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HUMAN RESOURCE MAAGEMENT PERFORMANCE AND QUESTIONABLE 
EXPENDITURES AUDIT FOR THE PERIOD 1ST OCTOBER TO 31ST DECEMBER, 2015 

 

1.0 INTRODUCTION 
 

1.1 Background 

In pursuance of our internal audit plan for 2015, the unit has conducted an audit covering the 
Human Resource management performance and some expenditures made that violate laws in 
regards to use of public funds by the Ada East District Assembly for the fourth quarter of 2015. 
This audit zeroed in on capacity building opportunities for staff, the audit also targeted staff 
attendance performance and attendance monitoring and reporting systems. The audit also 
took into account certain expenditures made by the District Assembly. The audit specifies 
areas of audit, provide recommendations based on best practices and regulations of the state. 
 
It was the objective of the audit team to provide management with effective policies, 
procedures and practices purported to ensure efficiency and effectiveness of the assembly. 
 

1.2 Audit Perspective 

A walk through test on documented operating procedures and questionnaires were used in the 
area of staff capacity building opportunities. The standards for the international professional 
practices of internal auditing were applied in the audit. The last day of the field work was 14th 
December, 2015. 
 

1.3 Scope and objective 

The audit looked at the Human Resource management performance in relation to capacity 
building and attendance monitoring of staff and also payments that violated the law made by 
the Assembly for the period of 1st October to 31st December, 2015.   
 
The nature of the audit was to ascertain how long it took for staff of the District Assembly to 
obtain and access capacity building opportunities and to gather the necessary information on 
how staff attendance to work is monitored by the Human Resource unit. The audit was also to 
ascertain why certain payments that violated the laws in regards to public expenditure were 
made. 
 
The specific objectives of the audit are as follows: 

 

To ascertain that management has put in place measure to ensure: 

 that all staff had equal opportunities to build their capacity. 

 that capacity building was tailor made to fit individual capacity building needs  

 that capacity building for all staff is obtained in reasonable time to ensure relevance. 

 that staff attendance is monitored to ensure compliance and improve service 

delivery. 

 that public funds are spent judiciously.  
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2.0 SUMMARY OF AUDIT FINDINGS AND RECOMMENDATIONS 

 

2.1 Unequal opportunities for all staff to build their capacity. 

 
RECOMMENDATIONS: 
The Human Resource (HR) Unit should develop an automated system to schedule staff 
capacity building to ensure all members of staff are captured under the automated system and 

appropriate scheduling is done to ensure capacity building opportunities for all staff. 
Management should also resource the Human Resource Unit to enable it carry out the 
recommended steps to ensure all staff of the District Assembly have their capacity’s 
developed. 

 

2.2 Lack of Tailor made capacity building to fit individual capacity building needs. 
 

RECOMMENDATIONS: 
The HR unit should encourage staff to submit their individual expectations for capacity building 
to ensure complete understanding of staff needs. The HR unit should also develop a well 
detailed plan for capacity building based on staff appraisal for individual staff. 

 

2.3 Delayed delivery of capacity building for staff. 

 
RECOMMENDATIONS: 

The Human Resource Unit should strictly stick with the planned schedule for individual 
staff capacity building to ensure relevance of capacity building for the staff.  
Management should also ensure all resources needed by the HR unit is provided to 
enable the unit stick by planned schedules.   

 

2.4 Nonexistence of appropriate attendance monitoring system to track attendance. 

 

 
RECOMMENDATIONS: 

The Human Resource Unit should develop an electronic system of tracking staff attendance and 
generate reports on attendance to aid management in the improvement of service delivery. 

 

2.5 Violation of laws in the usage of public funds. 

 
RECOMMENDATIONS: 

Management should work with the finance officer to ensure that certain payments are not 
made with public funds. The District Finance officer should also advice management on the laws 
and regulations regarding the use of public funds to ensure appropriate use of such funds. 
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DETAILED FINDINGS AND RECOMMENDATIONS 
 

1. Unequal opportunities for staff at all levels to obtain capacity building 
 

CONDITION 
Based on a small survey conducted by the Internal Audit Unit consisting of thirty (30) 
randomly selected members of staff based at the main office of the Ada East District 
Assembly, it is evident that staff of the Assembly felt that capacity building programs for 
staff is not equitably distributed. Below is the data analysis for survey conducted.  
 
From figure 1 below, about 60% of the workers have been on post at the Assembly for 
about 1-5 years, approximately 13% are newly employed workers who have been at 
post for less than one year and approximately 27% have been on post at the assembly 
for more than 5 years. 
From this it can be concluded that majority of about 73% are newly employed workers at 
the AEDA. 
Figure 1: Number of years been at post at AEDA. 

less than 1 yr, 
13.3, 13%

1-5 yrs, 60.0, 
60%

5-10 yrs, 26.7, 
27%

how long have you worked at AEDA

 
 

Figure 2. 
Have you ever undone gone capacity building? 

 Have you ever undone gone 

capacity building? 

 Frequency Percent 

 

Yes 5 33.3 

No 10 66.7 

Total 15 100.0 

 
 

Capacity building is a major tool for achieving efficiency at the work place. In order to 
know the number of people who have undergone capacity building, workers were asked 
whether they have undergone capacity building workshop. From this it was revealed 
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that about 66.7% of the workers have not taken part in any capacity building programme 
and the rest 33% said they have taken part in a capacity building workshop. 
Redundancy at the work place is a as result of lack of capacity building programs for 
staff hence from this survey it can be seen that majority of staff will lack knowledge of 
current trends in their field of work. 
 
 
 
The table below shows the cross tabulation of years at work and capacity building 
participation 
 

How long Staff has 

worked at AEDA 

Have you ever undone gone 

capacity building 

Total 

Yes No 

less than 1 yrs 

1-5 yrs 

5-10 yrs 

1 1 2 

2 7 9 

2 2 4 

Total 5 10 15 

 

From The Cross Tabulation, Only One Person of the total workers have worked for less than One 

year and has undergone Capacity Building. It is also evident that out of a total number of nine 

persons who have worked within one to five years, only two have had any form of capacity 

building. 

 
 

 
 
 
 

 
CRITERIA  
Section 3.6.1 paragraph 2 of the Human Resource Operational Manual states that 
“Heads of DDUs shall determine, arrange and facilitate the participation of eligible 
officers in training, development and learning programmes, taking into consideration the 
provisions in their Schemes of Service, availability of funds, identified capacity building 
needs of officers as indicated in the annual performance appraisal report, and other 
relevant conditions/circumstances of the DDU.”  
 
Under section 3.6.2 paragraph 1 which covers Procedures for Training of the Human 

Resource Operational Manual, it is stated that “DDUs shall periodically assess their critical 
human resource capacity building needs and challenges. This will enable them determine the 
required knowledge, skills, expertise and appropriate attitudinal orientation to achieve their 
objectives.” 
 
International best practice also advices employers to build the capacity of employees to 
ensure increase in productivity and employees development. 
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CAUSE 
Management has not been able to generate appropriate funding for the Human 
Resource Unit to enable it carry out the necessary programmes to ensure equitable 
distribution of capacity building opportunities. 
 
The Human Resource (HR) Unit should develop an automated system to schedule staff 
capacity building to ensure all members of staff are captured under the automated 
system and appropriate scheduling is done to ensure capacity building opportunities for 
all staff. 
 

 
 

EFFECTS 
With the unequal opportunity to capacity building, staff are demoralized in relation to 
performance of job. This situation brings about static or decline in output of staff. 
 
Staff of the District Assembly will miss out on emerging trends of operation in the areas 
of their specialty due to the lack of capacity building. 

 
 

RECOMMENDATIONS 
The Human Resource (HR) Unit should develop an automated system to schedule staff 
capacity building to ensure all members of staff are captured under the automated 
system and appropriate scheduling is done to ensure capacity building opportunities for 
all staff. 
 
Management of the District Assembly should also ensure the Human Resource is 
adequately resourced to carry out one of its core mandates which is to ensure staff 
development through capacity building.  
 
 
 

 
2. Lack of tailor made capacity building to fit individual capacity building needs. 
 

CONDITION 
The Human Resource Unit has failed to compile all the individual needs for capacity 
building. It is also good to note that, the HR unit has put in several attempts to gather 
the necessary information to put up a detailed, individual based schedule for capacity 
building but staff have not been a hundred percent (100%) cooperative with the unit. 
There are several general capacity building programmes organized by the HR unit 
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which do not specifically meet the exact needs of the individual staff in relation to their 
area of work. 
 
 
CRITERIA 
Under section 3.6.2 paragraph 1 which covers Procedures for Training of the Human 

Resource Operational Manual, it is stated that “DDUs shall periodically assess their critical 
human resource capacity building needs and challenges. This will enable them determine the 
required knowledge, skills, expertise and appropriate attitudinal orientation to achieve their 
objectives.” 
 
Section 3.6.1 paragraph 2 of the Human Resource Operational Manual states that 
“Heads of DDUs shall determine, arrange and facilitate the participation of eligible 
officers in training, development and learning programmes, taking into consideration the 
provisions in their Schemes of Service, availability of funds, identified capacity building 
needs of officers as indicated in the annual performance appraisal report, and other 
relevant conditions/circumstances of the DDU.”  

 
International best practice has it that, training staff in their exact filed of employment 
goes a long way to increase their knowledge and abilities in the execution of their work. 
It also gives staff the ability to complete task in their given field in a more efficient way. 

 
CAUSES 
Management has little to no appreciation of the essence of ensuring staff undergo 
specific capacity building programmes to meet their specific job needs as prescribed in 
the scheme of service. 
Most members of staff also do not see the essence of making their individual needs 
available to the HR unit due to the lack of believe in the system ensuring they get the 
requested training. 
Generalized capacity building activities turn to run down the resources needed for 
specific individual capacity building needs. 
 
EFFECTS 
There is a high risk of reduced morale to work due to the lack of capacity building for 
staff in relation to their job description.    

 
The Assembly is also put at the risk of not getting the maximum output from its staff and 
hence having a reduced service delivery. 
 

 
RECOMMENDATIONS 
The HR unit should encourage staff to submit their individual expectations for capacity 
building to ensure complete understanding of staff needs. The HR unit should also 
develop a well detailed plan for capacity building based on staff appraisal for individual 
staff. 
The HR unit should also educate management on the importance resourcing staff to 
enable them embark on specific capacity building relevant to their job description as 
prescribed in the Local Government Scheme of service. 
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3. Delayed delivery of capacity building 
 

CONDITION 
As shown in the survey in section 2.6 number 1, it is evident that majority of persons 
employed to work under the District Assembly do not enjoy any form capacity building 
till after five years. The survey also shows that majority of staff who partook in the 
survey were yet to receive any form of capacity building. 
 
CRITERIA 
Section 3.6.1 paragraph 2 of the Human Resource Operational Manual states that 
“Heads of DDUs shall determine, arrange and facilitate the participation of eligible 
officers in training, development and learning programmes, taking into consideration the 
provisions in their Schemes of Service, availability of funds, identified capacity building 
needs of officers as indicated in the annual performance appraisal report, and other 
relevant conditions/circumstances of the DDU.”  
 
 
CAUSES 
Weak enforcement of laid down procedures in the Human Resource operational manual 
for MMDAs. 
Lack of funds to resource capacity building activities on time. 
 
 
EFFECTS 
Staff will be unable to obtain the appropriate training to battle trending challenges of 
their jobs, making them less productive as compared to their counterparts in other 
Assemblies.  
 
RECOMMENDATIONS 
The Human Resource Unit should strictly stick with the planned schedule for individual 
staff capacity building to ensure relevance of capacity building for the staff.  
Management should also ensure all resources needed by the HR unit is provided to 
enable the unit stick by planned schedules. 
 
Management of the District Assembly should also ensure the Human Resource is 
adequately resourced to carry out one of its core mandates which is to ensure staff 
development through capacity building.  
   

 
 
4. Weak attendance monitoring system 
  

CONDITION 
The Human resource unit is highly commended for efforts put in place to ensure all staff 
are able to sign into an attendance register upon arrival at work. That notwithstanding, 
the HR unit has not made any efforts to come up with an electronic means of tracking 
attendance of staff. The Human Resource unit those not also keep an electronic version 
of the attendance of staff to work. The Human Resource unit does not provide 
management with any monthly or quarterly report on staff attendance to work. 
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CRITERIA 
Section 7.2 on the subject of Policy Statement, the last sentence in that section states 

that “The LGS expects its workers to be dependable and diligent as far as attendance to work is 
concerned”. 

 
In the general sense of the Human Resource operational manual, the Human Resource 
unit is tasked with the duty of ensuring sanctity of attendance to work by way of effective 
monitoring.   
 
 
CAUSES 
Low appreciation for the essence of tracking staff attendance by the Human Resource 
Unit. Inadequate expertise in the area of electronic tracking of staff attendance and 
electronic generation of reports on staff attendance. 
 
EFFECTS 
Management is unable to determine the status of staff attendance to work. Management 
is also unable to sanction or reward staff based on their attendance performance. Staff 
productivity and efficiency is affected since there is no monitoring of their attendance. 
 
RECOMMENDATIONS 
The Internal Audit Unit humbly recommends that the Human Resource unit should 
create a simple excel sheet to track staff attendance. The Internal Audit Unit selected 
one month out of the year 2015 to generate a sample of what is expected to be done by 
the Human Resource unit. Below is a sample for the month of August 2015; 
 

Senior Staff Members 

NAME 
TOTAL NUMBER OF 
DAYS AT WORK 

 

 
 

     SALIFU ABDUL - 
MUJEED 13 

      RICHARD SEWU 20 
      A.O MUSAH 16 
      SAMPSON A. TOTIMEH 10 
      SULEMAN A. IDDRISU 14 
      ABDUL LATIF AMIN 20 
      FRANCIS KWAKYE 13 
      EVANS SENEFEAWO 18 
      PETER BONAM 18 
      K. GYAMFI 17 
      MARTEY T. HENRY 10 
      CHARLES K. MARFO 13 
      IDDRISU B. SUMAILA 10 
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Junior Staff Member 

NAME 
TOTAL NUMBER OF DAYS 
AT WORK 

 

 
 

     SET ADDY 20 
      A.A HAMMOND 18 
      FRACIS AZAZI 17 
      SIMON K. OSTEEN 15 
      BRUCE FREDA 20 
      EBENEZER TETTEH 6 
      ERIC NARTEY 7 
      LILIAN ARTHUR 11 
      WISDOM 

ATITIANTIE 16 
      THOMPSON SHOLA  9 
      J.O PORTOFI 16 
      ERICK OCANSEY 8 
      ASARE SUZZY 5 
      

         
Community Development And Social Welfare 

NAME 
TOTAL  NUMBER OF 
DAYS AT WORK 

 

 
 

    ZAHRA LARTEY 20 
     ARNOLD NORTEY 16 
     JEROME ASHIE 15 
     DERICK NII LOMOKO 16 
     NUTIFAFA SEFENU 16 
     HENRY NUMO 14 
     RHODA ABINDAW 9 
     RAMATU FUSEINI 15 
     EMILY AMERDJOE 10 
     COMFORT APPIAH 15 
     EUNICE MBA 19 
     JOYCE KABA 3 
     

        As depicted above, the Human resource unit should generate a simple form of tracking 
as seen above to enable them report adequately to management in relation to staff 
attendance.  
Management should also make provision for staff of the Human Resource unit to 
embark on training programmes to build their capacity in regards to the electronic 
monitoring of staff attendance. 
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5. Payments made in violation of Laws regarding use of Public Funds 
 
CONDITION 
 
The District Co-ordinating Director (DCD) wrote a memo requesting for an amount of 
Two Thousand Ghana Cedis (GH₵ 2,000.00) as accountable imprest from the District 
Assembly Common Fund for himself without any form of approval from the District Chief 
Executive, also the DCD is yet to retire the said amount collected (ref. to P.V number 
07/07/15). 
 
An amount of Three Thousand, Two Hundred Ghana Cedis (GH₵ 3,200.00) was 
spent on an Aqua Culture TV documentary in the first quarter of the year 2015 and yet 
there is no evidence of any such TV documentary (ref. to P.V number 21/02/15). 
 
In the month of October the Ada East District Assembly made a total payment of 
Twenty Eight Thousand and Eighty Two Ghana Cedis, Fifty Pesewas (GH₵ 
28,082.50) to RITAGAD Ventures for the supply of three (3) dell laptops and four HP 
laptops. The specifications for these laptops were, an Intel i3 processor, with four (4) gig 
of RAM and Five hundred (500) gigs of hard drive storage. With the earlier stated 
specifications, the street value for a laptop with reference to Ghanaian online markets 
stood at One Thousand, Eight Hundred Ghana Cedis (GH₵ 1,800.00) without 
warrantee. The District Assembly spent on the average for the Seven (7) laptops an 
amount of Four Thousand, and Twelve Ghana Cedis (GH₵ 4,012.00) without 
warrantee. 
 
 
CRITERIA 
Part IX paragraph 13(b) of the Financial Memoranda for District Assembles (Act 656) 
states “all payment vouchers shall be receipted in one of the following ways: (b) 
by the attachment to the Payment voucher of the payee’s official receipt. 
Facsimile signature stamps shall not be used.” 
 
Failure to retire accountable imprest is also addressed by Part IX paragraph 36(b) of the 
Financial Memoranda for District Assemblies (Act 656) which states that “standing 
imprest which shall be recouped from time to time during the financial year 
concerned by submitting receipts to the Finance Officer or Cashier for re-
imbursement.” 
 
Section 43(1) of the Public Procurement Act 2003 (Act 663) also states “the 
procurement entity shall request quotations from as many suppliers or 
contractors as practicable, but from at least three different sources.” 
 
Chapter 3 Regulation 0316 of the Stores Regulation 1984 also makes it clear in relation 
to the attachment of stores receipt to the payment vouchers by stating that “the 
endorsed original of the Stores Receipt Voucher shall always be attached to the 
Payment Voucher on which payment is made to the supplier”. 
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CAUSES 
Refusal on the part of the finance department to insist on attaining all the necessary 
documentations prior to any form of payment. 
 
Failure on the part of the finance department to conduct auditing of all documents prior 
to making payments. 
 
Lack of appreciation for making value for money expenditures on the part of 
management of the Ada East District Assembly. 
 
 

 
EFFECTS 
There is the risk of losing funding from central government due to some of these 
unlawful payments which could cause use to fail to meet minimum requirements to 
access government funds. 
 
 
 
RECOMMENDATIONS 
Management should work with the finance officer to ensure that such payments are not 
made with public funds. 
The District Finance officer should also advice management on the laws and regulations 
regarding the use of public funds to ensure appropriate use of such funds. 
Management should also take punitive action against members of staff who disregard 
the laid down regulations. 
Management should also ensure that value for money audits are undertaken before 
purchases are made. 
 
 

 
 

 
 

3.0 CONCLUSION 
The Internal Audit unit is very grateful to all the other departments of the Assembly who willingly 
cooperated with the unit to make this report possible. 

 
 
 
 
 
  


