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ECUTIVE SUMMARY

Mr. James Williams, Associate Director, International
Health Programs (IHP) and Ms. Karen Gridley, IHP Consultant,
conducted a Family Planning (FP)/Oral Rehydration Therapy
(ORT) /Community Health Education (CHE) Clinic Management and
Supervision (M/S) workshop for 18 senior level staff from
the Lagos State Ministry of Health (MOH), Health Management
Board (HMB) and Local Government Areas (LGAs) from
August 24 - September 4, 1987.

The goal of the workshop was to create a group of

clinic supervisors, tutors, state training team members

(STT) and section heads capable of managing, supervising and

evaluating FP/ORT services within Lagos State's Goverrmental
Health Structure.

A training design was developed by INTRAH/IHP trainers
with input from Mrs. Margaret J. Bodede, Lagos State FP/ORT
Coordinator, MOH. Training activities were coordinated

through the office of Dr. (Mrs.) Patricia Akingbehin,

Director of Preventive Health Services, MOH.

Major findings/conclusions/recommendations included:

1.

Excellent administrative support from the FP
Coordinator's office contributed greatly to the
success of the workshop.

Participants were well chosen. Representatives
from each LGA and major FP service delivery sites
in the MOH form the mid-management core of the
Lagos State FP program.

Future workshops should address integrating FP
into a multi-service clinic context.

While the two-week workshop accomplished its major
objectives, participants had too little time to
practice newly-learned skills and concepts. Fu-
ture management workshops should be scheduled for
three weeks.



-ii-

BCHEDULE OF ACTIVITIES
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August

August

August

August

August
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17

18

19
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21

24

September

August

25

September

September

23

Mr. williams and Ms. Gridley departed
from San Jose 11:20 a.m.

Arrived in Lagos 9:00 p.m.

Met with Mrs. Margaret Bodede, Lagos
State FP/ORT Coordinator, MOH, at the
Ikeja Nursing School.

Met with Ms. Keys MacManus, AID Affairs
Officer, AAO/Lagos and advised her of
training schedule. A formal briefing
was not held.

Picked up training materials at U.S.
Embassy.

Met with Mrs. Bodede. Finalized
training preparations and training
design.

Met with Mr. B. G. Sadare, Permanent
fecretary, Lagos State MOH.

Worked on training design and materials
with State Training Team (STT) members.

Conducted FP/ORT/CHE Clinic
Management/Supervision workshop.

Met with Dr. Kunle Joseph, Medical
Director, Ikeja General Hospital.

Met with Mrs. Bodede and Dr. c. O.
Oluwole, Chief Consultant, Medical
Statistics, Lagos State MOH and
discussed Training Activity #9.

Closing ceremonies included the
following persons: Dr. C. O. Oluwole,
Dr. O. Petirin, Chief Consultant, Pedi-
atrics, Ikeja General Hospital; Dr. o.
G. Olomdehin, Medical Officer of Health,
Ikeja LGA; Dr. A. O. Fabamwo, Consultant
OB/GYN, Ikeja General Hospital; Mrs. H.
M. Ajayi, Chief Health Educator, Lagos
State; and Mrs. Offiong, Chief Matron,
Ikeja General Hospital.

Ms. MacManus, AAO, was unavailable for
debriefing.
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September 4 Debriefed with Mrs. Bodede. Discussed
(Continued) pre- and post-test results and
participants' reactions to the workshop.

Mr. Williams and Ms. Gridley departed
from Lagos 11:55 p.m.

September 6 Arrived in San Jose 5:30 p.m. via
London.
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POS8 P
The purpose of this trip was to conduct a Family

Planning (FP)/Oral Rehydration Therapy {ORT) /Community
Health Education (CHE) Clinic Management and Supervision

(M/S) workshop for 18 senior clinic managers/supervisors,

tutors, state training team members (STT) and section heads
of the Lagos State Ministry of Health (MOH), Health
Management Board (HMB) and Local Government Areas (LGAs) .

II.
A.

ACCOMPLISHMENTS

A meeting was held with Mrs. Margaret Bodede, Lagos
State FP/ORT Coordinator, upon arrival in Lagos to
review and finalize the training design. The design
was modified to accommodate two additional participants
and to meet expectations expressed by Mrs. Bodede.

A protocol meeting was held with Mr. B. G. Sadare,
Permanent Secretary, MOH, for introductions and to
confirm the training schedule.

A two-week FP/ORT/CHE Clinic M/S workshop was
successfully conducted for 18 MOH/HMB/LGA senior staff
as scheduled.

During the workshop, participants:

- developed a set of guidelines for FP Program
Management in Lagos State;

- applied the principles of M/S to problems in their
work setting;

- designed strategies for supervising personnel
under their charge;

- worked cooperatively in the resolution of problems
with fellow FP program managers;

- applied techniques for presenting complex
information in a concise, visual format;

- applied techniques for staff problem-solving; and



- applied management tools to aspects of clinical
operation.

E. A meeting was held with Dr. C. 0. Oluwole, Chief
Consultant, Medical Statistics, MOH, to determine
purpose and objectives for Recording/Monitoring/
Evaluation workshop, Activity #9.

F. Trainers' debriefing meeting was held with Mrs. Bodede
following the workshop to evaluate accomplishments,
recommendations and follow-up activities.

G. Due to the unavailability of the AID Affairs Office
(AAO) staff no debriefing was held .

IIT. BACKGROUND

This is the eighth in the series of activities to be
conducted under the INTRAH/MOH contract. Because the goal
of the Lagos State MOH is to provide FP/ORT services in all
government health facilities, it was considered important to
increase the M/S skills of those FP program managers who
represent various administrative structures in which FP

service delivery sites are located.

In order to continue program momentum in Lagos State,
INTRAH has agreed to support further training activities to
end by March 1988. These workshops will be planned and con-
ducted by the STT in order to train more FP clinical service
providers and CHE workers. Participants in this M/S work-
shop will provide the administrative structure in which the
newly-~trained providers and workers will deliver FP/ORT

services.

IV. DEBCRIPTION OF ACTIVITIES

A. There was no formal briefing with Ms. Keys MacManus,
AID Affairs Officer, AAO/Lagos, prior to the communce-
ment of the workshop. However, the AAO was advised
unformally that the workshop was being conducted as



scheduled. During those conversations, it was planned
that Ms. MacManus would visit the workshop, but
unfortunately she was unable to do so.

Reference books for the workshop, shipped from INTRAH,
were picked up at the U.S. Embassy before the workshop
began.

The INTRAH/IHP trainers and Mrs. Bodede inspected
workshop site and materials and supplies were ordered
several days before the beginning of the workshop. The
trainers and Mrs. Bodede also reviewed the workshop de-
sign and schedule and made revisions to accommodate the
expectations of the participants.

The workshop began August 24 and ended September 4,
1987. 1In addition to eight FP managers from the 1GAs,
participants included tutors from the School of Nurs-
ing:; Lagos State FP/ORT Program Coordinator; two STT
members; and four FP Clinic Managers from state hospi-
tals. Four of the 18 participants were physicians; 14
were nurses (Appendix B).

Training was conducted in the classrocoms of the
Contemporary Nursing Education Division of the Ikeja
School of Nursing on the grounds of the Ikeja General
Hospitai.

During the first week of the workshop, participants
concentrated on writing "Guidelines for Family Planning
Program Management in Lagos State." This document was
developed by the participants %o guide them and other
program managers in planning, managing and evaluating
FP services. The second week of *he workshop was
devoted to increasing participants' skills in problem-
solving, evaluation and supervision.



V.

A‘

The "Guidelines" document was typed, reproduced and
distributed to participants, MOH officials and the FP
Program Office (Appendix I).

A meeting was scheduled with Dr. C. 0. Oluwole and Mrs.
Bodede to discuss the purpose of Activity #9,
Recording/Monitoring/Evaluation workshop with the out-
come being to request INTRAH to cancel Activity #9 and
transfer finances budgeted for Activity #9 to support a
refresher and upgrading Training of Trainers (TOT)
workshop for the STT. Further recommendation was made
to develop or adapt FP service delivery protocols as a
part of the TOT workshop.

Upon completion of the workshop, a debriefing was held
on Friday afternoon, September 4 with Mrs. Bodede.
Results of the pre- and post-tests, participants' reac-
tions and suggestions for improving the workshop were

discussed.

The AAO was unavailable for debriefing. A telephone
message was left for Ms. MacManus regarding selection
of participants, content of workshop, logistics and
workshop products.

FINDINGS/CONCLUSIONS AND RECOMMENDATIONS

Administrative/Logistical Arranuements

1. Finding(s)/Conclusion(s)

Pre~training preparations were well-organized.
Invitations had been sent, room arrangements made
and requests for training materials responded to
immediately. During the workshop, administrative
support services were also very good, including
secretarial, duplicating and transportation ser-
vices. This facilitated the trainers' work
greatly. Mrs. Bodede is a competent program
manager.



Recommendation(s)

Mrs. Bodede should be commended for her management
of the program, and future FP program support
should continue to be channeled through her
office.

2. indi s)/Conclusion(s

The training site, a classroom in the Contemporary
Nursing Education Division at Ikeja General Hospi-
tal, is well suited for this type of workshop. It
is clean, airy, well-lighted, maintained and
equipped. However, a disadvantage is the ambient
noise level. The site is located next to the main
generator of the hospital, behind the engineering
shop and under the flight path of the domestic
airport.

Recommendation (s)

Despite the noise level, the classroom of the
Contemporary Nursing Education Division should
continue to be used for training workshops.

B. Implementation of Activities

3. Finding(s)/Conclusion(s)

Participants arrived at the training site at
various times depending on Lagos traffic condi-
tions. Travel time for some participants was as
nuch- as two hours one way.

Recommendation(s)
Future training activities should be designed with

sufficient flexibility to accommodate the
trainees' travel delays.

4. Findina(s)/Conclusion(s)

All participants were middle-level managers and
well-selected for the workshop. Sixteen have
managerial/supervisory or training responsibili~-
ties for the Lagos State FP program.*
Furthermore, members of the group represented all
eight LGAs and major FP clinical delivery sites
for the Lagos State MOH (Appendix B). The Lagos

*Two of the participants manage educational activities,
including FP training.



State FP program staff is serious, well-organized
and committed to the program. Certain partici-
pants, based on the nature of their current roles
and responsibilities and their interest and skills
in program management, could benefit from
additional managemznt training.

Recommendation(s)

The following managers should receive additional
management training:

- Mrs. Margaret Bodede, Lagos State FP Manager;

- Dr. (Mrs.) Faosat G. Adadeji, Medical
Officer/FP Manager, Lagos Island Local
Government; and

- Dr. Taiwo A. George, Medical Officer/FP
Manager, Ikorodu Local Government.

Finding(s)/Conclusion(s)

FP program managers in Lagos State are also
responsible for other health delivery services,
i.e., Expanded Program for Immunization (EPI) and
ORT. The MOH rust often readjust staff time and
work schedules in ordei to accommodate EPI, ORT
and FP among program priorities.

Recommendation(s)

Future management training should address the
question of how to integrate FP into a multi-
service context.

Finding(s)/Conclusion(s)

Lagos State's FP program will expand rapidly.
Within a year's time, the skills and tools which
these managers now possess will need updating to
cope with the magnitude of their tasks.

Recommendation(s)

An advanced management workshop in Lagos State
should be conducted within the next 12 to 18
ronths.

Finding(s)/Conclusion(s)

Participants' feedback and trainers' observations
indicated that two weeks was inadequate time for



participants to practice applying a range of M/S
tools.

Recommendation(s)

Future M/S workshops for FP program managers
should be scheduled for three weeks.

C. Follow~Up of Activity

o
.

Finding(s) /Conclusion(s)

Based on discussions with Dr. Oluwole and Mrs.
Bodede, there was no identifiable need for
Activity #9, Recording/Monitoring/Evaluation
workshop. Mrs. Bodede did however, indicate a
need for a refresher TOT workshop for the STT.

Recommendation (s)

INTRAH should cancel the Recording/Monitoring/
Evaluation workshop, Activity #9 and use funds
budgeted for the workshop to support a refresher
and upgrading TOT workshop for the STT. This
workshop should include development of FP service
delivery protocols.
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Persons Contacted/Met



agos State nist of alth
Dr. (Mrs.) Mosun ADEWUSI, Assistant to Chief Medical Officer
Dr. C. O. OLUWOLE, Chief Consultant, Medical Statistics

Mr. B. G. SADARE, Permanent Secretary

Lagos State Health Management Board

Mrs. Margaret BODEDE, Lagos State Family Planning/oOral
Rehydration Therapy Coordinator, Chief Health Officer

The Pathfinder Fund/Lagos

Mr. Mike EGBOH, Program Officer

AID Affairs Office, U.S. Embassy/Lagos

Ms. Keys MACMANUS, AID Affairs Officer
Mrs. H. O. SHITTA-BEY, Population/Family Planning Program
Specialist

Ikeja General Hospital

Dr. A. O. FABAMWO, Consultant, OB/GYN
Dr. Kunle JOSEPH, Medical Director
Mrs. OFFIONG, Chief Matron

Dr. O. PETIRIN, Chief Consultant, Pediatrics

Others
Mrs. H. M. AJAYI, Chief Health Educator, Lagos State

Dr. O. G. OLOMDEHIN, Medical Officer of Health, Ikeja Local
Government Area
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10.

11.

12'

APPENDIX B
PARTICIPANTS

Mrs. Christiana O. ABIODUN

Assistant Chief Health Sister/State Trainer
Lagos State Health Education Unit

Ikeja

Mrs. Elizabeth 0. ADEBAYO
Principal Nursing Officer/Family Planning Manager
Lagos Mainland Local Government

Dr. Faosat G. ADADEJI
Medical Officer/Family Planning Manager
Lagos Island Local Government

Dr. B. A. ADEGOROYE
Medical Officer of Health/Family Planning Manager
Epe Local Government

Mrs. A. Iyabo AWOTESU
Assistant Chief Tutor, Public Health
School of Nursing Complex

Mrs. Mary B. AYENI
Nursing Sister/Deputy Family Planning Manager
Somolu Local Government

Mrs. Margaret J. BODEDE
Chief Health Sister/State Family Planning Coordinator
Lagos State Health Management Board

Miss Florence 0. ERINLE
Chief Health Sister
Lagos State Health Management Board

Mrs. Adjua FADIPE

Assistant Chief Nurse Tutor
School of Midwifery

Ikoyi

Mrs. Agnes FAWOLE

Principal Health Sister/Community Health Officer
Ministry of Health

Alausa

Dr. Taiwo A. GEORGE
Medical Officer of Health/Family Planning Manager
Ikorodu Local Government

Mrs. D. A. JEGEDE
Nursing Sister/Family Planning Manager
Ikeja Local Government



13.

14,

15.

16.

17.

18.

Dr. (Mrs.) O. A. MAKINDE
Medical Officer/Family Planning Manager
Badagry Local Government

Mrs. Folashade O. ODUTAYO
Matron, Family Planning Unit
Lagos Island Mainland Hospital

Mrs. Comfort M. OGUNYOYE
Senior Nursing Officer/State Trainer
Lagos Mainland Local Government

Mrs. C. M. OLUWOLE
Assistant Chief Nurse Tutor
School of Nursing

Ikoyi

Mrs. Adeline ONASANYA
Senior Nursing Officer/Family Planning Manager
Mushin Local Government

Mrs. Mabel A. OSHODI
Matron/State Trainer
Ikelia General Hospital

v
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Course 1D

INTRAH PRE-POST TEST RESULTS FORM

Trainee Pre-Test Post-Test
Name Score Score
1. Mrs. Christiana O, ASJUDUN 38/4s s
2. Mra. Elizabeth O, ADEHAYO 317 4 $3[45
30 DraFa G, AVEDEJI qo/25 43/45
L. _DPr, B, A, ADEGUROYE 33/45 AZ/ys
5. Mrs, A, Iyabo AWUTESU 36/45 43¢y
6. _Mrs. Mary B. AYENI _ $3/ys S8/ s
7. Mrs. Margaret J. BUDEDE 58/4S M [y
o, _Mies Florence O. EHINLEL 91/45 4/
9. Mrs. C. Adjua FADIFE 33/45 No/g
1C. _Mrs., Asneg FawULe 59/4s5 3945
11. _Dr, T, A. GEORGE 88 /45 #0/4<
12, Mrs, D, A, JEGZIE MN/s NS
13, Dr. (Mre.) Q. A, MAKLINDE 33/45 HH S
1. _Mre. Folashade Q, QUULAYC 93/45 N/ys
15, _Mrs. Comfort M, OGUNYCYE 29 /48 RIS
16, _Mrg. C, M, OLUWOLK Sz/4s Hifde
17. Mrs, Adeline ONASANYA 25 /ys RNiys

14, Mrs, Mabel 4, OSHCDL Al 45 S8/ 45
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Summary of INTRAH Participant Reaction Responses



Course ID#

INTRAH PARTICIPANT

For esch set of statements below,

REACTION FORM

pPlease check the one that

best describes your feelings about this training.

1. Workshop objectives were:
a.Very Db.Mostly c.Somewhat d.Not very e.Not clear
Clear Clear Clear Clear at all
N C o T l l l l l l
2. Workshop obijectives seemed to be achieved:
a.Entirely b.Mostly c¢.Somewhat d.Hardly e.Not
at all at all
I 3| | | || |
3. With regard to workshop material (presentations,
handouts, exercises) seemed to be:

¥ _a.All material was useful

_lo b.Most materials were useful
C.Some material was useful
d.Little material was useful

e.No material was useful

4. Workshop material presented
follow:
a.All the b.More than c.About h
time half the the tim
time -
|1 | 3| |

was clear and easy to

alf d.Less than e.None of
e half the the time
time

e —————

\b



5. The amount of material covered during the workshop was:

a.Too b.Somewhat c.Just about d.Somewhat e.Too

much too much right too little little
lz__| | 1 _I 3| I I —
6. The ambunt of time devoted to the workshop was:
a.Too b.Somewhat c.Just about d.Somewhat e.Too
much too much right too little little
I || I | 4| 13 | ] I
7. For the work I do or am going to do, this workshop was:
a.Very b.Mostly c¢.Somewhat d.Not very e.Not useful
useful useful useful useful at all
|4 1 18 1 ] | A1
8. Possible sclutions to real work problems were dealt
with:
a.All the b.More than c¢.About half d.Less than e.None of
time half the the time hal_ the the
time time time
8| I_7__| 2| o — |
9. In this workshop I learned:

9 a.many important and useful concepts,
__};_b,several important and useful concepts,
__ 1 c.some important and useful concepts,
{1 d.a few important and useful concepts,
e.almost no important or useful concepts.
10. In this workshop I had an opportunity to practice:
b a.many important and useful skills,
1 b.several important and useful skills,
4 c.some important and useful skills,
_ 1 d.a few important and useful skills,

e.almost no important or useful skills.



11. Workshop facilities and aArrangements were:

a.Very b.Good c.Acceptable d.Barely e.Poor
good acceptable
£ | | /o | (I | I |

12. The trainer/trainers for this workshop was/were:

a.Very b.Effective ¢.Somewhat d.Not very e.Not
effective effective Effective effective
at all

— L ee——

|7 | || |1 — | |

13. The trainer/trainers for this workshop encouraged me t¢
give my opinions of the course:

a.Always b.0ften c.Sometimes d.Rarely e.Never

|_te | lz | 1 | |— I

14. 1In providing information about my progress in training,
the trainer/trainers for this workshop were:

a.Very b.Effective c.Somewhat d.Not very e.Not
effective effective effective effective
at all

—————

|15 | | 3| | | ||
15. [§ a.I would recommend this workshop without
hesitation,
b.I would probably recommend this workshop

c.I might recommend this workshop to some people

d.I might not recommend this workshop

e.I would not recommend this workshop.




16. Please check any of the following that you feel could
have improved the workshop.

_ 17 _a.additional time for the workshop

___ b.More limited time for the workshop

__ﬂ__c.Use of more realistic examples and applications

_ ¥ d.More time to practice skills and techniques

_ g e.More time to become familiar with theory and concepts

f.More effective trainers

{1 g.More effective group interaction

_b h.Different training site or location

_ 5 1i.More preparation time outside the training sessions
4 j.More time spent in actual training activities

.Concentration on a more limited and specific t¢

-~

S

.Consideration of a broader and more comprehensive
topic

m.Other (specify) TZe'sIJeui‘l‘Jw Lage STUDY




17.

18.

i.audio-visuails L'flil I

Below are several topics that were presented in the
workshop. Please indicate the usefulness of the topic
to you in the scale at right. -

useful Saeful

1 2 3 4 5
a. LT Lowuioy Aavupizs T T 1
b.ﬂ:::i&og?blem Soluing Tecwrues T_#—'l T T T
. Mowitnina Anp Eumufnm - Eﬁﬁ7'l L 1 1
d._Supervsion R £ LA LA N
e._WMouagemert Styles ‘ TTﬁFI T—T1 1 |
£ _mmhmint o oetmss I T
g. Supertisory taus { Teumngues [N A |
h. toramiting b Eviliatun 1T T T 1T )
i._Mebughd, wdd, T N I I e
j._igﬁLJu&M£5$nuMI g 141 T T 1T

For the following techniques or resources, please check
the box on the right that best describes your view of
their usefulness for your learning in this workshop.

does
Techniques/ very hardly not
Resources useful useful apply
1 2 3 4 5 6
12 72 2
.lectures .2l AN R N I~ |
1
.group discussions | S5 { | 1 1|
12 Vi Vi
.individual exercises LA I A |
.group exercises ng | 1 | Y D |
.clinical sessions | | ! | | IJS_I
.field trips T T 1171 T
-handouts/readings Tli:fg T __T 1|
2 | 4
books Mt T
|

T2




19. From the list below, please indicate the three (3)
areas in which you feel additional training in a future
course would be most useful to you. ‘

{ _a.Counselling and/or client educatior

ﬁ b.Provision of Clinical Methods (IUDs, pills,.
diaphragms, injections) ,

{ c.Provision of Non-clinical Methods (condoms, foaming
tablets, foam) -

3 d.provision of Natural Family Planning Methods (rhythm,
sympto-thermal, mucous)

3 _e.supervision of Family Planning Services
ﬁ f .Management of Family Planning Service System.
1 g.Planning/Evaluation of Family Planning Services

{1 _h.Policy Making/Direction of Family Planning.
Services

_fL__i.Community Based Distribution of Contraceptives
_ji__j.Community Based Outreach, Education or Information
_;ﬂ__k.In-Service Training in Family'Planning
__él_l.Pre-Service Teaching/Tutoring in Family Planning

m.Other (specify)

20. Additional Comments:

Feel free to sign your name. (Optional)

May, 1985
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Pre/Post-Instrument



NANAGEMENT & SUPERVISION WORKSHOP

Lagos State, Nigeria

August 24 - September 4, 1987

PRE /PO3ST TEST

S T D e S S S G N D L W S D A S S G —— T T G G —— G - . W W — . G =y T S — — = - —— —— " w— = v -

INSTRUCTIONS:

-Read all questions carefully
~Coaplete all queationa
-Write all anavera in the apacea provided

Please write your name or other special mark so that your test
cen be returned to you.



Check the 3 principle components of program management:

__.X Planning _X _ steffing

———_ Comnmanding _X _ Directing

——__ Criticizing ———_ Hiring/Firing
_x__ Organizing _X _ cControlling

Put the following steps of a problea solving model in proper
aaquance:

Problem Identification

Obstacles/Resocurces Identification
Plan Davelopmant

Goals and Objectives

Evaluation

Implemantation
Naeds Asseasaent

1. Needs Assessment ié_
4. _0Obstacles/ resources _______________

tion of planned activities.



4. lder:ify 3 characteristios of an organiszation.
Acywors that indicate that an organisation is a formalised

1. stInoture -uith & PUIPOSS,- Sv@vi- cemeeeem———————
- struotured

3. -1lines of authority and responsidility

=-purpose or direction or mission
S. What is the relationship between CHE activities and FP service
dalivery?

€. a) Who should be responsible for setting protocols or standards
in a FP service delivery prograa?

b) Who should be responsible for ensuring protococls or standards
are adhered to?

Managers/ supervisors

7. What is the difference between authority and responsibility?

DD 4 0 e s e T D D e S S S T _—— — - - S —— — — —— —— Y —— — ——— —— — —— — —— — T S —— —— — o —



8. Explain why an important part of a sanager‘’a )job ia to find the
right probleaa to work on.

_____ are aimined ox alsallaaatad and outowts ¥ill result other ___
_____ than those demirxed: 2} AL _the prehleam in_seither at tos Nxgh

otherqﬁ responsabilities; negative behaviors can be enforced.

9. Describe the link between planning and controlling.
An answer which incorporatss the following conceptas

10. Wwhich of the following should not be a purpose of a supervisor’s
visit to a fieldworker:

support and encourage fieldworker

X do jobs fieldworker has not completed

evaluate fieldworker’s performance

will be acceptedcheck on fieldworker’s performance by talking to community

leadera

help solve problems (logistical, interpersonal, work
ralated)

check records to be sure they are kept correctly
X be sure fieldworker understands supervisor’s problemas

evaluate usefulness of prior training activitiea



1.

12.

13.

X
(Ohg)
b ¢

Nase 3 Qualities that make & supervisor effeotive.
Possibdle responses:

- listens to employee -clear commniocation
- helps solve prodlems -frequent presence at work site

3.

- sets positive role model

What are the main components of a )ob description?
Answers that identify three of the follwoing components:

-qualifications

Identify at least 2 ways a job description can be used by a
supervisor.

Angwer that identifies two ways from the following list:

-for supervising or gulding worker

Which of the functions listed below are generally considered part
of a supervisor’as/manager’s role:

delegation X evaluation
policy asetting ¢ service delivery
diacipline X motivation
research Coba) reacordkeeping

training



13, a) Nare at least 3 factors that motivate workers.
Ansver 1dentifles three factors from the follwping list:

-responsadbility
-advancement/ self-improvement possibilities
b) Name at leaast 3 factors that discourage workers.

Answer 1dentifles three fuctors from the following list:

=poor role models in highér positions
-being treated as children
16. Explain the importance of delegation in organizations.
Any answver that indicated the importance of delegation to the

accomplishment of the organixation's ORJROTIVES: e.g., __________
_Nork 1s more than one or a few parsana can do; deslegation ______
_0of tasks in a rational, afficiant mannar--identifying responsi-_

17. Distinguish between one-way and two-way communication.



18.

19.

LAGOSN&S . DOC 4

-7~

Liat at leaat 3 pointa during the progrea pleaning,
iapleaentation end evaluation process where evaluation ectivitiea
can provide menagera with valuable inforaatioa.

“®Nesds assessment, prior to program

Name at least 3 uses of properly kept FP program records.

Apswars_such ez ______
-=%0_asasas_prograss_tovards ohjectives . ________________________
-=%0_syaluate_worker_performance ______________________________
-=}o_avaluate _olinic efficlency.  _____________________________
~-=30_essiat_1n making decisiona_and necessary changes ___________

-to order commodities

-to justify money

-to correot responss to clients

=0 ther

Tl /e 2707
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APPENDIX I

Guidelines for Family Planning Program Managment in
Lagos 8tate



GUIDBLINES

for

PAMILY PLANNING

PROGRAMME MANAGEMENT

in
LAGOS STATE

SEPTEMBER LTH, 1987
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1)

o.

2.

O,
d.
L

3.

d,

ELUCATING TEN CLIgrg

s,

Hold );otlth talks {n the olinice
= Ante-Natal olinfoe

= Post-Natal olinios

- Child Health olinios

« 0, P. D,

Display posters in olinice
Distribute Hand cuts in olinios
HOMITORING OF FLOV P JNYGRUATION:
s

Docmnnt‘mbcr of CHE slips brought to olinso
by olients .

Surprise vieits to sites of the CHR mt’ and
clinic etaff aotivities

Listen to talks and client - staff thmttoq
Post questions to clients

Listen to clients and their problems
KERIING OF CLIRNTY RECORDG

TASXS

q‘

Interviev the olients

Fil1l in iformation on correct forms {n
Tegistration of olients

- Fora I ~ Colleot Decessary informations
about olientss- Name, address, sooupation,
marital status, past medica) HX, F
use of contraceptives, medical examination,

NRACHTNG MO, OF CLIMN
TU ACHIDVE t % OF
TARGET FOPULATION AT
THE WD OF TYR BiRGET
FIRID ar TN

type of contraceptives accepted ﬁ

= Porm IT - Daily record of mmber of olients
seen

= Yora I1I ~ Keep wonthly,quarterly, half
yearly, and yesrly statigtios

Cheok records on a monthly basis to identify
defaultors

Record in notebook those defaulters wvho have
been followed up
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(2)

b

d.

Se

b,

Keep separate monthly, quarterly, half yearly, and
yearly statistios that are sent to the FP Manager

Verify that staff are using oorreot forms, monthly
and during surprise visits

Verify that forms are filled in corrsotly, mouthly
or during surprise visits

Balance olinio statistiocs with the FP Manager's
statietics, monthly

FCNTTORING THR CLIBNTS' SATISPACTICH
TASKS
L ]

Observe client - Provider relaticmship

Educate staff in keeping oodisl relationship with the
clionts

Ccoasional personal intarview of olients by superviscr

Correot any short-comings, ¢.g. Treating olients'
complainte

MCRITCRING THE CLIENPS' CUNTINUED PATRCNAGE
TASKS
L ]

Cheok records un a sonthly basis to identify
defaul ters

Follow-up defaulters

HRecord {n notobook those defaulters who have been
followed up

Hopeat follow=up ae necessary

Mail client's change of address to appropriate family
planning panager 4f the area where olient has moved

RESCURCES MANACEMEW? ACTIVITIES RESULTS
CLIDTS be MCHITCRING OF CLIRNTS RICCRDG
{oNTD.) TAckS



1.

a.
b,
Oe
d.

-
d.

RIERING
o]

Beviev records of use ¥y method
Chart frequancy use

Verify turn.ground.time

Set ordering schedule

Obtain (or develop) order forme
Place order soocording to schedule

EECEIVING

w

ldentify commodities to be 1wceived
Obtain 1ist of oonodit‘in ordered
Arrange to recei-s,e.g.

= Ahgeign vehicles

= Obtain fuel voucher

=~ Obtain Imprest

=~ Assign personnel

Pick up commodities ordered

Check for damages, missing items and expiring
dates

Becord damages and miseing iteas
Report to appropriate suthcrity

Arrenge in the atore
Open ledger for commodities

KEEPING INVENTORY

'r_%

Make a cheok 1ist of all commodities
Open tally cards for each item
Bater commodities into lodger
Update records after each supply

Make wveekly/monthly phiyeiosl oheok of all
commodities

SUFTICINT OOMDDI-
TIN8 ON RAND 70

FROVIDE ALL CLINSTS
VI AN APPROPATATR



HESOURCH MALGRONT  ACTIVITY
COMODITIRG L. 2IEPRFALNG T0 CLIRNTY
(cowrm. ) Iixs

b,

(- 1%
d.

t‘

8.

5.

d.
L
f.

8

Seleot olient saaple

Chek oliente records to see 1if appropriste sommodities
wvere dispensed :

Interviev pelested clieats
Check availadility of commoditiss

Ask staff about any prodlews regarding commod ity
d{spensing

List probless regarding commodity dispensing

Conduct staff meeting to discuss strength

of comodities, commodity dispensing and to help

solve identified prodlems

DISTRIBUTING TO SERVICE POINTS

TASKS

A

Cheok ending balance for each slinie for all sommodidlen |

Cueck pumber dispensed.for asch coamodity ‘
Determine required mumber of supplies for eseh sommod ity
Boview requisition form from olinica

Issus wupply

Update records

STORING
TASKS
E - ]

Cheok all avsilable stores

Visit the stores to yeviow xvailable spacs and
conditions

Take decision on which stores to use

Get permimsion to use stores

Bequest for any repair adjustwent and security dw’oo
Store commodities in order of expiring date

Ensure correot temperature for ‘cozmodities

Open up tally card for essh item




AB(URCE
CONELITIRS 1. BAUGALNNG RNQKDS
(ocwrm. ) i

b,

4.
@

L.

bl

C.
d.

Reviev record of olisnte/daily sstivitées/nonthly reporte
Open $ally oaxds for overy item

Deoide sohedule for trensferring information from Tedorda
$0 tally carde

Coupile records e.g. mly/vnu’/-nathly/mly/—l.#
File records monthly
Send returns to sppropriate awthority

IONTRDE
= 4

Use oheok 1ist for monitoring of commodities
Maks Docassary arTwngmment for mani toring

~ Aswign persomsl

= Asaign vehicles

~ Obtain fusl voucher

= Obdtain Imprest

Conduot monitoring aotivities

Write reports stating status of commodities

Write report to units with Teocommendation for sotion
to take re—asonitoring




(6)

RES8OURCS

> S
MANACEMENT  ACTIVITY T RESULTS

BQUIPHERNT

1‘

C.
d.

2.

O

BTSN g
et

Bequest for records/inventory
of equipment froa all

existing oclinise
Cross check with gtandard 1{e4
List ngedad equipoent

Obtain list of nev clinicy

Coaubine new needs with old
neede

SRIERING AND JURCHASING

TASKS
S

Use check-11st to list noedad

equipment )

Check for all svailable
oquipoent from sseisting
agercies

Send list of needs to
appropriate authority for
purchasing

Place order sooordingly

RECETVING
TASKy

Identify oquipment to be
received

Obtain list of squipment
ordered

Make arrangements to receive

=~ 0Obtain vehicles

Standazxd sed of TP,

CHR, Office Byuipmends
to enable svery elinte

to render offestive

and effecient Fam{ly

Plamning Bervice

- Obtain personnel

A



RBSOUKCD NANACENEFY AOTIVIRY BSULTS
———
(oo, ) = Obtagn Jupreat

dI

b.

(-1
d.
.,

f.

Piok up equipment ordered

Cheok standard oQuipment ligt
againgt ordered list

Cheok for damages and missing itemsg
Reoord damages and missing iteme
Report to appropriste suthority
ArTange in store

Open la“ger for aquipmenty

TASKS
Make a check list using standard set
Open tally ocard for every itea

Make du]q/vn'kly/nonthly/quutarly/
Yearly record checks

Check ocondition of equipment (e.g.
Ereskages, Rxpiring date eto )

Becord loases, danages and cutdated
equipment

Beport losses, damages eto,

Make fina) cheok at the end of programme

BISTRIBUTING TO CLINICS

Identify needs of eauh clinie

Allocate days for clinic to colleot
equipment

Invite clinice to collect on those dates

Check recuisition 1{e+ frow clinics

lasue equipment
Update Records




RB30O0URCH

B3STLYS

IR
(oD, )

6.

b.

Q.

4.
.
f.
8-
7.
a,

b.

L.
a'
a,

b.
C.

[
f.

9.

Ce

d.

Obtain 1ist of olinfcs that need squipment
installed

Arrange for installation

Con;aot techniocian (e.g, Eleotrioisn, Plumber
eto

Set sohedule for installation

Deliver equipment to site

Test for effectimgnsss of installed equipment
Heport any problems with inetallation equipmeat.

STQEIEQ
Obtain a list of 4l existing siores

Vieit the stores to reviss eu ovallable space
space and candition

Take necessary deoision on which stores to usa
Get permisgion ts5 use stores

flequest for any repairs, adjustmermd and seourity
dovice

Get ready necsssary recard books
MATNTA
Ensure proper usse of Ltea to avaid hreakdown.

Service equipment regularly and when dus

Make 1aily check of equipment

List damaged and miseing iteas

Make necessary arrangemect for repairs

Rffect repair within limitsd time

Order for replacement for missing ftema
MONITGRING

Use cheok 1ist of all equipments for =monitaring
Make neceesary arrangeasent for monitoring visits
-~ hssign personnel

- hseign vehicle

- Obtain fuel voucher

Conduot visit and check all equipment againat
standard list

¥rite report speoifying status of all equipment

¥rite report vith recommendations for sotion
to be taken re-equipment

g



RESBOURCS

RB38ULTS

MpIReET (CowrD, )

10,

b.
C.

dl

AC0NING IR TNE TRRVICANLE 1T

Make a 1ist of wmservicable items veekly/:
sonthly/quarterly '

Store the 1tems in safe Plaoe
Bend the liat to appropriate suthort ty
Collate yearly returns




_——

REBOURCES MANAGEMINT ACTIVITIES RESULT8
DIFORMATION INCRRASE IN THR
WUMBER OF MW

b.

c.
d.
e,

f.

co NG 0N

TASKS

——

Set oriteria for seleoting organisation

Write the list of known organisations having
TP prograns and their addreases

Chéok if on phone
Make appointment

Liat what information and material you want

Go/wond/write for the information and material

Collect informaticn and material
Record/file {nformation and material
Send acknowledgement letter

FREFARING WRITTEN ARD VISUAL AIDS
TASKS
L

Jetermine what i{nformation to convey
Setermine wvhat f-rm to use e,g. Newspaper
Fublication, posters, handbills, haadout, °
banners ete

List vhat instrusenta and material needed
Hequest/order/purchase instrument/materials
Write materials

Contract out material if necessary (Addi-
tional tasks will be required)

JISTRIBUTING EDUCATIONAL MATERTALS AND
St DU Rl YA PAlslALY AND

VISUAL AliS

TASKS

L ]

Determine the mterials to distrib..e
List where to distribute materinls
Check exifsting stock

Prcduce more if necessary

ACCRPTORS CP PAMILY
PLANNING AND OON?INw-
UING PATRONAGE IN
THB CLINIC THROUGHT-
ODT THR PLAN PERICD



e 11 =

MAMAC MY ACTIVITING

(ooerrD, )

L
f.
&
h,

i.

a,
b.
a,
d.
e,
f,

8.

b,
0.

d.

a,
b.
C.
d.

8

h.

Determine hov to distritute materials
dasign vho to Alstribute materials
Provide trensportation

Document delivery

Konitor use of materials

IREPARDNG DNTRRYIPW/TAK JOR MASS MEDIA
P4

ldentify topic for interview/talk

Determine aotivity tima and audience

Collect dats for the interview/talk

Prepare the interviev/talk

dgsexmble Audio-Vigual and Teaching Aids

Prepare additional audio-visusl aids if neCSSEAYY

Check availability of equipments needed e.g.
riorophons, blackboard etc

Rehearse
File the papers on talk/interview

MORITORING MASS MEDL1A
TASES

Find out from the organisation the message given
and the airing agreement

Check aocuracy of wepsage
Document your findings

Hectify 1r necessary

BESEARCHING IN CLIENT-RESPONSE

TASKS

L ]

Determine purpose of survey
Prepare questionnaires to be used
Orientate interviewers

Test pilot

Hevise if neoessary

Interview-Radio, TV, Health worker, Town crier,
village head, friend, newspaper, husband

Compile dats
Analyge
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RESOUBCES MANAGDMENT  ACTIVITIERS RESULTS
INXPOEMATION 7. BESTANCHING IN COMMUNITY RESPONJR
(caarn, ) TASK§
8. Determine purpose of the survey
b, Oetermine the sise of the sample
o. Prepare questionnaire
4. Train intervievers
e. Discuss purpcer »'*k ~-——ynity workers/leaders/Heads
f. Test pillot
g« Bevise 1f necessary
h. Interview sample
i. Coor{ld¢ data
J» 4nalyes
8. UTILIZING aUDIQ - VISUAL . .S {FILM)
TASKS
a. lecide on message to oconvey
b. Chuck file for availadle mnteriAI
¢, Contact relevant organisation
d. Collect AV 444, rpom orgnnisation

f.

8.

h.

(for rental or purchase additional task vwill be
neoccssary)

Ddecide cn film to use
Freview

ire-toat if possible
Identify location

cale amtriem—— AR W St punrly

~.agptrtation

~=oject A/V




PEBOURCE

b.

b,
d.
..
f.
2,

L.

'b.

™

&,
bo

TOFIIFIING cogT cr Wy aNp AoTIVITING
TARKS
Beviev/analyse ourrent year's buldget

Look into areas of needs and aotivities thrcueh
staff weetings

Iteniss the needs and sotivities
Prioritise the items
Eetimate costs of needs and sotivities
4dd up and put on forms

T AFFRI U 9 4
TASKS
S

Send r.'7ds and costs by fore to eppropriate '
quarters by the dead line

SEEXING APFRCVAL OF NEXDS AND ACTIVITIES
s

Collect notes to Justify request

Defend the budget

gux facts and figures already at hand ;
to defend the budget

Get fina) approval

CUNTRCLLING THE USE OF MCNEY

TiSXS
Check expenditure against thd budget on monthly
basis

Check purchases agninst the balance
Keep rec.rds on money gpent

BALANCING AN ACCLUNTING LP FUND
TAxg

Review records on monthly dasis
42d money spent by btudget ftem

Compare money spent to money alloocated by itea




SCGGESTION:~ R3CCRD INFCIMATICN CN CHART DEILV

NAME FONCTION | ELCCATICNAL| AsoITid come]
LEVEL UNAL ENTS
TRAINI} RECA-
NG ROIBG
STAFF
NEEDS

RESOURCE MANACRMENT  ACTIVITIES RESULTS
PRESCNNEL ADDQUATR ¥O, OF
CATEGRINS OF
COMPRTRNT 8TARN
R KITICTIVE
IMPLEMENTATIOR OF
PAMILY PLANNINC
FROGRAMME FLAN
1. IDENTIFYING STAYY
TASKS
L. ]
8. Compile number of existing staff
b. Tdentify each member of ataff by whad funotiop
parforne
¢. Becord on a form, fixing staff vames agninat
funotion
d.  decord etaff educaticnal level
8. iaecord staff in-eervice treining
f. Interview staff and record hew thay perfosw theip
Juties . T
g+ LCbeerve each estaff member on the Job
h. Identify weakness in job cxocution (skilla)}
1. Ildentify deflcieocy in mmber of staff
Je Make a limt >f etaff requiresents
k. Make recocmendatizns to head of Tt tLJapartomant
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EESOURCH

MANAGEMENT ACTIYITING

PIRSONNEL
(cuwrn, )

8.
b,
i
J.
k.

1.
2B

8.
3.

Ce
d.

8.
h.
{.

9.1 JOB
35555
List training needs
Identify training resources
Set trafning objectives
Write training design
Set training schedule
Collect training materials
Assign training tasks
Supervise training activities
Bvaluate result of training
Use clinical meeting to share experiences

Get feed back from personnel on the usefulness of
training

Use your own skills as an example of how to perform

TRAINING (CUTSIDE PHOGRAM
TASKS

Identify needs

Compile names

Get information on available {n-service training
Set schedule

4pply to wourkshop for acceptance

(btain approval for sending staff to workshop
Inform staff

RKQUESTING FUR STAFF REPLACEMENT
TASKS
= e

Make an annual leave roster

Make a maternal leave roster

Make a sick leave record

Eatabligh an assignment rctation calender
Make staff aesignments

Bvalunte rotation calender
Specify gap {n staff coverage of work
Inform head of unit or need for additional staff

Submit written request for additjonal starf (with
Justification)
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vach menter -f ataff

RESCURCE MANAGEMENT ACTIVITIKS RIBULTS
PEHSOMNEL Ly SI FCSTING
(cwr,) TASKS

S

a. Reviewv current staff assignment

b, deview where, when and what catogcrios of staff required

0. Jiscuss the jobs with staff

d, Specify needs for assignment changes

e, Re-aessign the staff according to oapability and progrem
need

f. Inform the head of department of the need %o re-asaign

5. SUHERVISING
TASKS
EE—

a, Hheview staff activitios in the cliniec

b. Review staff strength in relation to the activities

c. hserve staff/client relaticnghip

d. Tarticipate in the clinic work if necessary

e. Listen to etaff cooplaints/;roblems (individually or
during staff zeetings)

f. Sclve staff protlems if fceeible

£+ Supply staff nceds

he T.unsel staff as indicated

1. warn staff as indicated

Je Socument warnineg {f required

k. geocmmend for primotisn/further training (if necessary)

1. Hild regular oeetings with astaff

6. MONITLOING
TaZXS
W

a. .raw up luty roster

b5, Review staff attendance Suok dalily

c¢. Review acvement bogk lafily

d. <Check the iafly activity f-ras

e. larticiyate in clinic aotivitiue

f. Keep rec-rd .f iata sathered during mcnitcring
activitiesn

$e P11l the annual evaluation performance farm for



FERSOMXEL
(ocaerD)

7.

4.
.
9
8.
h.

C.
d,

s

Know your staff and address thes informally

Mals _ a flexidle work schedule

Talw: * their elaimg to appropriate suthority promptly

Listen to etaff probdlems

Help solve problems as quickly as possible

Have regularly scheduled Svneral meetings with staff

Talk to them {ndividually

Recognise sxvellence in work and dedication to the job
ALUATION

‘I'A_;_SKS

Design assessment form

Give out assesmeent forms to staff <o oomplete perio-
dically

Grade staff performance

Give justification for grading

Hequest for staff comment on grading

Hocommend for further training if nscessary
Recommend for promotion where necessary

Forvard assessment form to appropriate authority
Include assopsmsnt infomacion in aooual avaluation
Maintain perscnnel files on all staff
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RESOURCES WANACRGHT ACTIVITIES - RESVLTS
wACE BIVIRORGNT I3
ACCRPTAPLE AND

1. SELECTING 5/T%

TASKS
a, Set deadlins for choosing lito
b. Beok permisstion for ;\u-ny
¢, Survey. of the uJ

d. List possible sites

e. Holding series of Bootings with all officer involved]

1) Community
1) L. G. A. starf
144) Tean members
£, Cttain fina} Ferzissdon from appropriate group

2., FLANNING USE  F SPACE
TASKS
S

a., Coatact existing health committee momberw
b. Prepare agenda t‘ox" meating

e, [repare preliminary plan

d. Hold meetings

e. Inspeot site

f. Group takes necessary deeision

€. DOraw plan

h. Set criteria for uss of space

3. DIRCVING USE CP SPACE
TASKS
]

a. Inspect site or space

b. Identify all inndequasies

¢. He-plan the space

d. Get approval for change of plan

e. Modify magter plan

ACCESSIRLE U 4B
TADGED FOPULATIOR

(b



EPACE
(ocwr. )

L.

a,
b.

C,.

5

b.

d.

Keet vith working teas
Tean inspests the space
Mazk out spece for each sotivity
0.8, = Clients vaiting room
« Counselling room
= Exzaination room
= Storage of commodities
- Inatruments
~ Toilets, lounge etc

MAINTATNING SPACE

i3

Set daily olinic cleaning sebedule
1) List cleaning Jobe

1) Asaign cleaning jobs

Set sahedule for cheoking safety devices in the
clinge

- List things to oheok

Make arrangement for Tegular repairs, e.8. with
Hospital Enginesring section or contraotor

Establigh schedule for regular meintenance
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RESOURCR MANAG BMENT ACTIVITY RESULTS
OFFION CRERAL SITFICIINT AD
STPLIN USTITIRRUPTRD

L)
b,
.
d.

b'

Co,

d'

3ot

A,

b.

d.

s

Requast for records/inventory of supplise
anuﬁt for record of use

Cross -~ aheck {nventory with record of use
Adgsems noeds

Make a list of needs

W) [+ ING
TASES
Use check list for needed supply for all
units

Cheok on al]l awailable sourcegof supply

Send list 4o appropriats authority for
approval or purchasing

N i
. P].!Ace srder aacardingly

AEFVIG
TASKS
L ]

'nhury office supply to be recelved

Cbtain lfwt of offioe supply ordered
irrange to receive

- hssign vehicles

- Assign personnel

= Cbtain fuel voucher

~ Obtain Imprest

Fick up supply ordered

Cheok for damages, missing items and
expiring Jate

tecord damages and aisaing items




MAMACEMNT  ACTIVITY

RESULTS

orrica/
SUFFLIXS
(ocNTD, )

a,
b.
c.
d.

&
5.

L)
b.

r.

a,
b,
0.
d,

7.

a.
b.

-1

Beport % appropriats suthority
ArTange in store
Open ledger for supply

Make a check list - master list of iteme
Page different items in ledger

Make veekly/monthly record check

Check for condition of supplies

Record losses, dupares

Report losses, daaagrs

Make final check - yearly/end of [Tosramme
DISTRIB T C (]

TASKS

Identify needs of each clinic

All.'ocnto days for clinie to oollect suppliee
Invite ol{nics to collect on Whose day»
Chack requisition list from olinics

Issus supply

Update recordas

=~ CRDRRING
TASKS

Check 1list of suprly in etook

Cozpare stock with ordering list

List balance in the ledger

krepare Rist of wupply

vrder/Furchase according to approved liat
Update records

STORING

TASKS

L]

Obtain a list of all existing storee

Visit the storee to review available space and oondition

Take neceessary decision on which stores tc use




RESCURCR MAN4GEMENT ACTIVITY RESULTS
OFFICR/GENERAL | d., G-+ --— -
SUPPLIRS
(coNTD. ) % Ri il il copmiiwy suy-musens ang seourity cdevice
f. Get ready necessary recor: books
8. MCNITCRING
TASKS
L - ]
a, Use check list for oonitoring of supplies
b, Make necessary arrangement for monitoring visite
- Assign personnel
~ Assign vehicles
-~ Obtain fusl voucher
~0. Conduct visit and check all supplies agninst standard
liat
d. Write report specifying etatus of supplies
e. Write report with recocmendation for action to be
taken re - supply
9. ACCLUNTING FCR SUTPLIES
TaSKS
= TN
8. Make a list of items supplied
b. Stcre the {tems in safe place
c. Send the list to appropriate authority
1, Collate zonthly/quarterly/yearly returns




-2y -

TINS

b.

d.
[ 1]

f.

Q.

Jo

b.
[- 1
d.

SNITIPC CLINIC SCHRDULE
ax

List vanes Ly calree of staff
Note holidays and anmusl lsave,schedule

List Regular dally, weekly snd sonthly
aotivities

deaign staff to activitias
Ask for feed back
Reassign astivities {f peceasary

¥rite out the names and the ting tahle 4o .
inforw of work schedule

Paste the tine-tabls up
Inform staff of schedule

. MMITCRING CLIRT FLO¥

AsKs

Seleot the sumbew of vliemts

Note time client arrivee at whe clinia
¥ote time spent at each point

- Waiting room

Regietvertber, veighing

~ Rxamination room

= Commoditiss ,n]1ssvtens/lsertion
- Appointment

Bote time slient leaves clints
Chart client flow for month

MONITCHING JTAYF TIME
TASKS
e

Determine for how long You vant to monitor
Jeternine what you are looking for

Design a monitoring plan

Orientate/train observers on what to do

Frovide forme snd requirsments

~ SBT CLINIC SCERIULE
70 ACCOMMODATE B
NEXDE OF CLINNTS AND

- MINDEM CLINNY?
WAITING TD®



HESOURCES

MANACEMENT ACTIVIGIES

ERGULTS

TIMB (CONTD)

L.

&

L.

b.

d.
.
f.
&
h.

i.

a,
b.

Co

Aasign each obsexver to a staff at the Vegloning of
clinic session to closing

Note how much time & etaff spends e.g. on patient,
vith correspondence, talking to staff, breek, phone,
visiting in the distrioct ete

Develop ohart for each ataff for the week
RESEAHCHING IIBAL CLINIC TG

pisks

List organisaticns that give faaily planning service
or have fanily plamning program

Select those to contast e.g. Pamily Planning services
in Qgun, Cyo, Ondo and Kwara States

INTEAH, JHPIEGQ, PATHFINDER, FPF¥, USAID, AFRICAUE,
aVsC

Draw up format for information request

wWrite, phone or contact those selscted

Send fcrmat

Collect returns

Compile data

Chart {nformation

Analyss information

Ccopare other programs with our prograa

2raw up a recommendation

EECRGANIZING_CLINIC SCHELULE (IP NECESSARY)
TASKS
T

Identify the rvascos
List vhat you want to change

frepare another time table frca the existing clinte
schedule

Infcrm clinic staff of change In clinic schedule and
tell them the roason

hsk for feedback
Revise the schedule
Paste the new clinic schedule

Hemove previoum enhedule




- - -

~ S
ENSCIRCES MAGEMENT ACTIVITIES RBSULTS
TRANKPORTATION SUTPICINNT TRANEFOR-

IDRTIIPONG WG
TASKS ron Units
a. Colleot information on present
use rom olien
oa unite
b. Collaot informetion on
use
from plan
o. Verify nseda and type of wehicle used and
requested
d. List vehicle now in use and requested
0. ¥rite request for additiomal vehicle to be
included {n budget request
2. ORCERING ING
TASKS
L
a, Put vehicle requeet i{n your requisition form
b. Send requisition forward to authority
6. V¥rite out justification to defend request
d. Follov up and defend request
e. Bomind persons in charge of request if approval
{e late in coaing -
3. EECEIVING
TASKS
-t
8. Receive and file verifications
b. Inspect vehicle
6. Verify accessories
d. Make vehicle legally operational e.g.

- ltosuse vehicle

« Insure vehiols

TATION 10 CANRY CU?

- SUPIRVISION CF
STAF? AXD SERVICES

- BASY FLOW OF
OOMDDITING

- C.E.B. ACTIVITING



HEBOURCES MAMAGEMENT ACTIVITIXS RESULTS
TRANSICRTATIUN L. G JOR &
{ocwm )
TASXS
net—
a. Identify No, of drivers needed
: I
b. Raquest for No. of drivers needed
0. Write out justification
J |
d. De’tcnd and follcw-up °
5. stlmm WCEX
a, TASKS
S
a, List jobs to be performed
b. List time for sach aotivity
¢, Allocate driver to each vehjole
d. Iafcrm drivers of schedule
6. CUNTRCLLING/W. NITCRING
TASKS
REIN
a. Review list of vehiclea and drivers attached to each
unit
b, Heview duty sochedule
c. .btain log book for each driver
d. Train drivers on umse of lcg tock
¢.  Set prrcedures fof cheoking lcg btooks fdaily
f. Set schodule for regular meetinge with drivers aod
users of transport to solve problems re-transport
T. SERVICINC/MAINTAINING/ FUELLING
TASKS
a, Work a schedule for regular servicing for ssch vehicle
according to standard
0. Include service schedule in driver's work plan
o. Check to sea if sorvice schedules is kept
d. Hequest for fuel vouohers for running vehicles
e, Pile or store fuel vouchers' booklets
f. Olatributing to drivers based on aseigmuents
8. Collect and file receipts
he Uelegate the senior drivers to write schedule for
cleaning of vehioles
1. Check at random {f oleaning schedule is kapt




APPENDIX J

Materials Produced During Workshop



SOUP WRE -~ BULER 70 LBARN PYs

If you have an idea - state it

Ask questions if you are unsure about anything

Be tolerant -na allow for individual differences

Don't interrupt - allow people to complete statements

Share Experiences

any idea is okay to discuss in the group

If you don't know, say so

Try to stick to the schedule

Be brief and precise

Allow everyome to participate - Everyone try to contribute

o .



HIERARCEY OF QBJECTIVES

NATIONAL
POLICY

FROGRAM
GOAL
LG4/ PROGRAM
GOAL
FROGRAM/CLINIC
GOAL
RESULT
ACTIVITIES

TASKS




EIBRARCEY OF OBJECTIVES

Fertility
Bate

P

Program Gov't F.P. Program
Goal Plan Eetablished
LGA
Progranm F. P. Program
Goal Operational

Clinic
Program
Goal

[

F. P. Clinic

Operates

Effectively

;

Results ___

L. étc.

1. Staff provided
2. Equipment in place
3. Adequate cash-flow

As managers, we need

to know our responsi-
bility in relation to
the hierarchy of

objectives,

‘L{) |



MANAGEMINT MODEL

RESOURCES/
INPUTS

MANAGEMENT
ACTIVITIES

RESULTS/
OUTPUTS

1e

3.

3a

\v”



Regourcet - Clients

Activitiegi~ Continued patronage
é;gglggl- "Difficulty in oontacting defsulters"
Nee () nts
Call on CHE as to why Defaulters #ro difficult to contact.

Soals

All defaulters are to be contacted by CHE
Obgtacles ZIroken down vehiole.
Resources:s FP Hanager/Transport Offiocer '.

Obneotivess

Request for repair of vehicle on form;comple%ad and sent within one

week,
dpproval for repair granted  within two weeks.
Repair of vehicle completed ¥ithin three Ceeka.

Plan of Action:
Tasks

1. Write and request form for repair of vehicle within limited time.
2. Send request form to transport officer within limited time.

!
3« Seek for approval within limited time,

L. Collect approval and follow up repair vifhin limiteﬁ time.

Bvaluation:



Resourcest Money

Activity: Seeks approval of needs and activities
Problems Money budgeted for not approved on time

é,!glgmentl = Find out the reason

- Trace forms eto. through ¥rocess

Ask Personnel Officer about difficulty

Seek Ministry of Health's Cpinion

Goal: =~ Approval obtained on time within six weeks

CBSTACLES

a. Application may not get to appropriate

section,

b. Tooc many approval letters to deal with

at the same time.
o. FP finance dealt with last,
d. Inadequate fund
e, May not 1likes programme

f. Nobody on seat to approve.

CBJECTIVES

a. FP, LPO to be at nand within
Ly weeks

(=
[

FP Manager has visited M.C.H.
and acccunt office within 3 weeks

c. Fressurise the Authority
ccncerned e.g., M.0.H., L.G.A.

EVALUATICN:

de

RESQURCES
4. Backing of FP Programme

b. Get acquatance with finance
officer

c. Ability to write many good
letters in support.

d. Support of the M.0.H. and
L.G.A. ete,

PLAN OF ACTION
TASKS
===

Get permission to see the
Difector

Find out what other managers do.
Gutline your problems on papers
and request for help from
M.0.H., L.G.A. officials.

Copy of request papers sent to
FP programme director.



Rescurces~ Commodities

Aotivitys- Monitoring of Commodities
Froblemi- No vehicle to oonduct monitoring activity
Aggogement:

1.  Ask transport manager for vehicle schedule
2. Obtain monitoring schedule from other activities

Goals

A vehiole will be available for monitoring by end of Cctober

(bstacles Regource
1. Transport Manager not responsive 1. EPI/ORT monitoring vehicle
to need

2, Closer contact with transpor

2. Transport allocated to more than manager

one programme on same day

3. FP programme no pull 3. On-going P.H:C activities

Le N G Os assistance

Objectives:

1. Health Management Toard and Ministry of Health will take action
on vehicle need by end of September.

2., Transport Manager will assign transport wsolely for monitoring
twice a month by end of Cctober.

Plan of Action:

1, Crientate transport manager.

2. Prepare scheduvle of monitoring visif for one month ahead and inform
of changes early,

3. Send memo to Health Management Board and Ministry of Health stating
transport problems.

L. Follow up memo
5. Contact N G (s for assistance.
6. hsk for staff bus to be - 8llocated on specific days,

Evaluation:

S



3.

CURCEs TIME

ACTIVITY: - Balanos L. G. 4. § family planning olinic statistics wvith
the family planning managers monthly atatistios.

[RCDLEM:  Family Planning statistics are not received promptly to allow
for monthly collation of L.G.A. statiatics to meet the deadline
of 30/318t of every month, at the State Ministry of Health,

ASSESSMENT
1« Find out from L.G.4.s why statistics came late

2. Trace process of sending
3. Who is responsible for sending statistics

L. Find out from family planning managers what types of problems
experienced in sending statistics.

GCAL: -

Statistics will be submitted by all ghe 8 Local Govermment Areas, to the
Ministry of Health between the 17th - 20th of every month.

CISTACLES S« RESCURCES

1) Shortage of F.P. statistics forms 1. Fellow F.P, Manager

2) Shortage of trained family planning 2. Acquintance with other F.P,
Peracnnels Manager

3) None release of vehicles at L.G.A. ~3. Support of M.C.H. in all the
level 8 Local Govt. Areas

L) None release of vehicles Minigtry of L. Support of State F/P Co-ordinat

Health level
S. Support of Program Director/

5) Lack of communicaticn between F/P DP HS and Ministry of Health
Managers,LGA and Ministxy of Health Officials
Ufficials

6. Use of vehicles and telephones

6) Lack of ccmmunication within Ministry
of Health 7. Personnels willing to undergo

F.P service -~ providers training
. UDJECTIVES:

1. All L.G.As fanily planning manager have 9 months supply of forms by
one month

2. Statistics forms at the Ministry of Health central office (my office)
can accommcdate all L.G.Als shortage for a period of 3 months

3o Taitiate monthly meetings with state family planning oo-ordinatob, all
L.G,A, Family Flanning Managers and myself to foster good relationship,
8olve problems and relay pieces of information within one month,

L. Pressure on State Co-ordinator and Program Lirector - Ministry of Heaith\
to organise and train extra L family planning service providers per
Local Govt. Area within the next 6 mwontha,

S. Family Planning Managers to get statistics sent to H.d.H.(my office)
between 17th - 20th of every month,

6. Medical (fficer of Local Goverrments, D.P HS and State Ministry of’
Health Cfficials to release vehicles to appropriate Eamily Planning
Managers for sending atatistics and monitoring between 17th - 25th of
every month.



1. Contact State Co-ordinator to find out about availability of family
planning statistic forms.

2. Disouss with Program Director (Ministry of Health) and get permission
to convene a meeting of family planning managers and State Co-ordinator.

3. Contact State Coordinator and Family Planning Manager in all Local
Government Areas by letter stating date, venue and time of meeting.

b. Arrange with Family Planning Managers (L.G.As) to collect statistios
forms from State Coordinator.

5 Find out from State Coordinator if L.G.A, F/P Managers have oollected
forms.

6. Hold monthly meetings with all family planning managers from the 8
L.G.A's to dimcums problems and find solution to them, disseminate

information, get to know each other better, callect addresses and
telephone numbers.

7. Devige an efficient means of getting all statistica to Minietry of Health
by 17th - 20th of every month. .

8. Try out this plan for 3 months

9. Document the date each L.G.A's statistic reach Ministry of Health
Ikeja, and also reasons for those reaching there late,

EVALUATE;
1.  Analyse findings

2, With vehicle provided by Ministry of Health - Monitor Family Planning
8linics and collect late statistics from defaulting clinics.

(Owner Mrs, 4, T, PAWOLE)



LURCES = Commodities
ACTIVITY: =~  Maintaining records - (Commodities)

FRCILIMs = Commodities issued out at the beginning of the day
does not tally at the close of business.

ASSESGMENT; -  Ask other team members what is responsible,
= Observe system of dispensing commodities.

GOALs - Accurate recording of all commodities dispensed daily/monthly,

OBSTACLES:
®» Shortage of Personnel ~ Team members
~ Inconsistent system of recording -~ Bnough daily activity
record forms

- Pilferring 4 .

~ Tally sheets/seperate
= Incorrect recording commodity register
CLJECTIVES:

1) Rendering an accurate returns to the appropriate authority monthly
11) Consistent

PLAN CF ACTICN

Request for more trained staff.

trientate team members on how to record on daily activity form,

» Rlegular cross checking of commodities.,

Limit No., of people that will have access to commodities.

Make each officer accountables for her stock.



ACTIVITYs - Monitoring of flow information to olients
FRODLEM; - Shortage of C.H.E's
AS I - Call a meeting of C.H.B,

- Interviev clients
GOALy - Four more C.H.E.'s assigned to clinic within 6 months
OBSTACLEg:s = Not enough C.H.E.'s at clinic to inform potential
olients adegquately
- ' Finance
RESOURCES: - My boss - Authority
F.P., Manager
Niky's experience
OBJECTIVES:

a) Justification written

b)  Submitted to boss within 2 weeks

©) Dasis approval for L more C.H.E.'s by M.O.
4) Request sent forward within 6 weeks

e) Defend request

f) Request appfoval within 6 weeks

PLAN CF ACTION/TASKS

a, Hold a meeting with my btoss

b. Let her know my problems about the shortage
c. Identify numdber bf C.H.B.'s needed

d. Apply for C.H.E.'s with bosses* approval

¢, Heceive C.H.E.'s.



ACTIVITYs Bducating Potential 8lients

FRCDLEMs Posters and handouts are inadequate in number and
information

ASSESSMENT: -~ Gather informations from the CHEy and Health Educasion
Manager.

GCAL: ~ At least 100 posters and 1,000 handouts would have been
produced in 3 months to make motivation talks more effeotive,

CBSTACLE:

1.  Cnly few posters and hand-outs are available,
2. Finance,
RESCURCES;~ Health Education Manager afd Staff.

CEJECTIVES:

1.  Adequate i{nformations to appear on the posters and handouts
would have been given the Health Education Manager in 2 months.

2. 100 pecasters and 1,000 hand-outs would be aproduced in 3 months.

PLAN/TASKSs

1) Give the Health Education Unit Manager detailed informations
about things to appear on the posters and hand-outs, and let her
know the number required to be produced and at what time. Algo
that the hand-outs should be produced in English and 3 other main
native languages,

2) The FP Manager to follow up the production of the posters and see
to it that the required informations are on the posters and hand-
outs produced.

3) Make requisition for the ccmpleted posters and hand-outs.

L)  Collect the completed posters and hand-outs.,

IMPLEMuNT:

(1) Usge the posters to educate the potential clients to make the
motivation talks more effective,

(11) Distribute hand-outs to each potential client in the language that
he/she understands.



URCEs - Money
ACTIVITYs - Seeking approval for needs and activities.
PRCBLEMs -~  Approval NCT received ag acheduled,
ASSESGMENT:-  As if management knows about your itention

~ See if those representing the management at meetings are
presenting you well,

- Ask the direotor (finance) about the difficulty

GOALs - The apprqval will be received within two (2) weeks
CLSTACLES: RESCURCES
= Dlas about activity -~ Getting director better acguianted

with needs and activities
-~ Administrative bottle necks
- Support of director and other-officials
- Approved budget'
CLJECTIVES:
'+ Director will be informed with three (3) days.
2. Monitor all the steps of the application proceses within one week.

PLAN CF ACTICN:

- Seek permission to see director (finance)

- Discuss problem with director

- Agk for approval in writing for documentation
~ Follow up letter step by step

- Check approval



REQUESTING FCR LRIVER

PRODLEM: - Transportation - Diiver not attached to FP monitoring
vehicle

ASSESSMENT; - Ask the head driver why
Ask the transport manager why
Agk the Director why

DOAL: - Transportation - Will ensure that a driver is always attached
to monitoring vehicle.

CLSTACLES BESOURCES

- Shortage of drivers Fellow Managers

- Jriver allocated to more Senior ~ Acquitance with head driver
Cfficials :
~ Acquitance with transport manager
~ No co-operation between head driver
and transport manager - Ability to express myself

- Ability to write good letter

~ DBacking of family planning
director

- DBacking of Health Management Doard

- Support of Family Flanning
programme by director of preventive
health services.

CLJECTIVE: -~ Dy the end of cne month, one driver should be attached to
Family Flanning monitering vehicle.

FLAN (P ACTICN:

1) Make itimenary for monthly monitoring
11)  Copy Head driver
Transport manager
Director
111) Pressure on transport manager
iv) Liase with head driver and transport manager
v) Make a report of drivers needed to head driver
vi) Use charisma to win them
vii1) Educate them on family planning importance

viil) Write lotter stamped "priority" or "urgent" to director.



§§§QURCE; - Commodities

ACTIVITY: = Storing

PROBLEM; -~ Stores available are not ideal to accommodate i.e., Too

Small, No shelf, No space, Damp etec.

ASSESSMENT:

1. Ask from staff for location of stores,

2. Inspect the comstruction of the available stores.

3. Note the storing facilities availéble.

GOAL: -~ Adequate storing facilities will exist in all F/P clinics.

OBSTACLES: RESOURCES

1. Inadequate number of stores 1. Space allocation for new stores

2. Head of department turning deaf 2. The Medical Officer of Health/

ears to complaint Sec. to Local Government for
further consultation and action
3s Fund budgeted not releasged
3« Good relationship of Manager

L. Engineering department very and Medical Officer of Health
lethargic on construction

OBJECTIVES:

1.  All FP clinics would have had proper storage system by the end of
six months,

2, Good repcrt within the Medical Officer of Health Sec.
Treaeurer/Engineering Department through letters, and personal contact
will be establighed within one month,

PLAN OF ACTION:

1e Check available stores

2. Vieit the stores and review space and conditions available.

3. Decide which stores to use.

L, Request for permission to use stores,

5. Modify to required standard (Repair, adjustment and’ Security).

6. Ensure correct temperature for commodities.

Maintain standard.

to Local Government/



INLICATOR

FERSUN
HESIONSILLE

Tt

MONTEHLY )

TIME

TABKS




MANAGEMERNT

The Process of getting things done using human and saterial

resources vit@in A time frame.

FUNCTIONS/T OF A ER
Planning
Inplementation
Directing
Supervision
Monitoring
Evaluation
Documentation for Reference

JEFINITION OF MANAGEMENT

Getting things done th:ough:people. It is the process by

vhioh people are made to carry out certain functions within

the available resources to achieve a set goal.

FUNCTIONS OF A MANAGER

Articulates management position,

Plans and organises work to be done (work outline);
Provides materials to work with;

delegates the work to workersy

recommends to appropriate authority on Staff situation,
Discipline and supervision.

Motivates and controls,

Bvaluates and reports.

Beassceses set goals and makes recomrendations,



6.
T
8.
9.
10,
11,
12,

13.

9.
10.
".
12.

13.
1.
15.
16.
17.

AN RFFECTIVE SUFERVISOR GROUP I

Tells me my work.
Provides me with toole.

Commends me when I do something good.
Invites me for a talk/discusgsion.

Tells me what is happening in the other departments pertaining
to us.

Listens to problems - béth job and personal.

Helps when I ask for help pertaining to the job.

Agks for my opinions in matters that relate to my work,

Allows me to plan, organise and implement.

Encourages further training e.g. M.P.H., FP Training, IFPORT etc.
Does not complain but advises.

Finds out needs and meets them where posaible,

dppreciates my work

AN EFFECTIVE SUFERVISOR = DOES NOT

Give me vague instructions and blame me for everything.,
By-pass me to my subordinate.

Fail to appreciate my work.

Yell at me all the time,

break my work schedule v.ith personal requests,

Threaten me if I make any comment.

Find fault always with my work (Never satisfied without
giving reasons).

Use the telephone to send me on errands that are unofficial
and below my cadre.

Treat me like a personal gelvant.
Prevent me to plan the use of time.
Distrupt organised plans without any reasomn.

Cash in all in-service training privileges (allows ataff
development traiting for subordinates).

Communicate with staff on plans, programs or feedback.
Resist other peoples opinlon.

Starve me of tools.

Ignore the needs of worker.

Make himself/herself inaccessible.



PURFOSES QP  SUPERVISION
ensure tasks are being dome and program is going according fo plan
to find out if there are problems and discuss ways of solving theg
to ensure maximum cutput over time
to observe how workers perform on the job
to see that people are doing their jobs in the proper way
to aim in acheiving a specific goal
to identify training needs and areas where staff need help
to see that work is done on time
to see how workers attend to clients
%o control movement
to maintain discipline
to control use of materials
to make provision for budgeting needs

to monitor staff °s team leading and institute system of eval“atlon.
(staff, clients, system)

to motivate

to complete communication gap
to facilitate

to counsel staff

to evaluate competence of staff

to make sure right person is in the might Job

to ensure taskes in job description are carried out
to help staff with difficult tasks

to collect information

to see to welfare of workers

to assess performsmee and to help with Teports
to develop a reporting system

to establigh & good working atmosphere



2.
3.
Lo
Se
6.
7.
8.
9.
10,
11,
12.

13.

2.
3.
L.
5.
6.
7.
8.

9.-

10. ‘

11,
12.

AN EFYSCTIVE SUPERVISOR GROUP I

Discuss on performance and corrects where necessary.
Ennourages opportunity to disouss on problem-.

Provides adequate working tools.

Gives recognition to every member of the team.

Shows interest in workers' welfare.

Gives freedem to use initiative to plan and implement woxk.
Admits when she 18 not sure of a particular procedure,
Is cordial, pleasant but firm.

Calls you aside to wake corrections not in the open.
Participates in the execution of Job,

Expresses appreciation for Jobs well done.

Goes over day's job with subordinates

- What is not done for the day

-~ What was deone wrongly

- How to impreve on writing correspondence.

Gives more hands to assiet when saddled with extra jobs,

AN EFFECTIVE SUPERVISOR - DOES NOT

Keep you waiting unduly for an appointment,

Fail tp take needed action, especially where money J- concerned
dllow enough time for discussion,

Delay important information affecting staff develcpment.

Show intereat in ataff welfare.

Take action on gossips without ascertaining correct information
Tell you off infront of Junior staff and clients.

Fail to appreciate good work done,

Interrupt day’s activities with official circulars marked
"URGENT",

Find fault,
Show hot temper.
Fail to ask why a Job is not yet done,



Program for International Training in Health

The University of North Carolina at Chapel Hill
School of Medicine

208 North Columbia Street (3444) November 23 , 1987 Cable: INTRAH, Chapel Hill, NC
Chapel Hil, North Carohna 27614 Telephone: (919) 966-5636
TLX 3772242
ANSV/ERBACK: UNCCHINTRAH
M3, Maililynn Schmidt
Program Monitor
ST/P0ok/11

SA18 Room 811
Agency for International Development
Washington, D.cC. 20523

Re: AID-DPE-3031-C~-00-4077

Dear Marilynn:

Enclosed are two copies (one complete copy, one standard copy) of
INTRAH trip report #0-342.

Country: Lagos State, Nigeria
Aztivity Title: Training
Diates: August 18 - September 4, 1987
Traveller(s): Mr James Williams, IHP Associate Director

Ms. Karen Gridley, IHP Consultant

Purpose of Trip: To conduct an FP/ORT/CHE Clinic Management and
Supervision workshop for 18 MOH/HSMB/LGA senior staff
clinic supervisors, tutors, state training team member:
and scction heads, August 24 - September 4, 1987,

Please let us know if you need additional copies of these reports or
portions thercof.

Sincerely,

Hnr -
L.ynn K. Knauff
Deputy Director

Enclosures

cci Ms. Keys MacManus, AAO/Lagos Miss Pauline Muhuhu, INTRAH/ESA
AID Acquisitions Mr. Pape Gaye, INTRAH/WCA Director
Dr. James Lea, Director/Ms. Lynn Knauff, Deputy Director
Mro Robert Minnis, | HIY/THPS Dr. Sara Seims, MSH
Hr. Jack Thomag, AVYR/TR/HPN Mr. Fred Rosensweiqg, TRG

Regional Population Office. RENDSO/Wen
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