
REPORT ON TWO (2) DAYS TRAINING WORKSHOP ORGANIZED FOR 

ENVIRONMENTAL HEALTH OFFICERS  OF TEMA WEST MUNICIPAL ASSEMBLY 

(TWMA) ON PROSECUTION AND COMPREHENSIVE INSPECTION OF PREMISES 

ON 22ND AND 23RD SEPTEMBER, 2022 

1.0 INTRODUCTION 

 

Efficiency is sharpened by constant knowledge gain and revision, this group of trainers have never 

under estimated or overestimated the knowledge of any client before training. The assessment 

made through the pre and post- tests is tuned to propel the training to close the gap between the 

known and unknown. 

 

Though many Environmental Health staff have acquired so much knowledge and are still going 

higher, it has been realized that it is more geared towards the theoretical angle than the practical. 

After a training needs made, Tema West Municipal Assembly realized the gap in knowledge on 

Environmental Health Prosecution and report writing. The Assembly agreed to engage consultant 

who had expertise in Environmental Health issues to train their staff in the identified fields. 

 

The workshop trained both male and female staff to prepare them for the practice of prosecution 

on Sanitation cases in the courts and how to present reports on services rendered over periods. 

 

2.0 OBJECTIVES OF THE TRAINING 

 

The main objective of this training was to improve the capacity of the Environmental Health 

Officers in Prosecution procedures and report writing. This was achieved as per the assessment 

made through the Pre and Post-tests organized during the training.    

Practical works were made on: 

• Proper writing of notices and summonses. 

• The serving of notices and summonses. 

• Court proceedings. 

• On the study of Assembly bye-laws and some National laws relating to Sanitation. 

• Environmental Health Reports and compilation of data. 

 

3.0 PARTICIPATION 

 

The two (2) day workshop started on 22nd September, 2022 at 9:40 a.m. with self-introduction and 

the setting of ground rules.  Nineteen (19) participants were in attendance. 



 

Gender  No. of participants Percentage  

Male  6 31.58 

Female  13 68.42% 

 19 100% 

 

 

4.0 TOPICS TREATED 

 

The following topics were treated over the two day programme 

• Types of Courts and their Jurisdiction 

• National Laws on Sanitation for Prosecution 

• Qualification of an Environmental Health Prosecutor 

• The role of a Prosecutor 

• Qualification of a witness 

• Assembling of exhibits 

• Institution of Proceedings before the District Court 

• Complaint and Application for Summons or Warrant 

• Issuance of notices, Summonses or Warrants 

• Preparation of Charge sheets 

• Presentation of Evidence and Facts 

• Gathering data for Environmental Health Reports 

• Word selection for reports 

• Brainstorming and sketching in reports 

• Structure of a report  

 

The topics were designed to meet the demands of participants. 

 

5.0 TRAINING METHODOLOGY 

 

Presentations on the proposed topics were made through projected Power point slides. A 

participatory approach was adopted during the training programme. The training was in the form 

of lectures, discussions and practical exercises (role play) and the sharing of experiences by both 

senior and junior grades. Group work was used to promote understanding in all the discussions 

made. During the presentations and discussions, participants were given the opportunity to freely 

interact with themselves and the Consultants.  

Adult learning approaches were adopted during the programme and training materials were 

distributed to all participants through the WhatsApp platform formed for continuous interaction 

and update. 



Materials used for the training were A4 sheets for Group work, picture cards for assessment and 

interpretation on the field, LCD Projector, Flip charts and markers 

 

6.0 PREVIOUS KNOWLEDGE ASSESSMENT 

 

6.1 Pre-Test 

A previous knowledge assessment was made before the training started and the highest score in 

both topics were as follows; 

 

1. Prosecution and Investigation                                   - 54% 

2. Report writing      - 40% 

Upon the above assessment it was necessary to facilitate at a pace to enable complete 

understanding. 

 

6.2 Post-Test 

 

1. Prosecution and Investigation                                   - 83% 

2. Report writing      - 89% 

 

Results indicated that more than 68% of the total participants had over 80 marks in both topics. 

 

6.3 Facilitation and Understanding 

 

Facilitation was done by two (2) persons. 

 

Time was taken to exhaust all subjects under each topic.  Simple straight forward examples were 

cited to explain subjects that participant could not understand - this was however expected.  

Participants were frank enough to come out with issues they did not understand.  This quickened 

the process to a timely conclusion. 

 

6.4 Trainer’s expectation 

 

The Consultant expects to train the entire Environmental Health Staff of TWMA on all essential 

subjects relating to Environmental Health and Water and Sanitation by the end of December 2023 

to sharpen their skills. 

 

6.5 Trainers Observation 

 

Over 90% of the staff were happy to be part of a workshop of such nature; 14 participants 76% 

claimed they have not attended any of such workshops before and they called for more of such. 2 



have been trained on Prosecution before and the rest claimed they have not attended any workshop 

since they completed the Hygiene school. 

 

6.6 Evaluation  

 

On the whole the entire staff wanted continuous training, over 96% was satisfied with facilitation, 

less than 98% understood all topics with 96% satisfied with the breaks between topics.  Less than 

5% were not sure of what to say. 

 

7.0 RECOMMENDATIONS 

 

1. A prosecution team must be set up in the Assembly to analyze cases properly before 

prosecution. 

2. The above team should be officially inaugurated to ensure serious work. 

3. The team must be directed by and be answerable to the Municipal Environmental Health 

Officer 

 

8.0 CONCLUSION 

 

To have a competent staff to execute proper Environmental Health programs, there is the need to 

update knowledge. 

 

Organizing such workshops for staff could enhance a better rise in the level of Sanitation for the 

Tema West Municipal Assembly and Ghana. 

 

 

  

 

 

  



APPENDIX 

PRETEST/POSTTEST FOR PROSECUTION AND REPORT WRITING 

1. What are the two levels of courts in Ghana? 

2. Name some court jurisdictions you know 

3. Who Is a persecutor 

4. Facts are the same as charge sheet. True or false 

5. An Oath is taken when the accused is acquitted and discharged. True or False 

6. What are the following: 

a. SOB 

b. SOK 

c. SOC 

7. What is a charge sheet? 

8. Investigation is to establish the existence or otherwise of a court. True or False 

9. What is conflict? 

10. A Prosecutor is someone who sits in the lower court only. True or False 

11. A report is a short story. True or false 

12. What 2 periods can you name as reporting periods? 

13. The scope of a report is the design of writing. True or False 

14. When is a report written 

15. Every report must have a topic designed by the Instructor but not the inspector. True or False   
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