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ABSTRACT

Ef fectiveness of all organisations is prinarily
determned by its human resources. The way personnel
are attracted, acquired and devel oped is an inportant
aspect of personnel policies of an efficient and effective
or gani sati on.

Kaduna Pol ytechnic established in 1966 at the early
tine had acute shortage of staff and therefore had to
enpl oy expatriates and acquire seconded staff. This is
principally due to nanpower shortage at take-off stage.
Today N gerian |abour market is getting saturated in many
fields thereby forcing organisations to carefully recruit
and select itS personnel.

Recrui tment process in Kaduna Pol ytechnic starts wth
internal and external advertisenents of vacant posts. As
applications are received candidates are shortlisted for
interview Successful candidates are offered enpl oynent.

Uoon sel ection after serving for a nunber af years
staff usually require to further their education and
broaden their know edge. Kaduna Pol ytechnic has guideline
rules and regul ati ons governing study |eave or sponsorship
If a staff seeks to benefit from the staff devel opnent
programme of the institution he needs to satisfy certain
conditions which includes serving not |less than two
years, satisfy seniority requirenment, be of good conduct,

perforns his job satisfactorily e.t.c.



vii

TABLE OF CONTENTS

Title Page - - -
Declaration - - -
Certification B - -
Dedication - - -
Aknowledgement - - -
Abstract - - -
Table af Contents - - -
List of Tables - - -
List of Figures - - -

CHAPTER ONE: INTRODUCTION

1.0

Introduction - - =

Historim] Developments of Kaduna Polytechnic

Ob jectives aof the Study - ~
Significance/Justification af the study -
Limitations of the study - -
Methodolony - - -
Defination of Terms - - -
References - - -

CHAPTER TWO:LITERATURE REVIEW

2.0
21
2.2
2.3
2ot

2e5

Literature Review - - -
Recrultment -~ - -
Sources of Hecruitment - -
Selection . - - -
Interview and Test ~ - -
Development/Training - - -

References - - .-

ii
114
iv

vi
vii

visl

o

o w & W

12
14

15
15
16
21
24
26
30



CHAPTER THREE: PRESENTATION UF DATA

3.0 Intreduction

3.1 LCommittees

3.2 Data Cellection - - -
3.3 Presentation of Data - -
- Recruitment - - -
- Selection - - -
- Development - - -

CHAPTER FOUR: DATA ANALYSIS

4.0 Analysis of Data = - -
k.1 Analysis of Recruitment . - -
L.32 Analysis of Selection - -
L.3 Analysis of Development - -

CHAPTER FIVE: SUMMARY, CONCLUSIONS AND RECOMMENODATIONS

5.0 Summary

5.1 Conclusiens

5«2 Recommendations - o s

Bibliography
Appendix A -

Appendix B «

Appendix C «

Appendix D =
Appentix £ =

Kaduna Polytechnic procedure for
selection of efficers for training
courses

Kaduna Pelytechnic Coenditions for study
leave

Kaduna Polytechnic Senier Staff
Development Programme (1985-1992

Beneficiaries(

Questionnaire - -

Guided persunsl interview Questions

31
E
36
39
o
LB
52

59
59
61
63

70
71

73
79



Table

A1
A2
A3
g1

62

C1

c2

C3

ChL

C5

coe

D1

b2

D3

D&

D5

(V]

L1

viii
LIST DOF TABLES

Aespendents ages

Length of service af respondents
Educational Qualification of respondents
Staffing position of Academic Uepartments

Staffing position af supporting services
departments (Senior Staff)

Seurces off Generating Candidates faor
Employment

Is externsl sources generating adeguate
candldates

Does the recrultment sources has anything
to do with effective performance of
persannel in the Palytechnic,

The methoda currently used in Recruitment
has Contiributed to the growth of the
Polytechnic.

Most of the staff of the Polytechnic are
recruited lecally within Nigeria

Those invited through the Recruitment process

always appear fer the selection process
Mathads used in selecting candidates

Selections are based on True Assessment
of candidates.

Apart from the metheds used, do you believe
that factors such as tribalism, sectionalism
etc. influence the selection of candidates.

Is interview a good method of selection

If the current metheod is changed, the
gquality of staff to be employed will improve

If Appointment Committee 1s reorganised, the
selection process will be better,

Would you agree that the present staff
Revelopment pealicies of the polytechnic 1is
sood

39
L0
L1
L2

L3

i

b

45

Lb

Lo

L7
L8

L9

%9

50

50

51

52



Table

£2

E3

Eb4
ES
Eb
£7
Ed

E9
E1D

£14

Have you msttendes uny Develepment Programme
Sponsored by the Kemduna Polytechnic

Lo you think that the ataff lacks adeguate
training and s s result standard eof
education 13 fallinsg.

Has the organisation been encouragling staff
to so for further etudles

Hes the Polytechnic aeen organising special
Development Programme internally for the ataff.

Ia the Btaff Development problem cnntributing
ta turnover in the polytechnic,.

Is tha Staff Developmunt Cammittee performing
up to expectation _

Voes the trelning/develapment received by
staff improve thelr performance on the job

Ie therea a standard of assessing those ¢trainesd

Should the Development Couwmittee be reorganised
to increase lta efficiency.

Uther recommendations sugeested on development
policies

52

83
5&.
S4
55
55

56
1

57

S8



¥

)

LIST OF FIGURES

FIGURE I = Recruitment flow chart, stage 1
FIGURE II ~ Recruitment flow chart, stage 2
FIGURE III = Training needa - armeas mnd methods

FIGURE Iv ~ faduna Palytechnic Urganisational
Eh!rt. N



10 -

CHAPTER UNE

INTRODUCTICON

Organisational efficiency to a considerable
extent depends on effective management of personnel
and thelir utilization. Persaonnel policies should
be such that employees are recruited, selected and
developed for those duties that are appropriate for
them to perform, so that orgenisational objectives
are accomplished. Achievement of organisational
goals and objectives solely depend on the people
whose effaorts is geared towards such achievement.
To obtain sound fit in individuals and jobs in the
organisation, managers must constantly rely an
scientific methods rather man the old system of "rule
of thumb" in recruitment, selection, development/
training of employees and other personnel matters.

Greatest assets of any organisation are its
employees since they are the ones that would be used
to achieve all organisational goals and objectives
therefore attempt must be made to see that the right
people pre selected to perform the right job.

hs orgenisations are fast becaoming complex and
operate in a dynamiﬁ enviroment, managers need to
have technical knowledge and competence about their

enployees and best ways of handling them,



The proliferation of Polytechnics, both Federal
and State-ownnd, has braought about increased competitian
in the search for staff. On getting the right qualified
staff, as a means of motivating them and encouraging
them to stay on the job, institutions now seek variaous
ways of training and developing their staff members
despite their limited financial resources.

This study will therefore focus on examining the
recruitment, selection and development of staff in Kadun.

Polytechnic,



1.1

HISTORICAL DEVELOPMENTS OF KADUNA POLYTECHNIC

Kaduna Polytechnic was established in April,

1968 as an autonamaus Institution. 1t was the first
Polytechnic in the Northern States to cater for the
"diverse instructions; training and research in
Technology, Sciences, Commerce and Humanities for
members of the public service".

The Polytechnic started with the College of
Science and Technology, but other related higher
institutions in Kaduna Metropolis were affiliated to
it at different periods later,

College of Science and Technology started with
5 departments at incention and later rose to 12
departments before its split in 1989 when the college
of Engineering was created. College of Science and
Technology presently has eight departments with two
schools. The departments are; Applied Sciences,
Catering and Hotel Management, Food Technolugy,
Education (Technical), lextile Technology, Mathematics
and Computer, Libera} Studies and printing Technology.

The Northern Nigeria Staff vevelaopment Centre
Kaduna, now known as college of Administrative and
Business Studies was established in 1968. It was
originally established to train clerical and executive

cadre of staff in Accourts and General Administration



and to provide series of seminars and forum dealing with
real administrative problems. The College still pocuses

gn in-service training for the civil service @as well as

the private sectors. Today, the college comprises of three
jchools and ten departments. The vepartments are:
Accounting and fFinance, ousiness Administration,
nogministrative Studies, Local Government Studies, Marketing,
Purchasing and Supply, Secretarial Studies, Cocial 3ervices,
Special and Rehabilitative tEducation, Manzgement sStudies

and Langusges Uepartment.

The third affiliate institution is the Lollege af
Environmental Studies which was formally known as the
survey Unit. It was affiliated in 1970. The unit uwes
initially established to train survey and printing
Assistants, but as the name was changed to Lollege of
tnvironmental studies it incorporated courses like Town
Planning and Estate Management in addition to topo-
graphical Science Courses. The College has departments as
follows: Estate Management, Building, Architecture, Town
Planning and Topographical Science, all being managed
under two schools.

The fourth College, College of Engineering was
created late 1989 ocut of the College of Science and
Technology. The Ccllege handles all the tngineering

courses and has two schools with six Departments as follows;



Agricultursl cngineering, chemicasl cngineering, Minning
and ueology, Mechanical tngineering, Electrical Engineering
and Livil Engineering. This is the newest College of the
Polytechnin.

The lnstitution is being controlled by the Board
of Lovernors, who are previously appointed by State
Governments before the Federal take-over of the 5chool an
27th audbst, 1990. The “hief txecutive is the Rector,
whe is now zppointed by the President of the Lountry.
The Institutions Management committee, often refered tg us
EXCO is headed by the Rector, other nembars are virectors
of all Colleges, Virector of Works, virector, Medical
Services, Polytechnic Librarian, vursar and the Registrar.
Most policies emgnates from the Lommittee. The Management
Uammitt?eta%?a appoints members of various sub-Committees
such aéZBu:elapment Lommittee etc. The Board aof bLovernors
also appoints members aof various Lommittees such as staff
“ppointments Lommittee, Finance and Leneral Purposes
Committee etc.

All appointment are done by the Hoard of Governaors,
except tha*t of the Chief Executive. Recommending bodies
for appoiniments of varlous categuries of staff exist, for

Instance the staff Appointments Committee are charged



with the appointment of 411 Senior S5taff and the cuniar
Staff service Appointments Lommittee are charced witn
appointments of all junior staff.

VYarious processes are involved before an appointment
proposal is tabled to the appropriate committee. ot the
initias process advertisements are placed in any of the
Nationgl Uailies or internzl advertisement is done. 1IF
guplicants respond the recruiting department does the
screeniny and pinpoint those they are interecsted in or
rather those qualified for the advertised post. On
Signifving their interest (the recruiting department) the
registry is informed and letters of invitation far
interview are dispatched to the applicants, +~11 the
Colleges have their own interview panels that does the
interview and make recommendations for the approval of the
staff Appointments Committee. In some cases where the
person to be recruited needs to have technical expertise/
experiance, he is subjected to practical test in addition
to the interview this however, applies to only junior staff,

Successful candidates are communicated to through their
contact addresses gnd the appointment is only approved
sub ject to satisfactory confldential reports from former
employers or in the case of those not working from former

heads af thelr department, this is in gddition



to refree reports from other peuple in the soclety.
Normally three refrees are required.

In the case of staff Development the institutions
train its staff in the Polytechnic, spaonsor them to
other institutions and offer opportunity for industrial
training. To be quelified for spunsorship the regulations
stipujates that you must serve for a period not less than
three years and tne course should be relevant to your
duties. The staf? Development Committee ic the body
that apportions piaces to all the Colleges and other
service departments. If a staff spplies for sponsorship
his department recormends based on his suitability in
terms of years of service, seniority and good service
recards.

oevelopment of staff especislly the Academic staff
is given due consideration by the manasgement. This is
to enable the institution improve *he knowledge of their

staff who will later impart it on the student.



the imstitutions objectives is the aim of the study.
The study would also examine specific persaonnel practiges
of the polytechnic with reference to recruitment,

gelection and uevelopment of staff and recommnend woys

of improving them.
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SIGNIFICANCE/JUSTIFICATION UF THE STUDY

Personnel Management/sdministration is
consistently becoming important today in Nigeria
where organisations are struggling to improve their
productivity. The study of this area, recruitment,
selectian and development, stem exclusively out of
my experience and interest in finding out causes of
poor outcomes of personnel in organisations, especiall
academic institutions where I belong to. In view
of the above, it is my feeling ihat my findings could
be effectively used by other institutions in arder ta
have & Jood working team and stable employees.

After successful completion of the study, various
problems associated with recruitment, selection and
developmert of staff will be identified, soclutions
to these gproblems will as well facilitate recruitment
and selection of only gualified and capable members
of staff. The solutions will glso pinpiont areas
that requires training and development of staff.

This study, it is hoped, would reveal to the
Polytechnic Manageﬁent the importance of personnel

processes in the pursuit of its goals and objectives.
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LIMITATIONS OF THE STULY

This study aims at examining processes and

prableme in recruitment, selection and development

of academic staff over the periocd 1980 - 1990. In

the process of this research alot of difficulties have

been encountered. Prominent among them are:

1)

¥$)

iii)

Financial Canstraints - This becomes a
constriant/limitation because campuses of
Kaduna Polytechnic afe scattered all over

the }ength’ and breadth of Kaduna Metropélis.
It was therefore not easy going round Kaduna
metropolis in owned or hired taxi due to

fuel cost and/or transportation cost. Scarce
financial resource of the researcher is alsa

a limitatian,

Time Bonstriant - It isn't any easy task
finding time to contact members aof the
Polytechnic academic community who are
tCattered all over the Kaduna Metropolis,

in the campuses and outside.

Human constraint - This emanates due to
uncooperative nature of some staff. Many of

them are nat at ease due ta suspicion about

" the research intention (especially that I

belong to the administration of the

Polytechnic) and lack of personcl commitment
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to the problem under investigation.

Despite all prublemé encountered and in additiaon to
questionnaires, personal interviews were conducted

and published materigls were used.

METHOLULOLY
The entire Senior staff of the institution
make up the populestion. Samples were dreswn from
the population as follows;
i - RAcedemic Staff of the institution
ii - Registry/Administrative staff of the Polyt
iii - Members of staff .ppointment Committee

iv - Members of Staff vevelaopment committee.

Bath Secondary and Primary data were obtained
The Secondary datawere ggthered from printed
documents such as Decree establishing the instituti 1
prospectus, Annual reports and file documents relat i
to the study.

Un the other hand, primary data were gathered
through the use af questionnaire sdministered on
academic as well as administrative/registry staff
and personal interviews conducted with principal
of ficers of the polytechnic. Gulded gquestionnaire

were used in canducting the personal intervieuwse.
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The Methodology enables the researcher to know

facts an now staff are recruited and selected in

haduna Polytechnic. It will also helpin knowing

what criteria the polytechnic uses in selecting/

employing iis staff as well as criteria used in

training and developing them.

DEFINATION LF TERMS

(a)

Recruitment - This is the initial stage in

process of filling a vacancy. Within this

stage various activities are performed such

examination of the vacancy, consideration of
the sources of sultable cendidstes, making
contact with them and attracting application

from them.

(b) Selection - Assessment of cendidates through

(c)

various means such as interviews, tests etc.
and making 8 choice among those assessed

followed by offer of appointment.

Development = Systematic process of developr

of eaployees to meet organisational requirme:

This involves the anaslysis of present and
future organisational requirements, existing
and potential skills of employees and desigrn

most appropriate means for their development

i



(a)

(e)

(F)

(g)

13

Registry Staff - Supporting services staff

that are fully employed. These include all

administrative steff, e.t.c. (Non-teaching staf

Academic Staff - Fully employed staff respons!

for teaching and research work.

Staff Appointments Committee -- This is ghe

Committee charged with the responsibility of
Appaintments, promotions and discipline of all
staff of the polytechnic except management staf
such as Uirectors, which is done/approved by

the 8oard of Governors.

Staff Development Committee - This is the

Committee that deals with all staff training

natters in the polytechnic.
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CHAPTER TWwd

LITERATURE REVIEW

So many theories have been written partalning to

recruitment, selection and development of employees

in various gestablishments. Thig review would focus ©

praminent literature as it relates ta the subjects

under review.

RECRUITMENT

Recrultment is the gexamination of vacancy, the
consideration of sources of suitable candidates,
making contacts with the sources and attracting
applications from them. In essense, recruitment, is
the attempt to attract inuiuiduals from the labour
market who are capable and willing to fill avallabl.
vacancies within an‘nrganisation.

Writing on recruitment and selection Processes,
Grahum suggested the following procedures: There
should be a tharough examination of where there is
vacancy. The vagancy could be as a result of eithe
promotion, transfers, retirements, resignation or
reaorganisatione. Alsc of importance but, gmitted b,
Graham is vacancy created as a result of the death

of a serving officer.
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Central idee¢ of recruitment is to ascertain a
vacancy and then generate adequale number aof
qualified candidates among whom gelection would be
made to fill the vagancy. The number of candidates
ta be sa attracted, however, largely depends an the
size of the labour market. 1f the labour market
is large higher number of candideotes would apply to
fill a particular vacancy and if the size is small,
meaning that most people are conveniently employed
and unemployment rate is low, few would care to
apply. Je.tis Minner ana M.LG. Miner observed that the
tighter the labour market, the wider the area from
which comaanlies and other organisations look fnr.
new employees.

Labour Market position subject the recruiter t«
constantly examine verious standards designed for

recruitment with a view to modernizing themg

id

COURCES UF RoURUITHMENT

Quite a number of sources exists where organisati
cen attract a good number of job applicants. The most
important peint to keep in mind is ihat there will be
good selection procedure which can yield an effective
waork force if the recrultment procedure cannot, ar do

not, provide an agdequate group of candidates from which
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selection can occur., Therefore, it is crucial to
develop recruitment procedure that will provide a
sufficiently large and varied candidates manpower pool
sp that the sgelection can alleast achieve their muximum
potentials.

Main sources of recruitment are either through intern. |
or External sources. The internal source is uwhere
organisations seek to fill its vacancies within the
organisation; le within personnel @lreadyworking with them.
External sources are through Media advertisements, private
employment agencies, Educational Institutions, Employment
Ministry, unsolicited applications e.t.c. e.t.c.

Pigor and Myers afforded the following reasons in
favour of internal recruitment; firstly, that high talentea
employees when kept too long in subordinate positions
where their capacities are under-utilized, become restless.
Secandly, .that high talented employee from cutside the
organisation is imposed and there is no room for
advancement from the ranks by employees who have demostrate:
exceptional ¢bility in parférming their job. Thirdly, that
highly talented individuals are likely to be expensive to
recruit and difficult to keep/retain as they have
alternative chances in other organisations. Fourthly,

that when highly talented people are recruited from other
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crganisastions, ss it usually hsppens, the recrultment
procedure is a little different as no reputable organisation
would want to be accused of "pirating" from others.

All the recruitment sources have their advantages and
disadvantages in terms of quality and cost. Organisations
are however, not compelled to adopt a particular source,
internal or external, but can combine two or more of the
sources depenrding on the calibre of personnel required
and the ability of the organisation.

Goheen unu.Mnsal, wrote that there has been little
in the published literature on why employers decide to
choase one gpurce of recruitment over another. While
many large employers undoubtedly conduct research on
questians such g¢s which employment agencies provides the
qualified applicants, results of the research hardly find
their uavsxintu published sourcese.

On sources and their effectiveness in generating
adequate manpower pool, few studies exist among which
is that by M.J. Gannon. He shuwed between recruiting
sources and turnover of clerical staff for a New York
City bank and geve evidence that employees from a
particular source are most likely to stick to their job.
Thuse llikely vo stay on the job were re-employed former
workers, thaose referred by thelr present employers, thaose

referred by their educational institutions or walk- ins
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(Those that sweatly looked for the job). Those obtained
through newspaper advertisements or employment agencies
characterised high/rapid turnaover.

According to J.de. Miner and M.G. Miner, recent
research has shown that direct applications is the most
frequent method of obtaining jobs in all categories. The
secund must frequent method differs amang occupatiaons,
with those seeking for managerial positions most likely
ta respond to advertisements, while clericzl personnel
seek for such information from friends and acguintances.

Jele Wannoses in his article in the business review
of Havard observed that the more information applicants
are given sbout the realities of the joo they apply
for, the lower zhe turnover rate among those who accept
employment. PFruspective employees should therefore be
given clear piccure ss to what they should expect if
employed.

Baurces and messages used in recruitment to a great
extent is @ determining factor in getting the most suitab’
employee and the ability of his stay on the job if finall,
employed. -

Figure I shovs a recruitment flow chart suggesting
recruiting from the internal source and the external
sgurces only if the vacancy cannot be filled within as

adopted in Handbook ﬁf persennel Management Practice by

Michael Armstrong.
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SELECTION

Selection is a vital aspect of recruitment
process. 1t could take the form of shortlisting the
applications through the certificates face value,
investigating previous nhistory of emplaoyment and
letters of recommendations. This is where candidates
are assessed through different means and subsequentl,
making a choice and offer of employment. Urganiseti:
hewe ge: involved in choosing the best among the
applicants that sults the job requirement.

Further selection sctivity which sometimes
preceeds panel of interviewers, is the physical .
examination of the applicant in relation to his fiel
of knowlevge. This is testing of skill performance.
Pigor and Myers opined that such examinations are us
to help both the applicant and employers, rather tha
toc spy out ueaknesseF.

Figure Il below shows interviewing and selectic
stages of applicants starting from sifting applicati
stage ﬁptn final offer stage where the selected
candidate(s) is expected to either accept or reject
offer. Where he accept the offer he joins the
organisation and undergo the necessary induction

courses. where he reject offer made to him reserves
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are ce:lled in anc if none is available the selection
procedure is revisited. Adopted from 4 handbook of

Personnel Management Practice by Michael srmstrong.
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INTERVIEW AwL TEST

Use of interview as a selection device as
studies nave shown has not been all that successful.
Interview Jjudgements in the present day are not at all
measures of success on the Jjob th rather measures
your ablility to know one or two members af the panel
or saomeocne above the panel members. In otherwords,
interviews success is now based on the toup connections
a candl1ate can muster.

ntcording to E.L. Webster, bias is developed
immediately interview commences. This bias serves
to colour the remainder of the interview and is paot
usually reyersed. Therefare, it is always convenlent
to have s guide or frame work an which to base the
sssessmant of a candidate. Une of such framework/guide
was that developed by Munra Fraser, called "A five
point plan, the pentageonal peg.

Munrp stated the plan as follows:

1) Ftirst impression and physical maoke up of

candidates.

2) Qualifications and expectations

3) Mental abllitles

L) mMoptivetion

5) Adjustment.
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The above is suggesting that intervieuwers should be
gbjective In assessing candldates they see and his physical
make upe <ome candidates may appear very impressive to the
interviewers or may be assumed to have a certain liked
persenality traits and turned up not to have them. IF all
the shuve framewark are adequately adhered to, assessment
aof candidates through the interview method can be a
fruitful effort.

~bel h. Ubeku in his book wrote that in addition to the
interview, which must always be used as & screening devise,
various cther methods are used in selecting the different
levels of employees: Managers, clerks and operatives. 1In
the case of Munegement pasitions two methods of selecti&n
are employed: The selection Board and the individual
intervieu.

wume arganisations use the test method of selection.
In this situaticn applicants are tested to know their
abilities in certain areas. This is mpst suitable id
technical areags or where ehplnyees are epxpected to use
machines, equipment e.t.c. or where specialized personnel
are required. |

uther organisations however combine the use of the
interview and test methaod. Ffar instance Leventis group
canduct a test to all university graduates seeking
gnmplayment with them;‘ #Hpplicants that pass the test are

caulled in for interview. In the case of Leventis, the tes
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iz not related to the job you sre eapected to perform.
Some banks conduct relevant tests to their applicants
before interview such as Afribank. Unly successful

applicante are invited for interview.

UDCVCLUPMINT/TRAINING

n
.
n

Aaccarding to Micheaol Armstrong to train and
develop personnel 1s glving them the opportunity
to enhance thelir skills and to achieve positions
of greater responsibility. GSending somecne zway
on a course can be a good way of showing him that
he is valued. Residential training programmes Ean
help to build commitment and identification to the
employer. 0On the other hand peuple who are not
trained tend to :ling to methods they were shown
the first time they took over the job.

Training should bausically aims at;

1) Shaortening learning time so that newly

employed staff reach their peak of efficiency
as nuickly and ecunaomicslly as possible.

2) Improving the performance of the existing

employees



27

3) Holping employees develop their capacities
0 that the organisation can meet its future

reguirements of personnel from within the organisatlon,

4% can be seen sbhove, basically, development/training
is used to ralse the perfarmance of organisation members
in arder to attasin the goals of the arganisstion. However,
it invalves determining the need for development,
ef fectiveness of the programme and associated cost.
Training needs should first be analysed for the
organisation, then departments, functions and occupations
gnd lostly individual needs for traininge. Ihese areas
are inter-connected as shown in FIu III below. ~nalysis
gf arganisational needs leads to identification of train?ng
needs in different departments, while these in turn will

indiczte the training required for individual emplaoyees.

|

Corparate/ Group/Functions Individual
Uroonisation Jepartments

hNalycis of analysis of | [Special Uccup. Ind.
Lorparate Functional Training Jab Job
Manpower Manpower LUTVEYS inalysigl [inal.
Plans Plans

nnalycis of
Strengths
and

wEGRNUESSEeES

Fla 111 - Training needs - areas and methods.
andopted from A Handbook of personnel management

practice by Michael Armstrong.
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EVALUATICN UF TRAINING

5 personnel are sent for training aor are being
developed, be 1t 1nternally within the arganisation or
externally in seminars, workshaéps, schaols e.t.ce.
employees should determine wheather chunges in skills,
knowledge and attitudes have taken place as a result of
the training. This is evaluation of training. The
proccess involves the determination of how Far the skills
and knowledge acqulred and the change in attitudes have.
helped the indivildusl to contribute more effectively
towurds the attainment of the organisationazl objectives.
Ubjective achlievement by an individual may be as a result
of @ number of fectors, the training received being only
one of them.

tvaluation is said to have two major aspects

according to W, Mcuehee and P.w. Thayer;

{a) #»ssessment of wheather or not the training
results in behaviour which furthers the
achievement of organisational goals.

(o) Comparing various possible means of techniques
pf training to determine if zcnyone or a
combination of technique is superior for the

purpose of achieving the desired resultse.
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The process of training and development is a
continious one. Money spent on the training and
development of employees is money well invested. AN
employee should be helped to grow into more responsibility
by systematic training and deuelnpmeni. It is only
then that he feel confident enough to cérry out the
responsibilities of the job. This is SUHDECBUEE he
belicves he knows what is expected of him regarding
the job and because he believec he can do it, his
enthusiasm for the job increases. ~ person in this
position is more likely to originate ideas as to how best

to carry Jut the tasks of the Job,
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LHAPTER THREE

PRESENTATION OF JATA

3.0 1NTROOUCTION:

This chapter will state the organisstionsl structure
of the palytechnic as well as discuss the staff
Appointments Lommittee and staff Uevelopment wommittee
of the polytechnic. It will also focus on data
collection and presentation of the collected data.

The haduna Polytechnic Uperates the Functional
type af organigsational structure even though elements
of matrix organisation can bhe seen on the way and .
manner of which special projects and programmes
requiring setting up of Ad~hoc Commnittees are
executed.

AS cen be seen on the chart below, overall
control of the institution is by the Board of
Lovernors. The Board in the past is norimaelly
wpPpulnte! by the owner states yovernments. With
the Federal take-over of ithe institution the Board
is expected to be constituted by the Fedcral
<uvernment. For 1991/1992 all members serving on
the Board were still those appointed by the former

suwners, However, the Hoard's chairman secured
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re-appointment by the Federal Government on expiration
af his tenure. The Board is responsible for the general
managgement of the Polytechnic. .

under the Board of Uovernors is the Rector, who
is the chief Lxecutive of the institution as well as the
accounting ufficer. The Rector is being acsisted by
deputy Rector's, ecademic affalirs and Administration,
The two deputy Rector's are also virectors of their
Colleges. 1n most cases deputy Rector (Administration)
acts in the sbsence pf the Rector.

Further sub-division of various departments are

done in order to achieve the overall task of the

Polytechnic. GSuch sub-divislons are;
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The Registry which is heocded by the Registrar

who reports directly to the Rector. The
department is further divided inte various units
as Esteblishiment, ndministration, Academic Affairs
and students AFFPalrs each hesded by a deputy

registrar,

Tne Bursary department which deals with the
fingncisl matters of the Polytechnic. 1t is
hecded by the Bursar who is zlso directly

responsible to the nector.

The library which is headed by the polytechnic
Librarian who alsu reports directly tao the

chief Executive.

The works department which is headed by the

Jirector of Wurks who reports to the Rector.

The Medical Center headed by the virector, Medical
S5zrvicee and reports to the Rector,

Calleges,which are all hewded by Jirecteors and
reports to the Rector as well. The Lolleges are
further divided into academic departments headed
by various hesds of departments. They control and
coordinate their lecturers and inform the Jirector:

office of their staff requirements and all ather
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~dministrative and academic mstters. The

“egistry, Bursary, Library, works depertment and

the medical center all render supporting services
Lo the academic departments in the various colleges

in sccanplishing the objectives of the peclytechnic.

COMMITTCS .

STAFF APPOINTMENT COMMITTEE

This committee is composed of members of the
doard of Governors with Rector as chezirman. The
~ummittee is responsible for appointments, promotions,
discipline of all senior staff in the academic,
administretive and technical disciplines of the
pulytechnic upto UsS 13, Cases of staff above
o2 13 are refered to the Board of Governors for
iction/declsion. The Rector constitute a sub-staff
~ppuintments Committee made up of ovirectors of
“ulleges, virectors of Works and medical Services,
nolytechnic Librarian, The <2ursar and Registrar.

‘he Cub-Committee delibrate on stuff matters before
they are refered to the 8taff Appointments Committes.
lere the Rector is also the whairman. It is a sort
uf a screening committee of all cases to be presented.

The Ltaff Appointments Committee is also charged
with the responsibility of ratifying temparary
appointuonrts made by the Chief Executive on behalf of

the comnittee.
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STarF JEJELCPMENT CUMMITTEE

Ti.is committee also has the Rector as chairman with

all college Jirectors, the bBursar, Hegistrar, Polytechnic
Librar..n, Jirector, Medical Services and ODirector of
works ou memberse.

The Lummittee decides on the number of people to
be cunrded spansorship based on aveilability of funds.
nfter wlloca*ing number of people to be aworded to each
callege and other units, the-various Jirectars then
decide un who to enjoy the award bsced on Seniority, need
for the course or its relevance and length of service
of the person applying.

lhuningtions for the awards are usually routed to
the wftice af Lhe Rector for final approval. sll
nominutions for sponsorship/study leave must comply with
the wbove guidelines. (See appendix A and B for
procedures for selection of officers for training courses

and caonditions for study leave.)

DATA LULLEUTION

The data for this project was collected using three
mecthodsz. They were secondary sources, the administration
of questionnpgires and personal interviews which was

cohwuc vod with principal afficers of the polytechnic,



“ sumple :i;rZWBP Jat utetle Juestiurnaires werp
adininictered to Hath the scedemic and gdeinicirgtive/
sunporting ctuff. de-ec on the number of arzdemic ctaff,
totalling 757 and duiniscrative staff totelling 3664, 100
curstionnaires wers dminie terid tu ccadenic viaff while
¢ suertionnaives went tu adoministretive ot ff. Hhouwever,
nnly 105 questiconcires: were returned cunmnleted e
requirede.

Resnandents whe Filicd Ltho ~uegtliannelicrr gerg
golectee at ~andon, irresupctive of cea, a4ctec 0f first
gapzintment, eagucitiongl g liiicutions, str.uge Lotete
Princingl officers welncicd for the intorviece ore thuge
heaus of anaderis depsrtments met on seat ' thoe dgte
the resegrcecher vicsited then., The same muethed wos used
pgn the administrutive staff, establishment ctuff and the
college secreteries. » total of nine hezids of departnments,
fuur collece tecretaries, twelve adminictri-tive and
eotalilishment stoff were intervicvwed.

Secondery Goeto collected are mostly policy
statements and circulars gs it relates to recruitment
and sclection ond staff Cevelcpment matters.e ~lsu emong
secandary cdata collected are flgures as it relutes to

actual staff gtrength of units in the polytechnic.



all o shpeted bnowconnection withh this research
were cnllected in Oetober through Noveober, 192z. otaff
strengshs of units/culleges presented are as of Uctober,
1992

It is worth noting that the polytechniec recrult and
gaploy lecturer: preferably with 1st wlag: draree ur
second clas-, upper -ivision, 1o come ereas where
magnpower is lacking second class, lawer Jivision gre
employed especially arens of englnecering, physical
sciences and tecnntlogye Instruciars are z#lco cmployede.
They are usdally ~igher vinloma holdere ane hird class
degree gradustec.

All thase empluoyed by the hadune Foljtulhnlc gre
expected to serve for two yesrs to gualify for study
lagve uithout pay. To gqualify for ztudy leave with pay
or sponsorship you need tu serve for not less than three
years. Ng matt:r the nuaber of years served nuwever, to
quelify for sponsorship the intended cuurse must he
relevant tc your job. ‘Your geniority ono aviilability of funae
iz alsn a deteramining factor.

All courses must be teenable in Nigeria. where one
needs to go abroud fFor any course he niceds Lo scek For
fellowship from cther world bodies cuch ae commenuezlth etc.

and the polytechnic grant permission and study lecve.
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The volytechnie, through Industricl Truininyg Fund
sponscT staff to undergu various industrial training to
aCquire cxperience and self developuent. This programmes
usdally does not exceed three months. 1t can be anywhere
within w.igeria.

“al. wny collected on sources of recrultment, methods of

seloctio und procedures of development and training.

3.3 PRE_:NT.TI1Uy4 CF UATA

The data collected based on the guestionnaires
given ta respondents far response/filling are as follous

(106 recpeondents responded to the gquestionnaires).

Iagll 41
RESPOUNJENT'S AGES

Ane hale Female Total
Below 2U years - - -
21-25 years 2 3 5
26«30 years 11 5 16
31-35% yLurs 23 9 32
36-40 yEaTSs | 20 %3 31
41 mod oLOVE 15 7 e

Tutul 71 35 106
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Fraom the above table 106 responded to the
gquestionnaires out of which 71 respondents or 66.96%
are males and 35 respondents or 33.02% are females. No
respondent below the age of 20 years. Most male
respondents ages ranges between 26 years to above LU
years. Only 2 respondents are bDetween 21-25 years. lor
the femsles 5 respondents are between 21-25 years; 3 bDetween
26=30 years; 9 respondents between 31-35 years; 11
respondents between 36«40 years and 7 respondents are in

the age range 41 and above.

TABLE AZ
LENGTH OF SERVICE OF RESPONDENTS
Service Perlod Male Female Total
1 = 2 Years 6 2 8
2 - 3 Years 9 & 13
3 « 5 Years 20 15 35
S « 7 Years 18 1 29
7 =10 Years 10 2 12
10-20 Years 6 1 7
20 and asbove 2 - 2
TOTAL 71 35 106
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Table A2 indicates that out of 106 respondents only
6 are males and 2 females who served the polytechnic for
a period 1«2 years; 9 males and 4 females served between
2-3 years; 20 males and 15 females served between 3-5 yeirs
18 males and 11 females served between 5-7 years; 10
males and 2 females served for a period between 7 to 10
years; 6 males and 1 female served between 10-20 years ¥

2 males served 20 years snd sbove.

IAGLE AJ
EDUCATIONAL QUALIFICATION OF RESPONDENTS
Male Female Total

2nd Degree and above 17 4 21
1st Degree 32 19 51 r
HND 17 12 29
N.C.E. - - - |
{Qthers -] 2 2 ,

TOTAL 71 35 106

The table above showed that only 21 respondents hav)
2nd Degree and aobove out of which 17 are males and &
females; 51 resnandents holds 1at degree out aof which 32
are males and 19 females; 29 holds H.N.D. out of which 13}
are males and 12 females. None holds N.C.E. 5 sther
respondents hold other certificates such sa FULL-TECH

certificates etc.‘_
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TABLE 8]

STAFFING POSITION OF ACADEMIC DEPARTMENTS A4S

AT 18T JuLy 1992

B.H.B-S-

umber of Staff

DuEartmentl

Accounting angd Finance
Administrative Studies
Busingss Administration
Languages

Harkating, Purchalinu & Suppl
Management Studies
Secretarigl Studies

Social Seryices

Speciael & Rehabilitgtiye Edc,
Local Government Studies
Building

Architecture

Tawn Flanning

Estate Management

Topegraphicgl Science

Envirnn.-ntll'ﬂunitnrinn

|

20
19
26
34
17
13
12
21
21
20
24
17
17
14
19

7
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C.0.E. Chemical Enginnerinj 13
" Agrioultural Engineering 33
" Civil Engineering 21
" Mechanical Engineering 23
" Mining and Geology(Mineral
Resources Eng.) 22
. Electrical Engineering 24
Ce8.T. Catering & Hotel Management 16
" Food Technology 26
» Textile Technalagy 35
" npﬁlied Science 58
. Mathematics and Computer 48
" Liberal Studies ao
" Technical Education 34 |
. Printing Technology 21
TOTAL 757

SIAFFING POSITION OF SUPPORTING SERVICLLS DEPARTMENTS AS Al

18T _JULY, 1992 (SENIOR STAFF)

Department/Unit No of Staff
central Administration 156
Bursary 58
Works Department La
Shehu Kangiwa Medical Center 52
Librnry | 30 |

TOTAL | 364
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RECRUITMENT

TABLE C1

SOURCES FOR GENERATING CANDIDATES FOR EMPLOYMENT

Mass Media

Male Feanle | Total

29 1€ k1

Educational Institutions 8 5 13
Ministry of Lsbour & Productivity - | - .
Employee Referrals - j 1 1
licited Applications 3 17 51
TOTAL 71 35 106

Regarding mest effective source of recruiting

employees most respendents indicated that most of the
recruitment is done through unsolicited applicatiens
and Newspaper advertisements. However,

indicated Educational Institutions and only 1

13 respondents

indicated

Employee referrals. No respondent indicated Ministry ef

Labor and procductivity ss8 an effective source.

TABLE C2
IS EXTERNAL SOURCES GENERATING AutbtljUsn il LANUILATE 7
Yes 69
May be 12
Den't know 15
Ne 10
TOTAL 106




L5

69 respondents or 65.10%X agreed that external
sesurces generate adequate candldates; 12 er 11.32% are
net sure; 15 respondents er 14.15% don't know while 10
respondents or 9.43% sald that 1t does not generate

sdequate candidates.
TAGLE L3

Dees the recrultment sources has anything to do

with effective perfermance of personnel in the Polytechnic?

Ng gf {egpendents % :

Strengly agree 14 ‘ 13.21 |
Agree 26 2&.53l
Disagree 33 31.13’
Strongly disaqgree 17 15_UQ!
bﬂ net knew _ 16 15_09;
TOTAL \ 106 100 \

Merging those that strongly agree and those that
agree that the sources has something to do with effective
performance, 40 respondents or 37.74% .re recorded. Un the
otherhand 50 respgndents or 47.17% strungly disgyree or
disagree with the statement. However, 16 respondents or

15.09% don't know.
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TABLL Cb

The methods currently used In Recrultment has

Contributed to the Growth of the Polytechnic.

Males y Females l Total
Strongly agree 39 _ &y I L3
Agree 2% ' 29 ! 56
Disagree L 2 ? 6
Strongly Disagree 1 ! - 4
g net knew - | - -
TUTAL l 71 l 35 E 106 1

The absve table showed that 43 of the respandents
strongly agree that the method in use in recruiting has
contributed to the growth of the polytechnic. 56
respendents are in agreement, while 6 respondents disagree

and enly 1 strongly disagree.

TABLE C5
Mo=t aof the staff of the Polytechnic are Hecruited

Lecally within Nigeria

Males Femaules Total

Strengly mgree 68 31 99
dgree 3 3 ! ()
Disagree - 1 ‘ 1
Strongly disagree - - i -
De net knew - - i -
TOTAL 71 35 l 106
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Almost all respendents except 1 strongly disagreed or
disagreed.thgt most staff sf the pelytechnic are recruited

lecally within Nigeria.

TABLE C6

These Invited threugh the Recrulitment precess

Aluays Appear for the Selectisn Precess.

Males Females Tlthi
Strengly Agree b4 31 95
Agree 7 3 1l
Oisagree - 1 1
Strengly Disagree - - ‘ -
Dan't knew - - -
TaTAL 71 33 10°

Table C6 inmicates that 64 males and 31 femi les
respendents all tetalling 95 strongly agreed that thase
invited through recruitment precess always appear for
the selection precess. 10 respendents are also in

agreement, while only 1 respendent disagreed.
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SELECTION
[ABLE D3

Methods used in selecting LCandidates

Application form -2
Interview 67
Test 22
Reference 5

L _Medical Exgmnination 5
TOTAL 106

The above teble D1 indicates that 67 respondents
picked interview as the method used in selecting
candidates; 22 respondents picked test; 7 respondents
toek spplicatioen form while 5 respondents each far
reference and medical examination metheds.

The idea of whether selection is dene an true
aspessment of cendidates as depicted in tgble D2 shswed

that 61 respondents strongly disagree; 28 respendents
disagree; 12 respondents agree and 5 respondents strengly

agreed.
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TABLE D2

Sslections are based on Irue Assc sment ef

the candidates

Strongly Agree :
Agree 1:
Disagree 28
Strengly Oisagree 1 61 B
TAL D6
TO 10 B
TABLE D3

Apart frem the metheds used, do y . u believe that
facters such as tribalism, sectionalis, e.t.c.

influence the selectien af candidates?

|
Strongly agree : 29
Agree | 52
Disagree .13
Strengly OUisagree | 12
‘ThTRL | 106

Fram the abeve table D3, 29 respondents atrongly
agreed that facters such as tribalism, sectienalism e.t.cC.
influence selectien ef candidates; 52 respendents alse agreed
that such facters have influence in selectien; 13
respendents disaoreed and 12 respendents strongly

disagreed.
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TABLE D4

ety o,

Is interview a gsid'methnu ef selcctian?

Ne @7 Respundents %

Den't knew o ~ 30 28,30

TaTAL 106 0 o0

The table above sheaws thut only 17;92% af . . .
':reapnndenta agreed that interpi:m is u geed methad of

selection, while 53.78 dissgreed and Zi.30 don't knou.

If the gurrent method is changed, the thlity of

ataff to be empleyed will improve. __:,_\i_f S

Strongly agree ' ;]: e S
poree 3::h h“; ;:_;   ;;i  ﬁi_39

Disagree ;:if  "1ff.7 f- ' 3iii:i?;:f*
Strongly Visagree .}  .  _ 1!:11 ; _,.

Don't knew .1 10

THTAL 106
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The abeve showed that 15 respondents strengly
agreed that 1f current methed is changed, the quality ef
staff to be employed will impreve. 39 respondents are
glso in agreement; 31 disagreed and 11 strongly disagreed.

10 respondents however, don't know.

TABLE D6

If Appointment Cemmittee is reorganised, the

selection precess will be better.

Strongly agree 2
Agree 12
Disagree 68
Strengly Disagree 17
Don't knew 7

TOTAL 106

Besed an the abeve table D6, 2 respondents
strongly agreed that if Appointment Committee is
reorganised the selection process will be better. 12
respondents sgreed; 68 disaegreed; 17 strongly disagreed

and 7 respendents den't know,
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DEVELOPMENT

TABLE E1

Weuld yau agree that the present staff ODevelopment

policies ef the pelytechnic is goed?

Yes 69
Ne 17
Qgg'; knew 20

TOTAL 106

Tahle E1 shows that 69 respondents or 65.09% agreed
that the staff development policies of the pelytechnic is
goed. 17 respondents er 16.04, don't agree and 20

respundents or 18.87% den't know.

TADLE E2

Have you attended any Develspment Pregramme

Sponsored by the Kaduna Polytechnic.

Yes 25
Ne 17
Never tried 31
[ried but refused 33

TOTAL 106
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The sbove table indicates that 25 respondents
enjuyed Kaduna Polytechnic Spansored pregramme; 17
respondents did nat; 31 respaendents never tried and 33

respundents have tried but were refused sponsarship.
TABLE E3

Uas you think that the staff lacks adequate training

and us & result standard ef education is falling?

Yes 41

Na 13

Dan't knaw 33

May be 19 ‘
ﬁ TOTAL 106

lable £E3 shows that 41 respondents answers in the
affirmative thet lack of adequate training is the
resultant facter in falling standard of education. 13
respondents answered Noj; 33 don't know and 19 respondents
answered may be.
TABLE €4
fnas the organisation been encouraging staff te ge

for further studies?
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Yes a7
Ne 14
. Dgnt know 2
TOTAL 106

Hased an the abeve 87 respandents agreed that the
pelytechnic encourages its staff te further their education;

14 respondents answered No; and 5 respondents don't know

TAHLE ES

Has the pelytechnic been srganising Special

pevelopment pregramme Internally far the staff?

Yes l 8
Ne 59
Den't knew 39

TOTAL 106

Table E5 shows that only 8 respondents agreed that
the polytechnic has been organising special development
programme internally, 59 respondents said that such
proegrammes are net organised while 39 respondents don't

know.
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TABLE E6

Is the staff development problem contributing

te turnover in the polyteehnic.

Yes B
Ne . ! 39
_Degn't knew | 61
TOTAL | 106

The abeve shows that staff development preblem
cantributes to turnover a8 indicated by & respondents;

however, 39 respondents disagreeiand 61 respondents don't

knew .
TABLE E7

la the staff Development Cemmittee performing

up te expectation?

Yes b1
Na 40
Dgp't knau 25

TOTAL 106
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Table E7 shows that 41 respondents agreed that

the staff develspment Committee is performing up to

expectation; 40 respondents answered in the negative,

while 25 respondents don't know.

TAOLE EB

Does thé training/development received by staff

improve their performance on the Jjob?

Respondents l %
Yes 51 E LB.11
Ne 30 | 28.30
Don't know 25 23.59
TOTAL 106 100
TABLE E9

1s there @ standard of assessing those trained?

!
Respendents | %
'3
Yes 13 12.26
Ne B4 60.38
Qgn't know 29 2736
TOTAL 106 100 i
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Teble E8 showe that 48.11% agreed that training
scquired improve staff performance, 28.30% disagreed
and 23.59% den't knew.

Table E9 also shows that 12.26% of respondents
sgreed that there is @ standard way of measuring/assessing

those trained, 60.38% disagreed and 27.36% don't know.

TABLE E10

Should the development Lommittee be rearganised te

increase its efficlency?

Yes L3
Ne 37
Don't know 26

TOTAL 106

In table €10 43 respondents agreed that the staff
develaopment Committee sheuld be rearganised. 37
respondents disagreed with reorganisation, while 26

respondents don't know.
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TABLE E11

Other recammendations augge§tgd

Increase membership aof staff Dev. Committee 39
Relevancy of course should be waived 12
Intensify internal training due to lack of funds 15

Sponsor staff to overseas training for higher degree 7

INg recammendations suggested 33

TOTAL - 106

Table £14 shows that 39 respondents wants the membership
of the staff development committee to be increased. 12
respondents wants the pelytechnic to waive relevancy of
course; 15 respondents wants the institution to intensify
internal training due to lack of funds; 7 respondents
wants pnlftechnic to be sponsoring staff for overseas
training for higher degrees; 33 respondents made ne

further recommendations.
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CHAPTER FOUR

k.0 ANALYSIS DOF DATA

This chapter deals with the analysis of various
data collected in the course of this research as it
relates to recruitment, selection and development of

ataff in Kaduna Polytechnic.

be1 ANALYSIS OF RECRUITMENT

Literally recruitment process starts with
personnel planning. Personnel planning provides the
basis of identifying the number of staff required and
their types over a peried of time. Furthermore, jeb
analysis provides the regquirements needed in terms of
skills, ebilities, gualifications and experience. This
is further developed through strategy development te
knew whe te invite, how to invite him, hew to attract
him and timing of the entire process. This is usually
designed and kept. 4f a vacancy is created st it
accurs through resignations, death of former holder,
expansion e.t.c., the personnel department is
informed and the whole process will be reactivated.
Emphasis is most af the time placed on identifying
whether to recruit internally er to geo out of the
organisatien, Whichever method 1s used, internal er
external, the sources af contacting candidates is very

Uit.l.
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In practice Kaduna Pelytechnic follows @ similar
design. They howeveocr, quité aften rely on external
recruitment than internal particularly when recruiting
academic staff. From responses recelved and interviewed
granted to me by sowe principal efficers of the institution
external sources are more used than internal. Hecruitments
are also always advertised in national dailies and
applications shifted from unsolicited swpplications which
are dally pouring in to the polytechnic establishment
division and various colleges administrative wings. The
sources have generally been generatingy adequste candidates
as 69 respondents out of 106 have signified.

It was also found that 37.74% (Table L3) are in
agreement or strongly in agreement that effective
performance af personnel is as & resull of the sources
used. However, 47.17% ere in strong Jisagreement or
disagreement. Even with 15,09% of respondents expressing
*Dan't know", it shows that performance has someting te
de with the sources staff are acquired.

Furthermore most recent recruitment of Academic staff
are done locally. 100% of respondents agreed that
recrultments are doue locally and only Nigerlans are

employed.
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It was also carefully observed that despite the fact that
the soursces had been effective in generating candidates,
many of these interviewed and those who responded te
questionnaires pointed out that it is the labermarket that
is contributing to the large turnout of candidates and not

necessarily because the sources are effective.

L.2 ANALYSIS OF SELECTION

What organisations are always interested in
examining. the selection procedures is the validity
and reliability of the selection tools, so as to
employ the best candidate into the organisation.
Quite & number of tools are normally used, which includes
interview, test, applicaetion forms, recommendations
and references e.t.c.

Kaduna Polytechnic employ the use of the
interview tool mostly. Table D1 shows that 67
respondents or 63.21% of the respondents are in
agreement with the interview. However, due to
practical nature of some jobs especially in the
engineerings and other physical sciences, 22
respondents or 20.75% are in agreement with the test

tool.
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Table 02 further shows that despite the validity
and reliability of the selection tools, selections are
not always based on true assessment of the candidates.
61 respondents or 57.55% Strongly disagree that
assessments are based on true assessements of candidates
and another 28 respondents or 26.41% disasgree. Unly
5 qnd 12 respondents ctrongly agree ond zgreed
respectively that selections are done on true assessement
of candidates. Further more, Table 03 indicates that such
factars as tribalism, sectionalism e.t.c. plays a vital
role in the selection of candidetes. While 29 respondents
or 27.36% strongly agreed with such factors, 52
respondents or 49.05% agreed only 25 respondents either
disagree or strongly disagreed with the role of such
factors, representing only 23.59% of Lhe respondents.

In response {0 whether interview is a good method
ef selection 53.78% disagreed, 17.92% agreed and
28.30 don't know. This is depicted in table D4. The
above responses could be due to the way respondents see
assessment as full of tribalism, sectionalism e.t.c. as
in table D3.

Interestingly, respondents are in agreement that
if methed is changed quelity of staff to be employed will

impreve. This is depicted in table U5 where 15
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respaondents and 39 respondents strongly agreed and agreed
respectively, this represents 50.94% uf the total
respondents. However 31 respondents and 11 respondents
disagree and strongly disagree respectively, representing
39.63% af the respondents. 10 respandents however, don't
know if such a change can make any improvement. [lhey
represent 9.43%. Reorganisation ef the appointment
cemmittee will not however bring about any change as is
shown in Table 06 where Ea.respnndents disagree and 17
strengly disagieed representing 80.19% of the respondents.
12 rpppdndanta agreed and only 2 strongly agree
representing 13.21%. 7 respondents den't knew 17 such
reorganisatien can bring abeut any change, they represent

6.60% of the respandents.

be3 ANAYLYSIS OF DEVELOPMENT

On develespment maost ef the staff are wppreciastive
of the polytechnic staff develepment policies as
indicated in Table E1 where 69 respendents answered
in the affirmative that the pelytechnic policies as
it relates te staff development is good. This
represent 65.09% af the respondents. However, mast
af the principal officers interviewed expressed

fears that the staff develepment palicies might
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change due to the federal take-over eof the pelytechnic.
Their fears are all in terms of funding. The pelytechnic
might not be able to handle the large number it usually
spensor te further their education due to lack of funds.
For the period 1985 teo 1992 beneficlaries of the senior
staff develepment programme totalled 374. UOut ef this
total 45 were sponsored to read 1at degrees, 173 were
sponsored to read Masters degree, 35 to read Phd and 121
other courses. WYuring the 1991/92 session 5 people

were sponsored to read their Hachelers degree, 25 to
read Masters degree, 4 to read P.hd and 10 te read other
courses, all totalling 44. This is @ decrease when
compared with the 1990/91 session awards which totals
58. The palytechnic was taken over by the Federal
Government on 27th August, 1991. ("ee Appendix C for
Senior Sta”f Development Programme, 1985 - 1992
beneficiaries)

On oppertunity to benefit from the polytechnic
staff develepment programme, 25 respondents Or 23.58%
benefitted, 17 respondents did not enjoy the previledge
representing 16.,04%. 31 respondents er 29.24% never
tried while 33 respondents were noet offered, this
represents 31.13% of the respondents. This is indicated

en Table E2. From table AZ we can sbserve that



65

respondents that served the polytechnic between the
period 3 - 10 yeare sre 76 representing 71.69% of the
total respondents. Perhaps most of those that applied
for sponsorship and their applications turned down falls
victims of seniority, goed conduct, relevancy af course
intended and satisfactory job performence as 1s required
by the polytechnie reguletions (See appendix A).

Te have 23.58% of respondents to have enjoyed the
previledge shows that & good number are usually
sponsored for further studies if they full-fill the
conditions stipulated. 100% of staff need net be sent
on course/staff development programmes. 'hose that
never tried representing 29.24% might net be gqualified
te apply er cbserved that they did'nt meet the
requirements expecially in terms ef seniority.

On steff training and falling standard eof educatiaen,
Table E3 shows that 41 respondents agreed that lack of
sdequate training is a contributery factor te the falling
standard of education. This represent 38.68% of the
respondents. However, most of those interviewed
responded that the staff don't lack adequate training
and that majerity of the staff are Bacheler's degree
helders and quite a number helds Masters. What could

be lacking is adequate motivetion so that increased
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committment would be schieved. They wll call far
mativation in terms of housing, recognition of efforts,
provision of resesrch facilities e.t.c.

Table E4 clearly shaws that the palytechnic has
been encouraging staff to go for further studies where 87
respondents or 82.07% agreed. Additionasl gualifications
is a criteris for appointment to a higher post or
promotion in addition to publicetions anc or research
work. This is more stringently applied due to the
Federal take-over and Natienal Board for Technical
Education insistence /regulations.

On orgenising special development programme for the
staff internally only 8 respondents or 7.55% agreed that
such is done. 59 respondents or 55.66% said such is not
done while 35 respondents er 35,.,78% don't know. This
shows thet the institutlon does not organise such
programmes internally. The Industrial Training fund
assisted programmes are not considered here as internally
organised develapment programme. “rogreammes such as
Workshops, Seminars and conferences are seldom erganised
by the institution for the benefits of the staff.
Princzpnl officers interviewed signified that departmental

seminars and conferences used to be organised, but
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autherities consider such papers presented as light when
it comes to promotion purposes. They sgreed that the
polytechnic in conjunction with external bodies nationally
and interngtionally should be arganising workshops,
Canferences and Seninars.

On staff Development problem contributing te
turnover in the polytechnic 39 respondents disagree,
representing 36.79% and 61 respondents don't know
representing 57.55% and 6 respondents or 5.66% agreed
that the staff davelopment programme contributes Lo
turnover. It certainly shows that turnover is not
attributed te the staff development problem of the
polytechnic but for other reasons. On performance of
the staff develeopment committee Table E7 shows that
41 respendents @r 38.68% agreed that they are performing
up to expectation, 40 respondents or 37.74% disagreed
while 25 respondents or 23.58% don't know, With positive
response of 38.68% and don't know of 23.58% the
development committee cennot be said to be performing
badly.

It was found that staff training/develspment improve
performance of personnel on the job where 48.11% are in

agreement, 28.30% in disagreement and 23.59% don't know
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(See Table E8). This shows that what is intended in
training and develapment aof staff is achieved to s
certain extent. FKnowledge is broaden by the staff that
enjoy staff development fecilities., However, as in table
E9 it was discovered that the polytechnic has no standard
means of measuring/ assessing effectiveness of those that
are trained. However, in Table E10, 43 respondents

calls for reorganisetion of the committee, representing
LO.57% and 37 respondents replied in the negative,
representing 34.90% while 26 respondents or 24.53% don't
know. This shows that it will serve the palytechnic

good if the development committee is reorganised.
Responses from the interview also calls fer such
reorganisation especially te include participation of
academic staff. 49% respondents of the interview calls for
such reorganisation.

Respondents were asked to make any further
recommendations on the staff development programmes/policies
of the polytechnic. 39 respondents aer 36.79% calls for
increese in the membership of staeff development committee,
12 respondents er 11.32% calls for waiving of relevancy of
course clause in the polytechnic regulations, 15 responcents
or 14.15% calls for intensification eof internal training

due to lack of funde while 7 respondents calls for
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sponsorship for overseas training and 33 respondents #r
31.13% made no further recommendations. Putting the views

of those interviewed and 36.79% of respondents calling for
increase in the membership of the committee, the polytechnic
can really have an efficient and reliable.staff

development committee if it is reorganised and membership

increased to represent the interest of the acsdemic staff.
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CHAPTER FIVE

Summary, Conclusion and Recommendatioms

SUMMARY

The Kaduna Polytechnic, established in 1968
aims at training the middle level manpower requirements
degpanded by the rapidly expenaing Nigerian economy.
The institution has been establishing desirable
employment policies with the aim of meeting the
demands that are necessary to recruit enough staff.

Process of recruitment starts from the
internal and external advertisements eof vacant
posts. Applicants te the sdvertised posts are
required to fill sgpecially designed forms indicating
posts desiremd, names, addresses of 3 refrees,
academic qualifications e.t.c.

Applicants are shortlisted far interview
which are normally held at the various celleges
and Central Administration. After the interview,
successful applicants are informed accordingly
giving them s specific period within which to accept
or reject the offer. Where successful applicant
rejects the effer the next person following him

in terms of sulitability is called upone.
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lLike any other organisation, haduns polytechnic
operates conditions of service which spells out rules
and regulations regarding employment pelicies and staff
development. Such rules and regulations are guidelines
of whem to employ; at what salary, whom to sponsor for
further studies and whom not to sponsor.

In as much as the polytechnic may need toc recruit
more staff and send more for further training and
development, it might be handicapped by funds.
Availebility ef financial resources snables the institution
to recruit and ettract good staff and even sponsor them
for further training to further broaden their knewledge.
Seminars and conferences and resesrch facilities should
be made svailable te the staff te further encourage them

to develop themselves.

5.1 LONCLUSION

Persennel sctivities and outcomes are always
very important te any organisetion. This impertant
area has sver the years been neglected by the
authorities concerned. Attention is recently being
fecussed on the ares because ultimate success of the
organisations is determined upon how effectively
the personnel are acquired, selected and developed.

This project has highlighted precedures eof
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recruitment, selection and development of personnel in an
academic institution, Kaduna Polytechnic.

Chepter ene has dealt with the objectives,
significence, limitationse and methodolegy adepted in
the course af writiing this preject.

In chapter two various litersture relating to the
field of study has been examined. The areas are
recruitment, selection and development of staff.

The third chapter discusses the polytechnic
srgenisationel structure, staff Appeintment Committee,
and staff development Committee. Also discussed in this
chapter is data collection i.e hew and when data was
collected, Finally the chapter conteins data collected
in tabular form i.e. data presentation.

Chapter four deals with the analysis of data
collected from the staff respondents using gquestionnaires
and personal interviews with principel efficers of the
palytechnic.

The last chapter contains summary, conclusiens
and recommendations,

From the anslysis, all issues raiseg hgd Deen
pufficiently addressed in the recommendations in the
final part ef the last chapter. The recommendations if
strictly sdopted will make the institution and any other

academic institution amttrect the required staff and
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subsequently cmploy them. The recammendation will
TR

plao make institutions imprave upon their

development procrammes and seek further internal

means of develaoping their staff. :

RECUMMENDATIUNS

It ig & trui;; éﬁaf.ﬁaapauér ia the most
important ingredient of any organisaetion. The
way they are acquired and handled tells much about
the efficlency, effectiveness or vtherwise of sguch
organisations. This part of the project will
therefore recanmenda to the management of “aduna
Polytechnic on waye to attramt, acquire and
develop its personnel sa that they perform uhet
is egpected of them by the institut? Ne
Hecommendgtions mre based on the toﬁlcal lssues;

Recruitment, Selection and developmpnt.

RECRUITMENT AND SELELTIGN

g) The inegtitution should be ﬁsing internal
|
sources of recruitment to mnable employees
prugreaé in their cadre. uwhere internally

a vacant position cannot be fllled, then
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Interview panels membership at college levels
should be increased to incorporate other experts
from outside the Polytechnic (atleast two).

This would ensure fair judgement of applicant
sinee the experts would remain neutral and
devoid of the peslytechnie politics. The experts
should be registered with their prefessional

badies.

All lecturers that would be recruited should be
tested in gddition to the interview. This should
be before the interview. Lecturers in the
engineering fields, physical sciences and
environmental studies should be the ones to be

subjected more to such tests before interviews,

Where an applicant scale through the test and
interview, he should not be cemmunicated te
unless refree reports has been received from
his three refrees. The refrees must include
his former employe®s and or his last head of
department. The polytechnic should contasct
the refrees itself and not the applicant.

The practice where applicants are asked to

request their refrees to write should be stopped.
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The mdministretive wing or establishment division
should be deing the recruitment exercise. The
Department/Section that needs a particular

statf should inform the administration of the type
ef _ person they need, qualificatiens required,
experience e.t.c., so that they do the shortlisting
of applicants. This is in eppositien to what
cbtsins where recruiting department does the
shortlisting. It is purely the work of

personnel division.

ODLVELUPMENT

Though the polytechnic is trying in its
erforta te develop its staff, the staff development
pnlicy should be examined with a view to

incorporeting the followings;

@) The two years service should be waived
in case of Academic staff only. They
should rather be encouraged to go for
further studies after one year of their
joining the institutioen. Those with
Masters degree and above, & maximum of
two years after acquiring the masters

should be stipulated for them.
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This will enable them proceed for their
docsarate degree. [Ihis too can be costly

but the polytechnic should seek training asids
from the industries, government orgsnisations,

Universities, individuals and foreignh countries.

The polytechnic in conjunction with some
industries, government institutions of higher
learning e.t.c, should be organising national
end internatiomnal conferences, seminars and
workshops and staff should be encouraged to
rarticipate. The institution should also
encourage its staff to sttend and present
papers in seminars held ®lsewhere advertised

er publicized.

Membership of the staff development committee
should be increased to include academic staff
instead of the practice where only the Kadunas

Polytechnic management forms the committee.

The staff development committee should nat only
be an mpproving bedy, but that which can seek
admission for the staff. The committee should
make special arrangements/representation te the
various institutions with a view to helping the

staff secure addmissions.
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e) A stancard should be designed to be assessing
the steff that are trained. Ihis will show
the polytechnic management whether the aim ef
developing the staff knowledge, abilities e.t.c.

are being achieved.
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17.15 CONDITIONS FOR STUDY LtAVE:

el

Study leave 45 a privilege not a right. It may be
granted to an established and pensionable offlcer for
the.purp05é*of engaging in study and research, either

for the acquisition of higher Jdegrees and professional
qualificatlions or for the intellectual development and
improvement of the individual] after two years continuous
service wlth the Kaduna Polytechnlic since flrst appolint-

ment or a previous study leave unless it 1s in the interast
of the Kaduna Polytechnic to walve this.
17.16 Study leave may not be necessarily granted to every
| dppllcant who nas fulfilled the conditions set out in
| regulation 18.14.

17.17 | Before any application can be cbnsidered_the following
conditions must be fulfilleds: :
(a) Evidence shall be afforded to the Head of the Unit
that the applicant can be spared from the dutiecs.
(b) The applicant shall undecrtake to retucrn Lo the
service of Kaduna Polytechnic under Bond for ot
least the duration of the study leave, '

17426 When study leave is approved, an offiqer shall be
entitled to economy class alr passage. !

1719 lﬂtudy leave could be with o# without pay. Study lcave
Iwith pay entiiled an officer to the same salary and »
allowance subject to conditlons made elsewhere Ln this
regulation as he earned in the employment before the
leave; study leave without pay entibles him Lo neither,

17.20 The payment of an offlcer's full salary and othcr
benaflits shall continue to be puld during the period of
his course, " ¢

17.21 Officers on overseas course shall continue to be pald

car transport allowance for u period not exceeding'
three months.

17.22 Offlicers on study leave In Nigerla shall continue to be
)
* paid thelr Transport Allowunce irrespective of the
duration of their course.

]

17.23 CONDITIONS GOVERNING STUDY LEAVE:

"

o 2

Conslderation for granting or bLudy'iéavc will be
gulded by the following conditions:

(1) Any staff who served the Kaduna Polytechnic
. for a period less than two years but insists
on procteeding on course uhall have to resign !
hin appulntment. Such olilcer {5, howev r,
Liee Ly Pe=apply for re-cngyayement wilh the




" L]
T ARERE BT R Kaduna Polytechnic on Completion of hig
e Course; but hig ré=engagement would be subject
to uvailability of vacancy, in addition, such
officer if Fe-engaged, would be termed a ¢
y huw L'llljJJ.O"t'u-

(11)  Any officer who putsy in between two and three
. Years of fatlsiactory service and obtaing a
-State or Federal Scholuqship to pursue further .
Studies relevant to the newds of the Kaduna
 Polytechnic shall be eligible for study leave
without pPay.

(111)  Any officer who serves the. Kaduna Polytechnic
for a perfod of three Yeéars and above and .
obtainsg a State or Faederal Scnolarship'to Pursue
further studies shall be Gonsidrred for study
leave with PaYe. This 1y however, subject to
sSatlsfactory record of service, relevance of
Course to the needs of the Kaduna Polytechnic,
and the proviso that any given time, not more
than ten Percent of the stgrys strength of any
department ig enjoying Kaduna Polytechnic
Sponsorship or study leaveiwithout pay.

17.24 An dfficer faillng to return to work after the
expiration of his course without EcaSOndble'excuse
and the prior agreement of the Kaduna Polytechnic will
be regarded as having been absent from duty for, the
whole period of the study leave, e will be ljable to

re.und his salary and allowance for the Period of absence
and have his dppointment Lerminated,

1725 An offlcer on Completion of course of study shall be
entitled to leave and leave grant} Where the exlyencles
Of the service dllow,



PALAINIY BTV T A UL TIN D , WE IR LA e e o

SENIOR STARE DEVELOPIGNT PROGRAIME

TOTS - 1902 DR SC LA TS5

ii ; oy BSc/BA/ MSe/tin/ ' M.l”ﬁil./ LT -
YEAR % | UNXTS | peaypLs | vba/MPA |  BhD ULHERS {1 T Onel

1985/86 ol n

! 1 csT - 10 4 1 12
3 cA - 2 - 3 5
; H e S —
CAlS - } ‘e 1 4 \

1986/67

CADS 1 [ © A 1 5 - g 6
1987/88

»

%y ]
o
I

CES

e e e | . — — e —

col G 9 4

B

CA - - - O 7 A
SRS, R 08 S NI, (L WE T e |
CARS - i - i1 T
1988/89 A B TN NP ||
cLy : A - fl | {
- e ————— ) -—;ﬁ‘- — e f— ——————— — s  — e — S| S - ——
: - i
caT B 3 y JE 10
- - F s
(D AU | SUN (SN BPNDUS. . SIS S eu s s
by | - 1 ' N A 7
) o
: | :
CARL 4 - - -
1989/90 | _ { SRS SR et
%
eyl : - ) - LA
' cut | 3 | ) - ¢ 9 ;
) -1 | - . >



1 1 1
i

3 | 5
i

A 4

1 B
2 | -
- | 11 \
| ; J
| |
45 | ' 173 ﬁ
s} h f " I 1



AP D

el

DEPARTMENT OF BUSINESS ADMINISTRATLON
A. B. U. ZARIA

QUESTIONNAIRE.

This qaestionnaire is part ef a project work I am conducting in partial
fulfilment for the award of Master eof Bualneaa Admlniatratlon (M.B.A)e Please
answer the questions belew to the best af your knOwled;a. All information
provided will ke used for academic cxcrcipo enly. Se do not write your name.

Please answer all the questions.

Thanks for your ceeperation.
Recruitment;

Pleass Rank the following methods inerder of priority as used by the
organization, Write A if the methed is most important etc.

|
|

Te Which of the major methods do your Organization used
= Internal method '
=~ pExternal methods
‘= Both metheds
- Non of them,

2. If Externsal method is used, please rank the follewing sources regarding
their importance,
- Mass Media '
= Educational Institution
= Ministry of Labour and Productivity
~ Unselicited applications
- Empleyee refarrais.

3« I8 the external method generating adequate candidates?
(please tick).

Yes, maybe, no, don't know

by Dees the recruitment sources has anyting te do with effective
performance of pe#rsonnel in the Polytechnic? |
Strongly agree, Agree, Disagree, Strongly disagree, Don't know.

5« The method currently used in recruitment has contributed to the growth
of the Pelytechnice
Strongly agrae,lisrea' Disagree, Strongly disagree, Do not know

i f
6. Most of the Academic Staff are recuited locally i.e within Nigeria.
Strongly agree, Agree, Disagree, Strongly disagree, Do not know.

7« Those recuited always appear for selection interview.

—— *

Strengly agree, Agree, Dipagree, Strongly disagree, do net know.

.5..-,."/2,

B R



SELECTION:
Please Rank the fellowing methods in Order of usage in the ‘olytechnic.
- Interview
- Test
= Physical Examination
- Medical Examination
~ Reference and recommendation
- Application forms. ,
Please indicate whether you agree strongly, agree, disagree, don't Know,
strongly disagree for the following questions,.

t |
;e Mést of the selections are wased en true assessement of the candidate.

Strongly agree, - agres - don't know,idiau;rea strongly, dispgree.

2. Apert frem the metheda used, do you weliieve that certain facters such
as tribalism, sectionalism etc, influence the selection of candidates,
Strongly agree, agree, don't know, digagree, stvengly disagres.

3 Is interview a good method of selection?

- Strongly agree, agree, don't know, strongly disagree, disagree,

4, If the current method is changed, the quality of staff to we employed
will improve.

- Strongly sagree, agree, don't know, disagree, strongly idisagree.

5« If the appointment committee is reorganised, the gelection process will
ko Better.

-~ Strongly agree, agree, don't know, disagree, strongly disagree.

DEVELOPMENT

1« Would you agree that the present staff development policies of the
Polytechnic is good.

[T ves [T7 .  [7 von't kuow

2+ Have you attended any development programme suponsored Wy the Polytechnic.

[/ Ne [/ Yes /] Never Tried /7 Tried but refused

3. Po you think that the staff lacks adequate training and as a result
standard of education is falling?

[T¥es [N [ Yourt inow /7 uay we
b Has the Organizatifn been encouraging people to ge for further studies.
[Jves [ 7N [ 7 ben't know

5e Do the Yrganization Organise special Development programmee internally
for the staff. '

/ / Yes /7 we /7 Don't know

TYTV, I



6.

7

9.

10.

1.

- 3 ‘h- l [ 4
1s staff development problem contrisuting te turnover in the Polytechnic?

[T xe [T v 7 sewrt ko
I the staff development Committes performing upto expection,

/7 Yes /7] No /] Den't knew -

Does the training develoyment received by staff improve their verformance
on the job?

:7 Yes [:7 No D bon't know

Iz there a standard of assessing those trained?

[Ty  [T7 we  [T7 bon't kaow

Will you recommend that the committee be reorganised to increase its
[

effeciency?

7 ves 7777 N [7 Dou't know

What other recommendations will you suggest

Te

2e

3

How many years have you served in the institution, (Please tick as
appropriate)

1 = 2 years, 2 - 3 years, 3 - b years, 5 - 7 years, 7 - 10 years,
10 - 20 years, 20 - above

Sex ————
P ' ,

Educational Qualification

end degree and avove /7
Wi =7 mn T '
NeE /7 N /7 Otners (Specity) /7

'
!
'
b
|
i

N a

(G.U. BASHEER)
- DEPT. OF BUSINESS ADMINISTRATION
A. B. U. ZARIA.



APPENDIX E

E

GUIDED QUESTIONS USED FOR THE PEKSONAL LNTERVIEW

RECRULTMENT

1. Which source of reoruitment ia baing frequently used in the

2.
3.
by

polytechnic?

How effective ia the source?

Are adegquate candidates gunerated from the smource? If yes,

1
Has the source got anythimg to dd with staff performance?

why?

Is it because of the attractions in the advertisementa, labour

market situation ete,.?

Flease suggest ways of improving recruitment process in the polytechnic.

what method of selection doss the polytechnic use? (Interview, Tests

]

If interview who constitute tho punel and who are members of the

Is their true assespment of candidates?

5
SELECTION
1e
B¢ teCs)
2
interview panel?
3.
b

5-

STAFF DEVILOPMENT

boes tribalism, sectionalism, e.t.c. plays any role in selecticn?

Can you offer any suggestions on how to improve on the selection

Progess.

1.
2e
De
ko

What are Kaduna Folytechnic Staff Development policies?
What is usually aimed at in 8taff Development?
What is your opinion about conditiona for sponsorship.

How does the polytechnic develop/irain its personnel?

Y

Flease make general suggestions on Btaff Development in Kaduna

Polytechnie.

A



