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1. AN OVERVIEW OF THE KENYA INSNTUTE OFADMINISTRANON

r.t oRtGtN:

The Kenya lnstitute of Administration (Kl.A.) was established in
1961 to prepare Kenyans to take over the running of the public
service from the colonlal clvll servants who were to depart bllowing
independence. The lnstih.rte was able to surmount thic challengc
such that by the end of 1904, most of the adminisfrative and
executive positions were held by local people.

The Adu Commlttee was set up ln July, 1964, to review and
rederfine the new mandate of the lnstitute, following the successful
accomplishment of the earlier one. The Adu Committee saw
training as a career-long activity and mandated the lnsttt.tte to
continue training public servants for the improvement of fob
performance.

The lnstitute has, therefore, continued to offer training malnly for
the publlc service, with the training programmc deslgned to meet
the challenges of development. Wth time, the lnstitute's ac'tivities
have expanded to incorporate research and corrsultancy and the
clientele to include the private sector.

7.2 MANDATE:

The mandate of the K.l.A., therefore, is to promote national
development by providing relevant training, consultancy and
research services to the public sector and the prtvate sector. The
cunent challenges facing the pblic servlce demand a leaner, more
results-oriented cadre of public servants who have vision about the
national requirements. The K.l.A. faces the challenge of assisting
in moulding such officers, whlle at the same time generating
resources to contribute to its upkeep.

1.3 ORGANEAflON, STRUCruRE AND GOVERNANCE:

The K.l.A. is a maior training arm of the Directorate of Personnel
Management in the Office of the Presldent. The Principal ls the
chief executive and direct operating officer of the lnstitute and
reports to the Permanent Secretary/Director of Personnel
Management. lntemally, the lrstittile is structlred lnto six training
departments, designed largely by function, i.e.
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Administration and Management;
Accountancy and Busineis Studies;
Communication;
Regional and Urban Studies;
Research and
Audio Visual Services

These departments are adminlstratively under heads of
departments reporting to the Principa!. Each deparUnent has
lecturers reporting to the head. Each department deslgns and
offers training programmes distinst to its mandate, drawing on lts
own resources and those of the lnstitute.

The lnstitute also has the Library Services Department headed by
the Librarian and the Administrative services department headed
by the Administrative Secretary and under which the functions of
finance, supplies, catering, sports, tansport, office servlces and
general administration fall.

1.4 APPROACH TO TRAINING, RESEARCH AND CONSULTANCy:

The lnstittie offers programmes for senior and top management
levels of the public and private sectors. Training programmes are
determined by need, and the lnstitute regularly canies out training
needs assessments to ensure that the programmes it offers are
relevant and responsive to the requirements of the ctient
organizations. New programmes are designed as the needs
determine while ongoing ones are continously being revised.

ln 1993, new programmes were designed and mounted by the
lnstitute as follows:. Population Management Seminar. Computer Applications for Population Proiect Managers. Senior Police Officers Management Course. Training of Trainers Programmes offered in modules of. Training Policy and Management Workshop. Training Needs Analysis Workshop; and. Training Methodology Workshop
These prograrns continued to experience satisfac'tory demand
during the first half of 1994. The Computer Application to Record
Management Course was also mounted durlng the lirst half of
1994.

a

a

a

a

a

a
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During 1994/95 Training Yoar, new activlties will include the
following:

Training Needs Analysis to be carrled out for the French
Language Course. lt is hoped that the outcome of thls
activity will be more specific client and need based tainlng
programmes in the French Language.

a

a

a

a

a

a

a

Mounting the following new training programmes:

Flnancial Reform and Poliry Seminar
Management Development Programmes for Women
Managers.
Prcriect Monitoring and Evaluation Seminar
Prcriect Planning and Proposal Writing Seminar

Re-lntroducing a revised and revamped Senior Finance
Managers Courses targetted specifically to parac{slng
Accountants in the Public Service.

Reviewing the curricula of the Senior Management and
Kenya Staff College Seminars and the Proiect Development
and Management Course with a view to updating them as
well as lncorporating population management as a core
module.

The approach to training involves drawing from the experience and
expertise of the participants as an important input. Participants are
encouraged to exchange views, with the lecturer ptaying the role of
facilitator. Concepts are therefore discussed in the context of the
practical experience of participants thus facilitating on the spot
critique of such concepts and theories. A crucial aspect of the
lnstitute's training approach is the evoh.rtion of relationships and
consequent networking among participants. It is the view of the
Kl.A. that such relationships present ready reference groups and
contibute to effectiveness when participants go back to their
organizations.

tn addition to training, the lnstitute offers consultancy especially in
the field of training design and implementation. lt is planned that
during the 1994/1995 Trainng Year the lnstitute wil! be more
aggressive in marketing its consultancy capability with the view to
enhancing the contribution of this portfolio to its activities.

a
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An added emphasis is on the outreach programmes that involve the
lnstitute's professional staff conducting ln-house training
programmes ln an organization's premises.

The lnstitute ls also involved ln researdr activities whose outcomes
soryo as vital information for the training programmes.

The lnstltute has, wlth effect from 1994 calendar year, adopted the
govemment fiscal year (July to June) as its operating calendar.
This is the first training progranme covering a complete fiscal year,
1994/9s.

1.5 NEW INSTITUTIONAL STATUS AND MANDATE:

It is envisaged that during 199ry95 Fiscal year, the lnstit'tte wil!
alisums a new instiMional status which will involve granting it some
autonomy to operate as an agency. When the enabling legislation
is put ln place, the lnstitr.rte shallbe governed by a Council headed
by a Chairman, with the day to day operations belng discharged by
a senior management team headed by a Director. The lnstitute's
mandate shall extend to the private sec'tor, parastatals, local
authoriUes and any other client and it shall be expected to generate
renenue for its upkeep with the goa! of attaining self-sufficiency ln
four years.

The new institr.rtional status shall pose new and serious challenges
of ensuring that the 'products' offered by the lnstitute are moro
need-driven and relevar$ to the customers. The lnstittte shal!
therefore orient itself in tems of formulating strategies for achievlng
financial self-sufliciency. There will be need to become markst -

oriented and establish financia! control systems that will ensure
erfliclency and accomtabihty. We ln the lnstitute are ready to face
these challenges and are pepared to undergo the necespary
'mental'changes. ln doing this we shall rely on the goodrill of our
customers and we pledge to glve them the best service possible in
the three arealr of the lnstitute operation, namely training, research
and consultancy. We shall be more pro-active in our apProach and
we shall rely on thelr support.
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I.6 1994105 TERII DATES:

The l90e/10$ Trelnlng Year rhall have thc lollotylng Tcrm
dater:-

Term ll

Term lll

Term I

Term ll

Term lll

t9e{

teor

t0D3

tecr

t905

- 2nd ilay - 290r July, 10e{

- sth September - 2nd December, 199{

- 9ffi January - 313t llarch, t0e6

- 2nd lley - 28fi Juty, 1995

- 4th September - lrt Dccembcr, 1e05

1.7 FOR ENOI'IRIE8:

For allyour crqtdrioc in trainlng, reecarcfi end conedtancy, pfrcarc
contact:

The Prlnclpal
Kenya lnstltute of Admlnlftraton
P. O. LOWER KABETE

Telephoncz Ai2 - 58231t
Fex ([l - 582300
NAIROBI

STAFF IN THE PNNSPAL'S OFHCE

l. ln Tltut J. K Grlrgiro

2 ls.llancyW.ltuanla

3 lt Agnrl lrlken

Acflng Pt ndprl

Prlnclptl'e Percontl
*aewy
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llr Gaylotd Avdt
Permanent Secretary/Dlrector of Personnel Management,

Addresslng the Press after openlng a Tralnlng ol
Tralners Workshop lor Early Retlrees at the

Kenya lnstltute of Administratlon
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2. MANAGEMENT DEVELOPMENT PROGRAMMES FOR
WOMEN MANAGERS

2.1 INTRODUCTION

A number of initiatives have been made to enhance the woman
manager's capacity to work towards and within the upper reaches
of organisations. The fact that such endeavours have not
substantially altered the position of women in these organisations
points to the pernicious nature of the problem and demands a
conilnuous, systematic and multi-pronged approach to it. The
gender question is high on the national agenda for development,
since it is one of the key issues in the 1994-96 Nailonal
Development Plan. lt is in the light of this that the Kenya lnstitute
of Administration (KlA) proposes to offer four specially designed
programmes, in 1994, to enable women managers to become morc
effeclive and also to help them facilitate the development of other
women in their areas of jurisdiction.

2.2 TITLE: WOMEN EXECUTIVES (WER SEMINAR

Oblectlves:

By the end of the seminar, the women executives should be able
to:-

ldentify and address their development needs, using
diagnostic and experiential approaches;

acquire and/or reinforce their personal and managerial
skills;

update their knowledge on current developments in
managing work units;

identify and manage gender-related issues within their
organisations so that they become more effective in their
professional roles;

acquire information on the role of technical skills in effective
management.

a

a

a

o

a
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Content:

The WEX seminar will explore the following areas:-

The cultural context in which women executives live and
work; their multiple roles which lead to conflicting demands
and expectatlons;

Management principles and practices with emphasis on
women executives perspectives and concems;

Women executives'competencies in managing work units;

Gender lssues and their impact on career development of
the women executives;

Managing information for planning and control with
emphasis on managing information systems
(MlS), computer appreciation and data
processing.

Methodology:

Self-disgovery and experiential methods;
Small group planning techniques;
Gender bias example by each pafticipant;
Self-assessment exercises ;

Plenary sessions.

Target Group:

Senior managers from public and private sectors.

DuratlorVDates:

WEX NO.1F4: 25th to 29th July, 1994 (5 days).

Mode of Appllcation:

Applications should be made to the Principal at least one month
before the commencement of the seminar.

a

a

a

o
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2.3 TITLE: WOUEN PROJECT MANAGERS (Wptrt) SEiltNAR

Oblec'tlver

The semlnar ls designed to asslst women prolect managers to
lmplement quality prdects on tlme and accordlng to thc budget.

Speclllcally, the semlnar seeks to:-

. Facllltate the analysls of the prolect proocss;. Provlde a framework agalnst whlch the woman prolcct
manager can appraise her profects;. Develop among women prolect managers sklfls that arc
critlcal to successful prdect work;. Enable the woman profect manager explore different ways
of accesslng human resources who are sHlled ln pr{ec.t
management.

Content:

. Introductlon to prolect management;. Crfterla for ldentlilcaton, appralsal and declslon maklng,
mechanism for implementration, monitorlng and araltatm;. Developnient and delivery of projects;. Prdec,t documentation;. managing human and other resourcc;. Management of lnformation Systems;. Continuous quality improvement (Cel);. Negotiations.

llethodology:

Case studles to relnforce the prolect messags
Group work
Plenary sesslons

Target Group:

Women prolect managers from pubtic and private sectors.

DuratlolVDates:

WPltl NO. 1/95: 26th to 30dt June, 1995 (5 dayr).

a

a

a

91994195 Traioing Prognmmc



llode ol Appllcatlon:

Appllcations should be made to the Principal at least one month ln

advance.

2.4. TITLE: WOMEN tN BUSINESS (WlB, SEMINAR

Thc semlnar ls deslgned to provide women ln business wlth
lncreased capacity ln managing thelr buslnesses eflldenty and

effectively.

Its oblcctlvss arc to:-

. Equlp the women ln buslness wlth the knowledge and skllls
requlred to manage a buslness competenUy;

. Prolldc aforum forthe partlclpants to share experlences on
how they plan for a buslness; how they chart out thc
buslness oblectives and how they measure the performance

of the buslness;

. Equlp the particlpants wlth skllls In record and financlal
management.

Gontent:

Plannlng: target setting, strategllng and coplng wlth
unccrtalnty;
Flnancc: managlng cash f,ows, flnanclng the buslness,
productng financlal statements, prlcing and debt
management;
Marketlng the buslness and lts products, dealing with
competitlon, reporting performance
Proposal writlng;
Setting and achlevlng delivery levels;
Developlng supportive networks, and loining cooperative
systems;
Negotlating and buslness ethics;
Managing change and time;
Coping with stress;
Developing assertive skill.

a

a

a

a

a

a

a

a
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2.5.

Methodology:

Experiential methods, Iectures, case studies, buslness simulatlons,
group tasks, peer learning and plenary sesslons.

Target Group:

Women in Business from public and private sec'tors.

DuratlorVDates:

WIB NO. 1/95: 27th February to 3rd March 1995 (5 dayr).

Mode ol Appllcatlon:

Through the Principal at least one month before the semlnar
commences.

TITLE: TOP WOMEN LEADERS GWL) SEMINAR

Oblectlves:

The seminar is designed to:-

lmprove the participants' leadership and declsion maklng
skills for the success of the organizations that they lead.

Enable the women leaders to prac'tise some o, tho
leadership skills.

Provide a forum for the participants to identify and dlscuss
the differences befireen management and leaderchlp.

Pin pointto the participants the various ways of uslng Powor
effectively, with emphasis on the power of vision.

Enabte participants to recognise the lmportance ol
presentation skills in leadership.

Analyze the participarils' ways of handllng conflict, and to
assess the impact of their prefened styles.

a

o

a

a

a
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Content:

An update on tre concept of leadership.
The atttudes, skllls and knowledge (ask) attrlbutcs thet
promote effecllve leadershlP.
Faqtors that cause people to reslst changc and how to
mlnlmlze them.
Thc power of vlslon and lts offect on leadershlp.
Cmmunlcaton styles and thelr lmpact on leadershlp.
Bulldlng blocks of team development.
Speech outllnes and speech wrltlng.
Presentatlon skllls.
Assertlve behavlour.
Total quallty managemcnt FA$ as lt applies to lcadcrshlp.

llcthodology:

Lecturss
Group discusslons
lndlvldual presentatlons and fu edback
Self-assessment exerclses
Plenary sesslons

Target Group:

Women who are leaders of varlous organlzatlons in thc county

DurdolVDates:

To be announced later ln a separate communication.

TWL NO. 4 dayr.

Method of Appllcatlon:

Through the Principal a month before the seminar beglns.

a
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Mr. Gaylord Avedl, Mrs. Julla Oflambo,
Mr. Tltus J. K Gateere and Ms. Nlokl Kahlga

during the Opening of a Seminar for Senior Women Managers,
Kenya lnstitute of Administration - April, 1994.
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3. DEPARTMENT OF ADMIN TION AND MANAGEMENT

3.1 INTRODUCTION:

The Department of Administration and Management (formerly the
Department of Pubic Administration) was created with the setting
up of the Institute in 1961, with the express mission of training
Africans to take over from the colonial administration. The
department has evolved over time and todate, while still offering
courses which are a requirement for the administrative officers'
scheme of service, also runs management courses for senior and
top levels of the Public and Private sectors. The department has,
in the recent past, also developed courses in Policy Analysis with
a view to enhancing capacity for improved implementation of policy
for senior officers in the public services. A training Programme
specifically for parastatals (Public Enterprises) managers has also
been designed and mounted in the last four years. The Senior
Police Officers course for Superintendents and Senior
Superintendents was launched in 1993, thus renewing the
traditional association between the lnstitute and the Police
Department.

3.2 TITLE: UANAGEMENT OF PUBLTC ENTERPRISE (MPE)
SEMTNARS:

Oblectlves:

The Management of Public Enterprise Seminars aim at equipping
the managers of public enterprises with knowledge, skills and
appropriate attitudes necessary in enhancing their contribution to
the etfectiveness of the organizations in which they work.
Specifically at the end of the seminars, participants are expected to
be able to:

understand the basic concepts of management and its
dimensions and how these apply in their organizations;

demonstrate etficiency and etfectiveness in managing their
organizations;

play their part and be sensitive to the need for public
corporations to be results oriented.

o

a

l4

a
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Target Group:

The seminars are targeted to senior and middle level managers of
public corporations i.e.

Heads of Departments,
Branch Managers and
Functional Managers.

with at least two years experience ln manageria! positions.

Content Areas:

The seminars will address the following content areas:

Kenya's national goals and objectives;
The publlc enterprise and national development;
Statutes of public enterprise;
Concepts, processes, functions and principles of
management;
Developing team work and group dynamics;
Human resources management;
Public and customer relations in public enterprises;
Negotiation skills;
Marketing in public enterprises;
Financial Management;
Supply and materials management;
Project planning and management in public enterprises;
Data and information management;
Total quality management.

Methodology:

The seminars are participative in orientation and use such adult
training methods as:

lectures and guided discussions;
case studies;
role plays;
films and videos;
field exercisefuisits

a

o

a
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DuratlorVDates:

Each seminar will last four (4) weeks and the dates will be as
lo!!ows:

MPE NO.8/95
MPE NO.9/95

9th January - 3rd February, 1995
2nd - 26th May, 1995

3.3

a

Nomlnatlon and Appllcatlon:

MPE semlnars willstrlctly enrol 20 (twenty) participants shortllsted
and selected on a ffrst come first served basis. Organizatlons are
advlsed to fonrard the names of their nominees at least two months
beiore the commencement of the seminars. Nomlnations should be
sent to the Principal, Kl.A.

TITLE:

Oblectlves:

sENroR MANAGEMENT SEMTNAR (SMS):

The Senlor Management Seminar aims at meeting the followlng
objectives:

Facilltating the enhancement of management and
admlnistratlon capabilities of the particlpants for national
development;

Providing the participants with a general understanding of
the processes, strategies and instruments of policy
formulatlon and how these policies are converted lnto plans,
programmes and proiects through the process of declslon-
making;

Enhancing participants' understanding of the mutually
supportive roles of interpersonal and inler-departmental
relations;

Exchanging views of some of the factors which have
significant impact on private sector management and
administration practices in Kenya.

a

a

l6 Kenya ImtiNte of Administration



Target Group:

District commissioners, Under secretaries and senior Assistant
Secretaries; Lieutenant Colonels and Majors of the Armed Forces;
Assistant and Senior Assistant Commissioners of police and
Prisons; Chief Officers of maior local authorities and Clerks to
councils of the smaller ones; middle level executives and managerg
in the private sector and state corporations (departnentallfunctional
managers) and professional and scientific personnel in ministries
and provinces in Job Groups 'M'and 'N'.

Content Areas:

The seminar will cover conceptual and practical issues relating to:

. Public policy and the political process ln Kenya;. Development goals and strategies;. Concepts and practices of management and administration;. Organization theory and behaviour;. Management of human resources;. Public Finance;. Supplies and procurement management;. Project planning, implementation and evaluation;. Development implementation and evaluation of strateg;y

Methodology:

Participative methods will be used including lectures, guided
discussions, case studies, role plays, filmsfuideos and field visits.

Duratlon/Dates:

SMS NO. 95/94 (4 weeks):
SMS NO. 96/95 (4 weeks):
SMS NO. 97195 (4 weeks):

4th - 29th July, 1994
6th - 31st March, 1995
3rd - 28th July, 1995

Method of Applicatlon:

Nominations should be sent to the Principal, K.!.A., so as to reach
him at least three months before the seminar starts.

1994/95 Training Programme t7



3.4 TTTLE: KENYA STAFF COLLEGE SEMINAR (KSC) NO.

The Kenya Staff College Seminar is the senior most scheduled
programme run by the lnstitute and dms at meeting the following
oblectives:-

. Enabting participants to develop a comprehensive view of
Kenya's development philosophy and current policy goals;

Assisting participants to improve their analytical capabillty
for the management of change;

Updating participants with the principles, ooncepts and
practices of management;

Facilitatlng discussions and exchange of vlews on cunent
thinking and practices in management;

Providing a forum for exchanging ideas and experien@s
and the management of team work among the padicipants.

Semlnar Contents:

Development goals and obiectives;

a

a

a

a

a

a

a

a

a

a

a

a

Policy analysis;

Specific policy issues in Kenya: employment educational,
structural adjustment Programmes etc.;

Kenya's foreign policy;

Management and administrative challenges in the 1990s
and beyond;

Management of state corporations;

Management of change;

l8

Institutional building, etc.

Kenya lmtinrtc of Administration



Target Group:

Top executives from both the public and prlvate sectors who havc
responsibilities for policy analysis, implementailon and evaludlon.
Specillcally, participants are drawn troin ttre following tevels: Deputy
secretaries and above from central Governmlril and ilrer
equivalents ln Job Groups 'p" and "e'; colonels and Brigadlers of
the Armed Forces, Managing Directors, General Manalers and
their equivalenb from the private sector and parastatal-sectore,
Deputy and Senlor Deputy commissioners of police and thc
Prison's service and chlef Executives of maior local authorlties. lt
is preferred that applicants to this seminar should have attended
the senlor Management seminar run by the lnstitute or an
equivalent training programme.

Duratlon:

a

a

a

a

a

The Kenya staff college seminar No.10/94 will last fiour weeks and
will be held from 17th October to 4th November, 1994

Methodology:

Lectures and Discussions
Case Studies
Role plays
Films, Videos
Field Exercise/Trips

Method of Appllcatlon:

Nominations for the seminar should be made direct to the principal,
Kl.A., so as to reach him at least three months before'its
commencement.

3.5 TITLE: ADMTNISTRATIVE OFFTCERS (A.OS) INDUCTION
COURSES

Obfectlve:

The main objective of the induction @urses is to famillarlze the
newly appointed/recruited administrative officers with the working
and operational philosophy of the public service to enable thera fit'
on deployment.

1994/95 Training Pmgramme l9



Course Content:

Participants wil! be given an overview of the following:

national goals and national philosophy;
functions of government;
legal aspecls of administration;
public policy-making in Kenya;
national development strategy;
elements of public finance;
public procurement;
personnel administration;
the adminisrative and management Process;
essentials of field administration; introducting change:
administrative reform.

Target Group

Newly appointed/recruited District Officers and Assistant Secretaries
falling under the Administrative Otficers' scheme of service.

DuratlorVDates:

The Adminjstrative Officers' lnduction Courses last four weeks.
Dates will be announced when the courses are due.

Method of Appllcatlon:

Nominations are made by the Permanent Secretary in-charge of
Provincial Administration and lnternal Security, Office of the
President.

3.6 TITLE: ADVANCED PUBLIC ADMINISTRAilON (APA) COURSE

Oblectlve:

The main objective of the APA course is to equip the participants
with critical skills, knowledge and attitudes with a view to enhancing
their managerial and administrative effectiveness in their role as
coordinators of government activities for national development. The
course is skills oriented and aims at preparing the officers for the
challenges they will face as they move to higher responsibilities.
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Target Group:

District officers and Assistant secretaries I and ll's who havc
worked for at least four (4) years.

Course Content

Administrative and management skills;
Politics and development;
Environmental management;
Proiect development and management;
Public finance;
Law;
Supplies management;
Communication skills;
Management information systems;
Kiswatrili;
Overview on contemporary and publlc policy issues;
lntroduction to the use of computers.

Participants will also write a Research paper whlch ls
developed during the one-month tield attachment.

The course ls examlnailon-based and a csrilftcate oJ
achlevement ls award

Methodology:

Lectures, discussions, exercises and field visits.

Duratlon/Dates:

APA NO. 421942 (5 months)
Sth September, 1994 - 3th February, lg95

APA NO.43/95: (5 months)
2nd May - 29th September, 1995

Method of Appllcation:

Nominations for this course are made by the permanent secretary
in-charge of Provincial Administration and rnternat security, oflici
of the President, and they should reach the principal, Kt.A.; at least
three months before the course commences.
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Mr. G. Mbaka
Deputy Secretary,

Office of the President
Closing Advanced Public Administration Course No. 4?94
on 26th May, 1994 at the Kenya lnstitute of Administration
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3.7 TITLE: POLICY ANALYSIS SEMINARS (PAS):

Obfectver:

The obfecUves of the seminars are:

To enhance the participants' understandlng of the proces
of public pollcy formulation, implementatlon and evaluatlon;

To define and explain the substance and content of publlc
pollry and lts various llnkages;

To create a capacity to handle poliry analysis issues at
work.

Target Group:

The Seminar ls designed for officers of Senior Assistant Secretary,
Under Secretrary and Deputy Secretary levels and thelr professlonal
and technlcal equlvalents in the ministries and other publlc
organlzatons, whose responslbilities entail public policy analysls ln
thelr respec{ve areas of operation.

Semlnar Content:

Definltlon of publlc poliry;
Theorles of publlc policy;
Models of publlc policy;
Formulation and adoption;
lmplementation and evaluation of public policy.

llethodology:

Lectures, exercises and guided disctissions

Duraton/Dates:

The Semlnars are scheduled to tast two weekt each and ln
1994/1995 Trainlng Year will be mounted as follows:

a

a

a

a

a

a

a

PAS NO.10/e4
PAS NO.l1/e5
PAS NO.1Z95

21st November - 2nd December, 199{
13th February - 24th February, 19O5
26th June - 7th Juln 199{i
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llethod ot Appllcailon:

Appllcatlons should be sent to the Prirclpal, Kl.A, d lcad two
months bsfore the semlnar begins.

3.8 TITLE: SENIOR POLICE OFFICERS IIAT{AGEIIEI{T
€POUC) COURSES

Obfccilver:

Thc coursc ls deslgned to meet the followlng o{rtlvc:

to cqulp pollc-c offfcers wlth the rcqulsltc managcmcnt rkllb
and knowledge and asslst thsm ln thc dwclopmcnt d
attitudes nscessary for discharglng thclr dutes cffcctlvcly
and cffrclenUy ln a dynamic cnvironmcfi

to develop awareness of thc erMronmental iactorg whlcfi
havo bearlng on police operatlons;

to facllitate the necessary envlronment for mutual cxdtrngt
of ldcas betwecn uniformed and clvlllan fficcn;

Tergct Group:

Thc oourco ls deslgned for Supedntendents and Scnh
Superlntendents of Pollce and thelrnon-unlformcd collcaguc lnthc
Pollcs Force.

Couruc Content:

The course wlll cover the followlng modules:

General management;
Government and Law;
Publlc Finance and Supplles and Materlals Managc,mcnt;
Pr{ect Management;

llethodology:
Lccfiires, case studies and gulded discusslons.

a

a

a

a

a

a
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DuratlorVDates:

SPOMC NO. Z9c (6 weeks):
5th September - l4th Oc,tober, l9O4

SPOMC NO.3/95 (6 weeks):
2nd May - 9th June, l99S

Method of Appllcailon:

Participants are nominated by the commissloner of pollce.

IN+IOUSE TRAINING AND CONSULTANCY SERVTCES:

The Department will continue to undertake ln-house talnlng
programmes as may be required by client organlzations. lt cert
also.assist in carrying out trainrng needs asseisments, deslgnlng
and implementing training programmes as may be required bi u;
client. Requests for these services should be made to the
Principal.

3.e
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4. DEPARTMENT OF REGIONAL AND URBAN STUDIES

4.1 INTRODUCTION:

The Department of Regional and Urban Studies has since 1988'

dlrected lts tainlng effort mainly to two training programmes. The
Pr{ect Development and Management (PDM) training programme
which was launched in 1975 continues to attrac't a lot of interest
fiom both the Government Ministries and Parastatals. Wfi
financial assistance from the United Nations for Population Activities
Fund (UNFPA), the department has also bEen coordinating a
taining programme on Population Management. The programme

ls intend'ed io provide agencies involved in population proiects wlth
the necessary knowledge and skills to enable them manage these
prolects effectively.

ln both of these programmes, a very practical approach is used

with the participants playing an active role in the learning process.

Consequently the PDM programme in particular has emerged as

one of ifre nighly subscribed training Programmes in the lnstitute.

Research efforts initiated under the Population proiect will assist in
stengtheniig both the computer application courses and also the
population management training. Other research activiUes will

asiist in the review of the curricula of some other courses in the

lnstittile.

Prastical field research however requires financial support mainly
from the ctients. The department has the resources to respond to
client needs in terms of training needs assessment, deslgn of
relevant training programmes, research and consultancy,
particularly in the proiect management areas and also the
population management fi eld.

The scheduled training programmes to be undertaken by the
department during 1994/1995 are as follows:
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4.2 TITLE:

Oblectlves

POPUIATION MANAGEMENT COURSE (PMC}

This course dms at providing the Kenyan Soclety with a cadrc of
tained middle level personnel in population management who arc
equipped with the necessary skilts, knowledge and attltudee to
enable them to effectively co-ordinate and lmplement populaton
policy and related programmes. Thus by the end of the coursc thc
particlpants should be able to:

Explain national and global populatlon {namle and
policles and their effests on development.

Apply the relevant management skllls in lmplementlng
population projects and programmes.

ldentify and discuss factors lnfluenclng famlly slzc norms
and family plannlng practice.

Apply appropriate communlcation skllls ln dlsscmlnatlng
information on populatlon issues.

Design and lmplement relevant talnlng programmos for a
specific target group.

Apply the relevant writing skllls ln developlng proposalo.

Target Group

The participants for the course are malnly those lnvolVed ln
population activities. These lnclude prolect officers/coordlnatorr,
Distrlct Departmental Heads and their equlvalents from Mlnlstrles,
Parastatals, relevant tade unlons, cooperatlvs unions, and NGOs
lnvolved in population activities.

Course Content:

Populatlon and Famlly Plannlng: Populaton groudh and
trends; Population and development; Population and Pollcy;
Social Survey and Population Data; Family Plannlng ln
Kenya; Family Planning Methods and Service Delivery;
Family Planning and l.E.C.

a

a

a

a

a

a
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a Management: Management funstions; Group Dynamics;
Management of change; Public relations; Management of
Time; Proiect Management; Financial management;
Community mobilizatlon and motivation; Proposal writing
presentation and defence.

Communlcdlon: Effective communication; Disseminatlon
of information relating to population issues; Non-verbal
communlcation; Report writing; UsE of l(swahili ln
popu laUon activities ; N e gotiaUon skills ; Condu cti ng meetin gs
and minutes taking.

Tralnlng of Tralners: Training needs identification;
Prlnciples of adult learning; Designing of Training
Programmes; Training techniques; Evaluation of training.

llethodology:

Lectures, role plays, films, guided discussions, exercises, case
studies and field trips.

DuratlorVDates:

PMC No.17F4(4 weeks)- 19th Septemberto 14th Oc'tober, 1994.

TITLE: COMPUTER APPLTCAflON COURSE FOR
POPULATTON PROJECT MANAGERS (CAPM):

Oblectlves:

Thls course is lntended to provide population programmes with a
cadre of trained personnel in computer applications and
Management lnformatlon Systems (MlS). The course will also
oqulp pafticlpants with the necessary skills and knowledge to
enablc them to effectively use the computer in population related
activitles. Thus, by the end of the course,. the participants should
be able to:

demonstrate the use of computers as an essential toolfor
proiect management;

apply the relevant Management lnformation Systems skills
in programme implementation, monitoring and evaluation.

a

a

4.3
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Tergct Group:

Programmc/Pr{ect Managera; Rescerch Oficcn; Populatlon
Ofllcus; Dwelopment Offlcers; StaUsUcal fficcrs; Pcrsonncl
fficcrg; Accountants and Project Coordlnators.

Courrc Content:. Computer Concepts;. lntroduc'tlon to Appllcatlon Packagee;. Computer Management Aspests;. Management lnformatlon System (MlS);. Computer Bascd MIS (case studles);. Rssearch and Soclal Survey.

llethodolory:
Lccfirrcs, gulded discusslons, exerclses and cssc gfi,rdlcg

DurdorVDater:
CAPiI No.4/94 (2 weeks) - 7th to 18th Novembcr, leor0
CAPM No.5/95 (2 weeks) - 9ft to 20dr Januery leeS
CAPM No.6/95 (2 weeks) - 14$ to 25th Aprl[ lees
CAPITI No.795 (2 weeks) - 17th to 28th July, 1ee3

Thc Population Management semlnar alm at cnhandng trc
management skllls of managers of populatlon programma and
prolscts. Thus, by the end of each semlnar, parilclpants chor{d br
ablc to:

ldentify lmportant factors ln developlng and managlrp
sustalnable populatlon prdects;

apply appropriate financlal management practlccc ln trdr
organlzations;

negotiate for resources for populatlon pr{ects;

analyze and lmplement the natlonal populaton pollclcr;

ldentify factors necessary for lnstltr.rtonal dwelopmcnt

a.a TITLE: POPULAION UANAGEMENT SEMTNAR @llS):

Oblec'tlver:

I

a

a

a
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Target Group:

Partlcipants of thls seminar wlll be Prolect Coordinat'ors'

Programme Managers, Heads of DepartmenuDivislons from bottt

theiubllc sec.tor and Non Government Organlzatlons (NGOs) who

are lnvolved ln populatlon activltles.

Content Areas:

. Poputauon and Famlly Plannlng: Populatlon.growth and

fends; Poputaton and development; Populatlon pollcy;

SoclalsurveyandpopulEtlondata;Famllyplannlngln
Kenya; Family plandnghethods and servlce dellvery; l'E'C'

. Management: Management prlndples; Lcadcrahlp;

Motlva:flon; Detegation; Managlng change; Managlng tmc;
Publlc relatlons.

. Prolect Management: Plannlng; Appralral;
lmpllmentation; coordlnaton; Monltorlng and Evaluailon;

Su'stalnabllity and Proposal Writlng'

. Flnanclal Management sources of funds; Budgetlng; Rolc_

of accounung ofrcers; Flnanclal controls; Management ol
donor funds; Flnanclal reports and returns'

. Communlcatlon: Effective communlcauon; Report

wrltlng; Use of Kiswahili in population astlvltles; Negotatlon

skllls; Proposal presentation and defence'

. lnsfltutlonal Devetopment stratery development;

Managing resources; Acquisitlon and management of

material resources'

MethodologY:

Lectures, guided discussions and exercises

Duratlon/Dates:

PMS No.4/94 (2 weeks): - 28th November - 9th December, 1994

PMS No.SFs iz weeki): - 23rd January'3rd February, 1995

PMS No.6/9s (Z weeks): - 12th June '23rd June' 1995

I
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Method of Appllcatlon:

Applicatlons should be sent to the Principal, Kl.A., threc monhs
bebre the course starts.

PROJECT DEVELOPMENT AND ltlANAGEilEl{T
(PDM) COURSE:

I.5. TITLE:

Oblecilves:

Tho PDM course provldes senlor publlc offlcers wlth thc eklllc

necsssary for plannlng, lmplementatlon, evaluatlon and

managemsnt of development programmes and prqqds. After
gucceesfr.rt completlon of this course, partlclpants should be aHc to:

. ldentify, dwelop and lmplement development pr{ects end
programmes accordlng to the needs of a partlcular area;

. qcFordlnatedevelopmentactlvlueslnanareaforoptlmalt/se
of scarce resources ln achlevlng stated oblectlves;

. cilfec'tively monltor and evaluate the performancc of
development ProlecUprogrammes and assess thelr lmpacts.

Target Group:

Dlstrlct Heads of Departments and thelr headquarter equlvalents,
cqulvalent offlcers from Locat Authorlties and State Corpbratlons
who are lnvolved ln development prolects at various stages.

Courre Content:

The concept of developmeril planning, development economlcs,

natonal and dlstlst plannlng, problems and needs analysls, prolect

ldenflffcation and feaslblllty studles, proiect appralsal, prolost

lmptementaton, monitoring and evaluation, prdect sustalnablllty

Prblea Management and role of Prolect Manager, 
-Uee 

of
computers Management of Prqect lnputs and Prolect Proposal

Wrlting.
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{.6

llethodology:

Lcctures, gulded dlscusslons, exerclses and field vlslts.

Durdon/Dater:

PDil No.43/95: (9 Weeks) 6th February - 3tst llardr, lee6

llethod ot Appllcatlon:

Appllcatlons should be senttothe Prlnclpal, K.l.A., to rcacfi hlm nd
later than two months before the course starts

PROPOSED TRATNING PROGRAMMES:

The Department plans to lnltlate othertalnlng programmcr carly tn
1995 partlcularly ln the prdect plannlng and managcmcnt artal.
Dstallg of thssc programmes wlll bc communlcated to thc lntcrcctcd
cllents. Mearnryhile nominations for the proposed cources ahould
be sent to the Principa!, KIA for further conslderatlm. Thcsc
programmes include the following:

Prolest Monitorlnq and Evaluation Semlnar:

(PMES 1p5) (t Week): 29th May - 6th Junc 190s.

Prolcct Plannlno and Proposal Wrltinq Semlnar:

(PPPWS U9s) (1 Week): 26th June - s0rh June tge5.

..7 OTHER TRAINING AND CONSULTANCY SERVICES:

ln additlon to the residential courses proposed aborc thc
Departnent will corilinue to offer consultancy ln speclallzed problcnr
centered, sestoral based project management courscc, lcmlnarl
and activltles designed for speclfic govemment mlnlstrlcc and
parastatal organlzations. The key areas envisaged for thls actvlU
lnclude the following:
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Proiect planning and appraisal;
Monltoring and evaluaUon of prolects;
Pr{ect lmplemerrtation and management;
Proposal wrlting, presentaton and defencc;
Managlng Rural Development Prdects;
Planning Community Development Prolects.

The Department will also mount short populetlon
workshops/seminars for special categories of managers lrvolvcd ln
population prolects.

For enqulrles, lnterested ministrles and parastatals should contac{
the Principal, K.l.A.
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5. DEPARTMENT OF ACCOUNTANCY AND BUSINESS STUDIES

T.I INTRODUCTION:

The obJective of the Department of Accountancy and Business
Studies ls to train middte level officers ln the Public Service, in the
apecifrc skills and techniques necessary for lob efficiency and
eflectiveness ln Finance, Accounts, Personnel, Offtce Management
and Buslness Administration. The trainlng focuses not only on
technlcal and professlonal competence but also alms at lnculcatlng
confidence ln natlonaloblectves, ideals and asplratlons. The maln
iocus and thrust of the department is tainlng for excellence ln the
areas of the management of financial resources.

Between July 1994 and June 1995, the Department will run the
followlng tralnlng programmes:

62 TITLE: CERTTFIED PUBLIC ACCOUNTANTS III AND CERNHED
PUBLTC SECRETARIES lll (CPA, CPS):

Oblcc'tlver:

Both CPA PART lll for Accountants and CPS PART lll for
Pcrsonnel Offfcers and Company Secretaries courses aro
conducted to prepare accountants, Personnel officers and company
secretarles for fi nal examinations offered by the Kenya Accountants
and Secretaries Natlonal Examination Board (KASNEB).

Thc courses also aim at inculcating prudent and ethical financlal
managoment and company secretarial pracfices tothe partlclpants.

Target Group:

CPA PART III . SECTIONS V & VI:

Applicants must be seruing as Accountants I or equivalent and must
have served in that grade for at least one year in the Public Senrice
(Central Government, Local Authorities, State Corporations,
Cooperative Societies) and the private sector. ln addition, they
must:-
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a

a

have passed CPA ll or are exempted by IGSNEB ll
applying for CPA lll Part V; or

have passed CPA lll Sestion V, lf applylng for CPA lll
Section Vl.

CPS PART ilt - sEcTloNV& VI

Applicants must be serving as Personnel officers I or Et<ecutlve

fficers I or equivalent for at least one year and must:

. have passed CPS ll or are exempted by I(ASNEB' lf
applying for CPS lll Part V; or

. have passed CPS lll Sectlon V, lf apPlylng for CPS lll
Section Vl.

Course Content As per KASNEB Syllabus'

CPA II! . SECTION V:
Management Accounting,
Taxation ll,
Principles and Practice
of Management

cPAilt -s N VI:
Financial Accounting lV,
Financial Management,
Auditing and lnvestigations

CPS III - SEGTION V:
Financlal Accountlng ll,
Law of MeeUngs,
Princlples and Practce of
Management

CPS III . SECTION VI:
Company Secretarlal &
Ad mi n istrative Practlce,
Financlal Management,
Systems Theory & Managcmcnt
lhformation Systems (MlS)

ilethodology:

Lectures, tests, exercises and study visits.

Duratlon/Dates:

CPA/CPS PART llt SECTTON tfl No. zilsl
- 4th Juty - 2nd December, 19O4 (6 months)

CPA/CPS PART lll SECTION V No.28/95
- gth January - 14th June, 1995 (6 months)
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5.3

llethod of AppllcaUon:

Appllcations should be made on the prescrlbed nomlnailon form ln
tlpllcate ln the case of CPA but ln duplicate in the case of CpS.
One copy should be forurarded through the appilcant's Head of
Departnent or Head of the Organlzation as appropriate. One copy
should be sent directly to the Permanent Secretary/Dlrector,
Directorate of Personnel Management to reach him three monhs
bcbre the course strarts or by the deadline date announced.

TITLE:

Obfec{vcs:

sENtoR FTNANCE MANAGERS' SEMTNAR (SFMS)

The overall oblective of thls semlnar is to lmprove the quality of
managers capaclty ln he accounting and management of publlc
funds. The semlnar therefore alms at equlpplng the partcipants
wlth approprlate knowledge, skills and attltutes for efficient and
sffectlve management of thelr accounting units.

Speclffcally, at the end of the seminar, participants should be able
tct:-
. Accept thelr role as managers wlthln the accounting

practlce;

Undertake government
effectively;

accounting responslblllties

Make sound financial decisions';

Apply financlal procedures rules, regulations and Treasury
lnstructlons approprlately wlthin the exlsting legal
framework;

nppfi and observe ethical attitudes and discipline ln the
course of management of public funds;

Understand and apply budgetary and financial controls
cunenfly being employed ln the government;

Understand and apply appropriately cunent government
pollcies and learn the technlques to preparo financial
lnformaUon required for policy formulation;

a

O

a

a

a
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Understand the lmportrance of cffoctfuc managcmcril of
human resourceg;

Ensurc capability to support policy plannlng and formdatlon
and enable lnteraction wlth other dlsclpllnes at lhc hlghrst
lanels.

Trrget Group:

Accounts Contollers;
Chlef Accountants;
Scnior Accountants;
Al Qther Heads of Accounting Unib and Dcpnty l{ard. d
AccounUng Unlts from Ministrles and Distrlsts.

Scmlnar Content:

Pollry Formulatlon;
Budgetary Plannlng and Contro!;
Flnanclal Accounting ln Public Sector;
Cost Controls and Cost Management;
To<aton: Dlrect and Indlrect Taxes;
Audltlng: Goals, Funqtlons and Concepts;
Management of Pr{ect Funds cspeclally Donor Fundcd
Pr{ccts;
Prlnclples and Practicc of Managemcnt wltt lpcd.l
emphasis on Human Resources Managemcnt;
Communlcatlon and Report Writng;
lnformatlon Systems;
Tralnlng of Tralnerg.

tcthodology:

Lcctures, Group work and Syndlcate Group dlscusslons;
Excrclses (that lead to assessment of particlpants pcrformancc)
Films;
Prastlcals in computer work;
Casc Studies.

DuratlorVDater:

SFIIS 1{O. {p4 (4 weekr): - 4th July - 20tlt July, lee{.
SFltlS NO.5/95 (4 weeks): - 27$ February - 17th llarch, 1ge3

a

a

a

a

a

a

a

a
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5.4

a

a

tlethod ol Appllcdon:

Nomlnatons for thls semlnar are made by the Accountant-Gcncral,
Mlnlsty of Finance who submits them to the Princlpal one month
before the semlnar.

TITLE: MIDDILE MANAGERS FINANCIAL ltlANGEtlENT
SEMTNAR (MFMS)

Oblecilves:

The oblective ol this semlnar ls to asslst accountanb lmprovc m
thelr basic knowledge, skllls and attltudes ln ths managemcnt d
govemment finance and on general management wlhln thelr arsa
of operations and responsibillties.

At the end of the semlnar, partidpants should be able to:'
. Understand thelr role ln general managomsnt and to

enhance thelr abiltty to supervise, control and monltor thc
work of their subordinates;

lmplement financlal decisions, rulee, regulatlonr rnd
Treasury Instructions withln the legal framewort;
lmprove thelr ablllty to lnterpret ffnanclal data and bs ablc
to report accordingly.

TargOt Group:

Accountant Grade l, ll and lll serving ln the Gentral
Government and in the districts.

Semlnar Content:
. Government Flnancial Accounffng;
. Cost Controls and Cost Accounting;
. Public Finance;

Budgetary Cycle, Budgetary Control, Analysls &
lnterpretation;. Principles and Practlce of Management lndudlng
Communication and Report WriUng;

. Auditing: Functions and Concepts;

. Accounting for Donor Funds;

. lnformation Systems.

a
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Methodology:

Lectures, Group works and Syndicate Group discusslons;
Exercises (that lead to assessment of participant's performance);

Films;
Practlcals in computer work;
Case Studies.

Duratlon/Dates:

MFMS No.3/94 (4 weeks): 7th November'25th November' 1994

MFMS No.4/95 (4 weeks): 10th July - 28th July' 1995

Method of Appllcatlon:

Nominations are made by the Accountant'General, Mlnlstry of
Finance and submitted to the Principal one month before the
course @mmences.

5.5 TITLE: IMMIGRATION OFFICERS COURSE (OC):

Oblectlves:

a

To familiarize the lmmigration Officers with the position, role

and function of the lmmigration Department in the Glvil

Service structurd and in the nation; and establlsh

understanding of the work documents, specllically the
!mmigration Act.

To develop the administrative and managerial capaHlltes,
skills and knowledge of the lmmigration Offtcers so as to
improve on their pedormance and enable them to discharge
their duties etfectively and efficienfly.

Target Group:

. Newly appointed lmmigration Officers ioining at Senior
positions.

. Senior lmmigration Officers and other Adrninlstrative
Officers in the lmmigration Department.
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Course Content:

lm migration Practices;
Public Finance;
Effective Management Communication ;

Law;
ffice and Personnel Management;
Kiswahili;
French;
Government Organization and Functions;
Work Ethics and Discipline;
Public Relations;
Tourism Promotion.

Methodology:

Lectures, discussions, exercises and field visits.

Duratlon/Dates:

IOC No. 13/94 (3 months):
Sth September - 28th October, 1994 (Tentatlve)

NB: The course is currently under review and concrete dates
when to be mounted will be communicated.

Method of Appllcatlon:

Partlcipants are nominated by the Principal lmmigration Officer,
Office of the President to reach the Principal on month before the
course starts,

5.5 CONSULTANCY:

The Department wil! place increasing emphasis on consultancy
activities in order to be able to rationalize the training needs of
client ministries and organizations in the Public Service.
Organizations requiring consultancy in Financia! Management,
Public Service, Finance, Accountancy and other relevant areas may
contact the Principal, K.l.A.
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1. l.llohamed

2 S. E Nvwda
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5. J. K Ndonga

6. n. n. $au (lfs)

& J. N. Thlongo (ns)

Ac*lng Senlor Prlrclpl L*fitl,
Head ol Accountancy and
Buslnes Studbs Drprrfirmlnt

Prlndpl l-*turcr, Deputy Hanl of
tfie Deprfinent

*nlor Prlnclpat Lecfirs

*nlor l-ecfrttgr

l,r.firrcr

l-*ttttur

DryffirerrbtWry
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6.

0.1 TITLE: NEGOTLATION SKILLS SEMINAR (NSS)

Oblectlves

THE DEPARTMENT OF COMMUNrcANON

INTRODUCNON

The Department of Communication has been reorganlsed lnorder
to expand its training provision. During the second and third
quarters of 1994, the Department will offer the following
programmes:

a

a

a

a

a

a

The Negotiation Skil! Seminar is mounted to achieve the following
oblectives:

to analyze the stages in the negotiation process and to
state their significance in negotiation;

to examine the context in which negotiations takes place;

to familiarize participants with proven strategies and
techniques to enabte them to carry out successfrll
negotlations;

to provide a forum for pafticipants to practice thelr
negotiation styles.

Target Group

Senior Otficers from public and private organizations.

Content Areas

The concept of negotiation;
Strategic approaches to planning and conducting
negotiations;
Negotiation intervention skills to cope with deadlocks and
ditficult situations;
Choosing and managing the negotiation team;
Public relations as a process of negotiation;
Preparation of documents of diplomacy;
Negotiation Ethics.

a

a

a

a
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6.2 TITLE:

Methodology

Lecturers, simulations, case plays, grouP dlscusslons and plenary
sessions

Duratlon/Dates

Negotlatlon Skltts Semlnar No. 4/95 - Oth February' 10il1

February 1995

Method of Appllcatlon

Applications should be sent to the Principal, KIA ln order to reaclt
him not later than one month to the start of the Seminar.

EFFECTIVE MANAGEMENT COMMUNrcANOil
(EMC) COURSE

Oblectlves

The EMG programme ls offered in order to:

. enable participants to discuss the importance o,
communication in their organizations;

provide a forum for participants to identify baniers to
communication in their places of work;

facilitate a discussion on the techniques for communlcaUon
flows in organizations;

give participants an opportunity to develop criterla for
successful organizational communication.

equip participants with skills of presentation.

Target Group

Officers at the level of senior assistant secretary and above, and

their equivalents from parastatal and private sectors.

a

a

a

a
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Content Areas:

The importance of communication in organizations;
Behavioural processes that affect communication;
Managing the communication process;
Techniques for communicating in organizations;
The function of non-verbal communication in organizational
communication;
The Grapevine Communication;
Communication audits;
The impact of new technologies on communication.

Methodology

Lecturers, small group planning technrques, self-assessment
exercises, role plays, plenary sessions.

Duratlon/Dates

EMC Course No. 131942 17th October - 28th October 1994
EMC Course No. 14/95: Sth June - 16th June, 1995

Method of Appllcatlon

Application to be sent to the Principal, KIA to reach him not later
than one month before the course begins.

6.3 TITLE: FRENCH I-ANGUAGE COURSE

The report on the TNA exercise carried out during the first quarter
of 1994 is currently under preparation.

The revised French Language Programme will be mounted at the
beginning of the second half of the training year.

6.4 OTHER ACTIVITIES OF THE DEPARTMENT

The Department will continue to offer consultancy services to the
public and private sectors that require its services.

a

o

a
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7 RESEARCH DEPARTMENT

7,1 INTRODUCTION

Development in areas of Research and Management of lnformation
ls rapid. This is as a result of the various efforts belng madc ln
search of lnnovative, efficient and accurate ways of dealing with
aspects of social and economic development as well ag
management of change. Training programmes are necessary to
disseminate skills, tools and techniques available. Experience in
government organlzations over the past few years has shown that
microcomputers can greatly improve efficiency.

The Department of Research, therefore, has developed and offers
courses on computer applications to Data Management, Office
Management, Records Management, Management lnformatlon
Systems and Statistical Methods/analysis for officers in the Publlc
Sector organizations.

The objectives of the computer training programme is to tain
government officers to be functional users of the microcomputers
in their areas of gperations and to improve utilization of the existing
computer facilities in the Ministries and State Corporations. lt is
expected that the various programmes will enhance productivity a .l
innovation in management operations.

The computer training programmes to be otfered between during
the 1994/95 training year are as follows:-

TITLE: COMPUTER APPLICATION TO RECORD
MANAGEMENT (CARM) COURSE:

Oblectlves:

To enable participants to operate computer systems and apply
relevant sottware to management of records and related activities.

Target Group:

The course is designed for clerical officers and equivalent
personne! who are charged with the responsibility of managing
records. Such cadre of personnel include accounts clerks, stores
clerks, registry clerks, assistant librarians, copy typists and
assistant cateresses/housekeepers.

7.2
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a

Course Content:

Micro-com puter concepts ;

Management of computer environment;
Concepts and applications of DOS;
Concept of files and file management;
Concepts and operations of Wo rd-processin g (wordperfect) ;

Applications of Spreadsheet (Lotus 123) to Data Processing
and Management;
Applications of Dbase lll to Data Processing and
Managemettti

Methodology:

The methods used are:
. lecture sessions;
. individuals practice;
. preparation of a project

Duration/Dates:

CARM NO.2/95: 9th January to 3rd February, 1995 (4 weeks)

Method of Application

Applications/nominations by sponsors should be reach the
Principal, Kl.A., at least 30 days before the scheduled start of the
course. Joining instructions are sent of successful applicants. The
offer is not transferrable. The course participants are required to
rnake a payment to the institute to meet the cost of stationery and
computer consumables (the amount payable if subject of review
without notice).

TITLE: COMPUTER APPLICATIONS TO DATA
MANAGEMENT (CADM) COURSE:

Objectives:

to enable participants to acquire skills on applications of
microcomputers for data processing, management and
analysis;

6.3

t

to expose participants to applications of spreadsheet (Lotus
123) and database management (dbase lll) in order to
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a

a

a

a

a

a

a

develop capabilities ln applicatlons of mlcrocomputers to
prolest management.

Target Group:

Ofllcers deallng wlth data management and research
responslbllltles ln thelr organlzatlons who need to upgrade thelr
skllls ln the use of mlcrocomputers ln data processlng and
prolecilons.

Courre Content:

Operatlons and uses of Dlsk Operating System (DOS);
Operations and uses of Word Processing (Wordperfect);
Appllcatlons of Lotus 123 to Financial Management;
Appllcations of Lotus 123 to graphic presentatlons;
Appllcations of Lotus 123 to Modelllng;
Appllcations of Dbase !!! to data management;
lntroduction to Dbase lll programmlng;

Methodology:

The methods to be used lnclude:. lecture sessions;. indivldual practice;
. preparation of a project.

Duratlon/Dates:

CADM NO. 18/94: 3rd to 28th October, 1994 (4 weeks)
CADM NO. 19/95: 6th to 31st March, 1995 (4 weeks)
CADM NO. 20/95: 15th May to 9th June 1995 (4 weeks)

Method ol Appllcatlon:

Applications/nominations by sponsors should be reach the
Principal, K.l.A., at least 30 days before the start of the @urse.
Joining instructions are sent of successful applicants. The offer is
not transferrable. The course participants are required to make a
payment to the institute to meet the cost of stationery and computer
consumables (the amount payable if subject of review without
notice).
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"Handg on Computer'
Computer Appllcatlon to Data Management course
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6.4 TITLE: MANAGEMENT TNFORMAnON SYSTEMS (MtS)
SEMINAR

Oblectlve:

The seminar ls intended to provide managers in the public and
private sectors with alternative methods for managing informaton
in order to adopt those which improve efficiency and effes{veness
ln their organizations.

Target Group:

Senlor Managers in public and private sestors.

Semlnar Content:

Concept of management information systems;
Models of interpretation of information;
Alternative information systems;
Frameworks for information systems;
Computer based information systems;
lmplementation and use of information;
Computer technology;
Computer software;
Computer files and storage systems.

Methodology:

Lectures sessions;
individual practice;
disucssion of case studies.

Duratlon/Dates:

MIS No. 09/94: 5th to 16th September, 1994 (2 weeks)
MIS No. 10/95: 13th to 24th February 1995 (2 weeks)
MIS No. 11/95: 19th to 30th June, 1995 (2 weeks)
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Method of APPllcatlon:

Applications/nominationsbysponsorsshouldbgreachtho
piincipal, K.l.A., at least SO days before the start of the q9u6c.

.loinin'g instructions are sent of iuccessful applicants' The offer ls

noi tra]rstenabte. The course participants are required to makc a

p"vr"nt to the lnstitute to meetthe cost of statlonery and computer

lonsumautes (the amount payable lf sublect of rerrleuv wlthottt

notice).

I

COMPUTER APPLTCATIONS TO OFFICE

MANAGEMENT (CAOM) COURSE:

I

0.5 TITLE:

Oblectlves:

To enable particlpants to operate and use mlcrocomputcru

on aspects of document and report preparaflon'

To provide participants with skills for proccsslng end

managlng lnformatlon uslng mlcrocomputers'

Target GrouP:

The course is designed for secretarles and equlvalent personnel

lnvolved in ofiice management.

Course Content:

- Micro-comPuter concePts;
- Management of computer environment
- ConcJPS and aPPllcations of DOS;

- Concei:t of flles and file management;
_ conceptsanJoperationsofword-processlng(wordpcrfcct);
.ApplicationsofWord.processingtopreparatlonoftceti

documents and rePorts;
_ Applicationsof spieaaineet (Lotus 123) to data processlng

and management;
- Applicatiois of Dbase lll to data processing and

management.
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Methodology:

The methods to be used are:
- lecture sessions/discussions;
- individuals practice;
- preparaton of a proiect.

DuratlorVDates:

CAOM No. 19/94: lst to 26th August, 1994 (Four weeks)
CAOM No.20/95: 3rd to 28th Aprll f 995 (4 weeks)

Itlethod of Nomlnatlon and Appllcatlon:

AppllcationVnominations by sponsors should be reach thc
Principal, Kl.A., at least 30 days before the start of the @urse.
Joining instrustions are sent of successful appllcants. The offer ls
not transfenable. The course participants are required to makc a
payment to the institute to meet the cost of stationery and computer
consumables (the amount payable if subject of revlew wlthout
rntice).

gTAtr OF THE DEPART'NENT

E Kw*hln Prlnclpl l-ecfirrv., Hd ol
ilD Depelfirrert
Computcr Dttt
Analyst/Senlor
l-edtw/I}cpttty Had
Computer Datt
futaffilSenlor l-ecturs

L Ubbmu

D.K Ngurc

EA.'Karlukl l-r.frtrcr

D. K Ndlnngu Lecturer/Computw Dalr
firalyst

I

lbnmh W. Gtrau (tfs)

Ca/frqilne W. Glchlmu (Hs)

B. N. t<athb,d

Dryrhnenlail Wry
*rclc/rtal S:bfr

lab. Asslsbnl Trallnee
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7. DEPARTMENT OF AUDIO.VISUAL SERVTCES DEPARTMENT

7.1 INTRODUCTION:

Audio Msual Services Department was established ln 196!l as att
lntegral part of trainlng facllities at the Kenya lnstltutc of
Admlnistration. The oblective of the departnent ls to meet thc
needs of other training departments in planning and produc{on of
audio-visual training materials ln consultantion with the trainlng
staff. The department also maintains and schedules various audlo-
visua! equipmentwith the necessary materials for use in lesture and
discussion rooms.

On the training side, the Departnent conducts regular Tralning of
Trainers (TOT) counres and workshops, for speclalised groupo of
trainers and training managers. Special arangements arc also
made for on-the.job training attachments for audlo-vlsual alds
officers from other organizations, to leam skills related to audlo-
visual operatives including selection and use of audlo-vlsual
equipment and materials.

The department also engages in occasional consultanry both lnsldc
and outside the lnstitute, with particular emphasis on tralnlng
methodology.

During the 1994/95 training year the department will undertake the
fo!lowing activiti es: -

7.2 TITLE: TOT-TRAINING POLTCYAND MANAGEMENTSEMINAR

Obfectlve:

To enhance participants' capability and skills for prolectlng,
planning and implementing training programmes for staff
development in their organizations.

Target Group:

Training managers and chief personnel officers in public and private
organizations.
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7.3

Seminar Content:
Training and human resources development policy;
Systematic trainin g approach ;

Organizational training needs;
Training projections;
Training management;

Methodology:

Lecture/Discusions, exercises and group work.

Duratlon/Dates:

One week 31st October - 4th October, 1994 (One Week)

Method of Application:

Organizations wishing to nominate pailicipants for the TOT-TNA
Workshop are requested to send their nominations to the Principal,
Kl.A., to reach the lnstitute three months before the workshop
starts.

TITLE: TRAINING OF TRAINERS - TRAINING NEEDS
ANALYSTS AND tMpACT EVALUATTONGOT .TNA & rE)
WORKSHOP

Oblectlve:

To equip padicipants with necessary skills for identitying and
analysing training needs, and expand their knowledge in evaluation
and projecting activities in their organizations.

Target Group:

Training and Personnel Managers from public and private
organizations.

Workshop Content:
Problem identification
Job descriptions and specifications
Problem analysis
lmpact evaluation
Training Projections
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7.4

Methodology:

Participative methods which will include discussions, exercises and
group work.

Dates/Duratlon:

TOT - TNA NO. 3/95 - 6th to lOth February, 1995 (One Week)

Method of Appllcatlon:

Organizations wishing to nominate participants to the TOT-TNA &
IE workshop are requested to send thelr nominations to the
Principal, K.l.A., to reach the lnstitute three (3) months before the
workshop starts.

TITLE: TRAINING OF TRAINERS - TRAINING METHODOLOGY
croT-TM) woRKsHoP

Oblectlve:

To equip participants with modern training approach so as to
enhance their practices in the delivery of trainlng ln thelr
institutions.

Target Group:

Direct full-time trainers from public and private training institutlons.

Workshop Content:

Systematic training;
Adult training approach;
Training methods;
Communication in training;
Designing of courses;
Administration of coufties;
Reaction and learning evaluation

Methodology:

Discusslons, individual/group work and exercises.
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Dates/Duratlon:

TOT-TU NO. 3/95 - 19th -23td June, 1995 (Ono rrcC()

Ucthod ol Appllcatlon:

lnstltutions wl.shing to nominate participants for the TOT - TM
norkshop are rsquested to send their nominations to the Principal,
K!.A, to reacfr the lnstitute three (3) months before the workshop
starts.

7.5 OTHER ACTMNES !N THE DEPARTMENT

Besldes conducting the TOT programmss the department will
continue with the following activities:-

Produetion of training materials as requcsted by thc taining
staft
Co-ordination and schcduling of thc usc of audlo-visual
cquipmen$
Photognaphy scrvlces;
Productlon of tainlng broctrures aM manuals;
Publication;
Tape and Mdeo recording of training materials;
Mlnor servicing of training equipment;
ln consultation with other departments, develop ideas and
materials for training;
Offering consultancy services to other organizations in ths
area of training of trainers.

gTAfT OF THE DEPARTAENT

l. S I7. Wetufilr Prlnclpl L.xtrqfilcd oJ
o4eifinena

2 P. W. l0oko AudIo-Vlcual OJllccr
(Grarphte)

P.l Ullu Audlo-Vlcual Olllce r
(Opeatlotrs)
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8. DEPART]IIENT OF LIBRARY SERVICES

INTRODUCTION:

The Library is an lntegral part of talnlng ln the Kerrya lnstihrte of
Administation with thc function of facllitating the acfiievement of
academic goals of the lnstitute. lts maior role ls to support the
lnstitute's programmes, by acquirlng monognaphs and otherreadlng
materials, organizing and interpreting them to med vadcd nesdg of
partlcipants in provision of informatlon, knourledgc and recrcation.
The Kl.A. Library also plays the rolc of providlng lnformation on
public administrailon and developmcnt to tho natlon at largc. ln
order to fulltl thc above tasks, thc Ubrary contains ovcr 45,00
volumes of accessioned books and pamphlets, and subscrlbes to
over 4O periodical tttles. lts collecdon comprises of managcmcrt
books and officlal publicatlons of both centraland local gwerment.
Government pollcy papers, sessional papers, legal materlals and
reports of parastatal bodles are also availablc.

8.2 MEMBERSHIP:

The Kl.A Library is open to stafi and participants of the lnstitr.rte for
reference and borrowing. Members of the public are normally not
allowed acoess to the Library but o<ceptions are made for some
specffic categories at the discretion of the Head of Ubrary. lnter-
library loan facilities exist to enable bonowing of books from other
librarles on behalf of the staff and course partlcipants. A guidc to
the lnstltute's Library services cortalnlng infiormaUon on availablc
facilitles is issued on request.

8.3 SERVICES:

Reservatlon of Books:

The Llbrary will normally reserve a partlcular title for a msmbor of
staff or participant but can hold it for three (3) days only durlng
which it should be collected.

Reference Materlals:

A referencc collection of enryclopediaes, dictlonarles and cimlla,
works ls available and the Library Staff wll! asslst wlth locatlon of
those materials and provide any other lnformatlon.

8.1

I
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8.4 OPERATTNG HOURS (lee4):

SiIAfrT OF THE DtrA,HTIIENT:

L * Aatole

J. F. Kyondo Htt.) '-

l.lahtmbl
Z O.llerlko
J. D. Xalm
T.W. tunyta Us.)

AdrA Had of Ubruy
*nlor Ubary Assrsfutt/Mtg
Dquty Head

$nlor Ubnry Asdsteil
$nlq Llfuary Aslslatrt
Llbnry ClerUAttendant

SprrertarlelSfrfr

t.
2

3
4
5,

a

Monday - Frlday

9.il) a.m, - 1.OO p.m.
2.d) p.m. - 5.OO p.m.

llonday - Frlday

f.il) a.m. - l.O0 p.m.
2.OO p.m. - 6.@ p.m.
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9. ADMINISTRATIVE SERVICES DEPARTMENT

INTRODUCTION:9.t

The Administrative services Department is a training support Unit
which is headed by the Administrative secretary who rs responsible
to the Principal for effective organization and admlnlstration of
training support services. specificalty, the department provldes the
following servlces:

O.2 FINANCIAL SERVICES:

These mainly involve:-

. preparation of K.l.A. programme Review and Forward
Budget, Draft Budget and Revised Budget to meet the
lnstitute's development and operation requirement.

. collection of appropriations-in-aid to supptement
development program m es and re-cu nent operati ons

. financial control.

9.3 SUPPLY SERVICES:

Supply services cover the following three areas:

. procurement of materials and services necessary to meet
the requirements of the ln3titute and participants.

. storage of stores for immediate and future use by the
lnstitute and Participants.

. disposal of unserviceable and obsolete stores.

9.4 UNL]TY SERVICES:

The lnstitute has well equipped staff who undertake the
maintenance of Kl.A. Buildings including hostels, roads, water
supply, cons€rrvancy, sewerage and landscaping.
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9.5

0.6 PERSONNEL SERVICES:

SECURITY SERVICES:

Kl.A Security services are manned by wetltrained and disciplined

security personnel. Under this set'up, the security of thc
partbipents ard K.l.A" staff is catered for.

Thc Institute's personnel Unit in liaison with the Directorate of
Personnel Managenrent crutures that thc Administative Staff are

adcquately tained, properly deployed and well moilvatcd ln order
b ssrve thc participants cffirctively.

0.7 PARNCIPANTS WELFARE SERVICES:

The Dcpartment organizes and co-ordinates'

. the participant's welfare activities to ensure that they are
well catered for in terms of food and accommodation.

' sPorts activities

. activities for special gucst nights

9.8 TRANSPORT SERVICES:

The department organizes and provides transport services:

. to non-resident participants between Kl.A and the Nairobi
City Centre;

. for field triPs;

. to needy participanils in the oreril of sickness or hiury.

9.9 BOOKSHOP SER\flCES:

The K.].A. Bookstrop avails fror sale a wide rar€c of textbooks and

dhtrr reqdrements relwantto Kl.A @urses at reasonabb prices.

The Bookshop also caters for Government Minbtries and other
public institutions and private individuals.
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1a ttl.ctlYa x.Erg.rDt
cmuBlcrtloB courta

!7-lo-94 28-lO-94 PriDclDrl 15-8-94

t, tca - rr.talDg Polic,
laBlarr

3 l- to-94 t- I t-94 PrlDclD.l l3-8-94

l6 xladl. lls.uc. x.olE.r3
3aBl!rr

7 - r.1 -9{ 25- t1-94 ?rlDclp.l 3r.-3-94

It C{tct.s lgpllo.tlo. to
,opul.tlo! LMgoat Cocraa

7-1l-94 l8-l l-94 PrlDclIf,I l5-9-94

1a Pollct, luly.ls 3.rlilr 2 r-l 1-94 2- 12-9 4 Prhclprl to-9-91

It Populrtloa L.Dtgc.lt
t .lu8

28- I l-94 9- l2-94 ,rlDclFl 3o-9-94

20 Cortlflod Dubllc lccount-
aat3 Cour3. (8.ctt'oD v)

9- 1-95 15 -5-9 5 P/g Dla.ctor
DPX

3 l-lo-94

2t cortllled Publlc a.ca.tr-
rl.r coura. (g.ctloD v )

9- l-95 r5-6-9 5 P/a Dire€tor
DPI'

ll-lo-94

22 x.ug.D!t ol Publlc
lotr.prlt. 8-io.r

9- 1-95 I - 2-95 PrIaclprI l5-l l-94

2l caDut.r tppllcrtlo! to
Lcord xaotg-aDt courra

9- l- 95 ! -2-95 Prlncl,prl r5-1 l- 94

,r caDut.r tppllcrtl'o! to
PotrulrtloD x.E.g{.Dt
Couraa

9- t- 95 20- I -95 PrlDclIf,l l5-tl-ta

23 Populrtloa x.D.gr.Dt
SarInrr

23-l-95 3-2- 95 Prloclpel to-l l-9t
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lttLt oo cqrllt/
tDattlvlrcnxtroP

tRoa lo t 9!,tctttol
!o

DEIDLIIS

25 DrorGt Drnlogurt ud
XrugaEDt cou8ra

5-2-95 I l-t -95 9rlaclprl lo-tt-ta

2t loqotlettoe lll,ll. !-I!.r 6-2-9t , l-l -9t tr!,.c!,trl lo-ll-aa

2a l{E- lnLq t..dt
L....r.t lcat lcD

a-t-t3 to-t-tt Ptbcltrl tc-ll-ra

29 Irug[lt lafortl,o
ay.tr t rlu8

13-2-95 2t-2-9J Prlrclprl tl-12-ta

to Dollsi lDlt.l. t6lur 1t-2-95 2a-2-91 Drhclpel !t-12-ta

ll &rlor tb.D€ hugcE.
lalur

27-2-9J t7 -l-9t Drl.rcl.prl 31-12-94

tt Ioa.! 1! Bcahafr t rlus 27 -2-9J 3-t-95 Prlnclprl 3 1-12-94

It t llor lLraorelt lorlur a-3-9t I l-!-9t ?rl,!cltrI tl -l-9t

ta ccput.r tppllqtlo to
D.ta L.n.q4at cou8t.

6-r-9t 3 l-t-9t ?rllciprl 3l -t-9t

tt Coqrut.r tppllotlo to
9opuhtlol Lr!.tralt
Couraa

r0-, -95 ll-l-93 Prllclprl ! t-1-91

t5 coqrut.r lggllotlo to
ofllo LrB.gr.Bt couata

t-a-91 2a-a-9r Drlrclprl 2t-2-tt

!7 ldvemod Publlo
ldrlrtrtntlo coure

2-t-9t ,9-9-9t t/a trovlEl.l
lalrl.ts.tlc.

!1-S-93

!8 a.Dlor Pollc. olfla.r.
Xaaaq.DBt cocraa

2-3-95 9-6-t5 cclraloD.r
ol Pollc.

tl-l-9t

!9 L.DrguDt ol PuDItc
lotaEDrl!c tcDlBar

2-5-95 26-6-95 Prlsclt.l lt-!-95

ao c{rut.r lDDllc.ttor to Drt.
XrorgaDot

r5-5-95 9-6-95 PrlsclDrl I l-!-9t

at ?ror.ct taooltorlag rBd
lraluatloD a..lDrr

29-5-93 2-6-95 trlDcltrl ! t-t-91

a2 tlt.otlY. L.a.gsst
c-uDr.c.tloo Couraa

3-6-93 t6-6-95 trIoclIEr, lo-a-9t

at ?ot ut.tlo! L.D.g.D!t
tulorr

l2-6-93 2t-6-93 Prlocltrl lo-a-9t

al Lrug.Ist latoiltloD
ll'atd a.alorr

l9-6-95 lo-5-93 Prl!cltr.l r5-3-t3

a3 llot - ftrlllBg L.tboa!
taoEkrbot,

l9-6-93 2l-5-93 ?rlocltrl r3-3-9t

a6 foo lD ProJ.ct x.D.gcrDt
a.al!.r

26-6-93 lo-6-93 ?rlDclt[l r3-t-93

a7 Pror.st Pl.BBlBg r.d
ProID[l tarlttag !cla$

,6-6-93 to-6-95 PrlaclDrl tt-t-91

a3 t ollotr ta.lfrl3 adaar 26-6-95 7-7-93 ?rlDclIr.l r5-3-93

a9 tlDrlchl Pollct .!d Lton
aaoloE

!-r-9t 7-7-93 Prl.cltrl ll-t-9i

to aaalor L.Dagrat aclo.r ,-7-9t 23-r-96 trlDclD.l !r-t-9t
t1 l.lildl. ?Ioaaca l.rorg.r.

Sarl!ar
,.o-7-9! 2A-7-93 ?rlDctdrl l1-!-93

32 coDut.r tDlrllcrtr,oq to
Potrulrtloo LrargaoDt courrc

lr-3-93 28-7-93 ?rlDcID.I r r-3-9t
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KIA S@board at the middle gste (above) and
KIA maln hostel showing on the background new
halls of residence under constnrctlon (below)
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