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Foreword

It is my pleasure to present to you this revised Service Charter for the Rwanda Education Board.

This Service Charter has been prepared in tandem with the Government’s reform agenda and in

the spirit of being responsive to effective service delivery, transparency and accountability.

This service charter spells out the role of the Rwanda Education Board and highlights the
services offered and requirements therein. It lists the service centers at which our services can be
accessed and the guiding legal instruments. However, not much has changed because this
revision has come before the anticipated REB restructuring.

The development of this Charter signifies our commitment to serve our clients with a view of
creating a better understanding and enhancing our service delivery.

Janvier |. GASANA
Director General of Rwanda Education Board/REB
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I.INTRODUCTION

Rwanda Education Board was established by Law No 44/2010 of 07/12/2010 establishing
Rwanda Education Board (REB) and determining its mission, organisation and functioning. It
also determines its responsibilities, organization and functioning. REB is managed by a
Director General (DG) reporting to a Board of Directors. The DG chairs a Management
Committee which comprises Six Deputy Director General (DDGs) responsible for each of the
policy areas set out bellow:

- Curricula and Pedagogical Materials, taking over the responsibilities of the National
Curriculum Development Centre (NCDC) for all levels of education except TVET and
higher education.

- Teacher Education Management and Proffessionalisation, taking over the
responsibilities of the Teacher Service Commission Task Force, including programmes
aimed at improving the welfare of teachers at all levels of education except TVET and
higher education and establishing conditions of service and guiding appointments, career
development, evaluation, promotion and transfer of teachers except those in TVET and
higher education.

- Education Quality and Standard, with responsibility for setting and monitoring
educational standards at all levels except TVET and higher education, and taking over the
responsibilities of the General Inspectorate of Education.

- Examinations and Accreditation, responsible for national examinations at all levels of
education except TVET and higher education, and taking over the responsibilities of the
Rwanda National Examinations Council.

- Higher Education Student Financing, responsible for modalities of selecting students
receiving loans for higher education and taking over the responsibilities of the Student
Financing Agency of Rwanda.

- ICT in Education and Open distance and e-Learning, responsible for overall
implementation and supervision of ICT in Education and ODeL activities, Infrastructure
and Technical Support, Content Development and ODeL, Capacity Development and
Teacher Training, EMIS and GIS.
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I.VISION

To improve Rwanda Education quality, building the capacities and management of teachers,
study loans and bursaries, monitor the distance learning program, and promote the use of
information and communication technology in education.

111.MISSION

Fast tracking education development in Rwanda by enabling education sector growth. The scope
of our work includes all aspects related to the development of the education sector This involves
working with and addressing the needs of schools of all sizes (Public, Private) and bring
education on the same range as the East African Community.

IV.CORE FUNCTIONS:

The mains core functions of Rwanda Education Board are following:

e To contribute to determining education policy;

e To coordinate and fast track education programmes and activities aimed at providing to
all categories of Rwandans a qualitative education;

e To design and distribute curricula, teaching materials, guides, methodologies and
establish teaching methods for nursery, primary secondary, specialized schools and
adult litteracy education in accordance with the current educational development;

e To establish and monitor the distance learning program;

e To promote the use of information and communication technology in education;

e To coordinate programs and activities aimed at developing teachers, building their
capacities and improving their management;

e To prepare the educational standards and monitor their implementation;

e To establish regulations determining how national examinations are conducted in
various levels of education, except in vocational and technical training and in higher
learning institutions;

e To coordinate programs and activities related to study loans and bursaries provided to
higher education;

e To cooperate and collaborate with other regional and international institutions having
similar responsibilities

e To advise Government on all activities which can fast track education development in
Rwanda.

6
Rwanda Education Board, Stadium Road, Remera P.O. BOX 3817, Kigali, Rwanda; e-mail: info@reb.rw; website: www.reb.rw



mailto:info@reb.rw

V.CORE VALUES

The core values promoted by Rwanda Education Board are:
- Access and retention
- Quality of education
- School-based teacher training and in-service training
- Professional Development
- School Management

SERVICES PROVIDED BY THE RWANDA EDUCATION BOARD

1. Type of service: Acquiring/Providing Curriculumbooklets and instructions for users

What is the
Service? Am |
eligible?

Acquiring/providing Curriculum booklets and instructions to users :

Once a curriculum developed /revised:

* Printed copies and/or soft copies are distributed to users

= Instructions and other useful information related to the curriculum are
given to users

Department to be
approached

One of 3 Units in charge of the Curriculum Develpment:
- Science and Arts Unit

- Languages and Humanities Unit

- Pedagogical Material Production and Distribution Unit

When can | access
the service?

Distribution is done from Monday to Thursday 7:00 am to 5:00 pm, Friday
7:00 am to 3:00 pm

Once a request is
made or an
application is
submitted, how
long will it take?

Immediate response

What, if any, are
the costs for
accessing the
service?

Free fees

What documents

A demand letter approved by REB authorities/ Curriculum Pedagogic
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are required?

Materials Dept (CPMD)

What is the
procedure?

» Go to Subject Desk of the Curriculum Unit concerned to get a soft copy
or other useful information

= Go to Materials Production and Distribution Unit (storekeeper) to get
printed copies

What, if any, other
institutions do |
need to visit to
access the service?
(Eg. for payment
of service costs or
to get additional

None

documents)

Is there a Complaints can be addressed either in writing or in person to the Deputy DG

complaint of the Curriculum Department; and when not solved contact the DG of REB.

procedure? To request an appointment with the Deputy Director General of the
Curriculum Department or with the Director General of REB, call +250
255121482, Toll Free 3020 or send an email to info@reb.rw or
webmaster@reb.rw

Is there any Curricula used in ECD, primary and Secondary schools and information

additional related to them are available on the site www.reb.rw

information

regarding this
service that is
useful to know?

Always visit REB website: www.reb.rw for information. For further
information call on this telephone number: +250 255121482, Toll Free 3020
during office hours.

Available forms

None

Relevant legal
documents

Law N°44/2010 of 07/12/2010 establishing Rwanda Education Board (REB)
and determining its mission, organisation and functioning

1. Type of service: Acquiring Pupil books, Teacher’ guides

and Teaching aids

What is the Providing Pupil’ books, Teacher’s guides and Teaching aids to the users
Service? Am | Once a textbook edited, printed copies are distributed to users

eligible?

Department to be | Curriculum Pedagogical Material and Distribution Unit

approached
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When can | access
the service?

Monday to Thursday 7:00 am to 5:00 pm, Friday 7:00 am to 3:00 pm

Once a request is
made or an
application is
submitted, how
long will it take?

Immediate response according to an already established plan

What, if any, are
the costs for
accessing the
service?

= Free fees for public institutions
= The private institutions have to pay some fees

What documents
are required?

= A mission order for the public institution representative
= Receipt of payment textbooks fees for private schools

What is the
procedure?

Make a request in writing & address it to DG/ REB and reserve copy to
CPMD

What, if any, other
institutions do |
need to visit to
access the service?
(Eg. for payment
of service costs or
to get additional

Rwanda Revenue Authority for payment textbooks fees for private
institutions

regarding this
service that is
useful to know?

documents)

Is there a Complaints can be addressed either in writing or in person to the Deputy DG

complaint of the Curriculum Department; and when not solved contact the DG of REB.

procedure? To request an appointment with the Deputy DG of the Curriculum
Department or with the DG of REB, call +250 255121482, Toll Free 3020,
or send an email to info@reb.rw or webmaster@reb.rw

Is there any = After the decentralization of textbook procurement, books bought and

additional other instructional materials are directly delivered to schools by the

information approved publishers.

» Private Institutions get prices of approved books from Curriculum
Pedagogical Materials and Distribution Dept and go to Rwanda
Revenue Authority for payment. And thereafter collect the books from
the Storekeeper:

Always visit REB website: www.reb.rw for information. For further

information call on this telephone number: 255121482, Toll Free 3020
during office hours.
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Available forms

Forms are available on the website www.reb.rw.

Order forms are filled in by schools to indicate the books they wish to
purchase and sent to REB/Curriculum Department for verification.

Relevant legal
documents

= Law N°44/2010 of 07/12/2010 establishing Rwanda Education Board
(REB) and determining its mission, organisation and functioning

= 2010 - 2014 official list of approved textbooks and other supplementary
materials

= Instructions regarding the Curriculum Pedagogical Material Production
and Distribution

3. Type of service: Issuing a definitive license to start a school or a combination

What is the
service?
Am | eligible?

Licenceto start a school or a combination to the School or Private operator
who needs to open up a school:

e Advice on how to improve quality of education

¢ Inspect and approval of new schools and combination

Department to be
approached

Education Quality and Standard Department/ Headquarter

When can | access
the service?

Monday to Thursday: 7:00 am to 5:00 pm
Friday: 7:00 am to 12:00 pm

Time limit to | 2 Weeks
access this
service?or

Once a request is

made or an
application is
submitted, how

long will it take?

What, if any, are | None
the costs for
accessing the

service?

What documents | - Application letter
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are required?

- Project/Concept note
- District authorization

What is
procedure?

the

- Submit the Request (in writing) to DG of REB

- Visit schools by inspectors

- Report in writing by inspectors

- Response by Minister to the schools/person who requested a service

What, if any, other
institutions do |
need to visit to
access the service?
(Eg. for payment
of service costs or
to get additional

District

documents)

Is there a | The complaints can be addressed to the DDG Education Quality and

complaint Standard Department, and when not solved, contact the DG of REB; and

procedure? when not solved, contact the Minister of State in charge of Primary and
Secondary Education

Is there any | Always visit REB website: www.reb.rw for information. For further

additional information call on this telephone number: + 250 255121482, Toll Free 3020

information during office hours.

regarding this

service that is

useful to know?

Available forms

Inspection forms:
- School inspection sheets
- Lesson observation sheets

Relevant
documents

legal

= Law N°44/2010 of 07/12/2010 establishing Rwanda Education Board
(REB) and determining its mission, organisation and functioning

= Laws governing education

= Policy, Norms and Standards of Education
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4. Providing of technical support of ICT infrastructure

What is the
service?
Am | eligible?

Provinding technical support (maintenance and management) of ICT
infrastructure including fiber, wireless, internet connectivity, computer
equipment, power and other technological infrastructure within the
Education sector to the Schools

Department to be
approached

Infrastructure and Technical Support Unit

When can | access
the service?

The technical support of ICT infrastructure is provided annually depending
on the budget allocated to these activities.

The selection of the schools to benefit the service is based on the request
made and priorities will be arranged depending on the type of school
(Science schools, ICT schools, School of excellence etc.)

Time limit to
access this
service?or

Once a request is
made or an
application IS
submitted, how

long will it take?

5 working days :

After receiving the application, the school will be informed on the time to
get the support. However, the time to provide the support depends on the
type of the support needed. When a school appears on the priority list of the
year the school should receive the service requested before the end of the
year. Priorities are given to science schools, schools of Excellence and ICT
schools.

What, if any, are

The service will be provided at no cost from the school or the education

the costs  for | institution for the Rwanda Education Board will meet all the cost

accessing the

service?

What documents | To get the service the interested institution will make an application in
are required? writing addressed to the Director General of the REB

What is the | An application letter addressed to the Director General of REB through the
procedure? Central Secretariat of REB determining the kind of support needed.

What, if any, other
institutions do |
need to visit to
access the service?
(Eg. for payment
of service costs or
to get additional
documents)

None
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useful to know?

Is there a | Complaint can be addressed to the Deputy DG of ICT in Education &ODeL
complaint , and when not solved, contact the DG of REB, or send an email to
procedure? info@reb.rw or webmaster@reb.rw

Is there any | Always visit REB website: www.reb.rw for information. For further
additional information call on this telephone number: 0788687834 during office hours.
information

regarding this

service that is

Available forms

None

Relevant legal
documents

= Law N°44/2010 of 07/12/2010 establishing Rwanda Education Board
(REB) and determining its mission, organisation and functioning
= |CT in Education Policy

5. Providing capacity development and training

What is the
service?
Am | eligible?

Providing capacity Development of human resource in educational
institutions in terms of ICT integration in teaching and learning taking
into consideration in-service teacher training at primary and secondary
level, and student technology volunteer champions’ training.

Department to be
approached

Capacity Development and Training Unit

When can | access
the service?

During School holidays:

Training of teachers and student technology volunteer champions are
normally organized during school holidays.

Training may be organized in order to integrate new learning
technology applications in schools. However institutions can present
their request for a special training for their staff.

Time limit to
access this
service?or

Once a request is
made or an

5 working days :

The applicants receive a response to their 5 working days interest
within informing them when they will get the training. This will
depend on priorities and availability of teachers and student
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application is
submitted, how
long will it take?

technology volunteer champions

What, if any, are

the costs for
accessing the
service?

For public institutions they will be no cost as the cost is met by reb.

Private groups may be requested to contribute to the organization of
the training

What documents
are required?

To get the service, the interested institution will make an application in
writing addressed to the Director General of REB

What IS
procedure?

the

An application letter addressed to the Director General of REB
through the Central secretariat of REB determining the kind of support
needed.

What, if any, other
institutions do |
need to visit to
access the service?
(Eg. for payment
of service costs or
to get additional

None

useful to know?

documents)

Is there a | Complaint can be addressed to the Deputy DG of ICT in Education

complaint &ODeL , and when not solved, contact the DG of REB , or send an

procedure? email to info@reb.rw or webmaster@reb.rw

Is there any | Always visit REB website: www.reb.rw for information. For
additional further information call on this telephone number: +250 255121482,
information Toll Free 3020 during office hours.

regarding this

service that is

Available forms

None

Relevant
documents

legal

Law N°44/2010 of 07/12/2010 establishing Rwanda Education Board
(REB) and determining its mission, organisation and functioning
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6. Providing Information on Open, Distance and e-Learning (ODeL)

What is the | Provide information to the community (or to anybody who needs it) it

service? is about available online courses at different universities and any other
Am | eligible? institutions.

Department to be | Content Development and ODeL Unit.

approached

When can | access | Monday to Thursday: 7:00am to 5:00pm
ice?
the service® Friday: 7:00am to 12:00pm

When courses/educational programs are available, interested
candidates will be able to access the courses.

The eligibility to courses/educational programs will be determined by
Higher Learning Institutions and other learning institutions offering
the courses.

Time limit to| Interested people get information immediately upon request.

access this
service?or

Once a request is
made or an
application is
submitted, how
long will it take?
What, if any, are | Information is offered at no cost
the costs for
accessing the
service?

What documents | None
are required?
What § the | Interested people get information on the course and other procedures

procedure? depending on the course/educational programs offered

What, if any, other | Higher Learning Institutions
institutions do |
need to visit to
access the service?
(Eg. for payment
of service costs or
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to get additional

documents)

Is there a Complaint can be addressed to the Deputy DG of ICT in Education
complaint &ODeL, and when not solved, contact the DG of REB, or send an
procedure? email to info@reb.rw or webmaster@reb.rw

Is there any Always visit REB website: www.reb.rw for information. For
additional further information call on this telephone number: (+250) 255121482,
information Toll Free 3020 during office hours.

regarding this
service that is
useful to know?
Available forms None

Relevant legal | e Law N°44/2010 of 07/12/2010 establishing Rwanda Education
documents Board (REB) and determining its mission, organisation and
functioning

e Instructions or approved Policy regarding ICT in education and
open Distance and e-leaning

7. Type of service: Availing information on REB (Statistical data and other research
information) to whoever wants them.

What is the Availing information on REB (Statistical data and other research

service? information) to whoever wants them :

Am | eligible? These are official documents provided by REB to whoever wants
them.

Department to be | Planning Unit

approached

When can | access | Monday to Friday, 7.00am to 5:00pm
the service?
Time limit to At least 2 days, once the request has been received.
access this
service?or
Once a request is
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made or an
application is
submitted, how
long will it take?

What, if any, are
the costs for
accessing the
service?

There is no cost involved.

What documents
are required?

Request letter channeled to the DG for approval of the release of the
requested information.

What is the
procedure?

-Submit request to the central secretariat in REB;
-The central secretariat will orient the request to the DG and then will
be forwarded to the  planning unit.

What, if any, other
institutions do |
need to visit to
access the service?
(Eg. for payment
of service costs or
to get additional

None

documents)

Is there a There is no formal complaint procedure in place for this service.
complaint

procedure?

Is there any The time of availability of the requested information will depend on
additional the volume of the information one has requested. This sometimes
information means extracting information from a lot of Data. Also some

regarding this
service that is
useful to know?

information may be classified one may have no access to it, but will be
informed accordingly.

Your request should be clear so that one would know exactly what you
want.

Always visit REB website: www.reb.rw for information. For
further information call on this telephonenumber: +250 255121482,
Toll Free 3020 during office hours.

Available forms None
Relevant legal | None
documents

Rwanda Education Board, Stadium Road, Remera P.O. BOX 3817, Kigali, Rwanda; e-mail: info@reb.rw; website: www.reb.rw

17



mailto:info@reb.rw

8.Type of service: Registration of examinations candidates and attending to claims arising
from Examinations results

What is the Examinations registration and management services and a right to
service? receiving your results

Am | eligible?

Department to be | Examinations and Accreditation Dept

approached

When can | access
the service?

Monday to Friday, 7.00am to 5:00pm

Time limit to
access this
service?or

Once a request is
made or an
application is
submitted, how

long will it take?

Immediately

What, if any, are

the costs for
accessing the
service?

Registration fee

What documents
are required?

- Academic proof of the previous years,

- Passport photos and national Identity card,
- Registration fee payment proof,

- Registration form filled.

What is
procedure?

the

Presentation of the required documents to the Unit and if accepted fill
the registration form

What, if any, other
institutions do |
need to visit to
access the service?
(Eg. for payment
of service costs or
to get additional

RRA for payment of registration fee.

documents)
Is there a | Tend in your written claim to the DG/REB indicating what type of
complaint your claim whether it is about your results or your examinations
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procedure?

registration. Written claim indicating what type of claim you want
solved. Whether related to examinations registration or contesting your
results; DG sends the claim to the DDG/Examinations and
Accreditation for consideration/solving and when not solved, contact
the DG of REB

Is there any
additional
information
regarding this
service that is

useful to know?

Registration service has a fixed time during which its offered. It has a
deadline and people will always be informed about this period.

Your request should be clear so that one would know exactly what you
want.

Always visit REB website: www.reb.rw for information. For
further information call on this telephonenumber: +250 255121482,
Toll Free 3020 during office hours.

Available forms

None

Relevant
documents

legal

= Law N°44/2010 of 07/12/2010 establishing Rwanda Education
Board (REB) and determining its mission, organization and
functioning

» Instructions regarding “registration of candidates and attending to
claims arising from Examinations results”

9. Obtaining certificate issued in place of Certificates lost or stolen diplomas

What is the
service?
Am | eligible?

Obtaining certificate issued in place of Certificates lost or stolen
diplomas to anybody who request it

If your diploma is lost or stolen you must report it to REB. Your
original diploma cannot be replaced, however you will be issued a
certificate attesting to the fact that you participated in National
Examinations and your results. This certificate may be used for
application to post-secondary institutions and for employment.

Department to be
approached

Examinations and Accreditation Dept

When can | access
the service?

Monday to Friday 7:00am to 12:00pm and 1:00pm to 5:00pm

Time limit to
access this
service?or

Once a request is

2 days
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made or an
application is
submitted, how

long will it take?

What, if any, are

the costs for
accessing the
service?

Certificate fee payable at RRA offices

What documents
are required?

When picking up your certificate you must present valid proof of
identification such as:

- National Identification Card,

- Passport,

- Driver's License

What is
procedure?

the

- Go to the Central Secretariat office of the REB building in Remera

- You will be asked to write a letter stating that your documents
have been either lost or stolen

- You may write this letter at the time of your visit or you may come
with one already prepared

- Submit your letter to the Central Secretariat

- You must then go to the Public Prosecutor's Office to obtain a
Certificate of Loss (Attestation de perte)

- Go back to the Central Secretariat of the REB and submit it along
with another letter stating that your

- Documents were either lost or stolen

- Once all of your documents have been submitted you will be asked
to come back in 2 days to pick up your certificate.

What, if any, other
institutions do |
need to visit to
access the service?
(Eg. for payment
of service costs or
to get additional

National Public Prosecution Authority/NPPA ( for Certificate of Loss
/Attestation de Perte)
BNR for payment

documents)

Is there a | There is no formal complaints procedure in place for this service.
complaint However, questions and or inquiries may direct to the Selection and
procedure? Orientation Desk and when not solved, contact DDG Examinations

and Accreditation Dept
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Is there any
additional
information
regarding this
service that is

useful to know?

Always visit REB website: www.reb.rw for information. For
further information call on this telephonenumber: +250 255121482,
Toll Free 3020 during office hours.

Available forms

None

Relevant legal
documents

Law N°44/2010 of 07/12/2010 establishing Rwanda Education Board
(REB) and determining its mission, organization and functioning

10. Providing a certificate of confirmation of National Examination results

What is the
service?
Am | eligible?

Providing a certificate of confirmation of National Examination results
to the Student who request it:

Upon written request the Rwanda National Examinations Council may
provide you with a certificate of confirmation of your National
Examinations results. Such a certificate may be issued to confirm the
results that you attained in any one of the following National
Examinations:

1) Sr. 6 primary level examinations

2) Sr. 3 TroncCommun level examinations

3) Sr. 6 Senior Secondary level examinations

An Acquis de droit, a certificate attesting to the fact you sat for
National Examinations but that does not include your actual results
may also be issue

Department to be
approached

Examinations and Accreditation Dept

When can | access
the service?

Monday to Friday 7:00am to 12:00pm and 1:00pm to 5:00pm

Time limit to
access this
service?or

Once a request is

made or an
application is
submitted, how

2-3 days
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long will it take?

What, if any, are

the costs for
accessing the
service?

3,000 Rwf for Confirmation Letter of your National Examinations
Results
1,000 Rwf for Acquis de droit

What documents
are required?

-Written request addressed to the DG
- Your original Diploma (if you have one)

What is
procedure?

the

- Go to the Central Secretariat office in the REB building in Remera

- Submit your written request and if you are in possession of one, your
High School diploma

-You will be asked to come back 2 or 3 days later to pick up your
letter

What, if any, other
institutions do |
need to visit to
access the service?
(Eg. for payment
of service costs or
to get additional

RRA or Bank for payment

useful to know?

documents)

Is there a | There is no formal complaints procedure for this service. However,

complaint questions and/or concerns may be addressed to the Selection and

procedure? Orientation Desk and when not solved, contact DDG Examinations
and Accreditation Dept

Is there any | Always visit REB website: www.reb.rw for information. For

additional further information call on this telephonenumber: +250 255121482,

information _ | Toll Free 3020 during office hours.

regarding this

service that is

Available forms

None

Relevant legal
documents

Law N°44/2010 of 07/12/2010 establishing Rwanda Education Board
(REB) and determining its mission, organization and functioning

11.0Orientation of Students who studied outside Rwanda into Rwandan Educational

Institutions
What is the | Orientation of Students who studied outside Rwanda into Rwandan
service? Educational Institutions:
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Am | eligible?

Rwandan nationals who have been attending school outside Rwanda
who wish to come back to Rwanda in order to continue their studies
and are entering any one of the following years; the first year of high
school (Sr. 1), the 4th year of high school (Sr. 4) or the first year of
University must first register with the Rwanda Education Board.
Returning Rwandan nationals who are entering years other than the
ones mentioned above must register with District in which they will
take up residence

Department to be
approached

Examinations and Accreditation Dept

When can | access
the service?

Monday to Friday 7:00am to 12:00pm and 1:00pm to 5:00pm

Time limit to
access this
service?or

Once a request is
made or an
application is
submitted, how

long will it take?

Registration takes place from January to the beginning of March.
Acceptance/rejection letters are sent out beginning in February.

What, if any, are

the costs for
accessing the
service?

This service is free of charge

What documents
are required?

- Request letter addressed to the DG

-Proof of Rwandan identity such as; National Identity Card, passport
or a certificate of identity (attestation d'identite complete)

-If you are coming from a country that administers national entrance
exams, you must provide proof of having taken and passed such exams
-If you are coming from a country that does not administer national
entrance exams, you must provide proof of your academic record
(report cards, diplomas, etc.)

What is
procedure?

the

-Go to the Central Secretariat office in the REB building in Remera
-Submit your documents

-You may also submit your documents through the post
-Acceptance/rejection letters may be picked up in person beginning in
the month of February

What, if any, other
institutions do |

- Your previous educational institution/for your academic records
- Office of the Sector where you live/ for Certificate of Identity
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need to visit to
access the service?
(Eg. for payment
of service costs or
to get additional

(certificatd'identitécomplet)

documents)

Is there a | Students who have been accepted to study at a school in Rwanda but

complaint are not satisfied with their placement offer can come to the REB and

procedure? meet with someone from the Selection and Orientation Desk in order
to discuss their options. A response regarding available places in other
schools should be immediate; and when not solved, contact DDG
Examinations and Accreditation Dept

Is there any | Always visit REB website: www.reb.rw for information. For

additional further information call on this telephonenumber: +250 255121482,

information _ | Toll Free 3020 during office hours.

regarding this

service that s

useful to know?

Available forms None

Relevant legal | None

documents

12. Providing Equivalency of foreign high school diplomas

What is the
service?
Am | eligible?

Providing Equivalency of foreign high school diplomas to the
Students who have completed their high school education outside of
Rwanda and would like to pursue post-secondary studies or work
opportunities in Rwanda

Department to be
approached

Examinations and Accreditation Dept

When can | access
the service?

Monday to Friday 7:00am to 12:00pm and 1:00pm to 5:00pm

Time limit to
access this
service?or

Once a request is

2-3 days for students who have completed their studies in the Great
Lakes Region

2 weeks for students who have completed their studies in other
countries
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made or an
application is
submitted, how

long will it take?

What, if any, are

the costs for
accessing the
service?

Fees for Equivalency Certificate

What documents
are required?

For students coming from the Great Lakes Region:
-Request letter addressed to the DG

-O level (TroncCommun) certificate

-Original high school diploma

-1 notarised copy of your high school diploma

For students coming from other countries:

-Request letter addressed to the DG

-Original high school diploma

-1 notarised copy of your high school diploma

- If your country does not administer national examinations at the year
9 level, you must also submit your report cards for every year of high
school

What is
procedure?

the

-Go to the Central Secretariat office in the REB building at Remera
-Submit your documents

-If you are an applicant from the Great Lakes Region you may come
back after 2-3 days to pick up your equivalency certificate

-If you are an applicant from any other country you may come back
after 2 weeks to pick up your equivalency certificate

*you may submit your documents by post, however you must pick
them up in person and show proof of identity

What, if any, other
institutions do |
need to visit to
access the service?
(Eg. for payment
of service costs or
to get additional

- Your previous high school for copies of academic record,
diploma, examinations results
- District Public Notary Service for notarisation of your documents

documents)
Is there a | There is no formal complaints procedure in place for this service
complaint however questions and/or concerns may be directed to the Selection
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procedure? and Orientation desk and when not solved, contact DDG Examinations
and Accreditation Dept.

Is there any | Always visit REB website: www.reb.rw for information. For further

additional information call on this telephonenumber: +250 255121482, Toll Free

information _ | 3020 during office hours.

regarding this

service that s

useful to know?

Available forms None

Relevant legal | None

documents

13. Reorientation of Students

What is the
service?
Am | eligible?

Reorientation of Students :

In exceptional cases, the Rwanda Education Board will consider
requests from students who have taken national examinations at the Sr.
6 primary level and the Sr. 3 TroncCommun level to be able to attend
a school other than the one that they have been assigned to provided
that they meet certain specific criteria.

All students requesting transfers must meet academic requirements as
set by the REB. In addition, if claiming the inability to attend a
particular school because of a medical condition or financial difficulty
for example, supporting evidence must be provided.

Department to be
approached

Examinations and Accreditation Dept

Or

District Education Department :

In cases where students and their families are unable to travel to the
REB offices in Kigali because getting there would involve traveling a
considerable distance and/or cost a prohibitive sum of money, requests
may be submitted to the District Education Department of where they
live.

When can | access
the service?

Monday to Friday 7:00am to 12:00pm and 1:00pm to 5:00pm

Time limit to
access this
service?or

Once a request is

2 weeks:

The re-orientation of students takes place from January to the
beginning of March. Once a request has been submitted, it should take
about to receive a response
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made or an
application is
submitted, how

long will it take?

What, if any, are

the costs for
accessing the
service?

This service is free of charge

What documents
are required?

-Written request addressed to the DG of the REB

-1 copy of your original school placement

-Support documents (e.g. medical certificate from your doctor
including details regarding your condition if you are claiming a
medical condition)

What is
procedure?

the

-Go to the Central Secretariat office in the REB building in Remera
-Submit all your documents

-You will be asked to come back in 2 weeks to pick up an
approval/rejection letter

What, if any, other
institutions do |
need to visit to
access the service?
(Eg. for payment
of service costs or
to get additional

This will depend on the reason given for your transfer request and the
kind of support documents that you must procure.

documents)

Is there a | As this process is essentially an appeal made against an earlier
complaint decision, there is no mechanism in place for making additional
procedure? appeals. Decisions taken will be final

Is there any | Always visit REB website: www.reb.rw for information. For
additional further information call on this telephonenumber: +250 255121482,
information _ | Toll Free 3020 during office hours.

regarding this

service that is

useful to know?

Available forms None

Relevant legal | None

documents
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14 . Translation of documents

What is the
service?
Am | eligible?

Translation of documents to the student who need it:

The Rwanda Education Board will upon request, translate diplomas
that it has issued from English  to French or from French to English

Department to be
approached

Examinations and Accreditation Dept

When can | access
the service?

Monday to Friday 7:00am to 12:00pm and 1:00pm to 5:00pm

Time limit to
access this
service?or

Once a request is
made or an
application is
submitted, how

long will it take?

2-3 days

What, if any, are

the costs for
accessing the
service?

There is no charge for this service

What documents
are required?

-Letter addressed to the DG specifying in what language you wish to
have your diploma  translated

-Your original diploma issued by the Rwanda National Examinations
Council

-1 notarised copy of your diploma

What is
procedure?

the

-Go to the Central Secretariat office in the REB building in Remera
-Submit your documents

-You will be asked to come back after 2 or days to pick up an official
translation of your diploma

-You may also submit your documents by post, but you must pick up
the official translation of your diploma in person

*Note that you will not receive a second diploma in the language that
you have specified, but rather an official document translating the
details contained in your current diploma.

What, if any, other

District Public Notary Service- for notarisation of your diploma
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institutions do |
need to visit to
access the service?
(Eg. for payment
of service costs or
to get additional

RRA or Bank

documents)

Is there a | There is no official complaints procedure in place; however questions

complaint and or inquiries should be directed to the ~ Selection and Orientation

procedure? desk and when not solved, contact DDG Examinations and
Accreditation Dept.

Is there  any | Always visit REB website: www.reb.rw for information. For

additional further information call on this telephonenumber: +250 255121482,

information _ | Toll Free 3020 during office hours.

regarding this

service that s

useful to know?

Available forms None
Relevant legal | None
documents

15.0ffering Local Loan application and disbursement

What is the
service?
Am | eligible?

Offering Local Loan application and disbursement to the student

The biggest category of beneficiaries of students loans are senior six
(6) leavers. These are selected basing on the academic performance at
the high school national examinations.

Only students eligible for applying for students loans can apply for
loans. Articles 4 and 5 of the Ministerial Order n°002/08 of 03/09/2008
specify the students eligible for applying for the Government loans.
This articles can be found on REB website: www.reb.rw

Department to be
approached

Higher Education Student Loan Department/Bursary/Loan
Disbursement Desk

When can | access
the service?

Monday to Friday 7:00 am to 5:00 pm
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Time limit to
access this
service?or

Once a request is
made or an
application is
submitted, how

long will it take?

From May to August each year:

Loan Application Forms are processed and applicants undergo
Financial Means Testing (FMT)

A Government loan is granted to only academically able but
financially needy students. Not all students will automatically be
granted the loan.

The Financial Means Testing (FMT) Mechanism is used to determine
the students who are unable or able to meet part or all the cost of their
studies.

The FMT is based on a number of factors including the students and/or
parents level of income. The outcome of the Means Testing generally
depends on the information provided on the Loan Application Form
(LAF) by the loan applicant.

After Financial Means Testing process results are announced through
REB notice board and at Higher Learning Institutions.

What, if any, are

the costs for
accessing the
service?

LAF cost shall be determined from time to time; and shall be paid at
RRA.

What documents
are required?

Filling Loan Application Forms (LAF)
Supporting documents indicating income as stated in the LAF

What is
procedure?

the

Distribution of the Loan Application Forms (LAF) to the all Rwandan
students eligible in recognized and registered in Local HLI’s done only
in April each year.

Submission of those Loan Application Forms (LAF) to different
districts to be brought to REB Office before end of June each year
Entry Process of Loan Application Forms (LAF) done from June to
August.

Analysis of the information given Loan Application Forms (LAF)
using Financial Means Testing (FMT)

Publication of results through REB notice board, institutions and REB
web site done in September of each year.

Processing of student appeals, done in October.

REB processes payment of funds to HLI’S based on the effective lists
of students studying, and only paid directly to the institutions.

What, (if any)
other institutions
do | need to visit
to access the

None
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service? (Eg. for
payment of service

costs or to get
additional
documents)
Is there a | Complaints and claims from students are in two categories:
complaint - Students not happy with the results of the loan applications.
procedure? - Loan beneficiaries who miss monthly disbursements.
Claim forms are filled and sent directly to the Higher Education
Student Loan Department, and when not solved, contact Director
General of REB .
Is there any | Bursary/Loan is terminated in case the student repeats the year (except
additional if the Rector of the host institution certifies that the repetition was due
information to a valid reason, that is examined and accepted by REB). Once the
regarding this | student is promoted the following year, he/she may re-apply to REB
service that is | for continuation of the bursary/loan.

useful to know?

Bursary is also suspended in case the student suspends his/her studies
(for any reason) during the cycle for which the bursary/loan was
granted.

Always visit REB website: www.reb.rw for information. For
further information call on this telephonenumber: +250 255121482,
Toll Free 3020 during office hours.

Available forms

Loan application form

Relevant legal
documents

e Law N° 44/2010 of 07/12/2010 establishing Rwanda Education
Board (REB) and determining its mission, organisation and
functioning

e Local Loan application and disbursement Instructions/order
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16. Foreign Study Loans application and disbursement (Government funded students)

What is the service?
Am | eligible?

Foreign Study Loans application and disbursement to Government
funded students:

A Rwandan wishing to apply for a loan to pursue his/her studies in a
Higher learning institution abroad shall write an application letter
accompanied with all required documents.

The loan application Checklist which shows all the required
documents can be found on REB website (www.reb.rw) and at REB
office (on the notice board)

Department to be
approached

Higher Education Student Loan

Disbursement Desk

Department/Bursary/Loan

When can | access
the service?

Monday to Friday 7:00 am to 5:00 pm

Application dossiers are processed three months before proposed
intake in the host institution

Time limit to access
this service?or
Once a request is

The meeting of Board of Directors held once in every term and at
any time it is considered necessary. After examination of application
dossier results are announced in a period not exceeding fifteen (15)

made or an | days.

application is | In case of delay of results publication, applicants receive information
submitted, how long | to that effect.

will it take?

What, if any, are the | None

costs for accessing

the service?

What documents | Application Checklist can be found on REB website
are required? (www.reb.gov.rw) and at REB offices

What is the | REB receives loan/Bursary application (application based on the
procedure? checklist).

Application dossiers are processed three months before proposed
intake in the host institution.

Dossier are presented to REB Board for decision.

Board examines application dossiers and take decision depending on
the budget and priority couses.

Results are announced after confirmation by the Minister of
Education (through REB website, REB notice board).

Successful candidates fill and sign loan contract form at least 10
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days before travel date.

Loan/bursary confirmation letters are prepared and are signed by the
Minister of Education, 5 days after publication of the Boards
decision.

Funds are processed and disbursed quarterly all together including
tuition fees, living allowance, medical insurance, books etc, however
tuition is processed based on the official tuition fees invoice
provided by the Higher Learning Institutions and disbursed.

Tickets are applied for 21 days before travel and provided 5 days
before travel.

Transfer of funds is made quarterly only if the student is at the
school.

What, if any, other
institutions do |
need to visit to
access the service?
(Eg. for payment of
service costs or to

None

get additional

documents)

Is there a complaint | Complaint can be addressed to the Bursary/Loan Disbursement

procedure? Desk, and when not solved, contact the Dupty D.G, or Director
General of REB

Is there any | Cooperation scholarship/

additional In the framework of bilateral and multilateral cooperation between

information the government of Rwanda and friendly countries and organizations,

regarding this | REB also manages scholarships offered to Rwanda by these

service that is useful
to know?

countries and organizations all over the world.

The beneficiaries of these scholarships must possess a combination
of requirements including the donor’s eligibility criteria and
Rwandan Government’s criteria. Highest priority is given to brilliant
students.

The available scholarships are advertised on Radio Rwanda,
Television, notice board REB and on REB website wherever
applicable.

Partial Exemption on Tuition fees.

Quebec offers all Francophonie countries exemption on tuition fees
such that they pay like nationals (Rwanda is allowed a gquota of ten
students at any one time). Application is based on the checklist it can
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be found on REB website www.REB.gov.rw or at REB offices.

Always visit REB website: www.reb.rw for information. For
further information call on this telephonenumber: +250 255121482,
Toll Free 3020 during office hours.

Available forms

None

Relevant
documents

legal

Law N° 44/2010 of 07/12/2010 establishing Rwanda Education
Board (REB) and determining its mission, organisation and
functioning

Local Loan application and disbursement Instructions/order

17.Providing information on Application for Cooperation Scholarships

What is the service?
Am | eligible?

Providing information on Application for
Scholarships to Student who need it

There must be an offer made to Rwanda from Countries or
Organizations in the framework of bilateral or multilateral
cooperation or from particular Universities offering tuition waiver
for Rwanda.

Canada-Quebec offers all Francophone countries exemption on
tuition fees such that they pay like nationals (Rwanda is allowed a

quota of ten students per academic year.

Cooperation

Department to be
approached

Higher Education Student Loan
Disbursement Desk

Department/Bursary/Loan

Ex Students Financing Agency Office in Rwanda
P.O Box 3817, Kigali

Tel +250 255121482, Toll Free 3020

E-mail: 5info@reb.gov.rw

Website: www.reb.gov.rw

When can | access
the service?

Monday to Friday 7:00 am to 5:00 pm

Time limit to access
this service?or
Once a request is

made or an
application IS
submitted, how long
will it take?

Cooperation scholarships: Depends on individual donor country.
Quebec- Exemption: takes only 3 days after receiving the application
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What, if any, are the
costs for accessing
the service?

Free service

What documents
are required?

1.Donor prescribed documents
2. Rwanda government prescribed documents depending on the type
of scholarship

What IS
procedure?

the

1. Interested candidates apply for the offers made

2. Pre-selection is made based mainly on merit and priority is
normally given to science and technology within 5 days after receipt
of application files.

3. The final beneficiaries of the scholarships must posses a
combination of requirements including the donor eligibility criteria
and Rwanda Government’s criteria.

What, if any, other
institutions do |
need to visit to
access the service?
(Eg. for payment of
service costs or to

None

get additional

documents)

Is there a complaint | Complaints can be addressed to Bursary/Loan Disbursement Desk,

procedure? and when not solved, contact the Deputy D.G, or Director General
of REB

Is there any | For partial Scholarship:

additional A supplementary fund is disbursed by REB to the students quarterly

information and transfer of funds is made only if the student is at the school,

regarding this | subject to approval of REB.

service that is useful
to know?

For Quebec-Exemption:

The student should have obtained an entry visa for Canada and is
committed to pay for himself/herself all the required fees for his/her
studies

The approval is subject to the availability of the quota. If the quota is
full at a given academic year, there is no room for application.

Always visit REB website: www.reb.rw for information. For
further information call on this telephonenumber: +250 255121482,
Toll Free 3020 during office hours.
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Available forms

Application form available at REB Office

Relevant
documents

legal

Law N° 44/2010 of 07/12/2010 establishing Rwanda Education
Board (REB) and determining its mission, organisation and
functioning

Loan application and disbursement Instructions/order

18.Application for student’s extension of the study period

What is the service?
Am | eligible?

Application for student’s extension of the study period

Students supported by REB may apply for extension of the study
period. The request is approved only when the application dossier
submitted by the student is complete and if the reasons given are
genuine. Extension can only be accepted under exceptional
circonstances accepted by Board of REB.

Department to be
approached

Higher Education Student Loan
Disbursement Desk

Department/Bursary/Loan

When can | access
the service?

Monday to Friday 7:00 am to 5:00 pm

Time limit to access
this service?or
Once a request is

made or an
application IS
submitted, how long
will it take?

Three days after receiving the application

What, if any, are the
costs for accessing
the service?

Free service

What documents | The extension application Checklist can be found on REB website
are required? (www.reb.rw) and at REB offices

What is the | Submit the request to DG REB

procedure?

What, if any, other
institutions do |
need to \visit to

None
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access the service?
(Eg. for payment of
service costs or to

service that is useful
to know?

get additional

documents)

Is there a complaint | Complaints can be addressed to the Bursary/Loan Disbursement

procedure? Desk, and when not solved, contact the Higher Education Student
Loan Department, or Director General of REB

Is there any | When the extension is approved the funds are processed accordingly

additional within the next quarter

information

regarding this | Always visit REB website: www.reb.rw for information. For

further information call on this telephonenumber: +250 255121482,
Toll Free 3020 during office hours.

Available forms

Application form

Relevant
documents

legal

Law N° 44/2010 of 07/12/2010 establishing Rwanda Education
Board (REB) and determining its mission, organisation and
functioning

Loan application and disbursement Instructions/order

19.Application for Research Fees

What is the service?
Am | eligible?

Application for Research Fees :
Students conducting research may apply for research fees.
Completed application packages are sent to REB offices in Rwanda.

Department to be
approached

Higher Education Student Loan Department/Bursary/Loan
Disbursement Desk

Ex Students Financing Agency Office in Rwanda
P.O Box 3817, Kigali

Tel +250 255121482, Toll Free 3020
E-mail:info@reb.rw

Website: www.reb.rw

When can | access
the service?

Monday to Friday 7:00 am to 5:00 pm

Time limit to access
this service?or

Five days after receiving the application
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Once a request is

made or an
application IS
submitted, how long
will it take?

What, if any, are the
costs for accessing
the service?

Free service

What documents | Application Checklist can be found on REB website (www.reb.rw)
are required? and at REB offices

What IS the | 1.Make a full application package to REB

procedure? 2. Processing the application takes five days a response is given

3. The amount of the research fees is processed according to the
official cost structure fixed by REB bursary/loan commission.

What, if any, other
institutions do |
need to visit to
access the service?
(Eg. for payment of
service costs or to

None

get additional

documents)

Is there a complaint | Complaints can be addressed to the Bursary/Loan Disbursement

procedure? Desk and when not solved, contact the High Education Student Loan
Department, or Director General of REB

Is there any | Approved funds are transferred the next quarter.

additional Always visit REB website: www.reb.rw for information. For

information further information call on this telephonenumber: +250 580293/4

regarding this | during office hours.

service that is useful
to know?

Available forms

Application form on website :www.reb.rw and at REB offices

Relevant
documents

legal

Law N° 44/2010 of 07/12/2010 establishing Rwanda Education
Board (REB) and determining its mission, organisation and
functioning

Loan application and disbursement Instructions/order
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20.Application for the return ticket

What is the service?
Am | eligible?

Application for the return ticket

On completion of studies, REB students abroad must apply for the
return air ticket within 21 days before the return date.

REB students abroad may apply for an air ticket in case of the death
of a direct relative ie (Father, Mother, Brother, Sister, Husband,
Wife, Child) to attend burial in Rwanda. For this specific case the
ticket is issued to him/her.

Department to be
approached

Higher Education Student Loan

Disbursement Desk

Department/Bursary/Loan

Ex Students Financing Agency Office in Rwanda
P.O Box 3817, Kigali

Tel +250 255121482, Toll Free 3020

E-mail: info@reb.rw

Website: www.reb.rw

When can | access
the service?

Monday to Friday 7:00 am to 5:00 pm

Time limit to access
this service?or
Once a request is

made or an
application is
submitted, how long
will it take?

21 days, ticket issued 5 days before travel

What, if any, are the
costs for accessing
the service?

Free service

What documents

are required?

What IS the | Application Checklist can be found on REB website (www.reb.rw)
procedure? and at REB offices

What, if any, other
institutions do |
need to \visit to
access the service?

Application for the air ticket with reasons for travel and specifying
the exact name of the airport and date of travel

The ticket is issued and sent electronically to the student 5 days
before the date of travel.
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(Eg. for payment of
service costs or to

get additional

documents)

Is there a complaint | Complaints may be sent in writing to the to the Bursary/Loan

procedure? Disbursement  Desk, and when not solved, contact the High
Education Student Loan Department, or Director General of REB
The ticket is sent electronically to the student at least 5 days before
the date of travel

Is there any | Always visit REB website: www.reb.rw for information. For

additional further information call on this telephonenumber: +250 255121482,

information Toll Free 3020 during office hours.

regarding this

service that is useful
to know?

Available forms

Application

Relevant
documents

legal

e Law N° 44/2010 of 07/12/2010 establishing Rwanda Education
Board (REB) and determining its mission, organisation and
functioning

e Loan application and disbursement Instructions/order

21. Loan Recovery: Service transfered to BRD.

Services offered by Teacher Development and Training Unit

22. Type of service: Teacher Training for different subjects area

What is the service?
Am | eligible?

Teacher Training for different subjects area:

e In-service and pre-service training of teachers

e Career guidance and councelling of teachers

e Coordination of all teacher training activities delivered by
other parteners

Department to be
approached

Teacher Development and Training Unit

When can | access

Monday to Thursday: 7:00 am to 5:00 pm
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the service?

Friday: 7:00 am to 12:00 pm

Time limit to access
this service?or
Once a request is

made or an
application is
submitted, how long
will it take?

3 days

What, if any, are the
costs for accessing
the service?

There is no charge for this service

What  documents | Records showing professional competency

are required?

What is the e Go to the unit concerned for orientation,

procedure? e Submit all relevant documents and explain the nature of the

service needed

What, if any, other
institutions do |
need to visit to
access the service?
(eg. for payment of
service costs or to

Ministry of Education

get additional

documents)

Is there a complaint | TDM in collaboration with REB and MINEDUC have the authority

procedure? to make a final decision with regards to complaint cases, there is no
other complaint procedure for this service

Is there any | Always rebvisit.website: www.reb.rw for information. For further

additional information call on this telephone number: + 250 255121482, Toll

information | Free 3020 during office hours.

regarding this

service that is useful
to know?

Available forms None
Relevant legal e Law N° 44/2010 of 07/12/2010 establishing Rwanda
documents Education Board (REB) and determining its mission,
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organisation and functioning
e Teacher Development and Management Policy
e In-service and pre-service training Policy

23.Type of service: School Management and Leadership

What is the service? | School Management and Leadership :

Am | eligible? e School management training and leadership planning
e |CT training

e School monitoring and evaluation

Department to be | School Management and Leadership Unit

approached
When can | access | Monday to Thursday: 7:00 am to 5:00 pm
the service?

Friday: 7:00 am to 12:00 pm

Time limit to access | 3 days
this service?or
Once a request is

made or an
application IS
submitted, how long
will it take?

What, if any, are the | There is no charge for this service
costs for accessing
the service?

What documents | Records showing professional competency
are required?
What IS the e (o to the unit concerned for orientation,

procedure? e Submit all relevant documents and explain the nature of the
service needed

What, if any, other | Ministry of Education

institutions do |
need to wvisit to
access the service?
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(Eg. for payment of
service costs or to

get additional

documents)

Is there a complaint | TDM in collaboration with REB and MINEDUC have the authority
procedure? to make a final decision with regards to complaint cases, there is no

other complaint procedure for this service
Is there any | Always visit .website: www.reb.rw for information. For further

additional information call on this telephone number: +250 255121482, Toll
information Free 3020 during office hours.

regarding this

service that is useful

to know?

Available forms

Relevant legal e Law N° 44/2010 of 07/12/2010 establishing Rwanda

documents Education Board (REB) and determining its mission,
organisation and functioning

e Teacher Development and Management Policy

e In-service and pre-service training Policy

24.Type of service: Teacher Management and Staffing

What is the service? | Teacher Management and Staffing :

Am | eligible? e Teacher management and staffing

e Teacher registration and licencing

e Teacher professional conduct

e Teacher statistics and management information systems
Department to be | Teacher Management and Placement Unit

approached
When can | access | Monday to Thursday: 7:00 am to 5:00 pm
the service? Friday: 7:00 am to 12:00 pm

Time limit to access | 3 days
this service?or

Once a request is
made or an
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application IS
submitted, how long
will it take?

What, if any, are the | There is no charge for this service
costs for accessing
the service?

What  documents o Appointment letter from the district mayor
are required? e Written letter stating the nature of the service needed
o CV
What is the e Start at district level by seeing DEO and Human Resource
procedure? Officer

e Go to the unit concerned
e Submit all relevant documents and explain the nature of the
service needed

What, if any, other | Ministry of Education
institutions do |
need to visit to
access the service?
(Eg. for payment of
service costs or to

get additional

documents)

Is there a complaint | District is the first level,if the complaint is not resolved,

procedure? TDM in collaboration with REB and MINEDUC have the authority

to make a final decision with regards to complaint cases, there is no
other complaint procedure for this service
Is there any | Always visit .website: www.reb.rw for information. For further

additional information call on this telephonenumber: +250 255121482, Toll
information | Free 3020 during office hours.

regarding this

service that is useful

to know?

Available forms

Relevant legal | ¢ Law N° 44/2010 of 07/12/2010 establishing Rwanda Education
documents Board (REB) and determining its mission, organisation and
functioning

e Teacher management and development

44

Rwanda Education Board, Stadium Road, Remera P.O. BOX 3817, Kigali, Rwanda; e-mail: info@reb.rw; website: www.reb.rw


mailto:info@reb.rw
http://www.reb.rw/

e Statute of teachers

25.Type of service: Teacher socio-economic welfare and development

What is the service?
Am | eligible?

Teacher socio-economic welfare and development:

Teacher salaries and social security contributions
Teacher socio-economic and welfare support
Teacher national service

Department to be
approached

Teacher socio-economic welfare and development Unit

When can | access
the service?

Monday to Thursday: 7:00 am to 5:00 pm
Friday: 7:00 am to 12:00 pm

Time limit to access
this service?or
Once a request is

made or an
application is
submitted, how long
will it take?

4 days to be on the safe side

What, if any, are the
costs for accessing
the service?

There is no charge for this service-There may be future Department
of Finance may advise

What documents
are required?

The peson should meet the criteia required to benefit from
the current project

The person should show the statement from Social Security
Fund office

Appointment letter from the district mayor

Written letter stating the nature of the service needed

What IS
procedure?

the

Start at district level by seeing DEO and Human Resource
Officer

Go to the unit concerned

Submit all relevant documents and explain the nature of the
service needed

What, if any, other

e Ministry of Education
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institutions do |
need to \visit to
access the service?
(Eg. for payment of
service costs or to
get additional
documents)

Ministry of Finance

Ministry of labour

Public Service Commision

Districts

Is there a complaint

District is the first level, if the complaint is not resolved,

procedure? TDM in collaboration with REB and MINEDUC have the authority
to make a final decision with regards to complaint cases, there is no
other complaint procedure for this service,Public Service
Commission,Justice/Courts (Inkiko)

Is there any | Always visit .website: www.reb.rw for information. For further

additional information call on this telephonenumber: +250 255121482, Toll

information _ | Free 3020 during office hours.CPDundertaken.

regarding this

service that is useful
to know?

Available forms

None

Relevant
documents

legal

e Law N° 44/2010 of 07/12/2010 establishing Rwanda Education
Board (REB) and determining its mission, organisation and
functioning

e Teacher management and development Policy

26.Types of Services: Payment by OP and by Cheques

What is the service?
Am | eligible?

Payment by OP and by Cheques to REB Providers

REB gets sometimes services from different persons and/or
organisations. The providers of these  services (Technical
assistance, maintenance services, transports of staff, conferences,
restaurants, etc.) may come to look for their payments.

Department to be
approached

Corporate Services

When can | access
the service?

Monday to Friday, from 7:00 am to 5:00 pm

Time limit to access

4 days:
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this service?or Payment made by cheques can take more than 3 days;
Once a request is | One Week :
made or an | Payments made by OP (payment Order) can take not more than a

application is | week
submitted, how long
will it take?

What, if any, are the | Free service
costs for accessing
the service?

What documents | -Payment by OP:
are required? 1. From service provider (external)
Purchase order
Contract
Delivery note
Notification letter
Invoice with bank account
If exempted from any taxes, please attach evidence
2. From Procurement Officer (internal)
a) Requisition note
b) Minutes of Internal Tender Committee
-Payment by cheque: All those documents could be required or less
depending on the nature of payment

What IS the | -Submit your invoice accompanied by above documents in the
procedure? central secretariat;

-The central secretariat will process the invoice to the Administration
and Finance Unit through the budget officer;

-After two days you can call or visit the Director of Administration
and Finance or the Accountantto  verify if your invoice has been
verified, registered and paid (or in process of being paid) {This step
is optional}

-Payment will be prepared by Accountant, transmitted to DAF
Where verification and signature are required, then the file will be
transmitted to the Budget officer(DG) for final signature  and then
after to BNR for effecting the payment unto account of client if it is
OP or to the client if it is a cheque.

What, if any, other | None
institutions do |
need to visit to
access the service?
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(Eg. for payment of
service costs or to

get additional
documents)
Is there a complaint | Complaint can be addressed to the Director of Finance Unit/ and
procedure? when not solved contact the Head of Corporate Services Division
and if not solved contact DG of REB.
REB will address the complaint within 1 to 7 days depending on the
nature of the complaint.
Is there any | Always visit REB website: www.reb.rw for information. For
additional further information call on this telephonenumber: +250 255121482,
information Toll Free 3020 during office hours.
regarding this

service that is useful
to know?

Available forms None
Relevant legal | Law N° 12/2007 of 27/03/2007 on public procurement, Ministerial
documents order N° 001/08/10/MIN of 16/01/2008 establishing regulatuions on
Public Procurment and standards bidding documents.
Date..................
Approved by

Janvier . GASANA

Director General of REB

Rwanda Education Board, Stadium Road, Remera P.O. BOX 3817, Kigali, Rwanda; e-mail: info@reb.rw; website: www.reb.rw

48



mailto:info@reb.rw

