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MKATABA WA UTOAJI HUDUMA ZA UMMA CITIZEN’S SERVICE DELIVERY CHARTER
N Hud ' tol Mahitaji Gh Mud hud SO
a | Tudima inazotolews anttast aramsa Hda wa htauma S/No. | Service/Good Requirements to Obtain Service Timeline
1 Kupiga simu na kuuliza Hakuna Hakuna Sekunde 40 Service/Good /Good (-If any-)
maswali malipo
: 1 Handling of Telephone None Free 40 seconds
g
2 | Kutaka kujua mambo ya Hakuna Hakuna Kindani: siku 3 za kazi Enquiries
Kindani malipo Nje: Siku 7 za kazi
Barua pepe, ujumbe fupi, 2 Hand_ling of Internal/External None Free Internal: Within 5 working days
3 Maswali ya mawasiliano Hakuna Hakuna siku 1 ya kazi Enquiries External: Within 7 working days
malipo Kindani: siku 1 ya kazi Emails, SMS and WhatsApp:
Nje: Siku S za kazi 3 Correspondence Enquiries None Free within 1 working day
Jaza fomu ya maombi ya kozi ya Internal: Within 1 working day
(N3hE0| External: within 5 working days
akala za -
4 Maombi ya kozi  Hati ya matokeo ya KCPE Hakuna Kwa muda wa siku moja : Zglpﬁ?czt(i:oon”?gfmcourse
 Hati ya matokeo ya KCSE malipo S
X Kitan):bulisho chayTaifa P 4 Application of Courses e KCPE Result sup Free Same day
*Cheti cha kuzaliwa o KCSE Resultslip
Ushahidi wa sifa za awali e Evidence of prior qualification.
= Uandikishall wa wanafunzl | Kulipa karo Hakuna Ndani ya siku hiyo ya 5 Trainees Admission Meitr?ri:r?&ege admission Free Within the same day of reporting
Kukidhi mahitaji ya kujiunga na malipo Kuripoti d
chuo
0 Trainee Skilling and Training Termly registration and class Free Ministry of Education guidelines
6 Ujuzi na mafunzo ya Usaijili wa muda na mahudhurio Hakuna Mikakati ya Wizara ya attendance
wahitimu malipo Elimu
14 Administration of Internal As per the Academic Policy Free As per the internal examination
V4 Utawala wa majaribio ya Kulingana na sera ya kitaaluma Hakuna Kulingana na ratiba ya Examination timetable
Kindani malipo mitihani ya ndani
5 | | | | - 8 Issuance of Internal Academic Sat for end term examination Free 2 weeks after release of
3 Utoaji wa nakala za ndani Mtihani wa mwisho wa muhula Hakuna Wiki 2 baada ya matokeo Transcripts examination results
za Kitaaluma malipo ya mitihani
- L . . s » . . . Registration of External Full payment of examination fees Free At least 4 months before the
9 Usajili wa mitihani ya nje Mahitaji ya mitihani ya nje Hakuna Angalau miezi minne 9 e nat Ext | at . t dat
malipo kabla ya tarehe ya Xamination xternal examination requirements exam date
mtihani
Mtokeo ya kuingizwa: Result slip: 7 days after release
: | - Hakuna siku 30 baada ya 10 Issuance of External Result Fee clearance Free of results
10 | Utoaji wa nakala za nje za | Kibalichaada malipo matokeo ya mtihani Slips and Certificates Duly filled clearance form Certificates 18 months after the
Kitaaluma Fomu ya idhini/kibali Vyeti: Miezi 18 baada ya release of results
matokeo ya mtihani
11 Kupokea ada na utoaji wa Hati ya kuweka benki Hakuna Kwa muda wa siku moja 11 Rfelgelpt.o![’ Fees and Issuance Bank deposit slip Free Same aay
risiti malipo OT RECEIPLS
Kwa muda wa wiki 4 | - |
12 | Kiambatisho cha wanfunzi | Malipo kamili ya ada Hakuna kulingana na sera za 12 Attachment of Trainees Full payment of fees - Free Within 4 weeks as per Industrial
(Masomo ya viwandani) Kupita mtihani wa muhtasari malipo Kiambatanisho ya Passed summative examinations Attachment Policy
viwandani
. . FRUINEL S TISERRCATTRG JUS SDMRSITCmIT] NS/ D, SnTs 13 Assessment of Trainees Duly filled attachment information | Free As per the Industrial Attachment
13 Tathmini ya viwanda ya Anaglau wiki 6 za masomo ya Hakuna Kiambatanisho ya ¢ Poli
wanafunzi viwandani malipo Kiwandani SELE] Sl
| TUMEWAJIBIKA KUTOA HUDUMA KWA UADILIFU NA UBORA WE ARE COMMITTED TO COURTESY AND EXCELLENCE IN SERVICE DELIVERY
Huduma/bidhaa yoyote inayotolewa ambayo haiambatani na viwango vilivyo hapo juu au afisa yeyote ambaye Any service/good rendered that does not conform to the above standards or any officer who does not live up to
AT SIS YA LRITIOVICRYIS TiH AOMAIE WAFLS S ONGLT T IURILITIN TTHSEMSEMNS SSIITIOTRI, S commitment to courtesy and excellence in Service Delivery should be reported to:
Mkuu wa Chuo, Katibu wa Tume/Afisa Mtendaji MKkuu,
MATHIRA TECHNICAL & VOCATIONAL COLLEGE, Tume ya Haki ya Utawala, Ghorofa ya 2, The Principal, The Commission Secretary / Chief Executive Officer,
P. O. Box 1785 - 10101 KARATINA. West End Towers, Wailyaki Way, Nairobl MATHIRA TECHNICAL & VOCATIONAL COLLEGE, Commission on Administrative Justice,2nd Floor,
Simu: 0720-772225 P.O Box 20414-00200 Nairobi. P. O. Box 1785 — 10101 KARATINA. West End Towers, Waiyaki Way, Nairobi
Barua pepe: principal@mathiratechnical.ac.ke Simu: +254(0)20 2270000/2303000 Tel: 0720-772225 P.O Box 20414-00200 Nairobi.
Barua pepe: complain@ombudsman.go.ke E-mail: info@mathiratechnical.ac.ke Tel: +254(0)20 2270000/2303000
Email: complain@ombudsman.go.ke
HUDUMA BORA NI HAKI YAKO




