ST. MARK'S TEACHERS COLLEGE - KIGARI

PRIVATE BAG - EMBU

CITIZENS SERVICE DELIVERY CHARTER

Centre of excellence in training teachers for the 21"century and beyond

Equipping teachers with competencles and v

MISSION

CORE VALUES

* Professionalism - We maintain etiquette and work ethics in all our services
+ Innovativeness - We encourage creativity in all aspects of our operations

Team Work -

We work collaboratively to achieve our goals

Im‘fgriu': We endeavor to do the right all the time
* Inclusivity- We are non-discriminative, everyone matters 1o us
+ Customer focus - We provide quality services to the delight of our customers

alues to Identify and nurture the potential of every learner

5 SERVICE DELIVERED REQUIREMENTS USER TIME
1. |Enquiries (Front Office) Inquiry Nil 5 minutes
2. |Admission of students Admission letter, form 4 certificate (or KCSE  |Nil 2 Hours
result slip for those completed in the previous
year), ID card, fees
3. |[Readmisslon of students. Letter of invitation for re-admission Nil 30 Minutes
4. |Issuance of certificates Clearance forms, National ID Nil 1 Hour
5. |Response to telephone N/A NIl Immediately
6. |Response to Emall N/A Nil 30 Minutes
7. |Processing of UDECTE/ Passport/ National ID/KCSE Index No., KNEC |As per KNEC |21 Days after
DECTE/DPTE/ DTE Registration  [Exam Fee Requirement :ﬂ*ﬂ':;‘ﬂ of KNEC
8. |Release of SBAs results fThe tralnee must have sat for the exam Nil 21 days after exam
9. |F Procurement goods & services iT:nder documents Ksh. 1,000.00 |21 working days
10. |Requisition of goods and services \Mate rial requisition, Purchase requisition, NIl 1-7 days
LPO/LSO
'11. 'Receiving of gonods/services LPO/LS0/eTIMS/Delivery Nl 10 - 30 Minutes
Note/Invoice/Contract letter
12. |Issuance of stores Approved stores requisition Nil 10-20 minutes
4 [13. lissuance of instructional materials Approved requisition form Nil 20 minutes
to lecturers
14. |Payment of goods & services LPO/LSO/Delivery Note/Contract Nil Within 30 days
letter/Involee/eTIMS
15. |Recelving or clearing a tutor on TSC transfer letter /Clearance form/Blo data [NIl 10 - 20 minutes
transfer Form/ID card
16. |Services at finance office. As per the service needed Nil 15 minutes
17. |Repairs and replacement within Approved Requisition forms. Nil 1 -3 days.
the college
18. |Library services Student ID/Library card/Staff 1D Nil 10 minutes
19. |cateri ng services [studen ts) Student ID Nil 10 minutes
20. |Medical Services Student |D NIl Iimmedlately
We value your feedback. In case of any complaints, suggestions, or com pliments, kindly contact the College administration
at the following channels:
Phone: +254 721687772  Office Hours: Monday to Friday, B:00 am - 5:00 p.m.

- . Emall: kigaritic@yahoo.com
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CHATA YA UTOAJI HUDUMA KWA WANANCHI

g

W
T

CHUO CHA MAFUNZO KWA WALIMU CHA ST. MARK’S = KIGARI
MFUKO WA BINAFSI WA S.L.P. - EMBU

MAONO (VISION)

Kuwa kituo bora chn mafunzo ya walimu kwan kame ya 21 na said

MISTEMNI (LEMNCO)

FRuwnawcereshn walimu kwa ujuei no moadili ili kowaendelerso oo kobooeo avweso o sean Kilo msweanauanei

MAADLL YA MSIMNCI]

- Utaninmu — Tunadumisha maadili na nidbhamo kotika budoms scio sole,
Ubuniflo - Tunashimiza ubunifu kstike shughuli 2otu 2ote,
Ushirikiano wa Pamoja — Tunafanyys kazi kwa ushirikiono ili kafikia malengo yetu.
Usdillfu — Tunajitahidi kulanys jambo sahihi Kila wakat.
Ujumulshi — Hatubagui, kila miu ni muhimu kwetu,

Huduma kwa Waic]s — Tunatoa huduma bors kwa furaha yo waleja wetu.

HUDUMA ZINAZOTOLEWA
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MFUMO WA MAONI NA

Unaweza kutoa maoni yako, malalamiko,

kupitin:

Baruw pepe: kgl iyl comm
Sloug #2834 TZIGHRTTTD

Smm ra O3k Jumaiata o Ljurnanan,
Wela moonl/mealals ke kwenve ki

Mhl;ﬁLf\Mll{Q
au pongeri kwn kuwasiliana na usimamizi wa chuo

Horoe

“Aara maoja

Saa KM} asubuhi - sna 5:00 jioni
nanduke che musoni kilicho mapokesi.




