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FOREWORD

The Public Services Commission (PSC) is required under Section 15 of the PSC
Act, 1994 (Act 482) to submit to the P resident within three (3) months after the
end of the year , a report giving details of the administration of the Public
Services during the previous twelve (12) months. Although the Commission has
over the last couple of years produced Annual Reports in ac cordance with Act
482, the 2012 edition is the first to be printed.

The 2012 Annual Report, as in previous editions, presents the general information

on plans and activities, and the external relations of the Comm ission, during the
reporting year. The Commission recognizes that the Annual Report in its current
form , does not present a full report on the administration of the Public Services of
Ghana.

It is for this reason that the Commission is working closely with the Australian
Public Service Commissi on (APSC) to start producing a State of the Service
Report with effect from 2015. The State of the Service Report  would be a report
on the management, leadership, workforce planning, ethics, among others, in

the Public Service s.

The Public Services Commis sion continues to be guided by the provisions of
Article 196 of the 1992 Republican Const itution of Ghana, which empower the
Commission to exercise supervisory, regulatory and consultative functions . As
the Central Management Agency (CMA) responsible for providing strategic
guidance for human resource management in the Public Service s of Ghana,
the Commission is required, among others, to:

a) advi se Government on the criteria for appointments to public offices as
well as persons to hold or act in public of  fices;

b) oversee the human resource development atitivities of the public service
organisations to ensure career planning and career development in the
Public Services; and,

c) review the organisation structure and manpower requirements of
agencies and bodies i n the public service , and advise Government on
such manpower rationalisation as may be necessary for maximum
utilisation of human resource sin the public service.

In the performance of its functions, th e Commission has observed that, in
addition to the increasing public sector wage bill, which is  attributable, in part,
to the introduction and implementation  of the single spine salary structure (SSSS),
there are a number of human resource management (HRM) challenges :
including:
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a) inadequate institutional capacity to effectively perform and deliver
services to the Ghanaian public ;

b) lack of skills and experience to perform , efficiently , key human
resource management functions such as Performance M anagement ;

c) over-bloated size of non -critical staff in some ag encies ; and ,

d) inadequate information on manpower strength, skills and expertise in
the Public Services.

To address these and other HRM challenges , the Commission is currently
embarking on HRM reforms w hich when effectively implemented , would
improve HRM pr actice s and the overall functioning of the Public Service s of
Ghana.

Among these reforms are the:

a) institutionalisation of an effective P  erforman ce M anagement System,
which will link rewards and sanctions to performance ;

b) establishment of a Human Resourc e Management Information System
(HRMIS) which will help , among others, to efficiently manage the payroll,
control irregular recruitment , and reduce the payment of unearned
salariest o 0ghost namesd¢ on the payroll

c) development and implementation of a Human Resource Management
Policy Framework and Manual to clarify roles, responsibilities,
accountabilities, structures and standards ;

d) Manpower A udit of public service organisations/agencies for the
optimum utilization of human resources in public service organi zations for
sustainable service delivery ; and,

e) development of the capacity of HRM professionals to adequately
manage the human capital of the Public Service

In the coming months, the Commission will continue to pursue these reforms

initiatives through consultation with all stakeholders , including the Office of the
President, Cabinet, Parliament, all Central Management Agencies and all
relevant Ministries, Departments and Agencies (MDAs) for the successful de sign

and implementation of the reforms.

The Commission wishes to thank all stakeholders who have contributed to these
reforms. It is the hope of the Commission that as it moves further into th e
implementation stages of the reforms, all stakeholders would continue to
support the efforts of the Commiss ion towards a better Public Service for the
country.

BRIDGET KATSRIKU, MRS
CHAIRMAN
PUBLIC SERVICES COMMISSION
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EXECUTIVE SUMMARY

Section 15 of the Public Services Commission Act, 1994 (Act 482 ) requires the
Public Services Commission to submit to the President, an annual report on the
administration of the Public Services of Ghana, during the previous twelve
month s. This Annual Report is in compliance with the provisions of the above
stated Act. The r eport is intended to inform the President of the activities
undertaken by the Public Services Commission , and the challenges
encountered during the 2012 reporting period.

In line with its constitutional mandate , the Public Services Commissio n continued
to provide consultative, regulatory and superviso  ry services in matters relating to
human resource man agement and development in the Public S ervices of
Ghana in 2012. These include regulation of entrance, and conduct of
promotion examinations, recruitment and appointment into , and/or promotions
within the Public Se rvices, as well as the establishment of standards and
guidelines on the terms and conditions of employment and schemes of service
in the Public S ervices.

Promotion Examinations

The need to evaluate the competence and general disposition of s pecified
categories of serving public servants to enable them assume higher responsibility
and undertake more challenging assignments is consistent with best human
resource management practice. In line with this , the Commission conducted
the following sev en (7) regular promotion examinations for a total of 1,894
serving public servants in 2012:

a) Special Qualifying Examination for Promotion to the Grade of Executive
Officer and Analogous Grades;

b) Special Qualifying Examination for Promotion to the Grade of Higher
Executive Officer and Analogous Grades;

c) Special Qualifying Examination for Promotion to the Grade of Senior
Executive Officer and Analogous Grades;

d) Special Qualifying Examination for Promotion to the Grade of Principal
Executive Officer and Analog ous Grades;

e) Limited Competitive Examination for Promotion to the Grade of Assistant
Director IIB and Analogous Grades;

f) Qualifying Examination in English Language for Advancement in the
Secretarial Class; and,

g) Special Qualifying Examination for Conversio  n to Telephonists.
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Appointments and Promotions

The Commission, in ¢ onsultations with the relevant Governing Councils/B oards,
facilitated the appointments of two hundred &
0BO appoi; nthamésn Cleef Directors /Chief Ex ecutives/ Deputy Chief

Executives and Directors . Promotions were made for staff in the se categories

from thirty -eight (38) public service organizations in 2012.

Appointments of other Categories of Staff

The Commission played a critical role in the engage ment/recruitment and
promotion of pers onnel at different levels in  public service organizations through
representation on selection and assessment interview panels. The representation

of the Commission on interview panels ensures that best huma n resource
recruitment practice is  applied and that the process is transparent and fair to
every applicant. The Commission was represented o n 199 interview panels in
2012.

Petitions, Appeals and Grievances

Three (3) petitions and thirteen (13 ) appeals were received from individual
public servants and organizations in 2012. These petitions, appeals and
grievances relate to , among other s, unfair treatment at the work place. Of the
sixteen (16) cases received, four (4) were resolved and twelve (12) are ongoing.

Establishment of a Human Resource Management Information System

In collaboration with the Ministry of Finance and Economic Planning (MoFEP),

the Controll er and Accountant General 6s Departr
Bank, the Commission in 2012, initiated a proje  ct to establish a Human Resource

Management Information System (HRMIS)  for the Public Service . The project is

aimed at establishing accurate and reliable centralized computerized human

resource database for all employees of all public service orga nizations in the
country. Itis expected that this system will eliminate the current multiple stand -
alone database environments, including paper -based files, home -grown

databases and spreadsheets that are currently in use in many public service
organizations .

The HRMIS will provide information on  the bio -data of personnel, exact numbers,
staffing trends including gender analysis, establishment ceilings, entry and exit of
personnel, posi tions, promotions, skill mix, among others, to facilitate informed
decision m aking for optimum utilization and management of human resources

for the promotion of efficient and effective service delivery. The HRMIS is also
expected to be directly linked with the budget and the payroll to improve the

public financial management syste m and payroll management and eliminate
0ghost nameso.

The major milestones accomplished on the HRMIS project include the
inauguration of an HRMIS Steering Committee, whose membership is drawn from
key MDAs, to exercise oversight responsibility and guidance for the effective
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execution of the project , and the engagement of a Consultant to undertake
scoping study to determine the systemds
the engagement of an implementation partner to set up the HRMIS in 2013.

Develo pment of Human Resource Policy Framework and Manual

Another important initiative undertaken by the Commission in 2012 was the
development of a Human Resource Management Policy Framework and
Manual. Broadly , this Policy Framework and M anual collates and int egrates
existing human resource management practices, procedures, reform initiatives,
international standards, extracts of the provisions of relevant statutory
instruments, conditions of service, schemes of service, administrative instructions,
circulars, guidelines, principles and current practices into a single
comprehensive reference document to guide hum an resource management
practice in public service organizations.

The draft HRM Policy Framework and M anual was discussed and validated at
several separate st akehol der s o W ois kxpdttee@d ghat the final
document woul d be produced in 2013

Manpower Audit of Public Service Organizations

The Commission commenced a comprehensive manpower audit of fifty (50) of
public service institutions as part o f a three -year project to cover one hundred
and fifty (150) public service organizations. The purpose of the exercise was to:

A determine the actual manpower size s of the various Public Service
organizations;
A identify the excess labour force, if any, in each of public service

organizations involved for deployment to other organizations in deficit or
in need of such categories of staff; and,

A determine the right manpower ceilings/establi shment schedules for each
public service organization  based on job inspections.

Only thirty -seven (37) out of the fifty (50) public organizations planned for  the
reporting period were audited, due largely to delay in the release of funds

which in turn caused the late start of the project. The project is expected to

con tinue in 2013.

Performance Management

The New Performance M anagement Planning, Review and Appraisal System for
public service organizations developed by PSC was piloted in 2011. An
evaluation of the pilot phase revealed that staff of the selected organi zations
lacked the requisite knowledge and skills to apply the staff performance
appraisal system. The year 2012 , therefore, marked the commencement of
training on the application of performance management system for key staff of
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public service organizati ons. GIMPA, MDPI and CSTC were selected as ser vice
providers to carry out the  training exercise.

PSCAnnual Lectures
The Public Services Commi ssi onos Annu at

Lect

May, 2012 at the British Council Hall, Accra. The theme was Ol mproving

Information and Security Management for Good Governance 0. The objective
of the Annual Lecture series is to bring up for debate and discourse, topical
issues of national concern and importance among members of the academia,
technocrats, key poli cy and decision makers to trigger actions to influence

po licy change at the  appropriate level of Government

Snce their inception, these lecture series have succeeded in provoking
meaningful thoughts and id eas for policy recommendations . The topics for t he
2012 lecture were:

T 0Managing Data and |l nf or mati on for
Service Organizations: Dil emmas,, Chal

T ol nformati on Security and Management

Chall enges and the Way Forwar do.

A number of challenges were identified , and recommendations made to
address them.

Conference of Public Service Chief Executives, Chief Directors and Chairpersons

of Governing Boards and Councils

The above Annual Conference was instituted by PSC, to provide a unique
platform for senior public servants in strategic leadership positions to meet and
exchange i deas on contemporary issues of Public Administration, with the view
to reaching consensus on measures to improve productivity, enhance
performance and mai  ntain high standards in service delivery. The Conference
also provide s an interactive forum for  H.E. the President of the Republic of
Ghana t o meet and share the vision of  his Government with the ge nerality of
the le adership of public service agencies.

The 6" Annual Conference of Public Service Chief Executives, Chief Directors

and Chairpersons of Governing Boards/Councils took place from 8 th g 11t
March, 2012 at the Capital View Hotel, Koforidua. A total of one hundred and
fifty -six (156) senior public officials attended the conference, which was held
under the theme, 0 Changing the Mindset for Good
Sector 6.

The broad objective of the Conference was to share ideas on how to positively
change the mindset of public servants for go od governance, accountability,
efficiency and improved service delivery.

Specifically, the Conference was aimed at:
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1 sharpening the understanding of the CEOs on emerging issues in Public
Administration; and,

1 challenging the CEOs to strive to improve upon p erformance and
productivity in their organisations .

The topics discussed at the Conference included the following:

1 Changing Attitudes and Behaviours in the Public Services for Enhanced
Productivity: The Role of the Chief Executive

1 The Challenges of Reco rd Keeping in Public Service Organizations:
Exploring the use of e -Record Keeping Methodologies.

1 Sourcing For Funds From Development Partners: Re -Al i gni ng
Country Systems and Strategies for a Coordinated Approach to
Development.

1 Role Transformation in Improving Public -Private Sector Collaboration.

The keynote address was delivered by His Excellency the Vice President of the
Republic of Ghana, Mr. John Dramani Mahama. The main theme of his address
centered on the need to address the poor public perc eption of the Public

Ghanatc

Service in Ghana and the O6business as usual o

United Nations/African Union  Public Service Day Celebration

The Public Services Commission (PSC) played a lead -agency coordinating role
for the week -long celebr ation of the United Nations /African Union Public Service
Day, which commenced on 17  t June and ended on 23 ™ June, 2012.

The United Nations General Assembly, by Resolution 57/277, in December, 2002,
designated June 23 ™ of each year as Public Service Day. The day
commemorated throughout the world to reflect on the values and virtues of

Public Service to the Society, and also to recognize the contributions of Public
Service Institutions to national development.

The African Union subsequently adopted the UN Resolution 57/ 277. Accordingly
all African Governments observe this Day as the African Public Service Day. The

theme for the 2012 P ublic Service Day celebration was "Innovations and
Citizens Engagement for Effective Governance".
Activities undertaken to  mark the celebration included a Press Briefing/Meet -

the -Press, Radio and TV discussion s, a Health Walk, Exhibitions by public service
organizations and an Award s Night/Press Soiree to climax the celebration.

HIV/AIDS Prevention
During the year under rev iew, the Commission distributed 70 packets of
condoms t o staff as part of the campaign to reduce HIV/AIDS/STIS transmission.
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Staff Training

As part of the efforts to build the capacity of its staff for effective and efficient
delivery of service, the Co mmission supported thirteen ( 13) staff to attend
various management training programmes and workshops/seminars , internally
and externally , during the year under review.

Capacity Development Mechanism (CDM) Project

The CDM project, which was started in 201 2 by the Commission, is a capacity
building initiative, supported by the GOG and CIDA under a competitive grants
proposal awards system, to strengthen, empower and reposition the
Commission to deliver e ffectively on its mandate. C  apacity building , under th is
project , is intended to take place at three (3) levels, namely the individual,
organizational and system.

Following a thorough conduct of training needs assessment of staff, the
following key programmes we  re developed and implemented during the year:

1 Corporate Governance for Commissioners and Directors;

1 Procurement Management for Commissioners, Directors, and Assistant
Directors; and,

1 Performance Management for Commissioners, Directors, Assistant

Directors and some.

Divisional logistical needs wer e also identified and prioritized for procurement
under the CDM in 2013.

Interactive Visits

As part of the Interactive Visits programme instituted in 1994, the Commission
visited the Councils for Technical and Vocational Education Training (COTVET)
and the Ghana Education Service. The Interactive Visit is a practice by which
members of the Commission pay periodic visits to Ministries, Departments and
Agencies.

The main objective is to discuss wit h sector Ministers and their senior officials,
specific i ssues relating to procedures for appointment, promotion and general
staff management. It also affords the Commissioners the opportunity to
acquaint themselves with first -hand information on specific human resource
manage ment issues pertaining to each Minis  try, Department and A  gency.

International Cooperation

The Commission strengthened its tiers of cooperation with the Canadian
International Development Agency (CIDA), the Institute of Public Administration

of Canada (IPAC), the Australian Public Service Co mmission (APSC), the Japan
International Co -operation Agency and the Chinese Government in 210 2.
Through the cooperation, technical assistance was provided to facilitate the
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preparation of the Human Resource Policy Framework and Manual for public

service organizations , and delivery of capacity building training in

oOPerf ormance Management , Leader ship, Coachin
Code of Conducto for fifty (50) HumdpubliResour c
service institutions and some staff of the Commi  ssion.

Relations with Other Development Partners

The Commission also received direct and indirect support from both bilateral

and multi -lateral agencies, including the French Government to carry out some
of its project s.

The World Bank, under the Ghana | ntegrated Financial Management
Information System ( GIFMIS Programme gave support for the incorporation of
the Human Resource Management Information System (HRMIS) into the broader
GIFMIS Rogramme .

Challenges Encountered

The main challenges faced by the Commission in the implementation of its
planned programmes of activie s for the year under review included
inadequate funds, late release of f  unds by the Ministry of Finance and Economic
Planning and inadequate management analyst staff.

Conclus ion

Even though significant strides were made during the reporting period , more
could have been accomplished with adequate provision of human and
financial resources.

It is therefore the wish of the Commission that its 2013 budgetary allocation
would not only be adequate, but should also be re leased timely and fully to
enable the Commission facilitate effec tive and efficient regulate human
resources management related activiti es in the Public Services.
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CHAPTER ONE
1.0 INTRODUCTION

1.1 The Commission
1.1.1 Mandate

The Public Services Commission is an independent organ of the state,
established under Articles 194 9198 of the 1992 Constitution of the Republic

of Ghana and the Public Services Commission Act, 199 4 (Act 482) to
provide consultative, regulatory an d supervisory services in matters
relating to human resource management and development in the public
services of Ghana.

In pursuance of this mandate , the Commission supervises and regulates
entrance and promotion examinations, recruitment and appointment

into, and/or promotions within the public services . It also establishes
standards and guidelines on the terms and conditions of employment in

the public services.

1.1.2 Vision
The vision of the Commission is:0 A Publ i c Services Commi s
guidelin es and advice result in a well -managed workforce of the public
service, capable and committed to delivering high quality services to the
people of Ghanabd.

1.1.3 Mission Statement
The mission statement of PSCis:0 To safeguard and promot e
of integrity, accountability and competence in public service
organizations in Ghana, through advisory, consultative, regulatory and
supervisory serviceso.

1.1.4 Functions
The functions of the Commission, as specified in the PSC Act, 1994 (Act
482), and amended by Section 3 of the Fair Wages and Salaries
Commission Act, 2007, (Act 737) , are to:

a) advise Government on the criteria for appointment to public offices as
well as persons to hold or act in Public Services;

b) promote efficiency, accountability and i ntegrity in the Public Services;

c) prescribe appropriate systems and procedures for the management of
personnel rec ords within the Public Services;
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d) identify, explore and promote the recruitment of suitable personnel
into the Public Services , acting in collabo ration with educational
authorities;

e) undertake planning of manpower requirements of the Public Services ,
using data from the educational institu tions and other sources;

f) improve recruitment policies and techniques by introducing modern
methods of judging su itability of officers;

g) conduct examinations and interviews for appointment to posts and for
promotions in the public Service or within public corporations to ensure
uniformity of standards  of selection and qualifications;

h) review the organization al structure and manpower requirements of
agencies and bodies in the Public Services and advise Government on
such manpower rationalization as may be necessary for maximum
utilization of human r esources in the Public Services;

i) oversee the human resources development activities of the Public
Services organizations to ensure career planning and career
dev elopment in the Public Services;

j) conduct , in collaboration with training institutions, personnel research

into human resources management in the Public Services in or der to
improve personnel practices and their util ization in the Public Services;
and ,

k) perform any other duties assigned to it under the Constitution or any
other enactment.

1.1.5 Structure
1.1.5.1Membership of the Commission
The Commission is made up of f ive (5) full -time members and four (4) part -

time members. The full -time members comprise a Chairman, a Vice -
Chairman and three other Members. The part -time members , are made
up of the Chairman of the National Council for Tertiary Education (NCTE)

in an ex-officio capacity , and three other persons with extensive
experience in the operation  sof the Public Services.

All the Members of the Commission are appointed by the President, on

the advice of the Council of State, in accordance with Article 194 of the

1992 Constitution and Section 1(3) of Act 482.

During the year under review, one of the part -time members, Professor
Frank Obed Kwami, passed on . He died o n 20t May, 2012. Ambassador
Simon Puli, a retired career Foreign Servi ce Officer, was appointed as a
part-time member of the Commission on 1stMarch, 2012.

The current composition of the Commissionis  given as follows:

1 Mrs. Bridget Katsriku - Chairman
9 Dr. Lawrence A. Kannae - Vice -Chairman
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Mrs. Janet Ampadu  Fofie

Mr. Robertson Nii Akwei Allotey
Mr. Mike Kofi Gabah

Mrs. Comfort Mavis Asomaning
Mr. George Owusu

Ambassador Simon Puli

FulkTime Member
FulkTime Member
FulkTime Member
Part-Time Member
Part-Time Member
Part-Time Member
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Full-Time members of the Commission

(=218

%\ & .
Dr. Lawrence A. Kannae
(Vice Chairman)

b

Mr. Robertson NiAkwei Allotey
(Full Time Member)

Mrs. Bridget Katsriku
(Chairman)

I
g

Mrs. JanetAmpaduFofie
(Full Time Membey

Mr. Mike Kofi Gabah
(Full Time Member)
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1.1.5.2The Secretariat
The Commission is supported by a Secretariat , which is headed
by the Secretary. The Secretary who is of the status of a Chief
Director , is responsible for providing technical and administrative
support to the Commission to enable it make informed and fair
decisions relating to human resource management practices in
the public service.

The Secretariat consist s of the Office of the Secretary and four
(4) main Divisions as follows:

a) The Office of the Secretary
It consists of the follow ing Units:
1 Coordinating
1 Corporate Affairs
1 Internal Audit

b) The Divisions
The four (4) Divisions include:

i) Finance and Administration (F&A) Division __, comprising
 Human Resource Management Unit
1 Finance (Accounts, Planning and Budgeting) Unit
1 Administration ( Stores, Procurement, Estate, Security
and Transport) Unit

i) Human Resource Policy Division (HRPD) , made of the
following Units:
1 Petitions, Appeals & Grievances
1 Appointments, Promotions and Discipline
1 Benefits and Conditions of Service
1 Human Resource Develo pment & Examinations

iii) Management Services Division (MSD) , consisting of:
1 Organizational Systems Reviews and Development Unit
1 Manpower Planning and Deployment Unit
1 Performance Management Unit

iv) Research, Information, Monitoring & Evaluation (RIME)
Division
ThisDivision is made up of the following Units:
1 Research, Documentation and Library
1 Information Management
1 Monitoring and Evaluation
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The Secretariat of the Commission was headed by Mr. William A.
Botchway who served in an acting capacity fromt  he beginning
of the year to 23rd November , 2012, when Mr. Michael Owusu -
Nimako , was appointed in December 2012.

The leadership of the Secretariat at the close of the year was as

follows:

1 Mr. Michael Owusu -Nimako - Secretary

1 Mrs. Nancy A. Dovlo - Director (F&A) Division (Upto
30t June, 2012)

1 Mr. Victor Forfoe - Director F&A (From 1st July,
2012)

1 Mr. Mr. Theodore Apedo - Director (HRPD)

1 Mr. William A. Botchw ay - Director (MSD)

1 Mr. Kwesi Ohemeng -Agyei - Director (RIME) Division

1.1.6 Organogram
The organogram of the C ommission is presented in Figurel

below:
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1.1.7 Staff Strength
The staff strength of the Commission , as at the end of the year
under review , ispresented in Table 1 below:

Table 1: Staff Srength of the Commission

Gender Distribution

No. Category Strength Male Female
1. FulFTime Commissioners 5 3 2
2. | Part-Time Commissioners 3 2 1
3. Secretariat Staff 62 41 21
Total 70 46 24

Source: PSC, 2012

The Saff List is attached as Appendix |
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2.0

2.1

2.2

CHAPTER TWO

THE MEDIUM TERM DEVELOPMENT PLAN2010-2013) OF THE
COMMISSION

Introduction

As a Central Management Agency (CMA) , the responsibilities of
PSC i mpact o publGhdmmist@tion system, especially,
in two of the thematic areas of the Medium Term Development
PolicyFramework (MTDPF,  2010-2013) of the  National
Development Planning Commission ( NDPC), namely promoting
the  oDevelop ment of Human Resource for Natio nal
Development and Ensuring Transparent and Accountable
Governance 0.

In pursuance of its mandate, the Commission , among other
functions , engages in :

1 providing advice to the government on the criteria for
appointmentto public offices;

1 develop ing policy g uidelines on appointments, promotion s
and disciplinary procedures within the public service s,
and,

1 providing guidelines on manpower planning and
performance for  optimum and efficient u tilization of
human resource in the public services of Ghana.

The Comm ission also has the responsibility for monitor ing the
performance of public service institutions to ensure high
productivity. In doing all these, the Commission is guided by best
and tested human resource management practice s.

Overview of t he Medium Term Development Plan (M TDP) of the
Commission

The Medium Term Development Plan ( MTDP) 2010-2013
developed by the PSC in line with the Ghana Shared Growth
and Development Agenda (GSGDA), seeks to address the
following over the plan period :

1 lack of adequate a nd reliable database to inform
decision making ;

1 weak linkage between tertiary education and industry

1 loss of quality human and material resources

1 absence of human resource development policy for
public servants ;
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unattractive conditions of service ;

ineffe ctive supervision ;

low demand and feedback on monitoring and

evaluation information ;

low resource allocation

weak coordination and harmonisation of stakeholder

initiative ;

1 limited information on rights and responsibilities among
both state and non -state actors ; and,

1 duplication and overlap of functions in MDAs

= =4 =

= =

2.3  Objectives of t he Medium Term Development Plan
The objectives of the Medium Term Development Plan of the
Commission are to :

1 improve H uman Resource database for effective HR
policy formulation an d decision making ;

1 upgrade the capacity of the public services for
transparent, accountable, efficient, timely, effective
performance and service delivery

1 ensure the reduction of HIV/AIDS/STI/TB transmission,
proper management and promote healthy lifestyl e;

1 deepen on -going institutionalization and internalization of

policy formulation, plannin g and M&E systems at all levels;

enhance the image of the Commission ; and,

rationalize and define structures, roles and procedures for

state and non -state actors .

= =

2.4  Action Plan of the Commission f or 2012
The Action Plan of the Commission for the year under review was
guided by the Commi ssionds Medium Term
(2010-2013). The programmes and activities contained in the
Action Plan we re crafted with the view to achieving the
objectives of the MTDP.
The detailed Action Plan for 2012 is provided as Appendix Il . It
must be noted that some of the programmes and activities ,
which are contained in the 2012 Action Plan , were a
continuation of programmes and activitie  swhich were started in
2011. This was partly due to the non -release of budgetary
allocation for nearly half the year 2012.
The status of implementation of the Action Plan is provided in
Chapter Three.
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2.5

2012 Budget for the Commission

The total approv ed b udget for the Commission for the
implementation of its activities for the period under review wa s
thirteen m illion, five hundred and ninety -eight thousand , four
hundred and eighty -four Ghana Cedis ( GH¢13,598,484.00). This
was made up of 15% of Government o f Ghana ( GoG ) and 85%
of Donor f unds.

The GoG component of the budget was one million, nine
hundred and e leven thousand, one hundred and twenty -one
Ghana Cedis (GH¢ 1,911,121.00); while the donor component
was eleven million, six hundred eighty-seven thousand, three
hundred and sixty-three Ghana Cedis (GH¢11,687,363.00).
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CHAPTER THREE

3.0 IMPLEMENTATION OHHE 2012ACTION PLAN

3.1 Institutional Implementation Arrangements
The implementation of the Action Plan was done through the
collaborative action of the fou r (4) Divisions of the Commission on
the one hand, and between the Commission and other relevant
stakeholders on the other.
Details of the Divisional responsibilities and the collaborating
agencies are presented in Appendix Ill.

3.2 Key Activities in the 2012 Action Plan
3.2.1 Establishment of a Human Resource Management Information

System
During the year under review, PSC began the actual preparatory
work towards the implementation of the Human Resource

Management Information System ( HRMIS Project. The need to
establish the above system was informed by the following factors:

(@ Ghanaos P uicé i does $@ have an accurate,
reliable and centralized human resource database in
respect of the exact numbers, staffing trends, establishment
ceilings, bio -data of personnel, entry and exit of personnel,
positions, promotions etc. to facilitate informed human
resource management decision making ;

(b) public service organizations currently  maintain HR
information in multiple stand -alone environments, including
paper -based files, home -grown databases and
spreadsheets ; and,

(c) this information is not consistently maintained and does not
roll-up to PSC to undertake the necessary evaluation that
would enable it professional advise Government on such
manpower rationalization , as may be necessary for
maximum utilsation of human resources in the public
services, and also for government -wide information on
human resources.

This patchwork environment of HR i nforn
ability to exercise better controls and carr y out even basic
workforce planning in the public service, hence , the decision by the

Commission to embark on the HRMIS project. This will make it
possible for the C ommission to keep reco rd of and monitor all
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public service organizations. It will also hel p achieve high level of
productivity and efficiency in service delivery in the public services.

The project is being implemented in collaboration with the Ministry
of Finance and Economic Planning (MOFEP) and the Controller and
Account ant Gener ant GAGDD eupdenr then Ghana
Integrated Financial Management Information System (GIFMIS) . The
HRMIS is expected to be linked with the budget and the payroll to
improve the public financial management system.

Some of the major milestones accomplished in the year under
review , with respect to the project,  are outlined below:

3.2.1.1lnauguration of HRMIS Steering Committee

The Steering Committee  (SC) that would to have an oversight
responsibility over the effective planning and successful execution
of the pro ject was set up and inaugurate d. The composition of the
Committee includes three (3) representatives from the Public
Services Commission and one representative each from the under -
mentioned organizations :

a) Office of the Head of Civil Service (OHCS) ;

b) Ghana Education Service (GES) ;

c) Ghana Health Service (GHS);

d) Local Government Service Secretariat (LGSS)

e) Ghana Statistical Service (GSS) ;

f) Ministry of Finance and Economic Planning  (MoFEP);
g) Ministry of Food and Agriculture (MOFA);

h) Controller & Accountant General 0 s ep&tment (CAGD) ;
i) GIFMIS Secretariat ;

J) National Information Technology Agency (NITA) ; and,
k) Ghana -India Kofi Annan Centre of Excellence inICT.

3.2.1.2Engagement of a Consultant to Undertake Scoping S tudy

AH Consulting , a consulting firm from Uganda , was engaged in the
fourth quarter of the year  to undert ake a thorough scoping study of
the project. Essentially, the consultant was expected to  provide
three deliverables, namely:

a) Development of a White Paper and pres entation on Position
Management;
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3.2130rgani sation of Stakehol dersd Sensi

3.2.2

b) Developme nt of requirements analysis document for the
HRMIS system, which will reflect the current requirements of
the users, consistent with standard Oracle HRMIS; and,

c) Preparation of a bidding document, which will be based on
templates, provided under the World B  ank procurement
guidelines, for competitive procurement of implementation
partner for the Oracle -based HRMIS.

The Consultant who commenced work in the second week of
December 2012, conferred with a number of relevant stakeholders
including the :

a) Public Services Commission;

b) Office of the Head of Civil Service ;

c) Local Government Service

d) Ghana Health Service ;

e) Ghana Statistical Service ;

f) Ghana Education Service

g) Ghana Police Service ;

h) Ghana Prisons Service ;

i) HRMIS Steering Committee ;

]) National Information Technolo gy Agency (NITA) ;
k) Ghana -India Kofi Annan ICT Centre of Excellence ;
[) Ministry of Defence ; and,

m) Ministry of Food and Agriculture

A stakeholder workshop was also organized to sensitize top
manageme nt of public service organizations  on the HRMIS project
on 15T December, 2012 at the Capital View Hotel , Koforidua. A

total of seventy -five (75) top officials of public service organizations
attended. The keynote address was delivered by the Deputy
Minister of Finance and Econ omic Planning, Hon. Seth Terkpe .

Development of Human Resource Policy Framework and Manual
During the period under review, the Commission continued work on

the development of the Human Resource Policy Framework and
Manual , which started in the previous year. This policy framework
and manual broadly puts together and integrates existing human
resource management practices, pr ocedures, reform initiatives,
international standards , extracts of provisions of relevant statutory
instruments, conditions of service, schemes of service, administrative
instructions, circulars , guidelines , principles and current practice sto
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3.2.3

guide public service organizations to effectively manage their
human resources for the achievement of organizational objectives .
The Commission collaborated with relevant stakeholders in the
development of the  Policy Framework and Manual.

A review process of the draft document started in the latter part of
the year and was validated at three  (3) separate workshops. It is
expe cte d that a final document would be produced in the ensuing
year (2013).

Manpower Audit of Public Service Organizations

As part of the process of delivering on its mandate, the Commission,

in 2012, started a comprehensive  manpower audit of fifty (50) of the
one hundred and fifty (150) public service institutions. The purpose
of the exercise is to contribut e to the achievement of optimum
utilization of human resources in the public service organizations for
effective service delivery and sustaina ble development of the
country.

Specifically, the auditaims at:

1 determining the actual manpower sizes of the various
Public Service Inst itutions (PSI9;

1 Identifying the excess labour force, if any, in each of
public service organizations involved for dep loyment to
other organizations in deficit or in need of such categories
of staff; and,

1 determining the right manpower ceilings/establishment
schedules for each of the PS$based on job inspections

To facilitate the smooth start of the exercise, the
followingpreparatory  activities were carried out:

3.2.3.1Setting up of Steering and Technical Committees

A Steering Committee and a  Technical Committee  were set up .
The Steering Committee (SC) comprises the  following:

a) Public Services Commission, servin g as the Chair ;
b) Office of the President ;

c) Office of the Head of Civil Service ;

d) Ministry of Finance and Economic Planning ;

e) National Development Planning Commission ;

f) Local Government Service Secretariat

g) Ghana Health Service ;
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h) Ghana Education Service ;

i) Fair Wag es and Salaries Commission ;
j) State Enterprises Commission ; and

k) Public Sector Reform Secretariat.

The main function of the S teering Committee (SC) is to provide
guide lines and strategic direction for  the project implemented to
ensure that the project resu Its are properly integrated with the work

of the Fair Wages and Salaries Commission .

The Technical Committee (TC), on the other hand, has the following
membership:

a) Public Services Commission as the Chair ;

b) Research, Information, Monitoring and Evaluation Division of
PSCas Coordinator ;

c) Management Services Division of PSC,;

d) Management Services Department of the Office of the Head
of Civil Service ;

e) State Enterprises Commission as member ; and ,

f) A Resource Person.

This Committee is responsible for providing t echnical advice and
direction to the manpower audit teams for the conduct of the
manpower audits , as well as the implementation of the audit
reports.

3.2.3.2Establishment and Training of Manpower Audit Teams Members
Sx (6) teams made up of five members e ach, drawn from the
Management Services Department of the Office of the Head of
Civil Service and the Public Services Commission  were constituted
to carry out the manpower audit exercise in fifty (50) public service
institutions..
The manpower auditors were taken through a two -week intensive
training exercise to prepare and equip them with the necessary skills
and tools needed to undertake the exercise.

3.2.3.3Institutions Audited in 2012
Only t hirty-seven (37) out of the fifty (50) organizations select ed for
the reporting period , were audited due largely to delay in the
release of fund s and the late start of the project. A list of the
audited organizations is provided in Appendix V.
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3.2.4 Performance Management
The new Performance M anagement , Planning, Review and
Appraisal System for public service organizations deve loped by PSC
was piloted in 2011. An evaluation of the pilot phase revealed that
staff of the selected organizations lacked the requisite knowledge
and skills to apply the staff performance appraisal system. In 2012,
therefore, training in the application of  performance management
system for key staff of public service organizations  was given priority
action . GIMPA, MDPI and CSTC were selected as the key institutions
to organize th ese training programmes for public service
oganisations.

3.2.5 PSC Annual Lectures
The objective of the Annual Lecture series isto bring up for debate
and discourse, topical issues of national concern and importance
among members of the academia, technocrats, k ey policy and
decision makers to trigger actions that could influence policy
change at the governmental level. The se lecture series , since their
inception, ha ve succeeded in  provok ing meaningful thoughts and
ideas for policy recommendations
The Commission 8 Annual Lecture for 2012 was held on 16t May,
2012, at British Council Hall, Accra, under the theme Ol mproving
I nformati on and Security Managenmient for
topics delivered included

T 0Managing Dat a and I nf ormati on
Performance in Public Service Organizations: Dilemmas,
Chall enges and Brospectsd and
T ol nformati on Security and Manageme
Democracy: Challenges and the Way F
The Report on the 2012 Annual Lecture i s avail able on PSC?

WWW.psc.gov.gh

3.2.6 Conference of Public Service Chief Executives, Chief Directors and
Chair persons of Governing Boards and Councils
The above Conference , was instituted by the Commission, is aimed
at providing a unique platfo rm for top public servants in strategic
leadership positions to meet and exchange i deas on contemporary
issues of Public Administration with the view to reaching consensus
on how to improve productivity, enhance performance and
maintain high standards in s ervice delivery.
The Conference alsoprovides an interactive forum for the President
of the Republic of Ghana to meet and share the vision of his
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3.2.7

government with the generalit y of the Chief Executives of public
service agencies .

The 61 Annual Conference of  Public Service Chief Executives, Chief
Directors and Chair persons of Governing Boards/Councils for 2012
took place from 8t § 11t March , 2012 at the Capital View Hotel,

Koforidua. The theme for th e Conference was 0 Changi ng

t he

Mindset for Good Governance i n t he Publ i c Sector 6.

objective of the Conference was to share ideas on how to positively
change the mindset of public servants for good governance,
accountability, efficiency and improved service delivery.

Soecific ally, the Conference was aime d at :

a) sharpen ing the understanding of the CEOs on emerging
issues in Public Administration ; and,

b) challenging the CEOs to strive to improve upon performance
and productivity by their organisations

The topics discussed at the Conference include  d the follo wing :

a) Changing Attitudes and Behaviours in the Public Services for
Enhanced Productivity: The Role of the Chief Executive ;

b) the Challenges of Record Keeping in Public Service
Organizations: Exploring the use of e -Record Keeping
Methodologies ;

c) Sourcing For Funds From Development Partners: Re -Aligning

Ghanaotos Country Systems and Strategi

Approach to Development ; and,
d) Role Transformation in Improving Public -Private Sector
Collaboration.

The keynote address was delivered by His Excellency the Vice
President of the Republi ¢ of Ghana, Mr. John Dramani Mahama.
The main theme of his address centeredon the need to address the
poor public perception of the Public Service in Ghana and the
Obusi ness as usual & at t i Theu danferamfce
recorded a total attendance of one hundred and fifty -six (156) top
public officials .

United Nations /African Union Public Service Day Celebration

In 2012, the Commission played a | ead -agency coordinating role in
the week -long celebration of the Un ited Nations /African Union
Public Service Day , which commenced on 17thJune and ended on
23dJune, 2012.
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3.2.8

The United Nations General Assembly, by Resolution 57/277, in
December, 2002, designated June 23 ™ of each year as Public
Service Day. The day is comme morated throughout the world to
reflect on the values and vi rtues of Public Service to the s ociety,
and also to recognize the contributions of Public Service Institutions

to national development.

The African U nion adopted the UN Resolution 57/277. A ccordi ngly,
all African Governments observe this Day as the African Public
Service Day.

The theme for the 2012 Public Service Day celebration was
"Innovations and Citizens Engagement for Effective
Governance"

Activities undertaken to mark the celebration includ ed a Press
Briefing/M eet -the -Press, Radio and TV discussions, a Health Walk,
Exhibitions by Public Service o rganizations and an Award s
Night /Press Soiree to climax the celebration.

Examinations, Appoint ment s, Promotions ,Petitions and Appeals/
Griev ances

3.2.8.1PSCLimited Competitive Examinations

The main objective of the above examinations which are held

annually is to evaluate the competence and general disposition of
specified categories of serving public servants to assume higher
responsibility and undertake more challenging assignments. The

Commission conducted the following examinations in 2012:

a) Special Qualifying Examination for Promotion to the Grade of
Executive Officer and Analogous Grades (30  tJune, 2012);

b) Special Qualifying Examination  for Promotion to the Grade of
Higher Executive Officer and Analogous Grades (30 thJune,
2012);

c) Special Qualifying Examination for Promotion to the Grade of
Senior Executive Officer and Analogous Grades (25 th August,
2012);

d) Special Qualifying Examination for ~ Promotion to the Grade of
Principal Executive Officer and Analogous Grades
(25" August, 2012);

e) Limited Competitive  Examination for Promotion to  Grade s
Analogous to the Grade of Assistant Director IIB (12 th& 13t
October, 2012);

f) Qualifying Examination in  English Language for Advancement
in the Secretarial Class (12 & 13t October, 2012); and
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g) Special Qualifying Examination for Conversion to Telephonist S
(12t & 13th October, 2012).

The number of participants  who participated in  each category of
examinatio n in 2012 is presented in Table 2 below .

Table 2: Participation inthe PSCds Li mi t e dEx@unatpres i t i ve

Grades Of Participants Date Of Exams Total Number
Of Participants
Executive O fficer and  Analogous | 30t June 601
Grades
Higher Executive Officer and 30t June 414
Analogous Grades
Senior Executive Officer and 25t August 397
Analogous
Principal Executive Officer and 25t August 218
Analogous Grades
Administrative (A ssistant Director 1B 12h& 13th 200
October
Secreta ries 12h& 13t 60
October
Telephonist 12thg& 13t 4
October
GRAND TOTAL 1,894

Source: PSC 2012

3.2.8.2Appointments and Promotions
A total of t wo hundred and fifty (250) persons were
appointed/promoted to C at egorAode s andd positi@d within
thirty -eight (38) public service organizations  (See Appendix V).

3.2.8.3Appointment 0 f other Categories of Postholders
The Commission played critical role s in the
engagement/recruitment and promotion of personnel to various
grades in several public service organisations, through the
representation of its staff on selection and assessment interview
panels. The representation of the Commission on interview panels is
meant to ensure that best huma n resource recruitment practice is
applied in recruitment and promotion exercises , and that the
process is transparent and fair to every applicant
The Commission served on a total of 199 interview panels in 2012 as
shown in Table 3 below:
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Table 3: Representatio n of PSC Staff on External Interview Panels

Month No. of Times Represented
January 17
February 23
March 17
April 8
May 15
June 15
July 19
August 20
September 17
October 20
November 19
December 9
Total 199

Source: PSC, 2012

Details o fthe MD As on whose interview panels the Commission was
represented are provided in Appendix VI .

3.2.8.4Petition_and Appeals /Grievances

3.2.9

In furtherance of its mandate, the Commission receives and
processes petitions, a ppeals and requests for advice from public
servants and Heads of Department  in matters in relation to HRM
Three (3) petitions and thirteen (13) appeals were received from

individual public servants and organizations in 2012. Of the sixteen
(16) cases received, four (4) were completed and twelve (1 2) are
ongoing.

Details of the subject s, institutions, and action s taken on the cases
recei ved are provided in  Appendix VII .

Staff Training

As part of the effort s to build the capacity of its staff for effective

and efficient delivery of service, the Commission supported a
number of staff to attend various training program mes, wo rkshops
and seminars during the year under review.

Table s 4 and 5 below show detail s of the training program mes,
workshops and seminars attended by staff of the Commission.
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Table 4: Training Program mes Attended by PSC Staff

No. | Name Course/Programme Institution/Country Duration

1. Mr. Felix Y. | Public Sector | GIMPA, Ghana One year
Tsidzi Management Program

2. Mr. Victor | Diploma in Public | GIMPA, Ghana Four
Forfoe Admin istration months

3. Mr. Salifu | Certificate in Public GIMPA, Ghana Two months
Abdul - Administration
Rahim

Source: PSC, 2012

Table 5: Seminars and Workshops

No. \ Name \ Institution /Country \ Duration
Public Administr ation for Civil Servants of African Countries

1 Mr. Salifu Abdul - Rahim Qoingdao,China Three week s

2 Mr. Emmanual Edzeame Qoingdao,China Three week s
Popularisation of Technology and Capacity Improvement of Human

Resources

1 Mr. George Dowuona  Owoo0 Qoingda o, China Three week s

2 Mr. Benjamin Bkengil Qoingdao, China Three week s

3 Mr. Mike K. Gabah Tokyo, Japan Three Weeks

Building Better Workforce for HR Managers on performance management,
leadership, coaching and ethics, values and code of conduct

1 Mr. Theodore Apedo GIMPA, Ghana One week

2 Mr. Victor Forfoe GIMPA, Ghana One week

3 Mr. Salifu Abdul - Rahim GIMPA, Ghana One week

4 Mr. Isaac Akrofi GIMPA, Ghana One week

5 Ms. Josephine Senam | GIMPA, Ghana One week
Kepomey

Source: PSC, 2012

3.2.10 Other Activi ties
3.2.10.1Capacity Development Mechanism (CDM) Project

The CDM project , which was started in 2012, is one of the initiatives
being undertaken by the Commission to strengthen, empower and
reposition her to deliver effectively on its mandate.

The capaci ty building under this project is intended to take place at
three levels , namely the individual, organizational and system

Detailed Action Plan on the project was prepared and approved

by the Commission.

Since the commencement of the implementation of th e project on
23rd July, 2012, a number of activities contained in the Action Plan
have been undertaken. A resource person was engaged to

facilitate a thorough needs assessment of staff of the Commission.
Following this, a training schedule was developed t o0 address the
gaps identified.
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Key programmes implemented as part of the training schedule
included the following:

1 a workshop on Corporate Governance for Commissioners
and Directors ;

1 Procurement Management for the Commissioners, Directors,
Assistant Directors and some selected CEOs ; and,

1 Performance Management for the Commissioners, Directors,
Assistant Directors and some selected CEOs

Divisional logistical needs were identified, prioritized and a
procurement plan drawn . Advertisement was made to invite
suppliers to bid for the supply of computers/ other off ice equipment
as well as refurbishment of some selected offices of the Commission.
The procurement process ended at the evaluation stage in the year
under review and it is hoped that it will be continu ed and
concluded in the ensuing year.

3.2.10.2 Interactive Visits

3.3

As part of the Interactive Visit s programme instituted in 1994 , the
Commission, during the year under review, visited the Council for
Technical and Vocational Education Training (COTVET) , and the
Ghana Education Service

The Interactive Visits, is a policy by which members of the
Commission pay periodic visits to Ministries, Departments and
Agencies .The main objective is to discuss with sector Ministers and
their top officials, specific is sues relating to procedures for
appointment, promotion and general staff management. It also
affords the Commissioners the opportunity to acquaint themselves

with firsthand information on  specific issues pertaining to each MDA
Since last year, the visits have been extended to include
interactions with members of governing boards to discuss matters
relating to good governance.

Challenges Faced

The main challenges faced by the Commission in the
implementation of the planned programmes of activities for the
year under review were three -fold, namely, inadequate funds, late
release of funds by the Ministry of Finance and Economic Planning,
inadequate staff with the requisite capacity to help it perform its
functions.
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3.3.1

3.3.2

3.3.3

Inadequate Funds

The total approved GoG and donor budget for the Commission
forthe implementation of its planned activities for the period was
one million, nine hundred and eleven thousand , one hundred and
twenty -one Ghana Cedis (GH ¢1,911,121.00). Thisamount is woe fully
inadequate , consider ing the projects and activities planned for
execution in 2012. The situation was compounded by the fact that
not all the approved budgetary allocation was released to the
Commission.

About 90 % (i.e. GH¢1,719,814.00) of the approved budget was
released to the Commission at the end of the plan period . The
inability to access the remaining 10% (GH¢191,307.00) made it
extremely difficult for the Commission to fully undertake activities
proposed in its Action Plan of 2012.

Late Release of Funds by the Government

The Commission experience d late release of funds from the  Ministry
of Finance and Economic Planning for the implementation of its
2012 Action Plan . The first tranche of funds for the year was
released to the Comm ission in February. As a result of this the
Commission experienced a delay in the commencement of
implementation of its planned prog ramme of activities for 2012

The funds for programme s and activities were released up to the
end of June 2012. This means the activities planned for the second
half of the year could not be executed due to lack of funding. This
situation, coupled with the fact that not all the approved
budget ary allocation to the Commission was released , accounted
for the inability of the Commission to  implement all t he activities i n
its Action P lan for 2012.

Inadequate Staff

Another major challenge that faced the Commission in the
implementation of its programmes during the pe riod under review
was inadequacy of  staff, with the required critical professional ski lls
and competencies  especially at the senior level

Even though the Commission has addressed this short -coming by
collaborating with stakeholder agencies that have personnel with

the required expertise and competencies, step s are being taken to
recruit qu alified persons , as well as train its own staff.
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CHAPTER FOUR
4.0 EXTERNAL RELATIONS

4.1 International Cooperation
The Commission strengthened  its cooperation with  the Canadian
International Development Agency (CIDA), the Institute of Public
Administration of Canada (IPAC) , the Australian Public Service
Commission ( APSC), the Japan International Cooperation Agency
(JICA). and the Chinese Government in 20 03. The cooperation with
the Canadian International Development Agency (CIDA) and the
Institute of Public Adm inistration of Canada (IPAC) was in the area
of the provision of technical assistance for the development of the
Human Resource Policy Framework and Manual for PSls.
In the case of the Australian Public Service Commission ( APSC), the
Chinese Government an d JICA, the cooperation was in the area of
capacity building for the staff of PSC and other public service
institutions. The APSC, organized a two -week capacity building
wor kshop on oOPerformance Management, L
and Ethics, Values and Code o f C o n dat GIMRA for fifty (50)
Human Resource Managers from selected public service institutions.
The Chinese Government sponsored four members of staff of the
Commission to attend two separate seminars in China. Two of the

staff attended a seminar on oPublic Admi ni stratio
Servants of African Countriesbod whil e 1
seminar on OPopul ari zation of Techni

| mprovement of Human Resourcesb?©e.
The Japanese International Cooperation Agency (JICA) also
sponsored tw o members of staff and a  Commissioner for training
programmes in HRM in Tokyo in 2012 .

4.2 Relations w ith other Development Partners
The Commission received direct and indirect s  upport from both
bilateral and m ulti-lateral agencies to e nable it implement a
number of projects.
The French Government for example, assisted the Commission
financially i n the development of the Human Resource Policy
Framework and Ma nual.
The Commission was also a beneficiary of a number of donor

funded projects. Among the projects were the Capacity
Development Mechanism (CDM) , supported by the Canadian
International Development Agency (CIDA), and the Human

Resource Management Information System (HRMIS) Project
supported by World Bank (WB) and other development partners
under the bro ader GIFMIS project.
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5.0

5.1

5.2

CHAPTER FIVE
SUMMARY, CONCLUSIONS AND RECOMMENDATIONS

Summary

The PSC aspires to ensure a well -managed workforce of the public
service s, capable and committed to delivering high quality services

to the people of Gh ana. The Commissiond s activiti
contributed to the management of h uman resource for national
development and ensuring transparent and accountable
governance .

The annual report for 2012 has highlighted the key  activities
implemented by the Commiss ion in the context of the GSGDA.
These activities a re expected to impact on the Public A dministration
system of Ghana . The activities include preparatory work towards
the establishment of the Human Resource Management
Information System (HRMIS, the develo pment ofa Human Resource
Policy Framework a nd Manual, Manpower Audit, Annual Lectures,
Performance Management , Conference of Public Service Chief
Executives, Chief Directors and Chairmen of Governing Boards a nd
Councils, United Nations Public Service Day  Celebrations, and the
conduct of e xaminations, Appointment/Promotions a nd the
handling of p etitions/ appeals/ grievances, HIV/AIDS awareness
creation , Staff Training and Capacity Development Mechanis m
(CDM) project.

The report has also highlighted a number of external cooperation

initiatives that the Commission enjoyed, which enabled it to carry
out a number of capacity development programmes and the
development of HR Policy Framework and Manual for the Ghana
Public Services. Among the external bodies the Co  mmission
collaborated with during the period were the Canadian
International Development Agency (CIDA), the Institute of Public
Administration of Canada (IPAC), the Australian Public Service

Commission ( APSC), the Japan International Cooperation Agency
(JICA) and the Chinese Government.

Conclusion

The Commission made significant progress towards th e
implementation of its  Action P lan for 2012. However, a number of
activities and programmes could not be undertaken during the
year. This was largely as a result of inadequate resources and the
delay in the release of funds by the Ministry of Finance and
Economic Planning. The Commission also faced human resource
and logistical constraints in carrying out its activities.
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It is expected that with the projecte d improvement in the economy
and the measures that the Commission has put in place to
enhance the capacity of its staff to met the prevailing challenges,
the Commission would be empowered to perform at its maximum
to meet the aspiration of Ghanaians.
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APPENDIX t STAFF LISOF PUBLIC SERVICES COMMISSION

Z

AME

Mrs. Bridget Katsriku

Dr. Lawrence Kannae

Mrs. Janet Ampadu -Fofie
. Mr. Robertson Allotey
Mr. Mike K. Ga bah
Mr. George Owusu
Mrs. Comfort Mavis Asomaning
Mr. Simon Sonia Puli
. Mr. Michael Owusu -Nimako
10.Mr. Theodore G. Apedo
11.Mr. Victor Forfoe
12.Mr. Kwesi Ohemeng -Agyei
13.Mrs. Harriet Bani
14.Mr. Victor Kuvodu
15.Mr. Zakari Sumaila
16.Mr. George Owoo
17.Mr. George Ofor i
18.Mr. Salifu Abdul -Rahim
19.Mr. Peter Lartey
20.Mr. Isaac Akrofi
21.Mr. Felix Tsidzi
22.Mr. Frederick Eshun Acootey
23.Mr. Emmanuel Edzeame
24.Mr. Ali Amadu Seidu
25.Mrs. Edith Fearon Ocquaye
26.Ms. Pearl Offeibea  Twum
27.Mr. Paul Acheampong Boakye
28.Mr. David Nyaaba Aneere
29.Ms. Josephine Senam Kepomey
30.Ms. Zakiyah M. Salih
31.Mrs. Fuseina Iddrisu Yakubu
32.Mr. Seth Frimpong
33.Mr. Philemon J. Kwame Ankomah
34.Mr. John Akabua
35.Miss Doris Kwasigah
36.Mr. Edmund Akuffo
37.Mr. Abraham Odamtten
38.Mrs. Georgina Tsikata
39.Mrs. Agnes Fynn-Williams
40.Ms. Mercy Tekpor

©CoNoOr~WDNE

GRADE

Chairman

Vice chairman
FulkTime Member
FulFTime Member
FulkTime Member
Part-Time Member
Part-Time Member
Part-Time Member
Secretary

Director, HRPD
Director, F&A

Director, RIME
Assistant Director |
Assistant Director |
Prin. Accountant

Prin. Budget Analyst
Assistant Director IIA
Assistant Director IIA
Snr. Accountant
Assistant Director IIA
Assistant Director IIA
Management Ana  lyst
Assistant Records Officer
Accountant
Accountant

Assistant Director |IB
Assistant Director |IB
Assistant Director 1IB
Assistant Director 1I1B
Assistant Director |IB
Asst. Management Analyst
IT Officer

ITOfficer

Chief Executive Officer
Chief Executive Officer
Chief Executive Officer
Chief Executive Officer
Snr. Private Secretary
Snr. Private Secretary
Private Secretary
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41.Ms. Evelyn Tettevi
42.Mr. Ishmael Lamptey
43.Mr. Joseph Okanta
44.Mr. Amponsah Mensah
45.Ms. Esther Asante
46.Ms. Jochebed A. Pappoe
47.Mr. Ali Brangama
48.Ms. Esther Tetteh
49.Mrs. Lydia Quarshie
50.Ms. Bridget Ade
51.Ms. Pinant Mensah
52.Ms. Augustina Buaku
53.Mr. Enoch Arthur
54.Ms. Aisha Nabbah
55.Ms. Vivian Kuunyeeh
56.Mr. Alex Ashikwei Arma h
57.Mr. Kojo Tawiah
58.Mr. Richard Danquah
59.Mr. Ernest Avenyo

60. Mr. Eric Owusu

61.Mr. Raymond Broni
62.Mr. Ebenezer Laryea
63. Mr. Justice Tsokpo
64.Mr. Frank Adu

65.Ms. Grace Manu Lucas
66.Ms. Florence Botchway
67.Mr. Joseph Haruna

68. Mr. Osumanu Mama
69. Mr. Sylvester Boamah
70.Mr. Adulko Ataariba
71.Mr. Abukari Ajere
72.Ms. Anyema Quarcoo
73. Ms. Janet Awini

Private Secretary
Snr. Estate Officer
Snr. Library Assistant

Principal Storekee per

Senior Executive officer
Stenographer Secretary
Higher Executive Officer

Stenographer Grade |
Stenographer Grade |
Stenographer Grade |
Stenographer Grade |
Executive Officer
Executive Officer
Stenographer Grade |
Receptionist

Yard Foreman

Yard Foreman
Security Guard
Heavy Duty Driver
Driver Grade |

Driver Grade Il

Driver Grade I

Driver Grade Il
Driver Grade llI
Telephonist

Chief Messenger
Messenger

Headman

Labourer

Night Watchman
Night Watchman
Sweeper

Labourer
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APPENDIX I 2012 ACTION PLAN

SECTOR ACTIVITIES LOCATION INDICATORS QUATERLY TIME SCHEDULE INDICATIVE BUDGET IMPLEMENTING AGENCIES
OBJECTIVES
1sT 2ND 3ROQTR | 4™QTR GOG DONOR LEAD COLLABORATING
QTR QTR (GH¢)
1)improve  HR | i) organize 10 stakeholder Accra HRM Databank 1,000 PSC (MSD) OHCS, GSS, KACE,
database  for meetings to re view HRM established GHS, GES, NITA,
effective HR | databank proposal and LGSS, CAG,
policy identify HRM needs MOFEP
formulation,
analysis and | ii) Develop, review and Accra 7,425 PSC (MSD) | OHCS, GSS, KACE,
decision validate Data collection GHS, GES, NITA,
making instrument LGSS, CAG,
MOFEP
2)Upgrade the i) Review, update and
capacity of the redraft existing HRM Accra 17,600 PSC OHCS, GSS, GHS,
public services Policies, practices a nd GES, LGSS, MOFEP,
for transparent, procedures GIMPA, MDPI, SEC,
accountable, IHP, AUDIT
efficient, timely, SERVICE, IMMIG.
effective SERVICE,
performance Consultant
and service
delivery if) Engage 1 consultant to Accra 6,000 PSC (F&A)
review the draft HRM
Manual
iii) organize stakeholder Accra 6,400 PSC
validation workshops
Iv) Print 1000 copies of the Accra 10,000
HRM Manual.
v) Codify existing HRM Accra 2,200 PSC
circulars and guidelines
vi) Conduct staff auditing Accra 200,000 PSC OHCS(MSD)
in the public services.
viii) Submit performance 1,000 PSC Cabinet Secretary,
management policy to Accra PSRS

Cabinet for approval
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ix) Develop performance 4,000 PSC IHP, Governing
management systems to Accra Boards/Councils
implement the policy
xi) Implement Accra 0.00 Public PSC
performance Service
management systems in Inst.
public service institutions
xii) Organize stakeholder Accra 1,000 PSC(MSD) CMAs
meetings to identify
supervision gaps
xv)Organise Annual Accra 14,500 PSC Public Serv. Inst
Lecture & CSOs
xvi) Organise Post Annual Accra 16,300 PSC Public Serv. Inst&
lecture Workshop CSOs
xvii) Organise annual Accra 27,500 PSC Public Serv. Inst
conference of Chief
Executives, Governing
Boards, and Chief
Directors
Organise annual activities Accra 44,000 PSC Public Serv. Inst
to commemorate the
UN/AU Public Services
Day
Conduct three (3) Accra 48,400 PSC OHCS, LGSS
promotion Exams for the (HRPD)
Public Service annually
i) Organize three (3 ) Accra 550 PSC(F&A) Ghana Aids
workshops to create Commission
awareness on HIV/AIDS
i) organize three (3) VCT Accra 370 PSC(F&A) Ghana Aids
services for staff of PSC Commission,
Ministry of Health
iii) Procure and distribute Accra 0.00 PSC(F&A) Ghana Aids
3,000 condoms for PSC Commission
staff
4) Deepenon - if) Organize stakeholder Accra M&E System 4,000 PSC(MSD) Presidency,
going meeting to assess Developed Governing
institutionalizati data/information needs Board/Council

on and
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internalization ii) Develop protocols for Accra 500 PSC(MSD)
of policy collecting and analyzing
formulation, M&E data
planning and iv) print protocols / Accra 1,100 PSC(F&A)
M&E systems at questionnaires
all levels. v) conduct surve y to Accra 2,000 PSC(MSD) | Public Serv. Inst
collect data
vi) Process and analyze Accra 2,000 PSC(MSD)
data
vii) prepare M&E Report Accra 500 PSC(MSD)
for dissemination
5) Enhance the i) Identify the capac ity Accra Well equipped 200 PSC(F&A)
image of the building needs of staff and competent
Commission staff capable of
delivering on the
mandate of PSC
i) Prepare capacity Accra 200 PSC(F&A)
development plan
iii) implement capacity Accra 350,000 PSC(F&A)
development plan
iv) Sponsor three (3) International 73,000 PSC(F&A) Office of the Chief
members of the of Staff, MOFEP
Commission and Six (6)
directors to A
AAPAM, CAPAM
conference
6)Rationalize ii)Institutionalize CMAs Accra 1,600 PSC OHCS, FWSC,
and define consultative meetings to MOFEP, LGSS,
structures, roles review roles and NDPC, SEC
and procedure s | mandates
for state and
non -state
actors
TOTAL (2012) 843,345
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APPENDIX II: 2012 DIVISIONAL WORK PLANS
1. Finance And A dministration Divisional Annual Work Plan

OBJECTIVES | ACTIVITIES TASK | START END DESIGNATION OUTPUT
LEAD COLLABORATORS
53 Public Services | Train three | Collect brochures 10t February 31st May Director F&A Secretary
Commission Staff | Directors in | Apply to the institutions 2012 2012 Secretariat
trained in handling HR Strategic Facilitate payments
and other related issues managemen t and
leadership
Sponsor two | Collect brochures 6th 31st Director F&A Secretary
Deputy Directors in Apply to the institut ions February May Secretariat
Diploma in Public Facilitate payments 2012 2012
Administration
Sponsor One | Collect brochures 1st 31t Director F&A Secretary
Assistant  Director | Apply to the institutions Februa ry March Secretariat
for the Certificate Facilitate payments 2012 2012
in Public
Administration
course
Sponsor One | Collect brochures 1st 1st Director F& A Secretary
Assistant  Director | Apply to the institutions February January Secretariat
for the Masters Facilitate payments 2012 2013
Degree in Public
Sector
Management
Train two Staff in | Collect brochures 1st 30t Director F&A Secretary
Financial Apply to the institutions September,2 September Secretariat
Management Facilitate payments 012 2012
Train 44 Staff in | Collec t brochures 10t 31st Director Secretary
Project Apply to the institutions February December F&A Secretariat
Management Facilitate payments 2012 2012
Build Institutional Facilitate the 1.Formation of  planning 7t January 14t Director Secretary
capacity for organizatio n of the | Committees for the Annual 2012 January F&A Secretariat
transparent and Annual and Post and Post Annual Lectures 2012
accountable Annual Lectures
governance in the
Public Service
2.Facilitate 5 meetings of the 21st January 21stFebruary Director Secretary
Planning Committee to sele ct 2012 2012 F&A Secretariat
topical issues for the lecture
,venue, Resource Persons,
etc

32|Page




3..Undertake the preparation 22nd 25t Director Secretary
of programme and seek February February F&A Secretariat
approval for finalization of 2012 2012
programme for the event
4.Send out letters of invitation 7th 14t Director Secretary
to Principal Speakers and March March F&A Secretariat
participants 2012 2012
5.Facilitate Finalisation 4th 4th Director Secretary
meeting of the Planning April April F&A Secretariat
Committee to discuss 2012 2012
outstanding issues
Build Institutional capacity Facilitate  the 6.Undertake printing of Oth 12t Director Secretary
for transparent and organization of Banners and programme April April F&A Secretariat
accountable governance the Annual and documents for the Annual 2012 2012
in the Public Service Post Annual | and Post Annual lecture
Lectures workshops
7.0rganise Annual Lecture 16th 16t Director Secretary
Workshop May, May , F&A Secretariat
2012 2012
8.0rganise Post Annual 17t 17t Director Secretary
Workshop May, May, F&A Secretariat
2012 2012
9.Submit report of Annual 24t 25th Director Secreta ry
lecture and Post Annual May, May, F&A Secretariat
Workshop 2012 2012
10. Organise Post Annual 6th 6t Director Secretary
Lecture Review Meeting June June F&A Secretariat
2012 2012
Build Institutional capacity Facilitate  the 1.Formation of  planning 3rd January 4th Director Secretary
for transparent and organization of | Committees for the 2012 January F&A Secret ariat
accountable governance the Conference of Chief 2012
in the Public Service Conference of Executives, Governing Boards
Chief and Chief Directors
Executives,
Governing
Boards and
Chief Directors
2.Facilitate 5 meetings of the 4th 14t Director Secretary
Planning Committee to select January 2012 February F&A Secretariat
topical issues for the lecture 2012
,venue, Resource Persons,
etc
3..Undertake the preparation 15th 16t Director Secretary
of programme a nd seek February February F&A Secretariat
approval for finalization of 2012 2012

programme for the event
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4.Send out letters of invitation 5th February 6t February Director Secretary
to Principal Speakers and 2012 2012 F&A Secretariat
participants
5.Facilitate Finalizations 8th February 8th Director Secretary
meeting of the Planning 2012 February F&A Secretariat
Committee to discuss 2012
outstanding issues
Build Institutional Facilitate the 6.Undertake printing of 10th 12t Director Secretary
capacity for organization of the Banners and programme February February F&A Secretariat
transparent and Conference of Chief documents for the 2012 2012
accountable Executives, Conference of Chief
governance in the Governing Boards Executives, Governing Boards
Public Service and Chief Directors and Chief Directors
7.0rganise the Conference 23rd 26t Director Secretary
of Chief Executives, February , February, F&A Secretariat
Governing Boards and Chief 2012 2012
Directors
8.Submit  report on the 24t 24t Director Secretary
Conference of Chief March, March, F&A Secretariat
Executives, Governing Boards 2012 2012
and Chief Directors
9. Organise a Review 30t 30t Director Secretary
Meeting June June F&A Secretariat
on the Conference of Chief 2012 2012
Executives, Governin g Boards
and Chief Directors
Strengthening Procure office 1.Facilitate preparation of 1sTFebruary 7t February Director Secretary
institutional and equipments, Tender Documents 2012 2012 F&A Secretariat,
human capacities of co mputers and MSD
the Public Services | accessories for | 2.Advertise in Daily 1sTFebruary | 7t February Director Secretary
Commission to | Human Resource Newspapers 2012 2012 F&A Secretariat,
effectively perform its data management (Invitation to Tender ) MSD
mandate
3. Carry out Bid Opening 28t February 28t Director Secretary
2012 February F&A Secretariat,
2012 MSD
4. Undertake Bid Evaluation 1st 5t March Director Secretary
March 2012 2012 F&A Secretariat,
MSD
5.Facilitate Award of 9th 11t March Director Secretary
Contract March 2012 F&A Secretariat,
2012 MSD
6.Facilitate Contract 11t March 11t Director Secretary
Execution 2012 June 2012 F&A Secretariat,
MSD
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7.Supervise and  monitor 11% March 30t Director Secretary
projects 2012 June 2012 F&A Secretariat,
MSD
8.Submit quarterly reports to Every Quarter (2012) Director Secretary
Management F&A Secretariat,
MSD
Strengthening Rehabilitate the 1.Facilitate preparation of 1sTFebruary 7t February Director Secretary
institutional capacities Second floor offices Tender Documents 2012 2012 F&A Secretariat,
of the Publi ¢ Services | and the Reception
Commission to 2.Adverti se in Daily 1sTFebruary 7t February Director Secretary
effectively perform its Newspapers 2012 2012 F&A Secretariat,
mandate ( Invitation to Tender )
3. Carry out Bid Opening 28" February 28th Director Secretary
2012 February F&A Secretariat,
2012
4. Undertake Bid Eval uation 1st 5t March Director Secretary
March 2012 2012 F&A Secretariat,
5.Facilitate Award of 9th 11t March Director Secretary
Contract March 2012 F&A Secretariat,
2012
6.Facilitate Contract 11t March 11t Directo r Secretary
Execution 2012 June 2012 F&A Secretariat,
7.Supervise and  monitor 11t March 30t Director Secretary
projects 2012 June 2012 F&A Secretariat,
8.Submit quarterly reports to Every Quarter (2012) Director Secretary
Management F&A Secretariat,
Ensure effecti ve and Facilitate 1.Identification and 1STFebruary 7t February Director F&A Secretary
efficient planning for preparation of the prioritization of development 2012 2012 Secretariat.
judicious resource Divisional and the plans All Divisions
allocation Commission Annual
Action Plans 2.Facilitate meetings to 1sTFebruary 7t February Director F&A Secretary
discuss the Annual Action 2012 2012 Secretariat,
Plans and prioritize projects All Divisions
3. Facilitate meetings to 28t February 28t Director F&A Secretary
approve the Annual Action 2012 February Secretariat,
Plans(Divisional and 2012 All Divisions
Commission)
4. Submit Annual Action Plans 1STAugust 5th Director F&A Secretary
to MOFEP and NDPC( 2012 August Secretariat,
Commission Action Plan) 2012 All Divisions
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5.Facilitate Bi -annual review gth 11t Director F&A Secretary
of development August August 2012 Secretariat,
plans(Divisional and 2012 All Divisions
Commission Action Plans)
6.Submit quarterly reports to Every Quarter (2012) Director F&A Secretary
Man agement on the Secretariat
implementation status of the All Divisions
development plan of the
Commission
Ensure effective and Facilitate 1.ldentification and 1st 7th Director F&A Secretary
efficient planning for prepa ration of the prioritization of development July July Secretariat.
judicious resource Annual Budget plans of the Commission for 2012 2012 All Divisions
allocation Estimates of the | 2013
Commission
2.Facilitate Budget 3rd 30th August Director F&A Secretary
Committee meetings  to August 2012 2012 Secretariat,
discuss Budget Guidelines All Divisions
and to prepare budget
estimates
3. Facilitate meetings to 8th 8th Director F&A Secretary
approve the Annual Budget September September Secretariat,
Estimates by the Commission 2012 2012 All Divisions
4. Submit Annual Budget 12t 12t Director F&A Secretary
estimates to MOFEP  for September September Secretariat,
approval 2012 2012 All Divisions
5. Submit Annual Budget 1st 5th Director F&A Secretary
estimates to Parliament for November20 November Secretariat,
approval 12 2012 All Divisions
6.Submit quarterly reports to Every Quarter (2012) Director F&A Secretary
Management/MOFEP on the Secretariat,
implementation status of the All Divisions
Budget
Ensure the reduction Organize two (2) 1.Undertake the preparation 1sTFebruary 7t February Director F&A Secretary
of HIV/AIDS/STI/TB | day workshop to of progra mme for the event 2012 2012 Secretariat ,
transmission, proper create  awareness Heads of All
management and on HIV/AIDS for Divisions
promote healthy staff 2.Seek approval for the 1STFebruary 7t February Director F&A Secretary
lifestyle finalization of the programme 2012 2012 Secretariat,
Heads o f All
Divisions
3.Sent out letters of invitation 28t February 28t Director F&A Secretary
to Principal Speakers 2012 February Secretariat ,
2012 Heads of All
Divisions
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4.Submit reports of workshop 1st 5th Director F&A Secretary
proceedings to March 2012 March 2012 Secretariat ,
Management Heads of All
Divisions
Ensure the reduction Organize two (2) 1.Undertake the preparation 1sTFebruary 7t February | Director F&A Secretary
of HIV/AIDS/STI/TB | VCT services for staff | of programme for the event 2012 2012 Secretariat ,
transmission, proper of PSC and Heads of All
management and Procure and Divisions
promote healthy distribute 3,000 | 2.Seek approval for the 1sTFebrua ry 7t February Director F&A Secretary
lifestyle condoms for PSC | finalization of the programme 2012 2012 Secretariat,
staff Heads of All
Divisions
3.Sent out letters of invitation 28" February 28th Director F&A Secretary
to VCT services providers 2012 February Secretariat,
2012 Heads of All
Divisions
4.0rganise VCT Counseling 1sTMarch 5th Director F&A
and Testing 2012 March 2012
5.Submit  reports of VCT 10th 10th Director F&A Secretary
services to Management March 2012 March 2012 Secretariat ,
Heads of All
Divisions
6.Distribute condoms to all Every quarter(2012) Director F&A Secretary
Staff Secretariat ,
Heads of All
Divisions
Strengthening human Facilitate Three 1. Undertake the preparation 1st 7th Secretary
capacities  of  the Quarterly meetings of programme for the event February February Director F&A Secretariat,
Public Services | of Staff Durbars to 2012 2012 Heads of All
Commission to discuss issues Divisions
effectively perform its concerning the 2.Seek approval for the 10" February 13t February 2012 Direct Secretary
mandate development of the finalization of the programme 2012 or Secretariat
Commission and F&A ,
Staff
3.Facilitate meeting place, 28t March 28t March2012, Direct Secretary
arrange for snacks ,etc 2012, 25t June,2012 or Secretariat
25t June, 2012 20t September,2012 F&A ,
20t September,
2012
3. Organise Three Quarterly 28t March 28t March2012, Direct Secretary
meetings of Staff 2012, 25t June,2012 or Secretariat
25 June,2012 20t September,2012 F&A ,
20t Sept,
2012
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4.Submit meeting reports to 29t March 30t March2012, Direct Secretary
Management 2012, 27t June,2012 or Secretariat
26t June,2012 23rd September,2012 F&A ,
22nd
September,
2012
Establish HR data base Hiring of Consultant 1.Facilitate preparation of 1st 7t February 2012 Direct Director
for Policy formulation, for Database Tender Documents February 2012 or MSD
Analysis and decision Management F&A
making Systems 2.Advertise in Daily 1sT 7t February 2012 Direct Director
Newspapers February 2012 or MSD
( Expression of interest ) F&A
3. Carry out Bid Opening 28" February 28t February 2012 Direct Director
2012 or MSD
F&A
4. Undertake Bid Evaluation 1st 5th Direct Director
March March 2012 or MSD
2012 F&A
5.Facilitate Award of 9th March 11t Direct Director
Contr act 2012 March 2012 or MSD
F&A
6.Contract Execution 11t 11t Direct Director
March June 2012 or MSD
2012 F&A
7.Review Consultants Every Quarter Every Quarter Direct Directo r
programmes and activities 2012 2012 or MSD
F&A
8.Facilitate the Submission of Every Quarter Every Quarter Direct Director
quarterly reports to 2012 2012 or MSD
Management F&A
Ensure effective and Assist in the | 1.Convene a meeting with 1sTNovember 7t November 2012 Direct Staff of the
efficient planning for development and Staff of the division to discuss 2012 or Division
judicious resource co -ordination of the inputs into work plan for 2013 F&A
allocation F&A Division Work | 2. Pick activities related to 10t November 13 November 2012 Direct | Staff of the
Plan the Finance and 2012 or Division
Administration division from F&A
the approved 2013 budget
estimates.
3. Assist in Drawing up the 20t November 24t November 2012 Direct Staff of the
Divisional work plan for 2013 2012 or Division
F&A
4.Submission of Annual Work 20t December 20t December Direct Secretary
plan to the Commission 2012 2012 or Secretariat
F&A
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Improved working Provide a | 1.Conduct a sensitization 1sTFebruary 1st Direct Director
conditons  of  the satisfactorily meeting of the essential 2012 February 2012 or Administrat
Commission administrativ e services staff F&A ion
support for essential
services
2. list and prioritize  their 7t February 7th Direct Director
needs 2012 February 2012 or Administrat
F&A ion
3. Write for approval for 14t February 14t February 2012 Direct Director
funding 2012 or Administrat
F&A ion
4.Purchase needed items for 21st February 23rd February 2012 Direct Director
the units 2012 or Administrat
F&A ion
5.Supevise to ensure services Every Quarter(2012) Direct Director
are rendered properly or Administrat
F&A ion
Strengthening human Develop and 1. Conduct meeting to 3rd January 3rd Direct Staff of the
capacities  of  the ev aluate staff sensitise Staff on the need for 2012 January 2012 or Division
Public Services | appraisal to staff performance appraisal F&A
Commission to | systematically 2. Write for approval to | 4t January 2012 4th Direct | Staff of the
effectively perform its monitor the purchase the staff appraisal January 2012 or Division
mandate performance of forms F&A
Staff 3.Distribute forms to all staff of 9th January 2012 9th Direct | Staff of the
the Division January 2012 or Division
F&A
4.Ensure forms are 10th January 14th Direct Staff of the
completed by 2012 January 2012 or Division
appraisee/ appraiser F&A
5.Analyse completed forms 16t January 18th Direct Staff of the
to determine training needs 2012 January 2012 or Division
F&A
6.Monitor staff performance Every Quarter(2012) Direct Staff of the
to enhance productivity or Division
F&A
Strengthening Supervise the | 1. Assist the Estate Officer to 1sTFebruary 2012 1sT Direct Director
institutional capacities establishment and apply for funds to purchase February 2012 or Administrat
of the Public Services maint enance of a Assets Register F&A ion
Commission to | fixed Assets | 2. Seek approval for funds 7t February 7t Direct Director
effectively perform its Reporting system for 2012 February 2012 or Administrat
mandate the commission F&A ion
3.Facilitate the release of 14t February 14t February 2012 Direct Director
funds 2012 or Administrat
F&A ion
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4.Task the Estate Officer to 21st February 23rd February 2012 Direct Director

purchase register 2012 or Administrat
F&A ion

5.Inform all staff of the Estate 21st February 23rd February 2012 Direct Director

Officer  movement  from 2012 or Administrat

office to office to register F&A ion

Assets

2. Work Plan For The Research | nformation, Monitoring And Evaluation(RIME)  Division

computers, allowance for
Job Inspectors

findings submitted
to the Commission

S/ Objective Activity Resources Needed Estimated Time Frame Expected Output Responsibility
No. Cost (GH )
RESEARCH, DOCUMENTATION AND LIBRARY UNIT
1. To document research/ 1.1 Conduct Survey on Public A 4 sheets, pens, computer 7,000.00 16t April 0 30th Findings of the Director, RIME
survey findings, best Service Institutions (PSlIs) on cartridges, toners, files, field June research made
practices and private mutual Health Insurance officers, allowance for field available to the
achievements of the of Scheme officers, means of transport, Commission
the  Commission  for computers,
decision making and, 16th ¢ 27t April Questionnaires for -do -
learning and sharing a) Prepare questionnaire the field survey
ready
b) Select the PSIs on whom the
survey would be done  and 18t § 27t April | 50 PSls selected and -do -
write to solicit their support informed of the
intended survey
c) Select and train field survey
officers 30t April 0 3 Five field surv ey -do -
May officers selected,
d) Administer questionnaires to approved and
the selected public trained
institutions
7t § 18" May Questionnaires Field officers
e) Analyze survey data and administered to
prepare report on findings collect the relevant
data
f)  Present report on findings to
the Commission 14th § 31st May Data analyzed and D (RIME)
report on findings
2.1 Facilitate th e implementation of A 4 sheets, pens, comput er 175,775.00 4t June prepared
the Manpower Audit Project cartridges, toners, files, field
officers, means of transport, Report on survey -do -
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-do-

To revitalize the
Commi ssionds
let it plays its expected

role in the functions of
the Commission

3.1

a) Facilitate the selection of
PSIs on whom the job
inspection would be done
and write to solicit their
support

b) Facilitate the selection and

training of Job Inspectors

c) Facilitate the conducting of
the fie Idwork (job
inspection) by the Job
Inspectors

d) Facilitate the harmonization
of report from Job
Inspectors for the attention
of the Technical Committee

Ensure effective and efficient
operation of Library

a) Catalogue books

b) Repair damaged
books/reading mater ials

c) File newspapers

d) Bind newspapers

e) Store bound news paper
f) Arrange furniture in order

g) Clean books and other
materials

h)  Arrange book on shelves
i) Print and paste library rules
and regulation at vantage

point in the library

)] Ensure security at the | ibrary

Computer, Notebooks, pens
rulers, cello -tape, knife, glue,
Twine, punch, green tags,
marker, book binder, cleaner,

Book trolley, i nvoice

1,270.00

2nd May 9 30t
Sept

2nd 3 30t May

2nd May 0 15t
June

4th July 6 4th
December

4th § 24t
December

2nd Jan 0 31st
Dec

By the end of
the 1 st quarter
of the year

Monthly

Daily

Quarterly

Manpower Audit
Exercise successfully
implemented

50 PSIs selected and
informed

31 Job Inspectors,
made up of 25 from
MSD & 6 from PSC,
selected and
trained

Job Inspectors
commence work

Harmonized report
submitted to the
Technical
Committee

The Commi s
Library becomes
vibrant

All books in Lib rary

properly
catalogued

All damaged books
reading material
repaired

All newspapers
supplied to the
Library are properly
filed

All newspapers
supplied to the
Library for each

D (RIME)

-do -

-do -

-do -

Resource
Person /
D (RIME)
D (RIME)

Snr. Library
Assistant

-do -

-do -

-do -
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k)

D)

m)

Weed books

Recommend books for
purchase

Provide service to client

-do -

Daily

-do -

Daily

By the end of
the 1 st quarter
of the year

Daily

At the end of
the year

By the 31
guarter of the
year

Daily

quarter bound
Bound newspaper
for every quarter
stored appropriately
at the L ibrary

Table and chairs at
the Library
arranged in an
orderly manner

Books and other
materials at the
Library dusted daily

Books properly
arranged under
their respective
classifications on

the shelves

Rules and
regulations
governing the use
of the Libr ary neatly
printed and pasted
at vantage/ visible

points at Library

Books and other
materials well
protected from

theft and damage

Outmoded and
badly damaged
books weeded out

of the Library

Additional/news
and relevant books
purchased to
replace old one s

Clients of the Library
supported to
retrieve information

-do -

-do -

-do -

-do -

-do -

-do -

-do -

-do -
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To reposition the | 4.1 Facilitate the Implementation of Pens, calculators, Funds, T & 168,000.00 1st June o 20t CDM Project D (RIME)
Commission to respond the  Capacity  Development T, accommodation, snack, Dec successfully
effectively to the Mechanism Project water, lunch, A -4 sheets, executed
demands of its mandate comb -binding materials,
notepads, paper clips,
To build the capacity of drawing pins, , resource
staff to be able to person/trainer, mentors, -do - Capacity building -do -
deliver on the mandate 41.1 Facilitate the assessment means of transport, needs identified
of the Com mission and implementation  of photocopier machine, and implemented
capacity building needs of toners, digital camera, LCD
staff projector, projector screen, 1st June Commissioners and -do -
flip chat stands, flip charts, other senior staff of
markers, cello -tapes, PSC sensitzed on
a) Conduct sensitization workshop for stapler, staple pins, green tag the project to
key PSC staff on the project / twine understand their
roles in its successful
implementation
12t June Staff of the
Commission -do -
understand the
b) Conduct sensitization workshop for importance of the
the remaining staff project and their
role in ensuring its
successful
implementation
1st 3 151 June Resource person -do -
engaged
c)Support in the identification and
engagement of resource person to 25t -27t June Capacity needs of Resource
facilitate capacity needs assessment the staff of Divisions Person/
identified and the D(RIME)
d) Arrange for the Resource person to appropriate mode
meet with Divisional heads and of capacity
Teams to assess the capac ity needs development for
of the Divisions and Identify the each member of
appropriate  mode of capacity staff agreed upon
development for each member of
the Divisional Teams
e)Facilitate the development of 28t Jun 9 3 Competency Resources
appropriate capacity n  eeds Jul framework Person/
assessment tools, including assessment tool D (RIME)
competency framework developed
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f) Facilitate the preparation of reports
on the capacity needs identified and
propose training programmes

g) Submit report to the Commission
for consideration and approval

h) Liaise with relevant training
institutions for the implementation of
the capacity building needs

i) ldentify mentors and coaches to
mentor/ coach staff

j) Submit list of identified mentors and
coaches to the Commission for
consideration and approval

k) Organize implementa tion
workshop for staff

I) Facilitate the commencement of
the various training programmes for
staff

4th g 16% Jul

16t -17t Jul

4th 313t July

4t § 11t July

12t July

17t July

3d Sept &
20thDec

Capacity needs
assessment report
Ready for
submission

Report approved by
the Commission for
implementation

Training
arrangement made
with the relevant

institutions

List of identified
Mentors and
coach es prepared

List approved

Staff aware of their
respective roles, the
nature & type of
capacity building
programme
earmarked for
each, when, where
and how

-Members of staff
on the approved list
started the
approved training
programmes at the
designated p ublic
training institutions

-do -

D (RIME)

-do -

-do -

-do -

-do -

m) Facilitate the preparation and
submission of Divisional quarterly
reports

n) Collate Divisional quarterly reports
and sub mit to the Commission for
approval

10t § 14t Sept

-Members of staff
earmarked for
mentoring and

coaching assigned
to their respective
mentors

-do -
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0) Submit approved quarterly report 17t § 21st Sept Divisional Qua rterly -do -
to the CDM Secretariat report prepared
and submitted
28t Sept Collated reports of -do -
the Divisions
submitted
Approved report -do -
submitted to the
CDM Secretariat
To strengthen the | 5.1 Facilitate the purchase and A-4 sheets, envelops, 135,000.00 4t Jun 9 31st Institutional -do -
institutional Capacity of installation of computer hardware newspaper  advertisement, Dec Capacity of PSC
the  Commission to and software, office equipment and suppliers, comb  binding strengthened
deliver on its mandate refurbishment of designated offices material s, , water, shack,
lunch
a) Facilitate the identification 7th July Computer software -do -
of computer hardware & & hardware needs,
software needs, office office equipment
equipment and and refurbishment
refurbishment needs of the needs identified
Divisions and compile report and report on them
on them ready for submission
Report on the -do -
Divisional computer
software needs and
b) Submit report on the Divisional hardware, office
computer  software needs and equipment and
hardware, office equipment and refurbishment needs
refurbishment needs to Project received by the
Coordinator Project Coordinator
c)Submit report on the computer, 13t July Request for D (RIME)
office equipment and refurbishment computer, office
needs to the Commission for equipment and
consideration and approval refurbishment
approved by the
Commission
17t -19t June Procurement Plan -do -
d) Facilitate the development of developed
Procurement Plan for approval by the
Commission 20t Jun Commissioners met -do -

e) Submit procurement plan to the
Commission

to deliberate and
approve
procurement Plan

45|Page




f)Arrange to receive approved 21st Jun Approved -do -
procurement plan from the procurement plan
Commission for implementation received by Project
Coordinator
g) Facilitate advertisement of 22nd Jun 9 6t Advertisement -do -
tendering July appeared in the
national dailies
25t Jun Tender Evaluation -do -
h)Constitute Team to Evaluate Team constituted
tender documents
6t § 27t Jul Tender documents
received -do -
i) Arrange for tender documents to
be received from prospective bidders 27t Jul Tender documents -do -
opened
j)Facilitate the opening of tender 30t Jul ¢ 6t Report of Evaluation -do -
document Aug Team submitted to
the Entity Tender
Committee
k) Facilitate the evaluation of tenders
and repo rting on it
I) Prepare Contract Agreement for 6th 8 7t Aug Contract D (RIME)
the attention of the Tender Agreement
Committee prepare d and
submitted
m)Write and dis patch an award letter 7th § 8th Aug Award letter written, -do -
to the selected supplier(s) and signed and
contractor delivered to the
supplier(s)
n)Facilitate the signing of Contract 16" Aug Contract -do -
Agreement with the selected supplier agreement signed
(s) between the
Commission and
the Suppliers
0)Ensure that Supplier(s) deliver the 31st Aug o 31st Items received into -do -

computer hardware and software
and other items

Sept

stores
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p) Facilitate Install ation of computer 3rd § 7th Oct Computer -do -
hardware and software at the hardware and
designated offices software installed
3rd Oct 0 31st Designated offices -do -
g)Facilitate refurbishment of Dec refurbished
designated offices
PERSONNEL DATA AND INFORMATION MANAGEMENT UNIT
51 To provide an a) Train all staff on Emerging Hall, Projector, Laptop, 3rd and 4 th All staff trained in Head of IT Unit
effective and efficient Technological Innovations r elatingto | Stationery and refreshment 3,000.00 Quarter relevant ICT
information service delivery applications
;nanr?gement_ _system Solution Provider and Vehicle -do -
or the Commission 4th Quarter Optimum operation
8,000.00 of ICT equipment of
b)Implement Preventive the Commission do-
Maintenance and Repair Programme Transport and Telephone
for all existing and newly procured ICT Uninterrupted
Infrastructure internet access to
1st-4th Quarte r L
the Commission
¢) Maintain and Streamline Internet Resources will be determined 3,000.00 -do -
Connectivity Services on acase -by-case basis
Tansport and Telephone Improv ed service
delivery of Staff
1st-4th Quarter -do -
d) Support all ICT Infrastructure utilised Q
by staff 0.00
Stationery and print toner do-
1st -4 Quarter Updated and_
functional website
e) Maintain electronic 5,000.00
communication flow and information -do- Easily accessible -do-
dissemination between the PSC and 31 Quarter data
Stakeholders 2.000.00
f) Create and support a database for -do- do-
Manpower Audit, CDM and GIFMIS Easily accessible
Projects PSC employee data
do- 4t Quarter -do-
2,000.00

47|Page




g) Create and support a database 2,000.00 3rd and 4 th Efficient and
for employee records of the PSC Quarter effective PSC
0.00 website
4th Quarter
Enhanced
h) Redesign existing website of the communication
Commission.
i) Create email accounts for staff of
the Commission
j) Provide technical specifications Stationery and print toner 0.00 3rd -4t Procurement of Head of IT Unit
and support for IT equipment prior to Quarter Quality ICT
procurement Stationery and printto ner 2,000.00 infrastructure
k) Create database for Manpower Easily accessible -do-
Audit Inspectors 3¢ Quarter data for Manpower
0.00 Audit Inspectors
3& 4 Timely submission of -do -
Quarter reports
I) Compile and submit monthly report
to Director (RIME)
MONITORING AND EVALUATION UNIT
To ensure that activities a) Monitor and evaluate 4 by 4 vehicle, Laptops, 5,000.00 3rd April  31st All field, survey,
of the Commission are Field Survey e xercises of | cartridges, A4 sheets, toners, Dec research exercises
going according to plan the Commission pens, note pads, camera, of the Commission
scanner, photocopier, recorder, monitored and
To provide feedback for camcorder, field staff, funds to evaluated
t he Commi pay field allowances
decisions 50,000.00 -do - The Manpower
b)  Monitor and evaluate Audit, CDM and
To provide useful all projects of the GIFMIS projects
information to enhance Commission monitored and
future activity planning evaluated
of the Commission
20,000.00 -do - All the planned

activities of the
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and sh9ort -listing of
candidates

e) Organization of
interviews

f)  Preparation of Reports
and submission of Record of
Decision to the Commission

g) Preparation of transmittal
letters to the requesting
organization s

As approved

5 days

1 day

c) Monitor and evaluate Commission
the day -to-day monit ored and
activities of the evaluated
Commission
800.00 -do - Activities of the 3
Unit of RIME
monitored and
evaluated
d) Monitor and evaluate
the activities of the 5,000.00 Quarterly Monitoring and
various Units of RIME evaluation report
produced quarterly
e) Produce monitoring
and evaluatio n reports
3. Human Resource Policy Division (HRPD)
NO. OBJECTIVE ACTIVITIES TASK TIMELINE RESPONSIBILITY COLLABORATORS OUTPUT
1. Improve Human a) Process request on a) Review of requests 4 days DD, ADIIA SPS/NSP Appointment and
Resource Management appointments and & ADIIBs (Secretariat) promotion letters
Capacity of PSC and promotions in the public b) Preparation and review 6 days issued
other public institutions. service. of draft advert (if necessary)
c) Publication of adverts 7 days
d) Receipt of applications 3 weeks
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h)  Preparation of Advice
Papers

i) Preparation of draft
appointment and
promotion le tters

b)  Organize promotion a) Review of registrations. 7 days Ag. Controller of Exams SPS/ 2 CEO®S ¢ Examination results
and recruitment b) Organize meeting with 3 days and CEO MSD, F&A, Sec|released within the
examinations. examiners to review syllabi, Secretariat stipulated time of 5
marking schemes  and months.
coordination.
c) Vetting of examination 14 days
questions and scripts.
d) Printing of qu estions. 1 month
e) Briefing of Chief 1 day
Invigilators.
f) Conduct of the 4 days
examination.
h) Moderation of Scripts. 1 day
i) Marking of Scripts. 3 months
i) Vetting, Collation, 2 months
Computation and
compilation of results.
k) Approval of the results by 10 days
the Commission.
) Release of Examination 2 weeks
Results.
m) Addressing petitions that 5 days
may arise.
c) Redress of Grievances, a) Review requests 7 days DD, ADIIA SPS & SGI
Petitions and Appeals. & ADlIBs
b) Gathering and
requesting  for  relevant 30 days

information and data.
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c) Seeking for the 14 days
Commi ssi @ettives ond
the request.
d) Taking further action as 7 days
per the directives of the
Commission.
e) Convening meetings on 7 days
the decision of the
Commission. (if applicable).
a) Examination of scheme 7 days
Improve Performance a) Review and advice on of service in conformity with DD, ADIIA
and Service Delivering in scheme of service. the Pubic Service Standard. & ADIIBs
the Public Service. b) Seek the ( 7 days
directives on the
documents.
c) Convene meeting on 7 days
schemes of service (if
necessary).
d) Convey the decision of 2 days
the Commission to the
reguesting Organization.
a) Examination o f 7 days
b) Review and advice on Conditions of service in DD, ADIIA
conditions of service. Conformity with the Public & ADlIIBs
Service Standard.
b) Seek the ( 7 days
directives on the Conditions
of Service.
c) Convey meetings on the 7 days
Condition of Service (if
necessary).
d) Conveying the decision 2 days
of the Commission to the
reguesting organization.
a) Examination of request 7 days
c) Granting Establishment on establishment DD, ADIIA
clearance to public clearance. & ADlIBs
service organization
b) Request for further 3 days
information and da ta (if
necessary).
c) Seek the ( 7 days

directives on the request.
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d) Convene meeting on
establishment clearance.

e) Convey the decision of
the requesting organization.

7 days

2 days

4. MANAGEMENT SERVICES DIVISION WORK PLAN

KEY RESULTS AREA | TASKS RESPONSIBILITY SUCCESS INDICATOR / CRITERION TIMELINE Resources including skills
Capacity Building for Human Resource managers in  thirty (30) | Secretary / Director Invitation letters to participants. 5th § 20t Jan., | 1 venue for workshop
Effective and Efficient selected public service organizations trained (MSD)/ AD | 2012.

HR Mgt. in the Public
Services of Ghana.

in t he use of t he
Planning, Review, and Appraisal Form.

6

Report to the commission

2. printed copies of the
new appraisal forms.

3. snack, minerals and

water for participants

Pilot studies conducted on thirty (30) Director (MSD) /A DI | A Circular from the Commission 1st January 0 | 1. Paper,
selected Public service organizations on the informing  them  of their 30m Dec., | 2. photocopying
use of the new performance appraisal form. inclusion. 2012. machine,
A The SPPRAF posted on the PSC 3. transport
website.
A Report to the Commission
8 One sensitization of PSC staff & one Training Director (MSD) / ADI Circulars sent to commission for 15§ 31t
sesson for supervisors in PSC on the use of the programme. Mar c h,

the SPPRAF in HRM

Printed copies of SPPRAF

M&E Protocol for the Pilot process on the

ADI

Draft protocol submitted to

15t January,

1. Printer and papper

SPPRAF developed Director 2012
Capacity Building for Organize Consultations on the PMP with The Commission / | Consultation Report submitted to 31st Mar., | 1. paper
Effective and Efficient Stakeholders (Chief Executive Conference) Secreta ry / Director Secretary 2012 2. Photocopying
HR Mgt. in the Public (MSD)/ AD lIs
Services of Ghana.
Review of the PMP Director/Secretary / Updated Policy Document 31st April, | 1. paper
Submitted 2012 2. Photocopying
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Prepare Cabinet Memo for the Approva | of | ADI/ Draft memo for consideration by 30t June, | 1. paper
Policy Director/Secretary the Commission 2012 2. Photocopying
Conduct launch of the Performance ADI/ Event held and activity report 10t 8 15" | 1 venue for workshop
Management Policy Director/Secretary submitted Decem ber,
2012 2. the new appraisal forms.
3. snack, minerals and
water for participants
Establishment of | Facilitate meetings of the Project Mgt Team, Chair / V. Chair / Key stakeholders to buy into the 15t Jan., - | 1. Paper
Central Human thus the issuing of Invitation letter, conduct Secretary/ Dir (MSD) | idea of a Central Databank to 28hFeb ., |2 Photocopying
Resources and reporting on the meetings. This is / ADI be housed in the PSC. 3. Refreshment&
Management applicable to all other tasks in this column. Allowances
Databank for the Project Mgt. team established.
Public  Services  of
Ghana
Develop Project Action Plan & Project M&E Dir/ADI/AITI-KACE Draft documents submitted and April 312012 | 1. Paper
Plan adopted by PMT 2. Photocopying
3. Refreshme nt&
Allowances
Conduct Training for Project Officers Dir/AITI-KACE/GSS Report submitted May 3112012 | 1. Paper
2. Photocopying
3. Refreshment&
Allowances
Conduct Survey on existing databases Dir/ADI/AITI-KACE Survey Findings submitted, May 31st2012 | 1. Paper
discussed and adopted by  the 2. Photocopying
PMT 3. Refreshment&
Allowances
4. Transport
Report on project implementation ADI/Dir Progress Reports Submitted to First Report | 1. Paper
the Commission by 31st | 2. Photocopying
October,
2012
Mobilize relevant 1. Review and appraise ongoing ADIIA Report on ongoing programs 31st June 1. Printer
resources for the programs and activities and its and estimated cost 2012 2.  Paper
effective performance related cost 3. Photocopying
of the operations of
the division. 2. Research into new activities for ADI/ADIIAs Report on new programs for 2012 31st June 06
2012 2012
Report on equipment needed 15t August
for activities for 2012 2012 00




Conduct equipment audit ADIIA Draft C oncept papers submitted 15" August
to Director 2012 00
00
Final budget of the Division 31st August
Develop concept paper with cost ADI/ADIIAs submitted to the Director, MSD 2012
estimates for 2012
Prepa re Comprehensive cost
estimates on items and activities of
the division
Report on the Monthly (12) meeting of the Dir./ADIIA Minutes of meeting 1st week of
performance of MS D division ADIIA Quarterly reports each month 1. Printer
Division and its ADIIA Draft annual report 31st 2. Paper
contribution to the Monthly reports collated as March,31 3. Photocopying
. quarterly reports.
prosecution of the June, 30t .
mandate of the Quarterly reports collated as draft Sept, 30 °
commission divisional annual report Dir./ADI/ADIIAs MSD report to the Secretary Nov10t Dec. .
2012 00
Draft annual report re  viewed and 231 Dec 00
submitted 2012
Annual performance Review of previ ous| Director (MSD)and 2011 work plan for MSD Division. 10th Jan., - 1 Previous year work plan.
report of the Division programme of activity. all staff of the 15th FelT Current yeard
submitted to Director Work for year 2011 developed. Division. f PSCAct1994
(F&A) Targets for 2011 agreed with
officers.
Target for performance appraisal Director (MSD) and Planning portion of Appraisal 10th Jan., - I Copy of the New Appraisal
for individual staff for the year set staff. Form filled and logged with 15th Mar., Form.
Director (F & A). 612 1 Staff understanding of and

interpretation of
targets.

' Photocopier.

11A4 papers.

Mid -year review of performance

Director (MSD) and
staff.

Mid -year target review report
submitted to Director (F & A)

1st Jul. 8 21st
Jul ., 0

1 Copy of targets set.

T Staffds noteg
identified in
performance.

T Supervisords
staff performance on
targets

End-of -year appraisal.

Director (MSD) and
staff.

End-of -year appraisal report
submitted to Director (F & A)
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APPENDIXIV: MANPOWER TEAMS AND ASSIGNED INSTITUTIONS

S TEAM MEMBERS EMAIL ADDRESS PHONE NO.
o J. Tetteh Lartey jecyt2000@yahoo.com 0277644487
% Samuel Hoffman samruphahill@yahoo.com 0243188917
s Opoku Kwaku flexoo23@yahoo.com 0244797123
E Rosemond Sakyi rosemondsakyi @gmail.com 0243420698
= Frederick Eshun fred57eshun@msn.com 0206425124
< TEAM MEMBERS EMAIL ADDRESS PHONE NO.
5 Atuboi Daniel Ansong danasobi@yahoo.com 0540886991
E Johnson Glavi johnsonglavi@yahoo.com 0244025637
s Isaac Benson bensonisaac656@gmail.com 0245959589
E Nana Akua Takyi - Adjei naaks232@yahoo.com 0271248267
= Boakye P. Acheampong boakyeapaul@gmail.com 0243714456
e TEAM MEMBERS EMAIL ADDRESS PHONE NO.
ﬂ Mohammed Salifu _Issah salikan 2@yahoo.com 0244543457
% Benedict Boadi beneplaux@yahoo.com 0242359532
; Deborah Attipoe - Fittz debbs718@yahoo.com 0244820198
5 Nana Yaw Tettevi nanapedigree@live.com 0268589999
= George Ofori gofori@psc.yahoo.gh 0243752464
& TEAM MEMBERS EMAIL ADDRESS PHONE NO.
%: Emmanuel Yenge jecyt2000@y ahoo.com 0277644487
8 Fredua Agyeman Kuntu fkagyeman@yahoo.com 0243576796
s Abena Asafu -Adjaye fowaa06@yahoo.com 0207145374
j Jean Yobo - Danquah jeandanquah@gmail.com 0243511009
= Fuseina Yakubu fuseinasma@yahoo,com 0244511940
n TEAM MEMBERS EMAIL ADDRESS PHONE NO.
LT_T Norma Onny normaonny@y ahoo.com 0205805847
E Doris Abba Gawu abbahdoris227@yahoo.com 0244780460
S Christian Nanor nannorchris08 @yahoo.com 0244970056
ﬁ FreduaAgyemanPrempeh freduaprempeh@agmail.com 0244970823
F Pearl OffeibeaTwum offeibeap@yahoo.com 0243912303
TEAM MEMBERS E - MAIL ADDRESS PHONE NO.
< Helena Gyamfi helenaoseigyamfi@gmail.com 0244072506
x Angela Mawuli Allen mawuliallen@gmail.com 0244479347
2 Solomon Ntim fkagyeman@yahoo.com 0243576796
ﬁ Alhaji Sadig Yahaya sandenta2008@yahoo.com 0249454993
= Dominic Opoku opoku_dominic@yahoo.com 0243704511
David Aneere davidanex@yahoo.co _m 0249863907
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APPENDIX V. APPOINTMENT OF CHIEF EXECUTIVES, DEPUTY CHIEF EXECUTIVES AND

DIRECTORS
NO. AGENCY/ORG. POSITION NAME
1. National Lottery Authority Board Secretary Ms. Juliana Afumwa Bruce
2. Office of the Head of Civil Service Direct or of Procurement Dr. Tettey Afottey Walters
Chief Planning Officer Mathew T. Ababio
Chief Planning Officer Chief Fredua Agyeman
Planning Officer Catherine Adu -Boadi
Directors 17 (Names not attached)
Chief Budget Analysts David Klottey Collison
Isaac Fraikne
3. OHCS, Department of Social Director Mr. Stephen Adongo
Welfare/Department of Children
Director Ms. Mariama Yayah
4. Ghana Standard Authority Deputy Executive Directors Mr. Frank Nagetey
Mrs. Elizabeth Hannah Adetola
5. Irrigation Develop ment Authority Deputy Chief Executive Mr. Wilson K. Darkwah
6. Savannah Accelerated Development Directors Mr. John Quacoopme
Authority Mr. Emmanuel Abeere -Inga
Mr. Salifu-Sampson Danse
Mr. William Mahama Osafo
Coordinators Mr. N. Karim Abass
Mr. W. Petty Brentum
Mr. Anab Chrysogoners
Mr. Kofi Ansong Denkyi
Legal Officer Mr. Shaibu Mahama
7. Ghana Revenue Commissioner (Customs Major -General Carl Modey
Division)/ Mrs. Comfort Boohene -Osafo
Commissioner (Domestic Tax)
8. Petroleum Commiss ion Director (F & A) Mr. Vincent Yankey
Director (Special Duties) Mr. Kwaku Boateng
Director (Resource
Management) Mr. Theophilus Nyarko Ahwireng
9. National Communications Authority Deputy Director -General Mr. Albert Enningful
(Engineering) Ing. Henry Kanor
Board Secretary Mrs. Ramatta Issahaque -Pelpuo
Mrs. Nana Defie Badu
Director, Co rporate and
Consumer Affair
10. Local Government Service Director, HR Ms. Petrina Etumantey -Parkins
Director, Admin. Ms. Eunice Asamani_-Osai
11. Ghana Museums and Monuments Executive Director Dr. Zagba Oyortey
Board
12. Ghana Health Service Director -General Dr. E. Appiah -Denkyira
13. Public Utilities Regulatory Commission Executive Secretary Ing. Samuel Sarpong
14. Community Water and Sanitation Head of internal Audit Ms. Anastasia Menyawovor
Agency
15. Public Sector Reform Consultants Mr. Jacob Ainoo -Ansah

Secretariat

Mr. Gordon Adisenu -Doe
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Coordinators Mr. Eric Ellington Agyedenah
Mr. James Ato  Amissah
Mr. Francis Ato _Conduah
16. Local Government 7 Regional Coordinators Mr. Atogiba John -Baptist
Service Mr. Abdul -Korah Paul Kant
35 Coordinating Directors Mr. Chaahaah Batiehi Felix
Mr. Oppong Kwame
Mr. Issahaku Alhassan
Mr. Joseph M. Dasanah
Mr. Kofi Dwumor -Asubonteng
17. Ghan a Highway Authority Director of Audit Mr. Frank M. K Gamadey
Director of Legal Mr. Thomas Quarcoo
18. Ghana Railway Development Directors Mr. Alidu Abubakar Sadique
Authority Mr. Lord Laud Quansah
19. Ghana Ports and Harbours Authority Director -General Mr. Richard Aburi -Yinga Anamoo
20. National Identification Authority Ag. Director of Administration Mr. Martin Peprah
21. Ghana Highway Authority Director of Finance Mr. Eric Amanfo
22. Environmental Protection Agency Executive Dir ector Mr. Daniel Amlalo
Deputy Executive Director, Mr. Samuel D.E.K. Anku
Operations, Support and
Research
23. National Insurance Commission Deputy Commissioner Mr. S. N. Davor
24. Forestry Commission Director (WITC/Northern Mr. Dougla s W. Asamany
Savana) Mr. Musah Abu -Juam
25. Forestry Commission Directors (TIDD/FSD) Mr. Henry Coleman
Mr. Brown Hugh
26. National Board for Small Scale Deputy Executive Secretary Mr. Lardy Baeka Dawarnoba
Industries
27. National Lottery Authority Director, Dept. of Corporate Mr. Shine Gbologa
Sales and Planning
28. Free Zones Executive Secretary Mr. A. Twum Boafo
29. Ghana Education Service Director -General Ms. Benedicta Biney
30. National Peace Council Executive Secretary Mr. Franc is Azuimah
31. Ghana Highway Authority Ag. Chief Executive Dep. Mr. Peter Dagadu
Chief Executive Mr. Michael Abbey
Dep. Chief Executive Mr. Anim B. K. Nuhu
Dep. Chief Executive Mr. James Klu
32. Internal Audit Agency Director -General Mr. Kwabena Twum Obese -Jecty
Director Mr. Solomon Wemega
Deput y Director -Genera Mr. Thompson Ashorley Aryee
33. ICCES Director Mr. Sammy Kow Yawson
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34. Ghana Health Service Directors of Mr. Umanata Ramatta Ude
(Finance, Institutional Care, Dr. Samuel Kaba Akoriyea
Health Admin. and Support Mr. Kofi Opoku
Services, Health R esearch and Dr. Abraham Hodgson
Development)
35. Food and Drugs Board Deputy Chief Executive Mr. John Odame -Darkwah
36. National Development Planning Director (Plan Coordina tion Dr. Isaac Frimpong Mensa -Bonsu
Commission and
Director, Monitoring and Capt. Rtd. Patrick |. Donkor
Evaluation
37. Administrator of Stool Lands Chief Stool Land Officer Nana Agyeman
Il Nusuase Poku
David Kwesi Dautey
38. Legal Aids Scheme Regional Directors 6 (Names not attached)
39. Ministry of Trade & Industry Chief commercial Officers & 8 (Names not attached)
Chief Industrial Promotion
Officer
40. Controller & Accountant General Assistant Controller & 15 (Names not attached)
Dept. Accountant General
41. Ministry of Chieftaincy Chief Research Officer Dr. Henry Seidu Daannaa
42. Office of Head of Civil Service (MOFEP) Chief Research Officer Samuel Akoto -Danso
43. Ministry of Health Chief Transport Manager Mohammed S aaka Dumba
44, Local Government Service Chief Engineer Mabel Akuorkor

Chief Directors
Directors

Regional Coordinating
Directors

7(Names not attached)
40 (Names not attached)
35 (Names not attached)

58|Page




APPENDIX M: MINISTRIES, DEPARTMENTS AND AGENCIB8AS) AND DATES OF

EXTERNAL INTERVIEWS

JANUARY

NO. ORGANISATION DATE
1. Ghana National Fire Service 10t Jan.

2. National Petroleum Authority 10t - 11t January
3. Ministry of Trade & Industry 10t 811t Jan.

4. Export Development & | nvestment Fund 11t 131 Jan.

5. Ministry of Energy 261 Jan.

6. National Commission on Culture 18t Jan. 2012

7. Ghana Aids Commission 26t § 27t Jan.

8. Nurses & Midwives Council 19th § 20t Jan

9. Internal Audit Agency (OHCS) 24t ¢ 31st Jan.

10. National Security Council 25t § 27t Jan.

11. Ghana Immigration Service 24t Jan.

12. National Media Commission 25h Jan.

13. Driving & Vehicle Licensing Authority 25t -27t Jan.

14. Ghana Health Service 25t Jan.

15. Minerals Commission 261 Jan.

16. Water Resource Commission 234 Jan.

17. National Vocational Training Institute (NVTI) 31st Jan.

FEBRUARY

NO. ORGANISATION DATE
1. National Vocational Training Institute (NVTI) 1st Feb.

2. Ministry of Finance 2nd Feb.

3. Ministry of Health 7th, 8t § 9t Feb.

4. Nurses & Midwives Council 8th § 9t Feb.

5. Ghana India Kofi -Annan Centre o & 14t Feb.

6. National Petroleum Authority 14t and 16 t Feb.
7. Ministry of Educat ioN 14th, 15t 16, 21st, 22nd  23rd 28th,

and 29 t Feb.
8. Internal Audit Agency (OHCS) 24t ¢ 31st Jan.
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9. GRATIS Foundation 15t -17th , 20t § 22nd Feb.
10. Narcotics Control Board 17t Feb.
11. Ministry of Local Government and R ural Development 17t Feb.
12. Graphic Communications 20t Feb.
13. Office of the President 21st Feb.
(OHCS)
14. Ministry of Transport 21st Feb.
(OHCS)
15. National Petroleum Authority 21st Feb.
16. Ghana Highway Authority 15th-17th. 21st -24th Feb
17. National Population Council 27t-20t Feb.
18. Ministry of Interior (OHCS) 28t Feb.
19. Korle-Bu Teaching Hospital 27t - 28t Feb.
20. Ghana Cocoa Board 28th § 29t Feb. 1st March.
21. Student Loan Trust Fund 29t Feb.
22. Forestry Commission 29t Feb.
23. Electoral Commission 28th 9 29t Feb.
MARCH
NO. ORGANISATION DATE
1. Department of Children 1st March
2. Ministry of Education 1stand 7 t March, 2012
3. Ghana Cocoa Board 1st March
4. National Petroleum Authority 7t March
5. Korle-Bu Teaching Hospital 7th - 8th March
6. Ghana Health Service 7t § 14t March
7. Ghana Immigration Service 13.14, 15 & 16tMarch
8. Ministry of Energy 14t March
9. Ghana Aids Commis__sion 16t March
10. Ghana Civil Aviation 14th& 15t March
11. National Vocational Training Institute (NVTI) 23rd | 29t March
12. Ghana Red Cross 27th, 28th& 29t March

60|Page



13. Civil and Local Government Staff Association, Ghana. 271h& 29t March
(CLOGSAG)

14. Forestry Commission 27t § 30t March

15. National Security Council Secretariat 26t March

16. Student Loan Trust Fund 29t March

17. Lands Commission 29t March

APRIL

NO. ORGANISATION DATE
1. National Vocational T _raining Institute (NVTI) 3th, 4t April

2. National Petroleum Authority 3rd& 5t April

3. Ghana Aids Commission 5th& 20t April

4. Ghana Health Service 17t § 20th,25th 27t April
5. Quality Control Company Ltd. 19t April

6. Electricity Company of Ghana 201 April

7. National Security Council Secretariat 251 April

8. Parliamentary Service 27t April

MAY
NO.
ORGANISATION DATE

1. Ministry of Environment, Science and Technology 2nd May

2. Head of the Civil Servic e(IAA) 8th 3 11t May

3. Ghana Health Service 2nd §4th gt § 11t May
4, Statistical Service 8th May

5. DVLA 8h § 181 May

6. Ghana Highway Authority 22-24, 29 -31st May
7. Department of Co -operatives (OHCS) 15 § 17t May

8. Ghana -India Kofi Annan Centre of Excellence in ICT 16t 17t 22nd 23rd May
9. Ghana Aids Commission 17t May

10. National Communication Authority 21st g 22nd May
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12. Environmental Protection Agency 24t g 31st May
14. Ghana Re venue Authority 28t May - 1STJune
15. Officer of Regional Coordinating Council (G. Accra) 30t May 0 6t June
JUNE
NO. ORGANISATION DATE
1. Ghana Revenue Authority 1STJune
2. Urban Roads (OHCS) 1st June
3. Environmental Protection A gency 1st- 8th June
4. Financial Intelligence Centre, Ghana 4th § 7t June
5. Cont. & Acct. Gen. Department (OHCS) 5th-20th | June
6. Ghana Highway Authority 1st 5th-8th 12th -13t June
7. Ghana Cocoa Board 5t& 6t June
8. Officer o f Regional Coordinating Council (Greater Accra) 6t June
9. Gratis Foundation 6t - 8" June
11. Ghana Water Company Ltd. 25t June 929t
12. Forestry Commission 20t June
12. Ministry of Foreign Affairs and Regional Integration 26t -29t June
13. National Health Insurance Authority 28t June
14. Ghana Highway Authority 27t -28h June
15. Kwami Asante & Associates 26t 6 27t June
JULY
NO. ORGANISATION DATE
1. Ghana Water Company Ltd. 3th July
2. Cont. & Acct. Gen.  Department 3rd 326" July
(OHCS)
3rd § 31st July
3. Ministry of Foreign Affairs and Regional Integration
4. National Security Secretariat 4th g 6t July
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5. Ministry of Foreign Affairs and Regional Integration 4th 3 6t July

6. Nation al Communication Authority 4th& 5th July

7. Medical & Dental Council 4th July

8. Ghana Highway Authority 4thg 6t July

9. National Security Council 18t § 19t July
10. Ministry of Environment Science and Technology 10t 8 11t July
11. Department of Birth and Death (OHCS) 10t 8 13t July
12. Lands Commission 16t ¢ 17t July
13. Ministry of Chieftaincy and Culture 17th 20t July

14. Narcotics Control Board 20t July

15. Department of Women (OHCS) 24t July

16. Offic e of the Co -ordinating Council 241-31st July

17. Ghana Water Company Ltd. 3rd g 4t July

18. National Petroleum Authority 26t ¢ 27t July
19. National Vocational Training Institute 31st July

AUGUST

NO. ORGANISATION DATE
8 National Vocationa | Training Institute 1st August

> Office of the Co _-ordinating Council 1st -31st August

3. Ministry of Foreign Affairs and Regional Integration 1st 8 10" August
5. Office of the Head of the Civil Service (MOFEP) 7t § 10t August
6. Land Administration Project 6th d 7t August
7. National Petroleum Authority 14th § 16" August
8. Ministry of Energy 16t August

9. Ghana Highway Authority 15t § 17t August
10. New Times Corporation 28t August

11. Economic & Organi  zed Crime Office 20t g 31st August
12. National Board for Small Scale Industries 21st § 241 August
13. National Youth Employment Council 21st § 241 August
14. Internal Audit Agency 28t August
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15. Ghana Cocoa Board 29t August
16. Public Sector Reform 29t August
17. Council for Law Reporting 29t August.
18. Community Water and Sanitation Agency 29th § 31st August.
SEPTEMBER
NO. ORGANISATION DATE
Office of the Co -ordinating Council 4th Sept
1. Ghana Immigration Se rvice 4th § 19t Sept
2 Community Water and Sanitation Agency 4th-6th Sept.
3. National Population Council 3rd - 5th Sept.
4. Department of Co -operatives 4th - 7th Sept.
5. Local Government Service Secretariat 6th Sept.
6. Ghana Aids Commission 11t Sept.
7. Ghana Highway Authority 11t -12th Sept.
8. Ghana Library Authority 12th § 17t Sept.
9. Department of Community Development 18t Sept.
(OHCS)
10. GRATIS Foundation 18th § 21st Sept.
11. National Security Council Secretariat 26t ¢ 28th Sept.
12. Ghana Reinsurance Company Limited 26t Sept.
13. National Media Commission 26t -27t Sept.
14. Community Water & Sanitation 27t Sept.
15. Ministry of Energy 17t Sept.
16. Internal Audit Agency 26t g 28t Sept.
17. National Petroleum Authority 27t Sept.
OCTOBER
NO. ORGANISATION DATE
1. Foreign Affairs and Regional Integration 1st-22nd QOct.
2. National Commission for Civic Education 3rd Oct.
3. Ghana Museums & Monuments Board 3rd& 4th Oct.
4. Community Water & Sanitation 4th Oct.
5. Ghana Reinsurance Company Limited 10t Oct.

64|Page



6. Ghana -India Kofi Annan Centre of Excellency in ICT 11t QOct.
7. Ghana Highway Authority 2nd g 5th gth § 11th 12th 16th - 19th 23rd §
31st Oct.
8. Council for Law Reporting 15% Oct.
9. Ministry of Food and Agriculture 17t Oct.
Fisheries Commission
10. Irrigation Development Authority 231 - 25t Oct.
11. Energy Commission 12th 16t 18th 23rd -26th Oct.
12. Ghana Atomic Energy Commission Secretariat 24t 25t Oct.
13. National Petroleum Authority 231 Oct.
15. Electricity Company of Ghana 26 Oct.
16. National Communication Authority 20t QOct.
17. Commission on Hum an Rights and Administrative Justice 290t Oct.
18. Driver and Vehicle Licensing Authority 30t and 31 st Oct.
19. Ghana Aids Commission 30th § 31st Oct.
20. Ghana Health Service 30t Oct.
NOVEMBER
NO. ORGANISATION DATE
1 Commission on Human Rights and Administrative Justice
1st @ 2nd 20t -23rd Nov.
2.
Ghana Health Service 1st § 2nd Nov.
3. Ghana Revenue Authority 5th § 9th Nov.
4. Ministry of Foreign Affairs 6th& 7t Nov.
5. Minerals Commission 7th& 8t Nov.
6. Narcotics Control Board 8t Nov.
7. Electoral Commission 8t Nov.
8. Ghana Airports Company 9th Nov.
9. Ghana Highway Authority 1st, 2nd& Gth - Oth 13th-16t Nov.
10. Audit Service Board 12 § 16,19t § 23rd 26 § 30t Nov.
11. Lands Commission 20t 9 23 Nov.
12. Ghana Highway Authority 231 Nov.
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13. Ghana Meteorological Authority 20t -30t Nov.
14. Office of the President, (OHCS) 28t Nov.
15. Ministry of Women & Children Affairs(OHCS) 29t Nov. (No rep.)
15. Ministry of Y outh and Sports (OHCS) 27t Nov.
16. Min. of Chieftaincy (OHCS) 27t § 30t Nov.
16. National Petroleum Authority 27t Nov
17. Narcotics Control Board 27t 3 30t Nov.
18. Volta River Authority 28" Nov.
19. Ghana Airports Company Limited 29t Nov.
DECEMBER
NO. ORGANISATION DATE
1 Ghana Meteological Authority 1st- 5th Dec.
2 National Petroleum Authority 1st - 5th Dec.
3. National Road Safety Commission 3rd § 5t Dec.
4 Audit Service Board 3rd-5th Dec.
5. Ministry of Tourism 4th § 6t Dec.
(OHCS)
6. Export Development & Investment Fund 3rd - 6t Dec.
7. National Vocational Training Institute (NVTI) 4th § 5t Dec.
8. Bureau of Ghana Languages 11t Dec.
9. Ghana Health Service 11t g 20" Dec.
10. Office of Administration of Stool Lands 11t § 12t Dec.
11. National Identification Authority (NIA) 13t Dec.
12. Public Works Department 14th § 20" Dec.
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APPENDIX VI: PETITIOIS, APPEALS AND GRIEVANCES

NO. SUBJECT ORG./INSTITUTION ACTION TAKEN
Petition on termination of appointment from Ghana Tourist Development Ongoing
1. Mr. Bismarck Mensah Company.
Ongoing
2. Petition on placement from Capt. K. Deynu Ghana Maritime Authority
Ongoing
3. Request for condonation for Mr. W. K. Dovlo Audit Service
Ongoing
4. Request for condonation for Mr. Simon Kofi Ho Polytechnic
Agbogah
Petition on advertisement for the position of
5. Deputy Director of Engineering from Mr. Paul GNA Completed
Puplampu
6. Request for condonation for Judicial Service Ongoing
Mr. K. S. Nyaho -Darti
Request for condonation for Mrs. Alice Opare Ongoing
7. 3 Addo GES
Request for condonation for Mr. Nti ~ Boamah & Ongoing
8. Darkoh GES
9. Appeal for intervention for re  -appointment EOCO Completed
after leave of abs ence. Mr. Moses Awuah.
Ongoing
10. Grievance against the Executive Director by EOCO
Mrs. Margaret Palmer
Ongoing
11. Request for condonatio n for Mr. Roland CAGD
Achadi
Ongoing
12. Request for condonation for Mrs. Christiana MOH
Birmeh
Ongoing
13. Request for condonation for Mr. J. K. Bebli Ghana Prisons Service
Ongoing
14. Request for condonation for University of Mines and Technology
Mrs. Agnes Addisson
15. Request for condonation for Ghana Health Service Completed
Miss. J. Rahinatu Alhassan
16. Request for condonation for GBC Completed

Mr. Bosieh Amponsah
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APPENDIXVIII: 2012 BUDGET OF PUBLIC SERVICES COMMISSION
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