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1. PREAMBLE  
Following the passage of the Right to Information (RTI) Act (ACT 989) by the Parliament of 

Ghana in 2019 and the obligations it places on public institutions regarding access to 

information, it has become expedient for the Electricity Company of Ghana to develop a policy 

to operationalize the Act.  

 

2. OBJECTIVES OF THE POLICY  
The main objective of this policy document is to guide the implementation of the Act in ECG 

since the provisions of the Act are in sync with the company’s core values of professionalism, 

openness, wellbeing, excellence, and reliability. 

Other objectives include: 

a. Protect staff in respect of boundaries needed to evaluate information during the 

creation, processing, exchange, access and use of information  

b. Inform staff about the legal and regulatory environment/framework of the law  

c. Raise staff awareness on rights to official information  

3. GOVERNANCE FRAMEWORK  
This policy of ECG duly supports the company’s: 

I. Vision 

To be a financially sustainable and customer focused energy service provider by 2024 

II. Mission  
To provide safe, quality and reliable Electricity services to support the economic growth and 

development of Ghana 

III.  Corporate strategy 

 

The strategy is anchored on three thematic areas 

 Revenue growth  

 Operational excellence  

 Customer value  
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IV. Core Values  

 P - Professionalism (technical competence; discipline; teamwork; high 

operational standards quality assurance) 

 O - Openness (communication; transparency; integrity and trust worthiness) 

 W - Wellbeing (welfare and safety of employees, customers, the general public 

and company property) 

 E - Excellence (exceeding expectations of internal and external customers; 

demonstrate ingenuity) 

 R - Reliability (supply quality and availability, prompt response, commitment 

to duty) 

 

 

 

 

 

4. SCOPE OF THE POLICY  
This policy guides RTI management in ECG. The implementation of this policy should be in 

tandem with the RTI Act (Act 989). 
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5. DESIGNATION OF RTI OFFICERS 

I. ECG Head Office  
1. ECG shall set-up an RTI Office and designate an employee as an RTI Officer to work 

with the RTI Officer seconded to ECG from the Ministry of Information.  

 

2. The Designated RTI Officer shall collaborate with the Ministry’s RTI Officer to: 

a. Receive and process applications for access to information at the head office of 

ECG 

b. Compile the RTI Information Manual, Data Mapping and Annual Reports of 

ECG 

c. Receive reports from the region and district offices on requests for information 

that were received in the reporting month/year. 

 

 

 

 

 

 
 

 

 

 

 

 

RTI 
OFFICER

LEGALRTI OFFICE



6 
 

II. ECG Regional Office 

3. The Regional General Manager shall be responsible for: 

a. Receiving and forwarding RTI applications to Head office 

b. Reporting RTI activities to the RTI Officer at the Head Office 

c. Consult RTI officer at head office for guidance where necessary  

 

 

 

REGIONAL ORGANOGRAM 

 

 
 

 

 

 

 

III. ECG District Office 

 

4. District Manager shall be responsible for activities of RTI at the district level. The 

manager shall be responsible for: 

a. Receiving applications and forwarding them to the Regional General Manager 

b. Then submit finally to the RTI Officer at the head office.  

 

REGIONAL GENERAL 
MANAGER

REGIONAL 
COMMUNICATIONS 

OFFICER

RTI OFFICE
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DISTRICT 

 

 

 

6. PROCESSING APPLICATIONS 
1. All requests for information to the head office shall be processed by the RTI office 

at the head office in consultation with the following Directors: 

 Communications  

 Legal Service  

 Relevant Directorate 

 

2. Applications for information from the regional and district offices shall be 

forwarded to the RTI office at head office. 

3.   Response to request shall be sent to the applicant and a copy sent to Manager 

Records for filing  

 

3. Number of applications for information received at the regional and district offices 

shall be included in the report to be sent to the RTI Office at the head office. 

4. The RTI office shall ensure compliance with provisions/sections of the RTI Act. 

DISTRICT 
MANAGER

REGIONAL GM

REGIONAL 
COMMUNICATIONS 

OFFICER

RTI OFFICER

RTIO
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7. RTI REPORT WRITING 

 I. Head Office 

1. The RTI Office shall compile the RTI monthly and annual reports for ECG and submit 

same to the Ministry/RTI Commission subject to timely approvals by management or 

persons assigned to give such approvals.  

 

2. The report shall include, but not limited to the following: 

a. Number of requests for information 

b. Number of requests granted  

c. Number of requests refused, stating the reasons for refusal 

d. Number of applications deferred, referred, and transferred 

 

3. The report shall cover all RTI activities of ECG on monthly and yearly basis. 

 

II. Regional Offices 

1. Persons in charge of RTI operations in the regions shall send monthly reports on RTI 

activities to the RTI Office at the head office.  

 

2. The report shall among others include 

a. Number of requests for information 

b. Number of requests granted  

c. Number of requests refused  
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8. EXEMPT INFORMATION 
1. The following exempt provisions of the RTI Act (Act 989) applies to ECG,  

a. Economic and any other interests (S. 10) 

b. Economic information of third parties (S. 11) 

c. Internal working information (S. 13) 

d. Disclosure of personal matters (S. 16) 

 

2. Specific information/records that are considered exempt include: 

a. Memorandum  

b. Contracts  

c. Tender/bid  

d. Land document/Indentures   

e. Compensations 

f. Payment Advice  

g. Requisitions  

h. Circulars  

i. Receipt  

j. Bill of laden (Shipping doc) 

k. Case files 

l. Personal information  

m. Personal file  

n. Policy files 

o. Payslips and Incentives 

p. Interview reports/results 

q. Minutes of BOD/Management meetings 

r. Disciplinary Committee reports before action is taken on them 

s. Performance appraisal reports 

9. MONITORING AND EVALUATION 
There shall be an internal monitoring mechanism established to ensure best practices in the 

receipt and processing of applications for information in all ECG’s operational areas; apart 

from any monitoring activities carried out by the RTI Commission and the Ministry of 

Information. 

10. FEES AND CHARGES  
a. Charges applicable to reproduction of information shall apply subject to RTI 

Legislative Instruments  

b. The amount payable shall be determined by the APPROPRIATE 

AUTHORITIES from time to time. 
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11. OFFENCES AND SANCTIONS  
1. Subject to the provisions of the RTI Act, 2019 (Act 989), an RTI officer or a person 

designated to perform such roles or any other person who wilfully discloses information 

which is exempt (or considered a classified information by ECG) commits an offence   

2. An RTI officer or a person designated to perform such role, or any other person commits 

a misconduct when he/she  

a. Fails or neglect to perform a function authorised by the RTI Act where the 

occasion arises to perform that function  

b. Seeks or gains access to the personal records of another person under false 

pretences 

c. Wilfully makes false statement to mislead any other person to gain information 

d. With intent to deny access to information destroys, damages, alters, or conceals 

a document or makes a false entry into a document. 

3. A person who commits these offences is liable to the 

a. Respective sanctions prescribed by Sections 81 & 82 of the RTI Act 

b. Internal disciplinary procedures of ECG 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


