	                                 	REPORT		ON		THE TRAINING WORKSHOP	FOR ALL HEADS OF DEPARTMENTS OF THE KRACHI WEST MUNICIPAL ASSEMBLY	ON PERFORMANCE MANAGEMENT AND APPRAISAL 						PREPARED	BY				ONE TIME LOBBYING CONSULTANCY LTD.		Phone: +233206809215	Email: diwura2000@gmail.com	Web:  www.onetimelobbyingconsultancy.online			22ND  AND 23RD NOVEMBER, 2023	






	


Table of Contents
1.0	Introduction	3
1.0 Training objectives	4
Methodology	4
3.1. General discussions:	5
3.3. Questions session:	6
3.4. Location (Place of training, Capacity Building activity)	6
3.6. Describe the target group/s for the training (attach a list with all participants – name position and department)	6
3.7.1 List of Consultants, area of expertise:	7
3.7.2. Office Location and Contact Information	8
4.0. Detailed expenditure outline (list the final total cost as well as a breakdown on items like venue, allowances, consultancy fees, logistic, etc.)	8
4.1. Describe the actual outcome/s of the training against the expected outcome/s	8
4.2. Provide a description of any evaluation activities undertaken and the conclusion	8
4.4. Challenges	9
4.5. Recommendations for future training activities	9
5. Conclusion:	11
Appendix 1:	12
Appendix II: Breakdown of Cost	20
Appendix I11: Participants Evaluation of Workshop/Training:	21
   	




1.0 Introduction
The local government system has been widely credited as being the most effective form of governance that prompts the generation of key developmental plans from the grass root level through well-established structures, with the implementation also being with the active involvement of people at all levels of authority and development. With the MMDAs having the responsibilities to lead in the planning, implementation and evaluation of activities to promote effective development at the local level, it is crucial that they have the needed capacity to make them effective in their delivery and promote efficient outcomes. 
In line with this goal, a capacity assessment exercise was undertaken as part of the annual District Performance Assessment Tool (DPAT) process for 2019. 
[bookmark: _Hlk84279475]An assessment conducted by assembly to assess the capacity needs of its staff and provide the necessary training, revealed that at different levels, staff of the Assembly had lower capacity that will enable them deliver in accordance with the growth and development targets set at the various levels at the Assembly. Particular areas of low capacity detected at the end of the assessment were; Heads of Departments and Core Staff on Local Government Protocol (Appraisals). The training was therefore focused directly on addressing these capacity gaps. At present, our decentralization process is on full gear and the demerits of the past should guide decentralized administration including the staff and management of Krachi West Municipal Assembly (KWMA) to create systems that will support their operations and guarantee good outcomes for the assembly.
In all of these, service delivery and effective stakeholder management are key to organizational success. Staff of the Krachi West Municipal Assembly (KWMA) may benefit a lot from the training that have been identified for them to create systems that will support their operations and guarantee good outcomes for the Assembly. This report focuses on one module that was done in a day namely: 
· Performance Management (Appraisals)
[bookmark: _Toc521003631]1.0 Training objectives
The objective of workshop and training were many and varied as it encapsulates different thematic areas notably: Human Resource Issues (Appraisals).

2.0.1. Objectives; Human Resource Issues (Appraisals, Promotions, Conditions and Scheme of Service
· To make the participants understand the workings of the Departments, divisions & units of LGS
· To equip participants with the knowledge of Appointments and filling of vacancies
· Describe performance management as a system, discuss problems related to it and give suggestions for improvement
· Explain the reward management process which includes pay survey, job evaluation, and design of pay structure
· Recognise the factors that determine pay levels and benefits of employees on the job market
· Analyse and suggest appropriate performance appraisal methods to be used under different situations and apply equal opportunity in compensation and performance management issues
· Outline the major considerations in international compensation 
· Describe the effect of compensation systems on attraction, retention and employee performance 
· Analyse the various managing discretionary benefits and executive compensation.
[bookmark: _Toc389498288]   3.0 Detailed training activities and deliberations: 
[bookmark: _Toc521003632]Methodology
The training adopted a variety of methods in its delivery processes to include:
· Facilitation and presentations
· Syndicate group discussions/presentations
· Brainstorming and Stimulation
· Institutional experience sharing
· Case studies and best practices
Key and responsible individuals, particularly supervisors briefing

[bookmark: _Toc391029087][bookmark: _Toc521003633]3.1. General discussions: 

Generally, the workshop adopted other training and learning methods and used adult learning techniques to equip participants with basic skills, knowledge and in some cases, behavior change they may need to perform their duties and responsibilities for increased productivity. A mixed of this method that was applied are:
· A participatory learning approach to allow free expression of opinion;
· Lectures: this methodology was used to introduce the subject matter and allow deeper discussion of issues in relation to standing orders and responsibilities of assembly members.
· Questions and Answers approach was also used to tease out important issues in effective procurement processes, and best practice approach to dealing with such issues. Essentially it was emphasised that most of the issues in relation to the challenges of assemblies during DDF/DPAT with inefficiency in public financial management and other challenges that MMDAs faced were curiously discussed
· Participants were also put into groups to share and contribute to discussion questions. 
· Discussions were also used to promote adult learning and sharing of relevant information
Some of the discussion questions include:
a) What are the differences between Performance Management and Performance Appraisal
b) What are the stages of Performance Management as in the Local Government (MMDAs Level)
c) What are dos and don’ts of public service;
d) What are entailed in Human Resource Issues
The facilitator led the participants to do diagnostics for practical work on all the questions above. However, this report informs on the day one diagnostics and discussions. 
[image: C:\Users\BRIGHT AKOMPIM\Pictures\20220706_120935.jpg]
[bookmark: _Toc391029089]Appendix I: Pictorial Evidence of Participants
[bookmark: _Toc521003634]3.3. Questions session: 
At the end of each of the training session, participants asked questions and sought clarification in respect of existing practices at the Krachi West Municipal Assembly (KWMA). On the day of the training in particularly, central administration staff made several contributions and asked questions for enriched workshop. 
[bookmark: _Toc521003635]3.4. Location (Place of training, Capacity Building activity)
The organization and delivery of the training was at the Assembly Hall of Krachi West Municipal Assembly (KWMA). The training was coordinated by the Municipal Coordinating Director whiles the other day was coordinated by the Municipal Human Resource officer. The venue was spacious and appropriate for the training.

3.5. Dates and time / period of the training, Capacity Building activity
The training was done in a day and scheduled as follows;
	Date
	Time
	Period of training
	Activities/Model
	Target Group

	22  NOV, 2022
	09: 40am - 
4:30pm.
	1 day
	Local Government Protocols (Appraisals, Promotions, Assembly Standing Orders
	1. Heads of Departments and Units


[bookmark: _Toc521003636]3.6. Describe the target group/s for the training (attach a list with all participants – name position and department)
The anticipated participants of the training programme were the Heads of Departments and Units of the Krachi West Municipal Assembly (KWMA). The training targeted different category of staff of Krachi West Municipal Assembly (KWMA). Lists of participants are attached as appendix 3.7. The service provider/s (List the name, area of expertise and office location and contact information)
ONE TIME LOBBYING CONSULTANCY LIMITED

Information Communication and Technology, Training on Financial Mgt and Laws, Revenue Mobilization, Monitoring & Evaluation.










1

1

2

[bookmark: _Toc521003637]3.7.1 List of Consultants, area of expertise: 

	
Name
	
Experience

	Dr. Shani Bashiru (Chartered Marketer) 

	Marketing and customer-care, Communication, HR and Recruitment Specialist

	Dr. Gilbert Nyaledzigbor (Chartered Accountant)
	Public Sector Accounting, Financial management Specialist, and Auditing and Quality Assurance expert

	Mr. Ahmed Jamal (Chartered Banker)
	Human Resource specialist, Financial Management and Auditing expert

	Dr. Iddisah Sulemana
(Economist/Lecturer)
	Lecturer of Economics, and vast experience with statistical modeling of  credit risk, e.g., scoring models 

	Mr. Hassan Diwura
	Expert in Local Government 






[bookmark: _Toc521003638]3.7.2. Office Location and Contact Information
      Agyiringano, Near Bridge, Accra                                         P. O. Box GP 13357
Head Office, Accra-Ghana
Tel: 0206809215
     







[bookmark: _Toc521003639]4.0. Detailed expenditure outline (list the final total cost as well as a breakdown on items like venue, allowances, consultancy fees, logistic, etc.)
Total cost Breakdown attached as appendix 03.
[bookmark: _Toc521003640]4.1. Describe the actual outcome/s of the training against the expected outcome/s
Knowledge of the targeted Heads of Department and the Core Staff of Krachi West Municipal Assembly (KWMA) in Human Resource Issues would have improved considerably given considerations to the good interactions, group discussions and general participation among the participants. Promotion processes contributed a lot to the discussions.  They were also generous with information in relation to their capacities and challenges of managing Human Resource Issues, but have indicated clearly the training had now equipped them with how to do so effectively. There were lots of enthusiasm to contribute to discussions as individuals and groups. However, a post training assessment will provide further information on the extent to which the training objectives were achieved. 
[bookmark: _Toc521003641]4.2. Provide a description of any evaluation activities undertaken and the conclusion
Before the start of the training, a brainstorming was conducted to evaluate participants’ knowledge by posing question and evaluating the response from participants, they were also asked to mention their expectations which determined a clear direction of the facilitation process. Moving on, participants were asked questions relating to the modules, under discussion and their responses evaluated to determine whether what was discussed was clearly understood or not. Participants were also asked to relate discussions under review to issues and procedures in their respective duties.  The training was climaxed with an evaluation of the proceedings by the participants. Evaluation sheets were filled on anonymous basis and the outcome of respondents is attached as appendix 4.

4.3. Compliments and Commendations
· Compliments/Commendations
· “Educative, inspiring, good, challenging, helpful, useful, beneficial, amazing, appropriate, fruitful, interesting, insightful, exciting, satisfactory, commendable, impressive, refreshing, enlightening, an eye-opener, lively, great, informative, practicable, well planned, overdue, interactive, well-co-ordinated, in-depth, wonderful, well presented, purposeful, relevant, a reminder, down-to-earth delivery”
· “Very educative, very inspiring, very enlightening, very realistic, very effective, very successful, very interactive”
[bookmark: _Toc521003642]4.4. Challenges
· Rushed/compressed/packed- duration too short”
· “Participants did not ask ‘questions’/ ‘Excessive lecturing’/ ‘Sometimes, there was over-elaboration of points”
·  “Poor lighting at training venue”
· “Slides were overloaded with information so they were not easy to read”
[bookmark: _Toc521003643]4.5. Recommendations for future training activities
· Management should ensure the sustainability and frequency of this and similar programmes”
· “Raise duration of programme to at least three days”.
· “Programme should be more interactive; there should be more time for discussions and questions from participants






Participants identified the following as areas they would like to receive further training in the future:
Table 4.4

	
AREAS/TOPICS

	

	

	a) Marketing, service delivery, persuasion skills- customers poaching, resources for lobbying in 

	b) Leadership, effective management, motivation, rewards, team building and cohesion, practical problem-solving techniques

	c) Negotiating and influencing skills, dealing with difficult customers

	d) Financial/credit management

	e) Oratory/public communication skills, body language, etc

	f) Building and retaining customer confidence, exceeding customers’ expectations

	g) Empowerment, self-confidence, positive attitude, speed and quality

	h) Advanced lobbying skills, relationship between networking and customer care/service, networking and business planning

	i) Ethics and professionalism, customer relations, customer behaviour

	j) Microsoft, excel and word

	k) Succession planning, coaching and mentoring/grooming


[bookmark: _Toc521003644]







5. Conclusion:
The workshop was concluded and closed by the Municipal Coordinating Director of Krachi West Municipal Assembly (KWMA) who participated well in the day’s training, and also did as much as he could for a successful training.  In his closing remarks, the MCE extended his warmest greetings to the participants and resource persons for spending time with them during the programme. The MCD acknowledged pleasantly the turn of events and the way the Krachi West Municipal Assembly (KWMA) team had participated in the training. He encouraged participants to share what they have learnt with their colleagues at work and informed them that he the MCD and the MCE anticipate higher performance after the training. He also emphasized that the common errors especially in the area of conditions of service and Promotions issues that have always been done in the course of duty must be a thing of the past.  
Furthermore, it was remarked that the group discussions have been very useful since the participants were put into groups to discuss the issues and share ideas after which the consultant guides the groups on good practice procedures. He reiterated that the training has come at the right time and the staff in particular must be up and doing so that the Assembly will increase productivity for development. In addition, he expressed his singular thanks to the consultancy firm for their support and counts on them to continue their good works for the entire MMDA community in Ghana. One of the participants was called upon to pray for God to guide and be merciful to the consultants and participants whilst they journey back to their homes.
[bookmark: _Toc391952515]








[bookmark: _Toc521003645]Appendix 1: 

NOTES ON LOCAL GOVERNMENT PROTOCOLS- CONDITIONS OF SERVICE & SCHEME OF SERVICE


Introduction 
Pursuant to section 6 of Act 656, the Local Government Service Council in consultation with the Local Government Workers Union and the Senior Staff Association of the Local Government Service (LGS), and with the approval of the Sector Minister, issue these Conditions of Service as a standard guideline to manage the human resources within the Service (in all MMDAs).


LOCAL GOVERNMENT SERVICE COUNCIL

  The Local Government Service Council is the highest authority for setting standards, appointments, disciplinary matters etc, and for the implementation of these Conditions of Service within the Local Government Service.


· Departments, divisions & units of LGS
· Appointments and filling of vacancies
· Promotions
· Training & Development
· Postings and Transfers
· Trade Unions
· Discipline & Grievance Procedures


· Remuneration
· Allowances
· Welfare
· Leave
· Compensation, Health & Safety
· Leaving the Service
· Scheme of services and its importance
· Questions and Answers

Departments, Divisions & Units of LGS


The following are the organizations within the
Local Government Service:
a)	Local Government Service Secretariat as established by Law;
b)	The Regional Coordinating Councils (RCCs);
c)	The Metropolitan, Municipal, and District Assemblies (MMDAs) and their Sub-Structures.

The scope/application of the Conditions of Service
    
    This Conditions of Service apply to all Local Government Service Personnel, including Officers on secondment, transfer or attachment to the Service.

Categories of Post
Staff with the Local Government Service has been grouped into six (6) main categories for ease of administration of the Conditions of Service.  

The under-listed categories shall prevail in the Local Government Service.

Categories of Post

Creation of Post in the LGS

a) The creation of all Local Government Service posts shall be approved by the Local Government Service Council-highest authority in this matter.

b) Applications for the creation of any post in categories B, C, D, E and F shall be submitted by the appropriate Regional Co-ordinating Council /Metropolitan, Municipal, District Assembly to the Local Government Service Council. The application shall indicate the following:-

 

Creation of Post in the LGS
The title of the post to be created.
The justification for creating the post
The total complement of staff required
Statement of duties and qualifications
Salary Scale
Scheme of Service (for new post)

Creation of Post in the LGS
	The Local Government Service Council in conveying approval shall state:

i)    the title of the new post
ii)   the salary level
iii)  the qualifications
iv)  progression and the complement of posts
v)  whether the new posts are general or departmental.
 
 


APPOINTMENTS

CATEGORY ‘A’ POSTS 
     The appointing authority for Category ‘A’ posts in the Local Government Service shall be the President of Ghana, acting on the advice of the Local Government Service Council given in consultation with the Public Services Commission. 
 
CATEGORIES ‘B’ TO ‘F’ POSTS
     The appointing authority for Categories ‘B’, “C”. “D”, ‘E’ and “F” posts shall be the Local Government Service Council in accordance with the approved Scheme of Service.




CONDITIONS FOR APPOINTMENT
 

    Appointments into the Local Government Service shall be subject to satisfaction by the candidate of conditions specified for entry into the grade, and must be declared medically fit by a Medical Officer of a government hospital.




MODE OF FILLING VACANCIES
 
The mode of filling vacancies shall be by promotion, demotion and direct appointment through external/internal advertisement, secondment and transfer into the Service.
 


EFFECTIVE DATE OF APPOINTMENT
   
   The effective date of appointment upon entry into the Service shall be the date on which the officer assumes duty.
 




ACCEPTANCE OF APPOINTMENT
 

Acceptance of fresh appointment shall be notified not later than the stated deadline in the appointment letter.  After the stipulated period, the appointment shall be deemed to have lapsed and the appointing authority shall reserve the right to offer the appointment to another candidate.


APPOINTMENT OF CONVICTED PERSONS


Convicted persons, other than those convicted on grounds of dishonesty, homicide and moral turpitude may be considered for appointment into the Local Government Service.  

Persons convicted of dishonesty, homicide and moral turpitude may, however, be considered for appointment subject to the lapse of at least ten years after such conviction or unconditional pardon granted by the President of the Republic of Ghana.



APPOINTMENT OF NON-GHANAIANS

   The Service may appoint non-Ghanaians where there is no Ghanaian expertise available in the relevant fields on limited engagement basis.  The procedure for appointing non-Ghanaians into the Local Government Service shall be in accordance with the laws of Ghana.
 



CONTENTS OF LETTERS OF APPOINTMENT
 

Letters of appointment shall specify the following terms of appointment:
a)	Job title;
b)	Type of appointment (permanent, temporary, contract, etc.)
c)	Effective date of appointment; 
d)	Probation period (if any);
e)	Salary scale and starting point;
f)	Brief job description;
g)	Posting instructions (where applicable);
h)	Other relevant benefits as contained in the approved Conditions of Service.
 



PROBATION AND CONFIRMATION OF APPOINTMENT


A newly-appointed officer of the Local Government Service shall serve a probationary period of one (1) year with effect from the date he/she assumes duty. 
 
Where the appointing authority is not satisfied that the conduct and job performance of the officer have been satisfactory, it shall proceed to either terminate the appointment or extend the probationary period by a further period of three (3) months. 
 
A formal letter of confirmation shall be issued accordingly. Unless informed in writing to the contrary, a newly employed staff who has completed such probationary period, shall be deemed to have been confirmed in his/her post.



CONDITIONS FOR ACTING APPOINTMENTS
 

Where it becomes imperative to request an officer to perform the functions of a superior officer for a period exceeding three (3) months, an acting appointment shall be conferred on him by the Head of Service.   The Local Government Service Council shall be the appointing authority for acting appointments in respect of the Head of Service 

CONDITIONS FOR ACTING APPOINTMENTS (cont’d)
Conditions for acting appointments are as follows:-
a) no officer shall be appointed to a position which is more than one step above his/her present grade;
b)the officer holding the acting appointment shall be paid the difference between his/her salary and the entry salary point of the grade for which he/she has been appointed to act;

CONDITIONS FOR ACTING APPOINTMENTS (cont’d)
c) no acting appointment shall exceed a period of one year;
d) an officer who has performed satisfactorily in an acting capacity for more than one year may be considered for promotion to the grade for which he/she acted;
e) allowances/benefits attached to the position shall be paid to the officer occupying the acting position.

CIRCUMSTANCES THAT MAY LEAD TO ACTING APPOINTMENT
Acting appointments may be made under thefollowing circumstances:
a)	Upon the death of the substantive officer;
b)	When the substantive officer resigns, or retires, or vacates his/her post;
c)	When the substantive officer proceeds on course, duty overseas or leave without pay;
d)	When the substantive officer is dismissed, removed, suspended or interdicted from duty.


DEPARTMENTAL AND GRADE TRANSFERS (CONVERSION)

    Transfer of officers in the Service from one Department to another or the transfer of officers from one grade in an occupational group to another may be considered by the relevant appointing authority.  

   Officers wishing to transfer from one grade in an occupational group or Department to another may after obtaining the necessary clearance from their Head of Department or occupational group to which they wish to transfer, submit a request for consideration by the Head of Service.


LIMITED ENGAGEMENT OF 
RETIRED STAFF

  The appointment on limited engagement terms of retired staff shall be on monthly or yearly basis.  
  The period may, however, be renewed by the appointing authority.  
  For the avoidance of doubts, no retired staff who is sixty-five (65) years old or above shall benefit from this dispensation.


HOURS OF WORK

The standard working hours shall be forty (40) hours per week.  However, the hours of work will be regulated by the employer in accordance with the exigencies of the Service. 
Senior staff may be required to work beyond normal working hours if the job requires it. This extra work will not attract overtime allowance.


















PROMOTIONS

PROMOTION AUTHORITIES


Promotion into the various grades within the Service shall be effected by the appropriate
appointing authority.
 

GENERAL CONDITIONS FOR PROMOTIONS

   The procedure for making promotions shall be in accordance with the relevant Scheme of Service and subject to the availability of vacancies in the grade. 

   Promotions shall be based on merit and in accordance with the approved Scheme of Service. In determining merit, the following shall be taken into account:

GENERAL CONDITIONS FOR PROMOTIONS
a) efficiency;
b) qualification and experience in area of work;
c) attitude towards work and general behaviour;
d) leadership qualities;
e) performance appraisal score of very good;
f) seniority shall be taken into consideration when all things taken are the same; seniority shall be determined from the date of last promotion

EFFECTIVE DATE OF PROMOTION
   The effective date of promotion shall not be earlier than the date on which the vacancy for a position became due. 

  The appointing authority shall convey to the officer the effective date of his/her promotion.  The promotion letter shall specify whether the date of promotion is notional or effective for purposes of salary.
 

ANNUAL STAFF PERFORMANCE ASSESSMENT

	Annual Performance Agreement
 All officers holding the post of Deputy Head of Service, Director and analogous grades shall enter into a Performance Agreement with his/her superior officer. The evaluation of the performance of this category of officers shall be done annually by a team of evaluators to be appointed by Council.



STAFF PERFORMANCE APPRAISAL

A staff Performance Appraisal Report shall be prepared annually on every confirmed officer, officers on limited engagement and every salaried employee;
The Performance Appraisal Report shall be completed by the substantive reporting officer who has continuously supervised the work of a subordinate officer for at least six (6) months.  Where the substantive reporting officer is expected to be away at the time the reports are due, he/she shall leave a note for the guidance of the officer who is to complete and submit the report in his/her absence;

STAFF PERFORMANCE APPRAISAL
Reporting officers shall discuss with their subordinate officers, the contents of the Staff Performance Appraisal Reports, and the subordinate officers shall be entitled to make their own observations on their reports and sign them, prior to submitting them to the Appointing Authority;
When an officer is posted to or transferred from one Department or Region/District to another, his/her former Head of Department shall send to his/her new Head of Department a copy of the officer’s Service Record together with copies of his/her last three annual Staff Performance Reports and any other papers concerning his/her performance and behaviour during the previous three years.


STAFF TRAINING AND 
DEVELOPMENT


TRAINING OBJECTIVE AND SCOPE
 
The Service is confirmed to establishing structured in-service training programmes at all levels with a view to promoting sustained improvement in quality of services by nurturing a high level of performance. The Service shall prioritize training at pre-service, in-service and post-basic levels.
 



IN-SERVICE TRAINING
 

The Service shall formalize and institutionalize a system of nation-wide in-service training programme for the benefit of all employees. The types of In-Service Training Programmes include the following:

i)	Orientation/Induction training;
ii)	Remedial training;
iii)	Management Development;
iv)	Scheme of Service Training;
v)	Attachment training;
vi)	Study tours;
vii)	External training programmes;
viii)     Self-development.


POST-BASIC TRAINING

 
a)	Post-basic training shall refer to formal training received before joining the Service.  Such training will be a post-certificate or diploma or graduate training which will usually result in additional qualification – certificate, diploma, advanced diploma or degree.

b)	Post-graduate training shall refer to formal training leading to the award of a Masters or specified postgraduate diploma obtained from programmes based in formal universities or similar accredited institutions.

c)	Staff shall also be expected to undertake structured in-service training programmes to be organized at the Institute of Local Government Studies as well as other courses relevant to their professional progression.
 



SPONSORSHIP FOR TRAINING
 

a)	Sponsorship for training shall cover both in-service training and post basic/post-graduate training programmes approved by the Service. It will also cover both approved local and external training programmes as defined in the approved Service Training Priorities and Plans.
 
b)	A staff training and development plan will be developed by the Director, Human Resources Development Directorate and endorsed by the Head of Service. The training and development plan is expected to have a multidisciplinary character and ensure fair regional and district equity.
 
c)	Staff who accept posting to deprived communities would be given a special sponsorship package and would also be given consideration with respect to short courses (both local and external).

 


ELIGIBILITY FOR SPONSORSHIP


a)	Staff applying for sponsorship for training programes must have served for at least three (3) years to qualify for a long course lasting for at least two (2) years or for a short course lasting less than nine (9) months.
 
b)	Staff application forms must be endorsed by the Metropolitan/Municipal/ District or Regional Co-ordinating Director or Head of a Directorate at the Headquarters.
 
c)	Service in the rural areas or other deprived settings will be an advantage in the selection of candidates.
 
SPONSORSHIP FOR TRAINING cont’d
d)	Eligible candidates must show evidence of satisfactory performance appraisal in the last three years;
 
e) Self-sponsorship and private sector sponsorship will also be encouraged;
 
f)	The duration of sponsorship for training programmes will be defined prior to the commencement of the training and may be varied only by the approval of the Head of Service.



ADDITIONAL QUALIFICATIONS
 

a)	An additional qualification which is relevant to the Service will be recognized and will contribute towards promotions in the Service.  Relevant additional qualifications arising from training programmes lasting for at least a year will earn one step of promotion upwards to the next grade if vacancies exist in the grade. 

b)	Relevance of training will relate to the usefulness of the course of training to the Service and the relationship of the additional qualification to the primary/original professional qualification of the employee.
 
c)	The additional qualification must be an approved course of study.
 


BONDING
 
    Officers who are sponsored for training programmes lasting beyond six (6) months shall enter into bonds to complete the courses and return to the Service to serve in any establishment they may be posted for the periods specified in the





[bookmark: _Toc521003646]Appendix II: Breakdown of Cost
Please attach information on cost breakdown



[bookmark: _Toc521003647]Appendix I11: Participants Evaluation of Workshop/Training: 
Outcome of Evaluation: 
An evaluation form was made available to all the participants to complete and return to the facilitator. Six areas were identified for evaluation and the following is the outcome of the evaluation. As noted previously, the training was for two days and different modules. However, the evaluation for the two days was consolidated for easier assessment. Therefore, Thiryt (13) out of a registered Thirty (13) participants completed and returned their evaluation forms; names and portfolios of participants were not required for the evaluation and the outcome are summarized below.
i. Has the training duration and venue been appropriate?
	Insufficient 
(0)
	Sufficient
(0)
	Good
(4)
	Very Good
(4)
	Excellent
(5)

	0%
	0%
	25%
	45%
	30%



ii. Knowledge of Resource Person(s) in delivering Training Module 
	Insufficient 
(1)
	Sufficient
(2)
	Good
(3)
	Very Good
(4)
	Excellent
(5)

	0%
	0%
	20%
	40%
	40%



iii. Has your training gaps been filled with respect to the delivered training programme?
	Insufficient 
(1)
	Sufficient
(2)
	Good
(3)
	Very Good
(4)
	Excellent
(5)

	2%
	4%
	12%
	44%
	38%



iv.     On the evaluation of what could be done to improve subsequent training, the following responses were provided:
a) Training to start early
b) More group work
c) More days for training in report writing and conflict management
d) At least   two day for each training
e) All participants to be treated same when distributing snacks
f) Long notices for training
g) More travel and transport
v.  In responding to the query about What changes participants hope to do with respect to the efficient running of the assembly and their various offices as a result of the delivered training, participants provided wide and varied views to include:
 
a) Coaching and mentoring to be promoted;
b) Supervision;
c) Queries to non-performing staff 
d) New staff to receive more training;
e) To Implement training outcome at work
f) To change attitude towards service/work
g) Team work

vi. Which areas would you like to be trained on in the future?
Participants identified the following as areas they would like to receive further training in the future:
See 4.4 above for tabulated details
SEX SEGREGATION: 
	TITLE OF TRAINING
	MALE
	FEMALE
	TOTAL

	Local Government Protocols (Appraisals, Promotions, Conditions and Scheme of Service
	10(77%)
	3(23%)
	13(100%)

	Total
	10(77%) 
	3(23%)
	13(100%)



During the period under review a total of 13 participants of which 10 were males representing 77% and 3 were female representing 23%.



APPENDICES
[bookmark: _Toc95148906][bookmark: _Toc95162443][bookmark: _Toc95201418]Appendix 1: List of Participants
	S/N
	NAME
	DESIGNATION

	1
	HON. EMMANUEL KAJAL JALULAH
	MCE

	2
	ALHASSAN HAMZA
	MCD

	3
	SETH OKAI AFFUM
	MFO

	4
	BRANTUO ERNEST BOSOMPEM
	STATISTICS

	5
	KELLY BERNARD
	ADIIB

	6
	DAVID TSEKPO
	ADIIB

	7
	BRIGHT AKOMPIM
	HRM

	8
	EMMANUEL KPAWUL
	ADBA

	9
	VERONICA BOAME
	BAC

	10
	WISDOM GERALDO
	PROCUREMENT

	11
	BOBSON ADAWOROMAH
	DEHO

	12
	JOHN NUNEKPEKU
	ENGINEER

	13
	CHRISTOPHER MENSAH HEDEDZI
	PHYSICAL PLANNING


[bookmark: _GoBack]
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