OUTLINE FOR THE 2025 ANNUAL TRAINING REPORT
The End of Year Training Report should follow the outline below:
1. INTRODUCTION
Please provide a clear overview of the report, emphasizing its importance in evaluating staff capacity development through the training programs conducted in 2025. Highlight how these initiatives address the competency gaps identified in staff performance appraisals and contribute to enhancing the overall effectiveness of the Ghana Civil Service.
2. OBJECTIVE OF THE REPORT
3. METHODOLOGY
4. ANALYSIS
Provide a detailed narrative analysis of the training activities using the specified categories. Summarize the key points with tables and graphs to support the narrative.
4.1 ANALYSIS OF TRAINING BY TYPE AND GRADE LEVEL
Analyse training participation using the combined headings below:
4.1.1 Scheme of Service
· Total participants disaggregated by gender (Male and Female) and grade level.
· Highlight trends or significant participation from specific grades.
4.1.2 Competency-Based Training
· Total participants disaggregated by gender (Male and Female) and grade level.
· Discuss how this training addressed competency gaps.
4.1.3	Academic Programs
· Total participants disaggregated by gender (Male and Female) and grade level.
· Include areas of study and their relevance to service delivery.
4.1.4 Workshops, Conferences, and Seminars
· Total participants disaggregated by gender (Male and Female) and grade level.
· Provide insights into the purpose of these programs and their impact.
4.2	IMPLEMENTATION OF THE 40-HOUR TRAINING POLICY
	S/N
	NO. OF HOURS 
	TOTAL TRAINED

	1
	0-5
	

	2
	6-10
	

	3
	11-20
	

	4
	21-30
	

	5
	31-40
	



Kindly provide a detailed analysis of the training hours staff received, as per the above template. It should include the reason (where applicable) why the institution did not meet the policy requirement of 40 hours per year for staff. 

4.3 AREAS OF ACADEMIC STUDIES
Categorise and summarise the area of academic training using the table below, emphasising the relevance of each area to your institution and the Civil Service, supported by graphs to enhance the narrative.
	S/N
	AREA OF TRAINING
	TOTAL NUMBER

	1
	Policy-related Programmes
	

	2
	Information Technology
	

	3
	Accounting, Finance & Economics
	

	4
	Procurement, Supply Chain and Logistics 
	

	5
	Public Relations and Communication
	

	6
	Project Management
	

	7
	Public Administration
	

	8
	Gender-related Programmes
	

	9
	Infrastructure & Engineering
	

	10
	Human Resource Management
	

	11
	International Relations and Diplomacy
	

	12
	Business Administration
	

	13
	Secretaryship and Management
	


Other Academic areas peculiar to the Ministry and Department may be added to the above.
5. ONBOARDING, COACHING AND MENTORING
This should provide training and intervention to implement the onboarding and mentorship policy. Provide disaggregated data and the intervention's impact on institutions in narrative form. 

6. STUDY LEAVE AND NOTIFICATION
· Total participants disaggregated by gender (Male and Female) and grade level.
· Include areas of study and their relevance to the institution.
Template in the appendix. Kindly provide a status report on defaulters.
7. IMPACT OF TRAINING ON STAFF PERFORMANCE
Discuss how training programs have enhanced staff performance and service delivery.
8. CHALLENGES
Identify and explain any challenges encountered during the implementation of the training plans throughout 2025.
9. RECOMMENDATIONS
Propose actionable recommendations to address challenges and improve the effectiveness of future training programs.
10. CONCLUSION


APPENDIX: STAFF TRAINING AND DEVELOPMENT
This section provides a disaggregated analysis of training participation across different grade levels for easy reference and collation, gender balance and the alignment of training programs with job roles and responsibilities.
NB: Ensure that all Departmental Grades are classified per the template below.
	[bookmark: _Hlk215135516]Grade Level
	Scheme of Service


	Competency-based
	Academic
	Workshop, Seminars & Conferences

	
	Male
	Female
	Male
	Female
	Male
	Female
	Male
	Female

	Director/Analogous
	
	
	
	
	
	
	
	

	Deputy Director/ Analogous
	
	
	
	
	
	
	
	

	Assistant Director I/ Analogous
	
	
	
	
	
	
	
	

	Assistant Director IIA/ Analogous
	
	
	
	
	
	
	
	

	Assistant Director IIB/ Analogous
	
	
	
	
	
	
	
	

	Professional Cadre Sub Total
	
	
	
	
	
	
	
	

	Chief Executive Officer and Analogous
	
	
	
	
	
	
	
	

	Assistant Chief Executive Officer and Analogous
	
	
	
	
	
	
	
	

	Principal Executive Officer and Analogous
	
	
	
	
	
	
	
	

	Senior Executive Officer and Analogous 
	
	
	
	
	
	
	
	

	Higher Executive Officer and Analogous
	
	
	
	
	
	
	
	

	Executive Officer and Analogous
	
	
	
	
	
	
	
	

	Others (All those lower than Executive Officers)
	
	
	
	
	
	
	
	

	Sub Professional Cadre Sub Total
	
	
	
	
	
	
	
	

	Total
	
	
	
	
	
	
	
	


[bookmark: _Toc44926131]1.0 – Study Leave with pay 
	Grade levels
	Ministries
	Departments
	Extra Ministerial Organisations
	Total

	
	Male
	Female
	Total
	Male
	Female
	Total
	Male
	Female
	Total
	Male
	Female
	Total

	Director / Analogous 
	
	
	
	
	
	
	
	
	
	
	
	

	Deputy Director / Analogous 
	
	
	
	
	
	
	
	
	
	
	
	

	Assistant Director I Analogous 
	
	
	
	
	
	
	
	
	
	
	
	

	Assistant Director IIA / Analogous 
	
	
	
	
	
	
	
	
	
	
	
	

	Assistant Director IIB / Analogous 
	
	
	
	
	
	
	
	
	
	
	
	

	Sub Total 
	
	
	
	
	
	
	
	
	
	
	
	

	TOTAL 
	
	
	
	
	
	
	
	
	
	
	
	






1.1 – Study Leave without pay 
	Grade levels
	Ministries
	Departments
	Extra Ministerial Organisations
	Total

	
	Male
	Female
	Total
	Male
	Female
	Total
	Male
	Female
	Total
	Male
	Female
	Total

	Director / Analogous 
	
	
	
	
	
	
	
	
	
	
	
	

	Deputy Director / Analogous 
	
	
	
	
	
	
	
	
	
	
	
	

	Assistant Director I Analogous 
	
	
	
	
	
	
	
	
	
	
	
	

	Assistant Director IIA / Analogous 
	
	
	
	
	
	
	
	
	
	
	
	

	Assistant Director IIB / Analogous 
	
	
	
	
	
	
	
	
	
	
	
	

	Sub Total 
	
	
	
	
	
	
	
	
	
	
	
	

	Chief Executive Officer and Analogous 
	
	
	
	
	
	
	
	
	
	
	
	

	Assistant Chief Executive Officer and Analogous
	
	
	
	
	
	
	
	
	
	
	
	

	Principal Executive Officer and Analogous
	
	
	
	
	
	
	
	
	
	
	
	

	Senior Executive Officer and Analogous
	
	
	
	
	
	
	
	
	
	
	
	

	Higher Executive Officer and Analogous
	
	
	
	
	
	
	
	
	
	
	
	

	Executive Officer and Analogous
	
	
	
	
	
	
	
	
	
	
	
	

	Others (All those lower than Executive Officers)
	
	
	
	
	
	
	
	
	
	
	
	

	Sub Total 
	
	
	
	
	
	
	
	
	
	
	
	

	TOTAL 
	
	
	
	
	
	
	
	
	
	
	
	



1.2 –Notification 
	Grade levels
	Ministries
	Departments
	Extra Ministerial Organisations
	Total

	
	Male
	Female
	Total
	Male
	Female
	Total
	Male
	Female
	Total
	Male
	Female
	Total

	Director / Analogous 
	
	
	
	
	
	
	
	
	
	
	
	

	Deputy Director / Analogous 
	
	
	
	
	
	
	
	
	
	
	
	

	Assistant Director I Analogous 
	
	
	
	
	
	
	
	
	
	
	
	

	Assistant Director IIA / Analogous 
	
	
	
	
	
	
	
	
	
	
	
	

	Assistant Director IIB / Analogous 
	
	
	
	
	
	
	
	
	
	
	
	

	Sub Total 
	
	
	
	
	
	
	
	
	
	
	
	

	Chief Executive Officer and Analogous 
	
	
	
	
	
	
	
	
	
	
	
	

	Assistant Chief Executive Officer and Analogous
	
	
	
	
	
	
	
	
	
	
	
	

	Principal Executive Officer and Analogous
	
	
	
	
	
	
	
	
	
	
	
	

	Senior Executive Officer and Analogous
	
	
	
	
	
	
	
	
	
	
	
	

	Higher Executive Officer and Analogous
	
	
	
	
	
	
	
	
	
	
	
	

	Executive Officer and Analogous
	
	
	
	
	
	
	
	
	
	
	
	

	Others (All those lower than Executive Officers)
	
	
	
	
	
	
	
	
	
	
	
	

	Sub Total 
	
	
	
	
	
	
	
	
	
	
	
	

	TOTAL 
	
	
	
	
	
	
	
	
	
	
	
	





