered by OUT through OCB are marketed and puddi with a view to
tapping all consultancy opportunities availablehwitand outside the country.

(i) The University shall develop a system of documentionsultancy services
rendered by the University.

(i) The University shall explore and deploy diverdraditional and digital
marketing channels for increase OUT consultan@geslailities visibility.

(iv)OUT shall institutionalise a mechanism of systematiarketing of OUT
consultancy services through traditional andtdigneans in a bid to increase
consultancies.

(v) OUT shall set up a system that will provide a dretinderstanding of needs

and opportunities for consulting.

3.4 CAPACITY BUILDING: BENEFITSTO STAFF MEMBERS

In the implementation and operations of consul@sicthe most important component is
availability of well trained and competent staffiiol and carry out consultancy assignments
successfully. While it is expected that all acadestaff have professional skills that could

make them competent consultants, it is indeed feawyof them who are actually engaged in
consultancy. As a result, there is generally lohuree of consultancy assignments that are
undertaken by staff. Indeed, most consultanciesdare by a few experienced staff. This
means that the benefits of consultancy do notlgidown to a large number of OUT staff.

This situation points to the low level of consuttanskills and urgent need for capacity

building for consultancy.

3.4.1 Policy Objectives
0] To train and equip OUT staff in consultancy skills.
(i) To train staff on how to prepare quality bid/progloudget for professional
fees, direct costs and reimbursable, and consyltaports.
(i)  To accommodate junior and unskilled staff in coteswdy activities.

(iv)  To ensure staff benefits from consultancy assigrisien

3.4.2 Policy Statements
0] Develop and implement a capacity building programimeonsultancy for

both junior staff and other staff who lack consgtskills.
10



(i) The University shall train its staff in order to epare high quality
bids/proposals, implementation and reports.

(i)  The University shall train staff on how to budget professional fees, direct
costs and reimbursable.

(iv)  The University shall ensure staff benefits fromsdtancy assignments.

3.5QUALITY CONTROL AND ASSURANCE

Sustainable enhancement of quality control andraese on consultancy services cannot be
overemphasized. The current environment of theudtarecy market is very competitive. The
number of consulting institutions is rapidly incse®, and clients are constantly looking for
quality products and services. Although OUT corsdy potential is undoubtedly high,
most of its staff are not thriving in the consuttgmarket. One of the predominant reasons is
the poor quality of most of the applications madbe University through OCB has an

obligation to make sure that all proposals areragsly scrutinized prior to submission.

3.5.1 Palicy Objectives
0] To improve the capacity and experience of OUT staftonsultancy and in
particular bidding and winning consultancy assigntae
(i) To provide for vetting of proposals/bids and cotesudy reports before
submission.
(i)  To maintain client confidence on OUT capacity téiwae quality consultancy

services.

3.5.2 Policy Statements
Prepare and encourage the use of best practices.

OUT shall set up criteria for evaluation of conantty projects which include the quality of
the content; the extent to which it addressesdhag of reference of the task undertaken; the
layout of the project document that promotes thagenof The Open University of Tanzania;

and the quality of the final production of the coltancy report

3.6 OPTIMAL UTILIZATION OF UNIVERSITY RESOURCES
Effective management of resources in any orgamaas a prerequisite for future success of
the particular organization, OUT is not exception@ptimal utilization of resources is

regarded as OUT priority as without it OUT cannotnpete in national and international

11



market insofar as provision of consultancy servisesoncerned. While attention has only
been given to national consultancy market, very thwversity staff members are engaged in
University consultancies. Whereas collaborationtrgaship in consultancy is one of the
means of ensuring maximum utilisation of one’s ugses, OCB has done very little to date
to collaborate with other consultancy entitiesdesand outside the country. This means that
the existing resources and the network of OUT'siomg and international centre are
underutilised. Lack of interest among some staffminers to take active role in the
University consultancy is not uncommon despite ¢basultancy potentials that such staff
members have. Clearly, there is a lack of machirtergnsure that all consultancies are
undertaken or registered by OCB and all staff edpyt and effectively participates in

consultancies.

There is thus, a need for the University to engheg its physical, financial, and human
resources are managed and utilized in such a manmaeoptimal results are achieved and

waste is avoided in any consultancy undertaking.

3.6.1 Palicy Objectives
i) To improve resource management skills of OCB staff other staff of the OUT
i) To ensure that financial resources under OCB alieaat as per OUT regulations and
guidelines
iii) To ensure appropriate use of resources under OCi8lata
iv) To establish and strengthen collaboration betwe&B Gnd other regional and

international consultancy entities.

3.6.2 Palicy Statement

i) Ensure availability of necessary and up to datesgidancy facilities and their optimal
utilization for expedient and effective consultamrngagements.

i) Ensure that human resources is appropriately managd optimally utilised for
consultancy activities.

iii) Ensure availability of efficient and rigorous systeof registering individual and
university consultancies under the OCB.

iv) Institutionalise a framework for cooperation, amdfmartnerships in consultancy
activities with Government, development partnelsg private sector and various

stakeholders at national, regional and internatitavels.

12



3.7 DISBURSEMENT OF PROCEEDS

One of the roles of OCB is to ensure that all ctineay services carried out by the
University staff contribute appropriately to the ilgrsity development through percentage
deductions of the revenue generated. There has @egreat deal of confusion among
consultants and OCB as to what a fair deductiom watuld be for a specific consultancy. It
is, therefore, paramount to clearly state standdeductions from the institutional and

individual consultancy revenues.

3.7.1 Palicy Objectives
0] To define fair fee income rates after the deductwbrany direct costs for
institutional and individual consultancies

(i) To ensure that the University gets its due incoramfconsultancy services

3.7.2 Policy Statements

0] Ensure that disbursement of proceeds is paid fro@B Caccounts for
University consultancy or individual consultancies

(i) Ensure that OUT retains 20% and 15% of the grogsniee for University
consultancy and individual consultancy respectivelffer deduction of
declared and approved direct costs

(i)  Ensure that 80% and 85% respectively of the netmae is shared by the
consultants according to their time input

(iv) It is the responsibility and duty of each consultendeclare his/her income

arising from consultancy for tax purposes.

3.8 CONSULTANCY COORDINATION AT THE FACULTY/INSTITUTE LEVEL
The Open University of Tanzania has, since thebéstanent of OCB, withessed serious
reluctance of many academics, researchers anditathstaff to apply for consultancy
assignments, largely because of the poor planmdgn@anagement of consultancy activities
in the faculties/institutes and other units of theiversity, and unclear or weak reporting
procedures between OCB and other University ufiteordinating consultancy activities at
the faculty/institute level is critical to succadsfconsultancy services at OUT. The
coordination should include a plan to encourage bemof staff to engage in consultancy
work available at various public and private ingtdns— whether regionally, nationally, or

internationally.

13



3.8.1 Policy Objectives

3.8.2

39

(i)

(ii)

(iii)

To encourages members of staff to undertake intearad external

professional work

To improve the relationship between OCB activitesl consultancy matters
in other University units

To ensure that consultancy services are undertakextcordance with the
OCB policy, and that consultants’ activities arengistent with the key

functions of the University.

Policy Statements

(i)

(ii)

(i)

(iv)

(v)

There shall be faculty/institute consultancy cooatlors who will be

responsible for promoting and overseeing conswftaactivities at their

respective faculties/institutes

There shall be a clear system to allow OCB staffmMark closely with

faculty/institute consultancy coordinators.

Ensure that faculties/institutes set up teamsiretitutional or individual

consultancies

There shall be an agreed and clear reporting liesvden OCB and the
faculty/institute consultancy coordinators throughich the last report to the
OCB coordinator the progress of consultancy aadwit at their

faculties/institutes

Strive to promote internal linkages, collaboratpartnerships and working
relationships between faculties/Institutes.

STAFF RETENTION AND RECOGNITION
There is no doubt the success of any institutiqgmedds on its ability to retain and motivate

its staff. It is therefore imperative for organipat to device ways to keep its staff and more

importantly the most competent ones. OUT has a pdaodtaff that ranges from junior

academic staff to the most senior on@9T has, as is for other public institutions, béacing a

challenge of ensuring staff retention. Some stadfiers are compelled by the ever increasing cost

of living to look for green pastures elsewhere. Tmversity is, as such constantly facing a thdfat

losing its staff members that have consultancy mg@tks. OUT is however yet to effectively use

consultancy to guarantee increased income toatEatd hence ensuring existence of a performance

14



based stafflt is therefore the duty of OUT to make sure tigg resource pool remains under
its disposal and a variety of strategies are pyiace to make sure that consultants involved

in different activities under OCB feel valued ahdtttheir efforts are rewarded accordingly.

3.9.1 Policy Objectives

i) To provide conducive environment for the consultanho are involved in various
assignments under OCB

i) To device ways of rewarding best performers in atiaacy so as to encourage others
to participate on consultancy activities under OGandate

i) To encourage staff participation in consultanciesictv bring opportunities and
benefits to them and the University

iv) To set guidelines that will ensure equitable ac¢éessonsultancy assignments by all
staff members

v) To set up guidelines for sharing the income fromstdtancy activities across various
legitimate participants

vi) To provide guideline for prompt payment of a shafreonsultancy income to relevant
consultant

vii) To provide regular training to OUT staff that h@mspective consultants to acquire

specific knowledge about consultancy and the rélptecesses.

3.9.2 Policy Statement
i) Set up a mechanism for retaining and motivatingf staembers by effective
participation in consultancy and sharing of cotswy income under the OCB
framework
i) Ensure consultancy contributes towards the impr@rgnof financial earnings of
participating staff
iii) Ensure that OUT staff are fully aware of opportigsitthat are available for them to

participate in consultancy activities

3.10 PRICING OF CONSULTANCY PROJECTS

Pricing is a crucial undertaking of any consultaragsignment. It involves setting the
consulting rates and a price for consultants’ teme services. Pricing has many functions
which include ascertaining chances of a consuttabe awarded a tender, a share of income
that a consultant will be entitled to, and decidimlgether or not to bid for a consultancy

tender.
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Despite the importance of setting a price for timel consultancy services, there is literally
nothing that a consultant may use as a guide, xamele, during preparation of bid

document. This is seemingly left to the consultahtanselves. The appropriateness of the
price assigned to a consultant project will thugeshel on the experience of the consultants in
charging. It is well known that naming a price toansultancy service is a nervous moment.
Naming a price too high may mean losing a consajtaim many competitors. Yet, if a

consultant names a price too low, he/she runkaofisesenting the work or worse, not being
able to put enough time into the project to do @agijob. Clearly, there is need to have
standards that will guide pricing in any given adtency project. These standards should

among other things help OCB to decide as to comscyttenders that it can or ca not pursue.

3.10.1 Policy Objectives
i) To set up guidelines and standards for pricingoofsaltancy projects
i) To train staff on how to price a consultancy assignt
iii) To monitor and evaluate pricing of each consultgmoyect

3.10.2 Policy Statements
i) Support and facilitate a standardised pricing apgnahat takes account of the nature
of the project and awarding entity and the numbet profile of the participating
consultants.

i) Ensure that there are comprehensive guidelinestamdards for pricing consultancy.

3.11 OPERATIONAL PROCEDURES
The operational procedures for this policy shalabdollows:

(1) Consultancy with a client has to be registered wittthrough OCB. OCB
shall keep a register of all work contracts andvig® progress reports, to its
respective Board, Senate and the Council.

(i) Consultancy tenders shall be priced at the madtesrand where necessary,
OCB shall process the bid and provide performanoadé that would
guarantee the University consultants and indemaijainst professional
liability as per applicable national guidelines.

(i) All payments must be channelled through OCB Bardoawt. In exceptional
cases, individual consultancies may be allowed dag @UT staff in their
accounts, but only after the consultancy seekimgngsion from the OCB

Coordinator
16



(iv)  Every member of staff shall be entitled and encgedato solicit and bid for
consultancy contracts.

v) Unless otherwise proven, an individual member whualls solicit a
consultancy job shall become automatically a tezaxdéer

(vi)  Director of OCB shall follow up on the progresgioé assignments

(vi)  Annex 1 gives the proposed organisational struaitir&CB

(viii) The Deans and Directors shall promote and solmitsaltancy activities in
their respective Faculties and Institutes and Dorates

(ix)  Annex 2 provides further operational procedureeditconsultancy Bureau
operating Manual. These will provide guidance oowhto manage
consultancy services at OCB

(x) The flow chart in Annex 3 explains how a consuliagservice is processed at
OUT.
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Chaptey]

| mplementation Framework

41 IMPLEMENTATION

The daily implementation of consultancy policy apkrational procedure shall be under the
OCB Director assisted by two academic staff. Ondl Wwe in charge of projects
implementations and the other one for quality aadntiAdministrative staff will include one

Publicity and Marketing Officer, Accountant, onerAihistrator and one Personal Secretary.

The consultancy indicators shall be developed andhhde available to enable stakeholders
at all levels to monitor and assess consultandyites at the University on regular basis.
The investigative process shall therefore asceméimmation at two levels:

0] Information related to the performance of consulyabureaus or departments
as operational units. This largely pertains to npentation of planned
actions and activities and achievement of resuithinvthe framework of
everyday scheme of consultancy activities

(i) Information related to response and ration by targed stakeholders in the
consultancy terms of reference activities and wéference to the general
context in which UCB operate. This type of inforioat usually originates

from the environment outside the UCB/University.

42  SCOPE OF IMPLEMENTATION FRAMEWORK
The scope of the implementation framework to bestigped will include the following:
(i) An implementation strategy defining and detailimg\aties to be implemented over
a time frame of an initial five years period, costpl with functions and
responsibilities of implementing units, timefranmelaesource requirement.
(i) An institutional framework for implementing includj Faculties, Institutes, and

Departments.
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(iiProvision of specific regulations and operai@ guidelines including, but not
limited to:
» Formulation and appraisal of consultancy
» Consultancy technical advisors
* Risk management
* Monitoring and evaluation of consultancy
» Public accountability and reporting requirement
» Consultancy’s guide
(iv) A communication strategy for sensitization andirgg awareness of consultancy

opportunities
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Chapteg

Monitoring and Evaluation

5.1 INTRODUCTION

This chapter describes the monitoring and evaloaistem for the Consultancy Policy and
Operational Procedure (2015). It also providesattteon plans, templates for annual plan and
progress report that must be used in the courseg&émenting this plan.

5.2 MONITORING

Continuous monitoring and evaluation of consultaacyivities at the University is very
essential for the promotion and implementation a@fsultancy activities. The quality of
consultancy has direct relationship with possie#itof continuous decisions of clients to use

the technical advises from OCB.

OCB will put in place mechanism for consultancypmsal vetting. OCB will ensure that the
consultancy products/deliverable is in a very gquodlity. The University shall:
(1) Put in place an effective mechanism for consultaggeplity assurance
involving monitoring, evaluation and reporting
(i) Ensure consultancy provision not only stratifieertis and OUT but also
contributes towards improvement of quality of ligmong the target
communities
OCB shall prepare sample formats to be used inepte®g) monitoring progress reports.
Additionally, there should be an accompanying rismeareport, designed and integrated with
the tabular one in order to present a concisernmitive and credible implementation status

of the strategic plan at the end of every half year

Monitoring of the Consultancy Policy and Operatiofrocedure (2015) is a shared
responsibility between the office of DVC (Academar)d OCB. The DVC (Academic) is the
chairperson of all strategic review workshops ofn€ldtancy Policy and Operational
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Procedure (2015) while the Director of OCB willthe Secretary.

5.2.1 Methodology
Three major methods will be used:
(i) Preparation of detailed annual work plans showamgedts and reporting the extent
to which the accomplishment of the work plan
(i) Physical observations and interviews/discussionsvden OCB and various
stakeholders to get informed insights and clariitses
(iN)Conducting enquiries with the assistance ajugestionnaire once every two years
designed to obtain general impressions of varitalsetolders so as to obtain any
early warning signs that may indicate potentialopgms with the implementation
of the policy

5.2.2 Reporting
Monitoring reports will comprise:
I. A narrative progress report prepared annually
ii. Contents of the narrative report will include, bot limited to:

» Achievements in terms of outputs, the deviationthanplanned activities and
outputs. Achievements should reflect both qualiwatiand quantitative
achievements

* Constraints in the implementation of the NationaVestment Promotion
Policy and any internal and external factors whatfected its implementation

» Proposed remedial actions and the way forward.

5.2.3 Evaluation
There are two types of evaluation of the ConsuitaRolicy and Operational Procedure
(2015) conducted once every two and a half yeargyusternal evaluators and another one
conducted once every five years using an extenalation team working with one internal
evaluator not responsible for the implementationCainsultancy Policy and Operational
Procedure (2015). Three months prior to the conohthe external evaluators, an internal
evaluation will have been conducted and discusseithg the annual meeting. The internal
and external evaluations will have similar ToRs #rel will - among others, focus on:
i. Assessing the reasons for success or failure affspaspects of the Consultancy
Policy and Operational Procedure (2015)
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ii. Assessing whether the Consultancy Policy and Oipesdt Procedure (2015) is
achieving its objectives

ii. Finding out whether the effects of the Consultaflicy and Operational
Procedure (2015) are contributing to a betterlfaignt of the Mission and Vision
by the OCB and University at larger

iv. Determining whether available resources are betiligad efficiently to achieve
the strategic objectives of Consultancy Policy @metrational Procedure (2015)

v. Determining whether the process of Consultancy cioland Operational

Procedure (2015) and implementation is facing aoplpms.

The OCB Director shall prepare clear and compralierterms of reference to guide both
evaluations. The ToRs of the two evaluations stwlkr, but not limited to:
i. Subject of the evaluation
ii. Methodology to be adopted, data collection procesiusampling procedures,
indicators to be used, basis for comparisons, etc.
iii. Analysis of the field findings
iv. Evaluation of the achievements, and

v. Feedback of evaluation findings.

Both the internal and external evaluators will hétive mandate to decide on other additional
issues to be included or evaluated as agreed hatloffice of DVC (Academic) in advance.
This will be agreed at the first de-briefing megtletween OCB, DVC (Academic), and the
external evaluators. In selecting the appropriataluators, OUT will consider relevant
technical skills, evaluation skills, and experiemeesimilar organizations/assignments. The
internal evaluation team will be approved by OCBIl&IDVC (Academic) will approve the
external evaluation team. The evaluation reportshei discussed at all levels at the annual
progress review meetings. The recommendations edopll be implemented and included

in future policy revisions in subsequent year.

5.3 NON-COMPLIANCE
Failure to comply with the terms of this policy 8h@nder the employee of OUT liable to
disciplinary action for misconduct or serious misdoct in accordance with the disciplinary

provisions applicable under the University’s sRéfles and Terms of Employment.
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The Open University of Tanzania shall recover, fribv@ participating member of staff, any
loss of income, costs and damages, to which theddsity has been exposed as a result of a

breach of this policy or proven negligence.

5.4 DISPUTE RESOLUTIONS
In the event any dispute between OUT and a stafhibee relating to consultancy, each

dispute shall be referred to and finally determibgd®CB Board.

In the event of any disputes between consultan®B 6hall have the mandate to resolve the

dispute as per contract provisions.

Any dispute between OCB’s consultants and constytawarding entity shall be handled
according to terms and conditions of the relevamtsaltancy agreement. However, if the
agreement is silent on dispute resolution, OCB|dmae the right to resort to any cost

effective method of resolving the dispute in acemick with the applicable laws.
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ANNEXES

Annex 1
ORGANISATIONAL STRUCTURE OF THE OUT CONSULTANCY BUREAU (CB)

1 Operational Structure
Organizational Structure of the Consultancy Burgaall have a Board and

Management.

2 TheBoard
The Board shall be comprised of the following mersb®VC (Academic), DVC
(Resource Management) and DVC (Regional Servid@§)B Director (Secretary),
Coordinators of consultancies from faculties, Repngative from Income Generation
Unit (IGU), representative from quality assuran2eizxternal Members (1from the

Business Community and 1 from Public Service).

3 The Management
The Management of the Bureau shall be under theciir assisted by 1 academic
staff. The academic staff will be the AssociateeDior of projects implementation
and quality control 4 administrative staff are expd i.e. one accountant, an

administrator, one Publicity and Marketing Offi@ard one personal secretary.

COUNCII
v

PDFC
¥
OCB BOARD

v

OCBMANAGFEMENT

Fig. 1: Organisational Structure of the CB Comneitte

Legend: PDFC - Planning Development andritiz committee
OCB - Consultancy Bureau

24



Management OCB Director, Associate Director (impdamation and quality contrgl)
Accountant, Administrator and Publicity and MarketiOfficer

OCB BOARD

DIRECTOR OCB

OCB PERSONAL
ADMINISTRATOR SECRETARY

ASSOIATE DIRECTOR ocCB
QUALITY CONTROL & ACCOUNTANT

PROJECT
IMPLEMENTATION

PUBLICITY &
MARKETING

Fig. 2: The Organizational Structure of Positiohthe OCB
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Annex 2
CONSULTANCY BUREAU OPERATIONS MANUAL

. The OCB Director shall be appointed by Vice Chadocel He/She shall have

entrepreneurial skills as well as vast experiemtesnduct of the following:-

Consultancy

Short courses

Evening courses

Enhanced face-to-Face programmes
Demand driven / Tailor made programmes
Professional Development course

Promotion visits

The OCB Director shall be appointed for three yebased on search committee

recommendations renewable depending on performandeshall be responsible to the

OCB Board and Deputy Vice Chancellor (Academic).

. Duties of the Director

Advise the Chairman of OCB on all matters pertagnito consultancy, and
commercial training.

In collaboration with Faculty / Institutes, Direc$p design, solicit and run short
courses, tailor-made programmes / consultancies @mdract research courses,
enhanced face to face, professional developmemsesu seminars, etc

Shall be vote holder for the Bureau.

Advertise / promote OUT capacity to carry out thexee mentioned courses.
Organizes and implement skills training coursescforsultants who have little or no
experience,

Prepare calendar for short courses and othernigini

Be secretary to the OCB,

Prepares mechanism to ensure quality assurance,

Prepare appropriate marketing promotional materad solicitation strategies in

collaboration with the Director of Communicatiordavarketing.

. Associate Director Quality Control and Project Iesrpkentation

Shall be recruited through normal OUT recruitmdrarmels

Will assist the Director in running the Bureau d&vdject Quality Control
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 Will assist the Director in running the Bureau dtyalcontrol and project

implementation.

. The OCB Board shall meet quarterly to receive argibdrate on consultancy

assignments and financial matters.

. The Board shall appoint leaders for each consuwtassignment acquired by the OUT
based on recommendations for management, lay oymed procedures for

consultancies and other assignments obtained thringguniversity.

. Guidelines on Billing

Unless otherwise directed by the relevant authordy agreed otherwise during
negotiations, billing for contracted amounts shallas follows:

- 50% on signing the contract

- 30% on submission of the draft report or its egleint

- 20% after acceptance of the final report or itsiemjant.

. Guidelines on disbursement of Consultancy Funds

Disbursement of funds earned from consultancy ectgrshall be as follows:

- 5% OCB

- 5% Shared by Faculties / Institutes / Director&tes which consultants were drawn

- 80% consultant(s)

. The Open University of Tanzania shall approve avBrsity Sanctioned consultancy by
way of signature of the designated university eifiand allocation of a registration
number upon receiving.

(a) A brief description of the consultancy activities

(b) Full details of all parties involved,

(c) Financial information including details of totalstpuniversity overheads component,
cost recovery for use of university facilities, adsbursement of the consultant
income or sundry donor accounts,

(d) A signed agreement by the staff member of OUT imtthig that the terms of the
consultancy are acceptable and the staff membesat#sfy the requirements of the
consultancy and any intellectual property agreemertjuired by the designated
officer,
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(e) The approval by the designated Open University ahZbnia officer who clearly
demonstrates the following criteria have been met.

i. The carrying out of tasks associated with all lmtlial consultancies will be
accomplished without affecting the duties of thaffsmember of the Open
University of Tanzania,

ii.  The amount of time taken by the staff member ifilfinlg the requirements of all
consultancies will not exceed the proportion ofetispecified in the OUT HRM
policy,

iii. The use of the Open University of Tanzania tradémauch as letter heads,
brands etc or university intellectual property tgls prohibited in individual
consultancies.

iv. The Individual consultancy is not within an areaminich the University might be
contracted to provide a service on a commerciakbpessibly utilizing the skills
of the staff member involved.

v. OUT is not bound by any agreement (Written or o#leg) relating to the
Individual consultancy, and

vi. The staff member agrees to indemnify OUT and ifme®entatives from and
against all actions, claims, loss, damage, cosiaiges liabilities and demands
arising directly or indirectly from or in respect the individual consultancy
activity.

vii. The member of staff must personally ensure thak ledal and financial
responsibility for the activity is accounted fociading all insurance cover that
might be required

9. The contracted community service consultancy mayapproved by the designated
university officer when the following have been sutbed to the OCB.
(a) Brief description of the consultancy activities;
(b) Details of the external bodies involved in the adtacy;
(c) Financial details including a costing of the seevamd a budge for the activity;
(d) Confirmation that undertaking the consultancy wol lead to:-
i) The academic staff member exceeding the maximuowed time for consultancy

per annum.

i) Distract the performance of the academic dutidb®ftaff member.

(e) Schedule of the assignments and travel needs eutsédstation (if any)
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11.

Annex 3

FLOW OF ACTIVITY FOR PROJECT IMPLEMENTATION

ACTIVITY

Solicitation/Seeking of

RESPONSIBILITY

Project
(Institute/Individual

v

Selection of project team and >

Budgeting procedures

v

Submission of Project

Proposal / Application
v

Signing of contract with

client

Registration with OCB

v

Payment Procedures Billing
& Disbursement of Payment
and other Administration

v

Implementation of the Project

v

Monitoring and Evaluation of
the Project for Quality

v

Submission of Draft Repolt
to OCB and client

v

Submission of Final Repart——»

to Client and OCB

v

Submission of Project Report

to OUT

assignments—

29

* Publicity & Marketing Officer
» Associate Director Project
Control and Project Implementation

Quality

Director OCB

Associate Director — Quality Control and
' Project Implementation

Director OCB or Team Leader

Director, OCB

Head of the Team / OCB Director / Director

of Finance

Head of the Team /Associate Director

Quality Control and Project Implementation

- Quality

Associate Director
Control
Implementation

and Projeq

Associate Director

—+

| Team Leader OUT — CB

OCB Director / Client

OCB Board




