
 
VOCATIONAL TRAINING CENTRES WORK FLOW 
 
 

 

 Workflow as per service delivery charter inform of a flowchart. 

i. Customer needs/ Enquiries                                                                                                                                                                                                                                                  

  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

 

 

Formal enquiry at 

the reception in 

VTC 

Customer 

provided with 

relevant 

documents for 

admission. 

• Feedback from 

VTC manager e.g. 

email-8hrs 

• Letter-5 working 

days 

• Phone-3rd ring 

• Physical-

immediately 

uptake of details e.g. 

contacts, address, 

email 



 
 

 

  

ii. Processing of Payment documents of Service Providers                                                                                                                                                                                                                              

  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

 

 

 

" 

Receive payment 

documents from 

service providers 

for goods and 

services provided 

• Service 

provider is paid 

• All necessary 

documentation 

is filed. 

• Submit the payment 

document for 

approval. 

• Obtain necessary 

signatures or 

approvals from 

authorized 

personnel 

• Initiate payment 

process through 

approved payment 

method  

• Authorize payment 

according to school 

policies and 

procedures within 

30 days after 

receipt of 

goods/services, 

invoices and 

approval from 

acceptance 

committee 

 

• Verify that the 

payment 

documents are 

complete and 

accurate. 

• Check for 

necessary 

approvals and 

supporting 

documentation 



 

 
 

iii. Information dissemination                                                                                                                                                                                                                              

  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
  

Formal request for 

information through 

formal channels of 

communication 

• Encourage feedback from 

recipients regarding the 

information received. 

• Provide contact details or 

feedback forms. 

 

• Choose appropriate 

communication 

channels based on the 

nature of the 

information and target 

audience (emails, 

notice boards, website, 

social media, etc.) 

• Determine the timing 

for dissemination to 

maximize reach and 

effectiveness. 

• Distribute the 

information through 

selected channels. 

• Ensure accessibility to 

all relevant parties. 

• Confirm successful 

dissemination of 

information. 

• Monitor channels for 

any delivery issues or 

errors. 

• Information 

disseminated within 5 

working days. 

•  

Format content 

appropriately for 

dissemination (e.g., 

newsletters, emails, 

posters, website 

updates). 

 



iv. Reports  

  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

 
 
 
 

 

 

 

 

Formal request for 

report received at 

the vtc 

• Encourage feedback from 

report recipients regarding 

usefulness and clarity. 

 

• Assigning the request to 

the appropriate 

personnel  

• Identification and 

gathering of the 

necessary data  

• Compile the collected 

data  

• Generate the report 

based on the collected 

and analyzed data 

• Disseminate the 

approved report to the 

requester and other 

designated recipients 

within 5 working days. 

•  

 

• Clarify the details of 

the requested report 

with the requester. 

• Ensure 

understanding of 

report scope 

timeframe, and 

specific 

requirements. 

 



 
 

v. training in vocational & technical skills 

  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 
 

 

 

 

 

 

 

Advertise for students 

who are ready to 

participate in 

constructive training 

programs 

Conduct graduation 

ceremonies for 

students who 

successfully 

complete their 

training programs. 

 

Theoretical and practical 

instruction for a 

minimum of 480 hours 

Preparing the students 

for certification exams if 

applicable 

Arrange internships or 

work placements with 

industry partners to 

provide real-world 

experience 

Enroll the students 



 

vi. training in entrepreneurship and leadership skills 

  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 
 
 
 
 

students must be 

ready to participate 

in constructive 

training in 

entrepreneurship 

• Certification 

• Ability to write 

simple business 

plans 

 

• Theoretical and 

practical instruction 

for a minimum of 

480 hours 

• Assess student 

performance through 

quizzes, tests 

• Inviting successful 

entrepreneurs and 

leaders to offer 

mentorship 

Enroll the students for 

entrepreneurship  

 



 
 

vii. vtc bog capacity building 

  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

Readiness to 

participate in 

capacity building 

programs 

The board will be 

more informed on 

all the areas they 

have been trained in 

• Participate in a 

capacity building 

session on topics such 

as governance best 

practices, financial 

management, strategic 

planning, legal 

compliance, and 

leadership skills 

lasting 1 – 3 days 

• Assess the current 

skills, knowledge, 

and competencies of 

the board members. 

• Identify areas for 

capacity building 

based on the 

school's strategic 

goals and 

governance 

requirements 



 
  

viii. Disseminate information on Elimu fund bursary to VTCS 

  
 

 

 

 

 

 

 

 

 

advice the needy 

students to apply for 

Elimu fund bursary 

Successful 

applicants will 

benefit from the 

Elimu fund bursary 

Needy and deserving 

students attends the 

public participation 

meetings at sub-location 

level for the 

identification of 

beneficiaries after the 

release of the notice 

Needy students to fill 

application forms 

Needy students to 

attend public 

participation 


