
i 
 

 

 

 

 

 

ACCESS TO INFORMATION POLICY  

 

 

 

 

FEBRUARY 2021 



ii 
 

FOREWORD 

This policy sets out the position of the Technical and Vocational Education and Training Authority 

(TVETA) regarding the scope of information that it makes available to the public either as a routine 

matter or upon request. 

The Government of Kenya has continuously focused on ensuring that public service is responsive 

to the needs and aspirations of the various stakeholders. Public entities are expected to create 

avenues and systems that encourage accountability and transparency amongst the people it serves 

and the general populace. 

This has been expressed profoundly by the Constitution of Kenya, 2010, under which independent 

commissions were created. The Commission on Administrative Justice (CAJ), also known as the 

Office of the Ombudsman, was established to provide oversight against the abuse of power so as 

to ensure that government authority is exercised equitably. 

TVETA as a public corporate agency established under the Technical and Vocational Education 

and Training (TVET) Act No. 29 of 2013 to regulate and coordinate training in the country is 

obligated to set up access to information infrastructure in accordance with the Access to 

Information Act, 2016. This framework shall give guidance on how and what information can be 

accessed. 

This policy reaffirms and reflects our commitment to enhance transparency about our activities 

and promote good governance. In the spirit of effective access to information, we at TVETA 

welcome your feedback and positive engagement on the provisions of this policy. 

 

Prof. Ahmed Ferej 

Chairperson, TVETA Board of Directors   
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PREFACE  

TVETA has an obligation to be responsive to the questions and concerns of the public, as it is their 

constitutional and legal right under Article 35 of the Constitution of Kenya and Access to 

Information Act. 

TVETA believes that transparency and accountability are essential in creating public awareness, 

and therefore seeks to freely and effectively provide accurate and timely information, whilst 

adhering to non-disclosure of exempt information. 

This policy establishes the principles that govern access to information which is created, collected, 

maintained, safe guarded and managed by TVETA in consistency with the public interest. 

The policy shall ensure that Access to Information is upheld by putting in place a process that will 

aid in the operationalization and implementation of the Access to Information Procedures 

stipulated herein. This document shall apply to information held and controlled by TVETA and to 

all its employees. 

The policy should therefore be used alongside existing laws and regulations that govern Access to 

Information in the Public Service and other relevant policies. 

   

Dr. Kipkirui Langat, PhD, FIETK 

DIRECTOR GENERAL/CEO 
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ABBREVIATIONS AND ACRONYMS 

AIDO   - Access to Information Desk Officer 

AIO  - Access to Information Officer 

ATI  - Access to Information 

CAJ  - Commission on Administrative Justice 

DG  - Director General 

ISO  - International Organization for Standardization 

PCATI  - Public Complaints and Access to Information 

QMS  - Quality Management System 

TVET  -  Technical and Vocational Education and Training 

TVETA  - Technical and Vocational Education and Training Authority  
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Definitions of Terms 

Records: Documents or other sources of information compiled or stored in written form or in any 

other manner and includes electronic records. 

 

Public Records: This is any record in writing or any other form containing information that is 

prepared, owned, used or retained by a public institution and relates to conduct of its business and 

is available to the public. 

Electronic Records: This is a record generated in digital form by an information system, which 

can be stored and/or transmitted within an information system or from one information system to 

another. 

Exempt Information: This is information that may be withheld by a public entity or private body 

in accordance with Section 6 of the Access To Information Act. 

Citizen:  any individual who has Kenyan citizenship, and any private entity that is controlled by 

one or more Kenyan citizens. 

 

Disclosure: The act of making information known. 

Requestor: may include an individual, organization, partner, stakeholder, government or the 

general public seeking information. 

Whistleblower: refers to government employee or third party privy to government functions who 

disclose information of wrongdoing by government officials, information which is the subject of 

exemption 
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INTRODUCTION 

Access to information by the public or legal entity is guaranteed under Article 35 of the 

Constitution of Kenya 2010, which is operationalized through the Access to Information Act No. 

31 of 2016. The Commission on Administrative Justice (CAJ), established under the Commission 

on Administrative Justice Act 2011, has been mandated to oversee and enforce the Access to 

information Act.  

Technical and Vocational Education and Training Authority (TVETA) is committed to making 

information relating to its work, including environmental information, available to the public.  

1.1  TVETA Profile 

TVETA is a State Corporation in the Ministry of Education, established under TVET Act No. 29 

of 2013 to regulate and coordinate Technical and Vocational Education and Training (TVET) in 

Kenya. Section 7 of the Act outlines 17 functions performed by TVETA. 

VISION 

A competitive market driven TVET system delivering competent workforce for sustainable 

development 

MISSION   

To develop a TVET system that meets national needs and aspirations 

CORE VALUES 

To accomplish its Mission and Vision, TVETA requires all employees to practice its core values:  

● Integrity 

● Professionalism 

● Accountability 

● Public participation 

● Teamwork 

● Efficiency 

1.2  TVETA Quality Policy Statement 

TVETA is committed to efficient and effective delivery on its mandate of regulating and 

coordinating TVET training to assure its quality and relevance. 

TVETA shall comply with the TVET Act 2013 and all other applicable statutory provisions and 

continually improve its QMS based on the requirements of ISO 9001:2015, customer feedback 

and appropriate international best practices. 

The Authority shall ensure that this policy is communicated, understood, and applied within the 

Authority and that, together with established quality objectives are reviewed from time to time as 

need arises or every three years.  
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1.3  Legal Framework  

The policy is premised on but not limited to the following legislative framework:  

i. The Constitution of Kenya, 2010;  

ii. Access to information Act, No. 31 of 2016; 

iii. Commission on Administrative Justice Act No. 23 of 2011; 

iv. Records Disposal Act, 1962 (Revised 2017); 

v. Public Archives and Documentation Service Act Cap 19, 1965 (Revised 2015); 

vi. Public Officer Ethics Act, 2003; 

vii. Official Secrets Act Cap 187; 

viii. Data Protection Act No. 24 of 2019; and 

ix. Public Service (Values and Principles) Act No. 1A of 2015. 
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2.0 POLICY FRAMEWORK 

2.1  Purpose 

The purpose of this policy is to guide TVETA in providing the public with information in 

accordance with the Access to information Act, 2016. The policy also gives guidance on how and 

what information can be accessed. 

2.2  Scope  

This policy shall apply to access to information held and controlled by TVETA, including and not 

limited to; all recorded information held on computers, in emails and in printed or handwritten 

documents as well as images, video and audio recordings.  

2.3  Policy statement 

TVETA is committed to ensuring protection of its information assets and that of the Government 

and allow the use, access and disclosure of such information only in accordance with the existing 

laws and regulations. TVETA shall be responsible for implementation of this policy.  

The policy encompasses the safe keeping of information in whatever form, such as written, 

electronic, or spoken conversations. 

The policy shall; 

● Ensure protection of information against unauthorized access; 

● Ensure integrity of information through protection from unauthorized modification; 

● Ensure availability of information to eligible persons; 

● Ensure adherence to regulatory and legislative requirements; and 

● Provide guidance in reporting and investigating suspected breaches of access to 

information process, as appropriate. 

2.4  Guiding Principles 

2.4.1  Maximum Disclosure 

This principle establishes a presumption that all information held by TVETA should be subject to 

disclosure and that this presumption may be overcome only in very limited circumstances. 

2.4.2  Obligation to Publish 

TVETA shall publish and widely disseminate documents of significant public interest, subject only 

to reasonable limits based on resources and capacity. 

2.4.3  Openness  

TVETA shall promote a culture of openness to ensure goals of freedom of information legislation 

are realized. 

2.4.4  Minimum Exceptions 

All requests for information shall be met unless TVETA can show that the information falls within 

the scope of the limited regime of exceptions. 
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2.4.5  Facilitation to access 

Where necessary, provision shall be made to ensure full access to information for certain groups 

including those who cannot read or write, do not speak the language of the record, or suffer from 

disabilities. 

2.4.6  Simple and Easy Access 

TVETA shall provide for a mechanism that promotes simple access to information. 

2.4.7  Whistle-blower protection 

TVETA shall ensure whistleblowers are properly protected from reprisals or penalization, as a 

result of their actions, so long as they act reasonably and in good faith. 
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3.  POLICY IMPLEMENTATION GUIDELINES 

3.1  Right to Information 

Every citizen has the right to access information held by TVETA where that information is 

required for the exercise or protection of any right or fundamental freedom. The citizen’s right to 

information is not affected by reasons they give while seeking access to information or any belief 

as to what is the person’s reason for making an information request. TVETA shall therefore 

provide information to the public expeditiously. 

3.2  Disclosure of information by TVETA 

TVETA shall: 

(a) Facilitate access of among other information to the public, the following; 

● Functions and duties of TVETA 

● The powers and duties of TVETA Board and staff 

● Salary scales of officers by grade 

● The guidelines used by TVETA for the discharge of its functions and in its dealings 

with the public 

● A guide that is sufficient to enable any person wishing to apply for information 

under this policy to identify the classes of information held by TVETA 

● Contract details which shall include and not limited to contract sum, scope, service 

providers and timelines. 

(b) Publish all relevant facts while formulating important policies, schemes, programmes or 

laws which affect the public. 

(c) Provide to any person the reasons for any decision taken in relation to that person. 

(d) Undertake to proactively declare information as required by the relevant laws and 

regulations including procurement related information. 

(e) Disseminate information in English or Kiswahili. The information shall be available at a 

reasonable cost (as guided in Part III Section 12 of the Access to Information Act) and 

taking into consideration the need to reach persons with disabilities. 

(f) Upload information relating to the functions, responsibilities, operations and services of 

TVETA on the website (www.tveta.go.ke). 

However, information not available on the website shall be provided upon request. Requests for 

information held by TVETA may be made in writing of a letter or email which shall be addressed 

to the Director General. These requests must be clearly written in English or Kiswahili. 

3.3  Limitation of right to access of information 

The right of access to information under this policy shall be limited in respect of information whose 

disclosure is likely to; 

a) Undermine the national security of Kenya; 

b) Impede the due process of law; 

c) Endanger the safety, health or life of any person; 

d) Involve the unwarranted invasion of the privacy of an individual, other than the applicant 

http://www.tveta.go.ke/
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or the person on whose behalf an application has, with proper authority, been made; 

e) Substantially prejudice the commercial interests, including intellectual property rights, of 

TVETA or third party from whom information was obtained; 

f) Significantly undermine TVETA’s ability to give adequate and judicious consideration to 

a matter concerning which no final decision has been taken and which remains the subject 

of active consideration; 

g) Damage TVETA’s position in any actual or contemplated legal proceedings;  

 

For purposes of section (a) above, information relating to national security includes that specified 

in section 6(2) of the Access to Information Act, 2016. 
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4.  POLICY RESPONSIBILITIES 

This consists of the parties involved in the process of requesting for and providing information 

from TVETA and their respective roles and responsibilities. 

4.1  Information Requestor 

This may include an individual, partners, stakeholders, public and private organizations or the 

general public, who/which makes an application for an information request.  

4.2  Information Access Officer (IAO) 

The Director General (DG) is the Information Access Officer in the Authority. The DG may 

delegate the performance of his/her duties as an Information Access Officer to an Information 

Access Desk Officer.  

4.3  Information Access Desk Officer (IADO) 

This is an officer appointed by the DG from the Public Complaints and Access to Information 

Committee (PCATI) who shall be the designated Information Access Officer in charge of the 

information Access Desk. The officer shall be the receiver of all information requests applied for. 

4.4  Public Complaints and Access to Information Committee (PCATI)  

This is a committee constituted by the DG with a role of establishing and maintaining complaints 

management and access to information infrastructure. 

4.5  Heads of Departments 

Heads of departments are responsible for availing information that can be found in the department 

or accessed through their respective departments.  

4.6  Legal Officer 

The services of the Legal Officer shall be sought when consideration of an exception for 

information sought is required. 
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5. APPLICATION AND PROCESSING OF REQUESTED INFORMATION 

All applications shall be received and processed in accordance with the TVETA access to 

information procedures. 

5.1  Fees 

No fee may be levied in relation to the submission of an application. The Cabinet Secretary 

responsible for matters relating to information shall however make regulations prescribing the fees 

payable for expenses incurred in providing information to an applicant. 

5.2  Review of decisions by the Commission for Administrative Justice 

An Information Requestor may apply in writing to the CAJ requesting a review of any decision 

made by TVETA in relation to a request for access to information.  

5.3  Protection of information 

All TVETA staff shall be bound by the provisions of the Access to Information Act Part IV Section 

16, with regard to disclosure of information. Any staff who provides information maliciously 

commits an offence and is liable to conviction. 

5.4  Record-keeping 

The Access-to-Information desk is responsible for maintaining a record of each request received. 

These must be accurate, authentic, have integrity and are usable in a manner which facilitates the 

right of access to information as provided for in the Access to Information Act. 

 

The records shall indicate: 

i) The name of the Requestor and/or the requesting organization as the case may be; 

ii) The date of receipt of the request;  

iii) A brief indication of the nature of the request; 

iv) The date of acknowledgement of receipt; 

v) The responsible substantive office and or officer to whom the request was 

forwarded to for review, and the date to which this was done; 

vi) As applicable, any additional time within which to provide the information to the 

Requestor; 

vii) If the matter was submitted to the Legal Officer for consideration of an exception 

and if so when; 

viii) The date the Access-to-Information Desk communicates the information or the 

denial to provide the information to the Requestor. 

5.5 Offence of alteration, defacement, blocking or erasure of information 

Any staff who alters, defaces, blocks, erases, destroys or conceals any record held by TVETA with 

the intention of preventing disclosure is liable to an offence in accordance with Section 18 of the 

Access to Information Act.  
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5.6 Access to Information Process 

Step I: Information request 

i. An application to access information shall be made in writing in English or Kiswahili. The 

applicant shall provide details and sufficient particulars for the public officer or any other 

official to understand what information is being requested 

ii. Formal Information requests shall be entered into the Access to Information Register. The 

register shall include: 

● Date of receipt of the Information Request 

● Requisition channel 

● Name of Requestor 

● Type of Information requested 

● Date of communicating the decision 

● Fees imposed (If any) 

● Decision Made 

iii. Where an applicant is unable to make a written request because of illiteracy or disability, 

the Information Access Desk Officer (IADO) shall ensure that the applicant makes a 

request in a manner that meets the applicant’s needs. The IADO shall then reduce to writing 

the request made and then issue the applicant with a copy of the written request. 

iv. All requests shall be thoroughly reviewed to determine whether they are made pursuant to 

the access to information procedure. 

v. In the event that a request for information is sent to a specific staff member within the 

organisation and not the IADO, that staff member shall be required to inform and forward 

the request to the IADO as soon as it is received. 

Step II: Classification of information 

Upon acknowledgement of receipt, the IADO in consultation with other PCATI committee 

members, shall classify the information requested as follows; 

Confidential: Shall apply to information or material which is privileged and is communicated or 

shared with only a few people including Board papers and Medical Reports. 

Restricted: this is information that is protected by law or policy and that requires the highest level 

of access control and security protection.                           

Internal: This includes information meant for administrative purposes for example procedures. 

Public: This is information intended for public consumption. For example, website materials, 

website content, approved media releases. 
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Step III. Processing of information request 

i. Subject to section 10 of the ATI Act, the IADO shall make a decision on an application as 

soon as possible, but in any event, within twenty-one (21) days of receipt of the application. 

ii. Where the information sought concerns the life or liberty of a person, the information shall 

be provided within forty-eight (48) hours of the receipt of the application. 

iii. The IADO to whom a request is made under part (ii) above may extend the period for 

response on a single occasion for a period of not more than fourteen (14) days if:- 

● The request is for a large amount of information or requires a search through a large 

amount of information and meeting the stipulated time would unreasonably 

interfere with the activities of the information holder; or 

● Consultations are necessary. 

Step IV: Transfer of information request 

An AIO may transfer the application or any relevant part of it, to another public entity, if the 

information requested is held by that other public entity.  

Where an application is transferred, the AIO shall inform the applicant. 

A public entity to which an application is referred by an AIO shall make a decision about the 

request within the shortest time possible. 

Step V. Response to information Requests 

As soon as the IADO has made a decision as to whether to provide access to information, he or 

she shall immediately communicate to the requester, indicating- 

● whether or not TVETA holds the information sought 

● whether the request for information is approved 

● the reasons for declining a request if such decision is made 

● if the request is declined, a statement about how the requester may appeal to CAJ 

The IADO in consultation with the PCATI committee members may directly send the response to 

the requestor or send it to an appropriate staff member in a substantive department responsible for, 

or capable of providing the information requested.  

Step VII: Providing access to information 

A written response shall therefore be sent to the applicant upon completion of compilations. Where 

inspection is required, the AIO shall permit the relevant inspection immediately.  
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Any information to be made accessible to an applicant shall be produced forthwith at the place 

where it is kept, for inspection in the form in which it is held unless the applicant requests that it 

be made available in another form and, if it is practicable to do so, such information may be copied, 

reproduced or used for conversion to a sound transmission at the expense of the applicant. 

Request for Access to Information that is considered as confidential in nature, must be approved 

by the DG before disclosure. 

All Information requests shall be directed to; 

The Director General, 

Technical and Vocational Education and Training Authority, 

P. O Box 35625- 00100, NAIROBI 

Tel: +254 20 2392140 

Cell: +254 700 015 440 

Email: info@tveta.go.ke  

5.7  Quarterly Reporting 

The IADO shall prepare a report and through the DG, submit it to the Commission on 

Administrative Justice (Office of the Ombudsman) on a quarterly basis using the prescribed 

format. 

5.8 Filing of an Appeal with the CAJ 

Where a requester is not satisfied with the Authority’s response, Complaints or Appeals can be 

filed with the Ombudsman on the following address. 

The Commission Secretary/Chief Executive Officer, 

Commission on Administrative Justice, 

2nd Floor, West End Towers, Waiyaki way, Nairobi. 

P.O. Box 20414-00200 Nairobi 

Tel : +254 (0)20 240337/0722970604   

Email : info@ombudsman.go.ke  

 

 

 

 

 

mailto:info@tveta.go.ke
mailto:info@ombudsman.go.ke
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7.0  MONITORING AND EVALUATION 

Monitoring and evaluation is cardinal to the efficient and effective implementation of the Access 

to Information policy. This shall entail the collection, analysis and use of the data and information 

to determine the progress and status of compliance. The IADO working with the PCATI 

Committee shall submit quarterly reports to CAJ through the Director General in the prescribed 

format. 

Periodic monitoring and evaluation of Access to Information activities shall be conducted by the 

PCATI Committee with a view to using the findings for improvement of Access to Information 

process in TVETA. 

8.0  POLICY REVIEW 

This policy shall be reviewed after three years or when need arises. 

9.0  APPROVAL 

The policy takes effect from the date of approval across the entire Authority. 

 

Approved this …………………Day of ………….2021 

 

 

 

----------------------------------------------------------- 

Signed  

Prof. Ahmed Ferej 

Chair, TVETA Board 

 

 

 

----------------------------------------------------------- 

Signed  

Dr. Kipkurui Langat, PhD., FIETK 

DIRECTOR GENERAL
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APPENDIX I 

 

 

ACCESS TO INFORMATION REGISTER TEMPLATE 

No. Date 

Received 

Requisition 

Channel 

Name of Requester  Type of Information Requested Date of 

Communicating 

the Decision 

Fees 

Imposed 

(if any) 

 * Decision  
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APPENDIX II 

 
 

 
 
 
 

 
 

 
 

 
 

 
 

Access to Information Request Form 
 
 

SECTION A (to be filled by the applicant) 
 

 
 
 

Date of request                 DD ………………     MM ………………   YYYY ………………...    
 

Name of the applicant(s)…...……………………………………………………………………… 
 

                                                         (If institution, name of citizen in charge) 
 

Applicant(s)’ national ID card number ………………………………………………………….... 
 

 

Applicant(s)’ Email: …………………………………        Phone: ………………………………. 
 

  

Description of the required information:  
 

i.  ………………………………………………………………………………………………… 

ii. ………………………………………………………………………………………………… 

iii. ………………………………………………………………………………………………... 
 

 

Relevant period of information (dd/mm/yyyy) From…………………To……………………….       

Preferred   form   of   access (tick appropriately) 

i. Hard copy          

 

ii. Soft copy 

 

iii. Other (Please Specify) …………………………..                              
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Is the information needed relating to a matter of life or liberty? 
 
 

Yes                               No   
 

If YES, the expected date of response is 2 Days 

 
 

If information is needed before the legal deadline of 21 days, State the expected date of response 
 

 

DD……………..     MM …………………YYYY …………………… 
 

 
 

If the response is required urgently, State briefly why: …………………………………………… 
 

……………………………………………………………………...……………………………… 
 

 
 

Signature (Applicant)……………………… Date…………………………………….

 
 
 
 

SECTION B: FOR OFFICIAL USE   (to be filled by the receiving officer/Information Access 

Officer) 
 
 
 

Name of receiving officer………………………………………………………………………. 
 

Designation of receiving officer………………………………………………………………. 
 

Date of receipt of application……………………………………………………………………. 

DD                          MM                               YYYY 
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Is the information requested available? 

 

Yes                               No   

 

Contact details (for tracking response to application) 

 
 

Email: ……………………………………………………….. 

 

Mobile: ………………………………………………………. 
 

 

Result of the request  Information disclosed 

 

Date……………………… 

Format…………………… 
 
 

Information denied 

 

Reasons: 

i. …………………………………………………………………. 

ii.  ………………………………………………………………… 
 

 

Signature ………………………………           Date……………………………… 

(Information Access Officer/ Receiving officer) 
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