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OBUASI EAST DISTRICT ASSEMBLY

CLIENT SERVICE CHARTER

Qur Location

The District is located between Latitude 6° 75 and 6° 90, North and Longitude 1° 20’
West and 1° 60°. It covers a total land area of 283.686 square km constituting 1.16% of
the total land area of Ashanti Region (24, 389sq.km). it is located in the Southern part
of the Ashanti Region of Ghana, with about 66km from Kumasi, the Regional Capital.
There are two major roads linking the District Capital from Kumasi: namely the Kumasi
— Bekwai — Adansi Asokwa road and the main Kumasi - Obuasi road.

Our Vision
The vision of the Assembly is “To become an excellent socio-economic development
service provider which promotes environmentally friendly society in the ‘Gold City’.

Our Mission

We exist “To facilitate improvement in the quality of life of the people in the District
by providing transformational and accountable leadership that affords equal opportunity
for all in the local economy through the provision of basic social amenities and services
for socio-economic development within the context of good governance.

Core Values
We operate on the following core values for effective development:
Accountability Client — Oriented
Creativity Diligence
Discipline Equity
Integrity Innovativeness
Timeliness Transparency
Accessibility

We ensure that, all of our offices, facilities are available from Monday to Friday within
the working hours of 8:00am -5:00pm. All further enquires are channelled through the
Client Service Unit. The Assembly provides a meeting room where issues are
discussed and confidential meetings are conducted appropriately as and when the need
arises.



How to Make a Complain
Our staff are dedicated to providing a professional service and getting things right first

time. Despite our best endeavours we recognise that things may not always meet
customer expectations. We have a standard procedure in place to ensure that we
investigate complaint fully and fairly with the department the complaint has been
channelled to. Some complaints can be dealt with immediately. Where this is not
possible we acknowledge the complaint in writing or by telephone to confirm whether
contents are correctly received. However, we enter the complaints in our Complaints
Book and channel the complaint to the appropriate office for assistance.

The office investigates complaint and respond within 5 working days of receipt.
Complainants are informed of any actions and endeavour to satisfy complainants.

Equity

In our dealings with clients the Unit ensure the rights to equal treatment established by
equality legislation. The local government Act 936 does not discriminate on the
grounds of age, disability, gender, family status, race, or religious belief and among
others.

Communication /Response Plan To Customer Concerns

All written communications from clients will be acknowledged within 48 hours. All
emails received will be acknowledged within 24 hours of receipt. All telephone
enquiries are received and responded to within 30 Minutes. Written communications
from the Assembly will contain the name and contact of DCD or details of the staff
member dealing with the query/issue.

The Assembly is committed to providing quality client services. To ensure that our
clients are satisfied with our service delivery standards, we commit to undertaking
regular reviews and to publish indicators of customer service of Obuasi East District
Assembly.



DEPARTMENTS AND SERVICES

Central Administration Department

i. Administration

The Central Administration Department is the Secretariat of the District Assembly and
is responsible for the provision of support services, effective and efficient General
Administration and Organization of the District Assembly. The Department
coordinates the General administrative functions, Development planning, management
functions and information services generally.

ii. Budget Unit

The Budget Unit facilitates the preparation and execution of the budget of the District
Assembly, facilitate the preparation, collation and submission of Annual Estimates by
other Departments, Agencies and Institutions in the District. The Unit translates the
Medium Term Programme of the District into the District Investment Progamme, co-
ordinate the organization of In-Service-Training Programmes for the staff of the
Departments of District Assemblies in budget preparation, financial management and
dissemination of information on government financial policies.

iii. Planning Unit

The development planning unit is one of the units under the central administration that
exists to perform the following functions:

e It serves as the focus for development planning of the district.

e It coordinates and harmonize all development plans of all departments, units,
and sections into a single document called the District Medium Term
Development Plan (DMTDP).

e |t performs research roles into social and economic development issues.

e It also performs the role of working on strategic documents or plans.

e It ensures that all developmental efforts of the district are geared towards
achieving the national goal.

e Monitor and evaluate the development policies, Programmes and projects in
the district.

e Compile data that will be of relevance for further planning and decision making
purposes.



iv. Procurement Unit

The Procurement Unit is responsible for undertaking and coordinating all detailed
procurement activities within the Assembly conforming to the Public Procurement
Act. The unit performs the following.

Maintains procurement records in accordance with Section 28 of Public
Procurement Act and the Regulations

Maintains and updates the database of suppliers of the Assembly

Negotiates with consultants where necessary or other tenders where expressly
permitted in the Procurement Act 2003, Act 663 or Regulations

Manages the development and implementation of the procurement plan of the
District

The Unit prepares notification of awards and contracts for the District
Assembly

Prepares Contract Documents and Purchase Order, in line with award decision
Provides inputs for the preparation of the Annual Budget

Keeping a list of registered suppliers to facilitate the work of the Unit and
Procurement Advisory Committee (PAC). This list must be updated regularly
The Unit provides expertise and services in procurement, storage and supply of
goods and services to the Obuasi East District.

V. Estate Unit

The unit manages the daily operations of the estate including maintenance,
repairs, and renovations of the Assembly’s buildings and property such as office
buildings, residential buildings within the District, market stores and stalls or
sheds and office allocations.

The unit manages and supervises lands, all ground and house staff and provide
training, day-to-day feedback and open spaces of the District.

The unit is responsible for maintenance to agreed standards of the Assembly and
manages the overall day to day maintenance of all aspects of the estate, including
maintenance and management of the team which performs these roles.

vi. MIS Unit

The MIS Unit plays the role of information generation, communication, problem
identification and helps in the process of decision-making in the Assembly. The office
therefore, plays a vital role in the management, administration and operation of the
Obuasi East District Assembly.

The Unit oversees the installation and maintenance of computer network
systems within the Assembly’s offices and provide technical ideas on
management of information on the Assembly’s website.
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The Unit evaluates and installs the proper hardware and software necessary to
keep the network functioning properly. The unit works within a budget that
allocates the amount of money the Assembly can afford on network devices
and software.

vii. Registry Unit

The registry unit performs the following functions:

The Registry is the Centre of all Administrative Documentations

Receiving of all in-coming mails of the assembly

Handling of assembly’s records and documents

Dispatches all out-going corresponding’s of the assemblies

Handling of correspondence among other MMDA's, Co-ordinating councils
and Ministries.

Handling and storage of personnel files, departments and unit’s files
Retrieving of letters

Classification of Files

viii. Stores Unit

The Financial Administrative Act 2003 (ACT 654) Section 30(1) established for each
government department (Assembly) a Stores Unit.

The Stores Unit is to serve as the storage facility for the Assembly and to advise on
issues of procurement, storage and control usage of supplies.

Ensure the acquisition, receipt, custody, control, issue and disposal of
Government stores

Ensure the accountability for the proper care, custody and use of the
Government stores from the time of acquisition until they have been or
otherwise disposed of in accordance with regulations.

Maintenance of proper books of accounting records to timely reflect the
transactions.

Invitation of purchase requisitions from the needy department.

Collection of store items from the supplier to ensure that the items supplied
agree with the specification and the agreed price stated on the Local Purchase
Order.

Updating the bin or tally cards.

Issuing of items out of the store, on the strength of properly authenticated store
requisitions.

Preparation of store receipt and issue vouchers.

Ensuring that there is adequate security over the custody of the store materials.



iX. Environmental Health and Sanitation Unit

The Environmental Health and Sanitation Unit has the mandate to provide facilities,
infrastructural services and programmes for effective and efficient for both solid and
liguid Waste Management for the improvement in Environmental Sanitation, the
protection of the environment and the promotion of public health. The Unit services
toilets and disposes off human waste collected from public and private sanitary
facilities, provide technical support to the District Assembly on the operation and
maintenance of public and private toilet facilities under Build Operate and Transfer
and caretaker management.

The Unit is also in charge of food hygiene and food venders screening and also in
charge of prosecuting offenders of waste management and other offenders.

X. Transport Unit

The Transport unit exists to provide quality and efficient service to various department
and units and help run other errands for the Assembly. Other functions include

e Monitoring the fleet of vehicles of the Assembly.

e Distribution of letters and other items to other government agencies and places
when the need arises.

e Movement of officers on monitoring and management visits.

Xi. Statistics Unit

The Department of Statistics is responsible for the collection, compilation, storage and
analysis of data to enhance evidence-based decision making at all levels. Quality data
Is important for planning and informed decision making as it contributes to
monitoring and evaluation of development programs. Their functions are as follows:

« Collect, compile, store and analyse data based on standardized formats
developed by GSS

e Provide inputs for the preparation of the Assembly’s budget

o Generate the data requirements of the Assembly on all departments for
planning purposes

« Monitor statistical enquiries/surveys within the District

» Disseminate and publish statistical data based on guidelines developed by GSS

» Promote Statistical Literacy and Research

« Adovice the District Assembly on all matters relating to statistics



« Respond to data request by clients (Institutions and Individuals)

2. Finance Department

The Finance Department is responsible for the sound Financial Management of the
District Assembly's resources and ensure access at all reasonable times to files,
documents and other Financial records of the District Assembly. The department
render and publish statements on Public Accounts, keep receipts and custody of all
public and trust monies payable into the Consolidated Fund and undertake revenue
mobilization activities of the Assembly.

3. Education, Youth and Sports Department

The Education, Youth and Sports Department of the Assembly is responsible for pre-
school, special school, basic education, youth and sports, development or organization
and library services in the District level. The Department assists in the formulation
and implementation of policies on Education in the District within the framework of
National Policies and guidelines. The office encourages, report on implementation of
policies and matters relating to basic education in accordance with reporting format
provided by the Ministry. The office advises the Assembly on matters relating to
preschool, primary, junior high schools in the district and other matters and assist in
keeping records of teachers within the District.

4. Department Of Health

The Health Department of the District consists of the office of the District Health
Director, Medical Health Officer and the Environmental Health Unit. The Department
of Health advises on the construction and rehabilitation of Clinics and Health Centres
or facilities. It assists in the operation and maintenance of all health facilities within
the district. The office undertakes health education and family immunization and
nutrition programmes, coordinate works of health centres or posts or community -
based health workers and facilitate collection and analysis of data on health. The
office seeks to promote and encourage good health and sanitation, facilitate diseases
control and prevention as well as plan and implement District health policies within
the framework of national health policies and guidelines provided by the Minister of
Health.

5. Agriculture Department

The Agriculture Department participates in provision of extension services in the
areas of Natural Resources Management, and rural infrastructural and small scale
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irrigation in the District, assist in the formulation and implementation of agricultural
policy for the District Assembly within the framework of national policies. The
Department advises the District Assembly on matters related to Agricultural
Development in the District, promote extension services to farmers and participate in
on-farm adaptive research.

6. Department Of Physical Planning

The Department of Physical Planning at the Assembly manages the activities of the
Department of Town and Country Planning. The Department advises the District
Assembly on national policies on physical planning, land use and development, co-
ordinate activities and projects of Departments and other agencies including Non-
Governmental Organizations to ensure compliance with planning standards and
schemes.

« Advices on the acquisition of land property in the public interest, and undertake
street naming, numbering of houses and related issues.

» Advices the Assembly on the siting of billboards, masts and ensure compliance
with the decisions of the Assembly.

« Assists in preparations of physical plans as a guide for the formulation of
development policies, decisions and to design projects within the Assembly.

» Advises on setting out approved plans for future development of land at the
district level.

« Advises on the conditions for the construction of public and private buildings
and structures and assist to provide the layout for buildings for improved
housing layout and settlements.

7. Social Welfare and Community Development Department

The Social Welfare and Community Development Department assist the Assembly to
formulate and implement Social Welfare and Community Development Policies
within the framework of National Policy. The Department facilitates community-
based rehabilitation of persons with disabilities, assist and facilitate provision of
community care services including: registration of persons with disabilities, assistance
to the aged, personal. Social Welfare services, hospital welfare services, assistance to
street children, child survival and development and socio-economic and emotional
stability in families.

8. Department of Works

The District Works Department of the Assembly is a merger of Three (3) Departments
and Two units, namely, The Public Works Department, Department of Feeder Roads,
Department of Rural Housing, The District Water and Sanitation Unit and the District
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Works unit of the Assembly. The District Works Department assist, advise and
encourage the Assembly to formulate policies on works within the framework of
national policies, assist and advise to establish and specify the programmes of action
necessary for the implementation of all physical Projects, facilitate the implementation
of policies on works and report to the Assembly. They also advise, encourage,
facilitate and spearhead the implementation on matters and programmes relating to all
Engineering works in the district, assist in taking-off, from existing structures and
proposed architectural drawings/plans, estimate the cost of projects by preparing bills
of quantities leading to the preparation of tender documents for all physical and
engineering projects to be undertaken by the Assembly through contracts or
community initiatives.

The Department has a building inspectorate unit consisting of staff from the Physical
Planning Department and Works Department, in charge of Building Permits,
Development Controls, Architectural Drawings, Estimating, Valuation and Quantities,
among others. Clients seeking information on all the functions are to take note of
departments’ handling of matters and act accordingly.

Types of Permits issued by the Assembly
Development Permit

Building Permit

Renewal / Renovation Permit
Demolishing Permit

Duration for Obtaining Permit

Sixty (60) days or less

Requirements for obtaining Building/Development Permit
Land Allocation Documents

Approved site plan

Architectural drawing.

Fire permit for (residential buildings with more than three (3) apartments and
commercial buildings.)

Environmental Protection Agency Certificate for (residential buildings with more
than three (3) apartments and commercial buildings) and Occupancy certificate
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FEES

All fees are charged depending on the superficial area of the proposed
development/project/building.

NB: ALL PERMITS ISSUED AFTER FIVE (5) YEARS WITHOUT
IMPLEMENTATION OR EXECUTION OF THE said PROJECT OR BUILDING,
REQUIRES AN UPDATE OR RE-APPROVAL.

9. Business Advisory Centre (BAC)

Business Advisory Centre is a Unit under the National for Small Scale Industry
(NBSSI) that is focused on the promotion and development of Micro, Small and
Medium Enterprises (MSME’s) sector in Ghana. The Business Advisory Centre
(BAC) is an office that focuses on starting and growing enterprises. They provide an
enabling environment for Micro, Small and Medium enterprise development and
growth in the district. The office renders high quality business development services,
tailored business development services, advisory and counselling services within the
District.

10. The Natural Resources Conservation, Forestry, Game and Wildlife
Department

The Department assist the Assembly in the formulation of policies for the
conservation of natural resources in the District within the framework of national
policy on natural resources, conservation and report on the implementation of the
policies and programmes. The office facilitates the creation of awareness on the
benefits of forests and wildlife conservation, encourage investment in commercial
timber plantation and the preservation of wildlife, assist and facilitate the
establishment and maintenance of tree nurseries and forest plantations for sale to the
public.

11. Disaster Prevention Department

The Disaster Prevention Department runs special campaigns on cleanliness, targeting
the general community and corporate bodies. The department sees to the desilting of
drains in flood prone areas in the District. NADMO educates and creates awareness on
various diseases in the communities and in rainy seasons as well.
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12. Human Resource Department

Human Resource Department acts as a liaison between employers and employees to
help ensure both are well equipped to do their jobs safely and effectively. The office is
in charge of recruitment and selection procedures, provides staff Personal Data,
compensation of employees, staff welfare, retirements leave, postings, transfers,
Training and Development, appraisal systems and performance management.

The Department is also responsible for employer-employee relations, manage
employee benefits, create a safe work environment, and handle disciplinary actions
and among others.

i. Marriage Unit.

The Unit is in charge of registration of marriages, i.e. Ordinance and Customary,
Issuing of Marriage certificates, gathering and capturing of marriage data, ensuring all
data of marriages are kept safely and up to date and verification of information and
data of the couples before registration of the marriage. They are also in charge of
confirmation of marriages and ensuring that supporting documents are gathered and
available when required or needed.

Registration of Marriages
Customary Marriage

Under Section2(2) of PNDCL 263, application for the registration of the marriage
may be made at any time after the marriage except that the secretary of justice may at
any time prescribe periods within which failure to register customary marriages
contracted before or after the commencement of this law shall be an offence.

Islamic Marriage

Marriage of Mohamedans Ordinance, now part of the Marriages Act, (Marriages Act,
1884-1985(CAP 127) provides that every marriage contracted or divorce effected by
persons professing the Islamic faith shall not be valid unless registered under the
Ordinance.

After a valid Islamic marriage has been contracted by a couple, the District Chief
Executive is notified not later than a week after the celebration of the marriage by the
bridegroom, the bride’s Wali, two witnesses to the marriage and the licensed priest
who performed the marriage.
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Christian, Civil or Ordinance Marriage under Marriages Act 1884-1985(CAP 127)

Section 41 of the Marriages Act makes provisions for three different authorities for
solemnization of marriage under this act.

Marriage by a Marriage Officer’s Certificate: Marriage officers are Ministers of
the Gospel who have been gazetted by the state to officiate marriage under Marriages
Act in licenced churches or other venues.

Marriage by a Registrar of Marriages Certificate: A Registrar of marriages is an
officer appointed by government to perform marriage under the marriages act in the
district, municipal, metropolitan or city council’s office. Notice is given in writing to
the registrar of intention to marry within three months.

Upon receipt, the registrar is then required to enter in the Marriage Notice Book, and
publish a copy of the notice on the notice board or outer door of his office.

After 21 days, the registrar shall upon payment of the prescribed fees issue the
marriage certificate.

Marriage by Special Licence obtained from the Registrar-General: Special
licence may only be granted where parties to intended marriage can prove to the
principal registrar of marriages or show cause why they cannot go through the
procedure of giving twenty-one(21) day notice or publication of banns.

MARRIAGE FEES GHC
Ordinance CAP 127 Per Registration 150.00
Customary Marriage (Residential) Per Registration 60.00
Customary Marriage (Foreign) Per Registration 300.00
Divorce Certificate (Customary) Per Registration 350.00
Certificate of Marriage Per Registration 100.00
Certified True Copy Per Document 100.00
Filing of Notice (Caveat) Per Case 50.00
Marriage Ceremony (Weekend) Per Case 100.00
Search Fee (For marriage Registration) Per Case 50.00
Search Fee (Marriage Certificate) Per Case 100.00
Registration of Churches for Marriages Per Document 600.00
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Spinster/ Bachelor Certificate Per document 200.00
12. Births and Deaths Department

e The Births and Deaths Department deals with the storage and management of
births and deaths records/registers within the District.

e Issuance of certified copies of entries in the Registers of Births and Deaths
upon request.

e Processes corrections and insertions in the Registers of Births and Deaths upon
request from clients within the District.

e Verification and authentication of births and deaths certificates of clients upon
request within the District.

Requirement and Fees for Acquiring a Birth Certificate.
Name of Applicant

Date of Birth

Place of Birth (Hospital)

Names of parents and their occupation

Ghana card or Passport of Informant (could be any close relative)
ADULTS

Normal Processing Fee: GHC 100.00

Duration: 2 to 3 months

Express Processing Fee: GH € 260.00

Duration: 3 weeks tol month

CHILDREN/INFANTS (0 -12 months)

Infant/ Original certificate: GHC 20.00

Infant Certificate with Extraction: GHC 90.00
Requirements and Fees for Acquiring a Death Certificate

In the face of death of a relative, a burial permit and certificate ought to be procured
from the Birth and Death Registry of the Assembly within Ten (10) days of the death
of the person.

Early Death Registration (within 10 Days / 14 working days of death)
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Burial Permit: GHC 150.00
Death Certificate and Burial Permit: GHC 300.00
Late Death Registration: GHC 700.00
Requirements for acquiring Death Certificate

e Early Death
Cause of death report from the Hospital

e Late Death
Cause of death report from the hospital

Four (4) family members which must include the Next of kin, Head of the Family, and
two other family members, each with their National ID cards.(GHANA CARD)

Funeral Invitation card

13. Information Unit

The unit serves as the Public Relations Office to the public and communicate the
intentions and mission of the District Assembly to the public. The unit educates the
public on the programmes and activities of the Government and the Assembly.

The unit is responsible for the preparation and issuing of relevant forms, information
Kits and brochures to interested parties. The office refers complex inquiries to the
appropriate Unit or Department and responds to inquiries and provide information and
assistance when necessary. The Unit is responsible for Monitoring the media houses
within the district and conduct general media relations

Customer Service Charter

This Customer Service Charter is a commitment to the quality of our service delivery
to clients and sets out how our office operates. The client service unit is committed to
continuously monitoring and improving the quality of our service delivery to people
within the Obuasi East District Assembly.
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OUR INFO

Office of The District Assembly
P.O. Box Bl 940

Tutuka — Obuasi

Digital Address: GPS: AO-092-2119

Website: www.oeda.gov.gh
Email: obuasieastdistrictassembly@gmail.com
Tel: 4233534912631

2

ERIC ABOAGYE-MENSAH
(DISTRICT CO-ORDINATING DIRECTOR)
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