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FOREWORD

Objective of the Project

AID, in cooperation with the Arab Republic of Eqypt, undertook a proiect
entitled, Integrated Social Services Project (ISSP) to determine whether
social services could be improved without increasing costs. The U.S. Agency
for International Development (AID) let two contracts for the overall project
with the Egyptian Ministry of Social Affairs (MSA): [A) One for inservice
training for social workers and for modification or development of services;
and, (B) the other for the development of an improved information system. The
University of North Carolina (UNC) was selected for contract A and Plannina &
Human Systems (P&HS) for contract B.

The objective of the Management Information System (MIS) contract was to
provide technical services to the MSA in the design and test of a model
management information system. The purpose of the model MIS is to assess
needs for social services, record and report on activities and enrollments in
social services proarams, and provide data on the costs of providing these
services. In performing this worki, P&HS was asked to develop a close,
collaborative working relationship with both the Egyptian Project Directors
and key personnel and with the UNC team.

Work Products

The products of this effort were:

® Development and implementation of an overall Project Governance
Organization

® Establishment of an MIS Development Group under nur lead MIS
counterpart on National Technical Committee

¢ Analysis of current MSA Organization and Information System and
recommendations for its improvement

¢ Design and implementation of a Community Needs Assessment,
includina data processing of the Community Opinion Leaders Survey

® Desian and initial test of a model agency and client
information system for social units and private associations;

® Analysis of processes, issues, and forms used in supervision of
private association programs, and recommendations for the
Proaram's improvement; and :

¢ Recommendations for further development of the MIS



In achieving the above work, P&HS staff developed and discussed with MSA
staff various MIS orientation materials; developed a detailed work plan with
MSA counterparts; developed and implemented Jjointly with MSA and UNC a
community needs assessment program, including forms, questionnaires,
procedures and training; developed and completed a data processing effort for
the Community Opinion Leaders Survey; performed task and data analysis;
designed and developed information system forms and procedures; and performed
a variety of other project activities.

Project Team

To carry out this intensive first year effort, P&HS put together a
balanced project team. The project team was composed of the following
professionals:

Frances Georgette, Ph.D., President of Planning & Human Systems
(Project Director)

James F. Coyle, M.S., Chief of Party
Arlene Marin, B.A., Systems Analyst
Wayne Faulkner, B.A., Systems Analyst
Dail Doucette, Systems Analyst

0dis Kendrick, Social Systems Specialist

MSA and AID Personnel

Personnel of the MSA and the AID Mission in Cairo participated in,
contributed to, and cooperated in the project.  Particular thanks must go to
the MSA Project Committee, especially Dr. Salah Hommosani, Project Director;
to Mr. Omar Hosni, Undersecretary and our 1lead MIS counterpart on the
Technical Committee; to the General Directors of Moderias in Tanta and Assiut,
Messrs. Abu Shaba and Mr. Thabet; Mr. ionsuit Imam Director of Statistics and
Information; to Mr. Tawfik Ismail, Deputy Director of Information and
Statistics and Ms. Nadia Mohammed, Secretary, both of whom worked directly
with the MIS team.

A project of this magnitude and complexity 1is a major undertaking involving
the combined efforts of many individuals and organizations. The MIS Project
was carried out 1in a very tight time schedule with many hours of extra time
and effort. It is impossible to identify all of the individuals who helped in
planning and conducting the work. Nevertheless, we want to thank all of the
other Ministry Officials who worked very hard to make this “a successful
effort. Our thanks to our local P&HS staff, especially Ms. ~Lucy Hussein,

ii



Executive Secretary, and Mr. Galal El Khalib, Interpretor-Translator. Last,
but not least, our thanks to our University of North Carolina counterparts,

Dr. John Turner, Chief of Party, Mr. Roager Hardister, and Dr, Porfirio
Miranda.

Respectfully submitted,

James F. Coyle

Chief of Party

MIS Project

Plannina & Human Systems, Inc.
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CHAPTER 1
INTRODUCTION

A.  PROJECT ENVIRONMENT/DESIGN CONSIDERATIONS

In order to understand the information system of the Egyptian Ministry of
Social Affairs (MSA), we had to understand its structure and functioning which
have been undergoing change for the past several years. The MSA can be
described as a consolidated, centrally controlled, hierarchical organization
with most major decisions on policy and budget made at the central level.
There are essentially four levels of organization: Central or Ministry,
Moderia or State, Markez or County, and Social Unit or Community level. The
first three levels are basically administrative while the last, the social
unit, is the primary service unit.

In the design of the Management Information System (MIS), primary emphasis was
placed on the unique characteristics of the MSA.  The social services system
has two particularly important characteristics: it renders both general com-
munity services and also services to selected at-risk groups of individuals.
Service efforts are accomplished through MSA social units and through private
social services associations at the local level. The ways in which informa-
tion and data are to be collected in the new information system are directly
impacted by this dual service delivery system, making design considerations
more complex and difficult. Another problem 1is the multiplicity of private
associations--there are more than 7,000--that the new system will both service
and be served by. The size, scope, and technical sufficiency of these organi-
zations and MSA social units vary greatly. The impact of this diversity on
recordkeeping, information collection, reporting, and use are significant.

The developments in the governates and moderias, resulting from decentrali-
zation 1in response to President Sadat's directives, have now added new
dimensions to the operations of the MSA and the need for specific data and
information at each level of operation. For instance, the role of the markez
is an evolving one that will take many years to complete and be fully
functional. At the moderia, new responsibilities and authorities are being
added, accompanied by and, 1in some instances, resulting from parallel
increases in the roles of the Governors. Lastly, the MSA is considering
changing the role of the social wunit as evidenced, in part, by the work
contracted to the University of North Carolina (UNC) in this Intearated Social
Services Project (ISSP). The change from a wartime to peacetime economy has
speeded these considerations. All of these real and potential changes will
have a profound impact on the social services system, particularly on the
recordkeeping, information needs, and functions of the social wunits and
private associations.

Thus it was clear that the MIS had to be designed around the MSA's and Egypt's
unique political and administrative realities, some of which were already



known at the beginning of the project, others which came into play during the
project, and others which will come to be in the near future. For instance,
during the course of this past year, President Sadat enunciated a goal of
having all eligible persons enrolled in national social insurance before the
end of 1980, a very ambitious goal. This effort will have a profound impact
on the MSA because current law requires the sharing with, and review by, MSA
of income assistance payments made by all Ministries, including the Ministry
of Social Insurance. MSA's current ability to fulfill this responsibility is
incomplete.

It was impossible to discover and to completely understand all of these and
other variables over the course of this past year. Our goal was to ensure, to
the extent possible, that the MIS design fit current needs while allowing for
expansion and modification to meet future needs of the MSA for the next
several years.

B.  INTEGRATED SOCIAL SERVICES PROJECT GOALS

As stated earlier, the goal of the overall ISSP is to find ways to
improve social services without increasing costs. Within this context, there
were three main objectives:

1. Develop model social units to improve assessment, effectiveness,
and relevance of social services.

<+ Develop in-service training programs for services delivery
personnel.

3. Design and test a better recordkeeping and information system
to support both services delivery and management functions.

Planning & Human Systems (P&HS) was contracted to accomplish objective three
above.

C. MODEL SOCIAL UNITS

In Chapter III of this report a description of the structure and
functioning of the MSA is provided. As indicated there, services delivery
takes place at the 1level of the social units. For this reason, the social
unit was identified as the critical element for improvements in the services
system.  Since levels above the social unit are basically administrative and
technical support, improvements in the structure and functioning of the social
units was seen as the necessary focus for this effort. As indicated in the
UNC six-month report of July 1979:

“The model social units are to serve as a laboratory for project staff;
second, as a training site and resource for upgrading contiguous social
units; and, third, as a basis for guiding the improvement of social
unit operations in other governates."



Two social units in Gharbyia, Shobra Namali and Kohafa and two social nits
in Assuit, Sadat area and Beni Mohammed, were selected by MSA and AID to serve
as the experimental units for both UNC and P&HS efforts.

D. MIS PROJECT AS INITIALLY PLANNED

P&HS's contract called for us to "develop an approach to the design and
testing of an MIS in which Egyptian officials are full-time collaborators at
all steps in the process” in order to accomplish the following objectives:

1. MIS

® The design and test of a management information system for
the purpose of assessing need for social services, recording
activities and enrollment in social services, indicating
results of activities, and providing data on costs of
providing services

o Provide for the design and field test of the MIS in four
social units attached to the demonstration and training
center effort

® Provide for the processing and reporting of that data at
three levels of govermment administration: markez, moderia,
and central Ministry

In keeping with the contract, our approach was to work through and with our
Egyptian counterparts in every step of the work initiated. This was
accomplished through several groups: 1) National Technical Committee, 2) MIS
Development Group, 3) Local Project Directors and Demonstration and Training
(D&T) Center staff, and 4) UNC. Discussions of our roles and work with these
groups will follow,

E.  PROJECT DESIGN PROCESS AND ISSUES

1. Goal Clarification

Trying to understand and define various types of systems such as
Management Information Systems, Human Services Information Systems, Client and
Family Information Systems can be frustrating. It is often difficult to reach
a clear agreement on what they represent. Nevertheless, systems design and
development must begin with a clear understanding of requirements and objec-
tives. At the outset of the project P&HS spent extensive amounts of time
assisting our MSA project counterparts to identify information and management
needs through the development of a common understanding and commitment to the
MIS goals and work. In helping MSA to articulate these, we .moved through
discussions of abstract concepts to concrete examples of information system
processes and outputs. Exhibit 1 is an example of the kinds of information
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material used in these definitional discussions with our M5A project counter-
parts. The figure shown in Exhibit 1 was particularly useful in our attempts
to show the flow and use of information among the various elements of the
social services system and the critical role of the MIS. A second related
instrument used repeatedly in our early discussions at all levels of MSA was
entitled, "MIS: What It Will Do," which supported with specific reference the
kinds of information collected through an MIS and examples of its use. A copy
of this instrument is included in Appendix 1.

Although the time required to qain a common understanding and commitment was
extensive, it was necessary to gain open and frank discussion with our
Egyptian counterparts concerning their information problems and needs, organi-
zational constraints, and suqgestions for improving the information system.
We would not have succeeded with the MIS if this mutual investment of time had
not been made.

2. Collaboration with UNC

The project proposal called for the close cooperation of the two
American contractors in the conduct of joint work, particularly the community
needs assessment. Early on, both P&HS and UNC recoanized that closer
cooperation than anticipated would be absolutely necessary, notably for each
of us to achieve our individual objectives, but also for the overall project
to succeed.

The qoals of UNC with respect to the model social units include consideration
of new or improved methods of service delivery whether delivered directly by
the social unit or in conjunction with private associations. Review and
redesign of procedures for recordkeeping and information processing for
services delivery had to be part of this consideration. For instance, the
potential use of a case management approach (now under consideration to
improve client services), requires a major focus on intake, referral,
followup, and evaluation processes and information methods. The use of the
same social units and moderia staff for development and testing by UNC and
P&HS required close coordination of approach, use of personnel, and timing of
schedules and efforts. For these reasons, UNC and P&HS made extensive
collaborative efforts to plan and carry out work. By jointly occupying office
space, this cooperation was enhanced and assured.

3. Work Constraints

The objectives of the MIS Project were based on certain assumpticns
contained in the feasibility study (Ohio State University Project Paper 0020)
with respect to potential for work completion. For example, the Ohio State
paper assumed that a system could be developed, tested, and implemented in MSA
with minimum participation of the MSA.  P&HS proposed otherwise in our work
plan and found through the actual work process under the contract that the
full cooperation and participation in all phases of the work of our fgyptian
counterparts was absolutely essential. This participation was accomplished
but required many more work hours than had been foreseen. :



A second assumption had to do with the estimates of time required to complete
the work involved. These estimates fell very short of time actually required.
For instance, it had been estimated by AID preject designers thet the comple-
tion of the community needs assessment from design to final reports would take
about three months. In reality, the work of both UNC and P&HS took close to a
full year despite our best efforts. This process was far mere complex and
involved than anyone had anticipated.

A third assumption was that sufficient information was available from previous
studies, including the Ohio State study, so that the design of the MIS could
begin at a very early stage. During P&HS early orientation and investi-
qations, it became clear that sufficient information on the structure and
functioning of MSA was not available, particularly with respect to the
services delivery system and private associations. Information was also
lacking on the roles and evolving functions of the moderia and markez as a
result of decentralization and expanding local service needs. For this
reason, many additional work days were spent in qaining information on these
factors and developments. In addition to increasing our perspective and
understanding of the operations and programs of MSA and private associations,
it also provided the opportunity to increase MSA involvement and understanding
of the MIS project.

A11 of these factors, and others, had direct impact on the nature and timing
of P&HS' work. At the midpoint of the work, several sessions were held with
AID/Cairo and MSA to clarify and modify the specific objectives of the first
year work. The products of this first year effort reflect these mutua] agree-
ments on needs of MSA in information systems development.

During field investigations and other project work, the P&HS staff collected a
variety of materials: descriptive  documents, reports, forms, etc.
Practically all of it had to be translated from Arabic to English prior to
review, analysis, and use, Also, P&HS developed materials such as work plans,
forms, and correspondence which were translated from English to Arabic. Al
of these translations required extensive time, much more than anticipated. In
fact, the MSA asked us to translate all project related materials to Arabic.
The work involved was not simply translation, but required the review of
language and meaning even on the smallest of data items. For instance, in
finalizing the Community Opinion Leaders Survey, the D&T Center staff from
Tanta and Assuit differed on the meanings of Arabic phrases because specific
words actually have different meanings in Upper and Lower Egypt. In addition,
following the pretest of the questionnaire, several words and even sentences
were revised because they were being misunderstood by both the interviewers
and interviewees. Needless to say, despite the work and time involved, these
activities were very important to the process and completion of work as well
as to the establishment of a positive group interaction for the tasks
involved.

A related work factor had to do with the definition of terms used by P&HS and
UNC in both discussion and written material. Many words and phrases do not
carry the same meaning in Arabic as in English. As an example, the term



"management information system" has a strong connotation of control and
evaluation of individual work in an Arabic context. Also, the word
"supervision," as in the supervision of private associations by the MSA,
carries much less of a management meaning than in the English context.
"Supervision" in Arabic means review, coordination or technical assistance.
Throughout our work in Egypt, the question of the meaning of words and phrases
was constant, requiring continuous discussion, review of materials, and
followup.



CHAPTER I1
PROJECT ORGANIZATION AND DEVELOPMENT

A. OVERALL PROJECT STRUCTURE AND FUNCTIONING

Through Ministerial Decree on February 4, 1979, the overall policy and
administrative mechanism was established for the ISSP. This Decree identified
day-to-day responsibilities and personnel at the national and local levels.
This initial project organization and governance was intentionally sketchy and
incomplete. As the project evolved over the first months, goals, objectives,
and work plans were agreed upon, and necessary changes and additions were made
to facilitate the project work at all levels.

At the National level, the Supreme Council, which meets periodically as
appropriate, is the policy making body for the entire project. The National
Technical Committee, headed by Dr. Salah Hommosani, Senior Advisor to the
Minister, has day-to-day responsibility for the development and implementation
of the project work. The Central Technical Secretariat facilitates the work
for Dr. Hommosani.

At the moderia level, the Director General of MSA, who serves as the local
Project Director, has responsibility for carrying out the actual work of thz
project through the Demonstration and Training Center (D&T) in Gharbyia and
Assuit. The Director General has the authority to assign staff to the project
and maintain overall responsibility for the work of the social units in his
moderia.

At the local level, four social units, two each in Gharbyia and Assuit, were
selected as the experimental wunits for the MIS as well as the service and
training activities. To the extent that it was possible, the two units in
each moderia were to be one rural and one urban. Neither of them, in fact, is
completely urban or rural.

The Technical Committee began functioning on a weekly basis in March and, as
time passed, it generally met on an as-needed basis. Joint meetings of the
Tanta and Assuit Center Staffs with the Committee took place at crucial times
during the work throughout the year. Over the fu'1 period of the project,
however, Dr. Hommosani, in his capacity as Project Director, met with the
Chiefs of Party for P&HS and UNC on a regular basis, usually once a week.
Also, several field trips to Tanta and Assuit were made by Dr. Hommosani and
the Technical Committee.

As the project goals, objectives, and activities were discussed and
implemented, modifications were suggested by the American .advisors to
facilitate the work. For example, it became evident that the Director
Generals could not provide complete day-to-day direction for the D&T Centers



because of full work schedules in MSA.  The suggestion was made for a Deputy
Director for operations and training to be assigned to each D&T Center.
Secondly, it was recognized early on that efforts should be made to bring a
greater variety of participation in the planning for and development of the
D&T Centers and the expermental social units. Therefore, a local Project
Advisory Committee was created, consisting of representatives of other
Ministries, community groups, etc.

At the National Technical Committee level, three suggestions evolved over the
first several months of the project. First, P&HS suggested the creation of an
MIS Development Group; this later led to the creation of similar groups for
the social unit development and the manpower development components of UNC
work.  Second, we suggested the expansion of the Supreme Council to include
the Undersecretary of Planning, Research, and Statistics and the Under-
secretary for Administration and Finance in order to have all of the major
functional bureaucracies of MSA represented in overall policy discussion on
the Project. Third, a Special Council of Advisors to the MSA's Project
Director was established in order to bring into the project the advice and
council of persons and organizations involved in social services but not part
of the MSA organization, e.g., Deans of Schools of Social Work. All of these
changes can be seen in Exhibits 2 through 6. Needless to say, all of the work
and discussions involved in the evolution of the project organization required
extensive amounts of UNC and P&HS time but we believe it has led to a more
appropriate and effective mechanism for carrying out the work.

During the course of the year, many vitally important meetings of the American
Advisors were held with the National Technical Committee and the D&T Center
staffs.  The most significant of these meetings was the first annual ISSP-MIS
Project Conference in Alexandria, on September 21, 22, and 23, 1979. The goal
of this conference was to bring all of the personnel assigned to the ISSP
together to reach a complete understanding on assumptions, goals, progress and
work plans for both the MIS and the D&4T Centers' efforts. The Conference was
a great success, particularly because it brought into focus for all MSA
participating personnel the significance and potential for improved social
services in Egypt. The Conference ended with a presentation of conference
recommendations to the Minister of Social Affairs, Dr. Amal Osman. Dr. Osman
gave her full support to the Project, stressed her personal interest in its
success, and indicated that all of the recommendations would be implemented.
Copies of the Agenda and Recommendations are included in Appendix 11 for
review.

B.  MIS DEVELOPMENT GROUP

Many of the changes in the structure and functioning of the overall
project governance mechanism were suggested so that the project would be seen
as part of the operating MSA and not as a separate self-contained research and
demonstration effort. For the MIS to be successful, involvement of the proper
Tevel of top MSA managerial and planning was critical. For this reason, P&HS
proposed the establishment of a subgroup of tne Technical Committee to consist
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of representatives of the various operating components of MSA. By Ministerial
Decree in June 1979, this subaroup, called the MIS Development Group, was
established. Responsibility for its development and work was given to Mr.
Omar Hosni, the lead Undersecretary on the National Technical Committee for
the MIS. A copy of the proposal and the Decree are included in Appendix 11,
The MIS Development Group's basic purpose was to assist in communications and
cooperation among the departments of MSA and the Technical Committee and to
provide direct assistance to the development and implementation of the MIS.

P&HS used the meetinas of the Group as opportunities for both team building
and proiect work. The use of descriptive and planning materials helped to
raise issues concerning expectations, commitment, and definition of roles and
responsibilities. The Group members were very helpful in the development of
plans and instruments for the commuity needs assessment, particularly the
Social Unit Area/Population Profile. Their work with us on the review and
analysis of the structure and functioning of the private association system
was very important to our system design work at the local level. We recommend
strongly that in continuing MIS work through the ISSP that the MIS Development
Group be aiven increased responsibilities for the development and implementa-
tion of the MIS.

C. LOCAL TECHNICAL STAFF

The National Technical Committee, workina with the Director Generals in
Gharbyia and Assuit, appointed local technical staff from the moderias for the
development and operations of the two D&T Centers. One of the four principal
staff positions created and filled was an Information Specialist to support
the MIS effort. In addition, as part of the overall development plan for MIS,
specific individuals have been assigned at the moderia and markesz level as
information system associates to link the work of the Centers to the operating
Ministry at each level.

Our MIS counterparts were extremely important to us durina the course of
contract work. They performed a variety of functions, from makina appoint-
ments, qatherina materials, and the like, to takina on specific responsi-
bilities in the community needs assessment effort and the development of the
Agency and Client Information System. (The excellent work and support of the
UNC advisors in the field on P&HS' behalf enhanced our Jloca) counterparts'
participation.) In continuina MIS work at the 1local level, their
participation and development should be expanded in the effort's continued
success in a second year.

D.  DETERMINING MSA INFORMATION NEEDS

In building on the information and knowledge gained through our early
orientation and discussions, and to verify and expand on the ipformation and
analysis in the Ohio State Feasibility Study. P&HS staff became involved in
the services delivery environment to a qreat extent. In addition to
increasing our information and perspective of the operations and programs of
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MSA and, mcre importantly, the private associations and community development
associations, this provided the needed opportunity to increase MSA personnel's
involvement and understanding of MIS.

The principal focus of these efforts was on the the review of the program and
organization of social units and private associations. We developed descrip-
tions and profiles of the services delivery process and their various
relationships with the MSA organizational units at markez, governate, and
central levels. The MIS Development Group assisted with review and verifi-
cation of the information and provided new information where possible. The
survey outline used for these field visits 1is included in Appendix I1I.
Exhibit 7 presents a sample 1ist of the kinds of programs and organizations
visited for these investigations. A 1ist of the kinds of issues identified
can be found in Chapter II1.

This services delivery information was used by P&HS as the beginning point for
reviewing the information system and the functional activities of MSA in terms
of administration and responsibility for services activities. In attempting
to examine and understand management functions and the flow and use of
information in MSA, P&HS in some cases employed a task analysis approach.
Although a time consuming activity, this approach was very necessary for
coilecting important information that was not readily available.

In conjunction with UNC and our MSA counterparts, P&HS developed a project
phase outline for both the planning and conduct of the MIS work. Phase II1 of
this outline concerns the extensive work completed by P&HS in defining MSA's
information needs. A copy of the phase outline is in Appendix II for this
section of the report.
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EXHIBIT 7
SAMPLE OF FIELD INVESTIGATIONS

I. General Background
A. Central Ministry overview through Departments of
Planning, Research & Statistics.
B. General Directors and Regional Departments in Gharbyia,
Assuit, and Cairo.
C. Moderia Directors in Tanta and Mon Falout.
D. Many private associations in Cairo, Alexandria, Tanta,
Assuit, and Fayoum.
E. Governors of Gharbyia and Assuit.
F. Several organizations outside of MSA, including schools
of Social Work; Institute for National Planning.
IT. Social Security
A. Central and Cairo Regional Information Centers.
B. Central Department for Statistics and Information.
C. Program monitoring at Markez level in Mon Falout.
D. Social Unit service delivery in Shobra E1 Manla,
Shobra Kass, Tanta, and Beni Mohamed.
E. Income assistance through Winter Aid.
F. Ministry of Insurance.
IIl1. Family and Child Care
A. Moderia and Markez supervision in Gharbyia and Tanta.
B. Many programs in community development associations
and private associations in Cairo, Gharbyia, and .
Assuit. :
T T e e - -~ L __ _ . (cont'd)




IV,

VI.

VII.

C.
DI

Ministry of Health

International Planned Parenthood and National and
Cairo Regional Offices of Family Planning Society.

Social Defense

A.

Juvenile Delinquent Office in Tanta.

Unions and Societies

A.

B.

General Director Central Department of Unions and
Societies.

Regional Departments of Unions and Societies in
Gharbyia and Assuit.

Director Markez Offices in Tanta and Mon Falout.
Social Unit Directors in Tanta I and Beni Mohamed.

Regional Union and Societies, Gharbyia.

Productive Families

A.
B.

C.

Moderia Department of Productive Families in Gharbyia.

Social Unit Directors in Shobra El Namla, Tanta I,
and Shobra Kass.

Regional Association for Productive Families in
Charbyia.

Yocation Training

A.
B.

Moderia Technical Department in Gharbyia.

Social Unit training programs in Shobra E1 Namla,
Shobra Kass, Beni Mohamed.

______________ —_—— = = (éont’d)
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VIII.

IX.

Rehabilitation

A. Central Department for Rehabilitation.

B. Private Associations in Cairo, Alexandria, Tanta,
and Assuit.

C. Tanta Association for Rehabilitation.

General Administration

A. Minister of Social Affairs, Dr. Amal Osman.

B. Governors of Gharbyia and Assuit.

C. Central Departments for Administration, Followup.
D. General Directors, Gharbyia and Assuit.

E. Markez Dirsctors, Tanta and Mon Falout.

F. Directors of many Social Units.
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CHAPTER 111

DESCRIPTION OF CURRENT MSA ORGANIZATION
AND INFORMATION ACTIVITIES

A. ORGANIZATION

1. Structure of MSA

In order to understand the information system of the MSA, we had to
understand its structure and functioning which have been undergoing change for
the past several years. The MSA can be described as a consolidated, centrally
controlled, hierarchical organization with most major decisions on policy and
budget made at the central level. There are essentially four levels of organ-
jzation: Central or Ministry, Moderia or State, Markez or County, and Social
Unit or community level. The first three levels are basically administrative
while the last, the social unit, is the primary service unit.

At the central level of MSA there are six Undersecretaries, four with program-
matic responsibilities and two with overall administrative and policy respons-
ibilities. At the next two levels, the moderia and markez, this structure is
generally repeated, although staffing 1levels vary greatly due to fund
Timitations. In some instances, functions and organization exist only on
paper, particularly at markez level where many do not exist at all. In this
case, the functions are handled at the higher moderia level. At the com-
munity level, social wunits, 1in cooperation with private and voluntary
agencies, are responsible for services delivery., The private and voluntary
agencies are a manifestation of the Islamic giving-to-the-poor, although in
the past several years government funds and support for these agencies have
increased considerably.

Because of the changes in MSA over the last several years due to decentrali-
zation and cessation of the war effort, updated and accurate organizational
charts were not available. Exhibits 8 and 9 were developed by P&HS staff as a
result of discussions with MSA staff and review of existing documents. As the
reader will observe, the MSA is highly structured along program lines. For the
most part, the four programmatic departments maintain line authority and
decision power, while the administrative departments control planning, budget
and personnel matters. In response to President Sadat's Decentralization
Program, the MSA is developing alternatives and approaches for transferring
certain authorities and responsibilities to the MSA's Director Generals at the
moderia level. This is in keeping with the transfer of Presidential
authorities to the Governors of the 26 governates {which are similar to our
states). The Director Generals at the moderia have small staffs but have been
gaining increasing authority over MSA personnel in their moderia as a result
of decentralization. This, in turn, will give them more substantive authority
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and control over program and administrative services which heretofore they
have not had. Line authority in Social Security, for example, now goes back
to the program division of this department at the central level. Basically,
the General Director of the moderia has responsibility for coordination of
programs and services but are increasingly gaining more control over overal]
programs and personnel. This fact has major implications for an information
system to meet the management needs at this level of MSA.

2. Planning and Budget

The Ministries of Planning and Finance set the framework for policy
and budget and decide on the econamic and social parameters of the National
Government.  The Ministry of Planning has sectoral divisions which correspond
to the various Ministries of the Egyptian Government. Thus, there is a divi-
sion to which MSA relates for discussions and program developments.

The Ministry of Finance and the Budget Committee of the People's Assembly
(Legislature) assume the lead roles in the national budget discussion.
Primarily, the Ministry of Finance develops the initia guidelines and formats
for use by the Ministries in submitting budget requests, and then upon receipt
from each Ministry reviews the request. The People's Assembly eventually
receives the final proposed budget for review and appropriation. It is gener-
ally true that after the major decisions are made, the individual Ministries
have few decisions to make for they are expected to implement their budget
according to these central budget decisions.

The planning for new programs within MSA is the responsibility of the Depart-
ment of Planning, which is under the Undersecretary for Planning, Research and
Statistics. Due to Egypt's state-of-war for so many years, flexible, new
resources have been limited, but available. The Planning Department of MSA
surveys the governates and moderias for requests for new projects and develops
this 1ist for the MSA. Operational budgets have not received new funds for
many years. Increases in personnel have only come through the allocations
from the Public Services Program and the college graduate manpower pool.

College graduates are guaranteed a govermment appointment if permanent employ-
ment cannot be found in the private sector. One year of public service is
required of all graduates regardless of their eventual employment in the
public or private sector. An example of how large and critical this job
program has become was found in the Governate of Assuit during our field
investigations. Of the 541 moderyia employees, 410 were public service or
graduate appointments, with 348 public service workers who work for only one
year.

As part of the overall MSA budget development process, the Council of Under-
secretaries, consisting of the six Undersecretaries, reviews and prioritizes
the new projects' requests developed by the Department of Planning and
approves the remainder of the overall budget for MSA review and approval. The
MSA budget consists of three main components: 1) Personnel, 2) Operations,
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(3) New Projects. This last component is the most flexible category in the
budget and receives all of the debate, discussion and negotiation.

On receiving the final budget approval from the Ministry of Finance, the
Council of Undersecretaries reviews the appropriations, negotiates changes
where possible, and notifies the departments and moderias of the funding
package. Usually the new projects' budget is less than proposed, therefore
some negotiation and reallocation 1is done before the final allocations are
made.

At the central departments and at the lower program and administrative levels
(moderia), few budget decisions remain following the overall budget process.
There is one exception. At the moderia level, there is a group entitled the
"Council of the Box or Allocations", chaired by the Director General of the
moderia. This box or fund receives funds annually from various sources both
private and govermmental for distribution to the various private and voluntary
associations. The council makes the allocative decisions about which projects
or associations will receive financial support. In reality, these funds
represent the only discretionary budget decisions to be made by MSA and they
are made at this level. Unfortunately, these decisions are made without the
benefit of good information about the associations, their programs or real
capabilities.

We have also found that some of the Governors have flexible funds called the
"Box of Services" which they use to fund unique or needed projects that are
outside any particular Ministry's concern, or represent unbudgeted community
needs.

One last note about the planning and budget process. To ensure compliance
with the final budget and programs, MSA's Followup Department monitors the
expenditures and programs of the departments. With respect to the new
projects, this department 1is directly responsible for their development and
implementation during the first year; thereafter, the responsibility shifts to
the appropriate program department. (See Appendix III for description of
Followup Department.) In a sense, this department is the project management
component of new efforts for one year, as an attempt to get projects off on a
good footing.

3. Services Delivery

The service delivery system of MSA is basically a decentralized system
since the MSA levels above the social unit engage in administration and tech-
nical activities rather than direct service delivery. This system has one
particularly important characteristic. The focus is on communities or catch-
ment areas (Social Units) rather than individuals. That is, while there are
specific services to individuals, e.g., Social Security, most services are
more closely tied to community development or groups of individuals, e.g.,
Productive Families, Vocational Training, Social Clubs, refugees, etc.
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The social units, as part of the MSA, are directly responsible for delivery of
income assistance to several specific groups of persons: widows, families of
soldiers, and handicapped. In addition, in conjunction with Community
Development Associations (CDAs) and private associations, the social units are
indirectly responsible for provision of social services in the community. In
general, the CDAs are physically attached to social units and, in many
cases, MSA staff are assigned to work for CDAs. Thus, the social unit has
direct inputs into the activities of CDA which can include day care, prevoca-
tional training, cultural and social activities, etc.

The third component of the social service delivery system is the 7,000 or so
private and voluntary associations delivering various services. Qur analysis
of this sector has shown that only about 25 percent of these associations
deliver services to clients and that the other 75 percent provide services to
members. A more detailed description of this service sector is included in
Chapter VI of this report. Exhibit 10 presents the variety of issues found
by P&HS during field investigations. Although our primary concern was with

administrative and information activities, it was important to consider pro-
gram and other issues that impact on information and administrative work. The
services description and assessment component of the Community Needs
Assessment effort is collecting more detailed and specific data about the
structure and functioning of the services system. The information in Exhibits
10 and 11 was useful to P&HS in our considerations for a new client and family
information system and social unit recordkeeping and reporting. Exhibit 12
identifies some of the major functions of the social unit and management
problems found by P&HS during field work.

B. CURRENT INFORMATION SYSTEM

While the MSA's basic objectives are to serve the needs of individuals and
families through a community development strategy, the ways in which informa-
tion and data are collected do not serve the needs of the MSA social services
system. The current information system does not provide essential planning
information for either community or individual services nor does it report
needed program impact data. For instance, information for overall program
planning generally is derived from historical perspective, personal
experience, and interpersonal relations and not from sound statistical data
collected through the formal information system. As is the case in many
management decision systems, data and reports are generally used to confirm
prior judgments or to refute existing plans or proposals. Hard statistical
and analytical data are not the basis for decision making. This is, in part,
due to the lack of confidence in the reliability of reported data as well as
in its lack of timeliness and completeness. In this kind of an environment,
personal contact and confidences are more reliable for decision making and

judgments.

Additionally, there is a lack of a reliable feedback mechanism on data
reported to higher 1levels from the service point. This is a one-directional
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EXHIBIT 10

Issue Classification from Field Ivestigation

Seven major areas, 21

sub-headings, 46 general problems, 21

social

problems (social unit identified by letter and number).

A.

Access and availability

. Waiting lists
Transportation
Working hours
Target population
Program resources

NP WN -~

Financial

Information systems

1. Records
2. Files
3. Reports

4. Lack of equipment
Evaluation

1. Followup
2. Economic studies

Management

1. Training

2. Staffing

3. Organization

4. Coordination and cooperation

Standards of performance

Miscellaneous

. Housing

. Refugess

. Post project experiences
. Decentralization

PwWw N -

1,5,13,14
21
39
Az, D1, G2
Fl

2,3,5,17,E2

9,30,31,32,46,A1,A3,A4,B2,61

A5

10,28,32,33,35,46,82,B83,E1,C2
E2,E3,F2,40

38

4,22,29,C3,D2,F3,36,41
15,C1

7, 8, 18, 34, C1, E2
18,19,45,46

26,27,41

6, 11, 16, 23, 41

12,20,28,31,32,33,36,39,44,(2
Bl

24
24,25
37
42

unit

26
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EXHIBIT N

Sample of Program Administrative and Information System
Issues Identified During Field Investigations

1. Extensive waiting list found for many services - clients will not receive
services this year.

2. Lack of funds to meet current objectives of Social Units.

3. Current payments insufficient to meet needs of clients (L.E. 3)

4. Follow-up and program evaluation not found generally.

5. Funding restrictions preclude waiting lists beyond avavailable funds.
6. Coordination between various agencies and programs poor.

7. Vocational training in social units does not correlate to needs of local
communities.

8. Small numbers of clients actually being trained in existing vocational
training in social units.

9. 1Internal recordkeeping is activiting rather than process - oriented - Ex.
many journals kept, one for each step that's not related.

10. Required MSA reporting not received from private associations and social
units.

11. Very little interaction between agencies with overlapping responsibilities
for supervision of private associates.

12. Social workers not fulfilling responsibilities in activities and
reporting.

13. Total need for Social Security (# of eligibles ) not known.
14. Clients donot apply for Social Security because of long waiting lists,
15. Lack of market studies for planning vocational training.

16. Lack of substantive relationships of private associations with social
units.

17. Major fiscal problems at all levels of MSA and private associations.

18. General need for better gualified and trained specialists at service
Tevel,

19. Staff ration for children in day care inadequate.

20. Child care programs appear to lack uniformaity and quality.
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21.
22.

26.
27.
28.
29.
30.
31.
32.
33.
34,
35,
36.
37.
38.
39.
40.
41.
42.

43.
44.

45,

Transportation to services or social units lacking.

Activities such as follow-up, outreach, or status reviews often don' t
exist.

Interraction of police with J.D. program needs improvements.
Housing stortages major problem particularly where refugess are involved.

Impact of refugees problem on funds, resources and operations of MSA
substantial.

Developmental status of markez a problem of planning and services.
Non-existence of Markez also a problem for programs.

Private associations not meeting reporting requirements.

Markez and Governate do poor monitoring of service activities.
Insufficient recordkeeping at social units and private associations.
Unreliability of reported data.

Subjectivity of reports completed by social workers.

Insufficient data available in useable form for program and evaluation.
Lack of understanding on use of information and data throughout MSA.
Poor internall and external communications in MSA.

Few central MSA personnel visit social units.

Past project experiences of MSA with HEW, USA impacts MIS work.
Limited machine capability for data development and use in MSA.
Short work hours 1imit personnel availability for project work.
Duplication in monitoring found throughout MSA.

Lack of understanding of impacts of Public Law 52 (Decentralization)

Willingness of associations to cooperate in new information system
uncertain.

Lack of standards for services delivered.

Under utilization and make work in MSA contributes to 1ow mora] quality
of work, and poor supervision.

Operation of public services employment program impacts MSA programs
substantially.
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EXHIBIT 12

THE SOCIAL UNIT FUNCTIONS AND MANAGEMENT
PROBLEMS ENCOUNTERED

1.

Social Development

Function A: Collect data on local resources and community

needs
Problems:

1. Data is not consistently collected by all social units

2. Methods used do not assure that entire target population
is reached.

3. Forms used do not quantify all appropriate data on
clients.

4, There is no means of verification of accuracy and
completeness of data collected.

5. There is no systematic, simple, and effective method of

storing and retrieving information from centrally filed
and updated client data base in the Social Unit.

Function B: Engage in various community development activities

through encouraging community participation,
counselin and assisting local societies, studying
community problems and developing solutions, etc.

Problems:

1.

2.

3.

There are no effective measurements of standards of
performance for the Social Unit staff that are
consistently reported.

Report forms do not provide the opportunity to report
out all Social Unit activities in this area.

Reports are not consistently prepared.

Function C: For family industries, prepare economic studies

of existing trades, crafts, raw materials,
employees engaged, per capita income, assist in
selling products; recruii trainees, assist in
developing training centers; assist in admini-
stration of program, and prepare reports of
activities.

————————————— - — — — — — f(cont'd}’




Problems:

1. Inadequate training and lack of survey toois make economic
studies by the Social Unit impractical.

2. Adequate information on activities is not consistently
reported (see Function B, Problem 1).

3. There is no success criteria or followup reporting for
program evaluation.

Function D: Make referrals to the proper institution for
rehabilitation of the handicapped, prepare social
case studies of clients and conduct followup
activities for the rehabilitated.

Problems:

1. Intake methods used do not assure that entire target
population is reached (see Function A, Problem 2).

2. There is no success criteria for rehabilitation and
followup procedures do not permit uniform evaluation
(See Function B, Problem 3).

Function E: Supervise local societies; assist them in
community development, and report on their
activities. Recommend the organization of
new societies, close those not functioning
well, and prepare financial reports on
societies.

Problems:

l. Uniform, quantifiable methods of reporting on society
activities are not available.

2. Adequate methods and training for accurate financial
reporting are not available.

3. A1l societies do not consistently and completely

prepare reports.

30




Function F:

Problems:

Supervise family and child care activities.
Determine community needs in the areas of
family planning, day care centers, etc., and
assist in establishing them. Evaluate social
service programs, training programs and
prepare reports. Prepare social reports and
place children in proper homes, facilities
or otherwise meet their needs.

1. Adequate resource directories are not consistently
available to social workers.

2. Activity reporting is not uniform.

3. Followup and evaluation reporting is inadequate.

Function G:

Problems:

Income maintenance activities consist of
processing applications, preparing social
reports, and completing all records.

1. Recordkeeping is cumbersome.

2. Application methods do not assure that entire target
population is reached.

———— e

P&HS, Inc.
July, 1979
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system which precludes the use of can?Ieted data for services and management
activities beyond the initial data collection.

1. Statistical Reporting System

There are currently two separate but somewhat related systems for
collecting and reporting statistical information. The first 1is the regular
reporting system (monthly, quarterly, semiannual) of the operating Departments
of the MSA. Because there is no organizational entity responsible for forms
development or control, P&HS staff had to collect the reporting forms from
each individual department and program division, both at the central and
moderia levels. The structure and use of these individua) forms are the
prerogatives of the departments and, therefore, cause situations of duplica-
tion and lack of uniformity. Without common forms, codes, and language,
sharing of data and information is not useful and thus not accomplished.
Exhibit 13 is the first page of our analysis of the forms/reports used by the
operating department. (See Appendix III for full analysis.) There is no
claim here that this 1list of 49 reports is all-inclusive. Our Ministry
counterparts, who reviewed these charts with us, think it fairly represents
the actual numbers for the MSA and moderia levels. Interestingly, every visit
made by P&HS staff to offices in MSA or to private associations yielded
substantial numbers of new forms and reports, generally unrelated to those
already collected.

The forms/reports are 1listed in the order of the department which s most
interested in that particular form. Interestingly, we have found no cultural
difference between the psychology and use of forms in the MSA as compared to
the U. S. In MSA, as in the U.S., they serve three functions: 1) primary
recording or input sheet; 2) analysis and review document; and 3) official
reporting document.

The second reporting system is a special annual report that is the sole
responsibility of the Department of Statistics and Information located under
the Undersecretary of Planning, Research and Statistics. A full staff at this
central department is dedicated to the collection and development of the
annual statistical report. This annual report is constructed separately by the
Department of Statistics and Information staff through the use of their own
forms.  When contacted by the Statistics and Information Department, the
regular departments may provide data that were collected in their own
reporting system but it is always transferred to the Statistics and
Information Department forms.  Therefore, the data are only as reliable as
that originally collected. To provide some quality control, the Statistics
and Information Department staff compare the reported data against the monthly
reports of the individual departments.

Exhibit 14 is the first page of our analysis of this statistical reporting
system.  (See Appendix III for full report.) The number of forms has changed
each year for the past several years. The new list of the 1980 forms includes
42 reports. It is noted that the MSA numbers reports, 2, 2A, 28 rather than
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SELECTIVE SAMPLE OF 1979 FORMS/REPORTS GENERATED BY THE REGULAR OPERATING DEPARTMENTS OF THE MINISTRY OF SOCIAL AFFAIRS

TITLE Originators | Sent to Who about Data Categories and Important Items Frequency
- GEI\ﬂERAL DEPARTMENT OF PLANNING -

1 A list of new projects for Greral Depart-| Dept. of Plan-|New Projects in| - Name of project, costs and years Ammual

“Assuit & Gharbia’ Governate |mert of Plan- | ning Assuit

ning

2 Distribution of budget project| Ministry le- | Moderia Level |Budget projects| - Name of the project, mmber, costs and years. -

in Assuit governate vel) - |1n assuit
- Calculated basis for estab- oo " Services - Kinds of services - target population capacity "

lished services on basis of '

poputation.
- Basic data needed for the T M Data needed for| - In-kind investment - Salaries & waées services - Costs of "

plan's projects. projects each project separately.

Plaming in the MSA " M Plarning in MSA| - Concepts national plamning - basic social problems - how "

the plan is set - project's preparation requirements -
the plan's functions - duties of planners in the moderias.
- GENERAL DEPARTMENT | OF OOMPLAINTS
Camplaints' statistics fram- | Camplaints G.D. of Camp-| Complanints - Who is the complaint - what. is it about - mmber of Quarterly
to (oderia le- laints camplaints - complaints ratio - reasons of camplaints'
vel) Ministxy le- decreas - classification of camplaints according to sub-
vel ject - what is done with the complaint.
Form (17) caoplaints stat- |G. D. of Comp-| First Under Camplaints - Names of Moderias - camlaints received from these Moder- | Mmthly
isdcs laints . Sccretary of ias - what is done to these complaints. ' /
(Ministry le- | State /\
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Al Fonas/Beps of

XHIBLL 14

Dot s

of Statistics and Informtion

vt

T S S A TN wul
the Ministry of Social Affai,
Statistics & Information Department

WHO ABOUT/ & DEPARIMENT

TITLE ORIGINATORS SENT ‘1O MOST CONCERNED DATA CATEGORIES AND IMPORTANT ITEMS
(li Annual census of Mudariyya Ministry Employees in the mudar- Classification of employees according to job, specialization,
employees iyya including its education, sex, in service employees, army recruited employees,
various levels and units/ employees in secondments and on vacations
"All line departments"
(2) Annual census of Social Units Social Units & all line

social units

(2a) Data aggregation list
on social unitg

(2b) Markaz data

{3) Social security budget
(both monthly and
yearly resports)

(3a) Annual census on
living aids

(4) Data on Social Rehabili-
tation offices

(5) Data on Hanaicapped
Centers  in mudariyyas

(5a) statistics on handi-
capped factories

{Sb) Data on handicapped

conpaensative parts fac-
tories

Social Units

Mudariyya

Mudariyya (made
originally on
another form and
transferred to
this form)

Mudariyya at
Aswan and Qena

Local Rehab.
organization

Local handicapped
centers

Handicapped
factories

Factories em-
ploying handi-
capped

Mudariyya &

Ministry

Mudariyya &
Ministry

Ministry

Ministry

Ministry

Mu&ariyya

Mudariyya

Mudariyya

Mudariyya

departments

Social Units / "All line
departments®

Social affairs at working
level / All line depts.

Social security / "Gen-
eral Department of
Social Security”

Living aids for Nubians
{New Nubia) / "“General
Department of Immigration

Handicapped social re-
habilitation offices /
"General Department of
Social Rehabilitation”

Handicapped centers /
"General Department of
Social Rehabilitation”

Centers training the han-
dicapped / "General Dept.
of Social Rehabilitation”

Factories employing the
handicapped / "General
Department of Social
Rehabilitation”

Unit activities, unit's name, unit's building; governmental
staff classification according to age, sex, education, job,
area served and cadre

Social units: types, activities, environments, staff mezbers

Serial no. of markaz, name of murkaz, name of police
department, number of social units they manage

Budget - money transferred from last year; actual expenses,

yearly, year-to-aate, monthly; money spent on pensions;

money paid for monthly aids; money paid in once aids; money
paid on catstrophes and disasters; money paid for previous
employees and their families; pensions stoppage and extra
money; aids stoppage and extra money; status of social security
requests; income, from selling form (l) insurance, from co~-
operative societies and from donations; nurmber of families

or beneficiaries from social security; nurber of families or
beneficiaries from once aids; kinds of cases benefiting from
once aids; number of families or beneficiaries from pensions.

Income and expenditure -~ budget and year-to-date expenges

Offices' names; kinds of equipments, therapy, vocational
training, certificates; income and expenditure; number of
beneficiaries; classification of cases according to handicap
and age; classification of cases according to the jobs they
are sent to

Name of centers and capacities - number of cases, classifica=-
tion of cases according to sex, age, handicap, vocational
training. jo-s, education and geographic distribution

Name of factory: sponsoring organization; kind of equipment;
kind of factory; classification of cases accordiag to jobs
and age; factories' capacities and actual number

Capacity; utilization; equipment manufactured; equipment
needed; income (governmental aids, selling, other); expen-
ditures (investment, production requirements, wages/salaries
others)




2, 3, 4, causing some confusion for our analysis. The numbering of the forms
is done by the Government printer and not the Statistics and Information
Department, causing additional problems for MSA reports and forms. All
reports are annual, with the exception of number 3 which is monthly. A1l of
these are put together as a part of the Annual Statistical Report. The Annual
Report has been issued at about the end of January or beginning of February
for the past two years. Three years ago it was not produced due to the war.

There was some confusion on the part of the developers of the MIS Project
about the actual reporting system of MSA. Because data collected, either by
the operating departments or the Statistics and Information Department, is
almost totally limited to an accounting of services delivered and the number
of clients, the impression was given that the Annual Statistical Report
represented the overall reporting system. In fact, the Project Development
Paper indicated that there were 33 to 38 or more reports in MSA, resulting in
a deluge of data which are not in formats useful for planning. In reality,
the data collected for the Annual Statistical Report is essentially the same
data collected in the operating departments reports and neither system is used
extensively for planning or programming. Because of the limited data on
duration of services to clients, frequencies of contact, and costs data, both
systems reports are of limited value for planning. In addition, the data on
the Annual Statistical Report 1is two years old by the time the report is
completed. This, coupled with the fact that it 1is issued after the planning
and budget cycle, severely limits its use and importance.

2. Client and Family Identification Problems

At the services delivery level, general statistical information is
recorded in ledgers in both social units and private associations, as required
by Taw. Using serial numbers, a number is assigned to an individual at the
time a service is rendered or at the time of application. Currently, no
individual or family profiles or case folders are maintained at the social
unit and, from our field investigations, only a few private associations
maintained such records.

Because of these 1limited record processes, information on clients, families,
problems, and services are not regularly shared by agencies. Referrals to
other agencies for service are not routinely made and when they are made, no
followup is conducted to assure service delivery or problem resolution.

In addition, from a statistical point of view, little information is recorded
that later can be retrieved or reported for analysis, service planning and the
like, Unduplicated counts of services provided are impossible, so
duplication, fraud, and abuse cannot be calculated. The status of clients in
a service program is also difficult to ascertain, given the lack of tracking
and reporting on service provision in specific time frames.

This 1last problem can be directly attributed to the lack of a standard
designator or code for all clients receiving services. Without.such a number
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being assigned, specific information associated with an individual or family
cannot be maintained or retrieved either in a manual or computer system.

A precedent for this type of designator was established in 1965 when the Arab
Republic of Egypt developed standard police identification cards and a number-
ing system. Every adult over 16 1in the country 1is required to have an
fdentity card, but we have been told that only about 60 percent have received
such ID. The designator consists of three fields: one, the governate name
where card was 1issued; two, the police office where card was issued and,
three, the four digit sequential number for that individual. Other informa-
tion is collected such as date of birth, full name (first name, father's
name, grandfather's name), religion, sex, occupation, and so on, but these are
not part of the official police designator. We have found in our review of
ledgers and reports that most of the above is collected by MSA but in differ-
ing sequences and on a variety of forms.

Also, from our investigations, we discovered that the Ministry of Social
Insurance has been studying the problem and attempting to develop its own
unique designator for its social insurance recipients. They have evolved a
proposed individual designator which can be seen in Exhibit 15.

Public Law 30 (1978) requires both MSA and the Ministry of Social Insurance to
share information with respect to financial aids provided by each organization
in order to reduce duplication or fraud. Since neither has a common
identifier to use for these comparisons and because the work has to be
performed manually by MSA, the work is not completed. The size of this
problem 1is more easily understood by the fact that the Ministry of Social
Insurance has more than 100,000 recipients with the Tlast name, Mohammed.
Discussions have been held with the goal of combining certain information
operations of the MSA and MSI. It would make good sense for the two Ministries
to jointly develop a unique designator to be used by both MSA and the Ministry
of Social Insurance. This approach could eventually be expanded to include
other Ministries such as Housing, Labor, Health, and so on, for their
services. Forms developed by P&HS in the suggested recordkeeping systems
include the use of a unique identifier for the family as well as the
individual client. A copy of an editorial in the Egyptian Gazette, shown in
Exhibit 16, expresses concern for this critical identification issue.

The basic client and family information system is the main focus of our
recordkeeping system presented later in this report which has been designed to
eliminate these problems and provide better, more reliable data for services
delivery and management in MSA,

3. Use of Data Processing

The AID Project Proposal stipulated the examination of the current MSA
informtion system, with an eye toward the development of a computer assisted
data processing plan. Certain assumptions were made about the current
information eavironment of MSA. The major assumption was that a tremendous
volume of data was being collected and processed manually and that its
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EXNIBIT 15
MINISTRY OF SOCIAL INSURANCE

DRAFT CODE FOR
IDENTIFICATION OF RECIPIENTS
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EXHIBIT 16

:Hor.\m NEWS

FEBRUARY 21, 1980

Who's wlho

ABOUT two years ago the authority, or authorities,
whose -Tesponsibility it is to issue identity cards te
the public expressed concern at the number of forged
cards in circulation and at the widespread abuse of
genuine cards. A few examples will make the point
. The personal identity card carried by adults,
stance, could apparently be ‘bought’ for a few
pounds by shady characters from certein shady of-
ficials. The ration card was abused outrageously by
ilies who included fully adult, absent or dead re-
1#Wes as dependents eligible for rationed goods. In
.the letter type of offence, Egyptians are certainly
no worse thar citizens of a certain European country
where a survey last year produced the extraordinary
conclusion that 80 per cent of the population was
handicapped — to judge by the number of handicap
banefits the Welfare Department was paying out.
Almost a third of all driving licence holders were
drawing the state pension for the blind. Like students
who fiddle the ges meter, not so much because they
don't have the money but because it is considered
good form to outwit the authorities, abusers of ration
cards don't really see themselves as criminals. It
is the business of the authorities to outsmart them
in a fair game.

But back to the problem. At the time, the autho-
rities said they were about to introduce a fool-proof
system to stop ‘the forging of identity cards. The in-
formstion, once finally established, and photograph
of the bearer would be sealed in a plastic mould to
preclude any attempt by anyone to tamper with the
enclosed details. Re-issue of ID cards in the case of
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Joss would Le a strictly controlled and brutally diffi-
cult business. Something has, in fact, been done be-
cause it is now brutally difficult to acquire a legal
re-issue and, by all accounts, wirtually impossible to
‘buy’ an fllegal new identity. That problem is nearly
solved. As to ihe other, a great many deceased and
expatriate nationals are still drawing their monthly
rations of rice from the co-op at P.T. 5 a kilo,

The urgent need for a fool-proof, water-tight
fdentity card or document is concerned less with the
abuse of the system by a minority of criminals than
with the general mistrust created by these abusers.
As a result, many o:ficial transactions require inde-
pendent endorscment of the information contained
in the identit; card. The identity card is not accepted
at its face value. It is, then, virtually useless.

Ciearly an enormous amount of time¢ and money s
expended in the process of cross-checking identities,
and a great deai of filing space is occupied by redun-
dant, duplicated information for this purpose. We
want sincerely, all of us, not just the government, to
minimise red tape. Who does not sincerely wish to
beve a solid week's bureaucratic effort trimmed to &
smooth five-minute process T It should be possible
to marry, divorve, apply for a passport, cash a cheque,
buy a house or sue the landlord on the strength of
one trustworthy portable document. It needs & tre-
mendously efficient centralised data processing sys-
tem. Bul what a differevce it would make!




timeliness, validity, and usefulness were related to this manual system. As
one can readily see from our findings discussed above, this is not the case.
Computer data processing has potential in MSA, but an extensive information
system development and testing must precede computer usage. Definitive goals,
objectives, and appropriate units of measure must be developed for human
services in MSA if the information system is to provide the various admini-
strators with accurate data with respect to what their organization and
private associations have done in services delivery. Attempts are being made
through the work of UNC to define and measure goals or service achievement as
part of the D&T Center program. Work is in progress to develop standardized
units of services that are measurable. The administration of the various
social services programs requires information as to what is being done and
measurements as to how well the social wunits and private associations are
achieving the goals of the various service programs. As stated earlier in
this report, these organizations have not kept detailed information as to what
services they deliver, due mostly to the lack of appropriate recordkeeping and
information system processes.

P&HS believes that the forms and processes presented in the section of this
report on an agency/client information system (recordkeeping) represents a
good beginning for MSA to start collecting, processing, and disseminating
information to the other service providers and to the various levels of
management within MSA, It is designed to be a continuing system for
collecting, using, and reporting information and it may also be wused for
onetime reports such as the Annual Statistical Report. It is designed to be
used manually but can be converted easily to involve the use of computers.

We believe that the MSA can take one or two paths in eventual use of
computers. The first could be the use of minicomputers at the moderia levels,
although in the 1long run, minicomputers have limited statistical capacities.
The other alternative would be to plan to use a separate input/output device
at the moderia level for input to a larger central computer. This suggestion
has been discussed extensively with our MSA counterparts and with the staff of
the Ministry of Social Insurance. The Ministry of Social Insurance has excess
computer capacity at its central facility and also has plans to develop an
input/output system at the moderia level of social insurance. These devices
might be made available to MSA for use in testing a computer system as part of
the new recordkeeping system P&HS developed for MSA. This could be
accomplished in the model moderias, Gharbia and Assuit, this next year. If
the Ministry of Social Insurance's long-range plans become a reality, these
new input devices will be connected directly to the main central computer when
a new microwave transmission system goes into operation in several years.
This technology would reduce transmission and processing time and provide some
immediate feedback.

Both MSA and the Ministry of Social Insurance could use the same facilities at
the moderia for entering data, thus reducing the cost for both Ministries.
Given the close working associations and legal relationships between MSA and
the Ministry of Social Insurance this is a realistic approach. Additionally,
the Ministry of Social Insurance already has 15 years experience in computer
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operations which they are willing to share. There appears to be an emerging
consensus in MSA that recognizes that a deliberate, gradual development and
implementation of new information processes is required and that substantial
personnel development and training is required in information systems develop-
ment and management at all levels of MSA.

A good beginning in mutual support between the Ministry of Social Insurance
and MSA with respect to data processing was made through the community needs
assessment effort. After completing a survey of available computer services
in Cairo, both public and private, P&HS's recommendation to the Technical
Committee for using the computer services of the Ministry of Social Insurance
was accepted. P&HS entered into a contract for the data processing portion of
the Community Opinion Leaders Survey on behalf of MSA. This work was success-
fully complet 1 and is reported on in Chapter IV of this report.

A second area of consideration with respect to data processing is the efficacy
and future potential of the statistical laboratory in the MSA's Department of
Statistics and Information. A good description of the equipment and use of
this laboratory is in the Ohio State Study.  Since the time of Ohio's review,
the antiquated equipment has broken down and the laboratory has ceased to
function.

Several discussions were held with the Undersecretary, Director, Deputy
Director, and the Project Committee concerning future use of a limited
capability statistical laboratory particularly if MSA obtains a large computer
and changes to computer assisted data processing.  The general feeling on the
part of MSA officials was that better equipment and training of statistical
staff would be very beneficial to the MSA for they would be able to provide
direct service to other MSA departments and other organizations on data and
statistical reports, research, and the like. P&S supports this approach and
we have included recommendations on this in the final section of the report.
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CHAPTER IV
COMMUNITY NEEDS ASSESSMENT

A.  BACKGROUND AND OBJECTIVES

The MSA is not developing any needs assessment data of a comprehensive
nature with respect to either socioeconomic needs of the communities or the
service needs and requirements of past, current or potential social services
clientele. Limited data have been collected on needs as a result of a small
number of unrelated research projects conducted by various MSA departments.
The Department of Research, under the Undersecretary for Planning, Research
and Statistics, has completed a 1ist of these research efforts over the last
15 to 20 years. These projects include limited needs data, much of which are
very selective and localized. P&HS reviewed this 1ist for research relevant
to Gharbyia and Assuit and referred these to the D&T Center staff for use, as
appropriate, in the needs assessment effort.

Limited data are also available from the 1976 Census Report. Unfortunately,
the Census Report has not been fully completed, although we were able to get
printouts on data for the Governate of Assuit and were waiting for the final
report of Gharbyia.

In total, however, little useful needs/resources data on local vililages and
communities are available or collected as part of an ongoing needs information
process for planning and evaluation. Although this lack of data is recognized
at all levels of MSA, and MSA officials want it to be developed, skilled man-
power, adequate data collection methodology, and other needed resources are
not now available in MSA,

The primary goal of MSA through social services programs is to develop
solutions to both individual and community problems. In order to do this
better, a system and processes needed to be developed to provide essaential
planning information and feedback on program impacts. It is recognized that
needs assessment is an essential part of this system since it helps to provide
information on what the individials and communities actual needs are, who are
persons most in need (high risk populations) and where the concentrations of
these needs are located.

Needs assessment is also a process that involves activities at all 1levels of
the MSA, beginning at the local community level where needs and problems are
found. Data and information collected at this level provide the immediate
opportunity in the ISSP to plan for the model social unit services and the
training center programs. At the same time it provides the beginning of a
process for providing information for use by all levels of the MSA as part of
the overall MIS project.
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The objectives developed by MSA, P&HS, and UNC for this project were as
follows.

1. To obtain basic data about community problems and needs, the
data to serve:

(a) basic requirements for the planning of social services unit
activities;

(b) major inputs into the analysis of the existing service delivery
programs;

(c) continuous input into the setting of goals and objectives for
the social services programs; and

(d) input into the developing of a MIS system and baseline data for
the evaluation of ongoing services and operations.

2. To determine approaches and techniques for the continued development
of local responsibility for social services which will provide for:

(a) identification of effective community organization roles in
the social service programs;

(b) assistance in the analysis and perceptions of the unmet
problems and community needs; and

(c) alternative approaches to increased community input and in-
volvement in the social development planning and programming.

B. OVERALL APPROACH AND COMPONENTS OF NEEDS/RESQURCES ASSESSMENTS

In keeping with the intentions of the overall ISSP approach, collabora-
tion with UNC and MSA on the needs assessment effort was excellent. The
excellent progress and results of this effort are a direct result of the
cooperation and close working relationship of our MSA counterparts at all
levels with the American teams.

The early activities in needs assessment included our getting acquainted with
the understandings and ideas of both central MSA and the D&T Center staff
about needs assessment. Presentations on ideas, concepts, and implementation
activities 1in needs assessments were provided by P&HS and UNC to staffs in
Tanta and Assuit as well as to central MSA personnel, particularly to the
National Technical Committee. Exhibit 17 is an example of materials P&HS used
to orient and discuss purposes of needs assessment. As a result of these
developmental efforts, a framework for the community needs assessment was
presented to the Technical Committee on April 26, 1979 for discussion and
approval. This frame work, a copy of which is included in Appendix 1V, out-
Tined objectives, strategy, and process for the implementation of the needs
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EXHIBIT 17

RELATIONSHIP BETWEEN NEEDS ASSESSMENT PLANNING,
OPERATIONAL/MIS AND EVALUATION FACTORS

Population:

Objective:

Resources:

Planning/Need

What population is
Egyptian government
concerned about?
What are its needs
as described by
relevant socio-
economic indicators?

What can Egypt do
about this
population?

What programs,
funds, facilities,
manpower is needed?

Operation/MIS

What persons
does the system
serve?

What is it doing?
(Programs,
Community
activities, etc.)

What is Egypt
using?

Evaluation

Is the
appropriate
population
being served?

How will is
it doing it?

How well are
present
resources
being used?
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assessment effort. Following the approval of the National Technical
Committee, copies were sent to Tanta and Assuit.

Subsequent discussions were held with the Center DA&T staff to clarify task
requirements, discuss roles of MSA staff and American advisors and to identify
additional resources required. A joint meeting of the D&T Center staff, the
General Directors of the moderias (Gharbyia and Assuilt), and the American
advisors with the National Technical Committee on May 24, 1979 helped to
review the individual plans and progress in the two local areas and to reach
agreement on the specific components of the overall effort. From an original
discussion list of five components, agreement was reached to complete three
main components. They were as follows:

1. Community Opinion Leaders Survey
2., Social Unit Area/Population Profile
3. Community Services Description and Analysis

A detailed description of the structure of the questionnaire and forms for
each of these, as well as a description of the process and products of these
components, is provided in the following section.

During the course of May, June, and July, many work sessions were held to
develop the specific instruments, procedures, and responsibilities for
completion of the three components. Inputs were received from a variety of
individuals and groups, including the MIS Development Group. The two major
activities during this period were the identification and selection of com-
munity leaders to be interviewed, and the development of the questionnaires
for the Community Opinion Leaders Survey, which went through about four
revisions before pretesting in Tanta and Assuit during the fourth week of
July. Exhibit 18 is a copy of the general work outline used for the Community
Opinion Leaders Survey. After pretesting, the questionnaires were revised,
put into final form, printed in Cairo by the Cairo Rehabilitation Society, and
distributed to the local areas for completion.

On October 2 and 3, 1979, a meeting was held at the P&HS office in Cairo of
all of the MSA staff and the America advisors to review the progress of work
on all of the components of the needs assessment; to discuss the data proces-
sing plan for the Community Opinion Leaders' Survey; and to develop criteria,
analysis, and use of information after data processing. A copy of the agenda
and outcome of this meeting is included in Appendix 1V. Two important factors
came out of this meeting. One, local responsibility was accepted for the
coding of the completed Community Opinion Leaders' Survey; and, two, commit-
ments were reached on the joint development of the instruments for the
Services Asssessment and Social Unit Area/Population Profile.

In the final analysis, the development and conduct of the overall needs
assessment effort was a very successful collaborative effort between MSA, UNC,
and P&HS.  This was the first of its kind carried out in MSA and represents a
major accomplishment for the staff at all 1levels who worked so hard on this
effort. Although improvements will need to be made in the process, forms,
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EXHIBIT 18

OUTLINE FOR COMMUNITY OPINION LEADERS SURVEY

DATE
START/
COMPLETION

-

COMMUNITY LEADERS SURVEY

Identification of Leaders

Formal

Informal
Development of Survey Questionnaire
Translation of Questionnaijre
Pretest
Revision as needed and Reproduction
Select Interviewers
Train Interviewers
Schedule/Assign and Conduct Interviews
Followup

Tabulation and Analysis

Discussion of Results and Interpretation

RESPONSIBILITY

FOR

PARTICIPATION

CAIRO

MODERIA
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techniques, and statistical sampling, a good beginning and foundation has been
made in MSA toward the development of an effective community needs assessment
system.

C. PROCESS AND PRODUCTS OF EACH NEEDS ASSESSMENT COMPONENT

1. Community Opinion Leaders Survey

As previously described, the Community Opinion Leader's Survey was
one of three components of the community needs assessment process which was
designed, developed, and implemented through the collaborative efforts of the
UNC team, the MSA, and P&HS team. This needs assessment process had both
Tong-term as well as short-term goals. In the short run, the objective was to
provide relevant data to be used by MSA and UNC in designing model social
units and services and training center programs in the Governates of Gharbyia
and Assuit. In the 1long run, it serves as the beginning of a process for
providing information for use at all levels of MSA as part of an ongoing needs
assessment process. The development of the Community Opinion Leaders Survey
was structured to meet both these objectives. The process of design and
implementation depended on extensive efforts by our MSA counterparts in Cairo,
Gharbyia, and Assuit in the many phases of development. This involvement was
essential in meeting the long-range objectives of a MSA-owned and implemented
needs assessment process. The initial step was the design and review of a
preliminary instrument to be field tested in the four associated social units.
(Assuit: Beni Mohammed and Sadat area; Gharbyia: Shobra Namla and Kohafa
area.) This effort involved the staffs in the two D&T Centers and the four
social units in the design of the instrument which they themselves were going
to administer. After a field test of 40 cases in each governate, extensive
efforts were made to analyze the results, evaluate the instrument, and
redesign an improved questionnaire that would serve the information needs of
the social units, D&T Centers, and other levels of the MSA. After training by
the D&T Centers, the new version of the survey was administered to 200 locally
selected community leaders in each of the two participating governates (400
total). The results of the questionnaires were reviewed and coded at the
local level and sent to Cairo for data processing, using services contracted
from the Ministry of Social Insurance data processing division. The analysis
of the questionnaire and subsequent design of reports was done Jointly by UNC
and MIS teams for use by the DA&T Centers and social units.  The origir °
copies of the questionnaires were returned to the Tocal level for wuse 1n
training regarding use of information acquired through the survey, evaluation
of the survey instrument itself, and to serve as the basis of new information
banks in the social unit and D&T Center. To meet these plans, the survey was
designed as a snap-apart form to facilitate dissemmination and use of
information in secondary analysis.

It is important to note that this survey is only a beginning in the process of
developing an overall needs assessment process for the MSA. The:plans are for
the participants in this initial effort to analyze the instrument as well as
the results, and to improve the process for subsequent use in other social
units.
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(a) The Questionnaire

Exhibit 19 provides an outline of the kinds of information sought by
the survey. The complete English version of the questionnaire is included in
the Appendix IV. The questionnaire was designed 1in three parts. These
include biographical data on the leader being interviewed, problem identifi-
cation and exploration, and, finally, service assessment for the services
currently offered 1in the community. Each section is separate and can be
detached for subsequent use within the local community.

The first section, Biographical Data, 1is contained on one page, front and
back, and is intended to give general characteristics about the leader and the
leader's family. This information when aggregated will give a profile of the
leadership within the community. In addition, it is needed for correlation
with the data in the section on problems for accurate analysis of the overall
responses in that section. Finally, it is intended to be maintained in the
social unit as a basis for a detailed file of the community leaders to assist
the social unit Director in his responsibilities in the area of community
development.

The second section, Problem Identification and Exploration, begins by having
the Jleader identify and explain three important problems in the community.
Then each of these problems is explored as to its causes, past and potential
efforts at its resolution, and the leader's interest in participating in any
future efforts. Once coded, these responses were to be aggregated to give a
list of the community problems as well as a cross-section of the communi ty
dynamics in meeting its own problems. Each problem and the related details
are on a separate page to facilitate further examination of the specific
details of related issues.

The final section deals with services administered by various Ministries
available to the community. The questions in this section serve two uses.
First, they explore the leader's awareness of services which are available.
Second, they explore the effectiveness of these services and the leader's
perceived barriers to successful service delivery. This information is
extremely valuable to the social unit director in identifying areas of com-
munity lack of awareness of available services, as well as for improvement of
programs that already exist to meet community needs.

(b) Data Processing

The Community Opinion Leaders questionnaire was a subjective survey.
Interviewers were told to encourage leaders to give as detailed as possible
responses to the questions asked them. This then required coding of responses
to each question to enable aggregation and preliminary analysis of the results
of the survey. It must be remembered that subsequent detailed review of the
responses is expected in areas highlighted by initial gross analysis. For the
purpose of aggregation, a coding section was included on each page of the
questionnaire. The codes reviewed and deemed representative’ by the MSA
participants were included on the questionnaire. After administering the
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EXHIB.1 19

Community Opinion Leader Survey

Kinds of Information Sought

As an illustration of the kinds of information sought, the
outline below lists some of the areas of questions.

Section I Biographical Data

D.

General Personal/Family Data
Leadership Activities
Leadership Training

Leadership Status

Section Il  Problem/Need ldentification

A.

Bl

Problem Identification and Prioritization
Problem Exploration
1. Causes

2. Resolution efforts
3. Leader resolution efforts

Section IIl Services/Resources

A.

Leaders Awareness of Services
Effectiveness of Services
Problems/Barriers Affecting Services
Community Resources Availability
Personal Experience with Services System

Suggestions for Improvements

Planning and Human Systems, ‘Inc.
January 1980
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questionnaire to all recipients, a selected group of the staffs at the local
level were trained by P&HS for the coding process. This was completed at the
Tocal level and the coded data sent to P&HS in Cairo for data processing. To
facilitate data entry, the codes were transfered to data sheets, included in
Appendix IV, and Keypunching services were contracted through the Ministry of
Social Insurance. Concurrently, generalized computer programs were also being
developed by P&HS through the technical support made available by the Ministry
of Social Insurance data processing section. The programs were designed to
permit a variety of reports aggregating in various ways the data collected in
this survey. They were also designed to handle data processing of future
surveys using the same basic format. Five sets of reports, included in
Appendix IV, totalling 54 in all, were designed and the data was aggregated in
seven separate collections: four social units, two combined within Governate,
and one total survey sample. Also in Appendix IV is a copy of the process
paper for preparing the survey information for data analysis and use prepared
by P&HS for completion of the work.

(c) Product: The Survey Reports

The first report, The Leader's Profile, gives the distribution of
responses for each question in the first section of the questionnaire. For
each question, the report gives the number and percentage of responses in each
coded answer and the total number of respondents answering that particular
question. In several questions there is the possibility of multiple answers
and the report also records this information.  This report is four pages in
length.

The second set of reports, five in all, demonstrates the correlation between
certain questions in the biographical data and a set of seven leadership
characteristics (age, sex, education, occupation, time in the community,
economic status, and fcrmal or informal leadership status) also from the
biographical data. In each report the responses to one of five questions is
correlated with the leadership characteristics. These include categories of
membership in private associations, economic status, participation 1in formal
training, extent (or number of) memembership(s) in private associations and,
finally, formal or informal leadership status. Each report is two pages long.

The third set of reports deals with the problem identification and explora-
tion. The first report gives frequency of problem selection and ranking of
that selection for problems identified as first priority, second priority,
third priority, and overall selection. The second report deals with the
stated causes for each problem, as well as frequency of selection of multiple
causes for each problem. The report also gives the total frequency for each
cause for all problems. The other six reports in this set deal with the other
areas of problem exploration in the same way as given above. These included
past resolution efforts, success of past resolution efforts, resources
available to solve problems, potential sources of resolution efforts and
willingness to participate in future resolution efforts. Each of these
reports is three pages long. {
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The fourth set of reports deals with the service assessment section of the
questionnaire. For each Ministry listed (Socia) Affairs, Health, Agriculture,
Education, and miscellaneous), a report is generated giving the frequency of
responses to the three questions about the services offered. The report thus
gives information about the 1leaders' awareness of the availability of
services, the effectiveness of those services, and the leaders' perception of
the barriers, if any, to successful service delivery. These reports are two
and three pages long.

The final set of reports is a detailed summary of the responses to problem
identification and exploration and the correlation of these responses to the
seven leadership characteristics mentioned earlier. Each problem is dealt
with in a separate report and all the related responses are included.

Complete sets of these reports were prepared and distributed to the D&T
Centers in Gharbyia and Assuit, MSA in Cairo, the UNC team in Cairo, and AID
in Cairo. P&HS held meetings both in Cairo and Tanta to discuss these reports
and their uses. At the time of our departure from Cairo, the D&T Center
staffs were orienting key markez, moderia and social unit staff to the process
and the information in the reports. Addi tionally, presentations and discus-
sions were held with the Community Development Associations attached to the
experimental social units in Gharbyia,

(d) Limitations On Survey Procedures

The needs assessment survey is an unusual evaluation for two reasons.
It is the first structured community needs survey to be carried out at the
social unit 1level by the MSA staff, both social unit and moderia. For this
reason, completion of the process itself was as important to the project as
the information gained. This success will provide the confidence and basis
for a continuing, evolving needs assessment system for MSA that will place a
greater interest on the data collected.

A second unique feature of the survey was the approach used for the selection
of the interviewees. The social wunit directors and the D&T Center staff
established a plan for the identification and selection of potential inter-
viewees. This was not a scientific selection process, but one based on
personal experience and word-of-mouth referrals. The importance of this
effort should not be dismissed. For the first time the social unit directors
have an excellent 1ist of leaders to work from, as well as specific informa-
tion on that 1leader from the first section of the survey. However, for
followup needs assessment work, a better selection process needs to be
developed in order to have the best statistically representative group from
the individual communities or villages. The data from this first survey can
be used in an impressionistic, opinion manner, but cannot be said to represent
accurately all of the issues or opinions on the social units involved. With a
better selection process for future surveys, the reliability of the survey
data will be much higher.
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2. Social Unit Area/Population Profile

The Social Unit Area/Population Profile (hereafter referred to as
Profile) was the second component of the overall community needs assessment
process design, developed, and implemented through the collaborative efforts
of UNC, MSA, & P&HS. The objective of the Profile was to collect data and
information about community structure, socio-economic-cultural processes and
traditions, etc., in two specific categories:

® Social Unit Area

Description of physicial characteristics of the area, basic
public services, community resources, boundaries, economics,
and social and political organization.

e Population

Collection of social-econamic data, demographic data, and vital
statistics.

The social units have, as part of their charter, the collection of local
community data for economic and socia) planning. However, the lack of
specific instruments, procedures, and training have limited the capacity of
social unit staff to fulfill this function.

In the course of P&HS investigations, while planning for the community needs
assessment, we discovered in discussions with the MIS Development Group, the
existence of a basic information notebook developed by the Department of
Planning in 1964 for use by the social units. Originally, it was designed for
collecting basic social-economic-political data in rural areas. The basic
notebook was not being used by social units but we saw it as a good beginning
point for the completion of the Profile effort.

The decision was made by MSA and the American advisors to revise the basic
notebook to include urban factors and to send it to the D&T Centers in Tanta
and Assuit for review and comment as far as its usefulness for the objective
of the community needs assessment effort. A copy of the Planning Director's
memo and instructions about this effort is included in Appendix 1V,

The prozess of design and implementation depended on extensive efforts of P&HS
and our MSA counterparts in Cairo, Gharbyia and Assuit. As mentioned
earlier, during the course of May, June, and July, many work sessions were
held to develop the specific objectives, instruments, procedures, and respon-
sibilities for completion of the three components of the community needs
assessment.  Although extensive work on the completion of the Community
Opinion Leaders Survey was done during August and September, work continued
on the Social Unit Area/Population Profile.
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During the October 2, 3 meeting in Cairo of all MSA staff with the American
advisors.on the progress of work on all three components of the needs assess-
ment, final decisions and commitments were made on the completion of the
Profile. Both the Tanta and Assuit D&T Centers had received and reviewed the
basic notebook sent through the moderia offices by Mr. Mahi, Director of
Planning in MSA.  They had reviewed the document and found it unmanageable
given current resources. Their review had identified portions of the handbook
which were feasible to complete and offered suggestions for other areas that
should be included. Both Tanta and Assuit indicated that they were collecting
data and information for those areas of the handbook they felt were appropri-
ate. After some discussion, it was agreed that each D&T Center would submit
its suggestions for revising the handbook to P&HS who, in turn, would work
with Mr. Mahi and Mr. Tawfik, Statistics & Information Department, in develop-
ing a final set of minimum requirements for data and a format/instrument “or
recording this data. After a number of work sessions, a final draft Profile
instrument was completed. On November 15 in Tanta, Mr. Tawfik presented this
draft to the D&T Center staff of both Tanta and Assuit for review and comment.
These comments and suggestions have be.n incorporated into the final Profile
instrument included in Appendix IV. The final version of the Profile instru-
ment was sent to both Tanta and Assuit in late December 1979 for completion.
As indicated earlier, the data and information from the Profile will be inte-
grated with the data from the other two components of the Community Needs
Assessment for analysis and use in the plans of the Integrated Social Services
Project.

e Profile Instrument

Exhibit 20 provides an outline of the kinds of data and information
sought by the instrument. The complete English version of the Profile is
included in Appendix IV. Information sought about the social unit area
includes general features of community, public utilities and services,
economics, community values and traditions, administrative and political
system, and statistical data.

The first section, general features, is intended to give information on
population size, main thoroughfares, acreage, etc. It also requires maps to
be drawn for the social unit area and for each villane within it. Finally, it
asks for identification of neighboring villages and social units.

The second section, public utilities, is intended to elicit specific informa-
tion about the social unit, its services, and its relationship to other
services providers.

The third section, econamics, is designed to collect information on the kinds
of industry and farming in the local areas as well as the ownership patterns.
There are two sections in order that information can be collected on any urban
areas that might exist in the particular geographical area. Several questions
attempt to gain specific information on employment levels and the nature of
the work force. ;
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EXHIBIT 20

SOCIAL UNIT AREA/POPULATION PROFILE
Kinds of Information Sought

As an illustration of the kinds of data and in

the following outline is provided:

Section |

Section 1]

Section II1l

Section 1V

Section V

Section VI

General Features

A. History of Community
B. Social Unit Area Map
C. Village Profile Map
D. Geographical Position

Public Utilities

A. Drinking Water Resources

B. Electricity

C. Sanitary Services

D. Garbage Collection

E. Public Roads

F. Health

G. Education

H. Recreation & General Cultural Means
I. Workshop Places

J. Markets

K. Social Units Institutions & Services

Economics

A. Agriculture
B. Industry

C. Immigration
D. Employment

Community Values & Traditions

A. Social Structure
B. Leadership & Authority

Administrative & Political System

Statistical Da:a
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Sections IV, V, and VI are intended to collect information on the community's
values, traditions, leadership, and political system. With the pational
policy of decentralization, the importance of information on the administra-
tive and political system cannot be understated. Of particular interest is
the factor of the influence of key families or individuals in villages or
social unit areas. This information is invaluable to the social unit director
in attempting to develop and focus community leadership potential for
community development.

3. Community Services Description and Analysis

The third component of the Community Needs Assessment was the Commu-
nity Services Description & Analysis. The purpose of this component was to
collect specific data and information on the nature and extent of services
delivered in the model social unit areas. Three specific types of informa-
tion were sought:

o Description of services and target populations

e Evaluation of services and user outcomes

o Assessment of service delivery system including
manpower allocation and utilization

The development of the services instrument was being structured to meet these
requirements. Like the other two components of the needs assessment effort,
the process of design and development depended on extensive work by our
counterparts in Cairo, Tanta, and Assuit. Although several discussions and
work had been completed on the services assessment component over the summer
months, the pivotal meeting on its development was on October 2 and 3 in Cairo
at P&HS offices. This meeting, as described earlier, was called to review the
work to date on all three components of the needs assessment effort and to
plan for the completion of all work remaining.

With respect to the Community Services Description and Analysis, Tanta
provided a set of instruments they had developed for use in the services
assessment. This work had included the design, field test, and modification
of an instrument to be used for about forty services in the two social unit
areas in Tanta. These draft instruments included a standard data collection
form to use for all services and an assessment form and guidelines to be used
to code assessments. The activities in Assuit had yielded slightly different
results., Thorough identification of all services available in the
communities, Assuit D&T Center staff investigated the existence of documented
services objectives. After specifying approximately five objectives for each
service, they developed an appropriate service assessment instrument for each
service.

Discussions had begun at the Alexandria Conference in September about the
possibility of using a standardized service assessment like that which was
developed in Tanta. At the October meeting it was agreed that after review
and modification, the Tanta instruments would be integrated with the Assuit
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services objectives to complete a final services assessment instrument. It
was also agreed that guidelines would have to be developed for the use of the

final instruments.

The University of North Carolina accepted responsibility for reviewing the
comments from Tanta and Assuit and drafting the final instrument and guide-
lines. At the time P&HS was finishing up 1in Cairo 1in January, UNC had
completed drafts of both items and was in the process of final review before
distribution to Tanta and Assuit for their use at the local level.
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CHAPTER V
AGENCY/CLIENT INFORMATION SYSTEM

A. BACKGROUND AND SCOPE OF WORK

Managers of human services programs at the MSA have traditionally suffered
from a lack of timely and accurate information in order to effectively manage
the complex human service delivery system in Egypt. One of the major obsta-
cles to a rational approach to coordinating this service delivery system at
the social unit level has been the difficulty in providing outreach, intake,
and assessment services to clients seeking one or more services provided
through the auspices of the MSA.

Our current Agency/Client Information System (ACIS) was developed to provide
intake services and to process MSA clients through the social service network
at the local level. It also is designed to maintain basic client/ family
information in the central files at the social unit level, and to collect and
store services information for coordinated planning and assessment of client
services. It is also designed to assist the service delivery staff at the
social unit and the program and management staff at higher MSA levels to link
all of the social services for client tracking, case management, planning, and
budgeting.

The information requested by the MSA on social service functions generally
falls into one of two categories: client related or organization related.
Both types of data will be distilled into information which is useful for
management purposes both at the client (worker) level and the multiple levels
of MSA management.

Client related (client specific) information used to:

1. Identify an individual's problem(s)

2. Bring the client into the agency's service delivery
system (intake)

3. Determine eligibility for service

4. Develop a service plan

5. Refer a client to another service agency or another branch
of the same agency

6. Evaluate and monitor the service being provided to the
client

7. Followup client success after referral

8. Purchase a needed service for the client.
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Organization related (non-client specific) information is geared to the execu-
tive and administrative operation in:

Allocation of resources to program or services
Accounting and statistical reporting

. Evaluation and assessment

Management reporting

Planning and budgeting

Monitoring and supervision.

AN WA=

Many officials in MSA recognize that the relative success or failure of the
Ministry lies in its successful integration of information into a cohesive
management/administrative structure and process.  Various MSA managers have
discussed the need during the course of this MIS effort for a "management by
objectives" (MBO) system for social services. The system of records which has
been developed through this project will appropriately fit into such a MSA
design for a MBO system should it become a reality.

The case management system, which is being developed in the model social units
through the UNC portion of the project, also utilizes the established conven-
tions of MBO. The setting of objectives, as expressed in a service plan, on a
case-by-case basis and accomplishing these objectives or finding out why they
cannot be achieved, is the consonant theme throughout this process.

The ACIS designed for the MSA assumes this reorientation of thought and work
patterns. It also provides a methodology which will operationalize existing
policy with a4 uniform recording and reporting system. It is the first step in
a developing system of case records which will be needed over a period of time
to support a more sophisticated case management system. It can also be the
impetus to the development of a better management system in the MSA for analy-
sis and decision making, evaluation, and followup.

Scope of Work

In keeping with the Scope of Work in the contract the following work products
have been developed:

1. A standardized client intake process:
2. A model referral and followup process;
3. A model service delivery recordkeeping system; and

4. The design and development of forms and procedures for the
above three items.

Each of these work products will be discussed in more detail in the following
sections of this report.
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B. FINDINGS AND CONCLUSIONS

Current Situation in MSA

A plethora of forms and ledgers exist both at the social unit and private
association 1in the service delivery system. This system of records has
evolved over a number of years and through many uncoordinated supervisory
channels. Recordkeeping requirements are established: (1) through program or
technical offices in the central Ministry; (2) through staff offices in the
central Ministry; (3) by organized group of private associations: (4) by a
program specific society; or, (5) to meet the needs of a single society.

The results of this uncoordinated and often unfulfilled reporting scheme is
that little or no useful information is prepared for top 1level decision
makers. Many management decisions are made on-site after personal review by a
manager. These site level decisions do not necessarily fit into an overall
mission objective by the MSA, but rather represent reactions to immediate
issues at the service level.

As was discussed in the earlier part of this report, a major factor which
influences this style of operation and, in fact, reinforces this approach is
the MSA requirement for an Annual Statistica) Report. The preparation, assim-
ilation, and publishing of this mammoth manual effort requires enormous work
time, through the MSA staff at the service delivery level and throughout the
Central Ministry.

At the present time, virtually no case management is performed at the service
delivery level. Service delivery is not viewed as a continuum of documenta-
tion. In some programs and associations a complete absence of maintained
recordkeeping exists, with no interrelationship between documentation and
reporting.

As a result of the fragmentation and lack of supporting records, no followup
of referrals is 1ikely. Little or no information is shared between programs
or associations. At the client level, the problem of client information
exchange is exacerbated by the lack of formal referral procedures. Lack of
uniformity in completing the social research forms, or the current basic
client record, makes it difficult to transfer client information between
organizations.

Issues

Three significant issues were identified in the analysis of the current
recordkeeping system:

1. The role of the social unit in the delivery of human services;

2. The role of the social unit in the recording and reporting of
client and services data; and :

3. The inability of management to clearly articulate information
needs for management decision making.
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The role of the social unit has been defined through an evolutionary process
of ever changing legislation and administrative direction. Under the current
system of service delivery, the inherent capability of the social unit to
deliver services is severely hampered by the lack of properly trained person-
nel. In order for the system of records which has been developed through this
project to be effective, this role must be clarified. A true case management
function through staff of the social unit is possible. The arranging, broker-
ing, and followup of services are appropriate to this role. Whichever rule is
chosen will require significant effort in staff development and training.

Case documentation is an inherent requirement of the case recording component
of the proposed system of records. It is the most effective way to transfer
and share information between multiple service providers, whether they be
within the MSA, a private association, or in another agency of government.

Coordination between the current system of recordkeeping and the proposed
system is enhanced by the proposed D&T Center staffing plans. Current records
contain data that will be wutilized in the new system. A system of inter-
related job functions assures accountability of data record-ing.

The third issue is certainly not unique to MSA. As a result of the current
diffused reporting mechanisms, management has 1ittle information to rely on in
making decisions. As a consequence, the substitute "on site" method of
decision making has developed. MSA managers see no reasonable alternatives to
the current system but frequently voice their uneasiness with the current
status.

Conclusions

The process of case recording and reporting must be standardized and incor-
porated into a daily operating routine in order to assure data integrity.
Confidence in reported data has to be established by MSA managers. The condi-
tions must be established which will induce managers to incorporate services
data into decision making.

C. PROCESS FOR DEVELOPING THE SYSTEM

Our study design for the development of a model system of records basi-
cally followed a three step process:

1. Assessment of the current system;

2. Determination of the new system requirements; and
3. Design of a new system.
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There is an overabundance of forms and records in current use by all service
providers, whether in a social unit or a private association. Many varieties
of forms and ledgers are used during and after the process of service delivery
to record, document, and report service results. These multitudinous forms
are supplied through several different organizational channels.

As a result of these multifaceted recording processes, extensive field work
has been required in order to untangle and understand the current system of
records and to chart the information pathways. Interviews were held at all
levels of govermment, primarily within the MSA and some with the Ministry of
Social Insurance, in order to understand the flow of information and the legal
requirements of the financial programs.

In addition to governmental agencies, private associations, societies, and
other service providers were interviewed on site. Field reviews were made at
both the central (Cairo) level as well as the D&T Centers and the model social
units in Tanta and Assuit.

An extensive collection of forms and other documents was collected throughout
this field review process. The documents were cataloged; most of them have
been translated into English and analyzed for this project.

A matrix was prepared in order to categorize and analyze the individual data
elements contained in each form. By using this data and the results of our
field reviews, a conceptual design of a recordkeeping system was developed
along with suggested forms and layouts.

Discussions and work sessions were held with MSA and staff of the Tanta D&T
Center to finalize the system design and refine the forms. In addition, pre-
sentations and review discussions were held with the MSA Technical Commi ttee,
the Directors of Statistics and Information from the 26 moderias, UNC, and the
AID Project Committee. As a result of the field reviews and the forms analysis
completed in the development process, the system of records presented in this
report was developed.

D. WORK PRODUCTS

1 Background

(a) Overview

The proposed system of records designed through this project is viewed
as a part of the case management activities within the overall context of a
client information system. The system is designed to complement the current
system of ledgers mandated by statute in the service delivery system.
Although it doesn't require a computer, it has the capability of meeting the
basic input requirements of an automated data processing system. When the
client information portion of a comprehensive management information system
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is implemented in the MSA, the manually prepared statistical reports can then
be produced by the computer. The record system is designed to be suitable to
the Egyptian approach to social services in (a) using the family as the besic
unit which is to be served in both the identification of needs and the
delivery of services, and (b) formatting of forms so that they may be used
repetitively by erasing old and unneeded information.

Exhibit 21 presents the information and referral procedures, tocls, or forms
to support these procedures recommended by P&HS.

INFORMATION and REFERRAL PROCEDURES

'TEPS IN THE PROCEDURES TOOLS or FORMS UTILIZED
IN THE PROCEDURES

| CLIENT |

BASIC CLIENT PROBLEM FAMILY PROFILE ond SERVICE HISTORY

DATA TAKEN ASSESSMENT

[ acency mesource FiE |
INITIAL CASE PLANNING

[ PoteEnTiaL SERVICES |

r POTENTIAL PROVIDERS J CLIENT INT—“;:dE. REFERIAL

SERVICE HISTORY

] SERVICE CHARACTERISTICS |

SELECTION OF SERVICE PROVIDERS

CASE MANAGEIMENT FORNMS

18 R FORM COMPLETION

MASTER CLIENT CONTROL C4RD
J REFERSAL / FEEDBACK

L DOCUMENTATION
CASE FOLDERS

CASE RECORDS

SERVICE DELIVERY j

| REFERRAL |
[ roLowur |

CASE RECORDING

FOLLOAUP CARDS

] [ STATISTICAL REPORTS j
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Exhibit 22 s a 1ist of major components in the proposed system of records.

Iten Name Format
1 Family Profile and Service History | Form
2 Client Intake, Referral and Service History Form
3 Referral/Feedback Card
4 Master Case Control Card
5 Master Client Control Card ;
6 Case Folder (Family and Individual) File !
7 Appointment Followup - Tickler File Card |
8 Case Referral Followup - Tickler File Card
9 Weekly Information & Referral Statistical Data Worksheet Form
10 Summary Information and Referral Statistics Form

Exhibit 23 is a 1ist of suggested repcrts in addition to the Summary Informa-
tion and Referral Statistics Report explained below.

Characteristics

Reported Items ) Frequency Sources
Incidence of Multi-Service Quarterly Family Profile & Service |
Referral Service History ;

Distribution of Clients by Day Quarterly Same i
Number of Referral Followups Monthly Referral/Feedback

Performed !
Types of Referral Followups Quarterly Same

Performed
Number of Appointments Monthly Appointment Followup i

Completed |
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(b) Summary of the Social Unit Record System

While Parts 2 and 3, which follow in this report, present a complete
and detailed description of the record forms, we will here present an overview
of the system and an example of its use. Of these, four forms are record
forms and three are followup cards for use in assuring that the client
receives planned services. The record system consists of seven forms*, plus
folders. The forms are designed to serve two purposes: (a) to develop a
record about service needs and services rendered, for use by the social
worker, and (b) to collect summary data to be used at all levels of the MSA
for planning, evaluation, and other management activities. The forms are to
be printed on different color papers so it will be easy to distinguish one
from another.

First, there is a large folder which will contain all the information on a
family and will also contain the folders for individual members of the family
who become clients of the social unit. The Family Folder (Exhibit 24), will
have a number on it, which will be the number assigned to that family; Family
Folders will be filed according to their number.

FAMILY NUMBER

l
é (O 3 El;Lz_LJ_LJ‘L
rf—}_ﬁlf‘ i G
INDIVIDUAL

FOLDERS —T] f

i

wq

In case a client comes in who does not know his or her family case number, the
social worker will also have a file which will contain a card that cross-
indexes the family or case number by name. This card is called the Master
Client Countrol Card (Exhibit 25).

*While the Ohio State Study stated that there are 33 forms in use, the study
actually was reporting on another part of the MSA. We found that at the
social unit level very few, and sometimes no forms, were in use.
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MASTER CLIENT CONTROL CARD

NAME

CASE. NUMBER

The first thing inside the Family Folder will be a form called the Family
Profile and Service History (Exhibit 26), which will provide complete informa-
tion needed by the MSA concerning the family. This form will al<o be used by
the social worker in determining all the needs of the entire family, so that
outreach work can be done, immediately after the first person from the family
comes to the social unit for help.

FAMILY PROFILE and SERVICE HISTORY

DAY  MONTH  YEAR FAM_ ROOMS 0 .

PER AMOUNT AOUNT 8! 2
Loovvro o oo 0 L TAOOD OO D L T L aG T
CASE NUMSER TOOAY'S DATE SOCAL UNT HOUSING NFORMATION NCOME DATA
-
STRECT ADORESS FLAT MARKEZ DISTACT/VILLAGE vy TRANSFORT A TI0N REFEARA.
TO S00AL Wt ct
FAMILY MEMBER NAMES BIRTHDATE x ':“glil‘s. z 5[ emomin SCRVKES PROVIDED
- x -
¥ GRANDFATHER'S x el 5 [=5lagIBg Dzl o 2
FIRST NAME FATHER'S NAME W’ FAMLY NAME OAY | MONTH| YLAR wT ;’;;;g; 8 5 o Tt ") FYPE [)
| [ I /|-
2 I
3 [ /
4 [
5 [ I /
i
6 Ll ] / 4
7 L]y )/
8 [
i
S L1l ~
|
10 ] ] | 4
c INCOME TRANSPORTATION TO SOCLAL UNIT REFERRAL SOURCE SEX RELATIONSHIF
0 1, Leploywent 4, Pension 1. Yalk &, ®rivate (ar 1. Se}r 4, tmecine M. Male 1. Hustanc t. Graroaiina:
D 2, Soctal Securfty 5, Public Aset ] 2, Tex! 5, Animal 3rek 2. Yam'lv Y. Arency F - Female 2. wife v. Faires
). Social 1lnsurance 6, Other 3, Bus 6, Tratn 3, ®riend 3. Son £ Hcite:
E 7. Other 4, Dauphter . OUt'ier
5, Grandtathe:
S
RELVGION MILITARY STATUS MARITAL STATUS EDUCATION OCCUPATION LITERATY
1. Moalem 1. Active 1. Mever Marr{ed 1. None $. Vocational i. Feroine 1. Merchant i. Yiliterate
1. Chriscian 2. Connleted 2, Married 2. Primary 6. Higher lnat{tute] 2. “overnment Service &, Housews'e | I, Read crly
3. Jew ), De‘erred 3. Divorced 3. Preparatory 7, Univerafty 3. Private ®rofesstonal §. Laberer ). hesc o writd
&, Other &, Mot Obligated | 4. Senarated &, Secondary 4. Non-yovernments]l Clerica Service
3. Widowed 5. Mot-professionsl Personal Services
6. Other
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Mext inside of the Family Folder will be a separate folder for each individual

member of the family who becomes a client of the social unit.
have a number on
shorter number assigned to the

Folder will

an individual case
number,

The first thing

it,

The Client

consisting of the Family Number plus a

individual client; thus each client will have

number, and the first part of it will always be the family

inside the individual

Client Folder

Client Intake, Referral, & Service History (Exhibit 27),

record information

about the client'
made, and other information.

thing about the client.

s probiems, services

is a form called the

which will be used to
provided, referrals

CLIENT INTAKE, REFERRAL and SERVICE HISTORY

MONTH  YEAR

This form contains a summary record of every-

ouy .
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CASL WMUMBLR TODAY'S DATE SOCIAL UMY HOUSING WFORMATION BCOME DATA
bJJH:lIH:JLHILﬂ[]J[JIHjLHIT”QIUJjbjlﬂ
STREEY ADORESS FLAT MARXE 2 OSTRCT/ VILLAGE ciy GOVERRATE
NAME oF CLIENT B.RTHIATL
FIRST NAME FATHERS NAWE GRANJATHERS o  FAM'LY NAME Dav MO YEAR
i b d e v b s aaag LT
TRANSPORTATION MEFLRRAL ﬂD, m@m BILITARY STATUS MARITAL STATUS EDULLE"ILN OCCUPAV|0~ LIERAZ
TO SO0AL UNT APPLICANT REGISTER NO PAYMENT REGISTER NO
SERVICE PLAN REFERRAL PLAN
COMPLETED COMPLETED
il ] L1 1 ! acemy name ADORE 55 CONTACT PERSON | | Ll |
el o S
L ~| [ j [ I] POSTED T SEMVCE REQESTED FOSTES
— ?lcr-'nlcts PROVIDE D h"—7/ SraAL ot /
COMPLETED COMFLETED
] l | AGENCY MAM[ ADCRESS CONTACT PLASORM B | ‘ |
PROBL(N  SERVID B REFERRLD  SERVE GAP
Socé. N1 2 FO5TER Tl SEAVICL  REQULSTED o
T [ T e S ;
SHRVILES  PROVIDED ’
CONPLETED —COMPLETED
] ] l | AGENCY MAM( ADORESS CONTACT PERSON J | L]
PROBLEM SERVEDL ™ REFEMRED SERVICE GAP
SOCA N TS ™ SANCE RLOXSTED POSTED
SERVICES PROVIDEL [—Jﬂ / Hotes /
COMPLEYED COME E-F 7
| | ] 1 l | AGENCY WAME PORLSS CONTALT PERSON | I | l i
PROBLLN _ EEAD M ACFLARLD  BEMVEL GAP
SOSTED o WML REGASTEG povens
l.li]LllILJ IjLII] DAL *OTEE
- —— BUIVICCY PROVIOED / / j

ce



The next form in the Client Folder
28), which the social worker will

including dates of contacts with the client, etc.

of the social worker.

SERVICE PLAN

MASTER CASE

is the Master Case Control
use in making notes

Card (Exhibit

about the client,

These are the working notes

CONTROL CARD

DATE OF
CONTACT
pDimTY

PROBLEM

SERVICES

NEEDED

PROVIDE

sV

CASE
CLOSED

REPLRRAL

o]

T
b

|

T -

1
]
1

JUUNS ENE N S B

— -

—_ - = —

_.—_»—L—-—&—-L—»._l_.t—.

SN I N RO B N S I

FINANCIAL AID PLAN

TYPE OF AD

AMOUNT

FAYMENT DATE CASE NOTATION

LE.

PT.

BOGN. | ENO | BGN | ExD DATE

REASCON

REMARKS
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The social worker will use three followup type of cards to assure that clients
get services. One is called Appointment Followup Card (Exhibit 29). This
form contains brief information about future appointments of the client. When
a client is given an appointment to come back to the social unit at a later
time, this card is taken from the client's folder and put into a box with
appointment cards for other clients, all filed according to the date when the
client is supposed to come back. Every day a social worker or a clerk in the
social unit reviews the Appointment Followup Cards for that day and contacts
any clients who did not come in for their appointments in order to find out
why and to give any needed help for keeping the appointment, and for making
new appointments for these clients. After the client keeps the appointment,
the information from the card is put into the client's record and the card
is erased and put back into the client's folder to be used again.

APPOINTMENT FOLLOWUP CARD

NAME
DAY MONTH YEAR
[ Y O Y A R B | l
CASE NUMBER APPOINTMENT DATE
DATE
PURPOSE OF APPOINTMENT STATUS REMARKS

DAY [MONTH YEAR

— — - ¥ }— }— }—
;__.L_.L_L_}___
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Another followup card is called the Referral/Feedbdback card (Exhibit 30).
This card is given to the client when the client is referred to another agency
for a service. For example, the client might be referred to a clinic, a
hospital, etc. The client takes the card to the other agency and leaves it
there. The other agency fills out information on the card about any services
provided to the client and then sends it back to the social unit by messenger.
Thus, the social worker know whether the client went to get the service, and
what happened. After the information from the card is put into the client's
records, the card is erased and put back into the client's folder to be used
again.

REFERRAL / FEEDBACK

i ] |

TODAY'S DATE COMPLETING AGENCY NAME |
CHECK ONE ITEM IN | THUR 5 BELOW -OR- CHECK ONE ITEM IN 6 THUR 8 BELOW: '
m SERVICE PROVIDED El ADDITIONAL SERVICE PROVIDED HERE
L?_l SERVICE PENDING REFERRED TO ANOTHER AGENCY

E INELIGBLE FOR SERVICE

NO ADDITIONAL PROBLEM

EEI SERVICE NOT OFFERED
AT THIS AGENCY

FORM NOT NEEDED BY CLENT

E SERVICE REQUESTED ON REFERRAL
i CLIENT NAME

B S T O I s
AGENCY SOCIAL WORKER CASE NUMBER
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Another followup card is called the Case Referral Followup Card (Exhibit 31).
This card contains brief information about referrals that are given to the
client. When a client is given a referral, this card is taken from the
client's folder and put into a box with referral followup cards of other
clients, all filed according to the date when the client should have completed
the referral. Every day a social worker or a clerk at the social unit reviews
the Case Referral Followup Cards for that day and contacts any clients who did
not keep their referral appointments. Thus, the social worker can find out
why anyone did not deep a referral appointment and can give any help neces-
sary. .

CASE REFERRAL FOLLOWUP CARD

DAY MONTH YELR

] | |
NAME DUE DATE
RN EE HENEE
CASE NUMBER REFERRAL APPOINTMENT DATE
REFERRAL R::s:RAch:LE — FOLLOWUP BY SOCIAL UNIT —
OUTCOME T e oy REMARKS Lo
| i |
} ¢ }
[ 1
b i |
| |
\ ]
] 1 |
I
REMARKS
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(c) Summary Example of Statistics Forms

Two forms are used to record statistics which summarize the services,
One of these forms is a worksheet, for use in

gaps, etc., at the social unit.
This form is called Weekly I&4R Statistical Data Worksheet
(Exhibit 32), which consists of four pages, all
I&R means Information and Referral.

clerical tallying.

Appendix V.

of which

are

WEEKLY | 8 R STATISTICAL DATA WORKSHEET

I Lt '

TOCIAL UNIT

included in

WEEK ENDING DATE

DESCRIPTION

TALLY

TOTAL

|
!

NUMBER

KUMBER OF CLIENTS

HOUSING INFORMATION

WOGIR OF PERSONS

WPBER OF FMMILIES

O

[ )]
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SOCIAL SECURITY
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OTHER

REFERRAL SOURCE

SIF

70




This 1is how data is enterad onto the Weekly I&R Statistical Data Worksheet:
when the social worker is finished putting informaiion into a Client Intake,
Referral & Service History form on any particular day, the social worker gives
the form to a clerk. The clerk checks the Client Intake, Referral & Service
History forms against the Weekly I&R Statistical Data Worksheet, and makes one
tally mark for every service, etc., given, tallying all the information onto
the Worksheet. Thus, daily statistical records are accumulated. At the end
of the day, after completing all the tallies, the clerk files the Client
Intake, Referral & Service History form in the individual folders.

At the end of the week, the clerk counts the total number of tallies for each
service or referral, etc. The clerk writes the total numbers on the Weekly
I&R Statistical Data Worksheet. In very large social units serving hundreds
of clients daily, totals could be done daily.

In order to accumulate statistics over 1longer periods than a week, the clerk
uses a form called Summary I&R Statistics (Exhibit 33). This form provides
for entering weekly totals of services, referrals, etc., for a year, week-
by-week and month-by-month. Each week the clerk copies the total numbers from
the Weekly I&R Statistical Data Worksheet onto the Summary I&R Statistics
form. Then the clerk can erase the information from the Weekly tally sheet
and use the sheet again.

SUMMARY |& R STATISTICS
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At the end of the month, the clerk adds up the total numbers for each week to
obtain a monthly total on the Summary I&R Statistics form. Copies of this
form can be sent to various levels of the MSA on any desired schedule.

Of course, if and when the computer is used, totals could be done on any
schedule that is desired.

Exhibit 23 is a 1ist of suggested additional reports which can be prepared
from the basic recordkeeping system. The frequency and utilization of each
additional report should be plianned around clearly articulated needs of
management in the MSA. Other case management functions such as "tracking" and
"1inking" can be reported if the system is automated.

2. Description of the Forms

Family Profile and Service History (Exhibit 26)

The Family Profile and Service History is the intake document in the proposed
system of records for MSA. It captures basic data about each client's family
and provides a mechanism for future referral processes to occur. Appendix V
contains the instructions for preparing the form.

The document is used for the case control functions of posting and tracking.
In the manual system of records, it also serves as the source of information
for the statistical reports compiled at the social units. At such time as the
system is automated, a copy may be sent to a central data entry location for
computer input.

The completed document is placed in the case folder maintained by the social
unit. This begins the basic contact and history file between the client and
the social unit. Each subsequent contact between the two will be recorded and
placed in the case file. '

Client Intake, Referral and Service History (Exhibit 27)

This form records a more discrete profile of an individual family member who
is a services client at the social wunit. Both the detailed Services and
Referral Plans are recorded on this form.

Each copy of the two-part set is color coded to facilitate processing. The
white (original) is maintained in the client case folder. The yellow
(duplicate) 1is given to the client. It is a visual record of the client's
visit to the social unit. If a client has been referred for services to
another service provider it serves as an appointment reminder and entrance
ticket to that provider. Considerable time at the new service provider is
saved by having the client's basic data compiled and in hand.
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Three viable options exist for the manufacturer of the two-part form-set: (1)
printed on pads in duplicate sets with insertable carbon; (2) snap-apart
duplicate sets with one-time use carbon, or (3) duplicate sets using pressure
sensitive papers. The cost options and delivery times will weigh heavily in a
final decision on preproduction and set preparation methods. Method (1) is
seen as the most timely and is recommended as the option to be used in a test-
ing phase by MSA at the social unit.

Referral/Feedback Card (Exhibit 30)

This card is used by the service provider to whom the client was referred to
report on the status of the referral. The completed card is returned to the
originating social unit. The responses on this card are posted to the
client's case records.

Master Case Control Card (Exhibit 28)

This card is used to create an alphabetical card by client and family. It
will serve as the cross reference file to the case record folders.

Master Client Control Card (Exhibit 25)

This document is the primary client case action summary. A1l events which
impact on the client are recorded on this card. The file is maintained in the
client case file. It provides a summary of case actions, both services and
payments, for each client.

Case Folders (Exhibit 24)

Each family seen through the social unit has a case folder prepared for it.
The folder is oversized and contains individual tabled folders for each client
in the family. The family name and case number are inscribed on the family
case folder. The family number client folder inscribed with the client's
name, case number and family number. Each of the individual family numbers'
files are stores in the larger family file. Exhibit 24 1illustrates this
method of filing. Filing of the family folder is in numerical sequence by
case number,

Appointment Followup (Exhibit 29)

This blue card is maintained in chronological appointment date sequence by
client name. It is used by clerical staff to assist the social worker in the
scheduling of appointments and subsequent followup of appointment outcomes.
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Case Referral Followup Card (Exhibit 31)

This card is used as a tickier file to track the status of a referral through
the service delivery system. It is a control card maintained in the social
unit to assist in case management.

Weekly 1 & R Statistical Data Form (Exhibit 32)

The primary function of this form is to provide a means of manually tabulating
statistical data from the Family Profile and Service History form. A place to
accumulate data by a hand tally is provided on the form. The weekly summary
data is then transferred to the Summary I & R Statistics report below.

Summary I&R Statistics Form (Exhibit 33)

The summaries from the weekly I & R Statistical Data Form are entered on this
form. This is the basic reporting document of the proposed system of records.
It provides for the first time at the social wunit level the workload and
client characteristics data which can be used in the management of the social
service delivery ¢ystem.

3. Case Recording

Even though specific forms have not been developed to methodically
require a specified format in case recording, a structured system of case
recording by social units is needed. This will allow errors in case manage-
ment to be detected and corrected. In a MBO system, this becomes essential for
quality control and effectivive supervision.

A suggested technique of case recording which will achieve these objectives is
alled "SOAP": Subjective, Objective, Assessment Plan. Case progress notes
written in this fashion would provide a summary to guide services for both
social workers and supervisors.
:ach of the SOAP components is explained below:
S = Subjective
What the client tells you. Quotations are often used to
set out remarks verbatim. Write exactly what the client
said and what the client thinks the problem is
0 = Objective

How you see the client's problem. This section includes
information you gather from observation and testing.
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A = Assessment
What you think is the client's total problem.
P = Plan

What is actually being done to help the client. It may
include completed or future services. The plan has three
parts: (1) diagnosis and assessment; (2) therapeutics,
and (3) education.

Service plans developed for clients with a single problem or need may not con-
tain all of the components above. It is possible to develop patterms for
those services which require a set order for execution. For example: intake
procedures developed on a step-by-step basis would provide an established
pattern for management of certain common problems.

Summary

The forms designed for the proposed system of records are seen as the first
step in the development of a comprehensive client information system. Two
distinct functions are required for proper recordkeeping: case recording and
case reporting. The proposed system of records has been designed to comple-
ment the current statutorily mandated journals and 1ledgers now used in the
Ministry of Social Affairs.

The process of assuring data integrity will be enhanced by the standardization
of the intake and referral procedures. The basic reporting requirements of
the statistical reports will begin to provide useful information for MSA
management decisions.

As the Ohio State Study stated, "...findings have 1led us to conclude that
there is neither the manpower nor the expertise at the social unit level to
operate even an elementary data collection and analysis system." In view of
this, implementation of the proposed system of records is contingent wupon two
factors:

1. Implementation of the new staffing configuration planned for
the social levels of MSA and UNC, and

2. Sufficient orientation to the concepts of case management
together with skills training in the record system.

For these reasons the above proposed system of records has been designed as

the first stage in a much longer development process of a comprehensive, auto-
mated management information system.
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E. RECOMMENDATIONS

Based on the analysis of the current recordkeeping system a complete
replacement of the existing system is neither needed or desired. The proposed
system of records is designed to complement the current system rather than
replace it. Some modifications should be made to the current system in order
to increase the usefulness of the data and to facilitate cross referencing of
case information.

The proposed system of records has been designed to provide continuity between
the case recording and case reporting processes. In this design the record
keeping and data collection and reporting will be implemented concurrently.
This will allow the immediate implementation of a manual system which could
form the nucleus for a comprehensive automated management information system
for the MSA at a later date.

The following recommendations have been developed for this study:

1. The proposed system of records should be further field tested in
the two experimental social units in Tanta.

2. After the limited field test above the revised system should
be implemented in all of the upgraded social units in both
Gharbyia and Assuit.

3. Training in the techniques of maintaining the system must
follow the implementation of the new organizational structures
in the social units.

4. Using the Regional Union of Societies, private associations
should be brought into the referral process of the new system.

5. After the upgraded social units are functioning well with
the new record system, private associations should be included
in the intake process of the system.

6. Reporting requirements from the Markez, Moderia, and central
Ministry need to be reassessed.

7. A Services Inventory by provider must be available in each
social unit at the time of implementation.
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Limited Field Test

The training and demonstration center staff in Tanta have been involved in the
review of the proposed system of records. As a result of their astute in-
volvement in this development process, modifications were made in the forms
and procedures. Because of this basic familiarity with the system, the two
experimental social units in Tanta are ideal for the initial field test. In
addition, the proposed new job descriptions for these two units have incor-
porated many of the steps in processing the forms.

Prior to this limited field test, the forms, instructions, and procedures must
be translated into Arabic. This process must involve staff who are familiar
with the service delivery vocabulary. Arrangements must also be made for the
appropriate reproduction method of the forms. It is suggested that the multi-
part forms be printed in pad fashion for the initial testing phases.

Revised Field Test

After the system of records has been tested and any rnecessary modifications
have been made to the forms, instructions and procedures, a full scale field
test should be wundertaken in each of the upgraded social wunits in both
Gharbiya and Assuit. This will allow for a complete testing of the case
recording as well as the case reporting aspects of the proposed system of
records. The case management concepts which are being developed in the ISSP
by UNC are wholly supportive of this proposed system of records and will mesh
in many of its operational requirements.

Timing of Training

Many of the functions in the proposed system of records have bezn incorporated
into job descriptions of the upgraded social units. Training in the execution
and maintenance of the new recordkeeping system should parallel or immediately
follow the implementation of the new organizational structure. A careful con-
structed training schedule needs to mesh these activities. This would be in
keeping with AID's original objectives of parallel development and
implementation by UNC and P&HS.

Regional Union of Societies

The Regional Union of Societies provides a ready made vehicle for the training
of private associations in the new system of records. The private associa-
tions should receive initial training in the referral process as well as
general training in the entire system, A strategy for phased implementation
of all private associations needs to be developed in order to bring them into
the total proposed system of records, including the initial client intake
process.
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Reporting Requirements

The initial reporting schedule recommended is as follows:

Heek\y: Social Unit
Monthly: Markez
Quarterly: Moderia

Semi-annually: Ministry

Summary I&R Statistics are to be forwarded to the next higher organizational
Tevel on this schedule. After some experience is gained in the use of the new
system, the reporting requirements should be reassessed. Management's skills
in using the accumulated data for services management may also influence the
type and periods of data to be reported.

Services Inventory

One of the key requirements for the operation of a successful information and
referral service is the development of a community services inventory or
resource file. The proposed system of records relies heavily on this resource
at the time of intake. It is assumed that the UNC project team will assist
the upgraded social units in the development of such an inventory including
the questionnaires, retrieval system, and periodic updating of such an effort.
The third component of the completed needs assessment effort, the social
services assessment, should help greatly with this effort.
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CHAPTER VI
SUPERVISION OF PRIVATE ASSOCIATIONS

A.  BACKGROUND

In 1964, Public Law 32 established a structure and a set of regulations
for the private charitable organizations which had existed for years as an
outgrowth of the Moslem tradition of almsgiving to the poor and needy. (A
translated copy of Public Law 32 has been provided to AlD-Cairo for project
files.)

These organizations, which number close to 7000 in Egypt, were brought to-
gether under the auspices of the MSA for regulation as well as for technical
and financial assistance from the MSA. Increcsing emphasis has been placed on
the role and services of these private associations over the past few years
due to the change in emphasis in Egypt from wartime defense activities to
peacetime economic development and human services. This trend is evident down
to the level of the social unit throughout the country.

Until recently, a primary activity of the social units and many private
associations has been aid to families of soldiers, evacuation, and relocation
of Suez Canal victims. Peace with Israel has brought increasing attention and
activities in economic and social development in the communities at large.
A11 of this has brought pressure to bear on the functioning and services of
the myriad of private, social service associations.

B. PROCESS FOR COMPLETION

Because most social services are delivered in Egypt through the vehicle
of the private association, a thorough understanding of their structure and
functioning was needed. Due to time limitations and other constraints, Ohio
State University, in completing the feasibility study for the ISSP for AID,
was unable to fully investigate and analyze the charters, law, organization,
and operations of these private associations. For these reasons, an in-depth
investigation by the P&HS team of these organizations was planned and carried
out.

This early effort entailed the development and use of an extensive outline to
assist in field visits and interviews designed to collect details of the
structure of the private associations, details of service delivery including
budget information, economic aspects of the organization, and their relation-
ships with the various branches of the MSA. Exhibit 34 is the face sheet of
the outline with the complete outline included in Appendix VI.
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EXHIBIT 34

PROGRAM AND ORGANIZATION REVIEW
SERVICE DELIVERY INFORMATION

NAME

AGENCY/ASSOCIATION: LOCATION

TYPES OF SERVICES/SERVICE

RESPONSIBILITIES
A. Target population
B. Geographic area
1. Organizational Information

A. Describe relationahip with Ministry (Social Unit, Markez,
Governate, Central Ministry) and other organizations for
administrative control, information and reporting, and
for any other purpose.

B. What are the major program divisions, units or suborgani-
zations within your orqanization? (Provide organization
chart if available.)

C. Names of key persons for information reporting and
statistics, planning and evaluation, budget, and other
key people for information activities.

I1. Funding

A. Total Orqanizational Budget
- Ministry share - Other
- Local resources (community)

B. Budget Process - describe

C. Describe any budget problems, particularly as it relates
to information needs

IIl. Service Delivery

Describe how the clients/community come into contact with your
organization; how they are processed through your service
delivery process; and major forms/methods used for collecting
data.

A. Service Accessibility

1. Hours of operation

2. Transportation resources

3. Service locations (local, long distance)
4. Community awareness of services
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The staff of the D&T Centers in Tanta and Assuit, as well as our other
counterparts in Central MSA, helped us with schedules, transportation, intro-
ductions, and the collection of specific information and data not readily
available at the time of site visits.

In addition to these visits to numerous private agencies, repeated visits were
made to the various departments 1in the MSA having responsibility for super-
vision of the agencies within their geographic and programmatic jurisdictions.
These visits included social wunits in Gharbyia, Assuit, and Cairo; markez
offices in Tanta, Assuit, and Mon Falout; moderia and central departments of
Unions and Societies; followup and various technical program departments.
Several workshops were held at the moderia level to discuss the formal
requirements for supervision, current practices, improvements needed, and the
potential for collaboration of effarts by various departments with overlapping
responsibility. Exhibits 35 and 36, developed by P&HS staff, are charts of the
general social service environment including description and memberships for
the private sector and the relationships between the private sector and the
MSA at all levels of the government. The field investigations, Exhibit 7 in
Chapter 11, include many of the site visits mentioned above.

C. FINDINGS AND CONCLUSIONS

P&HS staff discovered that there were basically two parallel reporting
and supervision systems operating for the private associations. The first
system operates within the hierarchical organizational levels of 1ike associa-
tions and/or membership unions. The second reporting and supervision system
operates in the MSA itself. Since the MSA was unable to provide us with
organizational charts depicting both systems, they did not become clear to us
until after we completed several field visits and analysis. As shown in
Exhibit 35, there are three types of membership organizations at the national
level to which the regional and local associations or unions relate depending
on the nature of these associations. Our analysis of these two systems, as
well as the description of the various associations, was reviewed by various
MSA officials at all levels including the MIS Development Group. Due to many
di fferent understandings among MSA officials, these descriptions of functions
and relationships went through several alterations before reaching the stage
presented here. Because of time restraints and priority, P&HS and our MSA
counterparts concentrated our information system activities on the second
system, the relationship of the private associations to the MSA for super-
vision and technical assistance.

Our examination of the private association structure led us to the realization
that, though the relationship between the MSA and private associations was
fairly well defined by law, the reality of the situation as we found it was
the result of institutional ignorance of the law and/or lack of enforcement.
Surprisingly, many officials interviewed had limited factual information about
the operations, relationships, and legal requirements of private-associations.
Additionally, the reporting and use of information from private associations
in program of fices of MSA were limited. Ironically, this supervision activity
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EXHIBIT 35

SOCIAL SERVICES ENVIROMMENT
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Lescriptions and Memberships

General Union - National Federation of all
Societies in Egypt through representation
by delegates from all Regional Unions,
Field Unions and Central Organizations

Field Union - National Federation of all
Societies working in a specific field of
service through representation by dele-

gates from committees within the Regional
Unions

Central Organization - Society formed at the
national level to serve the country
through branches at provincial and local
levels

Regional Union - Federation of all Societfes
within the boundaries of a Governorate
through representatives from each Society

Independent Society - A private association
working independently from any other
society in a specific area of service,
serving its designated community

Branch of Central Organization - A private

assoclation existing as a branch of a
Central Organization but also registered
as a Society in and of itself

Community Developrent Association - A private

association created to serve the variety
of needs of a village or group of villages
or small section of a city where other.
resources are not available. The CDA

works in conjunction with the MSA Social
Unit
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offers an excellent opportunity for the MSA to receive management information
not available through any other reporting process in use in the MSA.

Social workers, administrative staff, and general directors alike, complained
of a lack of knowledge about the social services available in the community
which were their own responsibility or that of their departments to supervise.
They also expressed concerns for the lack of sharing of information among de-
partments and Ministries about services delivery which, in many cases, caused
duplication and overlap of activities.

Dozens of ledgers designed to record the history of each private association
from the date of registration through periodic visits for social and financial
inspections were not being used. Social work reports of visits and followup
were continually the subject of complaints regarding their content and useful-
ness. This led to the idea that the creation of a standard format for report-
ing on visits would provide uniformity of content and improve the quality and
usefulness of the information gained from such visits. It was clear that this
information, if readily available, could serve many information needs of the
different departments within the markez and moderia.

In reaching this end, P&HS uncovered the existence of forms and procedures
developed by MSA for both financial and social supervision. Translated copies
of these forms are included in Appendix VI. For the most part, these were
unused in present day activities of supervision of private associations.
Therefore, we scheduled additonal meetings in Tanta with directors and repre-
sentatives of the markez and moderia departments of Unions and Societies,
followup, community development, and family industries to review the available
forms and procedures in light of the expressed needs and concerns for current
and future MSA social service goals and objectives. All of these representa-
tives had responsibility for supervision and technical assistance to private
associations and for the development of reporting formats and guidelines.

Generally, all participants agreed that an adequate structure for social
services existed in Egypt but that, in certain instances, it needed to be up-
dated, particularly since it was originally designed to meet needs at a time
of 1imited government involvement.

After a review of the current objectives of the MSA with respect to private
associations and each participant's responsibilities and need for information
in this area, the current procedures were reviewed. Many good recommendations
were made by the participant's about the forms, procedures, and data require-
ments, and about ways to improve the overall administration of the supervision
effort.

A1l participants ac eed that insufficient orientation for social workers about
the purposes of social supervision, financial inspection, and technical
assistance was given. In addition, insufficient training on the nature and
use of the established forms and procedures was a real problem. And, lastly,
not enough emphasis was given by managers responsible for these efforts on the
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supervision of social workers or on the use of the data, once coliected, for
assisting private associations.

In the final analysis, it was agreed that modification and implementation of
the current instruments, together with improved training through the D&T
Center, was the first step in developing an improved supervision process and
information regarding private associations. Discussions to this end were held
both with UNC and :the D&T Center staff by P&HS, and plans will be developed
for a specific training program for the supervision of private associations.

One final observation with respect to improvements 1in private association
supervision. The Agency Client Information System (ACIS) has been desianed,
as mentioned in Chapter V, to be implemented in the private associations at a
future date after testing and implementation in the social units. Implementa-
tion in the private associations will enhance the supervision process as a
result of better information collection, storage, and reporting. Even if the
processes were being implemented well, the necessary information is not
readily available in private associations.
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CHAPTER VII
RECOMMENDATIONS FOR CONTINUED DEVELOPMENT OF MIS

In planning for the work of developing and implementing a Management
Information System for the Egyptian Ministry of Social Affairs, Planning &
Human Systems envisioned the various activities necessary to achieve this goal
in four phases over a two-year period. Phase I, 1II, and II] were completed
during the first contract period.

FIRST YEAR
A. PHASE I - Initial Project Organization

This involved a series of activities for orienting all parties to the
goals, activities and responsibilities of the Integrated Social Services
Project and the Management Information System effort; for gaining an overall
understanding of the Ministry of Social Affairs; and for developing procedures
and task outlines for working collaboratively with the Ministry of Social
Affairs and the University of North Carolina.

OUTCOMES:

1. Developed with MSA and UNC an overall Project Governance
Organization and Operation.

2, Established collaborative relationships with UNC and MSA
counterparts at all levels.

3. Completed broad overview of MSA through initial field
visits, investigations, and discussions.

B. PHASE Il - Defining MSA Information Needs
This involved analytical tasks aimed at gaining a full
understanding of the current MSA organization and
operations, decision enviromment, services delivery and
information needs.
OUTCOMES

1. Analyzed and described current MSA organization and
information system '
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2.

Completed review of existing procedures, forms, records,
and reports used by MSA for both management and services
delivery activities.

Completed proarams and organization review of social
units and private associations with respect to services
delivery, recordkeeping, and reportina.

Developed organization charts of MSA, central to social
units.

Developed organizational charts of private association
system from central to social unit level.

Diaarammed relationship of private associations to MSA
at all levels, central to social unit.

Analyzed processes, forms, procedures, records, and
issues in MSA supervision of private associations and
made recommendations for improvements.

Translated from Arabic to English and analyzed a
tremendous amount of proiect related materials.

C. PHASE III - 1Initial Desian and Implementation of a Model

Agency/Client Information System and a
Community Needs Assessment System

Close cooperation with MSA and UNC was necessary in completing the
two activities above. This required discussion and development of qoals,
tasks, and responsibilities in the design and implementation of both the
Agency/Client Information System and Community Needs Assessment systems.

OUTCOMES

1.

Completed work plans and schedules for completion of
Agency/Client Information System and Community Needs
Assessment System,

Direct participation of MSA personnel from all levels as
well as involvement of menbers of community development
associations attached to model social units.

NDesigned and implemented community needs assessment in
four social unit areas.

Completed coding, proarammina and reporting on survey data

with data processing assistance from the Ministry of
Social Insurance.
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5. Designed and tested a model AgencyClient Information
System for social units and private associations.

6. Provided training to MSA personnel in the design and
use of new forms, procedures, and the analysis of data.

SECOND_YEAR
D. PHASE IV - Continued Development and Implementation of MIS

In continuing the second year of the MIS development activities, the
work should continue with its dual emphasis: 1) to improve the collection,
reporting and use of basic social service data at the point of origin in the
social units and private associations; 2) to develop for the MSA a system for
recording, processing, reporting, and analyzing the aggregated data and
information. The activities should consist of:

1. Continue work with MSA in understanding their information
needs.

a. Talk with officials in the various departments of the
MSA to determine their roles, functions, and information
needs.

b. Determine which information should be taken from the
Statistical Summary Information and Referral Report
for use by the MSA and how it should be organized and
presented so that all information needs are met but
that no unnecessary infonsnation is presented.

2. Work with the MSA in understanding and developing better
data processing concepts and techniques.

a. Upgrade the statistical laboratory, including new
statistical equipment and the possible computer
terminal connected to the Ministry of Social Insurance,
or installation of a new large computer in the MSA.

b. Initiate the use of a statistical laboratory for
conducting research and for training MSA employees
at the central and moderia levels in modern social
service statistical handling techniques.

3. Help the MSA in deciding to purchase its own large
computer or whether to use the computer in MSI.

a. If the MSA decides to buy its own computer, assist them

in deciding on a computer to purchase, and assist
in obtaining bids and help negotiate a purchase.
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4.

b. If the MSA decides to use the MSI computer, then help
the MSA to establish a collaborative information
system development effort with MSI for designing an
operating camputer and communication system at all
levels of services.

® Assist in establishing a permanent joint computer
system design activity.

® Prepare systems design which will enable the
computer to support both MSA and MSI.

Develop data programs for compiling data.

a. MWrite programs to process the MSA statistical
laboratory reports.

b. Prepare standard coding schemes for all clients,
govermmental organizations, and private associations
to avoid duplication of effort and incompatibility
of codes.

C. Make standard the input procedures to central
computer for input devices at the moderia level
in Gharbyia and Assuit.

Continue the development and use of the data from the record
system, especially to provide accurate data to all levels
of MSA.

a. Continue to test, redesign, and expand the agency/client
information system (recordkeeping) in the model social
units and private associations. This system will
support social services delivery, client case
management, and community development, but also be
compatible with the evolving computer system.

b. Continue development of the community needs assessment
instruments in collaboration with UNC and MSA, including
the design and testing of recordkeeping and case
recording to yield specific needs/problems data.

c. Test and redesign improved forms and procedures for
intake, eligibility determination, and referral at
the social unit and private association level,

d. Redesign and test of ihe processes for social super-
vision, technical assistance, and financial and legal
monitoring of private associations by MSA as a :
continuation of the first year's effort. '
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Management Information System

MIS. What it will do

Collect information on:

1. Social needs and problems.

2. Social service activities.

3. Utilization of services by individuals, groups and commmities.
4. Follow-up data on clients to measure impact on client needs.
5

. Utilization and allocatior of financial and manpower resources.

For use in:

. Ministry of Social Affairs operations.
Resource management.

Needs assessment.

Program and staff evaluation.

Ubjectives analysis.

S U B~ W

. Plarming.

To be evaluated on:

1. System capability to collect and report information for manaecement
decisions.

Applicability and accuracy of data collected.
Simplicity, efficiency and timeliness of data collection process.

Muality ef analysis from reports produced.

wm B~ W N

Cost of producing information.
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Third draft
THE MANAGEMENT INFORMATION SYSTEM 4 June 1979

MIS: WHAT IT WILL DO

Collect information on:
1. Social needs and problems.

A. Client and group requests for services in model wnits through
intake process.

B. Additional client and group needs and problems throush screening
process. :

C. Profiles of commmity needs through statistical data obtained from
census data, surveys, and published research studies.

D. Needs identified by key informants and commmitv leaders.

2. Social service activities.

A. Primary social service activities of private associations and develop-
ment societies.

B. Direct goverrment support of the needy through Social Unit income
maintenance activities.

C. Goverrment management of social services through social unit super-
vision, monitoring and counselling activities of their attached
development societies and other local private associations.

D. Goverrment management of private association. and social umit social

services through MSA Central Ministry, Moderia and Markaz administ-
ration, monitorine, and cooperation.

3. Utilization of services by individuals, groups, and commmities.
A. Head counts of services delivered.
B. Waiting lists of those in need.

C. Status information on clients in process for services.

4. Social and economic follow-up data on clients to Se used as indicators
of social services impact on client needs.
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5. Utilizatiém and allocation of resources
A. Financial

(1) Revenue; amounts and sources, including subsidies and donations
in kind, of private associations and develooment societies.

(2) Direct service costs and money pavments of:
- Private assoriations.
- Development societies.
- Social units.

(3) Budgets and overhead expenses including payroll, fixed assets,
equipment and consumables for:

- Direct service deliverv agencies, public and private
- Ministry of Social Affairs at all levels.

B. Manpower: Staffing patterns and persommel inventories of:
- Direct service delivery agencies, public and private.

- Ministry of Social Affairs at all levels

For Use in:
1. Ministry of Social Affairs operations.

A. TImprove private association, development society and social umit
management operations by standarizing and simplifying record-
keeping practices and systemitizing data storage and file mance-
ment practices.

B. Improve private associations and MSA administrative operations

at all levels by providing, new and improved reports, eliminating
urmecessary ones and increasing their accuracv and timeliness.

2. Resource management.

A. Redesign financial reporting, procedures to reflect reorganization-
al changes and decentralization impetus.

B. Improve financial reporting procedures bv making them more comp-
lete, accurate and timely.
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. Analyze data for decisions on the allocation of resources in the

preparation of the budget.

. Analyze data for the allocation of persocmmel resources to improve

staffing patterns.

3. Needs assessment

A.

Analyze data on client needs to measure the success of present
service delivery.

. Analyze data to identify the persons most in need and where they

are concentrated.

. Identify umet commmity needs and measure their intensitv.

4. Program and staff evaluation

A,

D.

Establish routine, objective, feedback reportine procedures to
improve program monitoring and to monitor staff activities against
established standards of performance.

. Identify success criteria for each service activity andfor critica

position descriptions Develop evaluation teportine procedures to
measure progress and performance.

. Provide information for the early detection of problems and the

occurance of instances of possible fraud and abuse.

Develop reporting procedures on follow-up activities.

5. Objectives aralysis

A.

B.

C.

Combine data from reports on prcgram operation and evaluation,
resources management, and needs assessment for analvsis of oh-
jectives.

Anal_vzt.a combined data to identify problems, set objectives and
determine priorities.

Use this approach to determine policy, elect goals, and set ob-
jectives in the areas of:

(1) Commmity needs.

(2) Social service activities.
(3) Resource allocation.

(4) Decentralization.

(5) Inter-agency relationships.
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6. Plaming

A. Develop national plans for social service fimctional organization

and funding from established policies, priorities and objectives.

(1) Develop new social services, modify present ones and elimin-
ate unwanted services to meet established commmitv needs
nationally.

(2) Use problem analysis to reorganize MSA administration for
more effective and efficient management of social affairs.

(3) Use resource analysis and established priotities to develop
budget.

B. Use maragement reports on commmitv needs, social service activit-

ies, and established budgets to assist provinces to decentralize
and reorganize their social affairs administration for more effect-
ive and efficient delivery of services.

(1) Use nationally collected statistics to prepare comparative
reports for problem identification and local plamming.

(2) Use combined reports on social service activities to
coordinate efforts of Department of Social Affairs with
those of private associationms.

. Use reports on local comumity needs assessment an social service

activities feedback and follow-un reports to plan local activities
and reallocate private and goverrment funds in Social Umits, Develon-
ment Societies and Private Associations.

To be evaluated on:

1.

System capability to: (a) identify, collect, and store; and (b) retrieve,
process and report; information on which management mav make decisions
on the allocation of their resources.

A.

Adequacy of performance decisions about specific proeram components
and administrative organizational structures.

. Evaluation decisions based on cost/benefit performance studies.

. Plarming decisions based on analysis of commmity needs.
. Applicability and accurancy of data collected.

. Simplicity, efficiency, and timeliness of data collection process.

94



4, Quality of ‘analysis from reports produced.

5. Cost of producing information: operating costs, persormmel, equipment
~and forms, etc.
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MINISTRY OF SOC1Al AFFAIRS
1Ss & MI1IS PROJECT

DATES:
September 21, 22, 23,

PLACE:

Local Community Development Training Center,

Sedi Beshr, Alexandria.

CHECK IN TIME:

9/9/79

The Center will be availabe to persons wishing to
check in to their rooms starting at 2 pm. Friday

September 21st.

REGISTRATION & RECEPTION:
6 pm. Friday, September 2lst.

SCHEDULE

Saturday meeting, September 22, 1979

TIME . ACTIVITY
8:00-9:00 Breakfast

9:00-9:15 Introductions

9:15-10:15 Goals, Assumptions, Objectives

(Presentation & questions and
Discussions).

10:15-10:30 Break
10:30-11:15 History and Types of Social Units
11:15-2:15 Discussion Groups: Changes in the

Functions,Objectives,and Methods

of Work of Social Units (see sug-
gested questions for discussion).
Including the role of the Community
Development Association.

2:30-3:30 Lunch
4:00-6:00 Governorate Sub-Groups
6:00-~7:30 Report from discssion groups and

recommended actions.

7:30-8:30 Reports of activities & recommen-
dations from each D&TC.

8:00 ’ Dinner at Saint Giovanni with the

Minister.
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Sunday meeting, September 23, 1979

TIME

8:00-9:00

9:00-11:00

11:00-11:30
11:30-2:00

2:00-2:30

ACTIVITY
Breakfast

Presentations of Work Plans-
MIS and 1SS

Tea-Coffee break

Project Organization/Decision-
Making & Communications and
Recommendations.

Status of work completed to
date. Summary of conference
proceédings. Presentation of
conference recommendations.
Remarks

Lunch/Adjournment
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MINISTRY OF SOCIAL AFFAIRS
‘1SS & MIS PROJECT

PURPOSES:
1.

2.

3.

SUGGESTED CONTENT FOR PROJECT
CONFERENCE

To provide opportunity for all project staff to discuss

and review as a group:

a) The project's goals, scopes, assumptions
and objectves. | '

o. Integrated Social Services (ISS).

o. Management Information System (MIS).

b) Changes in the functions, organization and .
methods of work of the social unit in view of
the development needs of the people, the miss-
ion of the Ministry of Social Affairs, and the
goals of the ISS and MIS Project.

c) The work plan for accomplishing the project

objectives.
o. 1ISS.
o. Mis,

d) The project's organization, structure, comm-
unication, decision-making and evaluation pro-

cedures.

e) Activities in Assuit and Gharbia (progress

to date).

To achieve together a unity in our conception and

understanding of:

a)v Goals and related objectives.

b) Work plan and methods to be used in accom-

plishing objectives.

c) Organization, accountability and authority
to get the work done at all levels of the project.

To make recommendations which are helpful and/or

essential to the successful execution of the project.

68

9/9/79



FORMAT:
1.

(See attached schedule of the meeting).

A summary of the ISS and MIS Project is attached,
please study it carefully. Should you have
suggestions or comments be prepared to state them
during the discussion period. If possible, we
would like to have questions in advance of the

meeting.

Following a presentation of the History and Types

of Social Units, we will divide into two discussion
groups to discuss functions, obijectives, and ways

of organizing the work of social units. A suggested
list of questions which can aid in the discussion
follows. However, each group is free to add add-
itional questions. Note: each group is asked to

summarize its discussion for the total conference.

You would need to appoint a person to handle this
report for your group before you start your dis-
cussion. Also, pPlease save the last 15 minutes
for the group to formulate its report.

(Please refer to:

The Social Unit: Functions, Objectives, Strategies

For Improving Its Effectiveness.

Found in the Interviewers Manual for the Leaders®

Survey.)

Suggested Questians:

a) What are the expected contributions of the
major categories of the Ministry of Social
Affairs (MSA) programs? (i.e. social security
social services, social development)?

b) What functions and what methods should social
units use to help meet the program expect-
ations in (a) above?

c) What are the most difficult obstacles to
effective performace (i.e.helping people)
which faced by the social unit?

d) What specific information would be most use-
ful in doing your job? What specific infor-
mation would be useful to the unit (Social
Unit, Markaz, Moderia) within which you work?

e) What changes could be made immediately to
improve the effectiveness of the social units?
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f) How should social units be organized to
increase their effectiveness?

Copies of the work plan for ISS and MIS will be made
available to you in advance of the conference.
Following the conference, each Demonstration and
Training Center (D&TC) and related Social Units is
asked to discuss the work plan and report their
discussion including recommendations for change to

Dr. Hommossani.

The project is a complex one involving different
levels of government, governmental and non-govern-
mental agencies, different program and administra-
tive units and the people. Thus, the decision-
making, functioning, and communications arrangements
are necessarily complicated. The purpose of this
session is to identify any obstacles and to make
suggestions for how these might be overcome to
achieve the smooth operation of all parts of the
project and to insure its success and its positive

impact on the total MSA operations.

A session has been planned to allow the conference
to hear a progress report of the work going on in
each Demonstration and Training Center. Thirty
minutes has been allowed for each report. It has
been suggested thata project newsletter distributed
periodically to assist in keeping project personnel
informed about the work and the progress being made.
If you think this is a good idea, please let Mr.
Mahmoud Gad know your ideas.
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PARTICIPANTS

Director-General

Local Technical
Secretariat

Assistants to
Secretariat

Markaz

Social Unit
Directors

National Techni-
cal Secretariat

National Techni-
cal Committee

'Technical
Advisors

Office Planning,

Research & Statis-

tics.

SUGGESTED D]ISCUSSION GROUPS

9/9/79

COMPOSITION
GROUP ‘A) NO.PERSONS GROUP (B) NO.PERSONS
Moderator: Moderator:
Mr. Hosni Mr.Hashim
l-Tanta 1 l-Assuit 1
2-Tanta & 4 2-Assuit & 4
2-Assuit 2-Tanta
l1-Tanta 1l l-Tanta 1

0 l-Tanta 1l

l-Assuit & 2 l-Assuit & 2
l-Tanta l-Tanta
2 2 2 2
l F. EL Din 1l 1l Hashim 1
1 Hosni 1
1l Hardister 1 1l Miranda 1
1 Marin 1 1 Coyle 1
2 2 1l 1
Total 16 Total le
Turner Turner
Hommossani Hommossani
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INVITATION LIST

PARTICIPANTS

Director-Generals
Local Technical Secretariat

Local Technical Secretariat
Assistants.

Social Unit Directors
Markaz Director

U.S Resident Advisor

Sub-Total

Project Director
U.S Advisor Staff (1SS & MIS)
.National Technical Committee

National Technical Secretariat

GOVERNORATE

(Assuit-Tanta)

( 1} " )

(Tanta only )

(Assuit-Tanta)
(Tanta only )

(Assuit-Tanta)

Office Planning, Research, and Statistics

Sub-Total

Total
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NO.PERSONS

2
8

19

14

33



“MINISTRY OF SOCIAL AFFAIRS 1st Project Conference

IS5 AND MIS PROJECT 9/23/19

RECOMMENDATIONS

It is recommehded Yhat:

1.

| &3]

The Project will be provided with all necessary resources
and cquipmwent, ecspecially those that facilitate more
effective comnunication between the various administrative
and ycographical levels of the project.

A Ministerial Decree be issued delegating to the local
level—(Muderia) enough aulhority in relatioun to the
following matters:

(a) Personnel (recruitment and nppointmcnts)

(b) Financial Affairs
(c) Administration
(d) The right to pariicipate at various

stages of planning.

Althouyh the Conference realizes that integration of service
should be maintained among 8ll agencies concerned with local
community development, the first priority of the Project in
regard to service ‘ategration be a coneentration on achievin
effective inlegrution between the various programs provided
or sponsored by the Ministry of Social Affairs and by the
cooperating privale social agencies and societics; with the
provision that in the future, work towards integration of
services with other ministries will be pursued within the
framework of local governmecnt.

In plauning the Model Social Units, attention be given to
differences between the various localities, by ensuring
that the plan contains sufficient flexibility to take into
account such differences while maintaining.a unity in
conceptualization,

The Management Information System be used to help build
up and maintain three basic systems of information:

(a) Information needed for planning

(b) Informution neecded in the ongoing
management of program operations.

(c) InfTormution necded for evaluation

It is further recommended thatan effecctive plon for desig-
ning and implementing the neccessary record keeping system
to suppoxrt Llhese objectives and the development of criteria
for evaluation be authorizued. '

A morc effective system Tor work incentives be developed
and adoptled by the Minislry including among olher things
attention to the following:
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(a)

(b)

Provision for permancnt residence for social
workers within thecarcas where they work,
especially in reyard to rural arcas,

4

The development and implementaiion of a new
plan for cvaluation of the workers' job
performance which will provide increase
opportunities fTor carcer advancement,
without necessarily requiring the worker to
move or to change jobs inorder to advance.,

Maintain an active program providing
scholarships abroad with priority given
to workers in the field.

Offera subsidiary for workcrs and supervisors
in the field to meet some of the extra
requirements of the Job in a realistlic way,

7. Adopt a policy for manpower development through the
following provisions:

(a)

(c)

Cooperation with institutcs and colleges
of social work cspecially in the arcas of
rescarch, curriculum development and

Tield instruction placements in thie Social
Uniis, both urban and rural,

Improvements in the methods of selecting
personnel..

Making maximum utilization of the training
opportunities provided Ly the project and
by other institutions,

8. The proposed orgnization of the Model Social Unit
should include:

(a)

(L)

(c)

New and more effective structure,
processes and procedures with the
Tollowing key post as basic or
minimun requiremcnts.

0. Direclor of the Social Unit
0. Social worker for social welfare
services,
0. Sociul worker for rescarch developmenti
0. Social worker for Research 8 Informatlion
0. Social worker for Saociol Security
and Social Insuruncq.

A study of the poussibilitiecs of taking nceeossary
measures to simplify work procedurcs and ad-
ministrative rules.,

Delegation of aulhority to the Dircctor
of Sociol Unit to assign and utilize
personnel an ways thal best achicve ihe
purpaoses of the Social Unit,
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(d) Adequate and effecctive supervision he
© provided for field workers and that
a8 strong effort be made to promotc
8 sense of shared responsibility
between various lcvles and units of
woxk.

More attention be given to encouraging effective
participation of the people with social attention
being to assisting and supporting Community Deve-
dopment Associotions so that they will play a more
effective role in helping to improve their com-
munitics.
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Management Information System Project

s e d e e - — —— - o = St 2 - . an - - - -

Purpose: The proper level of top managerial and plamning involvement is
critical to the development of an MIS for the Ministry of Social
Affairs. A supportive , envirorment for proper plammine and develoo-
ment must be established and maintained. An MIS Develomment (roup
would assist in commmications and cooperation between the depart-
ments of MSA and the Technical Committee and would assume certain
responsibilties relating to the development and implementation of
the MIS.

Responsibilities:

1. Be familiar with the overall goals of the MIS project and act as
an information and commmication link with the operating depart-
ments of MSA,

2. Assist the MSA project persomnel and contractors in the areas of
data collection and systems analysis, design, plamming and develop-
ment of model MIS. |

3. Execute specific work assigmments in support of MIS project as re-
quired.

4. Participate in the development of an overall needs assessment plan
and program for MSA including assistance to and review of the model
commumnity needs assessment efforts in Tanta and Assuit.

5. Monitor the progress of MIS Development to insure its responsiveness
to the MSA needs when expanded beyond the model units.

6. Suggest to the Technical Committee new activities relevant to the
overall purposes of the MIS project.

Membership:

It is recommended that the MIS Development (roup under the Direction
of the Undersecretary of the Planning, Research and Evaluation be composed
of the following: '

l. Director of Plarming - Mr. Mustafa Mahi
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2. Asst. Director Statistics and Information - Mr. Tawfik Ismail
3. Director of Department of Private Associations

(Representing Undersecretary for Social

Vlelfare) - - Mr, Ibrahim Imam
4. Asst. Director for Community Develop-

ment (Representing Undersecretary for

Social Development) - Mr. Mohsin Badrawi
5. Director of Administrative and Organiza-

tional Sector (Representing Undersecretary

for Administration and Finance) - Mr, Farouk Sufy
6. Plarming and Research Specialist
(Representing Technical Commit:iee) - Mr, Mahmoud (Rad
Staff Support:

To insure effective functioning of this working eroup , a staff member
from the Undersecretary for Plammine and Pesearch will be given responsibility
for its support. In addition, to facilitate commmications and coordination with
the Central Technical Committee, the Research and Plarming specialist
of the Central Technical Secretariat will be assigned to this working group.

Prcpared Bv:
F&HS - MIS
Second draft
May 31, 1979
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Pevised draft
MIS PROJECT hEV 2R I~

Lf— (<79
PROGRAM AMND ORGANIZATION REVIEW

SERVICE DELIVERY INFORMATION

NAME
AGENCY /ASSOCIATION: LOCATION:

TYPE OF SERVICES/SERVICE:

RESPONSIBILITIES:

A. Target population.

B. Geographic area.

1. Organizational Information’

A. Describe relationship with Ministry (Social Unit, Markaz, Rovernate Central
Ministry) and other organizations for administrative control, information
and reporting, and for any other purpose.

B. What are the major program divisions, units or sub-oraanizations within
your organization? (provide organization chart if available)

C. Names of key persons for information reportina and statistics, nlanning
and evaluation, budget, and other key people for information activities.

II. Funding

A. Total Organizational budget

- Ministry share Other
- Local resources (community)

B. Budget Process - describe.
C. Describe any budget problems particularly as it relates to information

needs.

[II. Service Delivery

Describe how the clients/community come in to contact with vour organization,

how they are processed throuah your service deli .
R eliverv proce
methods used for collecting data. v process, and major forms/

A. Service Accessability
1. Hours of operation
2. Transportation resources
3. Service locations (local , lona-distance)
4. Community awarenes; of services.
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B. Key ideas and issues that should be reviewed?

—_

. How do clients enter yo.r organizations service activity.
2. Is there an outreach process. Are referrals made to your oraanization.
From where ? Is there response to tiesc referrals?

3. Who performs intake and eligibility determinations ? What procedures
or guidelines are used?

. What programs or services are referenced in the intake nrocess ?

. How are clients "tracked" through your social service process?

. Is there a single application for multiple services? Are forms used/
provided from other associations or Ministrv?

7. Is there a case plan prepaed ? How is it used in services delivery?

[0 385 N

C. Indicate the distribution of your oraanization's staff.

. Types of positions and numbers.

. Part-time / full-time / consultant.

. Sources of funding (ie. MSA, association, volunteer, public service duty)
. Service activity (if multiple services delivered)

P —

D. Purchase of Services or Goods.

1. Percentage of organizations tunds used to purchiase services for the
client.

2. How many contractors/organizations do you purchase services from.

3. What kinds of services are purchased.

4. Describe the POS process including contracting, billina, pavment,
monitoring, and reporting. Identifv whose responsible for these
activities.

E. Resource Directories

1. Are any formal or informal i-esource directories used bv your organization
for referral purnoses?

2. Is there a need for such a directorv ? What would be particularv helnful
in your work.

F. Other Service Delivery Agencies
1. What is your organization's relationships with other service organizations?
intake and referral, joint service delivery, other support.

2. What kinds of information from other Agencies would beneficial to your
agency or job.

IV CLIENT/SERVICE INFORMATION SYSTEMS

This section's purpose is to identify the information collected about current or
potential recepients of services and the organizational responsibilities for gather-
ing, prucessing, reporting and disseminating the information.

Want to obtain copies of the application, intake, eligibility determination forms,

case plans, service delivery forms, and any other significant documents that rg]ates
to the clients. These forms should yield a good part of the followina information:
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A. Client/Group of Clients Identifiers
1. Is one used for each client, for families, other?
2. What is the identifier, who assigns it, how is it assianed ?
3. Is the a common identifier with other proarams or aagencies?

B. List information maintained on each client.

Name Sex Housina

Address Problems Income

Age Physical Condition Occupation

B/D Marital Status Education

Adult/child Family members Veteran Status
Services received
Nther

Where maintained and by whom ?

C. Record keeping/Files

1. Who creates initial client/family file?
2. Who updates it - how often?

3. Where are they located ?

4. Are there confidentijality issues?

D. Client/Service Reports

List reports generated about clients.

List reports used for organization or Ministry proaram manaaement.

List reports generated for use by workers. llhat new data would be helpful?
. Are any other reports developed. For whom ?

. What data sources are used for reports ?

How other are rcporis generated ?

Is every recepient and potentiai recepient reported on ?

. Are waiting 1ist developed maintained ?

O~V LW —

E. Client and Family data - Supply the following:

1. Total number of clients receiving service durina the last year.
2. Total number of current, active cases/clients.

3. Total number of families receivina services.

4. Total number of other recepients.

F. Administrative Data

1. Ccst data and reporting
a. What are sources of data for cost accounting
b. How is cost-of overhead and indirect cost captured and reported.
c. List major costs reports.

2. Contractor/Provider information
a. Is a file maintained on purchase of service? b. Who maintains it?
C. What kinds of data is kept on providers ?
d. How often is it updated?
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3. Units of Services (may need to define)

A, Are Units of Service used ?

Are they recorded on client File ?

Are they input units or output units ?

How are they used? (ie,contracting purposes)
What types of units are used.

-'T‘I.DOUJ

Time Activity
Commodity
F. Are costs related to units of services (ie. 1 day of care = 10.00) ?

4. Is there any interfacing between accounting system, client information
system, and the provider information system ?

5. Reports{costs or financial). Describe the kinds of reports that are
developed for

Management Public

Supervisors Budget justification
Case workers Planning

Specialist Policy makers

VI. Evaluation

A. Impact of Services on Clients or Communities

1. What information maintained in client/service files is used to
measure service effectiveness or efficiency?
2. Are clients/community even surveyed as par: of evaluation?
3. Is data from other agencies even used to judae impacts?
4, Have any special studies been conducted within the past few years?
5. What is your success cirteria for service delivery?
B. Needs Assessment
1. Has any needs assessment ever been conducted by your organization?
2. What is measured for needs assessment ?
A. Service Problems D. Basic needs
B. Personal/community prcblems E. Other
C. Barriers to service
3. What primary data sources are used for need assessment ?
A. Clients D. Key informant
B. Population E. Other
C. Providers
4. What secondary sources are used ?
A. Census C. Other Agencies
B. Studies D. Other
5. Have survev been used for needs assessment.

C. Program Evaulation

Does formal program or unit exists? Please describe.
Have any special studies been completed recently?

Are contractors/providers evaluated. How often? By whom?
Are workers surveyed as part of evaluation?

H WM —
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D. Monitoring
1. Does your organization or the Ministry have a formal orocedure for

validating the eligibility determination process for services?
2. Does a fraud and abuse procedure exist?

Working outline
P&HS - MIS PRNJFCT

MARCH 1979
Revised 16 Anril 1979
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2nd day

Management Information Svstems Proiect

Project Phase Outline

Phase I - Start Up

A. Washington Vork
1. Team orientation at P & HS

a. Review background information on project includine project paner
and proposal.

b. Review company policies with respect to this contract.
c. Discuss team approach to this project's completion.

2. Team orientation at AID
a. Project background from AIC/Washington and AID/Cairo.

b. Cultural background for living and working in Egyot.

B. Egypt Work

1. Orientation to Embassy and AID/Cairo.
2. Establish Cairo office.
a. Locate and rent office space.
b. Purchase office furniture,equipment and supplies.

c. Acquire vehicle and make needed transportation arransements with
Ministry and AID.

d. Develop and process project budget and other funding requirements.

e. Identify needs and begin recruitment of local office and support
staff,

3. Relocate project team staff in Cairo.
a. Locate and rent permanent housing,

b. Handle receipt and processing of air and surface shiopment of hous-
hold goods and personal effects.

4. Introduction to Ministry project officials.
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Phase II - Initial Project Organization

A. Development of collaborative relationship with Social Work Contractor.

1. Acquire better understanding of Social “ork Contractors project
objectives.

2. Establish procedures and tasks for joint nroject development.
3. Develop protocol for carrying out work in provinces.

a. Locate on-site work space for MIS team.

b. Discuss administrative support on-site.

c. Discuss relationships with local training centers staffs.

B. Establishment of MSA Project (Governance.

1. Orientation of MIS team to project committees including Supreme Council,
Technical Committee and Local Development Ccmmittees.

a. Roles and responsibilities of MSA.
b. Roles and responsibilities of MIS team.

2. Identify counterparts and all other MSA individuals activelv participat-
ing in the project.

3. Establish protocol, guidlines and procedures for the proiect and
participating groups.

4. Review project goals and objectives at:
- Central Ministry level.
- Local level.

C. Broad overview of MSA
1. Develop understanding of overall operations of ministrv.
2. Meet with key individuals involved in Social Affairs.

3. Make field visits to Alexandria, Tanta, Assuit and other susgested
geographical locations.

4. Visit successful Social Affairs projects
a. Private and Voluntary associations.

b. Model service delivery programs.
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5. Visit model urban and rural cormmmities.
a. Demonstration Training Center sites.
b. Model cities and villages.
c. Demonstration and model social units.

6. Identify forces external to ministrv impacting MSA prosress.

7. Become familiar with overall governate developments impactine Social

Affairs proframs.
D. Initial Investigations of Central Ministry Information System

. Meet central plamming and statistics staff.

=

Gain overview of data collection, processing, utilization activities.
Undertake preliminary review of Ministry recordkeeping system

Discuss development of project work plans and activities.

(5, B S ¥ I \ V)

Initial discussions on the commumity needs assessment portion of project.

E. Development of Collaborative Relationship with MSA.

1. Discuss roles and responsibilities of MSA, central and local, in project
development and implementation.

2. Develop central ministry MIS Development (Group.

3. Identify MSA individuals at local level to participate in investigationm,
analysis, MIS design and implementation.

Phase III - System Requirements Study - Defining Information Needs ( in

collaboration with MIS Development (roup and local Technical Committees)

A. Organizational Overview
1. Examine ministry administrative activities.
a. Plarming, research, statistics and evaluation.

b. Financial management including budget.
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2.

3.

c. Program and service delivery management.
d. Recordkeeping and reporting svstems.
Examine relationship of Ministry with Private and Voluntary Organization
a. Number and nature of these organizations.
b. Goals and Objectives.
c. Programs and Services delivered.
d. Financial assistance.

Examine relationships with other Ministrv and Organizations

B. Initiate Niscussion and Development of the Commumity Needs Assessment
Portion of Information System Project.

1.

Define the goal of the commmitv needs assessment in concert with the
social work contractor and the Ministrv.

. Initiate discussions with project counterparts at all levels on the

purposes and uses of commmity needs assessment.

. Begin to gather preliminary information on needs from the census bureau

and Social Service programs.

. Reach agreement with UNC and the Ministrv on a needs assessment process

to be used for carryingout this project effort, including short and long
range objectives.

. Initiate the process for conducting the commmitv needs assessment at

the local level in Tanta and Assuit.

C. Program and Organizational Review of Social Units and Private Associations
with Respect of Service Delivery.

1.

Develop plan for investigation

a. Identify areas of information and specific data necessarv for an
understanding of service delivery process.

b. Develop instruments for investigation

c. Fieldtest instruments for completness and relevence with a limited
set of social units and private associations.

d. Revise instruments based on analysis of field test.
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2. Perform comprehensive analysis of service deliverv process.

a. Select a representative group of social units and private
associations for investigation and establish schedule.

b. Conduct investigation of selected organizations.

c. Correlate information from investigations developing descriptions,
profiles or models of service delivery process and orzanizational
structure. ‘

d. Document issues arising from investigation and analvsis.

e. Verify profiles developed for universality and completeness.

D. Review of Information System and Functional Activities in all levels of MSA
with respect to administration of Social Service Programs.

1. Identify contact points between service delivery organizations and
Ministry administration.

2. Identify control points in the Ministry.

3. Examine management activities and information flow through MSA from
service delivery agencies through the Ministry.

4. Examine program management and information requirements from central
Ministry program office through the Ministry.

5. Investigate impact of decentralization on administration of proerams.

E. Overall Analysis of Information MNeeds.in [SA

1. Describe current  information system
Describe the needs for information in current service deliverv programs.
Describe the needs for information in current management activities.

Identify problem areas in information collection, processing and utilization.

v LN

Develop a national distribution for information to irprove management and
service delivery activities.

F. Conceptual Design of New System
1. Describe current system and its problems.
2. Preliminary design of Manacement Tnformation Svstem.

3. Present for review and approval to Technical Committee and other appropriate
group.
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G.

a. Review overall implications for MSA

b. Define scope of work for pilot test.

4. Modify draft as required.

Develop Detailed Systems Desien.

Develop procedures and programs.

. Field Test.

. Training and Implementation
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APPENDIX III

Chapter 3

Description of Current
MSA Organization and
Information Activities



The Public Department of Followup and Moderias' Affairs:-

Goal

~ To achieve every possible increase in the society's growth
ratio by:

o The general supervision of the Social Affairs
Moderias.

e The objective judgment on the work done and the
success achieved at these Moderias.

e The followup of the excution of the general social
policy.

e The organization of relations between the Ministry's
department and Moderias in one hand and the local
Council and excutive Committees in another.

e The followup of the excution of the Ministry's policv
concerning the 'Nubians'" in their new society.

Specializations

- To recommend directors for the Moderias and to suggest their
appointment in the Ministry or in other Moderias.

- To submit the directors' visits outside the governorate,
meetings' attendance and vacations.

- To take part in destributing the (administrative and snecific)
officials over the Moderias.

- To transfer the members of the staff from one nlace to another.

- To make sure of the excution o€ all the Ministerial decrees,
laws, directions and instructions, which reculate the work in

the Moderias and the Social Units by visiting them neriodically.

- To make sure of the tight supervision of the Moderias on their
different department to guarantee the achievement of the
Ministry's general policy.

- To help the Moderias in solving their problems.
- To followup the excution of the results of the technicians'

visits to the Moderias, and to study the causes which delay
the excution and try to overcome them.
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To attend the periodical meetings hold bv the Moderias
for their staff to help in declarine the general policv
of the Ministrv, to review the results of these meetings
and to followup their excution.

To have a clear and full picture of the work in the
Moderias.

To examine the important complaints and give the devart-
ment's viewpoint.

To keep in order the contact between the Ministrvy and the
Moderias on different levels.

To review the localities'decrees concerning the important
affairs connected with the general policv of the Ministry.

To prepare for the periodical meetings in the Ministryv for
the Moderias' directors and to followup the excution of
their decisions and recommendations.

To collect information about different activities of the
Moderias and the units and to prepare the annual renorts.

To contribute in setting up programms for employees' train-
ing.

To take part in the technical researches committees.

To set and followup a time table for the excution of the
submitted projects in the budeet.

To receive the followup reports from the Moderias and to
write a final report and send it to the Ministrv of planning.

To study the changes suggested bv the Moderias.

To followup the projects which are excuted according to
international agreements.

To followup the Nubians' problems with the Ministry and
solve them.

To followup the work of social development Committee in the
.Moderias of Aswan and Kena concerning the help of the Nubians.
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Laws and Decrees which the Department Supervises their
Excution

- Local government law number 52 in 1975 concerning the activities
of the Ministry and the Moderias.

- Ministerial decree number 95 in 1966 to establish the general
department of the Moderias' Affairs.

- Ministerial decree number 189 in 1976 to change the name of the
General Department of the Moderias' Affairs to the “eneral Depart-
ment of Followup and the Moderias' Affairs.

- To supervise the excution of all laws, Ministerial decrees and

instructions which regulate the work in the Moderias, social
administrations and units.

The Heirarchy

The Department consists of
1. The Department of “eneral Inspection

2. The Department of Coordination and Local Affairs, it consists
of two departments

a. The Department of Local Affairs.

b. The Department of Services Coordination.
3. The Department of Followup. It consists of

a. The Department of Plain Followup.

b. The Department of Projects and Programmes' Followup.
4. The Department of Nubians' Affairs. It consists of

a. The Numbians' Affairs Department.

b. The Deserts' Reclamation Department.

5. The Secretarial Department.

The Specialization of the Sub-departments and their Divisions:

1. The General Inspection Department

- To pay periodical visits to the Moderias to make sure of
the excution of laws, ministerial decrees and the instructions
regulating the work in the Moderias and units.
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- To help the Moderia in finding solutions for problems
and difficulties.

- To followup the moderias excution of the inspectors' remarks.

- To participate with the public departments to issue the
regulating instructions or to modify the previous ones.

- To examine the important complaints.

- To take part in the committees formed bv the Ministrv to
examine different affairs in the Moderias.

- To attend the periodical meetings hold by the Moderias for
their staff to help in clarifying the Ministrv's general
policy.

- To have a full and clear picture of the Moderias' work in
general.

- To collect information about the Moderias' activities.

- To study employment in the Moderias.

The Department of Coordination and Local Affairs

- To organize the contact between the MSA and the ™oderias.

- To review the local councils and the excutive committees'
decisions concerning the sector of social affairs.

- To prepare for the periodical meetings of the Moderias,
directors in the Ministry.

- To take part in setting training programmes for the staf¥,

- To take part in the Committees' of technical researches, to
contribute in developing the economic and social develonment
programmes in the national level.

- To prepare the periodical reports about the Moderias' activities.

Specializations of the Department's Divisions

A. The Localities' Department

- Coordinate between the excution of the Ministrv's policy
on the national and regional level.

- To followup the excution of the different decrees.
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B. Service Coordination Department

To coordinate between services offered by the Ministry
and its different central sectors.

- To coordinate social services on the national and

international level.

3. The Specialization of the Followup Department

- To take part in the Preparation of the projects of chapter

there in the budget and destribute the funds of these

projects on the Moderias.

- To set a time table ror the excution of the submitted

projects and to follow chem up.

- To receive the periodical followup reports of the plan

projects, and to write the final report on each project

and send it to the Ministry of Planning.

- To study the changes suggested by the Moderias.

- To followup the projects which are excuted according to

international agreements.

Specialization of the Department's Divisions

A. The

Budget Followup Division

To followup funds, dedicated for the projects of
social welfare and social development.

To followup the excution of the plan projects' and
programmes' funds.

To followup the funds of the central transference cash
boxes.
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B.

- To followup the funds of the local transference cash

boxes espacially in the field of giving aid to Societies.

- To followup the excution of money collection.

Programmes and Projects Followup Department

- To followup the excution of the experimental and model
social programmes and proijects.

The Nubians' Affairs Department

To study the Nubians' affairs in their new society and
know the problems which they face and try to find solutions
by collaborating with the Ministry and other departments.

To followup the work of the social Moderia in Aswan concern-
ing the Nubians' community development.

To facilitate regulations in service delivery to the Nubians.

Specializations of the Department's Divisions

A.

The Nubians' Affairs Division

To study the Nubians problems and trv to find solutions ‘or
them.

To followup the work of the Ministries and societies which
have to do with the Nubians 1nformatlon and try to solve
the problems which they face.

To followup the works of the services' committee in the
people's assemply in its meetings or pay field visits to
"Nuba' to find solutions for immigrants' prohlems.

To take part in the committees which are held to discuss
the Nubians' problems.

To followup and direct the social affairs Moderias in Aswan
concerning the following:

- The Nubians community development committee.
- The Nubians development proijects.

- To decide the aid pay to the Nubians.
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B. The

To study the Nubians' complaints.

To followup and direct the social administration
at Nasser City in Aswan governorate in the following:

Social welfare's works.

Nubians community development works.

Social Units in Nubian's villages.

General supervision on decrees and special instructions

excution in the field of immigration.

Desert's Reclamation Division

To take part in the planning of the projects of
housing, reconstruction and development, and to suggest
the necessary services to each project.

To set development programmes for the desert communities
and to supervise its excution.

To set the programmes for moving citizens from one place
to another.

To help the direct inhabitante to adoot themselves to
their communities.

Translated By P&HS, INC.
July, 1979
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SELECTIVE SAMPLE OF 1979 FORMS/REPORTS GENERATED BY THE REGULAR OPERATING DEPARTMENTS OF THE MINISTRY OF SOCIAL AFFAIRS

v
i

Originators’

Sent to

Who about

TITLE Data Categories and Important Items Frequency
- GENERAL DEPARTMEET OF PLANNING -
1 A list of new projects for Greral Depart- | Dept. of Plan-|New Projects inj - Name of project, costs and years Ammual
“assuit & Gharbia'' Governate |ment of Plan- | ning Assuit
ning
2 Distribution of budget project] (Ministry le- ] Moderia Level |Budget projects| - Name of the project, mmber, costs and years. .
in Assuit governate vel) 1n Assuit
Calculated basis for estab- " " Services - Kinds of services - target population capacity "
lished services on basis of
popuiation.
- Basic data needad for the " " Data needed for} - In-kind investment - Salaries & wages services - Costs of "
plan's projects. projects each project separately.
Plaming in the MSA » " Plarming in MSA| - Concepts national plamming - basic social problems - how "
the plan is set - project's preparation requirements -
the plan's functions - duties of planners in the moderias.
- GENERAL DEPARTMENT | OF COMPLAINTS
Camplaints® statistics from- | Complaints G.D. of Camp-| Camplanints - Who is the complaint - what is it about - muber of Quarterly
to (Moderia le- laints complaints - complaints ratio - reasons of complaints'
vel) . Ministxy le- decreas - classification of complaints according to sub-
vel ject - what is done with the complaint.
Form (17) complaints stat- |G. D. of Camp-| First Under Camplaints - Names of Moderias - camplaints received from these Moder- | Momthly
istics laints . Sccretary of ias - what is done to these complaints.
(Ministry le- } State

vel)




ool

TITLE Originators'| Sent to Who about Dzta Categories and lmportant Items Frequency
- GENHRAL DEPARTMEN} OF MODERIAS' AFFAIRS,
FOLHOW-UP AND SUPERVISION
8 Data on Social Units |G- D. of fol- | Dept. of fol- | Social Units | - Social Units - manpower in social units - guiding visits Semi anmud
low-up low-up to these visits - meetings - remarks on the wunits - new ~ Anmual
Qlinistry le- | QModeria le- projects - training, researches - money collection licenses-
vel) vel) financial affairs - grants - social defense - family and
childhood - childcare centers - social rehabilitation -
social securety - family industries - benefitors and their
classification according to crafts and number in each pro-
jects - vocational training - soldiers' families - expendi-
ture according to items and amounts - martyrs' families.
9 Follow-up of projects' excu- |Dept. of fol- |General Dept. -{Projects' Ex- - Projects’ names, funds, investments operational procedures, | Yearly
tion low-up of follow-up cution preparatory procedures, salaries and wases - production
(oderia le- Qlinistry le- requirements.
vel) vel) '
10 Monthly report on the excutior Dept. of fol- | General Dept. |Pro,ects' Ex- - Projects' names - no. of proiects - wages and salaries Monthly
of the submitted projects. low-up of follow-up cucion production requirements - total funds - preparatory and
(Moderia) (Miniscry) operational procedures.
11 A Visit's i'eporc on the Mod- | An Inspector [ Dept. of fol- Moderia - Name of visitor - job - unit's staff work status in the Semi armual
eria fram the Dept.| low-up unit - periodical meetings - excution of previcus remarks -
of follow-up (Ministry) different activities of the unit: aids, immigration .. etc.
(Ministry)
12 Follow-up general depart- All Inspectorq General Dept. Moderia - Childcare - handicapped institutions - vocational training |Semi armual
ment's aggregated reports on of follow-up centers - funds - staff - different departments.
the Moderias
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TITLE

Originators

Sent to

Who about

Data Catepories and Important Items

Freaquency

13Moderia’s monthly report on
immigration field

1% gratistical report on Mod-
erias® activities on the
field of veterans' families

15 Coapensations’ complaints®

16 Compensations for the Suez
Canzl and Seirai citizens

17 cConcributions of general
dept. of campensations to

Su2z Canal and Seinai

Department of
inmigrapt:s

(Moderia)

Department of
Veterans

(Moderia)

General Dept.
of caomplaints
(Ministry)

" secretary of

General Dept.
of immigrants

(Ministry)

General Dept.
of veterans

(Ministry)

GENERAL

First under

(Ministry)

THE UNDEH

Immigrants

Veterans' fam-

ilies

Compensations

SECRETARIATE| OF IMMIGRATION & SETTLEMENT

- Immigrants' residence centers® status - immigrants' move-

DEPARTMENT OH COMPENSATIONS

- No. of complaints - studied complaints - the complainer

- Kinds of compensations® requests - requested submitted

- Name of the governate - percentage of met requests -

ment in these centers - immiprants' who receive lodging
aids - immigrants' families who receive pensions - class-
ification of immiprants who receive living aids according
to priorities - camplaints sent to the Moderia on stoppage
or decrease of living aids - exceptional aids - social wel-
fare - No. of immigrants' students - classified according
to educational stase (these students receive aids) - number
of students from ©aza and Sinei classified according to
educational stage - (they receive aids) - residence centers
vhich are being mended - Palestinian  immigrants - Seinai
immigrants who desire to go back to Sinei - occupied re-
sidence centers - individuals who supervise the immierants'
affairs in the Moderia - monthly payment requests for the
immigrants.

Veterans®' families' aids requests - their complaints -
social researches on these families - paid money - clas-
sified according to quantity aid kinds - Moderia's fin-
ancial status - and stoppage and extra money - services
offered.

Monthly

Quarterly

or sender of the camlaints - classification of complaints.

to the general committee of camplaints.

requests to be submitted to the general cammittee.

Quarterly

Quarterly




0tl

the submitted budget pro-
jects

women's af-
fairs

(Moderia)

women's affairs

(Ministry)

expenditure

T ITLE Originators Sent to Who about Data Categories and Ilmportant Items Fraquency
18Compensations - files status |Department of [Department of Conpensation’s | - Kinds of damages - No. of workers - problems and barriers Monthly
’ -1 canpensation |Compensations files Moderias' suggestions - No. of cammittees - their meetings,
(Moderia) (Ministry)
i
5 GENERAL | DEPARDMENT OF |COMMUNITY DEVELOPMENT
lgProgranme of MSA's projects' | General Dept. | First Under MSA's projects | -~ Projects' names - funds - stages of excution, Quarterly
of Commmity | Secretary of
Development State
(deria) (Ministry)
20 A periodical report on CDA's | Dept. of Com- | General Depr. CA's - Society's name - sponsoring unit - No. of society's mem- Armual
mmity Devlp. | of Com. Devlp. bers - contributions - board excuted nrojects - income.
(Moderia) (Ministry)
GEMNERAL | DEPARIMENT OF [ PRODUCTIVE FAMILIES
21 Form (1) family industries' Dept. of pro-| General Dept. | Family indust- | - No. of families - classification of families according to Armual -
activities ductive fam- | of productive | ries jobs - the project's financial resources - the project's
lies families expenditure - loans - production - marketing - benefits -
Q(Moderia) (Miniscxy) families in the waiting lists
22 Form (2) families' indust- " " " - Marketing exhibitions - periodical exhibitions - both.
ries production marketing
23 Form (3) family industries " " " - Staff - activity - loans and aids.
CEIERAL| DEPARTMENT OF |MXOPEN'S AFFAIRS
24 Quertarly form to follow-up |Department of | General dept. | Vomen's affairs| - Project's name - place - operational procedure - Quarteriy




lel

26 Handicapped institutions

27 Centers and Societies of the
handicapped

28 Hardicapped factories

29 Quarterly statistical report
on the activity of handicap-
ped social rehabilitation

parts factory

Director of
handicapped
institution

Director of
Centers and
Society of
handicapped

Director of
handicapped
factories

Social Rehab-
ilitation Of-
fice

Moderia)

tion

(Ministry)

Handi capped
institutions

Handi capped
Centers and
Soceity

Handicapped
facrories

Handicapped
soical re-
habilitation

-ing to jobs - classification of cases according to I.0.and

Cases in the institution - classification of cases accord-
age

Cases' status - cases' classification according to kind
of handicap.

Cases' status in the factory - classification according
to handicap and job

destribution of

production requircments on services - classification of

Income and expenditure -

cases according to kind of required service - classific-
ation of benefitors according to training, service, comp-
ensative parts - classification of handicapped ap-
plicants according to handicap and sex - destribution of
admitted cases according to sex and ﬁandicap - kinds of
required and delivered campensative parts or equipments -
certificates - jobs.

TITLE Originators Sent to Who about Data Categories and Important Items Frequency
GENERAL | DEPARTMENT OF | SOCIAL REHABILITATION FOR THE HANDICAPTED
25 Statistical report on compen- |Manager of General Dept. | Compensative - Kinds of comensative parts - incomes and expenditures. Semi armmal
sative parts factories .{ conpensation fof rehabilita- | parts faccorie%

Serd. annual

Semi arrrual

Semi argmzl

Quarterly
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TITLE

Originators

Sent to

Who about

patriates hames

No. of individuals living in.

Data Categories and Important Items Frequency
GENERAL | DEPARDMENT OF PUBLIC SERVICE
"13%Form (12) public service Department of‘ General Dept. Public Sex- - No. of public service 'working individuals classified ac- *onthly
public serive jof public ser- | vise cording to moderias - graduation of individuals,
(Moderia) vice
@Ministxy)
3lForm ( ) public service " " Public ser- - Individuals in public service classified according to
statistical data on public vice certificate and sex.
services
GENERAL | DEPARTMENT OF SOCIAL SECURITY
3%Financial status of social Department of Jl- General Dept)] Social Security] - Pensions - aids - aids for pensions employees - income 1- Monthly
. : . _ . - ~ Quarterly
security items social secur of social and expenditure - Semi 2 1
ity security - Armual
QModeria) 2- General dept 2- Anmual
of statistics
CENERAL § DEPARDMENT OF FAMILY AND CHILDHOOD
33 statistical data on family Family guid- | General Dept. [Family Guidance | - Basic data - staff - financial aspects - classification Anmnual
guidance offices ance office of family and ‘ of cases according to referrer - family guidance programs.
(Moderia) childhood
(Ministry)
34
Armual report on expatriates | Dept. of fam- ' Expatriates ~ Name - data of establishment sponsoring societv. Armual
hame - ily and child- homes
hood (Moderia)
35 S 3 " [1] [1] ] K4 5 3 2
Statistical report on ex- - Homes' names - sponsoring society - kind of service - Quarterly




£el

TITLE Originators Sent to Who about Data Categories and Important Items Frequency
18 Statistical report on beparmmt of |} General Dept. | Orphanages - Kinds of cases - cases in childcare educational level. Quarterly
' Orphanages Family & Child{ of Family and
' hood Childhood
(Moderia) @inistry)
A " " " - N - - acity - actual number Quarterly
37 Quertarly statistics on Name - sponsor - capacity
Orphanages
138 Cases' status in instirutions " ' Old-Aged In- - Cases' status - cases' classification accordine to marital Monthlv
of old-aged stitution status and sex - classification of cases which left the
institution.
3 Statistical report on Family ' ' Family Plan- - Name - sponsor - cases - methods/ways used - tools used Monthly
Plarming Centers ning
GENERAL | DEPARTMENT OF SOCIAL DEFENSE
40 Statistical data on services |Department of | General Dept. [Social Defense |- Cases incoming - cases outcoming - name of the organization.| Quarterly
social defense| of social de-
(Moderia) fense
(Miniscry)
L% . . .
Statistical report on recep- ' " Reception - Incaming cases - outgoing cases Quarterly
tion centers activity Centers .
42gtatistical data on probation'y " " Probation's - Incoming cases - outgoing cases Quarterly
houses' activities Houses
43 L. ’ . . A -
Statistical data on guest " " Guest houses’ - Tncoming cases - dealing with the case - outgoine cases -
houses' activities for classification of cases according to education and
delinquents vocation.
uy
Statistical report on " " Handicapped - Cases' status - incoming - outgoing - dealiny with the Quarterly
obligatory living in institu- instirution cases - classification of cases according to education
i and vaearian - kind of services - No. of benefitors.



vEL

Sent to

amalgamation of private

societies

Societies and

Associations

of Societies
& Associations

{. associations

socieries/ended societies - classification of societies
according to field of work - general assarbly's meetines
- membership in the societies - income and expenditure
inspection on private societies.

TI1ITLE Originators Who about Data Categories and lmportant ltems Frequency

45Periodical report on social " " Social Proba- | - Incoming cases - outgoing cases - cases' follow-up Quarterly
probation office tion office

4%

° Statistical report on After " " After Care - Incoming and outgoing cases "

Care

47 Staristical report on Social " * Social Defense | - Staff - visits - meetings - other activities - difficulties. "
Defense dept.'s activity :

48graristical report on guest ' " Guest houses - Cases - incoming and cutgoing - kinds of services - period "
houses’ for individuals grad-
uated from the delinquents’
institutions

GENERAL | DEPARTMENT OF |PRIVATE SOCIETIES AND ASSOCIATIONS
49 Cerrification and Deparoment of | General Dept. |Private societv| - Certification requests - certified societies - amaleawated |Semi armuval
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Annual Forms/Beports of the Denartmont

of Statistics and Infonmmtion

Compiled through rhe assistance of
the Ministry of Social Affairs
, Statistics & Information Department

TITLE

ORIGINATORS

SENT ‘1O

WHO ABOUT/ & DEPARTMENT
MOST CONCERNED

DATA CATEGORIES AND IMPORTANT TTEMS

(1)

Annual census of
employees

(2) Annual census of

social units

(2a) Data aggregation list
on social units

(2b) Markaz data

(3) Social security budget
(both monthly and
yearly reports)

(3a) Annual census on
living aids

(4) Data on Social Rehabili-
tation offices

(S) Data on Handicapped
Centers in mudariyyas

(5a) Statistics on handi-
capped factories !

(5b) Data on handicapped
compensative parts fac-
tories

Mudariyya

Social Units

Social Units
Mudariyya

Mudariyya (made
originally on
another form and
transferred to
this form)

Mudariyya at
Aswan and Qena

Local Rehab.
organization

Local handirappeq
centers

Handicapped
factories

Factories em-
ploying handi-
capped

Ministry

Mudariyya &
Ministry

Mudariyya &
Ministry

Ministry

Ministry

Ministry

Mudariyya

Mudariyya

Mudariyya

Mudariyya

Employees in the mudar-
iyya including its
various levels and units
"All line departments"

Social Units & all line
departments

Social Units / "All line
departments"

Social affairs at working
level / All line depts.

Social security / “Gen-
eral Department of
Social Security"

Living aids for Nubians
(New Nubia) / "General
Department of Immigration

Har4icapped social re-
habilitation offices /
“General Department of
Social Rehabilitation"

Handicapped centers /
"General Department of
Social Rehabilitation"

Centers training the han-
dicapped / “General Dept.
of Social Rehabilitation"

Factories employing the
handicapped / “General
Department of Social
Rehabilitation”

Classification of employees according to job, specialization,
education, sex, in service employees, army recruited employees,
employees in secondments and on vacations

Unit activities, unit's name, unit's building; governmental
staff classification according to age, sex, education, job,
arca served and cadre

Social units: types, activities, environments, staff members

Serial no. of markaz, name of markaz, name of police
department, number of social units they manage

Budget - money transferred from last year; actual expenses,
yearly, year-to-date, monthly; money spent on pensions;

mcney paid for monthly aids; money paid in once aids; money
p;aid on catstrophes and disasters; money paid for previous
employees and their families; pensions stoppage and extra
money; aids stoppage and extra money; status of social security
requests; income, from selling form (1) insurance, from co-
operative societies and from donations; number of families
or beneficiaries from social security; number of families or
beneficiaries from once aids; kinds of cases benefiting from
once aids; number of families or beneficiaries from pensions.

Income and expenditure - budget and year-~to-date expenses

Offices' names; kinds of equipments, therapy, vocational
training, certificates; income and expenditure; number of
beneficiaries; classification of cases according to handicap
and age; classification of cases according to the jobs they
are sent to

Name of centers and capacities ~ number of cases, classifica-"
tion of cases according to sex, age, handicap, vocational
training, jo~s, education and geographic distribution

Name of factory; sponsoring organization; kind of equipment;
kind of factory; classification of cases according to jocb
and age; factories' capacities and actual number :

Capacity; utilization; equipment manufactured; equipment
needed; income (governmental aids, selling, other); expen-
ditures (investment, production requirements, wages/salaries,
others)
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Annual Forms/Reports of the Department

of Statistics and Infornmtion

: Conpiled through the assistance oi
the Ministry of Social Affairs
Statistics & Information Department

TITLE

ORIGINATORS

SENT 10

WrlO ABOUT/ & DEPARTMENT
MOST CONCERNED

DATA CATEGORIES AND IMPORTANT ITRMS

(6)

(7)

(8)

(8a) Data on community

(8d) Data on regional fed-

(9)

(9a) Statistics on Déy Care

{10) Annual census of family

. mation, ending socie-

Data on handicapped
care societies

Data on institutions
of mentally retarded

Private activity in
field of social welfare
(certification, amalga-

ties' activities accor-
ding to Law 32/1964

development associationf
(“CDA. Sll)

eration of societies

Annual census on Day
Care Centers

Centers

planning centers

Mudariyya pre-
pares at society

Prepared at the
societies

Mudariyya

Mudariyya

Mudariyya sends
employees to
federation to
complete form

Local Day Care
Centers

Mudariyya

Family Planning
Centers

Ministry

Ministry

Ministry

Ministry

Ministry

Ministry

Ministry

Mudariyya

Handicapped Care Socie-
ties / “General Dept. of
Social Rehabilitation”

Institutions of mentally
retarded (IQ 25-75) /
"General Dept. of Social
Rehabilitation™

Social welfare private
societies / "General
Department of Private
Socities and Associa-
tions"”

Community development
associations / "General
Department of Community
Development”

Regional federation of
societies / "General
Department of Private
Societies and Associa-
tions"

Day Care Centers /
"General Department of
Family and Childhood"

Day Care Centers /
"General Department of
Family and Childhood"

Family Planning Centers /
"General Department of
Family and Childhood"

Services oifered by societies: income and expenditure; staff;
vocational training; educational activities; aids in the
societies; classification of cases trained in the society
according to age

Institution’'’s name,
to age, IQ, and sex

capacity; cases distribution according

Number of organizations by subject; certification and amalga-
mation of organizations; their budgets; income and expendi-
ture; socicties' classification according to environments;
societies' income and expenditure in last fiscal .year; money
collection licenses for societies; classification of aided
societies (governmental aid, other aiding organizations or
citizens); non-aided societies; kinds of aids (periodical,
furnishing or structural); total money collected by money
collection licensed societies

A list of agyregated data on associations - registration,
certification, amalgamation and ending up of association
activities; classification of CDA's according to environment;
CDA income and expenditure; money collection licenses; kinds
of governmental aids (structural, furnishing, periodical)

Federations' names; general data on federations; federations'
training members; technical committees and specific commit-
tees in federations; income and expenditures; federations'
buildings (rented, owned); address; board - board members,
legal meetings per year, average members attending each meet-
ing; societies' yearly contribution (aided, not aided); staff
training; kinds of officials trained; number of training
cycles; lectures and visits; governmental and other aids;
kinds of aids (periodical, furnishing, structural); kinds of
expenditures (in administrative sites, in activity, total);
number of societies in federation; membership and contribu-
tions

Classification of children according to classes, capacities,
age, and mother's care; clessification of employees according
to jobs; center's income and expenditures; center's name,
address, area served, and sponsor .

A list of aggregated data on day care centers - name, Sponsor,
number served, area served, classification of children accor~
ding to age and mother's care; staff; income and expenditure;
aids; donations; contributions; investment; salaries; wages;
goals

Classification of cases received in the center; classification
of instruments distributed; classification of staff according
te jobs; income and expenditures; private and governmental
crganizations; budaget; center's name; area cerved




LEL

Amual Forms/Reports of the Department

of Statistics and Information

Campiled through the assistance of
the Ministry of Social Affairs
Statistics & Information Department

WHO ABOUT/ & DEPARTMENT

TITLE ORIGINATORS MOST CONCERNED DATA CATFGORIES AND DMPORTANT ITIMS
(10a) Family planning cen- Mudariyya Ministry Family planning centers' |A list of aygrcgated data on family planning centers and their
ters and their activities / “General activities; area served; cases; methodology of family planning;
activities Department of Family and | sponsor; name; staff; income (balance, aid, other); expendi-
Childhood" ture (investments, wages, salaries)
(11) Annual census of family Social family Mudariyya Family guidance offices /|Classifications of new cases according to referrers; family
guidance offices guidance organi- "General Department of response to problem solving; income resource; office's name;
zation Family and Childhood" sponsor; address of office and sponsor; number of cases under
social research; classification of cases according to problems;
income (balance, aids, other); expenditure (rent, electricity,
telephone, printing materials, wages, salaries)
{(l1la) Aggregated data on Mudariyya Ministry Family planning office / | Aggregated data on family guidance offices; number of cases
family guidance officed “General Department of served; office's name; “complete response of the case to the
Family and Childhood" guidance -- partly responsive; no response; case abandoned
office's guidance because problem is solved"; cases under
. research; income and expenditures
{12) Annual census of Mudariyya sends Mudariyya Child care orphanages / Number of cases; their status; classification of cases accor-
orphanages employees, local “General Department of ding to age, period of staying in institution, education and
orphanages com- Family and Childhood” training; classification of employees according to jobs; income,
plete form expenditure and budget; orphanage's name; kind (governmental,
government run by private society, private aided, private and
not aided); address; sponsor; capcity (male and female); exis-
ting cases at end of year; cases leaving during the year; cases
without research from last year; classification of cases
according to recason of coming to orphanage; classification of
cases according to reason for leaving institution (marriage,
escape, going to another institution, delivery to family,
other); classification of cases undertaking education, train-
ing or work during year (literacy classes, different stages
of education, vocational training, work); income (donations,
aids, balance from last year, sellings); expenditures (goals,
- investments, clothes, medicines, activities, raw materials,
wages, salaries)
(12a) Aggregated data on Mudariyya Ministry Orphanages / "General Same as (12) but aggregated data on number of orphanages in
orphanages Department of Family and |one area
Childhood" '
(13) Annual census of old Mudariyya sends Mudariyya 0ld age institutions / Institution's name, address; kind (governmental, governmental

age institutions

employees to
complete form

"General Department of
Family and Childhood"

run by private societies, aided private societies, private
societies not aided); sponsor, sponsor's address; capacity
(male, female); number of aged in institution (male, female);
cases' status during year (remain from last year, joined during
the year, left during the year, remain at end of year); classi-
fication of cases leaving institution according to reason
(delivery to family, going to another institution, death,
other); income (balance at beginning of vear, aids, donations,
fees); expenditure (investment, goals, food, clothes, medi- .
cines, raw materials, activities, salaries, wages, others,
balance at end of year)
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WHO ABOUT/ & DEPARTMENT

TITLE ORIGINATORS SENT TO MOST CONCERNED DATA CATEGORIES AND IMPORTANT ITEMS

{(13a) List of aggregated Mudariyya Ministry Old age institutions / Same as (13) but aggregated data on instituions for
data on old age "General Department of the aged in one area
institutions Famiiy and Childhood"

(14) sStatistical data on Mudariyya sends Ministry Delinquents institutions | Name; address; sponsor; kind (governmental, governmental run
delinquent institu- employees to / "General Department of | by private society, private aided, private not aided); fiscal
tions complete form Family and Childhood" year's cases, status, sections in which delinquents are put;

capacity; kinds of cases (cases remaining from last year,

cases joining during the year, newcomers, return from escape,

others); reception sections (cases from last year, cases

joining during the year); observation section (cases from last

year, cases joining during the year); monitoring office's

activity (cases from last year, newcomers); living-in section,
. cases in living-in section

(15) Statistical data on Mudariyya sends Ministry Minor girls institutions | Wame; address; sponsor; kind of institution (governmental,
institutions for employees to . / "“General Department of | governnental run by private society, private aided, private
minor girls complete form Social Defense” not aided); fiscal year; capacity; cases' status according to

reason of joining institution (cases from last year, cases
joining during the year, cases leaving institution at end of
this year, cases at end of the year); classification of cases
according to rape, liability to sexual delinquency, prostitu-
tion, other; classification of cases according to age,
education, vocational training

(15a) Statistical daca on Mudariyya sends Ministry Minor girls institutions Name; address; field of work; fiscal year; classification of
released convict employees to / "General Department of cases according to kinds (released convicts, prisoners'
care societies minor girls or- Social Defense" families); classification of studied cases (aided, kept in

ganizations to records, got a job, joined a vocational training center,

complete form more than one service provided); number of cases followed up;
classification of cases according to kind of aid and its
value in LE (commercial projects, vocational projects, finan-
cial aid, aid-in-kind)

(16) Statistical data on Beggars institu-] Mudariyya Beggars institutions / Name of institution; address; sponsor; kind (governmental,
beggars institutions tions “General Department of governmental run by private society, private aided, private

Social Defense" not aided); sponsor; fiscal year; capacity; classification of
cases according to rcason of joining; classification of cases
leaving institution by reason (delivery to family, going to
another institution, escape, death, other)

(17) Annual census of Foster care Mudariyya Foster care project Classification of cases according to kinds (bastard, jllegiti-

foster care centers

centers

(birth to 13 years old)/
"General Department of
Family and Childhood"

mate son, vagabond, "homeless-parentless,"” sons of separated
parents); classification of cases according to referrer

(child care center, delinquency police); income (balance, aids,
donations, other); expenditure (payment to foster families,
services, other); classification of cases according to kind

of care, age, results of social study, how pexson was

orphaaed
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ORIGINATORS

SENT 10

WHO ABOUT/ & DEPARTMENT
MOST CONCERNED

DATA CATEGORIES AND DMPORTANT ITEMS

(18) Activities of home
and environmental
industries societies

(18a) Activity of pre-
vocational training
centers

(19) Activity of family
industries project

{20) Report on local
training in private
societies

(23a) Annual census on the
mudariyya's activity
in field of military
family care

(24) Public service activity

(25) List of expatriate
" homes

Mudariyya

Mudariyya

Mudariyya

Mudariyya

Mudariyya

Mudariyya

Mudariyya

Ministry

Ministry

Ministry

Ministry

Ministry

Ministry

Ministry

Socieites of home and
environmental industries
/ "General Department of
Family Industries

Pre-vocational training
centers (12-18 years) /
“General Department of

Pre-vocational Training”

Family industries project
/ "“General Department of
Family Industries"

Local training in private
sou.cties / “General

Department of Coordination]
and Management"

LMudariyya's activity in
military families care /
"General Department of
Military Families Care"

Public Service activity
/ “General Department of
Public Service"

Expatriates' homes /
"General Department of
Family and -Childhood"

Classification of societies as CDA's and welfare societies;
number of CDA's; number of centers; number of welfare
societies; kinds of vocations; kinds of trainers (governmental,
private); kinds of trainees (under training, completed train-
ing); costs of training centers; exhibit marketing status;
kinds of exhibits (continuous, temporary, social work day
exhibit); number of exhibits; number of societies in these
exhibits; expenditures; sales during year

Name of center; address; work beginning date in the center;
income (money transferred from last year; income this year;
aid of general assembly of family industries and pre-voca-
tional training centers; aid from societies and localities;
sales; other); expenditure (actual expenses - equipment, raw
materials, wages to private trainers, wages to trainees,
incentives, administrative expenses, others); properties at
end of year (materials, manufactured equipment, balance to
next year); costs of production; kind of skills; kinds of
industry; whether graduates find work or not

Income and expenditure: income (balance from alst year,
income during this year, "aids from the Ministry, aids from
societies and localities, marketing"); expenditure during
this year ("purchases of equipment, loans to families, wages,
administrative costs, others"); properties at end of the year
(from last year, consumed during the year, done without
during the year, existing at end of year); loans given-to
families and how they are repaid during the year; production,
marketing, and income of productive families

Number of training centers; number of training cycles; kinds
of training (yeneral, specific); income in LE (Ministry aid,
organizatonal contribution); expenses; training in field of
female leaders; income of the project and expenses; number

of literacy classes, number of students, number of teachers;
number of libraries, number of frequenters of libraries, .
number of books in libraries

Cases status; classification of military families according
to governmental aid; classification of military families
according to private aid

Number of individuals and their classification; number who
join activity; number of finish activity

Classification of individuals according to sex, job, and
whether they are fed or not; number of staff; budget; income
and expenditure



http:DEPARTi.wr

oplL

Annual Forms/Reports of the Department

of Statistics and Informition

Conpiled through the assistance of
the Ministry of Social Affairs
Statistics & Information Department

WHO ABOUT/ & DEPARTMENT

TITLE ORIGINATORS SENT TO MOST CONCERKED DATA CATEGORIES AND IMPORTANT ITEMS

(26) Statistical data on Mudariyya Ministry New Areas / “General New areas; financial aids; in-kind aids; number
New Areas Department of Settlement"

(27) Mudariyya's activity | Mudariyya Ministry Mudariyya's activities in Money paid to compensate injuries and death; reason for
in field of compen- field of compensations / compensation; number of compensations requests; beneficiaries
sations for military "General Department of
families Compensations”

(28) Mudariyya's activi- Mudariyya Ministry Mudariyya's activities in| Immigrants® residence centers; immigrants aided; classification
ties in field of field of immigrant care /| of immigrant cases; exceptional aids; classification of
immigrant care (due "General Department of immigrant children in schools; number of families and indi-
to war) Immigration" viduals and how they are housed; money paid to repair residence

centers for immigrants; number of repaired centers

(29) Exchange of informa- Mudariyya Ministry Audit of double payments Number of cases that receive money from each Ministry or

tion (to avoid double
payments)

to social welfare re-
cipients / "General De-
partment of Statistics
and Information"

society; number of agencies informed on duplicity; nuxber of
information exchanges between ministries
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Chapter 4

Community Needs
Assessment



PLANN_NG AND HUMAN SYSTE..S. INC.
deoluns X1 doaddn @1 g Jdogadonat) s guo

3301 New MEXICO AVENUE. N.W., SuiTe 252 . YO Tl . 9.0 . SCalla g pils TP
pilae W1 RS Wpdt « Yool a3 Gdainalp

WASHINGTON. D. €. 20016
(VaP) YAvelee + piplss

TELEPHONE (202) 686.3100
Terex FHSI 440573

VLS sl

GARDEN CITY. CAIRO. EGYPT Lol jpts L Ysgan . 3 AL - (Gaas i
FALIP 1 Cpdals

TELEPHONE 29463

3 SARAYA EL KOBRA. FLAT 7

DX TV T WU R FPL W ]
FRANCES GEORGETTE, Pn.D. a2yt
PALSIDEINTY .
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To: Technical Commumnittee
From: James F. Coyle
Roger Hardistep?

Subjzct: Proposed Framework for Commmity Needs Assessments

Attached for your review and discussion is a proposed uutline of
objectives, strategy, and workplan for the implementation of local needs
assessments in Tanta and, subsequently, Assuit. This is being presented
to you in response to last weeks Committee discussioms.

We look forward to discussing this proposal with the Technical
Comrittee in detail and hope to initiate activities as soon as possible.
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Since a primary goal of the Ministry through social services programs
is to develop preventive, conscructive and corrective solutions to individual
and commmity problems, a process and/or system must be developed to provide
essential plamming information and feedback on program impacts. Meeds assess-
ment is essentially part of this process and helps to provide information on

what the needs are, who are persons most in need (the hiph risk populations)
~ and where the largest concentrations of people in need are located.

Needs assessment is also a process that involves activities at all
levels of the Ministry but begimming primarly at the local, commmity level
where specific needs are found. Data and information collected at this level
will provide us with the immediate opportunity to plan for the model social
unit services and the training center programs while, at the same time, be-
giming a process for providing information for use at all leveis of the
Ministry as part of the MIS project.

The objectives and strategy outline below will help us to move con-
structively to better information for plamming and programming,.

Objectives:1)To obtain basic data about the commmity's problems and needs
which will provide:
A. Basic requirements for the plamnings of social services unit
activities.
B. Major inputs into the analysis of the existing service delivery
programs.
C. Continuous input into the setting of goals and objectives for the
social services programs.
D. Input into the developing MIS system and baseline data for the
evaluation of on-going services and operations.

2) To Jetermine approaches and techniques for the contimued
development of local responsibility for social services which will provide
for:

A. The identification of effective commmity organization roles in

the social service programs.
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B. Assistance in the analysis and perceptions of the urmet problems and
comnmity needs.

C. Alternative approaches to increased conmmity input and involvement
in the social development plarming and programing.

General TImplementation Strategy

1. The Technical Commmittee will develop and approve overall strategy
for accomplishing the objectives and will commmicate this strategy
to the local research and demonstration staff in Tanta and Assuit.
The University of North Carolina and the Plarming and Human Systems

- staff will act as technical assistance and support persormel for
this comumity based effort. '

2. Procedures will be established for the commmication of the activities
and results of the local needs assessments to the overall MIS Develop-
ment group. These local needs assessment experiences and process will .
form the basis for the plamning and development of a broader needs
assessment program for the Ministry.
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10,

11,

DEVEPDPMENT ANG TESTING OF LOCAL NEEDS ASSESSMENT
PRDCESSE%,SCHEDULE OF INITIAL ACTIVITIES

Proposed Completion
Date

Disc?ssion and approval by National Technical April 25
Committee,

Issue Directive to Local Technical Secretariat-
Tanta assigning responsibilities for the Initial
Needs Assessment Design to the Research and De~
monstration Section, Specify broad framework for
design,

NTC/NTS Member and American Advisor meet with Re-~
search and Demonstration Sector staff to clarify
task requirements, discuss roles, and identify
additional resource needs, Begin planning,

Identify Local Leaders/Professionals for involvement
in Needs Assessment Process.

R4D Section and American Advisors arrange for add-
itional Technical Assistance as required,

Identify specific Information Needs regarding comm-
unity problems/needs.,

Begin to identify and to collect Secondary Data as
available, :

Identify and/or design specific instruments z.d/or
methods for additional information collection.

Design required Reporting Formats (involve information
collection and Dessimination Section),

Identify Manpower Requirements for data collection and
analysis,

Design process for implementation of data collection
and analysis,
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12,
13,
14,
15,

16.

17.

Train Manpower,

Collect Primary Data,

Analyse primary and secondary data and study in light
of service program design,

Analyse effectiveness of Needs Assessment methods and
processes to local level.

Reviem Needs Assessment methods and processes at
national level in light of national information
needs,..

Revige needs assessment process for testing in Aséuit.
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5 October 1979

I would like to express my sincere appreciation for vour
support, through attendance of your staff, of the meeting in Cairo
on October 2 and 3 to continue wotk on the communitv Needs/Resources
Assessment. As you know, this process is collaborative effort of
the Ministry of Social Affairs, the Integrated Social Services
Project and the Management Information System Project. Considerable
progress towards useful ends has been made through admirable efforts
by all participants. That the meeting in Cairo was most fruitful
can only be result of the valuable contribution of each participant.

Attached are combined materials of the work completed
during the meeting. These materials include: 1) the agenda;
2) summary of the meeting; 3) special directions for coding of
the Community Opinion Leaders Questionnaire and lists for coding,
in Arabic; 4) materials developed on information needs; and 5) a
schedule of commitments on work to be completed. I hope that you
will find these materials informative and that you will share with
us any comments which you may have.

Again I want to thank you for continued support of our
projects.

Respectfully,

Arlene Marin
Planning and Human Systems, Inc.
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ISS-MIS Projects

Subject: Community Needs/Resources Assessment

1. Introduction - Mr. Omar Hosni: Undersecretary for Planning and
Research

2. Review of Agenda --Ms. Arlene Marin: MIS

3. Short review of 5 components of community Needs/Resources
Assessment - expectatiors.

4. Presentation by each Demonstration and Training Centers staff
of current activities in the areas of the 5 components of
Needs/Resources Assessment

a. progress to date

b. current schedule for completion
c. resources used

d. problems encountered/solved

5. Review of various instruments available and being used for
collection of data for village profile and services evaluation.
OQutcome - concensus on usage.

6. Discuss users/uses of information

a. D + TC and model social units.

b. upgraded social units
c. community development in general
d. all Ministry information needs through
use of MIS
7. Discuss the analysis of data to serve users

a. expectations by Assuit and Tanta D+TC staffs of the
kinds of analysis they will do.

other possible kinds of analysis to serve local level
c. analysis of data for use at other levels

Outcome - closure on immediate analysis needs

8. Discuss the processing of information for use in analysis
a. data collection

b. coding
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¢. tabulation
d. local efforts
e, central efforts

9. Develop combined plan for completion of Community Needs/Resources
Assessment

a. expectations

b. schedules

c. individual responsibilities
d. coordinated efforts.
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Meetin Participants

Meeting for Community Needs/Resources Assessment

October 2 & 3

Assuit;

Tanta:

Mr,
Mr.
Dr.
Mr.
Ms.

Mr.
Dr.

Mr.
Mr,
Mr.
Mr,
Mr.

1979

Owar Fosni Maher
Tawfik Ismail
John Turner
James Coyle
Arlene Marin

Faiz Haridy
Profirio Miranda

Saad Abdel Khalik

Atiya El1 Shefy

Mohammed Abdel Latif Salim
Ahmed Shafik El Soukary
Roger Hardister
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Mr. Omar Hosni opened the meeting expressing appreciation
and encourgement to the staff. He introduced Mr. Tawfik Ismail
the deputy director of statistics and information for the Ministry
who has been assigned full-time to the project to support the MIS
effort. In addition, Mr. Hosni promised the staff to made person-
al efforts to see that problems regarding payment of personnel re-
sponsible for the successful completion of the community leader-
ship questionnaire be resolved quickly.

After a review of the agenda for the meeting there was a
short discussion of the components of the community needs/resourc-
es assessment. From the origin list of 5 components we discussed
that the social unit area profile and population profile had come
to be thought of as one combined part of the ovewrall needs assess-
ment. Thus, since at this time no specific problem investigations
were underway or scheduled, there are currently three major activ-
ities contributing to the needs/resources assessment process.

The meeting proceeded to a more detailed discussion of the
major activities for needs assessment at each demonstration and
training center. Tanta staff spoke first about the services assess-
ment. They had completed development of a set of instruments to be
used for service assessment. This process had included design, field
test and modification of an instrument which was now ready to be.
used for about 40 services in the 2 social unit areas. These in-
struments included a standard data collection form to be used for
all services and an assessment form and guidline to be used to code
assessments. The activities in Assuit had yeilded slightly diffe-
rent results. Identification of all services available in the com-
munities had led to investigation of documented service objectives.
After specifying approximately 5 objectives for each service, an
appropriate service assessment instrument was developed for each
service. Discussions had begun in Alexandria between D+TC staff
about the possibility of using a standarized service assessment as
had been developed in Tanta. These discussions continued during
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this meeting and it was finally agreed that subject to review
and modification, the Tanta instruments together with the ser-
vice objectives obtained in Assuit would be used as the current
project instrument for service assessment. It was also agreed
that guidlines for use of the instruments would have to be de-

veloped.

The second activity discussed was the social unit area/
population profile. Tanta staff discussed receiving the sociel
unit handbook sent through the Moderia from Mr. Mahi, the director
of planning in Ministry. They had reviewed the document and found
it unmanagable given current resources. Their review had identi-
fied portions of the handbook which were feasible now and others
which required information not readily available. Using an instru-
ment which the Tanta staff had developed, information is currently
being collected and answers recovered in the handbook were possible.
A meeting is scheduled by Tanta staff for October 15, for a review
of this process and drafting of recommendations and comments to be
submitted to Mr. Mahi. Assuit staff is also active in the collec-
tion secondary data for use in social unit/population profile anal-
ysis. They have prepared a description of the Assuit city area and
are continuing to pursue sources of secondary data. It was agreed
that each D+TC should continue in the directions they are going
and that a outline of the data being collection be shared with
Cairo staff. Using the lists submitted by each D+TC, a standard
list of the minimum data to be collected will be sent to each D+TC.

The third activity discussed was that of the leadership
questionnaire. Both D+TC staffs reported completion of all
scheduled interviews for the leadership survey, including training
of all interviewers. The Assuit staff had proceeded with coding
of the questionnaires. In reviewing the answers obtained and the
available coding of several of the questions, the Assuit staff
had developed some recommendations for modifying the planned coding.
It was agreed to review these recommendations and develop a modif-
ied coding scheme for use in both Tanta and Assuit.
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After a break for lunch, and continuing the second day,
the meeting divided into two groups. One group discussed in
detail the coding of the leaders questionnaire and the second
group proceeded with items 6 and 7 on the agenda. The outcome
of the first group included modified lists for coding the answers
to several of the questions, as well as, some special instruct-
iions for coding other answers. These are included in the
attached materials. The second group developed a list of general
areas of interest as well as specific questions which can be
answered by use of the information collected by the combined
needs/resources assessment, These lists are also included in the
attached materials.

The final item on the agenda concerned schedules for the
completion of the immediate tasks at hand. It was agreed that
the coding in Tanta and the correction of coding in Assuit
would be local responsibilities to be completed by October 15.
In addition, several commitments to joint development of instru-
ments for services assessment and willage/social unit profile
were agreed to. These are reflected in the schedule which is
attached. Finally, the Cairo staff agreed to try to facilitate
the communications between Assuit and Cairo to enable the ex-
chaﬁge of needed materials and support.

The meeting ended after a fruitful two days of hard work

with an appreciation of the contributions each participant had
made both here and at their respective centers.
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Special Instructions for Coding and Use of Changes for Coding

Page 1 - Biographical Data

Question 1

Question 2

Question 3

Question 4

Leader Code Number: assign your own serial
number to the leaders.

Village Code Number: use code number avail-
able through social securiuy program,

Social Unit Number: create a 5 dicit code num--
ber XXYYY ~ where XX - number of the fovernate
YYY - number of the social unit

as use by the Ministry of Social Affairs
Occupation: answer number 3 should read
"private professional" (example: private doctor,
lawyer, engineer, etc.) instead if "vocational"';
answer number 8 should include "vocational'' as
well as "laborer"

Page 2 - Continuation of Biographical Data

Question 15 - Organizations of Leadership Activities:

Question 21 -

the coding has been expanded to 15A and 15B;

15A is the same as 15 is currently but expanded
to include 4 possible answers instead of just 1
(add 3 additional lines for answers); answer num-
ber 4 should read "cooperatives" (example:
agricultural cooperative, consumer cooperative)
instead of "all of the above"; 15B is a new
piece of information to be code, it is the num-
ber of organizations in which the leader partic-
ipates (add a new line and label it 15B for
this answer).

Usefulness of Training: answer number 3 may

be used for "half and half"
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Page 3 -

Page 5,7 and 9 -

Problem/Need Identification

Problem/Need Categories: the coding of the
problems/needs identified has been changed to
more closely reflect the kinds of issu=s en-
countered in the tests. Be sure to use the
modified list when coding questions 1,2 and 3.
(an Arabic list is attached).

Problem Need Exploration

Questions 4,11 and 18 - Cause of Problem: the =2cding of

Page 15

factors contributing to coding has been chang-
ed to more closely reflect the binds of issues
encountered in the tests. Be sure to use the
modified list when coding these answers. There
is room for 3 possible answers. Choose up to
3 answers that best reflect the answers given.

Questions 41 through 44: each of these questions have 3

parts and require three answers to be coded;
the problem or need should be coded using the
categories from problem/need identification on
page 3 (use modified list attached); the ser-
vice should be coded using the number from 1

to 40 relating the service as given on pages

11 through 14; usefulness should be coded with
number 1 meaning ''mot at all useful', number 2
meaning '"a little usefull", and number 3 mean-

ing "a lot useful".
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3,4 OCTOBER, 79

ISS-MIS Project

Conference Materials

Needs/Resources Assessment

IN RESPONSE TO THE LARGER QUESTION:

What are the information needs. It is hoped that the needs/resouces
assessment will help to answer?

The following list of question areas has been developed primarily
from the prespective of work in the social unit, but it will be
apparent that other units i.e. Markez and the Moderia as well as
the Ministry will be interested in some variation of these questions.
The phrase "Question Areas" is used deliberately here to note each
(area) has a number of sub or related questions associated with it.

.. Question Areas N/R Sources Specific Ouestion

1. Help with defining specific
objectives

2. Insight into what activities
showld be programmed

3. Clues as to the organization
and structure of social
development and welfare
agencies and programms

4. Manpower utilization, dis-
tribution development needs

5. Customs, traditions, environ-
mental and socio-economic
actors affecting the needs
for, utilization of design
and delivery of services
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10.

11.

12.

13.

Question Areas N/R Sources

Specific Ouestion

Identification and description
of :-
a. Personal problems
b. Commmity problems
c. Target populations related
to a & b.

Identification and description
of factors contributing to prob-
lems and unmet needs

. Identification and description

of perceived resolutions of
problems and urmet needs.

. Identification and description

of resources:
a. Available in local comm-
unity
b. Needed from outside of
commmity

Identification and description
of ways people can use their
own indige ways to better
meet umet needs and problems.,

Determination of levels of
awareness and knowledge by the
people of:

a. Problems and needs

b. resources

c. MSA services

d. Other services

e. Role of MSA workers

Identification, description

and assessment

responsibility and objectives
Program

resources (facilities and
staff)

Populations served
Management and Organization
Costs

Accessibility

poe

Q@ he A

Need for service coordination and
integrating

a. Role of Social Units

b. Role of Markez

c. Role of Moderia
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14,

16.

17.

Question Areas N/R Scurces

Identification and description
of infuence structure in local
comumnity.

. Provision of base line data

about services. The social
unit people and their behaidrs,
umet needs and problems

To inform the assessment of
training needs

To indicate potential prob-
lems needs, causes in the
future.

157
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Specific Questions in Response to General Question Areas

Manpower Utilization, Distribution, Development Needs

No of persons assigned to social unit (and authorized)
Qualifications and clarification of social unit staff
Development needs of staff

Distribution of staff by program

Indication for additional staff needed (required staffing
patterns for new programs)

Supervision of staff, pattern and impact

Relevency and feasibility of current requirements for
service delivery personnel

Customs, Traditions, Environmental and Socio-economic
Factors affecting the Need for Utilization of Design and
Delivery of Services

the impact that distance and geographical factors have on
service utilization

what significant inter-group relations exists and how do
they impact on service design and delivery

the role of women, especially factors affecting ablilty to
relate to services or to deiiver services

current controvertial issues with potential program inpact
what mechanisms or techniques would assist in giving
women grcater, more effective participation

what barriers and opportunities exist to service delivery
in the socialization norms of the community

customs, traditions, opportunltles related to community
participation

the role of religious institutions in service delivery and
community life

social class factors influencing service delivery and
receipt of services

political and religious traditions affecting services

and problems

6 and 7. Identification and Description of Personnel and

Community problems, Target Populations relating to these,
Factors contributing to Problems and Unmet Needs

what prob}ems/needs exist among high risk/high priority
population groups

are there particular geographical areas where problem
cluster

are there particular problems which luster together thus
suggesting potential causal relationships

impact of problems on individuals and community
identification of % multi-problems families/individuals
identification and descripticn of factors contributing to
problems and unmet needs

Identification and description of perceived Resolutions
of Problems and Unmet Needs
what do community leaders/clients sugest as potential
solutions to problems
what solutions are prepared by major forces
are leaders together or divVided along religious or other
lines with regard to proposed solutions
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Identification and description of Resources

what resources are available in and outside of social unit area

from where are resources available

what benifits and costs are associated with htilization
of various resources

what is distribution of resources relative to priority
problems

how are resources developed or might be developed

how are resources destributed geographically and by
population (target) group

can resources be shifted across ‘lines

Identificaion and description of ways people can use their
own indigenous ways to better meet unmet needs and problems
what are specfic examples of ways people have attempted

to meet their own needs

how do these specific ways relate to problem priorities

what relationships between indigénous efforts and government
efforts

how efficient and effective are these self-help efforts

how might these efforts have been facilitated or assisted

by the social unit

Determine levels of awareness and knowlegde by the people...
how aware is the community of problems and needs, resources,
MSA services, other services, role of MSA workers

how is outreach accomplished? with what effort

what is the opinion of community leaders and professionals
regarding problems and needs, resources, MSA services, other
services, role of MSA workers

Service Identification, Description and Assessment
What evidence is there of need for serivce

What results are expected

Who benefits from the service

What resources are used

How is the service organized

What evidence do we have of results ( see Tanta service
assessment variables for details )

Need for service coordination and intigration

What are the responsibilities for each of the levels for
coordination and service intigration

Who is specificly responsible

What coordination do you find between public and private
programs

Who has responsibility

What techniques are used

Identification and description of infulence structure

in local community

What are the primary characteristics of the leadership
interviewed

Who thinks these people are leaders and why

What are their principle leadership functions or activities
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17.

What categories of leaders can be identified

What is role and authority of local council in operation
of social unit and social programs

Who are community leaders necessary to achieve certains
gools and objectives

To assist the assessment of training needs

How can the data and process be used in improving community
need assessment and in coding into an organiz process, and
in teaching research

What new knowledge and skills are needed by staff/citizens
to solve community problems and needs

To indicate potential problems, needs, crises in the future

Who are future high-risk populations and potential clients.
What are indicators of future problems, etc.
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Schedule of Commitments

October 3 - TANTA D+TC staff provide village/social unit
profile outline
- TANTA D+TC staff provide service assessment
instruments (3) for review by ASSUIT D+TC staff

October 1l4*- ASSUIT D+TC staff complete changes in coding of

(arrive in leaders questionnaire and send questionnaires to

Cairo) Cairo for processing.

- ASSUIT D+TC staff provide village/social unit
profile outline.

- ASSUIT D+TC staff provide list of services and
objectives for service assessment.

- ASSUIT D+TC staff provide comments in service

assessment instruments developed in TANTA.

October 15 - TANTA D+TC staff complete coding of leaders
questionnaire and send questionnaires to Cairo
for processing.

October 20 - CAIRO staff provide composite outline for village/
(arrive at social unit profile.
D+TC )

- CAIRO staff provide revised instruments for service

assessment including quidelines.

* date changed after original agreement
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10.
11.
12.
13.

14.

Leader Code Number
Village Code Number
Social Unit Code Number
Years in Social Area

1. In Social Unit Area

2. In Covernorate

3. Other fovernorate

4. Other

1. Under 30

2. 30 -40

3. 45 - 60

4, Over 60

1. Male 2. Female

1. Farming

2. Govermmental service

3. Private professional

4. Merchant

5. Housewife

6. Non-professional personal
service )

7. Non-governmental clerical
work

8. Laborer

9. Other

1. Single 3. Divorced

2. Married 4. Widowed

Number of persons in family
Number of other persons
Number of children

1. None 5. Vocational
2. Primary 6. Higher

3. Preparatory Institute
4. Secondary 7. University
1. Tlliterate

2. Read Only

3. Read and Vrite

COMMUNITY OPININN LEADER

GJ\JO\U‘IJ-\UJ.N)

9.

10.
11.
12.
13.
14.

BIOSRAPHICAL DATA

Name

Address

Village

. Name of Social Unit

. Number of vears in Social Unit Area

Place of Birth

Age

. Sex

Major Occupational Activity

Place of Work

Position

Number of Years in Present Position

Marital Status

Number of Persons in Your Family Living in Your House
Number of Other Persons Living in Your House

Number of Children Living in Your House

Highest grade in School completed

Ability to read and write

OTHER COMMENTS

Original Date / / 2nd Revision Date

1£ Revision Date / / 3rd Revision Date

hatS
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15.

17

18.

19.

20%

21.

22.

1
2
3
4
5
1
2
3
1
2.
3
4
5
1
2
1
2
3
4

. Covermmental

. Religious

. Social Socities
. Cooperatives

. Other

. Work
. Council Memberships
. Both of above

. Time and effort
Financial Assistance
. Materials

. Skills and experience
. All of the above

. Yes
. No

. MSA

. Ministry of Local Govermment
. Ministry of Agriculture

. All of the above

. Other

. Classroam (lecture)
. Practical/Fieldwork

. Audio-Visuals

. All of the above

5
1
2
3
4
5. Other
1.
2
1
2
1
2
3
4

Yes
. No

. Formal

. Informal

. Less than LE 20
. LE 20 - 40

. LE 40 - 60

. IE 60 +

* More than one response may be coded.

15. Leadership ' 16. Positions

Activities Held

17. Contributions

Jrpganization Position

Tyne of Contribution

Leadership Training

18.

19.

20.

21.

Have vou participated in any formal leadership training?

“ho sponsored the training?

Organization who sponsored Tvpe of Training Year

that method of trainine was used?

Tlas the training use®ul?

TO BE ANSWERED BY THE INTERVIEVEER

22,

23.

Leadership Status Formal

Estimated incame (monthly)

Informal
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Problem/Need Categories

Money

Housing

Food

Clothing

Over population

Insufficient employees for public services
Unmet health needs/personnel hygiene

Lack of adequate health service

Lack of Social Care

. Illiteracy ]
. Inadequate educational services

(Quality & Quantity)
Recreation/sport
Irrigation

. Other agricultural problems

. Family feud - Fight between families

- Tranpost (roads, unplamnned roads, buses, etc.)
- Commmications (Telephone, telegraph, mail)

Water (drinking) - Personal

. Waste water disposal/sanitation

Electricity

. Rubbish/Litter

. Inadequate religious services
. Drugs/Alcchol

. Non planning for roads

. Abuse by Gov't employees

. Other

1

COMMUNITY OPINION LEADERS' PROBLEM/NEED IDENTIFICATION

Problem Identification

1-3 1 want to know vour opinion about the problems of people in your
district/village. Could vou please identify 3 nroblems or needs
which vou/or vour commmitv face according to priority? (Top
Priority 1, Second Prioritvy 2, Third Priority 3).

1. First ®riority

2, Second Priority

3. Third Priority

Questiomaire Number
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Problem 1

COMMUNITY OPINION LEADERS' PROBLEM/NEED EXPLORATION

(Restate Problem Description)

|

WO ~NOUNDWN -

NOVsLNE

B

Lack of Resources

Lack of Citizens interest
People do not understand
Supervisors do not care

Lack of fov't employees interest
Over population

Increase in prices and insufficient

commodities
Inadequate Public utilities
Other reasons

Govermmental efforts
Efforts of private societies
Efforts of local citizens
Personal efforts

All of above

Other

No efforts

No efforts made

Problem/Need temporarily solved
Problem/Need partially solved
Attempt unsuccessful

Why would most people say this problem exists?

What has been tried in vour village/district to attempt to
resolve this problem?

What has been the results of these efforts?

Nuestionnaire Number
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10.

N

wekhe

wewhe

Financial
Material

All of the above
Other

Govermmental Agencies
Private Societies
Local citizens

All of the above
Other

Financial
Time/Effort
Advertizing
Materials

All of the above

10.

that resources are available to your commmity to help solve
this problem/meet this need?

1. Financial 2. Material
1. ' 1.
2. 2.
3. ' 3.

3. Human (Time/Effort)

1. 1.

Ww N
[¥%)

“hat persons, groups, or organizations can helo to resolve
this problem?

Would you participate in an effort to solve this problem if
an attempt were organized?

How would vou be willine to participate?
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Problem 2

COMMUNITY OPINION LEADERS' PROBLEM/NEED EXPLORATION

(Restate Problem Description)

NobhEwhe

J-‘S.A’NH

Lack of Rescurces

Lack of Citizens interest
People do not understand
Supervisors do not care

Lack of fov't employees interest
Over population

Increase in prices and insufficient

commodities
Inadequate Public utilities
Other reasons

Govermmental efforts
Efforts of private societies
Efforts of local citizens
Personal efforts

All of above

Other

No efforts

No efforts made

Problem/Need temporarily solved
Problem/Need partially solved
Attempt unsuccessful

11. Why would most people say this problem exists?

12. What has been tried in vour village/district to attempt to
resolve this problem?

13. What has been the results of these efforts?

Muestionnaire Number



891

14.

N =
H

hdbal od i e

U\J-\UN!-I

Financial
Material

Human

All of the abaove
Other

Governmental Agencies
Private Societies
Local citizens

All of the above
Other

Yes

. No

Financial
Time/Effort
Advertizing
Materials

All of the above

14,

16.

17.

lhat resources are available to your comumity to help solve
this problem/meet this need?

1. Financial 2, Material

1. 1,
2, 2,
3. 3.

3. Human (Time/Effort) 4, All of the above

1- 1.
2, 2,
3. 3.

. Yhat persons, groups, or organizations can helo to resolve

this problem?

Would you participate in an effort to solve this problem 1if
an attempt were organized?

How would you be willing to participate?
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Problem 3 (Restate Problem Description)

COMMUNITY OPINION LEADERS' PROBLEM/NEED EXPLORATION

i
!

18.

19.

20.

P

O SounmSNwo -

NS L

Lack of Resources

Lack of Citizens interest
People do not understand
Supervisors do nuc care

Lack of fov't employees interest
Over population

Increase in prices and insufficient

commodities
Inadequate Public utilities
Other reasons

Gover-mental efforts
Efforts of private societies
Efforts of local citizens
Personal efforts

All of above

Other

No efforts

No efforts made

Problem/Need temporarily solved
Problem/Need partially solved
Attempt unsuccessful

18. Why would most people say this problem exists?

19. What has been tried in vour village/district to attempt to
resolve this problem?

20. What has been the results of these efforts?

Muestiommaire Number
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COMMUNITY OPINION LEADERS' SERVICE /:RESOURCE

]

. SURVEY !
NTRODUCTION 5
INT WE WOULD LIKE TO HAVE YOUR OPINION CONCERNING A NUMBER OF SERVICES WHTCH MAY BE NFFERED IMN YNUR COMMUNTTY. COULD
YOU ANSHER THE FOLLOWING THREE QUESTIONS ABOUT THE SERVICES WHICH I MAME ?
3. WHAT PROBLEMS/BARRIERS REDUCE THE EFFECTIVENESS OF THIS SERVICE ? A'BICI{DIE|[FI|GIH
2. 1S THIS SERVICE HELPING TO SOLVE THE PROBLEMS AT WHICH 1T AIMS AlgiC vl 8 e
[Tl ) < 98] (1]
ICE AVAILABLE ? o ou e ey
1. WHERE 1S THIS SERV ? AlBlc|p i, o Lo B T B
. (@] [SR 3] Y O~ cu., - C
) =z A [ Al wy AR onug Z
B fal = A ] v Bl Copm il ] 22
Al s|218 | g8 S ghtEvEkq G
SERVICES H IS 5 - mel gl ez S a3 g &
&Sl 22| & Glo |5 o nldESt G iR 2
z<|>|F|& ~l=1a Zal & Fa S LE Eid.d &

MINISTRY OF SOCIAL AFFAIRS

1. SOCIAL SECURITY

2. FAMILY PLANNING

3. NURSERY

4. CHILDREN'S CLUBS

5. PRODUCTIVE FAMILIES

6. PRE-VOCATIONAL TRAINING (Sewing, carpentry, etc.)

7. OTHER (Specify)

B. OTHER (Specify)

NHFSTTANNATRE sumenen
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i.

COMMUNITY OPINION LEADERS' SERVICE / RESOURCE' SURVEY

>
@ |
o

" 3. WHAT PROBLEMS/BARRIERS REDUCE THE EFFECTIVENESS OF THIS SERVICE ? I DIEIF G
2. IS THIS SERVICE HELPING TO SOLVE THE PRUBLEMS AT WHICH IT A'MS ? AlB |C v 2 e
o INYE
1. WHERE IS THIS SERVICE AVAILABLE ? —-1 . L Hl ::-:.25.51.
X AlB|ICID = P ikl Bl oybp] o
i % 5uc: ggywcmzp
wl| = (Y] mel 2| R i< LotiBg 5
al Slaja e E,‘t.‘ Gl ), Chvua o
o [y 4 o PR "y ‘|-_.'=": " .
z<| 2 gla H1E28 23 557,325'%?.&;5@ 2
MINISTRY OF HEALTH
9. HEALTH UNIT _
10. MATERNAL AND CHILD SERVICES

11. GENERAL HOSPITALS

12. SPECIALIZED HOSPITALS

13. OTHER

14. OTHER

MINISTRY OF AGRICULTURE

15. AGRICULTURAL CQOPERATIVE SOCIETIES




COMMUNITY OPINION LEADERS' SERVICE / RESOURCE' SURVEY

el

3. WHAT PROBLEMS/BARRIERS REDUCE THE EFFECTIVENESS OF THIS SERVICE ? AIBIC|DIE|FI|G
2. IS THIS SERVICE HELPING TO SOLVE THE PROBLEMS AT WHICH IT AIMS ? Alg |C o % M! F'S.
~ n = cals Sgand
1. WHERE IS THIS SERVICE AVAILABLE ? BIC|D 5 e Safugbe
w= [ Z R 2| W HITOMLIF 3
¢l ala ol S| & CEEnLGTY
SERVICES SR ol B = A =i A = S
o< R g vi bt Rl u-n:,'—-'(—,{i;&.:gﬁu -
ARSI Wlo g o PSSR snC e &
el | O ~ i< 1A 2| o mau‘: L l--.,:!.':"_“J a
16. VETINARY UNITS
17. PREVENTION OF AGRICULTURAL DISEASE
18. OTHER
19. OTHER
MINISTRY OF EDUCATION
20. PRIMARY EDUCATION
21. PREPARATORY SCHOOL
22. SECONDARY SCHOOL

23.

LITERACY CLASSES




COMMUNITY OPINION LEADERS' SERVICE /

3. WHAT PROBLEMS/BARRIERS REDUCE THE EFFECTIVENESS OF THIS SERVICE ?

2. IS THIS SERVICE HELPING TO SOLVE THE PROBLEMS AT WHICH IT AIM

1. WHERE IS THIS SERVICE AVAILABLE ?

€L1

w
= I8
own [ ]
5| [EE i BR R 5
. QLA C v o
- Zie .
M, — ‘e
SERvaS § Sl o n ? 52 &E%@%ﬂ%g?%?
|85 wmlol|S o% SShmz 200 E
>l |l o L RN =) ] N NS R AL A
24, HIGHER INSTITUTE
25. UNIVERSITY
26. OTHER
OTHER MINISTRIES
27. YQUTH CLUBS
28. LIBRARY
[
29. BUS/TRAIN/TRANSPORTATION
30. WATER/SEWAGE
31. CONSUMER COOPERATIVE ASSOCIATIONS

RESOURCE SURVEY

>
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E
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[PHYSTICALDISTARCE O




COMMUNITY OPINION LEADERS' SERVICE / RESOURCE SURVEY

vLL

3. WHAT PROBLEMS/BARRIERS REDUCE THE EFFECTIVENESS OF THIS SERVICE ? A|BIC|DIE|F|G
3] )
2. IS THIS SERVICE HELPING TO SOLVE THE PROBLEM AT WHICH IT AIMs 2 |A |[B |C O 3 TS
— ocul & e sy
1. WHERE IS THIS SERVICE AVAILABLE ? A|lB|C|D s e i A Sit 6] =
S Ll A OdnCu o ©
wl = | v mel 3| B G<oARRIE S
Al &l 28 £ S O, g thvkq d
SERVICES HL IS o . A Ao el By
62| 28| & o |8 of FIRS S L2550 B
=lgla 1 =Z]Aa zal R EeS LA A ]
32. VILLAGE BANKS
33. IRRIGATION
34. ELECTRICITY
35. POLICE
36. FIRE UNITS
37. POST OFFICE
38. TELEPHONE
39. OTHER
40. OTHER
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21.

P

e

W

Financial
Material

Human

All of the above
Other

Govermmental Agencies
Private Societies
Local citizens

All of the above
Other

Yes

. No

Financial
Time/Effort
Advertizing
Materials

All of the above

21.

24,

What resources are available to your commumnity to help solve
this problem/meet this need?

1. Financial 2, Material
1. 1.
2. 2,
3. 3.

3. Buman (Time/Effort) 4, All of the above

1. 1,
2, 2.
3. 3.

. Yhat persons, groups, or organizations can helo to resolve

this problem?

Would you participate in an effort to solve this problem if

an attenmpt were organized?

How would you be willine to participate?



9.1

41.

42,

43.

45.

46.

+ The following coding applies to

answers to questions 47-54

47.

49.
50.
51.
52.
53.

Problem Code
Service Code
Usefulness

Problem Code
Service Code
Usefulness

Problem Code
Service Code
Usefulness

Problem Code
Service Code
Usefulness

More money
More equipment
More staff
Better staff
Better hours
Other

More money

. More equipment
More staff
Better staff
Better hours
Other

Doesn't know
A service agency

A service individual by

title or job

A service individual bv

name

Other comumity leader

Other

41-44 ‘hat services have you or vour family used to trv to solve
a problem or meet a need? How helpful were they?

Problem or Need Service N°§1it Liﬁtle Alot
41.
42,
1»_3.
44,

¢Y) (2 3

45-46 that ideas do vou have to help people gét better services.
Please give these with reference to two specific services.

45, Service 1. 46 Service 2.
1. 1.
2. 2.
3. 3.

47-54 'ho would be the first place you would send the following
people to for services?

47. A poor voman with no means of support?

48. A man who lost his armm in an accident?

49, A boy vho is stealing from local stores?

50. A man who needs work?

51. A group of families who need good drinkine water?

52. A family who needs a place to live? '

53. A pregnant woman?

54. A villase that needs transportation to other villases or nearby
citv? .

¥
i

Ouestiomaire Nunber
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DATA SHEET : COMMUNITY OPINION LEADERS SURVEY
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Number of
Questionnaire (1) (2) (3)

PAGE 3 ) :

l 2 3 4 5 6 7 8 91011 12

' ' 1 (4) (5) (6) (7) (8) (9). (10)
PAGE 5-6 | : :
L 13 14 15 16 17 18 19 20 21 22 23 24 25 26 27 28
o LT . LTI T
. o (11) (12) (13) (14) (15) (16) (17)
| . )
PAGE 7-8 . o
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L o (18) (19) (20) (21)  (22) (23) (24)
; : f I
PAGE 9-10 L : ’ L
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——————— e o
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\ ; ' A I
BLANK WHEN NO ANSWER; 2ZERO'IS A VALUE -
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PAGE 11
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Questionnaire
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Process for Preparing Survey Information

COLLECT DATA

1.
2.

Complete interviews (200 each center).

Collect completed forms.

PREPARE & TRAIN FOR CODING

3.
4,
5.

6.

Develop coding manual,
Prepare in Arabic, type and reproduce.

Select individuals to do coding
(8 from each center).

Train coders (locally)

CODE FORMS (LOCALLY)

7.
8.

Code answers int:o coding section of form.

Verify coding by repeating process.

PREPARE & TRAIN FOR DATA TRANSFER

Time Completion
Required Date
Sept. 20
2 days
3% days
Sept. 17
1 day* Sept. 24
20 man days*

20 man days* Sept.

9. Develop data sheet for aggregating data. % day
10. Develop instructions. % day
11. Prepare in Arabic, type and reproduce. 1 day
12. Select individuals to do data transfer
(10 total)
13. Train data transferers 1 dav
TRANSFER DATA FOR AGGREGATION (CENTRALLY)
14, Collect completed forms.
15. Transfer codes from questiommaire to data 15 days
sheet.
16. Verify transfer by repeating process. 15 days

185

Sept.

OCT.

OCT.

2

7

30

25



alc.

Time
KEY PUNCH DATA (Contracted Services) Required

17. Collect completed data sheets.
18. Locate services and obtain commitment.
19. Transfer data to machine readable format 3 days

( 80 colum cards) punch and verify
3000 cards

DEVELOP DATA PROCESSING PROCEDURES
(Contracted Services for part)

20. Design of tables, reports and analysis for data. 1 week
2. Locate service bureau and obtain commitment.

22. Develop and test computer programs for data 3-43ks
-...validation and reporting.

22, Develop procedures for manual processing of
data.

VALIDATE DATA

23, Validate data for expected values producing
error report.

24, Distribute error report for correction.

PROCESS INFORMATION

25. Excute computer programs on data collected
(ignoring .- invalid data).

26. Create reports.

27. Spot check for validity

DISTRIBUTE FINDINGS

28. Disseminate information and reports.

ERROR CORRECTION

29. Correct errors identified in error report using
data sheet and/or survey form.

30. Pull data cards and mark for correction.

31. Keypunch and verify corrections,

186

Completion
Date

OCT. 10

Sept. 7

Sept, 13
OCT. 10

0OCT. 15

OCT. 15



Time Completion

Recuired Date
REPROCESS CORRECTED INFORMATION
32, Validate data producing error report.
33. Excute programs on data.
34, Spot check reports for validity.
35. Distribute.
P&HS
8-28-1979
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A,
B.

C.

o

E.

LEADERS SURVEY REPORTS - NEEDS ASSESSMENT
REPORT TARLE OF CONTENRTS

Leader's Profile

Correlation of Leadership Characteristics

1. Categories of Membership in Private Associations

2. Economic Status

3. Participation in Formal Training

4. Extent of Membership in Private Associations

5. Leadership Status (Formal/Informal)

Problem Identification and Exploration

Problem Selection by Priority

Problem Causes

Resolution Efforts

Success of Efforts

Resources Available to Solve Problems

Potential Sources of Resolution Efforts
Willingness to Participate in Future Resolution Efforts
Arezs of Participation in Future Resolution Efforts
ervices Assessment

Ministry of Social Affairs

Ministry of Health

Ministry of Agriculture

Ministry of Education

WD H oS oW W RN

Miscellaneous
Correlation of Problem Identification and Exploration and
Leadership Characteristics

- One complete report for each of the 26 problems
\
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MSA: Minister's 0ffice
Undersecretary for Planning
Public Department of Planning

To: Mr.
General Director of Social Affairs
Modyria of

We send you 2 copies of the basic information notebook along with an
explanatory note. This notebook has been previously set by the public
department of planning in 1964. In the explanatory note, you have the causes
behind the suggestion of filling this notebook in the two social units in
which the project of the integrated social services is being demonstrated.

Please send the results as soon as you can.

Undersecretary
Planning Department

on 6th of September, 1979.

Translated from Arabic by
Planning & Human Systems, Inc.
September, 1979
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MSA: Minister's Office
Undersecretary for Planning
Public Department of Planning

Instructions for Demonstrating the Basic
Information Notebook and Developing it

51353: Introduction

The public department of planning has set this notebook in 1964 o
have a fuli picture about the local community in the area of the social unit,
and to have basic information about the unit and its area so as to benefit
from these informations in setting the economic and social plan of the local
rural community.

As a resuit of the change in the social conditions and the functions
and specializations of the social unit since then till now, this notebeok is
t> be developed to cope with the duties of the rural social units and the
urban social units.

This notebook was presented in the meeting of the joint committee of
the Integrated Social Services Project which is being demonstrated in both
Gharbyia and Assuit and it was agreed that thic information shculd be
available in the sociai urits, and the notebook is to be developed in light of
its demorstration's results. So it was decided that this notebook would be
demonstrated in both Gharbyvia Assuit.

§gggﬂg: Goals

A. 1 to demonstrate the notebcok as it is

2 - the information resources to fill in each data in this
notebook

3 - the sufficiency of the notebook's data to serve the aims of
of the social unit ‘

4 - the existence of additional data which aren't needed hy the
social unit and need to be deleted

5 - the need for new data which the social unit requested
which are not in this notebook

240



5 - the adequacy of the notebook's data for both the rural and
urban society

7 - to set the required timetable for the sozial unit to have
this notebook filled in.

B. The notebouk's development in light of the demonstration's results
to make it more appropriate to serve both the rural and urban society and tc
design a developed model to be used in other governates.

Translated from Arabic by
Pianning & Human Systems, Inc.
September, 1579
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the follovwing gquestion is to

asnswered for the village and the urban unit.

agriculturel
uctivity”

runber of
societies

number of
mumbers

their total
dealings

remcrks

- agriculﬁural

P

fishing

insustrisl

vccational

conouming,

transportational

othersSecscees

eeassoe

“a s s e e e st e

Eogtigration inside & outside the village/district:

"what-is the nimber of peoosle who came to this community within the

last five years?

a lat ]

in between | [

From where did they come?

From the neighbouring areas:

Other Communities:

¢ e s 0 e e -

tthy did they come to this Community in

fe

w1

specify:
specify:

¢ s 0 0 000000

none

e e 40 et

What is the rumber of individuals who left this Comﬁunity cé live in

other Communities in the last five years?

a lot |:__"J

in between

To where most of them go?

near by here:

other Communities:

]

Why did they leave this Community?
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APPENDIX V

Chapter 5

Agency Client/Information
Systems



AGENCY/CLIENT INFORMATION SYSTEM

Appendix . Instructions for completing the case recording
and reporting forms.

Family Profile and Service History

Client Intake, Referral and Service History
Referral/Feedback Card

Master Case Control Card

Master Client Control Card

Appointment Followup Card

Case Referral Followup Card

Weekly Information and Referral
Statistical Data

Summary Information and Referral
Statistics
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Instructions for completing the

Fawmily Profile aund Sexrvice History

General Rules:

Use a ballpoint pen,

Draw a line through any boxes left empty becaucse:

a) The client does not want to give the information,
b) The informaticn is not kuown,

Enter all letters of a name starting with the left
hand box, Leave the remaining boxes empty.,

Enter all numbers so that the last number appears in
the rightc hand box. Fill in any empty boxes with
Zeros,

When amounts iare expressed in Egyptian pounds (LE)

they are rounded to the nearest whole pound, i,e.,
LE 1,510 = LE 2,000, LE 1,490 = LE 1,000

265



Case Number

Enter the head of houshold's Personal Identification Number
as on the ARE Personal identity card,

Day Month Year

Today's Date

Use two boxes each for the day, the month and the year, If
the day or month is only one digit, precede that number with
a zero,

Evample : Enter March 4, 1980 as 040380

Social Unit

Enter the four digit code for your social unit

Example : Shobra El Namla = & 0004

Per Fam Rooms 0 R Amount

Housing information
266



Number of Persons

Enter the number of persons who reside
in the house,

Fam
Number of Families
Enter the number of families who reside
in the house,
Rooms
Number of Rooms
Enter the number of rooms in the house,
0
) Owns house
Enter a " " if the house is being
purchased,
R
Rents house
Eanter a " " if the house is reunted,
Amount
Amount

Enter either the monthly mortage payment
1f the client is buying or the monthly
rental amount if the client is renting.
The amount should be entered in whole
Egyptian pounds (LE),
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Amcunt lst

Exauple: LE 2,655 0 0 0 13

2nd

Income data

Amount

1st

2nd

Transportation

Amount of Income

Enter the amount of income from all
sources received on a monthly basis
by the family,

First or Primary Source

Enter the one digit ccde which identifies
the primary source of the family's
monthly income,

Second or Secondary Source

Enter the one digit code which identifies
the secondary source of the family's
menthly income,

Transportation to Social Unit

Enter this number in the box,., if... this
is the case:
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1 Walk -the client walked most of the
way from a residence or place
of work to the sccial unit,

2 Taxi -the client rode in a taxi,

3 Bus | -the client rode in a public
transportation system bus,

Private car -the client rcde in or drove a
private automobile or truck,

Animal back -the client rode on the back
of an animal,

Train -the client rode on the train
the majori ty of the distance
to the social unit,

7 Other -other means of transportation
were utilized by the client,
e.g., boat, ambulance or hand
carried,

Source of Referral

Referral

Scurce

Enter this number if this is the case

in the box

1 Self - the client was not referred to
your agency by anyone,
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Family -the client was referred to your
agency by a family member,

Friend -the client was referred to your
agency by a friend,

Related to -the client has been part of your

ongoing Service regular caseload and you are re-
ferring the client for another
service at another agency,

Agency, specify -the client was referred to you
by another agency. Enter 5 in the
box and then name the agency on
the line below,

Address of Family

Enter the complete street address as well
as the other information requested oa the
form as part of the address,

Sex of Family Member

M - Male
I' - Female

Enter the one digit code for the appropriate
sex in the single box,
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Relationship of Family Members

Relationship

Religion

Military
Status

I—d

Enter one of the following codes in the box
to indicate the relationship of the family
members,

1- Husband 6- Grandmother

2~ Wife 7- Father

3- Son 8~ Mother

4= Daughter 9- Other - includes relatives

5- Grandfather not specified in
this 1list,

Religion of Family Members

Enter. one of the following codes in the boxes
to indicate the religion of each family member,

1- Moslem 3~ Jew
2- Christian 4~ Other

Military Status of Familv Members

Enter this soolf ..o this is the case:
number in the
box,

Active - the family member is on
: military duty,
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2 Completed - the family member has served
in the military and fulfilled
the military obligation,

3 Deferred - the family member has a
] deferment from military
authorities,
4 Not obligated - the family member is disabled

or has no military obligation
under current laws,

Marital Status of Family Members

Marital
Status
Enter the family member's current marital
status by entering the correct code in
the box,
Never Married
farried
- Divorced
4- Separated
5~ Widowed
Educational Status of Family Members
Education

Enter the code which represents the highest
educational level achieved by each family
member,

1- None

2- Primary

3- Preparatory

4- Secondary

5- Vocational

6~ Higher Institute

7- University
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Occupational Status of Family Members

Occupatdi on
Enter the ccde of the category which
most closely represents the occupaticnal
area for each family member,
1- Farming
2- Goverrment Service
3= Private Professional
4~ Non-govermmental Clerical Services
5- DMNon-professional Personal Services
6- Other (Specify )
7- Merchant
8- Housewife
9- Laborer
Literacy Skills of Family members
Literacy
Enter the code of the highest literacy
skill level of each fawily member,
1l- Illiterate
2- Ready only
3- Read and Write
Member's FProbiem/Need
Problem
or Enter the number of the general problem/
Need need area you and the family member
consider appropriate from the following
list:



Type

O0lL-
002-
003-
004-
005-
006~
007-
008-
003-
010-
011~

012-
0l.3-
014~
015-
016~
017
018~
019~
020-
021~
022~
023-
024~
025-
026-

Problem/Need Categcries

Money

Housing

Food

Clothing

Over population

Insufficient employees for public services
Unmet health needs/personnel hygiene
Lack of adequate health service

Lack of Social care

Illiteracy

Inadequate educational services
(Quality and Quantity)
Recreation/sport

Irrigation

Other agricultural problems

Family feud - Fight between families

Trauspori (roads, unplanned rvads, buses,etc)

Communications (Telephone ,telegraph,mall)
Water (drinking)- Personal

Waste water disposal/sanitation
Electricity

Rubbish/Litter

Inadequate religious services
Drugs/Alcohol

Non planning for roads

Abuse by Goverument employees

Other

Types of Service Provided

Enter the three digit code which represents the
actual service provided to each family member,

Date of Service Provision

Enter the day and month of service provision,

Ixample: Service rendered on 5 April
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Instructinns for Completing the
Client Intaks, Referral & Service History

General Rules:

|
[

Use a ballpoint pen on a hard surface,
Draw a line through any boxes deliberately left
empty because:

(a) the client does not want a particular entry
recorded;

(b) the information to complete the entry is not
known,

Enter all letters of a name starting with the left
hand box, Leave the remaining boxes empty,

Enter all numbers so that the last number appears in
the right hand box, Fill in any previous boxes with
zeros,

When amounts are expressed in Egyptian pounds (LE)

they are rounded to the nearest whole pound,i,e,
L.E, 1,510=L.E, 2,000, L.E, 1.490 = L.E, 1,000,
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Case Number

Enter the client's Personal Identificaticn Number as
written on the ARE Perscnal Identity Card, If the
client is under the age of 16 use the number of the
adult member on whose card the client is listed,

Day Monith Year

Today's Date

Use two boxes each for the day, the month and the year,
If the day or month is only one digit, precede that
number with a zero,

Example : Enter March 4, 1980 as: 0O 4 0 3 8 ©

Social Unit

Enter the four digit code for your social unit,

Example : Shobra ELl Namia = 4 0 0 0 4

Per Fam Pooms 0 R Amount

Housing Irformati on
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Per

Fam

Rooms

Number of Persons

Enter the number of persons who reside in
the client's house,

Number of Families

Enter the number of families who reside
in the client's house,

Number of Rooms

Enter the number of rooms in the client's
house,

(If the client is not responsible for
the family housing costs, do not complete
the "Owns, Rents and amount'),

Owns house

Enter a " " 1f the house is being purchased
by the client,

Rents house

Enter a " " if the house is rented
by the client,
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Anount

Amount

Amount

Enter either the monthly mortgage payment
if the client is buying or the monthly
rental amount if the client is renting,
The amount should be entered in whole
Egyptian pounds (LE),

Example : L,E, 2,655 0O 0 0 3

¢ 2nd

Income Data

Amount

lst

2nd

Amount of Income

Enter the amount of income received on
a monthly basis by the client,

First or Frimary Source

Enter the one digit code which identifies
the primary source of the cleint's monthly
incone,

Second or Secondary Source

Enter the one digit code which identifies
the secondary source of the client's
monithly income,
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Number

Name

Type

Street Address

Enter the number so that the last number
appecars in the last box, Fill in the

A

Number

Street Number

empty boxes with zeros,

Example : 41 Mahassin 0O 0 O
Name

Street Name

Enter the name from the left

Example : Mahassin MA HA S S IN
Type

Street Type

Enter the appropriate abbreviation,

Al- Alley PX - Parkway
AV- Avenue PL - Place
BL~- Buulevard D - Road

CR- Circle SQ - Square
CT- Court ST - Street
DR- Drive TR - Terrace
HW- Highway TK - Turnmpike
LN- Lane
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FLAT

Markaz

District/village

Flat Number

Enter the flat number so that the last
number appears in the last box, Fill
in the empty boxes with zeros,

Markaz of Residence

Enter the first five letters of the
Markaz,

Example : Tanta T A N T A

City

District or Village

Enter the first five letters of the
district or village,

Example: Damanhur D A M A N

City
Enter the first six letters of the city,

Example: Cairo C A I R O
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Governate

Governate

Enter the first five letters of the
governate,

Example: El Gharbiyah E L G_H

Name of client

The client's complete formal name is
entered on the form, beginning with
the first name, This name must agree
with the client's name as written on
the ARE Personal Identity Card.

Day Month Year

Birth Date

Birth Date

The birth date of the client is entered
in the proper sequence using two boxes
each for the day, month and year, If
the day or month is only one digit,
precede that number with a zero,

Example: 5 April 1980 _ 0 5 ©0 4 8§ O
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Sex

Religion

Military

Sex

M - Male
F - Female

Enter the one digit code for the appropriate
sex in the single box,

Religion

Enter one of the following codes in the boxes
to indicate the religion of the client,

1- Moslem
2~ Christian

Military Status

3- Jew
4~ Other

Enter this number ,,,.if...This is the case:

in the box .

Active

Completed

Deferred
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-the client is on military
duty,

~-the client has served in
the military and fulfilled
the military obligation,

-the client has a deferment
from military authorities,



4 Not Obligated -the client is disabled or
—_— has no military obligation
under current laws,

Marital Status

Marital Enter the client's current marital status by entering
Status the correct code in the box,

1l- Never Married
2- Married

3~ Divorced

4- Separated

5= Widowed

Educational Status

Educational Status

Enter the code which represents the highest
educational level achieved by the client,

1- None

2- Primary

3- Preparatory

4~ Secondary

5- Vocational

6~ Higher Institute
7- University

Occupational Status

Occupation

Enter the code of the category which most
closely represents the occupational area for
the client, :
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l- Farming
' 2- Government Service
3- Private Professional
4- Non-governmental Clerical Services
5- Non-professional Personal Services
6- Other (Specify )
7- Merchant
8- Housewife
9- Laborer

Literacy Skills

|

Literacy Enter the code of the highest literacy skill
Skills level of the client,

1l- TIlliterate
2- Read only
3- Read and Write

Transportation to Social Unit

Transportation

Enter this number, ,if. . .this is the case:

1 Walk -the client walked most of the
- way from a residence or place
of work to the social unit,

Taxi -the client rode in a taxi,

[~ ]

Bus -the client rode in a public
transportation bus,

|« |

Private car -the client rode in or drove a
private automobile or truck,

| =
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[

Animal back -the clien~* rode on the back of
an animal,

|

Train -the client rode on the train
the majority of the distance
to the social unit,

Other -Other means of transportation
were utilized by the clierit
€.g,, boat, ambulance or hand
carried,

|~

Source of Referral

Source of Referral

Enter this , , , if, « o this is the case
number in the box

Self ~-the client was not referred to
your agency by anyone,

|~

[~

Family -the client was referred to your
agency by a family member,

[ <]

Friend -the client was referred to your
agency by a friend,

Related to ongoing - the client has been part of your

service regular caseload and you are re-
ferring the client for another
service at another agency,

[+ |
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5 Agency, Specify -the client was referred to you by

Problem

another agency, Enter 5in the box
and then name the agency on the
line below,

Client's Problem/Need

Enter the number of the general problem/need
area you and your client consider appropriate
from the following list,

001- Money
002~ Housing
003- Food

004~ Clothing
005- Over population
006~ Insufficient employees for public services
007- Unmet health needs/personnel hygiene
008- Lack of adequate health service
009- Lack of Social care
010- TIlliteracy
Ol1- Inadequate educational services
(Quality & Quantity)
012- Recreation/ sport
013- TIrrigation
0l4- Other agricultural problems
015- Family feud - Fight between families
0l6- Transport (road, unplanned roads, buses,etc,)
017~ Communications (Telephone, telegraph, mail)
018- Water (drinking) - personal
0l9- Waste water disposal/sanitation
020- Electricity
021- Rubbish/Litter
022- Inadequate religious services
023- Drugs/Alcohol
024- Non planning for roads
025- Abuse by Govermment employees
026~ Other
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Service
Gap
Yes No

Service Gap

Enter the appropriate code to indicate the
status of service gaps in the services
delivery system,

1-

2=

N/A mans that there is not a service gap.

Client ineligible - refers to a situation
where the service sought is available but
the client does not meet eligibility re-
quirements,

Inaccessible -~ refers to a situation

where the service sought is provided in the
area and the client is eligible, but for
some physical reason can't get to the site
that offers the service, For example ,the
client might not have transportation or is
bedridden and unable to leave the house,

Exist, but unavailable - refers to a
situation where the service, although
being provided in the area, cannot be
obtained as quickly as it is needed .

For example, an elderly man needs to enter
a nursing home by April 6th, but no beds
will be available until April 17th,

Does not exist in community - refers to a
situati on where a service is known to the
social unit, but there are no service sites
which provide the stated service,

Other, specify,

Service Delivered in Social Unit

Enter a " " in the appropriate block to
indicate if the service requested by the client
was furnished solely by the social unit,
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Yes No Client referred by Social Unit

Enter a " " in the appropriate block
to indicate if the client was referred to
another agency of services,

Services Provided to client

Services
Provided Enter the three digit code which represents the
service (s) provided to the client,
Completed
Comp leted Enter the date on which all services are

completed for each of the identified problems/
needs, Enter the date in day, month, year
sequence,

Referral Plan
Complete the form with the information
requested. The social unit services inventory

and provider listings should be consulted
for the necessary data,
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Instructions for Completing the
Referral /Feedback Card

When a client has been referred b

for services,

y the MSA to your agency
a Referral/Feedback Card will be sent with

a copy of the Client Intake, Referral & Serviwce History,

L,

Date - Enter today's date in the six boxes provided,

Example: 7 January 1980

070180

Referral Qutcomes - Check one of the indicated responses,
The definitions of each response is as follows:

Check This Box ... If

Service Provided

Service Pending

Ineligible for Service,

Service not offered

at this Agency

Service Requested on
Referral Form not
needed by the Client,
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This is the Case:

The client was provided
the services,

The client has entered
into formal eligibility
determination and the
case is pending,

The client was determined
ineligible for the service,
before or after an application
was taken,

The service was not provided
because your agency does
not offer that service,

You and/or the client does
not feel that the service
for which the client was
referred is needed,



6. Additional Service During your interview,

Provided Here, you

learn that the client

needs an additional service,

7. Referred to Another The

client needs to be

Agency, referred to another
agency for service, 1In

the

line below the box,

enter the name of the Agency,

8. No Additional Problenm, The
any
one
was

3. Agency Name - Write the came of your

4, Social Worker - Write your name,

client does not need
service other than the
for which the client
referred,

agency,

5. Return the completed Form to the referring social unit,

If the client has lost or forgotten the Client Intake,
Referral & Service History and/or the Referral /Feedback

Card, complete one of the blank cards fur

nished by the

MSA. 1In this case, the case number space should be left

blank,
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Instructions for Complecing
the Master Case Contrcl Card

A Master Case Control Card is prepared for each

client who is served by the Social Unit. Enter

the client's formal name and case number on the
card,
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Instructions for Completing the

Master Client Control Card

Each person who becomes a client of the social unit must
have a Master Client Control Card completed. The Family
Profile and Service History is the source of most of the
data required for this card. The Payment Register Number and
the Applicant Register Number are taken from the Social
Insurance records maintained at the social unit. The Cross

Reference Name is used to locate a variant of the same name,

Service Plan Data

This data is taken from the Client Intake, Referral and

Service History form.

Financial Aids

If the client is also receiving financial aids from the
Ministry of Social Insurance, Ministry of Social Affairs
Or a private association, the information from these records

is entered on the card.

292



Instructions for Completing the
Appointment Follow-Up Card

1) Write the client's name in the space provided.

2) Enter the client's case number from the Client Intake
Referral & Service History or the Master Case Control
Card,

Day Month Year

Appointment Date

Enter the future appointment date given by the worker to the
client, The card entry should be in pencil,

Purpose of Appointment

The major purpose of the appointment is entered:

Example: '"'Social Research"

Date

Day Month Year
The actual date the client kept the appointment, This date
may differ from the Appointment Date originally assigned,

If the client did not keep the agreed appointment date, the
actual date should be entered in this block,

Status

The outcome of the appointment is entered in terms of
completed, missed, failed to show, etc,
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Remarks

Enter any remarl’s which will clarify the appointment status
or explain why a client could not keep the appointment,
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Instructions for Completing the

Case Referral Followup Card

This card is used to track and record the progress and
conclusion of each referral made by the social unit,
It records the follow-up activities of the social unit
as well as providing a case tracking mechanism,

This card must be prepared for each case which receives
a referral from the social unit to another services
provider, The cards are to be kept in chronological
order by the 'Due Date", The '"Due Date'" is the optimum
date by which the service should have been provided

and reported by the agency to which the client was re-
ferred, The '"Due Date" is set by the social worker,

The "Referral Appointment Date'" is taken from the Re-
ferral section of the Client Intake, Referral & Service
History. It is the exact appointment date of the client
at the agency to which the referral was made, It is
always precedent to the '"Due Date'",

When a Referral / Feadback card is received from an
agency to which a client has been referred a " "
mark is placed in the column marked " " by the re-
ferral outcome and the referral outcome is noted on
the card,

Example: If the Referral/Feedback Card indicates
that the service was provided, a " "
mark is placed in the " " column
opposite and " Service Provided is
entered as the referral outcome,

Service Provided
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The date on which the initial referral decision with
the client is recorded in the "made" column across
from the " " mark, This is the date the Client
Intake, Referral & Service History was completed,

The date the referral was completed by the agency to
which the client was referred is entered in the
"Comp'" column across from the " " mark,

If the social unit contacts the agency to which the
client was referred, the date is noted in the
"Contact'" column,

The date on which the social unit completes the
follow-up activities is entered in the "Comp" column,
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Instructions for Preparing the

Weekly I&R Statistical Data Worksheet

The Weekly I&R Statistical Data Worksheet is used to prepare
the Summary I&R Statistical Data Report. The social unit name
and number as well as the week ending date must be entered on
the form. Each of the data elements on the Client Intake,
Referral and Service History form must be tallied on the form,
A counting mark is made on the tally space fof each item as

it occurs. At the end of -the week, the totals are transfered

to the Summary Information and Referral Statistics Report.
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Instructions for Preparing the

Summary I&R Statistics

fach of the weekly totals accumulated on the weekly I&R
Statistical Data Worksheets is posted onto this form. The
social unit name and code number as well as the year are
entered on the form. The form is designed for a vear's
reporting. The correct monthly names must be entered on the
column headings. The correct dates must be entered under the
number of the week, e.g., week 1 that starts on the lst and
ends on the 3rd, would be'written as "1/3." The percentage

of the components to the total of the category must be calcu-

lated each month.
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WEEKLY | & R STATISTICAL DATA WORKSHEET

““SOCIAL UNIT

WEEK ENDING DATE

DESCRIPTION

TALLY

TOTAL
NUMBER

NUMBER OF CLIENTS

HOUSING INFORMATION

NUMBER OF PERSONS

NUMBER OF FAMILIES

Wl

RENT

INCOME (lst)

EMPLOYMENT

SOCIAL SECURITY

SOCIAL INSURANCE

PENSION

PUBLIC ASSISTANCE

OTHER

INCOME (2nd)

EMPLOYMENT

SOCIAL SECURITY

SOCIAL INSURANCE

PENSION

PUBLIC ASSISTANCE

OTHER

REFERRAL SOURCE

SELF

FAMILY

FRIEND

ONGOING

AGENCY

TRANSPORTATION TO S.U.

WALK

TAXI

BUS

PRIVATE CAR

ANIMAL BACK
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WEEKLY | & R STATISTICAL DATA WORKSHEET

|

“SOCIAL
. UNIT WEEK ENDING DATE

DESCRTION . TALLY TOTAL
NUMBER

TRAIN

OTHER

PROBLEM

MONEY

HOUSING

FOO0D

CLOTHING

OVER POPULATION

INSUFFICIENT EMPLOYEES FOR PUBLIC SERVICE

UNMET HEALTH NEEDS/PERSONAL HYSIENE

LACK OF ADEQUATE HEALTH SERVICES

LACK OF SOCIAL CARE

ILLITERACY

iNADEQUATE EDUCATIONAL SERVICES

RECREAT ION/SPORT

IRRIGATION

OTHER AGRICULTURICAL PROBLEMS

FAMILY FEUD-FIGHT BETWEEN FAMILIES
TRANSPORT

COMMUNICATIONS

WATER (DBINKING)-PERSDNAL

WASTE WATER DISPOSAL/SANITATION

ELECTRICITY
RUBBISH/LITTER

INADEQUATE RELIGIOUS SERVICES

ORUGS/ALCOHOL

NCN PLANNING FOR ROADS

ABUSE BY GOVERNMENT EMPLOYEES

OTHER
SERVED IN SOCIAL UNIT

YES

L. NG
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WEEKLY | & R STATISTICAL DATA WORKSHEET

SOCIAL UNIT WEEK ENDING DATE
DESCRIPTION TALLY TOTAL
) SS— NUMBER
REFERREL
YES -
NO
SERVICE GAP

NOT APPLICAPABLE

INELIGIBLE

INACESSABLE

UNAVAILABLE

NONEXISTANT

OTHER

SEX

MALE

FEMALE

RELIGION

MOSLEM

CHRISTIAN

JEW

OTHER

MILITARY STATUS

ACTIVE

COMPLETED

DEFERRED

NOT OBLIGATED

EDUCATION

_NONE

PRIMARY

PREPARATORY

SECONDARY

VOCATIONAL

HIGHER INSTVITUTE

UNIVERSITY




WEEKLY | & R STATISTICAL DATA WORKSHEET

SOCIAL UN
T WEEK ENDING DATE
DESCRIPTION TALLY TOTAL
[ occuraTiON NOMBER

GOVERNMENT SERVICE

PRIVATE PROFESSIONAL

NON-GOVERNMENTAL CLERICAL SERVICES

NON-PROFESSIONAL PERSONAL SERVICES

OTHER

MERCHANT

HOUSEWIFE

LABORER

LITERACY

ILLITERATE

READ OKLY

READ AND WRITE
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SUMMARY |8& R STATISTICS

| :
SOCIAL UNIT YEAR :
MONTH MONTH MONTH MONTH MONTH MONTH TOTALS
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EMPLOYMENT

SOCIAL SECURITY

SOCIAL INSURANCE

PENSION

PUBLIC ASSISTANCE

OTHER

INCOME (2nd)

EMPLOYMENT

SOCIAL SECURITY

SOCIAL INSURANCE

PENSION

PUBLIC ASSISTANCE

OTHER
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SOCIAL UNIT

SUMMARY

| & R STATISTICS

YEAR
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SUMMARY 18& R STATISTICS

' | 1
SOCIAL UNIT YEAR
1AJRTH MONTH MONTH MONTH MONTH MONTH TOTALS
DESCRIPTION 112151215 TcTal [1]213la]s]ToTaL|t]2]3]a]5 zcTaL [112]3]a]s|TOTAL [1]2]3}4]5ITOTAL [1]2]3]A(DITOTAL] 6 MO. § 12 MO.
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UMMET HEALTH HEEDS/PERSONAL HYGIENE

LACK OF ADEQUATE HEALTH SERVICES

LACK OF SOCIAL CARE
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IMADEQUATE EDUCATIONAL SERVICES

G0t

RECREATIOHN/SPORT

IRRIGATION

OTHER AGRICULTU"AL PROBLEMS

FAMILY FEUD-FIGHT BETWEE™ FAMILIES

TRANSPORT

COMMUNICATIONS

WATER (DRINKING)-PERSONAL

WASTE WATER DISPDSAL/SANITATION

ELECTRICITY

RUBBISH/LITTER

1HADEQUATE RELIGIOUS SERVICES

DRUGS /ALCGHOL

NON PLAKNING FOR ROADS

ABUSE BY GOYVERNMENT EMPLOYEES

OTHER




SUMMARY &R STATISTICS

SOCIAL UNIT

YEAR

MONTH MONTH
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SUMMARY |&R STATISTICS
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SUMMARY |&R STATISTICS

SOCIAL UNIT YEAR
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APPENDIX VI

Chapter 6

Private Associations
Supervision



A rReport To Review The Accounts Of A Society
: Financial Year

Name of Society: Address:
No.of Month & Date of registering: Field of wory:
Name of visitor & Post: Date of visit:

Date of previous visit:

& purpose:

FIRST:The sides of actual activity as state in the list:
1-
2-
3-
.

SECOND:The sidesof actual activity during the financial vear:
- Kind of Activity:
- Number of those with benefit:

The remarks of the financial auditor on the societv's
activity and how far are they apolied to the aims.

THIRD:Membership & Contributions:

- Number of Members:

- Contribution's Class:

- Total of Contributions during the vear:
Remarks of the financial auditor on payment.

FOURTH:Names of Used Registers:

Degree of application to the ministerial decree number 75 in
1966 concerning registers which should be kept and remarks of
the financial auditor on the stamps, sufficiencv- order and the
way of registering in these registers.............. etc
( The validity of the administration's concil's meetings and
its decisions).
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TIFTH:Cash receipts and disbursements:

It includes all the sums of money paid to the society and
the spent money during the year and if they belong to a previous
of coming year.
l- Files' Revision:

The files of the whole year in the societies whose accounts
are not checked by legal auditors are reviewed bv the seshni
method. The reviewed months are to be indicated unless the
auditor thinks that the files of the whole vear should be
revised.

2- The Result of the Files Revision.

SIXTH:Expenditure & Revenue:

1- The result of the expenditure & income's revision to include
the expenditure & income of the financial vear & exclude the
building & furniture's expenditure.

2- To divide the expenditure & income into the following
chapters. The auditoris to prepare this list if it is not
prepared.

A. Income:
Private income: (contributions - membership fees).
Government Aids:(From the ministry & other destinations)
Work income: (to be indicated).
Other income:( to be indicated).

B. Expenditure:
Services expenditure:( to be indicated).
Work expenditure : ( to be indicated).

Administrative expenditure :(to be indicated)
Other expenditure: (to be indicated)
C. The increase of expenditure than income or the opposite.

SEVENTH:The General Budget - Balance Sheet:

A result of the revision of the financial position of the
society at the end of the vear, comparing it with the previous
year and knowing the bank's name and number of the societv's
account,

EIGHTH:

The date of the general assemblys submission of the final
accounts and general budget,

NINTH: Safe stocktaking:
The safe is checked during the visit and compared with the

reglstered accounts to make sure that the ]oan is not more than
the allowed money.
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TENTH:Store inventory:

Stores are checked during the visit,also the storing system,
used registers & method of register.

ELEVENTH:

The internal list >rodyerias date of submission & remarks of
auditor.

TWELVETH :

Remarks & directisiis which are to be excuted, what is excuted
during the visit under the supervision of the auditor.

THIRTEENTH:

Previcus remarks, dates of their report to the societv,
dates of reply and what is excuted and what is not till the
visit's time.

FOURTEENTH:

General status of the society(good - satisfactorv -
unsatisfactory)

ON......./..... looo. Inspector's signature

General directions.

1- All societies financed or not are to be directed to the
necessity of accounts's preparation(pavment - income -
budget) .

2- The auditor is to enclose acopy of the accounts with this
report and a copy of the general budget. He is to sign
them and to show that he has reviewea them and they are
correct. _

3- In case of expenditure oY income'S increase than LE 1000
we should make sure that the final accounts are checked bv
an auditor. )

4- During expenditure's revision we make sure of the vegulations
correctness.

5- We should make sure of the correctness of counting the
collsuming's sums which are take.

6- If the societv received an aid to construct a specific
project,an account is registered to show the proiect's
income and expenditure in detail.The steps which are accomplished
in the project are referred to till the visit's time.
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7~

10-

A list of the names of workers in the society is enclosed
with the report ryeir posts, qualifications,salaries and
dates of their appointments are stated in the list. The
auditor is to write his remarks to show the degree of
efficiency. The auditor is to make sure of the societv's
partnership in the society and social security payment of
taxes, deputation of 1individuals to work in that society
and the submission of government.

The auditor is to statehis viewpoint and not to suffice
himself with the items in the form. He is to check all the
works of the society and explain his remarks to the
responsibles.

The auditer is to handle this report to the modvria within
three davs after the visit.His remarks are to be sent
within a week.

The auditors's visits are to be paid for the finonced societies
and the societies which are not. Their second visit is to
follow up the excution of their remarks.
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ELE

Register of Administration Council

Number of members of the administration council:
Field of work:

No.of month & date:

Addres:

Name of society:

f
Date of Revision of Sammary of Date & number Number Date of
Remarks . informing the ! the meeting's | & the meeting of !
: modyria : decision decisions agenda attendants : meeting
H : ' !
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THE MODERIA OF SOCIAL AFFAIRS

A REPORT OF SOCIAL INSPECTION

Name of visitor:
Job of visitor:

Dates of-previous visits:

FIRST: GENERAL INFORMATION:

Name of society:
Date of establishment: Address:

Phone No, : Description of place:

Society field of work:

SECOND: THE SOCIETY'S STATED AIMS:

Excuted aims - non-excuted aims - reasons for non-excution:

THIRD: PHASES OTF ACTUAL ACTIVITY DURING THE LAST
TINANCIAL YEAR: (WHICH YEAR)

Activity Those who benefit Service costs
(Immediate costs, Manage-
ment & General costs.)
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- The
far

- His
the

inspector“s remarks about the society's activity and how
it is applied to its aims. ' :

viewpoint in the level of each activity; the place comnveniency,
standard of activity doers and their effeciency and the sug-

gestions to raise the standard.

FOURTH: MEMBERSHIP & CONTRIBUTIONS

- Membership conditions

- Monthly or annual contributions

- Report written to moderia and regional society about membexrship
status every 3 months

Datce of
Membership

Paid contribution | Percentage
Number of till the end of of paid
Registered members|the financial year | contribution Remarks

1974 | 1975 [1976

- The inspector's remarks about the membership, its development,
contributions and the degree of regularity in their collections.

- The

or to stop the membership in case of violating any of the condition:
FIFTH: THE GENERAL ASSEMELY

of the previous meeting. How the meeting is by regulations and the
paid contributions and the number of attendants. The meeting's place
were the managers and regional unions informed before the meetinag?

Was the unit informed with the meeting's agenda?

degree of society's oblication in membershio: i.e. to accent

Date of the last meeting of the general assembly and date
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THE GENERAL ASSEMBLY'S DECISIONS AND THEIR REMARKS

SIXTH: THE ADMINISTRATION'S COUNCIL

The formation of the council and remarks on this formation.

The council's members

' Post in Date of joining |Period of
NAME the council the-assembly Membership Job {Remarks

- The council's meeting during the last year. Does it meet each
month? The council's decisions and their excution—Inform of the
social unit and the regional union during a week from the meeting
date.

- Attendance compensation and any cash paid to the council's members.

- To report the membership candidates' names in the general societies,
social welfare socicties before thirty days of the electiom.

- The obligation of the council's administration in excution in the
field of the submitted subject project.

SEVENTH: COMMITTEES

Names of committee's , specialization, meetings, remarks on
the activity and the result of reading the registers.

EIGHTH: THE SOCIETIES' REGISTERS

1- The Administrative Registers

The registers of membership and contributions., The registers
of workers, stores, etc. 316




2- Social Registers

The register of the administration council. The register
of the general assembly, the register of AIDS and the register
of activity,

3- The Financial Registers
The register of income and expenditure, the register of
Bank, register of the box, etec.

Are the registers stamped and numbered? Are they kepnt in
the society? Are they in order?

GE - “RAL OBSERVATIONS OF THE INSPECTOR

NINTH: INCOME AND EXPENDITURE IN THE LAST FINANCIAL YEAR

- Summary of income and expenditure in the last financial year.
- The stock at the end of the year.

- Date of the submission to the general assembly of the final accounts.

TENTH: THE SOCIETY'S INTERNAL REGULATIONS

Are there any? Date of its submission to the general assembly
and Moderias.

ELEVENTH: THE VOCATIONAL SYSTEM

- The excutive manager (name - qualification and experience)

- A list of the permenant and deputed employees (the submission of
their work destinations on their deputation) :

Qualification - salary and bonus - period of work.

The payment of social insurance.

TWELVETH: THE SOCIETY'S CORRESPONDENCE

Letters sent - letters received and keeping of letters and

the inspectors's remarks,
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THIRTEENTH: PREVIOQUS INSPECTION'S REMARKS

- Date of the last visit, name of visitor and his position.

- List of previous remarks.

- Date of sending them to the society.

What's excuted and what's not and causes,

FOURTEENTH: REMARKS

- The excuted remarks during the visit.

- The remarks which are asked to be excuted,

- Date of writing the report.
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oLE

The register of society's visit

. Number of
The society's name: Address: Number of month: . Field of work: Activity: those who benefit
Date of Dates of Dates of
. visits sending sending the
Name of ‘ Teports to ‘remarks to
the visitor | Position |From | to Time of visits | the moderia the society REMAREKS Serial

No. { Date No. |Date




0¢ct

Name of society:

of month and-date:

Address: No. Field or work:
Date Number of |Date of in-
: of sending Number of Jas the attendants | forming the
Kind of meeting| the meeting| Date Summary who have tmeeting meeting
agenda to and place |[of the the right Jat sche- [In Proxy agenda to
Year | Ususal | Unususal| the Unit of meeting|agenda to attend ggigd Person the Unit




LZe

Register of administration council

Address:

f
i
i

1
'

Now of members:
of the administ-~

Name of society: No. of month & date: Field of work: ration council:
) Date of
Date of | Number of agenda register| Summary of the Revision of | informing
Serial No.| meeting | attendants in social Unit | meeting's decisions| decision the moderidR EM A RK S
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