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INTER-UNIVERSITY COUNCIL FOR EAST AFRICA
P.O. Box 7110, KAMPALA, UGANDA

APPLICATION FORM FOR GUEST STAFF/ INSTITUTION FOR STAFF MOBILITY PROGRAMME FOR 2021/22 IN TAKE

	Please complete all sections 
Submit all the document required together with attested/notarized academic documents, where applicable
	Return scanned copies of this form and academic documents to:
Executive Secretary, 
Inter-University Council for East Africa
P O Box 7110, Kampala,
Kigobe Road, Plot No. M833, Kyambogo Area, 
Tel: +256414256251/2, 
Email: exsec@iucea.org , 
Copy to: gndayizeye@iucea.org ; des@iucea.org 



For Staff who wish to participate in the academic mobility programme coordinated by IUCEA (Guest). 
I. PERSONAL INFORMATION 
 
	Surname: 
	

	Other names:
	

	Gender:
	
	Date of Birth
	

	Nationality/Citizenship:

	Burundi
	
	Tanzania
	

	
	Kenya
	
	Uganda
	

	
	Rwanda
	
	Others
	

	
	South Sudan
	
	
	

	Country of residence:
	Burundi
	
	Tanzania
	

	
	Kenya
	
	Uganda
	

	
	Rwanda 
	
	Others
	

	
	South Sudan
	
	
	

	Physical Address: 
	

	Telephone number (include country code):
	

	Mobile number:
	

	Email address:
	

	Alternative email address:
	

	Address of Next of Kin:
	




II. DURATION, SUBJECTS AND AREAS OF ENGAGEMENT

Present a generic breakdown of activities to be engaged in, among teaching, research and community engagement, in terms of start date and end date.
………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………….
	Planned Period of engagement (Maximum 4months in a semester) :
	Start Date
	
	End date: 
	



	Period of availability for staff visit : 
	

	
	PHYSICAL

	
	VIRTUAL TOTAL DURATION*

	
	VIRTUAL- PHYSICAL EQUIV**.


*total period for completion of the programme
                  **the net physical equivalent within the 1 to 4 month IUCEA scale: Honoraria shall be based on the Physical Equivalent

III.  INFORMATION ON THE VISITING STAFF

a. Educational background 
  Degrees attained (e.g. BA, MA, PhD) and details of the institution and the year when attained
	Qualification
	Awarding University 
	Year of award

	 
	 
	 

	 
	 
	 

	 
	 
	 

	 
	 
	 

	 
	 
	 


 
b. Academic progression and ranks (Professor, Associate Professor, Senior Lecturer or Lecturer) 
 	
	Academic Ranks	
	Date of attainment
	Institution

	 
	 
	 

	 
	 
	 

	 
	 
	 

	 
	 
	 

	 
	 
	 

	 
	 
	 



c. Key professional achievements and engagements (other than in a and b above)

	Achievements and engagement
	Date
	Entity

	 
	 
	 

	 
	 
	 

	 
	 
	 

	 
	 
	 

	 
	 
	 

	 
	 
	 





IV. APPLICANT’S INSTITUIONAL INFORMATION

	Name of Current Institution (Employer)
	

	Address of Current Institution
	

	
	

	Faculty/School
	

	Department
	

	Academic areas for teaching, serving as External Examiner or areas of research or
Community service.
	

	Present a brief expression of Interest or an abstract of your engagement, citing motivation,   objectives, expected outputs and outcomes of your visit.

	

	Have you identified a host university?
	YES                     NO 



If you have identified a host university proceed to the next questions, If NO, SECTION IV will be used by IUCEA to proceed with the process:

Mode of Visit	:                                          PHYSICAL                           VIRTUAL

	
V. HOST INSTITUION’S INFORMATION

	Name of the Institution

	

	Postal Address:
	

	Country:
	

	Telephone contacts of the Hosting Unit:
	

	Email contacts of the Hosting Unit:
	

	
Name of the Head of Institution: 
	

	Title of the Head of Institution:
(tick where applicable)
	a) Vice Chancellor  
	                  
	b) Principal  
	   

	
	c) Rector
	
	d) Others
	

	
Name of  a Head of the Unit
	

	Title of the Head of the unit of the College/Faculty/School/Directorate of the home university of the visiting staff:
(tick where applicable)
	a) Principal  
	               
	b) Director 
	

	
	c) Dean  
	
	d) Others (specify)   
	

	
Name of the head of unit of the visiting staff
	


	School/Faculty/Directorate and Department where Visiting Staff will serve:
	



VI. TERMS   OF ENGAGEMENT 
The host institution, visiting staff, IUCEA and Home University shall each commit to the following:

a) Host Institution:

Physical visits
i. Meet the eligibility conditions for host universities
ii. Submit an Endorsed Work Plan to IUCEA after issue of an Offer Letter to the visiting staff
iii. Ensure the visiting staff meets the academic Qualification requirements 
iv.  Throughout the period of engagement, provide the local support to the visiting staff including;
a. Accommodation befitting the task and rank of the visiting staff 
b. Local transportation on arrival and departure 
c. Office space befitting the task and rank of the visiting staff as can be available at the host institution throughout the period of engagement
d. Other services as per host policy 
e. Guidance to the visiting staff on the COVID-19 testing requirements for guests from other countries and specific requirements for the visiting staff’s country
v. Upon completion of the visit, the Host University (Head of Department & Faculty Dean) shall accordingly endorse the report of the visiting staff in the format provided to the visiting staff. 

Virtual visits
i. Meet the eligibility conditions for host universities
ii. Submit an Endorsed Work Plan to IUCEA after issue of an Offer Letter to the visiting staff, clearly indicating the “Duration Equivalent to the Physical Visits of 1-4 months” NOTE: Depending on facilities, the host shall establish a duration based on the content to be delivered equivalently to the Physical visit.

iii. Ensure the visiting staff meets the academic Qualification requirements
iv. Availability of facilities for virtual learning such as projector/s at Host University, accessible by students within the “Duration Equivalent to Physical Visits of 1-4 months” 
v. Provide evidence of the visiting staff engagement during the programme, in addition to the narrative of the report, with students to IUCEA such as recordings and classroom photos, accordingly.
vi. Upon completion of the visit, the Host University (Head of Department & Faculty Dean) shall accordingly, endorse the report of the visiting staff in the format provided to the visiting staff. 
b) Visiting Staff (Physical visit or Virtual visit)

Physical Visit
i. To fill an online application for ease of IUCEA Data collection and submit an endorsed scanned  copy as well (Supporting documents should be submitted in pdf format)
ii. Identify a Host university located in a different Partner State from the Applicant’s Home university and Country of Nationality/Citizenship
iii. To effectively engage in the activities indicated in the work plan  
iv. Within one month after the end of the engagement, to submit a report approved by the host University to IUCEA, and a copy to the home university in line with the reporting formats
v. Upon completion of the programme, to write a report, in the format provided, get endorsement from the Host University and submit to IUCEA
vi. to procure for him/her self-travel insurance up to a maximum of USD150 for the entire visit and seek for refund after provision of proof of purchase and coverage.
vii. to expend in advance,  refundable money required to comply COVID-19 tests for the home and host country at the commencement and completion stages of the visit. And submit the evidence to IUCEA for refund. 

Virtual Visit
In addition to all requirements in the physical visits in (i) to (v) in (b) above, ensure the following:
i. Possession of skills and techniques for usage of virtual media in teaching or supervision 
ii. Accordingly, provide recordings of services as one of evidence of implementation of activities, complementing programme report 

c) IUCEA: 

For Teaching, Research and External Examination  

Physical visits
i. To provide an economy class return air ticket 
ii. To pay the honorarium for the duration of the engagement in two instalments: 50% after receipt of an endorsed Work Plan; Employment ID and Staff Accounts details. The work plan must be endorsed by an authorized staff in hosting institution. 
iii. The rates of honoraria for Teaching and Research are;
· Lecturers USD 1,000  per month ; 
· Senior Lecturers USD 1,500 per month ; 
· Associate Professors USD 2000 per month and; 
·  Professors USD 2,500 per month,  
iv. To pay for External Examination at a rate of USD 200 per Working day, subject to a maximum of 10 working days or 2 weeks.
v. To pay a Transport allowance of USD 100 to cater for road travel to and from the Host University in case the visiting staff prefer road travel.
vi. To pay Travel Insurance refund of a maximum of USD 150 for the entire visit, after proof of coverage and premium payment is provided by the staff.
vii. To refund amounts paid to cover for COVID-19 tests on the first trip to the host country and on return as per respective countries’ requirements upon submission of evidence of expenditure 
viii. Payment of the 50% balance after submission of an endorsed report.
Virtual/on-line delivery/supervision
i. To pay the honorarium for the duration of the engagement in two instalments: 50% after receipt of an endorsed Work Plan; Employment ID and Staff Accounts details. The work plan must be endorsed by an authorized staff in hosting institution. 
ii. A full time equivalent (FTE) to that of physical visit will be used and the appropriate ratios for the following monthly rates will be used.
iii. Lecturer - USD 800 per month, inclusive of a USD 100 monthly for virtual teaching or supervision services 
· Senior Lecturer –USD 1200 per month
· Associate Prof.- USD 1600 per month and 
· Professor- USD 2000 per month
iv. Payment of the 50% balance will be after submission of an endorsed report. 
d) Home university (Physical visit and Virtual visit)

Physical Visits
i. To allow the staff to participate in staff mobility programme through the University arrangements
ii. To continue to pay the salary and allowances due to the staff member during the engagement. 
iii. To acknowledge to IUCEA, receipt of the copy of the report approved by the host university

Virtual Visits
In addition to the requirements for physical visits above, 
i. To confirm and or provide to the Staff, facilities to virtually carry out staff mobility activities 
ii. To share with IUCEA, information on  any challenges faced in providing to the Staff, facilities to virtually carry out staff mobility activities for any interventions, institutional or regional 

VII. ENDORSEMENT BY HOME UNIVERSITY 

The signing by the Head of Institution in the below section will imply that the Home University is endorsing the application for the Visiting Staff to be hosted at an identified university/to be identified, introduced in section III under the rules binding the home University presented in section IV. 

Signature of the Visiting Staff 



Signature and approval of the Dean of Faculty of home university 



Name, signature and Stamp of the Deputy Vice-Chancellor (Academic Affairs) 
 
 Name 
 

Position 

Signature & Stamp 





Date



VIII. SUBMISSION OF THE APPLICATION
The applicants should fill the online survey through the link provided in the Call and send by either electronic or Hardcopy to the address in section VII.
IX. IUCEA CONTACTS

Executive Secretary, 
Inter-University Council for East Africa
Po Box 7110, Kampala,
Kigobe Road, Plot No. M833, Kyambogo Area, 
Website: www.iucea.org 
Email to: exsec@iucea.org, gndayizeye@iucea.org, des@iucea.org
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