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REPUBLIC OF KENYA

Endless Potential

COUNTY GOVERNMENT
OF HOMA BAY

CITIZEN’S SERVICE DELIVERY CHARTER
EXECUTIVE OFFICE OF THE GOVERNOR

Table 1: Service Charter for the County's Human Resource Management and Development
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Tabhle 4: Service Charter for the HRM&D Records Management
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Table 5: Service Charter for HRM&D on Performanee Management
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FEEDBACK

The Directorate of Human Resource Management encourages our stakehaolders to feel free and give feedback

Email: hrdirector@homabay.go.ke
Website: www.homabay.go.ke

Contacts:

on services rendered to enable us improve on quality of our service delivery.
F0. Box 469 - 40300 Homa Bay Tel: +254 (0800000870

The Chief Officer, Administration and Devolution

County Government of Homa Bay
Email: co.governance@homabay.go.ke
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COUNTY GOVERNMENT
OF HOMA BAY

REPUBLIC OF KENYA

Endless Potential

CITIZEN’S SERVICE DELIVERY CHARTER

GOVERNANCE, ADMINISTRATION, COMMUNICATION
AND DEVOLUTION DEPARTMENT

1 Enabling cifizens to aceess relevant county staff | Visit between 8,00 am to 5,00 pm, Monday fo | Free # hours per
acrikt departments in the decentralized units Friday, excepl Public Holidays. day
2 Reeciving _ﬂ“d channeling nquirics, gricvances, | Relevant infommation and or dicuments Free Almos! 2 days
and eompliments o relevant Departments! relawed to the regquest
Dfices
3 | Lhssemungting counfy gavernment documents Fequest for infermarion from citizens Free Within |7
ke county budpel, county plans (CTDP and days
AP, development progect information and 4
Tecislativns ele.
4 | Conducting gquarlerly cilizen Forums .-"'Ltl.'li‘.ﬂ';.'l:‘l.l.'l.\:,‘c., COORCEATLONn and acrive Free Within 14
parlicipation ol silicens darys
5 Linking ¢itizens with relevant departments o Inepuiriey for services Frioo 8 [Towrs
HCUESS BTV ICES
G , e i i Cooperation, information about activities of Free Within 30
0 Coordinating activitics/services offcred to .
e : the group hady. days
citizens by various development pariners
T ?'nm'mlimﬁing qeTVics Ll-l_-'ﬁ'.-cr}- in decentralized | Cilizen cakeralion and aclive p}u‘liEi]Elinn | Trew T}?ﬂ}
units
% | Mainraining darabase of Counry Development. Meepared documents trom the respective Frae Conrinuans
Prosgranmmes, Projects and Activitics, souTees Adepartments or unily,
0 Conrdiparing dizaster preparedness, planning, Factnal intormation from citizens free remptly
UTIE] STTIETLEILY TS TS Mleteamolingica] reports
Lristress alerrs
Lk Conrdigaring Civic Education and Public Attendance and active participation Free Reutinely
Participation acbivilics
I Recetving and hundbing complamis und Chral or wnilen complaml Free Thatlw
compliments in decentralized units
12 Facilitating conllict resclution in decentralized Submit relevant infonmation Frae [haily
unifs

Any service rendered that does not conform to the above standards should be reported to:

Department of Governance, Administration, Communication and Devolution

County Chief Officer-Governance, Administration and Devolution
Governors Building Behind Lake Primary School, Homa Bay Town

P.0. Box 469 - 40300 Homa Bay Tel: +254 (0800000870)
Email: report.grievance@homabay.go.ke / report.corruption@homabay.go.ke

Website: www.homabay.go.ke

Contacts:

The Chief Officer

Administration and Devolution
County Government of Homa Bay
Email: co.governance@homabay.go.ke
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Table 1: Service Gharter on C.A. - Reception Services

S e REQUIRFMENTSTO ORTATY COSTS | rvMELING
SERYICES HREMIMIHELY SERVICES &l
1. | Receiving a visitor Lo CHA VisTtors details FREE 2 minutes
20| Adendingto o visitor Inputs from the visilors FREE 20 minutes
3. | Diirccting a visitor wche respective office Continmarion from the concarnad aftics FREE 5 minutes
4. | Recalving and directing Fatitinnzis f complainants’ details FREE 110 mirnazs
Cempluinunds © Peliticosns
3| Coordination and tacilitwsion of Teception Raquest from deparments FREE 10 minutes
services for O aciieilies

Table 2: Service Charter on C.A. - General Administration

Table 3: Service Charter to G.A. -

SERYVICES RICNINCRE Y RIII.QIIIRI'LMII'-F\ ISTOVOE ALY COsETS FIMICLINE |
SERYVICES |
1| Communicition of sovernmen) policies o | koae | IRl 1 ey |
departnents | |
2| Respeading o paklic complaints and Comnplainns anl getiticns from | FREE & days |
[rlitivnns CUELLmETS |
3| Avkooeledyroent ol correspunsane urnrmEnisa un e cuslomen: (WA 1 ik |
4. | Besponse o cormespondence Communication fivin customers. FREE 1 ey |
3. | Monitoring implementation of contracted and| Repons from the departments FEEE Luarterly |
6. | Retrizval of records and docurnants oI FEEE 2 hours |
T i Surrlirng ancd r:i-ill_lll ul s e | 1 i{l'l 1 her i
H. | File mucing mE | FRLEL 5 darys |
G| Availing of files to the Action Officers Resguizition by the Avtion Cllicer FIELL 30 minnles
1. | Disposal of reconds nomne FELEL As per reguirements of
Cap 4and Cap 19
Luws ol Kenva

igation and Legal Advisory Services

advisoy services on legal and
constilnliomal maters 1o nser

vounry Deparimemns and

Wrilien reguesly

Agencies.
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4 | Legal advice o the deprinmearns| - TImeh requears, IRIL 7 wurkins dis
in ongening eases and upon - Submission of relevant information and o G
e sl ha_\,- upnn feguesl :iu[l[u|r|ir|;.l,-:|m.'||r||u.'|1:<.
depaimments - Feocdback upon roscipt of request.
| Diratting of legislative Tame Iy regquests om the depurbnents upon FREE S0 warking
pn_lpl_ls:lhc arnel Puli:;i{‘s dentificarion of gaps and noods sy
G [ Drafting Conteacts amed Moz - Timely request: trom the Deparments [NEAHE 1 wearkings dines
T | Provision of legal aid and - Written communication Continuons
advice tmembers ol iha - Parsonal visits FREE
FPuhliz.
B | Provision of technical amd (WA

1 weurking dis

Thia Connky Atbarmey, Courty Govaramant of Homa Bay
Governors Building Behind Lake Frimary School, Homa Bay Town

P. D. Box 369-20300 Horna Bay Tel: +254 (DS000008T0)
Emalk homabaycountyattorneySymall.com / report.grievance@&homabay.go.ke [ report.corruptiov@homakay.go.be

Website: wwwr.homabay.go ke
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COUNTY GOVERNMENT
OF HOMA BAY
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CITIZEN’S SERVICE DELIVERY CHARTER

AND DEVOLUTION DEPARTMENT

GOVERNANCE, ADMINISTRATION, COMMUNICATION

1 Planning and seheduling public participation evenrs. Attend events and alve Inputs Fres AU least 14 davs’-

folice

X Caowrdimating relevant movernment entities and Aeld | Departments e provide relevant | Froe AL least ¥ days
offices in conducting public participation cxcreiscs, intarmation hetore the issuance

af notiee

3 Comducting public suiveys o deterntine satislaction OMjectively participate in the Ties Arnnually
levels and mather fewdback and mpod from SUTVLYE
stakcholdeors
Preparing and publishing public participation reports, | Sourcing and reading the report | Froc Annually

4 including the armuoal state of public participalion
ropusrt by the CA as per section 92 (27 C'0A
Providing fecdback to the cmizens an the ssucs Attend public fora/faroms Froe Within 17 days
raised during public pacticipation Wizit relevant offices Froc

Cheek public notice bowards Frise
Wizit digiral platforms (webaite, | Frec
social media platforms, e,

3 Providing information and other relevant tocls o Avvailability in the public Fres Al least T waorking
Favcihiate guality public participation in decision [urums davs belime the
making process cvent

4] Facilitating civic eduecation Attend and actively participate | Free Cantinuous

in Lthe learning process

T Promuoting vivic engapement and participalion in Actively participate in the Fres A scheduled
demogratic procosses process

kS E=tablishing, apetationalizing and strengrhening Litilize established platforms Fres Cantinuous
public participation pladiorms

9 Agneasing effeetivencss of public pertipation ive input ki Clontinuons
Procasses

|0 Coordinating development stakeholders that supporl | Provide inloemation Fres Continuouws
the county government's civie education and public
participation functions

FEEDBACK
TFEEDBACK CONTACTS
Chief Officer, In-Charge of Public Participation and Civic Education
TOLL FREE: 0800000870

Email address: co.stakeholdermanagement@homabay.go.ke

Any service rendered that does not conform to the
above standards should be reported to:

Department of Governance, Administration, Communication and Devolution
County Chief Officer-Governance, Administration and Devolution
Governors Building Behind Lake Primary School, Homa Bay Town

P 0. Box 469-40300 Homa Bay Tel: +254 (0800000870}

Email: report.grievance@homabay.go.ke / report.corruption@homabay.go.ke
Website: www.homabay.go.ke




COUNTY GOVERNMENT

REPUBLIC OF KENYA OF HOMA BAY

Endless Potential

CITIZEN’S SERVICGE DELIVERY CHARTER
GOVERNANCE, ADMINISTRATION, COMMUNICATION

AND DEVOLUTION DEPARTMENT

l. Mlainnaiaing and moniteding online Wisiting, the Counry Wehsie Free Triimed iarely
cormmunication channcls [awor homebay mouke ), Couney Social
Website and social media) Media Avcuunls,
Fullow the County's Sociul Medin
AceounisTTand les
Place infammation reyuests by elephone,
crail or through letors.
2. TFrowvisicn ol infirmation w the media Suhmin requests, querics and inguiries Free I b
outlets verbally or throueh pheae calls and
emails
3 | Acknowledging receipt of sccess m | Submit writien requestsicarnespodence Free | Wwithin 13 working deys
tnfonoation requesls and Lssuing {in Juding Conlact Dedails)
adwisnry an reoquests mads
d, Keeping e public infoomed of Wizl the Counly Websile Fiee Colineoes
Caunty Crencrmimient programes and [ared homabay . gooe ), Couney Facchook
pativities through onbine Mograzines, page CCounly Government ol Lome B
Mewalatrers and Reports
Dearails of Infonmation to e shared
A, Tzsning Media Mress Releases and Prowvide comraspondene: address Free As per the specific neod
arganizing Media brictings'conforences
6. | Producing and disseminaiing [ Wisit the Counly Websile Fres | Ay per Lthe specilic newss
Tifoeeation Fducatinn Do hiomia by g ke ), 1.'-.'|u|'|l}' Facehonk
Commumnication {1EC Materials page (Couney Government of Homa Bay)
Check Public xutive Boards
Vizit Ward and Sab-Coney
Administrator oftices
. Facilitate acecss to County Submit writien AT requests o the Froo Within 17 days
Infurmalicn ool Becords undersigned specilving infurmsation
reuirod
Mlake verlal reLesls :\J_"I,'!n.:i'-'lri'l_l_ll
intonmation required
g, Simplitving and disscminating popular | Visit the County Wehsitz Froe | Tmediarcly
versions ol approved policies. Wisil the Sub Courdy Wi Fiee
legialatione, plans el | Administrators oftices
9, Teenlating commuanication cnntenn Trarails of informarinn mn be shared Free Continunms
woross Depurtments
1. | Liaising with Government Entitics 10 Writen roquests‘correspondence Froo Within 17 Diavs
provide information e e Cilizens Conlae] Lhetails
11. | Dewumentng Public partdcipation | Written Bequest from the department Free | 14 Working Lravs
Foims fe Raseas, fown ball sessians F‘urpgl'sr Al A f.l:ﬂlll.lij
12, Thzseminating puhlic notices and Written request by elient departinent Free | 3 Working Diays
gaverisements
13 Communicating strategic or urgent Lisnking nur fiv county anncnceimenis Froe | Continwous
information ko the public

Any service rendered that does not conform to the above standards should be reported to:
The Chief Officer In-Charge of Public Communication:
Department of Governance, Administration, Communication and Devolution
Governors Building Behind Lake Primary School, Homa Bay Town
P.0. Box 469 - 40300 Homa Bay Tel: +254 (0800000870)

Email: co.communication@homabay.go.ke

Website: www.homabay.go.ke

Gontacts:

Chief Officer, Public Communication

County Government of Homa Bay
Email: co.commmunication@homabay.go.ke




