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APPROVAL 

This Right to Information (RTI) Manual has been developed to provide a structured framework 
and guidance for the implementation and administration of the Right to Information processes 
within AIB Ghana. The Manual is intended to ensure a clear understanding of the procedures, 
responsibilities, and standards required for handling requests for information in accordance with 
applicable legal and institutional requirements. 

The Manual places an obligation on all Staff of AIB Ghana to uphold the principles of 
transparency, accountability, and timely access to information in the discharge of their duties. It 
seeks to promote a standardized and coordinated approach to the management of information 
requests while ensuring compliance with statutory obligations. 

In line with the mandate and safety objectives of AIB Ghana and guided by ICAO Annex 13, AIB 
Ghana’s Act 2020 (Act 1028) and AIB Ghana’s Regulations 2024 (L.I. 2483), it is important to 
recognize that information held by the Bureau, particularly information related to aircraft accidents 
and incidents, is maintained primarily to support the advancement of aviation safety through the 
identification of lessons learned and the prevention of future occurrences. Such information is not 
intended for the purpose of apportioning blame, assigning fault, or determining liability, but rather 
to improve aviation safety and strengthen preventive measures within the aviation system. 

Staff assigned responsibilities under the Right to Information framework shall comply with the 
provisions contained in this Manual in the performance of their duties. In the event of any 
uncertainty or conflicting guidance relating to the implementation of the Manual, such matters 
should be brought to the attention of the Commissioner for appropriate direction and clarification. 

This Manual will serve as a living document and may be reviewed periodically to ensure alignment 
with legislative requirements, institutional developments, and best practices. Suggestions aimed at 
improving the format, presentation, and content of the Manual are encouraged and may be 
submitted to the Commissioner through the official communication channels of the Bureau. 
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Please complete this form to transmit your comments, questions, or suggestions concerning this 
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CHAPTER ONE 

OVERVIEW 
 

This Right to Information (RTI) Manual is pursuant to the provisions of the RTI Act, 2019 (Act 

989) by Parliament. The Act gives substance to the constitutional right to information provided 

under Article 21 (1) (f) of the Constitution, enabling the general public access to official 

information held by government institutions, and the qualifications and conditions under which 

the access may be obtained. In accordance with Section 80, the Act applies to information which 

came into existence before, or which will come into existence after the commencement of the Act. 

1.1 PURPOSE OF MANUAL 

To inform/assist the public on the organizational structure, responsibilities and activities of the 

Aircraft Accident and Incident Investigation and Prevention Bureau (AIB Ghana) and provide the 

types of information and classes of information available at AIB Ghana, including the location and 

contact details of its Information Officer and Units.
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CHAPTER TWO 

DIVISIONS AND UNITS UNDER THE AIB GHANA 
 
This section describes the mandate, vision and mission, and the list of names of all Divisions and 

Units within AIB Ghana. It also outlines organizational structure, responsibilities, details of 

activities and classes and types of information accessible at a fee. 

MANDATE   

To Investigate, Prevent, Regulate and Oversee the Management of Aircraft Accidents and Incidents 

that occur in Ghana and to provide for related matters. 

VISION 

A World Class Institution Providing Leading Services in Aircraft Accident and Incident 

Investigation and Prevention. 

MISSION 

To Apply State-Of-The-Art Methodology in Aircraft Accidents and Incidents Investigation that 

provides reports and recommendations for the prevention of the recurrence of Accidents and 

Incidents to promote a high level of Aviation Safety. 

2.1 DESCRIPTION OF ACTIVITIES OF DIVISIONS AND UNITS 

Division/Unit  Responsibilities/Activities  

Investigation Division 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

• Responsible for the investigation of aircraft 

accidents and incidents in accordance with the 

International Civil Aviation Organisation (ICAO) 

Annex 13 Standards and Recommended Practices 

(SARPs), AIB Ghana’s Act 2020 (Act 1028) and 

AIB Ghana’s Regulations 2024 (L.I 2483) to 

determine their causes and/or contributing factors, 

and issue safety recommendations in accordance 

with applicable aviation regulations and 

international standards.  
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• Coordinates with the State Safety Program and 

relevant national and international stakeholders to 

promote the prevention of future occurrences within 

the aviation industry. 

 

Research, Planning and 
Monitoring Division  

• Responsible for the preparation of the Bureau’s 

Medium Term Development Plan and Annual 

Action Plans in accordance with the National 

Development Planning Commission (NDPC) 

guidelines.  

• Ensures the development, analysis, review and 

maintenance of a comprehensive database of all 

aircraft accidents or incidents and the development 

and management of a comprehensive database on 

the projects and programmes of the Bureau. 

• Responsible for follow-up actions on safety 

recommendations contained in Aircraft 

Accident/Incident Investigation Reports, the 

education of operators, stakeholders and the general 

public on the investigation of aircraft accidents or 

incidents and the improvement of safety in the 

aviation industry. 

• Conducts research for the Bureau, coordinates the 

development of project proposals for the Bureau 

and prepares the annual and other periodic reports 

of the Bureau. 

General Corporate Services 
Division 

• Responsible for the effective and efficient 

management of the human, material and financial 

resources of the Bureau through the development 
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and implementation of administrative and human 

resource management policies, systems, structures 

and manuals. 

• Coordinates the preparation of the annual budget of 

the Bureau and the preparation of annual financial 

performance reports of the Bureau. 

• Advises Management on the financial management 

laws, regulations, fiscal policies and any other 

financial matters including the timely response to 

audit observations and implementation of 

recommendations contained in audit reports. 

• Ensures the development and implementation of 

guidelines for the management of estate, transport, 

logistics and the provision of services and the 

development of an accurate database of project 

funding, project budgets and donor-specific 

procedures and regulations. 

• Advises on virement of funds to other projects or 

Divisions in accordance with Public Financial 

Management Act and coordinates the 

implementation of the Performance Management 

System of the Bureau. 

Legal Unit 
  

• Provides legal advice and opinions on issues 

relating to the Bureau. 

• Represents the Bureau in legal matters in courts of 

competent jurisdiction. 

• Leads in the provision of legal advocacy on behalf 

of the Bureau. 

• Ensures due compliance with the International 

Civil Aviation Organization (ICAO) Annex 13 
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SARPs, AIB Ghana’s Act 2020 (Act 1028) and 

AIB Ghana’s Regulations 2024 (L.I 2483), 

relevant laws, rules, regulations, technical 

instructions, guidance materials and procedures. 

• Collaborates with the Attorney-General’s 

Department and other stakeholders on the 

preparation and review of legal documents. 

• Coordinates to set up and maintain an active 

database on legal matters of the Bureau. 

Internal Audit Unit • Responsible for the development of the Bureau’s 

audit universe and risk register and the confirmation 

of deliverables before payment. 

• Plans, implements and maintains the appropriate 

internal audit systems and the preparation of 

periodic and annual audit plans. 

• Conducts periodic, special and annual audits of the 

Bureau to ensure compliance with financial laws 

and internal audit procedures and standards. 

• Evaluates the effectiveness of Corporate 

Governance and risk management systems and 

follows up on the implementation of 

recommendations contained in the Bureau’s audit 

report.  

Public Relations Unit • Designs and implements the communication 

strategy for the Bureau. 

• Issues press releases on the Bureau’s activities, 

nurtures relations with the media and organizes 

media briefings. 

• Recommends appropriate action on media 

coverage of the Bureau’s activities and is 
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responsible for the production and distribution of 

corporate literature, promotional materials, and 

other forms of communication media. 

• Develops and updates the content and information 

on the Bureau’s website and ensures the public 

education and sensitization of the Bureau’s 

policies, programmes and activities. 

• Oversees protocol activities of the Bureau. 

 

 

2.2 AIB GHANA’S ORGANOGRAM 
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2.3 CLASSES AND TYPES OF INFORMATION 

List of various types of information in the custody of the institution 

• Information on occurrences 

• Accident and Incident reports 

• Information on Safety Recommendations issued and follow up actions taken 

• Annual Safety Reports 

• Bi-annual Bulletins 

• E-Newsletters 

• Staff Information and Guidance Materials 

Classes of information 

• Confidential  

Þ  Accident and Incident Reports 

Þ Information on Safety Recommendation issued and follow up actions taken 

• Public  

Þ Annual Safety Reports 

Þ Bi-annual Bulletins 

Þ E-Newsletters 

• Restricted/Regulated 

Þ Information on occurrences 

• Internal 

Þ Staff Information and Guidance Material 

Types of Information Accessible at a fee:  

• Information in the custody of the institution translated into a language other 

than the language in which the information is held. 

• Written transcript. 

• Media conversion or reformatting.  
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CHAPTER THREE 
PROCESSING AND DECISION ON APPLICATION 
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CHAPTER FOUR 
AMENDMENT OF PERSONAL RECORD 
 
A person given access to information contained in records of a public institution may apply for an 

amendment of the information if the information represents the personal records of that person and 

in the person’s opinion, the information is incorrect, misleading, incomplete or out of date.  

  
76.1 How to apply for an Amendment  

 
a. The application should be in writing indicating;  

• Name and proof of identity;  

• Particulars that will enable the records of the public institution identify the applicant;  

• The incorrect, misleading, incomplete or the out-of-date information in the record; and  

• Signature of the applicant.  

 

b. For incomplete information claimed or out of date records, the application should be 

accompanied with the relevant information which the applicant considers necessary to 

complete the records.  

 

c. The address to which a notice shall be sent should be indicated.  

  

d. The application can then be submitted at the office of the public institution.  
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CHAPTER FIVE 
FEES AND CHARGES FOR ACCESS TO INFORMATION 
 
The Act mandates Parliament in Section 75 to approve a fee that public institutions can charge. 

However, fees shall apply to only the three circumstances stated below:  

• Request for information in a language other than the language in which the information 

is held. (s.75) (3).  

• When request is made for a written transcript of the information, a reasonable 

transcription cost may be requested by the Information Officer. (s.75) (4).  

• Cost of media conversion or reformatting. (s.75) (5).  

 

Under Section 75 (2), fees are not payable for:  

• reproduction of personal information  

• Information in the public interest  

• information that should be provided within stipulated time under the Act  

• an applicant who is poor or has a disability  

• time spent by the information officer in reviewing the information  

• time spent by the information officer to examine and ensure the information is not     

 exempt  

• preparing the information  

  

Section 76 subjects the retention of charges received by a public institution to the Constitution. 

Thus a public institution is authorized to retain charges received under the Act to be used only to 

defray expenses incurred by the public institution in the performance of functions under the Act 

and be paid into a bank account opened for the purpose with the approval of the Controller and 

Accountant-General.  

 



AIRCRAFT ACCIDENT AND 
INCIDENT INVESTIGATION 
AND PREVENTION BUREAU 

RIGHTS TO INFORMATION 
MANUAL 

   ISSUE:02 REVISION:00    30 MAY 2026 

 

6-1 
 

CHAPTER SIX 
APPENDICES 
APPENDIX A: STANDARD RTI REQUEST FORM 
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APPENDIX B: CONTACT DETAILS OF AIB GHANA’S INFORMATION 
UNIT 
 
Name of information / Designated Officer: 

CECILIA YADA LAGBA 

Telephone / Mobile Number of Information Unit: 

+233556428704 / +233504323215 

Postal Address of the Institution: 

P. O. Box KA 16412 

AIA Post Office 

Greater Accra 
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APPENDIX C: ABBREVIATIONS 
 
AIB Ghana Aircraft Accident and Incident Investigation and Prevention Bureau 

AIG Aircraft Accident and Incident Investigation 

GCS General Corporate Services 

GOG Government of Ghana 

ICAO International Civil Aviation Organization 

ID Identification 

IO Information Officer 

IU Information Unit 

RP&M Research, Planning and Monitoring 

RTI Right to Information 

RTI Act Right to Information Act, 2019 (Act 989) 

SARPs Standards and Recommended Practices 

SMS Safety Management System 

TIN Taxpayer Identification Number 

PR Public Relations 
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APPENDIX D: GLOSSARY 
 

Term  Definition  

Access  Right to Information  

Access to 
information  

Right to obtain information from public institutions  

Contact details  Information by which an applicant and an information officer may be contacted  

Court  A court of competent jurisdiction  

Designated  
officer  

An officer designated for the purposes of the Act who perform similar role as the information 
officer  

Exempt 
information  

Information which falls within any of the exemptions specified in sections 5 to 16 of the Act  

Function  Powers and duties  

Government  Any authority by which the executive authority of the Republic of Ghana is duly exercised  

Information  Information according to the Act includes recorded matter or material regardless of form or 
medium in the possession or under the control or custody of a public institution whether or not 
it was created by the public institution, and in the case of a private body, relates to the 
performance of a public function.  

Information 
officer  The information officer of a public institution or the officer designated to whom an application 

is made  

Public  Used throughout this document to refer to a person who requires and/or has acquired access to 
information.  

Public 
institution  Includes a private institution or organization that receives public resources or provides a public 

function  

Right to 
information  

The right assigned to access information  

Section  Different parts of the RTI Act  

 

 

 

--END-- 

 


