OUTLINE FOR 2025 MID-YEAR TRAINING REPORT
 The Mid-year Training Report should follow the outline below:
1. INTRODUCTION
2. OBJECTIVE OF THE REPORT
3. METHODOLOGY 
4. [bookmark: _Hlk169770533]ANALYSIS (kindly note that analysis should not be bulleted but presented in narrative form to give an overview of what was undertaken during the period.)
4.1 GENDER DISAGGREGATION BY TRAINING 

	[bookmark: _Hlk120783051]S/N
	TRAINING CATEGORY
	TOTAL MALE
	TOTAL FEMALE

	1
	Scheme of Service
	
	

	2
	Competency-based training (other training aside from the scheme of service)
	
	

	3
	Academic
	
	

	4
	Workshops, Conferences and Seminars
	
	


(The above analysis should include graphs, discussions on gender-related concerns per the training category, and institutional initiatives to address them.)
4.2	PLANNED TRAINING ACTIVITIES
	No.
	Training Title
	Target Group
	Objective/Purpose
	Number Trained
	Mode (In-person/Online)
	Outcome/Remarks

	
	
	
	
	Male
	Female
	
	

	
	
	
	
	
	
	
	


4.3	UNPLANNED TRAINING ACTIVITIES
	No.
	Training Title
	Reason for Unplanned Training
	Target Group
	Objective/Purpose
	Number Trained
	Mode (In-person/Online)
	Outcome/Remarks

	
	
	
	
	
	Male
	Female
	
	

	
	
	
	
	
	
	
	
	


4.4 AREAS OF ACADEMIC STUDIES 
Appendix 1: Example: (The areas of training listed below are guidelines that can be adjusted to correspond with the areas staff are trained in.)
	S/N
	AREA OF TRAINING
	TOTAL NUMBER

	1
	Policy
	5

	 2
	Information Technology
	25

	3
	Accounting, Finance & Economics
	12

	4
	Procurement
	10

	5
	Public Relation
	8

	6
	Project Management
	11

	7
	Public Administration & Management
	30

	8
	Gender
	5

	9
	Infrastructure & Engineering
	15



5. UPDATE ON ONBOARDING AND MENTORSHIP POLICY IMPLEMENTATION 
5.1. Officers Onboarded in the Last 6 Months
	CATEGORY OF OFFICER
	NUMBER ONBOARDED

	New Recruits
	

	Internal Postings
	

	External Postings
	

	Promotions
	

	Transfers
	

	Returnees from Study Leave/Training
	

	Temporary/Contract Officers
	



5.2. Onboarding activities conducted (please specify the various activities undertaken by your institutions towards the onboarding and mentorship implementation)

5.3. Topics Treated During Orientation
	Topic/Area Treated
	Select as many options as applicable.

	Overview of the Ghana Civil Service
	

	Institutional Mandate and Organisational Structure
	

	Code of Conduct and Ethics
	

	HR Documents
	

	Performance Management System
	

	Work Planning and Reporting Procedures
	

	ICT Tools and Official Communication
	

	Workplace Safety and Security
	

	Anti-Corruption and Accountability Mechanisms
	

	Gender, Disability Inclusion & Diversity
	

	Others (please specify): ____________________
	


6. TRAINING/SKILL GAPS IDENTIFIED (Identify any unaddressed competency gaps.)
7. FEEDBACK FROM PARTICIPANTS (Summarise participant feedback regarding the training programmes attended.)
8. IMPACT OF TRAINING ON STAFF PERFORMANCE
9. CHALLENGES
10. RECOMMENDATIONS
11. CONCLUSION
