ACTORS

(€Y KENYA MEDICAL
) TRAINING COLLEGE

=1}
v Training for Better Health

STUDENT ADMISSION

Submit Minimum

Course requirements

Preparation and

Admission Officer Submission of advert

(15 days before
date of advert)

Corporate

Content editing,
Layout and Design

' k 1day
Approval of Advert

Communication
Officer

Chief
Executive
Officer

Procurement

Process Summary
Number of Officers: 5

Time taken: 2 months

Access Website

(Immediately)

1day

(Digital and mainstream Media)

C.O Seek for
approval by GAA

. Procurement of

STEPS

Opening of
applications

Publishing

service

Register Account, apply, pay
application fee and submit

online ( Deadline)

advertis on
media

5 day

(immediately)

Verification,
Selection and
Assigning to

various Campuses Instructions

Receive Admission letter

(Immediately after signing)

Prepare
Admission
Letter and joining

1day
after
posting

1day

A4

Signing and Release
of admission letter by

Registrar

KMTC is an ISO 9001:2015 Certified Institution

bt KENYA /77 =
wowe VIsion2030



ACTORS

gy Koo Meoica STUDENT ENROLMENT

=1}
v Training for Better Health

STEPS

Prospective
Students

Student Reports Student Duly fills form A and B

Student admitted

A

Confirms the student
name in Admission list

Student Individual
File opened and

Verify candidate documents to Issue and Instruct Fill relevant Direct the student

ensure eligibility as per course candidate to fill official sections in to Adm Desk
advert & Ensure copies of admission Form Form A and B Officer
documents are certified Aand B

duly labelled

Desk Admission

Officer Direct Student to Receive the student and

Accounts office enter student details in ERP

Confirms payment of College
fee and issue receipt

Accounts Officer

Process Summary
Number of Officers: 4

Time taken: 1 day

KMTC is an 1SO 9001:2015 Certified Institution KENYA 77 e
wowe VISION2030




B TG cotira STUDENT TEACHING AND LEARNING

I 0N
‘3::“wum(‘_”:'m Training for Better Health

ACTORS

STEPS

@

Online reporting Attend
via student portal classes

Sign Sign topic Evaluate Gives feedback
attendance coverage teaching and on the
register register learning programme

Student /parent/

guardian

Preparation of Conducting
teaching and teaching
learning and learning

Class
coordinator

Analysis of attendance register, topic

coverage register evaluation of teaching and
learning and feedback on the programme

Process Summary
Number of Officers: 2

Time taken: As per course structure, academic calendar and timetables

KMTC is an ISO 9001:2015 Certified Institution , KENYA /o
woee Vision2030




ACTORS

N KENYA MEDICAL

A=, TRAINING COLLEGE GRADUATION

STEPS

Successfully Pays graduation fee Presents the receipt to Participates in the

Graduand

completes training supplies officer to be

issued with a gown

graduation ceremony

A as per
Continuous A indicated
same day indicate
dat
Chief Executive Notifies graduand the day of are
. graduation and the requirements
Officer for graduation
Accounts Officer Receives payment of graduation
and issues a college receipt
v same day
Supplies Officer
Issues gown to graduand

Process Summary
Number of Officers: 3

Time taken: 7doy

KMTC is an ISO 9001:2015 Certified Institution , KENYA 7ot
woee Vision2030




(€Y KENYA MEDICAL

& TrauminG covirar ADMINISTRATION OF EXAMS

ACTORS

STEPS

Meets requirements to Presentation of self to exam
sit for the exam room for exams

Continuous

Clearance of students to As per
sit for exams exam
timetable
Campus -
. . Issue exam to the invigilator
Examination As per exam
Officer As per exam timetable timetable

Ensure suitability of Issue exam to students, Hand over done scripts
examination venue and invigilate and collect to the campus exam

Invigilator suitability of students to examination after the officer for custody

sit for the exam scheduled time

30 min

Process Summary
Number of Officers: 3

Time taken: As per exam timetable

KMTC is an ISO 9001:2015 Certified Institution : KENYA 77 —
wowe VISION2030




N KENYA MEDICAL

&, TRaNING Couirar ISSUANCE OF ACADEMIC CERTIFICATES

ACTORS

STEPS

Presents clearance form Signs on the certificate
Craduate from campus, gown return issuance register and
form and original ID collects certificate

Verifies the documents
. presented by the student and
Officer issues certificate to student

Examination

Process Summary
Number of Officers: 1

Time taken: 70 min

Tﬂiﬁ!&. KENYA

W B o

KMTC is an 1SO 9001:2015 Certified Institution




ACTORS

g 5 KENYA MEDICAL

& Trauming Covirar [SSUANCE OF ACADEMIC TRANSCRIPTS

Accounts office

STEPS

Presents the application Collects the academic
form and the receipt to the transcript from the
examination offices examination office

Applies and pays for
Graduand the transcript

Receives payment for the
transcript and issues a
college receipt

Receives application form Notifies the applicant
Examination and the receipt from the of the readiness of
Office graduate transcript

Signs the academic

Registrar Office transcript

Process Summary
Number of Officers: 3

Time taken: 7day

KMTC is an ISO 9001:2015 Certified Institution

KENYA /77 ==
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ACTORS

N KENYA MEDICAL

& TG courar - pEPLACEMENT OF A LOST ACADEMIC CERTIFICATE

STEPS

Formally requests for Fresents the application Collects the academic
replacement and pays for form and the receipt to the certificate from the
the service examination offices examination office

Graduand

Receives replacement
payment and issues a
college receipt

Accounts office

Notifies the applicant
Verifies the authenticity Prepares the of the readiness of
of the certificate replacement certificate the certificate

Examination
Office

Signs the replaced
certificate

Registrar Office

Signs the replaced
certificate

Process Summary
Number of Officers: 4

Time taken: 70 days

KMTC is an ISO 9001:2015 Certified Institution , KENYA /o
woee Vision2030




ACTORS

™ KENYA MEDICAL

w JRAINING COLLEGE VERIFICATION OF ACADEMIC TRANSCRIPT

STEPS

Graduate / Presents original transcript &
copies to be certified and the

receipt to the examination office

Collects the
verified copy/ies

Pays for

Employer/ verification fee
Verifying agent

Receives verification
payment and issues a
college receipt

Accounts office

Verifies the authenticity of the
Examination certificate and certifies copies if

Office authentic

Process Summary
Number of Officers: 2

Time taken: 2 day

KMTC is an ISO 9001:2015 Certified Institution KENYA 77 —
wowe VISION2030




ACTORS

; 5 KENYA MEDICAL

&, TraINING Coutra VERIFICATION OF ACADEMIC CERTIFICATE

STEPS

Graduate / Pays for Presents original certificate &

: i h
Employer/ verification fee co?les SORSES I & ?nd . .e
oo o receipt to the examination office
Verifying agent

Collects the

verified copy/ies

Receives verification
payment and issues a
college receipt

Accounts office

Verifies the authenticity of the
Examination certificate and certifies copies if

Office authentic

Process Summary
Number of Officers: 2

Time taken: 2 day

KMTC is an ISO 9001:2015 Certified Institution KENYA 77 —
wowe VISION2030




ACTORS

By N e CAMPUS STUDENT DISCIPLINARY PROCESS

n—=n
voponocnins [raining for Better Health

STEPS

—

Notified of Calls for case summal,. Sets hearing date, Writes letter of verdict,
disciplinary case and file from department notifies CDC sends to department

Prepares summary, Receives Letter and forwards
forwards file to principal to student & Guardian

Department

Receives notification CDC members sit to
of hearing determine case

Student &
Guardian

Receives notification student/Guardian
of hearing receive letter

Process Summary
Number of Officers: 3

Time taken: 20 days

KMTC is an ISO 9001:2015 Certified Institution KENYA 77 —
wowe VISION2030




ACTORS

2 NN COLLEGE DISCIPLINARY APPEAL PROCESS

I 0N
""W"H Training for Better Health

STEPS
“ \A|
*7 day 5 days A .\J A
*7 day
*7 day
-..‘l
I *7 day
Deputy Registrar ~ > > >
1day 60 days * f v
\4

Process Summa \/

Number of Officers: 4
Time taken: 70 days

KMTC is an ISO 9001:2015 Certified Institution (™)

THE BIG I KENYA 7=
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BY i Contrar CHAPLAINCY SERVICE

n—=n
voponocnins [raining for Better Health

ACTORS

STEPS

Seeks chaplain Attends session
service

Book appointment Conducts session 1day Discharges/gives
return date

Process Summary
Number of Officers: 1

Time taken: 2 days after referral

KMTC is an ISO 9001:2015 Certified Institution , KENYA /o
woee Vision2030




By e o rar COUNSELLING SERVICE

n—=n
voponocnins [raining for Better Health

ACTORS

STEPS

Seeks counselling Attends session

Book appointment Conducts session 1day Discharges/gives
return date

Process Summary
Number of Officers: 1

Time taken: 2 days after referral

KMTC is an ISO 9001:2015 Certified Institution , KENYA /o
woee Vision2030




ACTORS

€3 KENYA MEDICAL
&) TRAINING COLLEGE

’.Q @l‘
H'.) "'H Training for Better Health

STUDENT ACCOMMODATION

Administrative /
accommodation
officer

House Keeper

Process Summary
Number of Officers: 4

Time taken: 7day

STEPS

KMTC is an ISO 9001:2015 Certified Institution [

THE BIG I
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ACTORS

i 5 KENYA MEDICAL
A TRAINING COLLEGE

n—=n
voponocnins [raining for Better Health

ALUMNI MEMBERSHIP

Make an Online or
Physical application

Graduands/
GCraduates

Support the
registration

Alumni Officer

Process Summary
Number of Officers: 1

Time taken: 7 month

STEPS

Collects
certificate

issue certificate
of membership

KMTC is an 1SO 9001:2015 Certified Institution

T"“‘°I KENYA

W e e




! KENYA MEDICAL

"‘ : TRAINING COLLEGE ENQUIRY

,g,\‘: Training for Better Health

Makes Enquiry Phone call Receives
Emails feedback
Facebook
Twitter
Instagram
Visits the reception

ACTORS

Customer care/

corporate Gives Response :
communication . Listens to the customer

officer in charge . Refer to the relevant office

Greets the customer

Feedback /direct the customer to
the right office

Receive and acknowledge the email
Sends an email

Receives the call and introduce
themselves and gives feedback to
the client or refer to the relevant
offices

Process Summary
Number of Officers: 1

Time taken: 2-10 min

Makes an inquiry

KMTC is an ISO 9001:2015 Certified Institution




ACTORS

B Ko e HEALTH SERVICES

I 0N
""W"H Training for Better Health

STEPS

>
>

D D NS et
\

o

Triage Nurse

Laboratory O

Technologist

Process Summa
Number of Officers: 6
Time taken: 15-30 min

THE BIG I KENYA 7=

IR

KMTC is an ISO 9001:2015 Certified Institution (™)




ACTORS

KENYA MEDICAL

&Y Tihine contrar CONSULTANCY AND RESEARCH SERVICES

flw ﬂl‘
o Training for Better Health

STEPS

Prospective
collaborating
organization

Submit letter of request Signs Memorandum of

for collaboration understanding with CEO

within a week

immediately

Acknowledge the letter and forwards Signs Memorandum of
to collaboration committee understanding

Collaboration
coordinating
committee

Consider the request and sends
to executive committee

Executive
committee

Discuss and present the request
to finance and planning sub-
committee of the board

Finance and
planning sub-
committee of the
KMTC board of
Directors

Approves and
presents to full board

Approves and issue
board resolution

Board of
directors

v immediately

Relevant Implements projects in liason with
depa rtments collaborating organization
Process Summary
Number of Officers: 6

Time taken: as per the advertisement

T"‘&!ﬁm. KENYA

W e e

KMTC is an 1SO 9001:2015 Certified Institution




ACTORS

KENYA MEDICAL

= |RAINING COLLEGE RECEIPT OF PAYMENTS TO THE COLLEGE

0 —
S Training for Better Health

Access student Get fee payment Make payment Banking slip
. portal/website details from either the using any of the Receive Banking slip or payment
(eXter“al d'e"t) and acquire fee website or authorised payment or payment advice advice
chargeable finance section platforms

Participant

Receive evidence of Acknowledge Acknowledge
ERP Software Bank Statements payment either banking payment by issue payment by issue
slip or payment advice of receipt of receipt

Revenue

Officer

Process Summary
Number of Officers: 1

Time taken: 2-10 min

KMTC is an ISO 9001:2015 Certified Institution




ACTORS

KENYA MEDICAL
5@ B COLLEGE TENDERING PROCESS

STEPS
Head of
Department
* 2 weeks | 7day
|
Procurement "y >
Officer
14 d
* e 1day A A A
Communication Tday
officer
14 days *
Interested |\_\
bidders Y 1day Yy 7day Y 74 days
I.\J
\/ l-\.‘
=
30 days 1day g\
S
. o
Service - N
providers 1y v%
ay

Finance
manager

Process Summa
Number of Officers: 6
Time taken: as per the advertisement

KMTC is an ISO 9001:2015 Certified Institution {
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ACTORS

B Ko e CAMPUS TENDERING PROCESS

I 0N
"W"H Training for Better Health

STEPS
Head of
Department
- * 2 weeks | 1 day
Procurement .\} >
Officer
* 14 days 1 dloy A A A
Communication Tday
officer
14 days *
Interested -\J
bidders Y 1day Y 1day y 74 days
l,\‘
o
30 days Tday %)
3
Service e %
providers S
1day v

Finance
manager

Process Summa
Number of Officers: 6
Time taken: as per the advertisement

KMTC is an ISO 9001:2015 Certified Institution {
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N KENYA MEDICAL

} TRAINING COLLEGE PROCESSING OF PAYMENT TO SUPPLIERS

I 0N
‘thm”m“_”:'m Training for Better Health

ACTORS

STEPS

Submit required

documents to
procurement

(immediately)

Submit required
documents to procurement

Procurement
officer

Accountant ouchers Vouchers

preparation examination authorization

Sign Dispatch

cheques payment to

suppliers
*7 day

17 day
Sign cheques
1day

Prepare cheques

incharge

1day

AIE holder Approval for pay

Process Summary
Number of Officers: 4

Time taken: 11 days

T"“‘°I KENYA

W e e

KMTC is an 1SO 9001:2015 Certified Institution




ACTORS

i 5 KENYA MEDICAL
A TRAINING COLLEGE

n—=n
voponocnins [raining for Better Health

ATTACHMENT

Makes an
Attachee Application

issue of
Appointment/
Regret letter

Principal/HOD Assign duties
3 months

Process Summary
Number of Officers: 1

Time taken: 3 months

STEPS

issue of Release/
Recommendation

Submission of
report

KMTC is an 1SO 9001:2015 Certified Institution
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ACTORS

N KENYA MEDICAL

) TRAINING COLLEGE INTERNSHIP

n—=n
voponocnins [raining for Better Health

STEPS

Application for internship Arrival/reporting Completion and submission
after advertisement by PSC of prescribed documents

As determined by TBA

As determined by PSC

Public Service
Commission

Selection and posting

Posting to Preparing end of Release of
Department/ Campus internship report to PSC intern

Principal/HOD Assigning of Submitting

duties progress report

Process Summary
Number of Officers: 1

Time taken: 1year

KMTC is an 1SO 9001:2015 Certified Institution KENYA / e
wowe VISION2030




ACTORS

i 5 KENYA MEDICAL
A TRAINING COLLEGE

n—=n
voponocnins [raining for Better Health

RESOLUTION OF COMPLAINTS (FORMAL)

Launch of complaints

Complainant

Complaints Assess complains

officer

Complaints
committee

Process Summary
Number of Officers: 3

Time taken: 1 day

Refers the complaint
to the CEO

Constitutes a
complaints committee

Investigate and give
response to CEO

STEPS

Ccomplainant can
launch an appeal

CEO dispatches response
to the complainant

KMTC is an 1SO 9001:2015 Certified Institution
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