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FOREWARD

The civil servants Training Revolving Fund (TRF) was introduced as [art pf the
efforts by the Government of Kenya to assist Public Servants access funds at
subsidized interest rates for training in order to enhance knowledge and skills
considered critical for performance improvement and achievement of national
development goals. This led to the partnership between the then Ministry of
State for Public Service, and the Higher Education Loans Board (HELB) during

the 2011/2012 financial year.

At inception, the Ministry had projected to set aside Kshs.200 Million every
financial year with the objective of building the Fund to Kshs.1 Billion as the
envisaged optimum capacity. To date, the Fund has an accumulated capital

base of Kshs.330 Million.

Despite the Fund targeting public servants across the Public Service, initial
implementation was done on a pilot basis within the core civil service, leaving out
public servants in other Public Service Agencies. In addition, funding was
restricted to staff pursuing Masters and Doctorate (PhD) studies. This slowed
the uptake and anticipated growth of the Fund. A review of the operational
guidelines to make the product more responsive to the needs of the Service and
to guide the management of the Fund for the next five (5) years was found

necessary.



Under the revised Fund administration guidelines, the loan facility will be open to
public servants interested in studying short-term residential skills development
training and career enhancement programmes; diploma and post-graduate
degree level training in technical, professional and highly specialized areas in

local training institutions.

To qualify for the loan, applicants must be on permanent terms of service in the
Civil Service (National and County Governments), the Teaching Service and the
National Police Service. Continuous monitoring and evaluation on the absorption
of the funds will be undertaken by the Ministry and the Fund managers with the

possibility of bringing on board more Public Service entities.

Going forward, I call upon Public Servants to take advantage of the Fund to build

their skills, competencies and attitudes in their areas of jurisdiction.

USVCCES

Prof. Margaret Kobia, PhD, MGH

Cabinet Secretary

Ministry of Public Service, Gender,

Senior Citizens Affairs and Special Programmes
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PREFACE
Kenya Vision 2030 envisages a globally competitive and adaptive human

resource base that will contribute to the economic, social and pﬁo:hft:i'c‘:al pillars.
Consequently, this calls for an efficient, motivated and well-trained Public Service
as one of the major foundations towards its realization. The Third MTP being
implemented under the Big 4 Agenda focuses on a transformational Public
Service which delivers service to its citizens in a focused, efficient and effective

manner.

To meet the needs of the citizenry for quality services, the Public Service
requires to have personnel with requisite skills, competencies and attitudes in an
ever changing service delivery environment. The acquisition of enhanced
competencies in the Public Service is, therefore, inevitable. It is for this reason
the Government established the Training Revolving Fund (TRF) from which
public servants could borrow funds for self-development at subsidized rates;
thus, encouraging a culture of life-long learning in the Public Service. Since
inception in 2012, the kitty has supported over four hundred (400) civil servants.
A total of fifty (50) beneficiaries have fully serviced their loans while three

hundred and fifty (350) are actively servicing their loan facilities.

The revised Fund administration guidelines aim at accelerating the uptake of the
product and expand training opportunities to targeted categories of public

servants in the Civil Service, Teaching Service and the National Police Service.
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The Ministry will continue to partner with the HELB in the administration of the

Fund to ensure a knowledgeable and competent Public Service.

Voo

Hon. Rachel Shebesh, MBS

Chief Administrative Secretary

Ministry of Public Service, Gender,

Senior Citizens Affairs and Special Programmes
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1.5 List of Abbreviations

HELB : Higher Education Loans Board

MPSG : Ministry of Public Service and Gender
MoU. : Memorandum of Understanding

MTP : Medium Training Plan

SDPS : State Department for Public Service
TNA : Training Needs Assessment

TRF : Training Revolving Fund
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1.6 Definition of Terms

1.1.

1.2.

1.3.

1.4.

1.5.

1.6.

1.7.

1.8.

1.9.

1.10.

1.11.

1.12.

Beneficiary — a public servant who has received a loan from the
Training Revolving Fund (TRF).

Critical training areas — Areas geared towards professionalizing
the Public Service and improving performance.

County Government - the devolved unit as defined in Article
176 of the Constitution of Kenya.

Department - it is a technical branch in the Ministry and County
Government handling a specific function(s).

Development - a deliberate and systematic development of
knowledge, skills and attitudes to enable an employee perform a
given job to achieve organizational objectives.

Guarantor — a person who commits to repay the borrowed funds
by a beneficiary in the event of default.

National Certification - certificates issued to Public Servants
upon successful completion of examinable courses by recognized
certification bodies in Kenya and/or the National Qualifications
Authority.

The Ministry — the Ministry responsible for Public Service

Public Service — means the collectivity of all individuals, other
than State officers, performing a function within a State organ and
comprises of the Civil Service (national and county governments),
teaching and public university services, the disciplined services
(excluding the military), state corporations, public institutions and
service commissions whose salaries are funded from the
exchequer.

Steering Committee- means the committee that shall be set up
for purposes of administration of the Fund.

Training - a deliberate and systematic development of knowledge,
skills and knowledge.

Training Revolving Fund - a fund established by the Ministry
and administered by HELB from which Public servants borrow and



repay loans at subsidized interest rates to undertake short and long
term training programmes.
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CHAPTER ONE

INTRODUCTION
1.0 Background
Since independence, the Government has made human resource development a

priority in national development strategy, which is evident from the training and
development policies put in place. Besides, the Public Service reforms of the
1990°s recognized the importance of training and capacity building as a
prerequisite to improved performance in the public service.

In all the above efforts, the Ministry of Public Service and Gender (MPSG) has
continued to provide strategic leadership and guidance for public service on
matters of human resource management and development. The Ministry trains
and builds capacity in the public service through carrying out Training needs
assessment (TNA), prioritizing training needs, providing resources for training

programmes and evaluating the effectiveness of training programmes.

The major source of training funds is the Exchequer which on an annual basis
allocates in-service training funds to the Ministry of Public Service and Gender. In
addition, the Ministry receives training opportunities and technical assistance
from development partners. The Government also supports self-development by
encouraging staff to sponsor themselves for training in relevant fields.

Due to increased awareness on the importance of training for career
development and performance improvement, there has been an increase in the
demand for training which has outstripped the current resource base. The
available financial resources are mostly directed towards short term skill

improvement programmes.



Serving officers who wish to develop themselves in line with the existing
guidelines have resorted to using personal savings which is increasingly
becoming difficult due to hard economic times. They are, therefore,
disadvantaged when it comes to career development leading to low morale

among the staff.

Vision 2030 envisages a globally competitive and adaptive human resource base
that will contribute to the economic, social and political pillars. Consequently, this
calls for an efficient, motivated and well-trained public service as one of the
major foundations towards its realization. The acquisition of enhanced
competencies in the public service is, therefore, inevitable. It is for this reason
the Government established the Training Revolving Fund (TRF) from which

public servants could borrow funds for self-development.

The TRF aims to fast-track the development of knowledge, skills, competencies
and attitudes by increasing resources for training. This will contribute to building
capacity in the public service to improve performance and enhance service

delivery to the citizenry.

To ensure efficient and effective management of the Fund, the Ministry entered
into a Memorandum of Understanding (MoU) with the Higher Education Loans
Board (HELB) which has the institutional capacity as well as requisite experience

to administer the Fund.

To facilitate the implementation of the MoU, the parties developed guidelines
aimed at ensuring that the administration of the TRF is managed within the

provisions of the MoU.



1.1 Objective of the Guidelines

The objective of these guidelines is to give direction on the management,
coordination, and implementation of the Training Revolving Fund for the Public

Service. Specifically, the guidelines will: -
2.1.1 State the criteria for identification and selection of beneficiaries.
2.1.2 Outline the application procedure.
2.1.3 Establish the loan award criteria.
2.1.4 Provide the loan disbursement and recovery procedures.

1.2 Organization of the Guidelines

The guidelines are presented in five chapters as follows: -

Chapter one - Introduction

Chapter two - Administration of the Training Revolving Fund
Chapter three - Types of Training Programmes

Chapter four - Terms and Conditions of the Loan

Chapter five -  Conclusion



CHAPTER TWO
ADMINISTRATION OF THE TRAINING REVOLVING FUND

2.0 Introduction
This chapter outlines the various roles and responsibilities to be played by

stakeholders. The revolving fund will be administered by HELB in collaboration
with the MPSG and the applicants’ parent Ministry/State Department/County.
Each of the said parties will play the following roles:

2.1 Role of the Ministry
2.1.1 Provide funds for the Training Revolving Fund within sixty (60) days from

the beginning of every quarter within a financial year.

2.1.2 Determine the critical areas of training against which officers in
the public service may apply for the loans.

2.1.3 Set the criteria and conditions governing the granting of loans in
consultation with HELB.

2.1.4 Liaise with HELB to determine the maximum number of eligible persons
to be granted loans in any one particular year.

2.1.5 Liaise with HELB in the approval of disbursement of loans.

2.1.6 Receive quarterly reports from HELB concerning the management of the
Fund which data shall include but not limited to the names of staff
nominated, personal numbers, designation of staff, course title, training
provider, gender, existence of disability, county of origin, expected
commencement and completion date, the total cost of training and
amount disbursed.

2.1.7 Monitor and review the progress of the Fund in collaboration with HELB.

2.1.8 Liaise with HELB in the annual audit of the Fund.

2.1.9 Receive annual audit reports of the Fund.

2.1.10 Review training policies as deemed necessary.



2.1.11 In consultation with HELB amend loaning regulations in line with

changing training policies

2.1.12 Ensure that Ministries/Departments/County Governments comply with

the set guidelines on staff training and development.

2.1.13 Compensate HELB the administrative fee as stipulated in clause 3.0 of

the MoU.

2.1.14 Consider and grant waiver of bad debts for total incapacitation and

death.

2.1.15 Nominate three (3) members to the Steering Committee.

2.2 Role of HELB
2.2.1 Receive and administer funds on behalf of SDPS.

2.2.2

2olo3

2.2.4

2,25

2.2.6

2.2.7

2.2.8

2.2.9

Implement the criteria and conditions governing the granting of loans in
collaboration with SDPS.

Determine the maximum number of eligible persons to be granted loans in
any one particular year in collaboration with SDPS.

Receive and consider applications from eligible applicants.

Award loans to successful applicants.

Approve the loan disbursement in liaison with SDPS.

Disburse the loans of successful applicants directly to the institutions in
which they have been admitted for training.

Recover borrowed funds from successful applicants through their
employers by check off system.

Collaborate ~ with beneficiaries’ parent Ministry/Department/County
Governments for tracking beneficiaries.

2.2.10 Amend loaning regulations in line with changing training policies in

consultation with the Ministry.

2.2.11 Provide quarterly reports to the Ministry concerning the management of

the Fund which data shall include but not limited to the names of staff

nominated, personal numbers, designation of staff, course title, training

5



provider, gender, existence of disability, county of origin, expected
commencement and completion date, the total cost of training and
amount disbursed.

2.2.12 Maintain proper accounting records for all monies released to it by the
Ministry.

2.2.13 Monitor and review the progress of the Fund and furnish any other report
as may be deemed necessary in collaboration with the Ministry.

2.2.14 Collaborate with the Ministry in the annual audit of the Fund.

2.2.15 Provide audit report to the Ministry.

2.2.16 Confirm completion of repayment to Ministries/Departments/County
Governments and issue compliance certificates to beneficiaries.

2.2.17 Facilitate portfolio protection through a credit life cover.

2.2.18 Nominate two members to the steering Committee and co-opt two (2) ex

officio members to the committee for administrative purposes.

2.3 The Role of Ministries/Departments/County Governments

2.3.1 Ensure that the training programmes they approve are relevant to the
officers’ duties and responsibilities; meet professional standards; and are
cost effective.

2.3.2 Establish ability of the officer to repay the loan.

2.3.3 Identify, vet and recommend suitable applicants as per the set criteria.

2.3.4 Forward the list of recommended applicants to HELB periodically as
agreed from time to time with a recommendation letter.

2.3.5 Where applicable, bond the beneficiaries in line with the provisions of the
Bonding Policy for Public Service.

2.3.6 Deduct and remit funds to HELB from the beneficiaries’ salaries as
provided for in the HELB Act.

2.3.7 Inform HELB of beneficiaries’ changes of Ministry/Department /County

Government and exit from the Service.



2.3.8

Receive a copy of the final certificate and/or the project paper from the
beneficiary upon completion of training.

2.4 Role of Training Institutions

2.4.1

24.2
24.3
2.4.4

2.4.5
2.4.6

Ensure that the training curriculum is offered by professional, qualified
and experienced trainers.

Provide accurate information concerning beneficiaries upon request.
Inform HELB of any other source of funding for the beneficiary.

Remit unutilized funds on training programmes directly to HELB to be
ploughed back into the fund as repayment.

Acknowledge receipt of all monies received from HELB.

Maintain accurate and up to date fee statement for the beneficiary.

2.5 Role of Applicant/Beneficiary

2.5:1

2.5.2
2.5.3

2.5.4
2.5:5

2.5/6
2.5.7
2.9.8

Ensure they obtain an admission letter accompanied by the fee invoice
from the training institution and the relevant bank details to facilitate
payment.

Disclose to HELB any other source of funding, if any.

Obtain approval from the Ministry/Department/County Government before
any change of course, mode and venue of study.

Provide their employer with regular reports on their academic progress.
Submit to the employer the final certificate and/or the project paper upon
completion of training.

Notify HELB upon exit, change or transition of employment.

Ensure repayment as per the terms and conditions of the loan.
Beneficiaries will be required to notify HELB of any unutilized funds.



CHAPTER THREE
TRAINING PROGRAMMES

3.0 Introduction

The funds shall be disbursed for those public servants pursuing courses in critical
training areas as shall be determined from time to time by the Ministry in
consultation with Ministries/Departments/County Governments. The courses will
be derived from TNA and performance audit reports. The training must be
relevant to the functions performed by the officer and approved by the relevant

Ministries/Departments/County Governments.

3.1 Types of Training Programmes

The funds will be disbursed for training programmes that take more than three
(3) months. Funds shall not be granted for officers attending seminars,

workshops or conferences.

3.1.1 Technical/Professional Short Courses

These are courses that are designed to specifically address identified
performance gaps in Ministries/Departments/County Governments. The courses
duration range between three (3) and six (6) months.

3.1.2 Long Term Courses
These are academic/technical oriented programmes for professional and career
development. The courses to be funded are those with duration of more than six

(6) months.



CHAPTER FOUR
TERMS AND CONDITIONS OF THE LOAN

4.0 Introduction

This chapter covers the terms and conditions of the TRF. It will consider loan

eligibility, loan application requirements, selection criteria, application process,

funding, disbursement, recovery of loans and conduct of beneficiaries during the

loan term.

4.1 Eligibility for the Loan

To be eligible for TRF, applicants must have met the following considerations:

4.1.1
4.1.2
4.1.3
4.1.4
4.1.5

4.1.6
4.1.7

4.1.8
4.1.9

Be a public servant.

Have completed the probation period.

Have completed two (2) years since completion of a long course.

Have completed one (1) year since the completion of a short course.
Commence their studies during the financial year when the funds are
awarded.

Course applied for must be relevant and among those identified as critical.
Have ability to commence repayment of borrowed funds immediately after
disbursement as per the 1/3' rule requirement under the Service
Regulations.

Have ability to repay borrowed funds within the stipulated period.
Previous beneficiaries of HELB loans should have completed repayment or
have been servicing the loan for at least six (6) months.

4.2 Loan Application Requirements

The following shall be the requirements to be submitted to HELB during the TRF

loan application process: -

4.2.1

Duly filled loan application forms in hard copy or electronic form.
9



4.2.2
4.2.3
4.2.4
4.2.5

4.2.6

Certified copy of the applicants National Identification Card.

Certified copies of the latest three (3) months’ pay slips.

Copy of admission letter from a recognized institution.

A recommendation letter from the employer signed by the Accounting
Officer or designated officer indicating the approved course, personal
number and designation of the officer proceeding for training.

Certified copies of national IDs of guarantors who must be serving officers

in a Ministry/Department/County Government.

4.3 Funding

The Fund shall consider applications for courses which cost between Kenya
shillings thirty thousand (Kshs.30,000.00) and five hundred thousand
(Kshs.500,000.00) per year subject to ability to pay.

Funding considerations will include:

4.3.1

4.3.2

4.3.3

4.3.4

4.3.5

4.3.6
4.3.7

The award of funds for courses shall be restricted to costs related to
tuition, examination, library, computer and research.

Fees for accommodation and tuition or residential short courses will be
treated as one item (where applicable) for the purpose of funding.
Ensuring no one shall benefit more than once from the fund at the same
time.

Successful completion of the course should be within the stipulated

period. The TRF will not meet expenses occasioned by repetition of
courses.

Courses offered in local training institutions.

Application for further funding upon proven reasonable grounds.

Where beneficiaries exit the public service further disbursements will

cease.

10



4.4 Application Process

The applicant shall be required to:

I
i,

Vi.

Fill an application form.
Sign a loan agreement form when applying for the funds.
The forms will be available at the HELB website on www.helb.co.ke

for online application.

The forms will be submitted along with the required supporting
documents.

Applicants will be required to provide two guarantors who should be
serving public servants in Ministries/Departments/County
Governments.

Applicants shall allow 30 days for processing of the loan.

4.5 Selection and Award

Loans applications are considered as per the set criteria and defined limits.

Applicants that qualify are notified and letters of offer are issued for acceptance

or decline. Applicants who are unsuccessful are notified accordingly.

4.6 Loan Disbursement

Upon receipt of the executed offer letter, the employer is contacted for

verification. Once verified, disbursement is done to the institution of study.

4.7 Recovery of Loan

i. The loans will mature immediately after disbursement of the funds.

ii. The maximum loan repayment period shall be determined by HELB as per
the schedule (Appendix 3) up to a maximum of seventy (72) months or as

may be determined by HELB.
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Vi.

Vii.

viii.

HELB shall send a repayment plan to the beneficiaries” employer. The
Ministries/Departments/County Governments shall deduct and remit
monthly repayments from the beneficiaries’ salary to HELB by the 15t day
of the following month as required by the HELB Act.

The interest rate applicable shall be 4% per annum of the outstanding

borrowed funds on a reducing balance.

The interest so charged shall be utilized by HELB as administrative fees.

In addition, an annual account maintenance fee of one thousand shillings

(Kshs.1,000.00) shall be levied on individual accounts.

Beneficiaries who wish to clear the debt before the completion of the loan

term will be encouraged to do so.

HELB will issue a clearance letter and compliance certificate upon

completion of repayment .

In the event that the employee transfers service from one
Ministry/Department/County Government to another or from the Public
service to the private sector, the preceding employer shall inform HELB in
writing by the 15% day of the following month.

Beneficiaries of the TRF who exit from the service:

Shall be required to clear any outstanding balance.

Defaulters will be deemed to be under government liability and will be
recovered as per the HELB Credit Policy.

Beneficiaries who exit the public service to join the private sector will

cease to enjoy the discounted rate of 4% and will repay the outstanding

balance at 10%.

4.8 Training Levy and Tuition Refund
Beneficiaries of the TRF shall not be charged training levy as they will be deemed

to be on self-sponsorship. Ministries/Departments/County Governments will not

refund to beneficiaries any part of the fees sponsored through the fund.

12



4.9 Monitoring and Evaluation
The Ministry will continuously monitor implementation of the Fund and evaluate

its performance every five (5) years or as deemed necessary.

13



CHAPTER FIVE
CONCLUSION

The administration of the TRF by HELB will be guided by the Memorandum of
Understanding. HELB has the mandate, capacity and experience in the

administration of similar products.

These guidelines have been developed to provide an administrative framework
which defines the roles of the Ministry, HELB, Ministries/Departments/County
Governments and Training Institutions. They have also outlined the types of
courses, eligibility criteria, terms and conditions to guide in the selection of
applicants, loan application process, disbursement and repayment of the

borrowed funds.

All parties to the Fund are expected to follow the guidelines to ensure the
successful realization of the objectives of the Fund. The guidelines have been
developed with due regard to the regulations governing training in the Public

Service.

There will be continuous monitoring and evaluation of the fund to ensure that

the envisioned objectives of the Fund are achieved.
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Appendix 1
STEERING COMMITTEE

1. CONSTITUTION OF THE COMMITTEE

1.1. The Steering committee shall comprise of three (3) members from the
Ministry and two (2) from HELB.

1.2. The committee may co-opt two (2) members from HELB for purposes of
administering the Fund.

1.3. For the duration of the MoU, the Ministry shall be charged with overall
responsibility with regard to the roles of the committee.

2.1 ROLES OF THE COMMITTEE
2.1 Governance:

2.1.1 Act as the coordinating unit and play a role in determining the specifics of
the administration and management of the Fund.

2.1.2 Conduct periodic reviews on performance of the Fund
2.1.3 Initiate review of terms and conditions of the loan.
2.1.4 Analyze risks and ensure appropriate controls are in place.

2.1.5 Develop annual work plans, budgets, expenditures, etc.

3.1 Sustainability:

3.1.1 Develop strategies for resource mobilization and partnership development.
3.1.2 Support loan recovery initiatives

3.1.3 Support portfolio protection initiatives

3.1.4 Develop innovative products.

3.1.5 Develop marketing initiatives.

15



Appendix 2

Critical Training Areas in Ministries/ Departments

/NO

TRAINING AREA

Accounting / Financial Management

Actuarial Studies

Administration

Advanced Finger Print

Advanced Rock Blasting Technigues

Aeronautical and Radar Meteorology

Agricultural Engineering

Agricultural Resource Management

WP |N|O B WIN =

Analytical Chemistry

10. Animal Production

11. Aviation

12. Betting Control

13. Bio statistics

14. Cartography and Survey

15. Certified Forensic Accounting

16. Climate Change

17. Clinical and Alternative Medicine

18. Communication e -Systems

19. Compensation Management (Salaries and Payroll Administration)
20. Computer Geographic Information

21. Computerized Record and Archival Management
22. Cooperative Management

23. Copyrighting and Patenting

24. Corporate Governance and Ethics

25. Criminology and Social Order

26. Curriculum Development

27. Data Management

28. Democracy, Refugee and Humanitarian Affairs
29. Demographic/ Population Studies

30. Econometrics Analysis

31. Efficient Deck Handling, Safety and Seamanship
32. Entrepreneurship / Micro and Small Enterprises
33 Environmental Chemistry

34. Environmental Impact Assessment

35. Fibre Diplomacy

36. Fisheries Technology

37. Food Science
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38. Foreign Languages

39. Forensic Medicine/ Science/ Deontology

40. Gender, HIV and Productive Health

41. Geo-Information and Remote Sensing (GIS)

42, Guidance and Counseling

43. Health and Safety

44. Horticultural Science and Management

45. Human Resource Management & Development
46. Human Resource Management Information Systems
47. Industrial Development

48. Industrial Relations

49. Instrumentation ( Repair of Medical Equipment)
50. International Development

51. International Relations

52. Investigation, Process Service, Prosecution and Advocacy
53. Job Analysis and Evaluation

54. Laboratory Information Management Systems
55. Legal Studies

56. Legislative Drafting

57. Marine and Oceanography/ Tsunamigenic Modeling
58. Maritime Law

59. Mediation, Conflict Resolution and Peace Building
60. Micro Hydro and Electrical Power Development
61. Microwave Science

62. Mineralogy and Crystallography

63. Mining and Environment

64. Modeling Techniques ( Macro and Micro Modeling Systems)
65. Monitoring and Combating Human Traffic

66. Nautical, Safety and Seamanship

67. Offshore Mapping/ Drilling

68. Organizational and Restructuring Development
69. Pension Administration

70. Petroleum Exploration

71, Project Management (M&E Project)

225 Public / Private Partnership

13, Public Policy

74. Quantity and Building Survey

75. Regional Integration

76. Renewable Energy Technologies

I 7 Research, Reforms and Innovative Consultancy
78. Safety and Sea Faring Skills

79. Solid Waste and Air Pollution

80. Specialized Coaching Course
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81. Sports Administration

82. Technology Transfer

83. Toxicology

84. Value Addition (Livestock Products)
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