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1.0 INTRODUCTION i
Under the Govemment's dacentralization and Local Government re

Initlative, the Local Govemment Service (LGS): Office of the Head of the Local
Govemment Service |OHLGS), Regional Co-ordinating Councils [RCC)
Metropolitan, Municipal and Distriet Assemblies (MM DAs) hove been
astablished and assigned a wide range of responsibilies, including ensuring
effective administration and management of local government, provision of
hasic social services and infrastructure, and the promotion and coordination
of local economic development. The Adansi South District Assembly (ASDA) is
one of the established MMDAs in Ghana operating within the govermnment
machinery. It is located In the Ashanti Regicn and s responsible for the overall
development of the district by formulafing and implementing developmental
policies, promoting local development, providing guldance, giving directions
to and supervising other administrotive outhorities in the district.

2.0 CONSTITUTIONAL MANDATE
The directive principles of state policy under the 1992 Constitution of the

republic of Ghana prescribed the manner and principles in which public
administration should be camied out. The section on administrafive justice gives
cifizens the right to hold the state institutions responsible whenever their
constitutional rights cre violoted. The Local Govemment Service was
established by the Local Government Service Act, 2003, act 636 The Adans
south District was established in 1988 with LI 1752, The Assembly also derived its
mandate from the Local Governance Act, 2016, Act 736.

3.0 STRATEGIC DIRECTION OF THE DISTRICT ASSEMBLY
3.1 OURVISION
Te become a fransformed local economy through the creation of vibrant

ogro-based sector and increasing access to basic services for development.

3.2 OUR MISSION
The district exists to improve the standard of living of the people In the district

through the provision of social and economic faciities with the enabling
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environmen! for privote parficipation and investment in the district with
qualified human retources.

3.3 Objectives
1. Faciitate the effective functioning of the local government institution

in the District Assembly

2. Ensure the efficiency ond effectiveness in the mobilization and
utiization of resources in the Distict Assembly and its deceniralized
departments.

3. Fociitate the provision of basic social and economic infrastructure
and services in the District.

4. Monitor, coordinate ond harmonize the implementation of
development plans and ocfivities in the District Assembly

3. Facilitate community-based and private sector development in the
district

3.4 CORE VALUES OF THE COMMISSION
Accountability, client-orented, Credibility, Creativity, Anonymity, Diigence,

Discipline, Equily, integrity, Innovativeness, Loyalty, Commitment, Impartiality,
permanence, fimadiness, and ransparency.

35 Service Delivery Standards
Parficipation, Professionalism, Client tecus, Transparency, Efficient and

Effective use of Resources ond Accountability

4.0 FUNCTIONS OF THE DISTRICT ASSEMBLY
A District Assembily shol:

(a) Exercise political and administrative authority in the district:
(b) Promote local economic development: and
(c) Provide guidance, give direction o and

: supervise other
administrative authorities in

the district as may be prescribed by

(3) Without limiting subsections (1) ang (2). @ District Assembly shall

3



t of the district.
d strategies for the
for the overall

or the gverall developmen
programmes an
gs necessary

(a) Be responsible f
(b) Formulate and execute plans.
affective mobilization of the resourc
development of the district:
(c) Promote and support productive activity and social devel
in the distict and remove any obstacles fo inifiative and

opment

development;
(d) Sponsor the education of students from the district to fill particular

ds of the district especially in th
that the spﬂrﬁﬂl"!l"ﬂp is fairty

manpower nee e social sectors of
education and health, making sure

and equitably bolanced batween male a
ment of basic infrastructure

nd female students:

(e) Initiate progromimes for the develop
and provide municipal works and services in ihe district

(f) Be responsible tor the development. improvement
maonagement of human settlernents and the environment in the

district;
(g) In co-opearation with the appropriate nafion
be responsible for the maintend

and

al and local security

agencies, nce of security and

public safety in the district;

(h) Erssure ready access to courts in the district for the promofion of

justice;

(i) Act to preserve and promote the culiural heritage within the

district;
(i) Inifiate, sponsor or Camy out studies that may be necessary for the

enaciment; and
(k) Perform any other functions that may be provided under another
enactment.
(4) A District Assembly shall take the
steps and measures that
ar
e s 8 Necessary
fo
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(a) Execute approved development plans for the district;

(b) Guide, encourage and support sub-district local structures, public
agencies and local communities to perform their functions in the
execution of approved development plans;

(¢) Initiate and encourage joint participation with other persons or
bodies to execute approved development plans;

(d) Promote or encourage ofther persons or bodies to underfake
projects under approved development plans; and

(e) monitor the execution of projects under approved development
plans and assess and evaluate their impact on the development
of the distict and national economy in accordance with
government policy.

(5) A District Assembly shal co-ordinate, integrate and harmonize the
execution of programmes and projects under approved development
plans for the distict and other development programmes promoted or
camed out by Ministies, Departments, public corporations and other
statutory bodies and non-govemmental organizations in the district.

(6) A District Assembly in the discharge of its duties shall

() Be subject to the general guidance and direction of the President

on matters of national policy: and
(b) Act in co-operation with the appropriate public corporation,
statutory body of non-govemmental organization.

(7) Public corporafions, statutory bodies and non-govemmental
organizafions shall cooperate with a District Assembly

perlormance of their functions.

in the

(8) Inthe event of o conflict between o District Assermbly and an agency of

the ceniral Government, public corporation. statutory body, non-
governmental orgonization or individual over h
subsection (5), (4] or (7),
parties fo the Regional

€ application of
the matter shall be refered by elther or both
C-:r-::rdimfhg Council for resolution,



(9) The Instrument that establishes a particulor District Assembly or any other
Instrurnent, may confer addifional functions on the District Assembly.

4.1 THE ORGANISATIONAL STRUCTURE OF THE ASSEMBLY
To deliver on its mondate, Adansi South District Assembly operates under the

following departments:
a) Central Administration Department
b} Education, Youth and Sports
c] Agricutture
d| Finorice
e} Social Welfare and Community Development
fl Works
gl District Health Department
h] Physical Planning Department
) Trade, Indusiry and Tourism Department (BAC)
j] Disaster Prevention Department [NADMO)
k] Natural Resources Conservation Department |Forestry
commission)
l} Department of Human Resources Management
m) Births and Deaths Registry
n} Department of Statistics
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4.2 SERVICE PRINCIPLES
In order to maximise stakeholders' /clents' satlsfaction, we shal adhere o the

following principles:
a) good governance;
b] competence within the Public Services;
c] merit-based human resource management pracfice:
d) equity;
e8] honesty;
fj respect;
@) humility; and,
h) integrity,

4.3  WHY THIS SERVICE CHARTER

In conformity with our mandate, and In line with our service principles, this
service Charter has been developed to provide information on the services
and expected standaords fo faclitate expedient transaction of business with
aur clients and stakeholders. It alsc meant to serve as g practical guide to our

clients and stakeholders on the service delivery processes of the Assembly, and

o publicly demonstrate the Assembly's commitment to discharging its
responsiblliies and functions with infegrity In a timeous and efficient manner,
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_ % Orgonization  of [ 3Monihs ¢ Deputy Direclor » Chairpersons and |

_ Meetings prepares  meefing secretaries to organize
schedules for DCD sub-committees’
approval meeting occording to

& Secretories 1o sub- the schedule
commitiees organize » Sub-committees submit

" sub-committees’ recommendations

. meeting timely

| - Manogement and »  Assembly Members

| other statutory aftend meelings

_ _ meetings are held to
dliscuss the

_ recommendations
by sub-commitiees

_ ¢ Execufive commitiee

_ meeting is held

m + General Assembly

_ meeting is held.
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= | @ A client/stakeholder

< Registrar sends mails

= Clients/stakeholders

moake a complain

« PRCC members fo

attend PRCC meeting
Complainer to aite
PRCC meeting

= Agencies to submit

letters to registry on time

= Clients should moke

follow-ups on submitted




¥» Handling of mails [out-
going mails) 3 Days

EX

DCD minutes to
officers to fake
action

Registrar sends
copies of minule
mails to officers
Registrar files the
mails

Registry receives oui-
going mails from
departments/units
Regstrar Qassigns
reference numbers
to letters

Registrar dispatches
letters to the
recipients

* Clients should

acknowledge receipt of
dispatched letters

14
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DISEC meeting

Repair
assels

of

Assembly

? Weeks

3 Weeks

{-

. <

INseCuUnmy (LR e LS ]
ralsed

DCE and DCD meet |
to fix a date

Deputy draft an
invitation letter for
DCD to sign

sSigned Invitation is
sent to registry for
dispatch to mem bers

The user reports faulty
machine to his/her
supenvisor

Supervisor informs
DCD and puls in G
memo for funds to

repair

W e .

LU P =l ol LR
reported
DCD writes invitation
letter to DISEC members
DCD writes minutes and

report

Repairers or fitters fo
come up with the
estimated cost of
maintenance

Clients should respond
quickly to request for
maintenance




4 Months

T @ The  Procurement

Officer procures a
repairer.

<+ Monitor daily
acfivifias through
heod teachers after
the appointment of
calerers and
assigned to schools.

¢ The desk office
recelves report on
cooking and non-
cooking days from
haeoad teachers
through Department
of Education every
term,

¢ The desk office

____makes compilations

= Caterers are n__m_mn_

through ther E-wich
cards.

= Coterers provide the

office with comect data
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mcoras on CooEInNg
and non-cooking
days received from
Department of

Education.
The desk office

submits final report To
the DCE to append
his signature.

The desk office then
submits compiled
report to GSFP
secretariat at
Kumasi.




* Monitoring/inspection
of Projects for

£ Tha head of the unit
recelves information

« The confractor is paid or |

maode to comect

refention. on the project. defects based on
2 He mobikes the satisfaction.
monitoring team to Contracter puts  iIn
inspect tha project to cerfificale fo request for
ascertain whether payment
the level of Contractor comects
undertakings merits defects detected
_ _ the amount to be during monitoring
| _ paid or the ogreed
_ _ procedure,
% The head of the unit
| _ makes his
_ observation Eu_
generates report.
_ <+ The report
_ determines whether
_ | a cerlificaote be
issued for payment or
noft.
18




aclivities in fthe s gt
: decentralised

cr. EE_:_N
| ==
other essential

| 3 Months prvRmL
| complete. |
__ & The unit then _
| E:ﬁa.._ﬁt_ e |
\ | ta and
|
\ analysis of the reports
received
¢ The unit then submits
final reports fo the
DCD.

\ 4 The DCD signs and
submits it to RCC and

NDPC
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__i._ﬁ.____.._.u | > Reliefs ) and | 3 Months . ¢ Disosler cose 0 « Disaster victims should
_ TeGuruClion reported _ report disaster cases
& NADMO moves 1o quickly as possible
site to ossess fhe = Disaster victims should
| disaster be ready lo assst
| & NADMO reporis case NADMO to Os5e5s
to DCE/DCD and destroyed assets _
regional NADMO
. office
_ & NADMO solicit for
relief items
& NADMO  diiributes
Finance e — | reliefsitems to victims = )
' % Submission of monthly | 1 Month s Schedule  officer| = HoDs and Units should
- Decariment financial statement/ prepares o draft submit their inputs on
_ transcript financial fime
_ statements/franscript = Receiving agencies
¢ The schedule officer should acknowledge
prepares cashbook receipt of report
S — N [ franscript.

20



_. | DFO goes through it |
| and submitl to DCD
_ ¢ DCD cerfifies it ond |
I DFO puls a.
| fransmittal lether
| Schedule officer
submits the reports o
| ;ggm
"Human -in_inl__ » Promotion and | & months ¢ HR Enlu._uﬂ_n-.nn_,_ . ﬁ submit __.n_n?...mn.a__,
._ Upgrading of staff promotion er uments
_5 _ R regues! for promaoftion timaly
| affected officers 1 * RCC fo vet and issue
_ | subm promotion promofion letter on fime
_ inputs Heads of
HR submi department/un
_ promofion inpufs at oppraise  themseives
_ RCC ond staff under ther
4 RCC wvets inputs for SUpervision
shortlists
RCC invites
shortiisted -

r— —
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[PWDs and LEAP)

2 Woaks
# Reghtration of LEAP
| Banaficianes o
PWDs on MHIS
|
1
Department of| > Premise inspection | Month
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forms for suppord
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¥» Hospital sanitation

3 Weeks

to sanitary offenders

to appear at court.
& Staoff assigned fo

court to ensure the

prompt prosecution

of the sanitary
offenders.

< Staff prepare charge
sheet for

presentation to the
court.

& Amesting of stray

animals

& Impounding of mzﬁ_{.

animals.
& Avuctioning of siray
animals when the

duration of

e r——

| & Serving of summons

= Submit information on

health care waste

« Prepare memo for fund

in order to bumy pauper.

« Task executed by staff.

EL







¢ Ensure that lobourers

¢ These labourers ore

them in aftendance
book daily. ._

execule their dufies.

polled together and
organised info gang
to provide service
ike grass cutling.
distiling and services
that may arise.

Works Depariment

¥» Preparafion of Tender

3 Works

< A date s set for

< Assembly adverfise -

for the construction

of project
¢ Confractor files
application for -

consideration

tender opening




» Demarcate of plofs

—t

2 Months

| & Works Engineer writes
aoword letter for the
winner

¢ The project site &
handed over fo Ihe

conftracior to

Planning Officers
icise to get an EPA
permit for the project

% Land owner applies
for the demarcation
of a piece of land

< DCD minute for PPD

to toke necessary
action

¢ Works Engineer and

and Works m-..__n..I.EI. -

PPD get a Land “
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6.0 WHAT WE EXPECT FROM OUR CLIENTS
a) Submission of timely and accurate information

b) Clear communication
c) Close collaboration
d) Cordial relations

e) Respecl

f] Trust

g) Understanding

h) Cooperation

i Reliability

| Feedback

7.0 COMPLAINTS AND COMMENTS
7.1 LODGING OF COMPLAINTS

a] We encourage clients to lodge complaints and make suggestions,
comments and compliments through the physical address, the postal
address, and the Client Service Unit on the ground floor of the
administration block.

b) We guarantee confidentiality and privacy regarding the complainants’
identity and the subject of complaint.

¢} We encourage complainants to identify themselves adequately to
enable us fo handle their issues adequately and efficiently without
unnecessary bottlenecks that may be caused by anonymity.

7.0 CLIENT SERVICES UNIT (CSU)
7.1 A Client 3ervices Unit has been set up on the ground floor of the

adminisirafion block. The objective of this Unit is to respond timeously to
clients' regquest for information, assistance and complaints related to

services provided by the Assembly. The CSU may be contacted in wrifing,
by phone or in person through:
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The Adans! South District Assembly

P.O. Box |
Website: asda.gov.gh

7.2 RESPONSE TO COMPLAINTS
Complaints will be responded to within seventy-two (72) hours upon receipl,

Two weeks is set aside to resolve the complaint.

A client who is not satisfied with the response may complain to The District Co-

ordinating Director through the address below:

ADANSI SOUTH DISTRICT ASSEMBLY
P. O. BOX 1, NEW EDUBIASE
Website: www.asda.gov.gh

7.3 When You Can Find Us
During normal working hours 08 — 17hrs (8am = Spm)

7.4 PHYSICAL ADDRESS
On the New Edubiase-Bronikrom Road

New Edubiase-Ashanti
GPS: A3-0001-3114

8.0 COLLABORATING ORGANISATIONS
PUBLIC SERVICE ORGANISATIONS

Audit Service (External)

Ghana National Fire Service

Ghana Hedlth Service

Ghana Revenue Authority

Ghana Education Service

Ghana Police Service

Postal & Courier Services

Ghana Immigration Service

National Disaster Management Organizafion
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National Board for Small Scale Indusiies

National Health Insurance Authority
Commission for Human Righls and Administrative Juslice

National Commission for Civic Education
Electoral Commission

Forestry Commission

Office of the Administrator of Stool Lands

National Youth Authority

Youth Employment Agency
Produce Buying Company (PBC)
Blectnicity Company of Ghana
Ghana Water Company
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