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[bookmark: _Toc80739504]1.0 INTRODUCTION
[bookmark: _Toc80739505]1.1 Background
Filing/Records are vital resources in every organization. Decision making in organizations largely depends on timely retrieval and availability of required records. It is important to note that not all documents are records. A record is a document consciously retained as evidence of an action. The United Kingdom National Archives defines a record as a specific piece of information produced or received comprising content, structure, and context, sufficient to act as evidence of an activity, and support informed decision-making. 

Proper Filing/Records consist of three features including content (what the record says); structure (the appearance and arrangement of the content (styles, fonts, page and para breaks, links, graphs, language); and context (background information which enhances understanding of the technical and business environments to which the records relate (software, business activity, creating agency, programme). 

Records come in different forms and mode. The forms and mode in which records exist include: paper (e.g. correspondence, maps, posters, minutes, reports, memoranda); photographs (including prints, negatives, transparencies and x-ray films); sound recordings (disks, or audio tapes, cassettes, audiovisual records); video recordings (video tapes, CDs , audiovisual records); electronic text or images (e-mail, Web pages/ Web-based records and publications, online databases); and three-dimensional models, scientific specimens or other objects); or combinations of any of the above formats in an electronic form (multimedia).

Proper Record and Filing Management is a fundamental activity of Public Administration. Records generated over time play an important role in preserving the rule of law, in documenting compliance or non-compliance with laws, rules, regulations and procedures and in providing reliable, legally verifiable sources of evidence on policies, transactions, activities, decisions and actions taken. The world over, sound management of records, especially electronic records has become a topical issue. It is for this reason that the countries of the world are turning to Information and Communication Technology (ICT) to improve not only records management but also their access and use over time.

Consequently, most of the government’s business transactions and communications are conducted electronically through e-mail and networked information systems. Some MMDAs have also begun to computerize some of their paper-based records and thus a lot of e-records are being generated in Ghana’s public sector.

In Government Ministries, Departments and Agencies (MDAs), and Local Government Service in Ghana, there is an emphasis on adopting the quick but changing Information and Communication Technologies. Some offices have computerized their management functions, digitized their paper- based records and conduct most of their business online through e-mail, Internet, and networked computers. As a result, more electronic records are being generated every day. However, most of these e-records are not properly filed or managed due to lack of a clear strategy. Even though locally developed software or open-source software applications such as Electronic Document and Records Management System (EDRMS) for managing e-records are readily available on the market, most Local Government Service agencies have not addressed the question of proper management of e-records to ensure continued access and use.

Considering the above, Krachi West Municipal Assembly contracted One Time Lobbying Consultancy Limited to train the staff of its Record Unit to enhance their skills in Proper Records and Filing management. The purpose of the Training Workshop was to develop the capacities of staff of the Record Unit of the Krachi West Municipal Assembly to improve their knowledge in basic Filing as well as electronic record management skills using Information and Communication Technology (ICT).

[bookmark: _Toc80739506]1.2 The Training Objective and the Expected Outcomes
[bookmark: _Toc80739507]1.2.1 The Training Objective
The objective of the training was to enhance the skills of staff at the Record Unit of the Krachi West Municipal Assembly in record management using Information and Communication Technology (ICT).

[bookmark: _Toc80739508]1.2.2 The Expected Outcomes 
It was expected that by the end of the training the relevant staff of the Record Unit of the Assembly would have, among others, an enhanced: 
· Knowledge and skills in electronic record and filing management. 
· Understanding of the various types of records and methods of filling.
· Understanding of the roles and responsibilities of a record manager.
· Knowledge of the challenges facing the effective use of ICT records management in the Assembly.
· Understanding of what electronic records is and the rational for electronic records.

[bookmark: _Toc80739509]1.3 Approach and Methodology
A participant-centered approach was adopted for the training. The facilitators familiarized themselves with the environment prior to the training to provide proper guidance during discussions. Action-oriented and experiential learning approach were used throughout the training.

The training method include a combination of power point presentation, questions, and answers, brainstorming and plenary discussions, and experience sharing on key issues.



[bookmark: _Toc80739510]1.4 Workshop Participants, Venue and Date
A total of Six (6) persons attended the training workshop. The participants comprised Five (5) males and One (1) female. The list of participants can be found in appendix one (1) of this report. The training was organized at the Assembly Hall of the Krachi West Municipal Assembly from the 09th of October, 2023 to the 10th of October, 2023.

[bookmark: _Toc80263103][bookmark: _Toc80739511]1.5 Training Workshop Facilitators
The facilitation team include Consultants from One Time Lobbying Consultancy Limited namely Mr. Hassan Diwura and Mr. Desmond Kaledzi.

[bookmark: _Toc80739512]1.6 Training Workshop Materials
The training was designed such that participants would be actively involved at every stage. To achieve the set objectives, the following materials were used:
· Power point Slides
· Handouts
· Overhead Projector
· Laptop computer
· Flip Chart Sheets
· Flip Chart Board
· Markers
· Food and drinks

[bookmark: _Toc80739513]1.7 The Content of the Training
The training workshop was organized to build the capacities of staff of the Krachi West Municipal Assembly to improve their knowledge in basic electronic record and filing management skills using Information and Communication Technology. Below are the key contents of the training workshop:
· Importance of good filing and record keeping for their Municipal Assembly.
· Roles and responsibilities of a Record Manager and current issues in record management.
· Electronic records and filing management system and the rational for electronic records.
· The types of records and ICT facilities used in the creation and use of electronic records. 
· Benefits of using ICT for records management.





[bookmark: _Toc80739514]2.0 WORKSHOP PROCEEDINGS
[bookmark: _Toc80739515]2.1 Training Workshop Day 1 
The day one’s training workshop started at exactly 9:00 am with a prayer by Mr. Adri Prosper.  After the opening prayer, the facilitators were introduced to the participants by the Human Resource Manager, Mr. Bright Akompim. Afterwards, the participants were asked to introduce themselves by mentioning their names and positions. Following the introduction of participants, the facilitators asked participants to set rules for the training and appoint a class representative to provide logistical and time keeping support for the training.

Rational for the training
As a way of introduction, the lead facilitator, Mr. Hassan Diwura informed participants that information is the key to the development of every organization. He noted that the ability to store and retrieve information determines the performance level of every organization. “To be able to access information, it is important to appreciate how to keep records of every activity in the Municipality for future references”. He noted that gone are the days where records were kept in paper files and stack in offices. Nowadays record keeping has taken a new dimension hence the need for this training.

Expectation of participants
Participants expected that by the end of the training they would understand and appreciate modern ways of record keeping ensuring that the storage and retrieval of data was better managed in the Municipal Assembly. Further, they expected that by the end of the training they would be equipped with the appropriate methods of filing using Information and Communication Technology (ICT).

Definition of Record
The facilitator explained record as “anything that establishes a piece of evidence about the past, especially an account kept in writing or some other permanent form”. He further explained that “record is the evidence of past performance of a person, an office or an organization”.  He informed participants that any event or project the municipal implements should have a record so that in the future it could be referred to. He added that record keeping is the first step of setting up a solid administrative system. It makes locating organizational documents easy, he indicated. It ensures that organizational documents are accounted for and not lost. Further, record keeping helps to ensure that data and information in an organization is more accessible for reporting purposes.

Participants were subsequently taken through the various types of documents such as:
· Administrative documents.
· Finance documents.
· Organizational documents.
· Project documents.
· Correspondence.

Similarly, participants were taken through the four main mode of filing.  The facilitator explained to the understanding of participants the following ways of filing:
· Filing by date (Chronological order).
· Filing by topic.
· Filing by letters (Alphabetical order).
· Filing by numbers (Numerical order).

Further, participants were asked to respond to the following questions:
· How many people in your office regularly make use of records?
· Is your office clogged up with plies of paper?
· As a rule, can you find a document generated two months ago in less than five minutes? What about a document generated by a colleague?
· How much time do your colleagues, or you spend looking for a document?
· What would happen in the event of a fire or flood in your office? 
· Does your office have an offsite storage of important records?
· Does your office have a backup system for computer based records?
The responses to the above questions by the participants revealed that the Municipal Assembly needed to fully migrate unto an electronic recordkeeping management system using Information and Communication Technology to keep up with new ways of filing in an era of internet. 
Electronic Records System
The facilitator explained an electronic record to the understanding of participants. According to the facilitator, electronic record is an “evidence of an event created and maintained in an electronic form”. He further defined ICT as all communication technologies, including the internet, wireless networks, cell phones, computers, software, videoconferencing, social networking, and other media applications and services that permit users to access, retrieve, store, transmit, and manipulate information in a digital form. Additionally, he defined information system and explained that “it involves people, who operate the technology, and the processes that generate records, activities, instructions or other products”.  He took participants through the various types of Computer systems to include:
· The application software, which is used to create and use data.
· A management system, which controls the movement and location of the data and communicates between the application software and the central processing unit (CPU).
· The operating system, which manages the operations of the computer and software.
· The Central Processing Unit (CPU) which manages all the processes undertaken by the computer.
· The physical disk storage which holds the data entered or created by the computer
· The computer and its component parts, including internal and external communication components (such as the monitor, and modem and so on).
· The people operating and using the computer system.
Additionally, participants were taken through:
· Digital or system Security.
· E-record skills and competencies.
· The benefits of records management.
· The best practices for managing records.
· Benefits of standardardizing electronic records.
· Record management.
· Electronic document management system.

Participants were given the opportunity to ask questions, make inputs and suggestions, or comments during the presentations and discussions. The day one’s training workshop ended at 4:00 pm with a closing prayer.

[bookmark: _Toc80739516]2.2 Training Workshop Day 2
Day 2 of the training workshop began with a recap of day one’s activities after the opening prayer. Participants were asked to mention one thing they could remember from the Day 1 activities. The responses received indicated that participants appreciated the Day 1 training activities.

After the recap, the facilitator took participants through the basic features of Electronic Document Management System. The facilitator explained that the system manages mega documents and retrieval process in one instant. He noted that once a document is scanned it does not have to be recopied for distributions since back-up is enabled, automatic workflow routine and security are also enabled. 

Additionally, participants were taken through appropriate filing system. The facilitator explained that filing system or file system is a system used to control how information is stored and retrieved. According to him, there are many kinds of file system, each one is different in terms of speed, flexibility, security, and size among others. He further noted that electronic filing system organizes files that utilize Hard Drive and Network spaces.

To organize digital files appropriately, participants were advised to take note of the following:

· Use default installation folders for program files.
· Place all documents under a single root folder.
· Nest folders within folders.
· Give files logical specific names.
· Clear out old files regularly.
· Back up files regularly.

After the presentations, participants were given the opportunity to ask questions and make inputs where necessary. Handouts and copies of the presentation were shared with participants for referencing. Day two activities ended at 1: 30 pm with a prayer.
































[bookmark: _Toc80739517]3.0 KEY COMMENTS AND CONCERNS
After the proceedings, participants were tasked to indicate their comments and concerns about the training workshop. The following were some of the key comments and concerns raised by participants.

· “We will need regular training programs of this nature to update us on news developments in record keeping using ICT”.
· “The use of ICT in filing will reduce the use of paper in filing”. 
· “The training has been helpful since it has deepened our understanding of the importance of digital record management”.
· “It will be ideal to provide training and capacity building for all staff of the Assembly since digital record keeping is not the sole responsibility of the record unit of the Assembly”.























4.0 EVALUATION OF THE TRAINING WORKSHOP
To assess the achievement of the training output, participants were asked to express their opinion concerning the training in the following areas:
· Achievement of workshop objectives
· The extent to which the Workshop Expectations were met
· Facilitation and Delivery
· Participation and Involvement of participants

The result of the evaluation is presented below:

Achievement Of Workshop Objectives
Three (3) of the participants rated the achievement of the workshop objectives as excellent, Two (2) participants rated it as very good, whilst another One (1) participants rated it as good.  Figure 1 indicates to perception of participants concerning the achievement of workshop objectives. 

Figure 1: Achievement of Workshop Objectives
 

Extent To Which Participants’ Expectations Were Met
Five (5) of the participants (83%) indicated that their expectations were excellently met whilst One (1) participant (17%) rated the level to which the workshop expectation was met as very good. The responses signified that the expectations of participants were met. Figure 2 shows a pictorial view of participants’ response to the extent to which their expectations were met. 





Figure 2: Extent to Which Participants Expectations Were Met


Facilitation and Delivery
Figure 3 shows participants’ responses to the performance of the Facilitator in terms of delivery, development of practical skills and impartation of knowledge. Participants described the training as practical, interactive, very insightful and successful. Four (4) of the participants (67%) rated the facilitation and delivery of presentation as excellent, whilst Two (2) of the participants (33%) rated it as very good. 

Figure 3: Facilitation and Delivery
 




Participation and Involvement of Participants 
Five (5) of the participants representing 83% rated their level of participation and involvement as excellent, whilst One (1) of the participants representing 17% rated their level of involvement and participation as very good. Figure 4 shows a pictorial view of responses on participation and involvement of participants.
 
Figure 4: Participation and Involvement of Participants
 









[bookmark: _Toc80739518]5.0 RECOMMENDATIONS AND CONCLUSION
[bookmark: _Toc80263112][bookmark: _Toc80739519]5.1 Recommendations
Based on the findings from the training, it is recommended that:
1. The Record Unit of the Assembly should be equipped with relevant facilities such as pen drives, external drives, central server to ensure regular backstopping, and that files are centrally stored for easy retrieval.
2. Training in digital filing should be organized for all staff of the Assembly. Such training workshops should not be restricted to only staff of the Record Unit of the Assembly.


[bookmark: _Toc80263113][bookmark: _Toc80739520]5.2 Conclusion
The training was interactive, participatory, and successful. Through brainstorming, and questions and answers, participants were well involved in all stages of the training. Participants were happy with the outputs of the training as demonstrated in the results of the evaluation.

Participants were content with the new skills they had acquired and expressed appreciation to the facilitators for their effort. They were confident that record keeping and management in the Assembly would be improved with the acquired knowledge.






[bookmark: _Toc80739521]APPENDICES
[bookmark: _Toc80739522] Appendix 1: List of Participants
	NO
	NAME
	SEX (M/F)
	POSITION

	TEL

	1.
	Adri Prosper
	M
	Higher Executive Officer
	0240520990

	2.
	Mprah Georgina Akua
	F
	Executive Officer
	0243423977

	3.
	James Odum
	M
	Snr. Executive Officer (Head of Records)
	0248815732

	4.
	Lartey Alexander Kwabena
	M
	Messenger
	0545804655

	5.
	Ebenezer Bijiliwam
	M
	Messenger
	0597273683

	6.
	Bright Akompim
	M
	HRM
	0247772449







[bookmark: _Toc80739523]Appendix 2: Pictorial Evidence of the Training
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