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FOREWARD
The National Assembly today faces the challenge of
developing greater confidence in its staff and enabLing them
to be solution oriented and to inspire them to make
rndiledua-1 contribution in t)re serrrice of the Nation. To get
staff at aLl levels to be more self-sufficient, resource6:l,
creative and autonomous, a deliberate move is being made
by the Padiamentary Senace Comrnission (PAISCO$ to
develop a training p olicy.

Mark Twain (1835-1910) ooce said, and I wish to reiterate;
'A man can seldom, very very seldom fight a
vznntng fight against his trairung; the odds are too
heaulztt

The focus, through the policy, is to develop the pugt_eJ_a
uhoh and not jusr the work skills; this wav rhe rndivi.dual
goals are aligned to the Organizauonal goals and the staff
gets mouvated, has a bemer attitude, is loyal to the Insuturion
and is able to operate at strategic ievel maki.ng the National
Assembly more productive and competitive. The end result
at all times must be to aftain grov'th, to both staff aod
Lnstitutioo.

The wheels of change are rurning on l(enya, especially in
the area of Governance and the Nariooal Assembly is ar
the centre of this. Trairung must be an agent of change
managemeflt, in order that the potentral of Staff Members
and, on the uzhole, that of Honourable Members of
Parliament is optimrzed; grving life ro one of my favounte
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expressions, that tJ I let go of phat I am, I becone what I nigbt
be. Train:ng ought to enable us be bener and suonger
than what we are. This is the vision that the PAISCOM
has for the Instirution of Parliament.

This training policy oudines strategies that the PALSCOM
will use to make training and development more
responsive to staff needs to enable them be more efficient.
This will make the Institution of Parl-iament better and

suonger, ultimately translating into bener Governance for
I(enya.

Speaker, Kenya National Assembly/
Chairman, Parliamentary Service Commission
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The Parliamentary Sen ice Commission (?ALSCON! has
developed this document as a necessary rntervenuon ro
address rhe challenges that have faced the K.rv, Xruo.r"l
Assembly staff rn the area of traioing 

"rra 
aevetof-errt.

The managemeot of the Trarning and Development
function has been ad hor andbased in g.rr.r^r f.rion.r.tcucular letters and guideLnes issued blithe Co'".rL.",
trom !.me to rime. These have not adequately addressed
issues that arise in the training a.rd d..r.lop-.rri n ".o""rxrithin the Kenya Nadonal Aisemblv. flu, frrJrre 

^raDevelopment policy therefore aftempts ,o .orr*ia",.
provisions of the vanous documents 

^.rd ^t 
th. ,;;.

address emerging issues 1fl trainiflg ,rra a.rr.top*.rrt.
The poJicyt emphasis is on demand_driven and cost
effecuve trairung that responds to service dehvery
requirements and seeks to faiilitate .^r.., gro*,th 

^-orrgthe Parliamentary Service staff.

The policy ensures that funds allocated to the training
item in the vote are used onJy in areas of prroary, ardthat there is fairness in the distribruor. oi-*i*rlg
resources-

The po)icy fiuther aims at equipping the parliamentary
Semce emplovees wth the necessary knowiedge, skillsand aturudes which wru
placement,,,d r,-,...rri* ;^T^;:j:l-te 

appropriate
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The implementation of the various strategies outlined in
this policy will go a long way in enhancing service deJivery
in the Parlamentary Service.

The Clerk/Chief Executive
Kenya National Assembly
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ABBREVIATIONS

LEGCO -Legislauve Council

PAISCOM -Padiamentary Service Commission

KNA -l(enya National Assembly

MPs -Members of Parliament

HRD -Human Resource Development

TNA -TrainingNeeds Assessment

TIA -Training Impact Assessment

KNA-TC -I(enya National Assembly
Training Committee

DPM -Directorate of Personnel
Management

CHE -Comrnission for Higher Educarion

SDS -Service Delivery Survey
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DEFINITION OF TERMS

"CAPACITY BUILDING" means the prowision of
adequate inteilectual capaciry physicaJ [aciliues,
equipment, working tools, and a supportive work
.environment. It is also concerned with strengthening
of organizational structures, systems and procedures.
Capacity building is characterized by traosparent
decision making.

"DEVELOPMENT" means the process of providirg
empioyees with conceprual skills for general duties.

"ON-THE-JOB TRAINING" means training by
which an employee learns various aspects of h-is/her
job while at the same time actr:ally perforrning these
tasks.

"OFF-THE-JOB TRAINING" means uaimng by
which an employee uodertakes rraining about the job
outside his/her work enrirooment.

"PERFO RMANCE APPRAISAI" means
assessmeflt by the supervisor through mutual
understanding of what is expected of staff, how well
they are doing and how they can do better. It is a

control practice which benefits the employee, the
management and the department.
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"SUCCESSION MANAGEMENT" means strategy m

human resource development of preparing emPloyees to

take up higher positions and responsibilities in

employment from those who ate promoted, resign for

greener pastules or reuJe from the service'

"TRAINING" mearls a ddiberate and sirstematic Process

of providing employees with specific knowledge and skjlls

in order to enable them perforin specific tasks'

'PARLIAMENTARY SERVICE STAFF" means the

staff in the employmeot of the ParLiamentary Service

Commissioo vrhether on Contract or Permanent and

Pensionable terms
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CHAPTERONE

1.0 INTRODUCTION

1.1 Backgtound

The l{enyan Parliament has a long and unique history
and occupies a special position in society. The I(enyan
Par[ament has its origin in ttre estab]ishment of t]re
Legrslanve Council G-EGCO) iI11907 dulng the colonia.l
period.

Since *ren, it has growo to a near auronomous endry with
the estabiishment of the parliamentary Service
Commission (?..\I-SCON! in 1999. The par[amentary
Service Comrnission was created in accordance with
section 45 A of tIe constitution of Kenya and The
Pariiamentary Service Act was enacted in 2000 to detach
staff in the I(enya National Assembly(I(NA) from the
mainsfteam civi-I service. PALSCOM effectively became
the employer of the I(enya Nationa.l Assembly staff.

PAISCOM mandate among others is to provide services
and facilities for proper and effective discharge of the
role and function of Pariiament and indir.,ldual Members
of Parliament (M.P$ in accordance wrdr the provisions
of section 45B(5)(C) of the constitution of I(enya which
tasks PALSCOM "toprouide nch smticet andJaci/itiu at necessary
t0 enrt/re erJScient and efectiue Jnncion of the A::enb!.,,
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This new functional autonomy of the National Assembly
has witnessed radical changes aod reforms in terms of
structure and operations. It was in light of this and the

wrder goverament paradigm shift in training and
development that the Par[amentary Service Commission
recendy established the Human Resource Development

ftIRD) serrrice. This service wi.[ facilitate staff to acquire
skills, knowledge and right attin:des that wi.ll eaable them
perform tasks efficiendy and effectively. In addidon, it
wiJl bring out motivation of staf( giving rise to:-

o improved rvork performance,

o willingnes s to accept greater responsibilities,

. reteotion of highly qualified personnel and

o improved responsiveness and accountability.

This Policy Document will provide guidelines towards
this endeavot

The expectations of this policy are that the traioing offered
to Par[amentary staff will meet the organizational goals

and objectives; it will be demand - ddven and Inked to
identified needs. Sound training plan wiJl be developed
to enable the Commission monitor and evaluate its
uaining programmes.

This policy document has the following componerrts:-

(,) Introduction

(ii) General gurdelines

(iii) Capacity building

2
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(ir,) Funding for uaining prograrnmes

(v) Performance managemeflt

(r'r) Evaluation of uaining

7.2 Rationale for the Policy
A training and development policy is essencial in
influencing a shift towards results orieflted managemeflt,

better utiliz ation of resources, cost effectiveness and
improved service delivery.

The Padiamentary Service Comrnission recogmzes that
for arty orgzlization to have a compeddve edge, Human
Resource Development is very cridcai. In the past, Iack
of a comprehensive training and development policy 1ed

to an unco-ordinated and ad hoc approtch to traning afld
development. This always resulted in a mismatch between
trairring outputs and organDationa-l needs, under utiLization
and misplacement of personnel among others. This poiicy
seeks to address this anomaly.

The policy cleady articulates the goals, objectives and
guidelines regarding uaining and development. At the
same dme it covers skllls development actrvities and
cap acity burldrng

The implementation of this policy will make tra:ning and
development more relevant since it wiII be based on the
acnrai identified needs. It q.i-11 also iead to a strengthened
I{enya Nadonal Assembly staff with the capacity to
improve service delivery and ultimately steer the instiution
towards a iearrung organtzaion.

3



t.3 Goal Statement

The goal of this policy is to affirm the padiamentary
Serwice Comrnission's commitment to training and
development of its staff and at the same dme ,.t 

^, ^blue print for the maflagement of the uaining and
develop ment 6:nction at the N atio na-1 As s embly.

7.4 Obfectives of the Po[cy
The specific objectives of this policy are to;-

i. ensure that training aod capacity building
activities advance national goals and
organiz ationa-l ob j e cdves,

ii. sueamline rhe system of identiSring staff for
training,

iii. develop high level of competence among staff
with a view to enhance effectiveness, efficiency
and overall p ro d uc riviry,

iv provide a basis for succession planning and
managemeflt,

v eflsure that funds for trairring and development
are focused on prioriw areas,

vi. enhance gender equiry
vii. develop and applv standards and measurements,

which Link training outputs to performance, and
viji. source and a-llocate funds for training

1.5 Scope and eligibility for training
,tll Kenya Nadonal Assembly staff sha.ll be eligrble for
skili development Eamrng in accordance with theu terms

4
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and conditions of service as stipuated in their rhejr scheme
of service and in the Commission,s code of regulations.

Eligrbility for uaiaing shall a-lso be based on the following_

(a) priority areaf need of the orgaruzation

@) relevance of the uaining programrne with regard
to the officer's current du!.es and responsibi-Liues,

(c) functions of the orgaruzation, arrd;

(d) seniority

Each employee is expected to undergo at least 5 day
tratntrtg programme per year as is the standard practice irr
most publtc organizauons.

5
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CHAPTERTWO

2.0 GENERALGUIDELINES

2.l Induction

In order to make e ffective use of newly appointed and

o"ntr. a .*n.r*',-:'"n {;:::..l+ff 'ffi i:':;:;:
programmes for such,'11'iJ;r;;.i *d ,...p,.d bv

that emPloYees are made t'

the immediate team'

Efforts will have to be made for the new employee to

quickly acquaint "'a 
uoJ *ith tht "t- 

team or work

grouP . rl^--':-fr

frrd*,io,, p'otess therefore s/ill entail the following-'

o Role deflnition

r Mentoring

r Socializing

r Highlight o[ communication chaonels and;

o Trairung

2.2 Training Needs Assessment (TNA)

Traioing needs assessment [INA) is a performance audit

that generare' "'a p,.ou.ijt' tht *^t''gement rvith

analvucal informadon ot' *i i'''dtqt'tacies of O:::lt-U*.-:

"T#t*;;;1"r'u" ^" 
orsaruzation from attairung rts

"ip.o"., 
rr", ten 

actl 
1*;$:::,t:;I^ffitff:idecisions on traioing anr

p.rfor*o,,tt and serlrce deliverY

6
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Al1 trarnhg in the Naciona.l Assembly wi.ll be based on
compreheasive uairring needs assessment to be conducted
on annual basis in each departmeot. For effective
assessment of uaining needs, departrnenm will be required
to establ-ish, maintain and update skills jnygnler, 6., 

^lltheir staff.

The following guidelines shall apply to the administration
of training needs assessment [INA):
4 TNA shall be carried out annua.lly.
b) TNA shall be carried out at tfuee levels, namely;

indiwidual, departrnental and organizational.
.) It shall be the responsibility of the depanmental

heads /supervisors in consultadon with the
Human Resource Development (HRD)
department to re\riew training needs for staff
working under them.

d) The annual performance appraisal reports shal1
also be a recognized tool for identi{ang rndividuaj
and departrnental needs.

2.3. Training Programmes/Training proiections
Based on the ideotified needs, the following should apply;
(") a uaining master plan is prepared anouallv.
(b) that the training programmes supporr rhe

orgaruzadonal strategies and objectives based on
priority areas, 

j
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(c) training shall assist commission employees to take
up new responsibiliries,

(d) training programmes shall be built into the
strategic plan and the overa.ll corporate direction
of the orgaoization and that the piogrammes shall
be integrated, holistic and part o f io.rg t.r*
planning,

(.) a pool of professionally qualified and
competent Llainers and training providers is
established,

(0 training programmes are relevaflt, upto date,
systematic and cost effective and that:-

(g) there shall exist an effecdve evaluation and
feedback mechanism.

2.4 TrainingMethodology
The emphasis wi-1l be on both on-the-job and off_the_
job training depending on the individua-l needs of the
empJoyee and the organization.
(") On-the-JobTraining
The techaiques to be applied when administering this
gpe of training wi_ll include-:

r Orientation and induction of newly
employed stafl

r Coachirrg, mentoring and counseling
r Job rotation, enlargement and enrichment
r Proiects and assignments.
o Job appraisal
r Supervision and observation.

E
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(b) Off-the-job training.
The Commission will also encourage off-the-job
training which will include such techniques as-:
o seminars, workshops and conferences
I secondments
a study tours
r loca.l and overseas courses and;
o Attachments.
2.5 Selection of Trainees.
Selection of trainees will be based on identified needs
with emphasis on training for performance qualiry and
improved service delivery

The selection process shall be coordinated by the
Human Resoutce Development (HRD) service in
conjunction wrth the I(enya National Assembly
Training Comrniree (KNA-TC), respective
departments and where necessary the Directorate of
Personnel Management (DPI\!.

2.6 Course Approval
(r) The PAISCOM sha1l continue to grant course

approval for employees proceeding on training
in accordance w'ith the schemes of service, the
Comrnission's code of reguladons aod other
relevant administrative circu-lars.

(b) An employee on an approved course of srudy
wi1l be deemed to be on duty and shall be
entided to the requisite beneEts as may be

9
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appJicable arld shall be subject to sanctions and reguladons
as sdpulated in thet terms and conditions of service.

G) Employees are encouraged to pursue courses
in loca-1 institutrons. However, where preferred
courses are not offered locally the Commission
may consider approving pursuance of such
cou.rses outside the counuy.

O) The Commission will only sponsor long courses
(6 months and above) for officers who are on
permaflent & pensionable terms of service aad
are not more 50 years of age. The courses must
be in areas considered critical to the
Parliamentary S eryice.

NB:-l-.ocal conrsu :hall be approwd fu the Staff Tmining
Committee while for couru tenable oattide tbe coaxtry, the

Training Committu thall nake recommendations to the Board
af Managenext Jor @proual.
(e) Reimbursement of training expenses - The

Comrnission will refund training expeflses to
individuals who pursue relevaflt cou$es and which
have been approved by the Staff Training
Committee at t-he rate to be determiaed from time
to time by the Board of Management.

2.7 Completion of Training
An employee whose raifling has been approved shall be
expected to successfully complete the course within the
stipulated period and resume dury
The Commission will only recognize examinations
administere and cerrificates awarded by lega1ly recogoized

10
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bodies iccredrted and approved by the Commission for
Higher Education (CHE).

2.8 Bonding
The Comrnission may refund nrition and examinauon
expenses on approved courses and in areas it considers

critical to the Commission and at the rates to be
determiaed from time to trme subject to availabi-Lity of
funds.

To ensure that the Parliamentary Service bene fits
adequately from the skills acquired by employees who have

undergone training with the assistance of thecommission
either fully or p artiall,v, the comrnission v.ill bind the
officers to serve rn tlie Pe rli nsntary gsrr,'ice for a specific
period of time upon completion of the trair:jng as follows:

Coutse Duration bonding period
6 months but less than one year 7 year
1 to 2 years 2 years
More than 2 years 3 years

N/B wher an olfcer under bond oblgation decides to tetminate

hisfher reruice ttith the commission premature!, be/she

will be reqaircd to redeem the bond infall which uill be an

amount equal to the total cott of truining.

2.9 Management and Co-ordination of Training

The management and co-ordination of trarrung in the
I(enya Naoonal Assembly sha-Il be the responsibility of
the Human Resource Development (HRD) deparnnent
in liaison with the Traioing Commirtee.

11
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The Training Committee
The PAISCOM shall establish a Training Committee

appointed in writing by the Chief Executive whose

membership shall comprise representatives of all

Directorates. The Human Resource Development sen ice

shall provide professional and technica-l suPPort to the

Training Committee. Heads of departrnents shall be the

focal/contact persons.

RoIe of the Training Comrnittee
The Training Comminee shall perform the following
roles-:

r formulate and review trairring and
development policY

r o ffer necessary guidance on the management
of the uaimng function.

o recommend demand-&ivefl trairing for staff
of the Kenya National AssemblY.

. ensure that the Commission has made
adequate budgetary provisions for the
uairung function.

r prioritize traifling requirements of the
Natiooa-l Assembly staff on the basis of
uaining needs assessment. (II'JA)

. approve the Annual Training master plan
and;

coufse approva-1.

12
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CHAPTERTHREE

3.0 CA-PACITYBUILDING

Capaciw bunding is concetned wrth the ptor.rsion of
adequate intellectual capabiliry physical facilities and a

supportive work environmeot. IflteUecrual capabiJ.iry is

enhanced tluough work experience and in-serr-ice uaining

Physical facilities are improved through additional
procruemeflt afld adequate maintenance vzhi-ie conducive

work environment is promoted through provision of
adequate and clean office space, equipment and working
tools. It also entai-ls ensurirg that employees are ProPetly
placed to enable tiem apply their knowledge and ski.lls.

Empioyees will be encouraged to improve theL individual

capabilities at thefu owfl cost and trme tlrrough uodertakrng

courses that are relevant to theu work in order to aclueve

rmproved performance and facilitate careet development.

13

I

I

I



CI{APTER FOUR
4.0 FI]NDING FOR TRAINING PROGRAMMES
In order to meet the financial requirements for Training
and Development, the Commissron will;

4 endeavor to source for more funds from the
exchequer to meet the training needs of a.ll its
employees,

4 ensure that funds received from the exchequer
shal be utilized entirely for training purposes,

b)

.)

matfltarn a taining item in the budget, which
will be provided for from the exchequer,

undertake proactive measures to ideodfy and
mobilze untapped resources in pdvate sector
organizations, non-governmenuJ orgaaizations
neturorks and developmenr partners to
supplernent goverrmeot training and capacigz
bu:.lding efforts.

14
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CHAPTERFN,IE
5.0 PERFORMANCEMANAGEMENT

5.1 Definition and purpose

Performance management is a system through which
organDational and individua.l staff work 

^rrffi.rr,, "r.assessed for the purpose of improving produ"ctiviry
The system is developed within agreed frameworks oI
performance standards and targets" in order ,o 

^.hi.,r.objecuves and goals of an organizadon.

Good performance management links organizational
plannjng and programme implementatio" -',fr^, *,o recognjzes and rewards good performance,
r ideotifies performance gaps;
a encouragesorganizationallearning,

r provides mechanism for recd$,ing poor
performance, and,

a promotes effective communication as a key
aspecr rhar enables staff Lrnderstand and
embrace the strategrc goals of an orgarizanon.

5.2 The way forward on performance management.
The Training and Developmeflt policy v/i-ll require clear
pertormaflce managemenr sysrems in the Nauonal
Assembly that are resu.lts-oriented in approach. This will

15



eflEiI developrnent of appropriate strategic maflagement
practices. The departrnents wijl be required to dlvdop
and implement th& own strategic plaos with clear r.isioos,
missions and strategic objectives to be achieved within a
specified time ftame. Thus strategic plans will provide
the basis for each departrneott oper;tions a-rrd vrillctude
the foilowing among others;
. target setting
r preparation of work plans
o effective performaace appraisal
o preparation of service charters
r sen rce delivery surveys (SDS) to establish

performance status
o senrice delivery irnprovemenr programmes put in

place, and;
I benchmatking.

16
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CHAPTER SIX
6.0 EVAIUATIONOFTRAINING
Meaning

Evaluation refers to any aftempt to obtain information
(feedback) on the effect of a L^ining progr^*. ,.rd
assess tlie value of uairring in iight of that i_rformatio.r.
Purpose

(^) provides feedback on qualiry, design and delivery
of training acdvities,

O) informadon so obtained can add to the body of
knowledge on trairiing priflciples and prr.ti..r,

G) measure effectjveness of transfet of learning back
to the workplace,

(d) assess t}re relationship between traioing
programmes and organizational goaJs.

In view of the foregoing, the Commission shall eva.luate
trarrung programmes as follows:_

o The Commission shaJl carry out rrainiflg validadon
on conriauous basis, e.g, tequiring officers to
prepa-re and submit reports upoo compledon of
courses (wrthin one month).

. Carrpng out Training Impact Assessment (T.I.A)
on regular basis.

17



r Supervisors shall be responsible for monjtorins
and evaluadng the,_prci of training ;r;;^rrr*:,at both indir.rdual a

pro ces s *,, 
^,,i,, 

ilil.l::ffi::";*'.";I#
needs for both individual 

^"d 
d;*;;";;'*

Conclusion
This poLicy outlines measures that the parliamentan
S ervic e Commis sioo wiil undertate t; ;;;;;"'-,employees bener equrooe.#.;;; ;;. -]ff '"?'. :: ":'T,d: 

.*.'s-s
o f the ioricy .;], ;;; ;#J:" Ii:ffir"':,"e 

ntauon

management and udliz26i6s of auo:)able resources andproper co-ordination of e
process wn be closely mffit tJff:ffi;::r}'
ensure maximum and timely achievement .i j*ir".a
results.

Recommendation

3:1._ry*e rs requesred to consider rhe conrentsvr ulr pii.pcr and recofirmend to the Commission thatthey be implemented.
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