SERVICE CHARTER

Shaping Creativity and Innovation

VISION MISSION CORE VALUES
A market leader in the provision To produce competent Human Resource o gl & Social Res
& [ntegrity W Team Work

of Top-notch Training, Research for Sustainable Development
and Innovation

W Professionalism & Equity

Y —— I T

Response to Enquiries Call/WhatsApp/SMS/ Visit/Email Free within a day

2 | Response to Correspondences Written correspondences Free Within Seven (7) days

3 | Processing of Application for Admission Du"f fllled appllcatlo-n for.m with copies of relevant Free One (1) day
certificates and testimonials

-Duly completed admission letter i .
Prescribed training

4 | Registration as a Trainee -Original and certified copies of birth . 30 minutes
ees
and school certificates, ID card and other testimonials
-Register as a trainee Prescri rainin Prescri n
5 | Delivery of Training Programmes g - o escribed training escribed contact
-Attend all classes and training activities fees hours
6 | Feedback on Internal Examinations Sit for all examinations Relevant training fees | Three (3) weeks
-Be a registered student
7 | Registration for External Examinations | -Clear institute fees Prescribed training & 30 minutes

-Meet all requirements of the examination body exams fees

-Duly completed clearance form

-Availability of results from examination body i=s =0 TS

8 | Feedback on National Examinations

) Submission of relevant procurement documents

9 | Payment to Creditors . . Free 30 days
(LPO/ LSO, Delivery note, Invoice)

-Purchase of pre-qualification/tender documents

10/ Procurement of Goods and Services -Compliance with the procurement and Disposal Free 30 days

Act and Regulations

Response to Public Complaints or

11 Formal submission of a complaint Free Within seven (7) days
Complements

OUR PARTNER INSTITUTIONS
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1SO 9001:2015 CERTIFIED INSTITUTION

You have a right to Quality Service

info@siayainstitute.ac.ke info@ombudsman.go.ke
www.siayainstitute.ac.ke




MKATABA WA HUDUMA

Kutokeza Ubunifu na Uvumbuzi.

Asy I

Shaping creativity and lnnoya,,-”"
- —

SIFA ZA MSINGI

@ Wajibu wa Kijamii
& Ushirikiano
& Usawa

MALENGO

Kutokeza Wafanyi kazi Wenye ubunifu, na
wenye ujuzi maalum wa kukabiliana na
changamoto za utandawazi

MAONO
Kuongoza katika kuweka mwelekeo,
kwa kuandaa mafunzo, utafiti na ubunifu
wa hali ya juu zaidi katika eneo

& Ubunifu
- Utimilifu
& Utaalamu

HUDUMA JUKUMU MALIPO (KSHS) MUDA
1 Kujibu Maswali Kyplga 5|mu/_ Kuwasiliana Kupitia WhatsApp / Hakuna malipo Ndani ya siku moja
Ujumbe mfupi / Kuzuru / Barua-pepe
2 | Kujibu Barua Andika barua Hakuna malipo Ndani ya siku saba
5 Kushughulikia Maombi ya Kuandikishwa| Fomu ya maombi ili- yojazwa kikamili na nakala za Hakuna malipo Siku moja (1)
vyeti na ushuhu- da mwingine
- Barua iliyojazwa kikamili ya kuandikishwa
L . . - o . . Ada ya mafunzo .
4 | Kusajiliwa Kama Mwanafunzi - Nakala za asili na zilizothibitishwa za vyeti vya kuzaliwa, iliyotajwa Dakika 30
vya shule, kitambulisho cha kitaifa na nyinginezo
S Jiandikishe kama mwanafunzi Ada ya mafunzo Saa za mawasiliano
5 | Uwasilishaji wa Programu za Mafunzo i . . i . . .
Hudhuria madarasa yote na mafunzo yaliyoandaliwa iliyotajwa zilizotajwa
6 Majibu e Mitihani Inayoandaliwa Ndani Fanya mitihani yote HER TEHEe G Majuma matatu (3)
ya Taasisi mafunzo
- T -Uwe mwanafunzi aliyesajiliwa
sajili kwa Ajili ya Mitihani s - Ada iliyotajwa ya .
7 | Inayoandaliwa nje ya Taasisi Lipa ada zote za taasisl mafunzo na mitihani | D2kika 30
“Fikia matakwa yote ya baraza la mitihani
-Fomu iliyokamilika ya kumalizia
8 | Majibu ya Mitihani ya Kitaifa -Uwezo wa kupata matokeo kutoka kwa baraza Hakuna malipo Dakika 30
la mitihani
. - Uwasilishaji wa hati husika za ununuzi (LPO / LSO, . .
SH PLELEOL N bt Hati ya Uthibitisho wa uwasilishaji, Invoisi Haianainaling il ey
-Ununuzi wa hati za kuhitimu/ hati za zabuni
10| Ununuzi wa bidhaa na huduma - Kuzingatia Sheria za Kikatiba za Ununuzi na Utupaji na | Hakuna malipo Siku 30
Maagizo
11 t:lj;bsjmmn?fljalamiko au pongezi kutoka Kuwasilisha malalamiko kwa njia rasmi Hakuna malipo Ndani ya siku saba(7)

MASHIRIKA TUNAYOSHIRIKIANA NAYO
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. ISO 9001:2015 CERTIFIED INSTITUTION
Una Haki ya Kupokea Huduma Bora

info@siayainstitute.ac.ke
www.siayainstitute.ac.ke

info@ombudsman.go.ke




