Bandari College

MANAGEMENT AND ADMINISTRATION TRAINING UNIT

Courses and activities

Year 


Content:

3Change Management

Human Resources Management
4
Total Quality Management
5
Customer Care
6
Performance Management
7
Management Development Programme (MDP) II
8
Management Development Programme (MDP) I
10
Registry and Record Keeping
11
Training of Trainers (TOT)
12
Action Centred Leadership
13
Training & Staff Development
14
Supervisory Development Programme (SDP I)
15
Supervisory Development Programme (SDP) II
16
Problem Solving and Decision Making
18
Principles of Accounts Level II
19
Supplies and Store Keeping
21
Accounting Procedures of Kenya Ports Authority
24
Port Financial Management Seminar
26
Budgeting and Budgetary Control
28
Purchasing and Supplies Management
29
Auditing Appreciation Seminar
31
Business Entreprenuership
33
Financial Analysis Course
34
Effective Audit Practice Course
35
Introduction to Microcomputers and Windows 95/98
36
Microsoft Word (for Word Processing)
38
Microsoft Excel (for Business Calculations)
40
Microsoft Access (for Records Management)
41
Microsoft Power Point (for Presentation)
42
Internet Principles
43
Security Detective Course
44
Cargo Security in Port Operation Course
46
Security Development Programme
47


CHANGE MANAGEMENT
Code:
3.01

Course Language:
English

Target Group:
Middle managers and executives in organisations facing challenge

Course Objective:
At the end of the course the participants will be able to 

· Understand why change is inevitable

· Determine when and how change should be effected

· Plan strategies to counter resistance to change

Course Content:
 

· External and internal environment

· How to initiate a change in an Organisation

· Dynamics of change

· Resistance as an indicator for re-examining reasons for the change

· Overcoming resistance 

· Consolidating or cementing the change

Course Duration:
5 days

Mode of attendance:
Full time


HUMAN RESOURCES MANAGEMENT

Code:
3.12

Course language:
English

Target Group:
Personnel Officers and line managers

Course Objective:
At the end of the course the participants will be able to:

· Understand what Human Resources is

· Define: -

· Utilisation

· Training 

· Retention of manpower in an organisation
Course Content:

· Human Resources defined

· Recruitment, training and placement 

· Career development 

· Employee welfare systems

· Industrial relations

· Staff Assessment and performance Appraisal systems

· Understanding people and their needs and wants

· Commitment and dedication at work 
· Job description 

· Job evaluation

· Spotting Human resource problems and solving them

· Manpower accounting and auditing

Course Duration:
3 weeks

Mode of attendance:
Full time

TOTAL QUALITY MANAGEMENT

Code:
3.03

Course language:
English

Target Group:
Managers and middle managers

Course Objective:
At the end of the course participants will be able to: 

· Create customer care awareness in employees; the survival techniques

· Make employees be cost conscious in the work transactions

· Understand environmental change as a need for influencing quality of service

· Determine customer supplier need for improving quality of service from both internal and external perspectives 

· Appreciate contribution of every step and process of work as a lead to success or failure in work

· Accept human resource contribution to effectiveness, efficiency, excellency and quality of service

Course Content:
TQM’s Five Key Concepts
· Defining A Problem

· Team Building

· Quality Tools and Quality Techniques

· Techniques

· TQM Success 

Course Duration:
5 days

Mode of Attendance:
Full time


CUSTOMER CARE

Code:
3.04

Course Language:
English or Kiswahili 

Target Group:
Clients handling employees

Course Objective:
At the end of the course participants will be able to:

· Practice knowledge and skills on the functions of an 

· Organisation

· Handle customer problems effectively

· Practise and maintenance traits and ability to handle customers in business

Course Content:


· Port Organisation and Function

· Functions of User Organisations:

· Business layout and Reception

· Functions of a Customer Caring Person

· Communication for Customer Caring Personnel

· Public Contact and Courtesy

· Interpersonal skills

· Telephone Techniques 

· Appearance and Etiquette

Course Duration:
5 days

Mode of attendance:
Full time


PERFORMANCE MANAGEMENT

Code:
3.05

Course Language:
English

Target Group:
Management/Supervisory Staff

Course Objective:
At the end of the session, the participant will be able to:

· Appreciate the nature and value of performance appraisal

· Appraise the performance of an employee whose work you know well 

· Set objectives to improve performance

· Conduct a successful performance appraisal interview

· Derive the maximum benefit from being appraised

Course Content:


· What is performance appraisal 

· Analysing performance and interview preparation

· Conducting an appraisal interview 

· Obtaining the maximum benefits

· Summary and review

Course Duration:
5 days

Mode of attendance:
Full time


MANAGEMENT DEVELOPMENT PROGRAMME (MDP) II

Code:
3.06

Course Language:
English

Target Group: 
PA.4/5 (must have attended MDP I)

Course Objective:
At the end of the course participants will be able to: 

· Apply appropriate leadership style for the range of management situations 

· Appraise the performance of employees working under them

· Recommend the kinds of employment policies which will improve industrial relations within an organisation

· Understand how the office functions as a control centre for any organisation producing goods or providing a service

· Describe the main functions of purchasing

· Understand the nature and importance of marketing

· Manage safety and health competently in work areas 

Course Content:


· Leadership

· Performance appraisal

· Industrial relations 

· Office supervision

· Marketing

· Safety and health

Course Duration:
2 weeks

Mode of attendance:
Full time


MANAGEMENT DEVELOPMENT PROGRAMME (MDP) I

Code:
3.08

Course Language:
English

Target group:
Staff in Grade PA5/4 

Course Objective:
At the end of the course the participants will be able to:

· Describe quality control tasks and the part of the organisation

· Understand the nature of financial and cost control

· Use three problem analysis/decision making tools

· Describe and define the nature, and principles of communication display

· Spot the existence habits and attitudes that waste time and prescribe some possible remedies for each

Course Content: -
Planning

· Directing and co-ordinating work

· Controlling work

· Finance and costs control

· Problem analysis and decision-making

· Communication and records 

· Management of time

Course Duration:
5 days

Mode of Attendance:
Full time


REGISTRY AND RECORD KEEPING 

Course Code:
3.09

Course Language:
English

Target group:
Supervisory staff

Course Objective:
At the end of this course participants will be able to:

· Undertake the responsibility of smooth flow of files/documents to and from registry to action offices

· Minimise delays and misplacement caused by handling of files/documents by either registry or action officer 

Course Content:
Introduction 

· Office Environment 

· Office Organisation 

· Departments in an Organisation 

· Record Keeping 

· Filing 

· Reprography 

· Communication 

Course Duration:
2 weeks

Mode of attendance:
Full time

TRAINING OF TRAINERS (TOT) 

Code:
3.10

Course language:
English

Target group:
Staff normally invited as external resource persons but are not trained trainers. 

Course Objective:
At the end of the course the participants will be able to:

· Undertake preparatory activities for delivery 

· Deliver a topic or a course using different techniques and methods of delivery/teaching

· Carry out post-training evaluation on the results achieved by class or individual trainee 

Course Content:

· Introduction to training

· Meaning and role in organisations

· Training needs analysis

· Preparing to conduct a course activities and steps involved

· Conducting a course approaches, techniques and methods 

· Principles of learning

· Introduction to adult psychology

· Preparations and use of A/V aids

· Course feedback

· Communications skills

· Adult learning/teaching

Course Duration:
2 weeks

Mode of Attendance:
Full time


ACTION CENTRED LEADERSHIP 

Code:
3.11

Course Language:
English

Target group:
Middle management staff and supervisors

Course Objective:
At the end of the course participants will be able to:

· Develop the ability to recognise what has to be done and when it should be done

· Apply effective leadership actions back at work 

Course Content:


· Leadership

· Time management

· Creativity

· Motivation

Course Duration:
5 Days

Mode of attendance:
Full time


TRAINING & STAFF DEVELOPMENT

Code
3.12

Course language:
English

Target group:
Management Staff

Course Objective:
At the end of the course, participants will be able to:

· Define training and development and show how they relate

· To understand the need for performance improvement or change within the Organisation

· Explain why the supervisor is responsible for training and describe the Supervisor’s role in providing it.

· Describe the training cycle referring to appraising performance, identifying needs, giving training, and evaluating Results 

Course Content:


· Introduction.

· Training needs

· How to Train and develop staff  

· Case on Training Development 

Course Duration:
2 weeks
Mode of attendance:
Full time
SUPERVISORY DEVELOPMENT PROGRAMME (SDP I)

Code:
3.14

Course language:
English

Target group:
Supervisors and their assistants in grades PA.5 and 6

Course Objective:
At the end of the course, participants will be able to:

· Understand and use organisation charts

· Understand the nature and reasons for planning work

· Outline the main general responsibilities of a supervisor

· To direct the work of their own sections within the organisation

· Describe how the control process is essential to meeting organisational goals

· Understand the techniques of work method improvement

Course Content:


· The organisation and the supervisor

· Principles of supervision

· Planning

· Directing and co-ordinating work

· Controlling

· Work method improvement

Course Duration:
5 days

Mode of attendance:
Full time


SUPERVISORY DEVELOPMENT PROGRAMME (SDP) II

Code:
3.14.1

Course language:
English

Target group:
Supervisors in PA.7 and PA.6

Course Objective:
At the end of the programme participants will be able to: 

· Know what costing means and how it is used, and the supervisors role

· Know the functions of three problem analysis/decision – making tools

· Know how to fulfil the supervisor’s role in communication

· Identify personal and departmental uses of time and evaluate their effectiveness and importance to meeting goals

· Describe the nature of good facilities and equipment, and define its overall goals

· Understand the importance of the office as the control centre of an organisation, and why communication within it and with other centres is so vital

· Manage safety and health completely in your section, and know supervisory responsibilities in this field

· Understand personal leadership style more clearly

· Know how to motivate people more effectively 

· Describe the supervisor’s role in the training and development of subordinates.

Course Content:


· Finance and costs

· Problems analysis and decision-making

· communication and records

· Management of time

· Office supervision

· Safety and health 

· Leadership 

· Motivating employees

· Training and development

Course Duration:
4 weeks

Mode of attendance:
Full time


PROBLEM SOLVING AND DECISION MAKING 

Code:
3.16

Course language:
English

Target group:
Senior and middle managers (PA4-PA2)

Course Objective:
At the end of the course, the participants will be able to:

· Define the terms “Problem” and “Decision”

· Determine sources of problems

· Correctly apply principles of decision making process

· Evaluate decisions taken

Course content:


· Sources of Decision

· -Problematic situations

· Factors Influencing Decisions 

· Role of Decision Makers

· Types of Decisions 

· Process of Decision Making 

· Implementation of Decisions

Course Duration:
5 days

Mode of attendance:
Full time


PRINCIPLES OF ACCOUNTS LEVEL II 

Code
3.17

Course language:
English

Target group:
Must have attended Principles of Accounts level I

Course Objective:
At the end of the course the participants will be able to:

· Draw Partnership Accounts and write partnership Financial Statements

· Draw Accounts of Non-Trading organisations

· Prepare Accounts of Sole Trader

· Prepare Manufacturing Accounts

· Prepare final accounts from incomplete records and single entry books

· Describe how various items are treated in partnership accounts

· Understand share issuing transactions and related information concerning shares

· Calculate and interpret elementary ratios

· Prepare simple cash flow statements

· Do analysis of financial accounts

· Calculate percentage ratios basing on sales

· Prepare special accounts

Course Content:


· Accounting concepts

· Partnership accounts

· Accounting of non-trading organisations

· Accounts of sole trader

· Manufacturing accounts 

· Incomplete records and single entry book keeping 

· Partnership accounts

· Company accounts

· Reduction of share capital

· Analysis of financial accounts

· Net profits as a percentage of sales

· Special accounts

· Accounts Level I

Course Duration:
3 weeks

Mode of attendance:
Full time


SUPPLIES AND STORE KEEPING

Code
3.18

Course language:
English 

Target population:
Storekeepers


Course Objective:
At the end of the course, participants will be able to:

· Apply the principles involved in the Purchasing Cycle

· Determine and procure supplies to meet divisions and organisational needs

· Practically apply the administrative/management principles required in storage and stock control activities

· Select and effectively use stores and material handling equipment

· Use skills and techniques relevant to stock control and warehousing operations effectively

· Prepare and charge documents and carry out stores account reconciliation

Course Content:


· purchasing and its role in an organisation 

· Duties and responsibilities of purchasing and supplies executives

· Identification and selection of potential suppliers (O & L)

· Source of supplier information

· Specifications and methods of describing requirements

· Enquiries, quotations, tendering procedures and methods

· Authority to purchase requisitions and approval to commit

· Preparation of overseas, local and sentry purchase orders

· Amendments and cancellation of purchase orders

· Progressing and expediting of orders

· Receiving and inspecting inducting payment of suppliers

· Ordering capital items, plant and equipment

· Contracting

· Clearing & forwarding

· Role of stock control and warehousing in an organisation

· Classification and coding of inventories

· Inventory control methods

· Determination of surplus, redundant, obsolete and disposal of scrap

· Design and layout of stores

· Storage methods

· Storage location 

· Security and safety of material and personnel

· Classification and location of stores and stockyard

· Handling equipment 

· Supplies documentation

· Receiving and issuing supplies

· Stocktaking and verification 

· Management of fuel

· Pricing of stores

· Reconciliation of stores accounts

· The role of computers in stock control

Course Duration:
3 weeks

Mode of attendance:
Full time.


ACCOUNTING PROCEDURES OF KENYA PORTS AUTHORITY

Code
3.19

Course language:
English

Target group:
Supervisory/Clerical PA6/PA10

Course Objective:
At the end of the course, participants will be able to:

· Understand major functions of Management Accounting and carry out clerical activities in the department

· Prepare Revenue Bills and interpret KPA tariffs

· Process and prepare salary and payment vouchers and change notes

· Understand the Purchasing Cycle and Stores Management

· Prepare Annual Accounts and Financial Statements

· Process internal payments and prepare Reconciliation of Bank Statement and Cash Book Balances

· Calculate Pensions and Gratuities for retiring staff and the deceased

· Maintain creditors ledger 

· Audit, examine and verify revenue and expenditure of KPA

Course Content:


· Financial planning, budgeting and expenditure control

· Revenue billing and interpretation of KPA tariffs

· Processing salary, payment vouchers and change notes

· Purchasing and stock control

· Preparation of annual accounts and financial statements

· Internal payments

· Reconciliation statement of bank statement and cash book balance

· General ledger

· Maintenance

· Sun system

· Pensions and gratuity

· Credit ledger control 

· Utilities

· Auditing financial accounts and activities

· Computer services

Course Duration:
2 weeks

Mode of attendance: 
Full time

PORT FINANCIAL MANAGEMENT SEMINAR

Code:
3.20

Course Language
English

Target group:
Senior and middle managers (PA4/PA2)

Course Objective:
At the end of the seminar, participants will be able to:

· State the need for an accounting system in Port Management

· Describe basic concepts employed by accountants in accounting systems

· State the need for information system in financial management

· Name various mechanics of the accounting system, media used, and functions performed 

· Analysis financial statements in relation to techniques and usefulness of it

· Describe the nature and behaviour of costs in financial management

· Plan port financial requirements for the future

· Give ways of improving the financial situations in the port

Course Content:


· Accounting and financial management

· Accounting conventions (concepts)

· Financial statements and reports 

· Accounting mechanics (techniques)

· Analysis of financial statements

· Nature and behavior of costs 

· Financial budgets

· Ways of improving the financial situations

· Case studies

Course Duration:
2 weeks

Mode of attendance:
Full time


BUDGETING AND BUDGETARY CONTROL

Code:
3.21

Course language:
English

Target group:
Management PA5/PA1

Course Objective:
At the end of the seminar the participants will be able to:

· Understand the importance of budgeting and budgetary control to nay business entity

· Define clearly the duties and responsibilities required in budgeting and control of budgets

· Give an overview of budget development 

· Prepare a business budget with clear stated objectives and goals

· Distinguish between capital budget from others

· Develop and implement a budgetary control system

Course Content:


· Introduction to budgetary control

· Duties and responsibilities of budget committee

· Budget development 

· Budget cycle

· A systematic approach to budgeting 

· Capital budgeting 

· Budgetary control systems

Course Duration:
5 days

Mode of attendance:
Full time


PURCHASING AND SUPPLIES MANAGEMENT

Code:
3.22

Course language:
English

Target group:
Managers (PA5/PA1)

Course Objective:
At the end of the course the participants will be able to:

· Define in clear terms the fundamental functions of purchasing in an organisation 

· Initiate a purchase based on the basic purchasing process to its logical conclusion

· Organise, staff and outline clear activities of a purchasing department

· Describe purchasing responsibilities which are embodied in the purchasing profession

· Understand the legal aspect of purchasing 

· Institute proper laid down guidelines, procedures and control for efficient supply management

Course Content:
The purchasing function

· The basic purchasing process 

· Purchasing department, organisation and staffing

· Purchasing responsibilities 

· Supplier relations

· The legal aspects of purchasing 

· Supplies management

Course Duration:
5 days

Mode of attendance:
Full time


AUDITING APPRECIATION SEMINAR

Code:
3.23

Course language:
English

Target group:
Management (PA5/PA1)

Course Objective:
At the end of the seminar the participants will be able to:

· Outline the role played by the Auditor in an organisation

· Give an over view of the professional ethics practised by Auditors

· Understand the legal liability placed over auditors in practice

· Give a brief over view of the Public accounting profession

· Establish an organisation internal controls and state reasons for the need of the same

· Identify types of evidence auditors look for in practice

Course Content:


· The role of the Auditor in an organisation

· Professional ethics 

· Legal liabilities of auditors 

· The public accounting profession an over view

· Internal controls 

· Evidence – what kind and how much

· Audit working papers

· Examination of the records

· Cash – objective in examining of cash

Course Duration:
5 days

Mode of attendance:
Full time


BUSINESS ENTREPRENUERSHIP 

Code:
3.24

Course language:
English

Target group:
Staff due for retirement

Course Objective:
At the end of the course the participants will be able to understand why entrepreneurship is key to survival on retirement and be able to: 

· Develop enterprise culture as well as business creation skills

· Provide a smooth transition from paid employment to self-employment in case a need arises

Course content:


· The enterprise culture

· Pre-self employment counseling

· Business ideas and creation skills

· Viability of business opportunities

· Capitalising the business

· Legal forms of organisation

· Business loan application procedures

· Small business management

· The role of marketing

· Small business organisation

· Human resource management 

· Business records

Course Duration:
2 weeks

Mode of attendance:
Full time


FINANCIAL ANALYSIS COURSE

Code:
3.25

Course language:
English

Target group:
Middle financial accounting managers

Course Objective:
At the end of the course, participants will be able to:

· Define financial analysis procedures

· Demonstrate understanding of skills needed for interpretation of financial statements

· Prepare financial statements on time in line with regulatory requirements

Course content:
The nature and scope of financial statement and system of reporting 

· Preparation and analysis of Income and Balance sheet statements

· Preparation and analysis of Cash Flow Forecasts

· Interpretation of Financial Ratios

· Financial Strategy 

Course Duration:
5 days

Mode of attendance
Full time


EFFECTIVE AUDIT PRACTICE COURSE

Code
3.26

Course language
English

Target group:
Junior and middle auditor’s inspector of works and departmental administrators

Course Objective:
To sensitise inspection, audit and administration teams to optimal utilisation of organisation resources through good efficient management practices and internal control systems

Course Content:


· General Principles of Internal Auditing

· Audit Planning

· Audit working papers

· Principles of Internal Control

· Rational for asset and liabilities verification and audit

· Procurement

· Prevention of Frauds

Course Duration:
5 days

Mode of attendance:
Full time

INTRODUCTION TO MICROCOMPUTERS AND WINDOWS 95/98

Code:
3.27

Course language:
English

Target group:
All beginners in computer systems and those already using computers but had not had training on working in a Windows environment.

Course Objective:
At the end of the course, the participant should be able to:

· Identify computer system components and peripheral devises.

· Manage application windows.

· Save and retrieve files from folders.

· Use word pad to prepare text documents.

· Adjust computer settings using the control panel

· Use utility programmes to maintain the computer performance

Course content:


· Introduction to Computers: Hardware and Software

· The desktop and management of windows

· Menus, Commands and Dialog Boxes

· Organisation of Files and Folders

· Working with Word Pad

· Drawing in Paint Brush

· Changing Computer Settings

· Speeding Applications

Course Duration:
4 days

Mode of attendance:
Half a day and evening pattern (morning/afternoon/evening sessions)

MICROSOFT WORD (FOR WORD PROCESSING)

Code:
3.28

Course language:
English

Target Group:
All staff involved in word processing.

Course Objectives:
At the end of the course the participant will be able to:

· Identify Microsoft Word menus, toolbars and other window objects

· Type text documents like letters, memos, articles, reports and other office text documents

· Correct errors using grammar and spell, check, find and replace and other editing tools.

·  Enhance text and layout using font and paragraph formats

· Insert tables and pictures into documents.

· Print form letters and envelops

· Secure documents using pass words.

Course Content:


· Microsoft Word Tools

· Editing Text

· Formatting Font, Paragraph and Page Set up

· Incorporating Graphics in Word

· Creating Tables and Columns

· Merging Mails

· Printing

· Security of Documents

Course Duration:
4 days

Mode of attendance:
Half a day and evening pattern (morning/afternoon/evening sessions)

MICROSOFT EXCEL (FOR BUSINESS CALCULATIONS)

Code
3.29

Course language: 
English

Target Group
Staff involved in use of computer systems for data processing.

Course Objective:
At the end of this package, the participants will be able to:

· Identify Microsoft Excel menus tool bars, sheets and other window objects

· Type data in excel cells

· Use excel in build functions to sum, average and analyse your data.

· Prepare financial documents like receipts, invoices and other such documents

· Filter and sort lists

· Automate sheets using links

· Print worksheets

Course Content:


· Microsoft Excel Tools

· Data Editing

· Formatting Cells, Columns and Rows

· Creating Charts

· Linking Cells and Sheets

· Managing Large Worksheets and Multiple Books

· Excel Lists as Databases

· Printing worksheet

Course Duration:
4 days

Mode of attendance:
Half a day and evening pattern (morning/afternoon/evening sessions)

MICROSOFT ACCESS (FOR RECORDS MANAGEMENT)

Code 
3.30

Course language:
English

Target group:
Staff who uses computer-based systems to manage records.

Course Objective:
At the end of the course, participants will be able to: 

· Identify access tables, queries, forms and reports.

· Create a database file.

· Enter records into a database.

· Extract records from the database using queries.

· Create forms to display records. 

· Produce reports from a database.

Course Content:
The Database Concept

· Creating a Database File and Tables

· Editing Records and Formatting Tables

· Creating Queries

· Extracting Records from the Database

· Relationships in Multi-table Queries

· Creating and Using Forms

· Preparing Reports from the Database

Course Duration:
4 days

Mode of attendance:
Half a day and evening pattern

(Morning/afternoon/evening sessions)

MICROSOFT POWER POINT (FOR PRESENTATION)

Course: 
3.31

Course language:
English

Target group:
Tutors, sales people, managers and supervisors. 

Course Objective: 
At the end of the course participants will be able to: 

· Build a presentation

· Use different slide layouts

· Enhance slide background

· Add slide transitions and animations

· Present slide shows

· Print presentations

Course Content:


· Creating Presentations

· Slides Layout

· Different Views of Slides

· Using Drawing Tools 

· Setting Up Shows

· Linking Presentations

· Printing Presentations

Course Duration:
4 days

Mode of attendance:
Half a day and evening pattern (Morning/afternoon/evening sessions)

INTERNET PRINCIPLES

Code:
3.32

Course language:
English

Target Group:
Staff who uses computer for sending mails and accessing information from the Internet.

Course Objective: 
At the end of this package, the participants will be able to:

· Identify a computer network hardware and software

· Send e-mails

· Browse the World Wide Web.

· Use search engines like yahoo, altavista to look for information in the web

· Save and print e-mails and web pages

Course Content:


· Basic Concepts and benefits of Computer-networked environment.

· Internet and Internet Service Provider (ISP).

· Internet Tools.

· The e-mail.

· Browsing the Internet 

Course Duration:
This package takes 10 hours

Mode of attendance:
Half a day and evening pattern

(Morning/afternoon/evening sessions)

SECURITY DETECTIVE COURSE

Code:
3.33

Course Language: 
The course will be conducted in English and Kiswahili

Target Population:
Security detectives in gates PA 10 to PA 7

Course Objective:
At the end of the course the participants will be able to:

· Identify the objectives of criminal investigations correctly

· Interpret properly Law of Evidence

· Effectively carry out investigation of claims

· Distinguish between Forgery and Fraud

· Define and interpret criminal responsibility effectively

· Define stealing effectively

· Identify the procedure of trial before subordinate court effectively

· Carry out thorough search immediately after arrest

· Describe all the principals of security audit

· Carry out guarding duties within the Port

Course Content:


· Objectives of criminal investigations

· Law of evidence

· Investigation of claims

· Forgery/Fraud

· Criminal responsibility

· Procedure of trial before subordinate court

· Stealing

· Searching

· Principles of security audit

· Guarding

Course Duration:
5 days

Mode of attendance:
Full time

CARGO SECURITY IN PORT OPERATION COURSE

Code
3.34

Course language:
English

Target group:
Security privates in grades PA 11 and 12

Course Objective:
At the end of the course, the participants will be able to:

· Apply the knowledge and experience gained at their places of work in different situations as may demand from time to time.

· They are expected to enhance productivity and create awareness amongst themselves and those they work with in various tasks encountered in discharge of their duties.

Course Content:


· The role of internal security in KPA

· Export/Import procedures

· Container Terminal Operations

· CFS Operations

· Investigation of claims.

Course Duration:
5 days

Mode of attendance:
Full time

SECURITY DEVELOPMENT PROGRAMME

Code:
3.35

Course language:
English and Kiswahili

Target group:
Security personnel recently or newly employed in the KPA security branch.

Course Objective:
At the end of the course the participants will be able to:

· Enhance discipline in KPA security personnel

· Carry out factual investigations for offences committed

· Interpret and apply the law and bylaws.

· Arrest intended/uncommitted situations of crime (plans or crimes) and understand the procedure of in trial before subordinate/organisational courts.

· Record statements

· Handle exhibits

Course Content:


· Introduction to law

· Theft and allied offences

· Breaking

· Powers of arrest

· Prevention of corruption

· Trespass act

· Action at the scene of crime

· Beats, patrols and security duties

· Custody of prisoners

· Handling exhibits

· Statement recording

· First aid

· Identification of firearms

· Relationship with other departments

· Drill.

Course Duration:
5 days

Mode of attendance:
Full time
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