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EXECUTIVE 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 Goverrimental
 

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.
 

2. 	 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.
 

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

4. 
 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.
 



SCHEDULE OF ACTIVITIES
 

August 17 Mr. Williams and Ms. Gridley departed
 

from San Jose 11:20 a.m.
 

August 18 Arrived in Lagos 9:00 p.m.
 

August 19 
 Met with Mrs. Margaret Bodede, Lagos
 
State FP/ORT Coordinator, MOH, at the
 
Ikeja Nursing School.
 

August 20 
 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.
 

August 21 
 Met with Mrs. Bodede. Finalized
 
training preparations and training
 
design.
 

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

August 21 - 23 
 Worked on training design and materials
 
with State Training Team (STT) members.
 

August 24 -
 Conducted FP/ORT/CHE Clinic

September 4 Management/Supervision workshop.
 

August 25 
 Met with Dr. Kunle Joseph, Medical
 
Director, Ikeja General Hospital.
 

September 2 
 Met with Mrs. Bodede and Dr. C. 0.
 
Oluwole, Chief Consultant, Medical
 
Statistics, Lagos State MOH and
 
discussed Training Activity #9.
 

September 4 
 Closing ceremonies included the
 
following persons: 
 Dr. C. 0. Oluwole,
 
Dr. 0. Petirin, Chief Consultant, Pedi
atrics, Ikeja General Hospital; Dr. 0.
 
G. Olomdehin, Medical Officer of Health,
 
Ikeja LGA; Dr. A. 0. 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 
(Continued) 

Debriefed with Mrs. Bodede. Discussed 
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. 



I. PURPOSE OF TRIP
 

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 mombers 
(STT) and section heads
 
of the Lagos State Ministry of Health (MOH), Health
 
Management Board (HMB) and Local Government Areas (LGAs).
 

II. ACCOMPLISHMENTS
 

A. 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.
 

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

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

as scheduled.
 

D. 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
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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
 

III. 	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. 	DESCRIPTION OF ACTIVITIES
 
A. 	 There was no formal briefing with Ms. Keys MacManus,
 

AID Affairs Officer, AAO/Lagos, prior to the communce
went of the workshop. However, the AAO was advised
 
unformally that the workshop was being conducted as
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scheduled. During those conversations, it was planned
 
that Ms. MacManus would visit the workshop, but
 
unfortunately she was unable to do so.
 

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

began.
 

C. 	 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. In addition to eight FP managers from the LGAs,
 
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).
 

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

Hospital.
 

F. 	 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 to guide them and other
 
program managers in planning, managing and evaluating
 

FP services. The second week of the workshop was
 
devoted to increasing participants' skills in problem

solving, evaluation and supervision.
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G. 	 The "Guidelines" document was typed, reproduced and
 

distributed to participants, MOH officials and the FP
 

Program Office (Appendix I).
 

H. 	 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.
 

I. 	 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.
 

J. 	 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.
 

V. 	 FINDINGS/CONCLUSIONS AND RECOMMENDATIONS
 

A. 	 Administrative/Logistical Arranoements
 

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.
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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. Findinc(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
 
much as two hours one way.
 

Recommendation(s)
 

Future training activities should be designed with

sufficient flexibility to accommodate the
 
trainees' travel delays.
 

4. Finding(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.
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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 managem3nt 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.
 

5. 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 must often readjust staff time and
 
work schedules in order 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.
 

6. 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
 
months.
 

7. Findinc(s)/Conclusion(s)
 

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



APPENDIX A
 

Persons Contacted/Met
 



APPENDIX A 

PERSONS CONTACTED/MET
 

Lagos State Ministry of Health
 

Dr. (Mrs.) Mosun ADEWUSI, Assistant to Chief Medical Officer
 

Dr. C. 0. OLUWOLE, Chief Consultant, Medical Statistics
 

Mr. B. G. SADARE, Permanent Secretary
 

Lagos State Health Management Board
 

Mrs. Margaret BODEDE, Lagos State Family Planning/Oral

Rehydration Therapy Coordinator, Chief Health Officer
 

The Pathfinder Fund/Laos
 

Mr. Mike EGBOH, Program Officer
 

AID Affairs Office, U.S. Embassy/Lagos
 

Ms. Keys MACMANUS, AID Affairs Officer
 

Mrs. H. 0. SHITTA-BEY, Population/Family Planning Program
 
Specialist
 

Ikeja General Hospital
 

Dr. A. 0. FABAMWO, Consultant, OB/GYN
 

Dr. Kunle JOSEPH, Medical Director
 

Mrs. OFFIONG, Chief Matron
 

Dr. 0. PETIRIN, Chief Consultant, Pediatrics
 

Others
 

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

Dr. 0. G. OLOMDEHIN, Medical Officer of Health, Ikeja Local
 
Government Area
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Participants
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PARTICIPANTS
 

1. 	Mrs. Christiana 0. ABIODUN
 
Assistant Chief Health Sister/State Trainer
 
Lagos State Health Education Unit
 
Ikeja
 

2. 	Mrs. Elizabeth 0. ADEBAYO
 
Principal Nursing Officer/Family Planning Manager

Lagos Mainland Local Government
 

3. 	Dr. Faosat G. ADADEJI
 
Medical Officer/Family Planning Manager

Lagos Island Local Government
 

4. 	Dr. B. A. ADEGOROYE
 
Medical Officer of Health/Family Planning Manager

Epe Local Government
 

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

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

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

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

9. 	Mrs. Adjua FADIPE
 
Assistant Chief Nurse Tutor
 
School of Midwifery
 
Ikoyi
 

10. 	 Mrs. Agnes FAWOLE
 
Principal Health Sister/Community Health Officer
 
Ministry of Health
 
Alausa
 

11. 	 Dr. Taiwo A. GEORGE
 
Medical Officer of Health/Family Planning Manager

Ikorodu Local Government
 

12. 	 Mrs. D. A. JEGEDE
 
Nursing Sister/Family Planning Manager
 
Ikeja Local Government
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13. 	 Dr. (Mrs.) 0. A. MAKINDE
 
Medical Officer/Family Planning Manager
 
Badagry Local Government
 

14. 	 Mrs. Folashade 0. ODUTAYO
 
Matron, Family Planning Unit
 
Lagos Island Mainland Hospital
 

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

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

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

18. 	 Mrs. Mabel A. OSHODI
 
Matron/State Trainer
 
Ikeja General Hospital
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Pre/Post-Test Scores
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APPENDIX D
 

Summary of INTRAH Participant Reaction Responses
 



Course ID#
 

INTRAH PARTICIPANT REACTION FORM
 
For each set of statements below, please check the one that
best describes your feelings about this training.
 

1. Workshop objectives were:
 

a.Very b.Mostly c.Somewhat d.Not very e.Not clear
 
clear clear clear 
 clear 
 at all
 

2. Workshop objectives seemed to be achieved:
 

a.Entirely 	 b.Mostly c.Somewhat d.Hardly e.Not
 
at all at all
I I IL, i- - i 

3. 
 With regard to workshop material (presentations,

handouts, exercises) seemed to be:
 

.JZa.Allmaterial was useful
 

to b.Most materials were useful
 

c.Some material was useful
 

__d.Little material was useful
 

_ e.No material was useful
 

4. 
 Workshop material presented was clear and easy to
 
follow:
 

a.All the b.More than c.About half 
d.Less than e.None of
time half the 
 the time half the 
 the time
 
time 
 time
I t-J- 11111i 11 	 L L
 



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
 

6. 	 The amount 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
 

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
 

I I I7 I 	 ,___ 

8. 	 Possible solutions 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
 

I __~ 	 I I_____t ____ 

9. 	 In this workshop I learned:
 

ja.many important and useful concepts,
 

b.several important and useful concepts,
 

c.some important and useful concepts,
 

d.a few important and useful concepts,
 

_ e.almost no important or useful concepts.
 

10. 	 In this workshop I had an opportunity to practice:
 

a.many important and useful skills,
 

jb.several important and useful skills,
 

jc.some important and useful skills,
 

__d.a few important and useful skills,
 

_ e.almost no important or useful skills.
 



11. 
 Workshop facilities and arrangements were:
 

a.Very b.Good c.Acceptable d.Barely 
 e.Poor
 
good 
 acceptable
I' I I I 	 - ' -

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

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

13. 	 The trainer/trainers for this workshop encouraged me tc
 

give my opinions of the course:
 

a.Always 	 b.Often c.Sometimes d.Rarely e.Never
 

lLJ I II I____1 I" I
 

14. 	 In 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
 

I 	 I_ I I --

15. 	 19 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. 

I a.Additional time for the workshop 

b.More limited time for the workshop 

. Lc.Use of more realistic examples and applications 

d.More time to practice skills and techniques 

Ze.More time to become familiar with theory and concepts 

f.More effective trainers 

Ig.More effective group interaction 

h.Different training site or location 

_i.More preparation time outside the training sessions 

4_ j.More time spent in actual training activities 

__k.Concentration on a more limited and specific t( 

I l.Consideration of a broader and more comprehensive 
topic
 

m.Other (specify) CA'SIE STU
 



17. 	 Below are several topics that were presented in the
workshop. Please indicate the usefulness of the topic

to you in the scale at right.
 

very hardly
 
useful useful
 
1 2 3 4 5
 

o.afL"LX04 "*OQ .	 e I- I I I
 

b. '"b WUo n 	 , 7 I
 

C. e 	 l

TfL-vL
I;•LMI
-I 


d. .::Fi 
 I I I I
 

18. 	 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.
 

Techniques! 
 very 	 hardly doesnot
 

Resources 	 useful useful 
 apply
 
1 2 3 4 5 6
 

a.lectures 	 '' T_.rm T r 1 
b.group discussions 
 j 
 11 
c.individual exercises 
 lJ ij-I- l 1.1- i 

d.group exercises 
 ! I 1 _ F 1 
e.clinical sessions I 
f-field trips 	 I- -__1_ _1
 
g.handouts/readings
 

h.book
 

i-audio-visuals 
 ,• 	 gI,
 



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.
 

j a.Counselling and/or client educatior
 

L b.Provision of Clinical Methods (IUDs, pills,,

diaphragms, injections)
 

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

d.Provision of Natural Family Planning Methods (rhythm,

sympto-thermal, pucous)
 

3 e.Supervision of Family Planning Services 

. f.Management of Family Planning Service System. 

jg.Planning/Evaluation of Family Planning Services 

11 h.Policy Making/Direction of Family Planning. 
Services 

4 i.Community Based Distribution of Contraceptives 

J j.Community Based Outreach, Education or Information 

__k.In-Service Training in Family Planning 

.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 



MANAGEMENT & SUPERVISION WORKSHOP
 

Lagoa State, Nigeria
 

August 24 - September 4, 1987
 

PR/O T TEST 

INSTRUCTIONS:
 

-Read all questions carefully
 
-Complete all questions
 
-Write all answers in the spaces provided
 

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

NE-------------------------------------------------


NAME 
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Check the I principle components of program management:
1. 


Staffing

- Planning 

•. 	 Directing
Commanding 


Hiring/Firing
Criticizing 

x
 

Organizing 	 . Controlling 

2. 	 Put the following steps of a problem solving model in proper
 

sequence:
 

Problem Identification
 
Obstacles/Resources Identification
 
Plan Development
 
Goals and Objectives
 
Evaluation
 
Implementation
 
Needs Assessment
 

1. leeds Assessent .
2. 	 -Problem Identifiation 

3. 	 -bals and objectives
 

4. 	 -Obstaoles/ resources
 

5. Plan development
 

6. Implementation
 

7. Rvaluation
 

3. 	 What is the difference between a goal and an ob3ective? 

Goal: general statement of purpose; ideal situation; solu

tio to problem; what you hope to acoomplish; related to pur

pose and nission. 

Objective: aeasurable statement of what you intend to do to 

accomplish goal; what will result in measurable terms as a func

tion 	of planned activities.
 

LA 



------------------------------------------------------------

------------------------------------------------------------

-----------------------------------------------

-----------------------------------------------------------

------------------------------------------------------------

-a

4. 	lder tfy 3 chareateristic* of en organization.
 
Azswv lv that indicate that an organisation is a formlised
 

I .	 atW@ .Web -- 4- --...-- -- - -- --- --..,--

- structured

2.* 

3. 	 -lines of authort-- and r-sponsibi-t

-purpose or direction or mission
 
5. 	What is the relationship between CHE activities end FP service 

delivery? 

Ansvere that include the follovin concepts: 013 generates 

clients and educated populAtion to use services; FP supports 

and reinforces ORE by delivering acceptable services. 

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

Olinicians/ policy makers
 

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

Nangers/ supervisors
 

7. 	 What is the difference between authority and responsibility? 

Authority: legitimate mandate to implement activities, Make 

decisions, bring about change; 

Responsibility: accountability for actions or results. 

I 
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S. 	Explain why an important part of a manager's 3ob La to find the
 
right problems to work on.
 

- Aunim xkkq 	 ------------AUqh. A4AQXJAR. jiL Vm~ 

t mqJq J6_.wriJ- _A _ A q. m Lj Pr_)t _ ...--

----A idX.A3I Ar Ad 11aUwAA.AnA. JmUL m 9 ~ 9~ 

...ta Lkqe Lj~..J.~~qn Li~~..i.t~.tp uqA 

or too low a~i Q O ~ ~ ~ JJ~j'mwt 
other reuponsabilities; negative behaviors can be enforced. 

9. 	 Describe the link between planning and controlling. 
An answer which incorporates the following conceptes 

Planning: articulating what is intended, what one hopes to 

0ontroling: making sure what actual!_ha_pJ nB falls within 
the 	plan;
 

Controlling actions is pjuttkn the.an_ Into effect. 

10. 	 Which of the following should no 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
 
leaders
 

help solve problems (logistical, interpersonal, work
 
related)
 

check records to be sure they are kept correctly
 

X 
 be sure fieldworker understands supervisor's problems
 

evaluate usefulness of prior training activities
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11. Name 3 qualities that make a supervisor effective.
 
Possible responses:


I. -

2. 
- listens to employee -olear oommuoniation 

3. -helps solve problem@ -frequent presence at work site 

- mets povitive role model 

12. 	 What are the main components of a job description? 

Answers that identify three of the foll*_ing components: 

-describes workerb tasks 

-authority/responsability 

-to whom accountable
 

-title
 

-qualifioations 

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

Answer that identifies two ways from the following list:
 

-for personnel evaluation
 

-for clarifying roles within the organization
 

-for preventing gaps and overlaps of roles
 

-for identifying training needs
 

-for supervising or guiding worker 

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

X delegation X evaluation
 
(04t)) policy setting service deliver)
 

" discipline X motivation
 
research (ca5) recordkeeping
 

" training
 



15. a) Name at least 3 factors that motivate workers.
 

Anever identifies three factors from the follibing list: 

-adequate ompensation 

-recognition for Job well done 

-pleaan~t working conditions
 

-regular supervision
 

-good 	inter-staff relations/communications
 

-responsability
 
-advancement/ self-improvement possibilities
 

b) Name at least 3 factors that discourage workers.
 
Answer identifies three factors from the following list:
 

-inadequate compensation
 

-poor 	working conditions 

-no support or communication from supervisor 

- Mnfjiolent administration 

-poor role models in h-gh-r positions
 
-being treated as children
 

16. 	 Explain the importance of delegation in organizations.
Any answer that indioated the iaportano of delegation to the
accomplishment of thq_ olgAaj% jn _ OJE TIjY .L4, ---------

_Work _is _more than _o_ ___r AL_44h_ uUL -_1a ti, j,..
 

in rationaJ_ __ffa z r Iof tasks a 	 . -_-.de, t fyJ na li8-_ 

bilit and authorit -- ej.RLntlLc6oinpinh
 

its obJeotives.
 

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

Answer which includes these conceptj. 

One-va;: when boss *tells* worker,_vt_ 

TVo-wa: both meet talk and_;tb j .martiee to . 

the conversation; both learn from each ohr...........
 



18. 	 List at least 3 points during the program planing,
implementation end evaluation proces where evaluation activities
 
can provide managera vith valuable Inforetiao.

Answer which Identifies any legitiate point of intervention, e.g.,
 

3oodm mme at, prior to proram
*Xonitorin , whleo program is going on
 

-hd 	 o- activtie: how 	 did set of activities change situation, O] 
'ise 

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

Aahs, .uucmmh...amtL
 

--. t- , iiunuprogrem
zla 	_.,ovard..._o.h.s.c..ti.a 

---	 _3Y-lU-- wo .- pa-- -- -- -- --.-.... 

-- 3_n1ua:s_a1unIaaff iaen--
--=o_snna1n:Ln_maizg_dacLlti~zll tandu .J-iacearg changesR .............
 

-to 	 order commodities 

-to 	 justify money 

-to 	correot response to clients
 

-other
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APPENDIX I
 

Guidelines for Family Planning Program Managment in
 
Lagos State
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Contributors to the first draft of the GuLdelines includes-

MZ5b Chrzitifat C. AD!ODaN
 
Assistant Chief Health Sister/State Trainer
 
Lagos State Health Education Unit
 
General Hospital 
Ikoja. 

Mrs. lisabth ). AWAYO
 
Prinoipal *ursing Off ioer/FP Manager
 
Lagos Minland Local Goverment
 

Dr. F. G. AIMWJ
 
Medical Office/Fp Mana4er
 
Lagos Island Local Govermet
 

Dr. B. A. ADMROTS
 
Medical Officer. of HealtY/7P Manaer
 
Rpe Local Government
 

Mrs. A. Iyabo AWOUM
 
assistant Chief Tut..r, Public Health
 

School of Nursing Complex 

Mrs. Mary B. ATr1
 
Nursing Sister/Deputy 7P Manager
Soeolu Local Goverment 

Mrs. Margaret J. DK)OD]E
 
Chief Health Sister/State 7P Co-ordinator
 
Lagos State Health Management Board
 
Lagos
 

Miss Florence 0. BRIMS 
Chief Health Sister
 
Lagos State Health Management board 

Mrs. Adjua FADIPI 
Assistant Chief Nurse Tutor
 
School of Midwifery, Ikoyl
 

Mrs. Agn FAZOLr
 
Principal Roalth Sister/CEO
 
Ministry of Health, Alausa
 

Dr. T. A. CDEGE
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Mrs. D. A. JE~rhDX 
Nursing Sister/FP Manager 
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Dr. (Mrs) 0, A. MAXIM 
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badagry Local Government 

Mrs. Folaahade 0. OIUTAYO 
Matron/FP Unit 
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Senior Nursing Officer/Stat. Trainer 
Lags Mainland Local Government 
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IMMnAmm nS. Cri0mL 
TO AUM3 ? O 

TA= POAnON0 AT 

PUZOLD OF YZM 
I., 	 IMATM ma ChmE 

a. 	 Hold health talks in the clinics
 

- Ante-Natal clinics
 

- Post-Matal clinic. 

- Child Health clinic. 

- 0. P. D. 

b. 	 Display posters in clinio s 

a. 	 Distribute Hand outs in clinics 

2. 	 MORIVD.IW 7fL C? At(TIQNJ. 
TASKS 

a. 	 Doment number of CE slip. brought to clinicby clients 
b. 	 8 rprise visit. to sitem of the CRE talkp and 

clinic staff activities 

o. 	 Listen to talks md client - staff interection 

d. 	 Post questions to cliente 

e. 	 Listen to client. md their problems 
3. 	 K IM c~j~T894M R -WEcD 

TASKS
 

a. 	 Interview the 	clients 

b. 	 Fill in i9formtion on correct forms in
registration of client. 

- Form I - Collect neceesary informations
about cllentua- am, addres, occupation,
mrtal tatu, past medical HX, FUL use of contraeceptive, mdical exainatontyp of contracaptivve accepted
 

- Porm II - Daily 
 roord of mrber of clients 
seen 

- Form III - Keep monthly,quarterl, half
yearl7, and yearly statistics
 
a. 	 Check records on a monthly base to identify

defaults" 
d. 	 Record in notebook those defaulters who have
 

been folloved up
 

http:MORIVD.IW
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5. 	 Keep separate monthly, quarterly, half yearly, sad
yearly statistics that are sent to the YY Manaa

b, 	 Verify that staff are usin oosrot forma, monthly 
and during surprise visits 

a: 	 Verity that forms are filled in correctly, mouthly 
or 	during surprise vislts 

d. 	Balance clinic etatietlo with the I? Manager's 
statistics, monthly
 

5. 	 MKTQajK TRI CIM -,SLT§CTICS 

TASKS
 

a. 	Observe olient - Provider re]aticeahip 

b. 	Educate staff in keeping oodial relationship with the 
clionts 

o. 	Ccoauional personal interview of clients by supervisor 

d. 	Correct any short-comings, e.g. Treating clients' 
complaints
 

6. 	MINITCRING T CLTfL'I 0 CtWfM'ED PA'TCNAGN 

TASKS 

a. 	Check records on a monthly basis to identify 
defaultere 

5. 	Follow-up defaultere
 

a. 	Record in notebook those defaulters who have been 
followed up
 

d. 	Ropeat follow-up as necessary 

e. 	 Mail client's chamge of add2 s to appropriate family 
planning manag r 6f the area where client has moved 



__ __ __ __IL _ (3) 
au ~NUiGUK AcTrym 

__ 

NE
TM O) 

PROYZZ ALL MWnu1.7B AN AFNOIU 

a. 	 Review records of use b meth 

b. 	 Chart frequenoy use 

c. 	 Verify turnd..rowtms.tiae 

d. 	 Set ordering schedule 

s. 	 Obtain (or develop) order forms 

f. 	 Place order aooording to schedule 

2. 

TASKS 

a. 	 Identify oomnodities to be 7.wceived 

b. 	 Obtain list of oomodities ordered 

a. Arrangg to recse.'.. e.g.
 

- Aseig vehicle@
 

- Obta.in fuel voucher
 

- Obtain Imprest 

- Assign personnel 

d. 	Pick up commodities ordered
 

e. Check for damages, missing items and erpiring 
dates
 

f. 	 Bricord damges and missing iteaw 

g. 	 Report to appropriate authcrity 

h. 	 Arrange in the store 

i. 
Open ledger for commodities 

TASKS 

a. 	 Make a check list of all omodities 

b. 	 Open tally cards for each item 

0. iter oomodlties into ledger 

d. 	 Update records after each supply 

e. 	 Make weekly/sontly wioal check oft L 
comodities 

7, 



RWOU3M XAXANMa AcTriTIT I 

CONMIT 

(comm.) 

4. DsImS 
TA93 

Dm To cLnum 

a. 

b. 

S.eet client sample 

Ch& olientf records 

vere dipensed 

to 4e if agpropriste oo dit4e 

o. Interiew seleoted clieats 

d. Check availability of oo.diti. 

0- Ask staff about any problems rextiM oomodity 
dispens..ing 

f. List problems regarding .codity dispenaing 

6. Conduct .taff meting to discuss strength eak
of comodities, oomodity dispwna4ng and to help 
molre identified problems 

5. DISTMnrING TO SIVICE P0N 
TASKS 

a. Check euding balance for eaoh olnjo for all o L 

b. Chock number dispensed-for each ooodity 

a. Determine required number of supplies for each 4camodit 

d. Review requisition form from olnLa 

a. Is"e supply 

f. Update records 

6. STORING 

TA.S 

a. Chook all available tores 

b. Visit the stores 
condition& 

to ,ev-Iwavailable spacs an 

o. Take decision on which stores to use 

d. Get permission to use stores 

. 

f. 

Request for any repair adjustent and semrity 

Store oomodities in order of expiring date 

deaoe 

g. 

h. 

Ensure correct toueerature for 'oodities 

Open up tally card for each item 



7. A~n _ tWnA -

a. 

b, 

a. 

IRLew record or olmtaJi7 

Ope tally onto for ras ' ltm 

eldo sao:duloe fo tranesw'aig 
to tally oa s 

v tti./monlrepoe 

Jorzino fm recods 

d. Oomp,. rooords e.g. d ilyg w...4ymthlylqw .zl/m. 

e. File records, mothly 

f. 69W rtz'na to appopzriate authorit 
8. 

a. Use check lit for m itoring of ooinoditiv 

b. Make we&"= am t tor mniing
 

- AsJ perouel
 

- Aasgn veicle
 

- Obtain fuel Youchft
 

- Otin Imprest
 

o. Condet monitoring aotivities 

d. Write reports statlng stata of oommodities 

e. Write report to unitsidh roomendatiz .f action 
to tak4 eX'eoing 
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I QQ U P M1 M T Standam st of FPO 

CiEMOOttioe NWM be 

to enable awow olalen 

to render Moft*4 

and eftecient Yea11y 

Planning service 

a. Request for recorde/inventory 
of equiment from all 

b. Crown check with standar t 

c. 

d. 

a. 

WJt neadad o9mipnt 

Obta.Ln list of new clinics 

Combine new needs vith old 
needs 

2. M 

TASKS 

M M agM 

a. 

b. 

Use check-list to list ae4a4. 
equipment 

Check for all -.?t-lable 
'quipbevt from NAsictimE 
aencien 

o. 

d. 

Send list of needs to 
appropriate authority for 
purchaing 

Place order aocordingly 

TAK 

a. 

b. 

Identify equipmnt to be 
received 

Obtain list of equipment 
ordered 

o. Make arran4ment, to receive 

- Obtain vehicles 

- Obtain pesoxnnel 



ObQtai~n Nel woe 
(OOM'.) 

-Obtan Zqomt 

d. 	 Pick up equipment ordered 

*. 	 Cheock standard equipment list 
aginet Odeed Ust 

f. 	 Check for damaes and missing items 
g. 	 Reord dmpge na lamisig its 

h. 	 Report to appropriate autbority 

1. 	 Arrange in store 

i. 	 Open le,.gwr for equipments 

TAMS 

a. 	 Make a check list using standard met 

b. 	 Open tally card for every Item 

a. 	 Make da1l3'/Veekly/mointhly/quarterly/ 
yearly record checks 

d. 	 Check ondition of equipment (e.g.
Breakages, Rpiring date *to 	 ) 

a. 	Record losses, damage, and cutdated 
equipment 

f. 	 Report losses, damages etc. 

g. 	 Make final check at the end of program 

5. 	 X TOIBYPING LIICA 

a. 	 Identify needs of eacih clinic 
b. 	 Allocate days for 	clinic to collect 

equipment 

c. 
Invite clinics to collect on those dates 

d. Check reouisition lip* from olinics 

e. 	 Issue equipment 

f. 	Update Records 



Ia ogRow A i'r itz iA" L T $ 

6. 

( om.) a. Obtain list of 

installed 

canlmos that need Kuipmnt 

b. 

a. 

Arrange for installation 

Contact technician (e.g. Elsotrioian, Plumber 

et) 

d. Set schedule for installation 

s. Deliver equipmeut to elte 

f. Tset for effeoatimnsma of instAlled equipment 

g. Report any 

7. S T 0aX 
problem with £mta.jMon equJgmaL 

a. Obtain a list of .alarxiting #tore. 

b. Visit the stores to rwis 
u1&OO and conditiap 

o eooe 

o. Take neesary deision on which stame. t& usa 

d. Got permission to use storse 

a. Request 
dovica 

for any repair,, adjUutment and zeurity 

f. Get r*ady neceseary record books 

8. M?ANII~f/R'LACDG 

a. &mire proper use of item to avoid breakdown. 

b. Service equipment resularly and wthen due 

a. Make daily check of equipment 

d. List damagd and missing items 
s. Make neceesary arrangewnt for repair& 

f. Iffect repair vithin liaied time 

g. Order for repaceiment for nueaing item 

9. NM 
a. Use check lint of all equipment@ for ditari g 
b. Make necesry arrangment for monitoring visits 

- Lasin prsomel 

- Assign vehicle 

- Obtain fuel voucher 

c. Conduot visit and check all equipment againa 

standard list 

d. Write report epeoiying status of all equipment 
e. Write report vith recommendations for action 

to be taken re-equipment 



BWM (aODM.) 10- AMR=v' u m Ai 1 
. iMk. a list of imeavicabae Item v..kly/i 

southl/quartez1 

b. Mrsth Itow In safe plane 

0. Bond the Liat to app'owlate suthority 

d. Collate yearly returns 



RMOCI KMU"L =r ATCITIm r S 

DIAY 	 DATION 

1. 	 COLLMIOI VrFr TtOB AJX M'T Ir 
TA XB
 

a. 	 Set criteria for meleoting organitation 

b. 	 Write the list of known organisations having
TP progrua and their addresas 

a. 	Chbok if on phone 

d. 	 Make appointment 

0. 	Liat what information and material you 	want 

f. 	 IGo/mend/write for the information and materia 

g. 	 Collect information azd material 

h. 	 Record/file information and 	material 

i. 	Send acknowledgement letter 

2. 	 FAEFRmING WRITr AND VISUAL AIDS
 
TAS
 

a. 	Determine what information to convey
 

b. 	 .;etermine what f:rm to tse e.g. Newspaper 
publication, pcaters, handbills, handout, 
banners etc 

0. 	List what inatr2xum ts and material needed 

d. 	 Request/ordr/purchase instrument/terials 

e. 	 Write materials 

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

3. 	 DISIrCING EDUCATICNALMATMIALS D 
VISUAL AI 6 

TASKS
 

a. 	 Determine the materials to distrib.o 

b. 	 Liat where to distribute materials 

a. 	 (,heck existing stook 

d. 	 T-rduce ore if neceasary 

IUCRBUO IN TIM 

AOCXP N C FAI 

PLAKIUG AND OOMIV-
VI PATNOAL In
T1 CLINIC MO=T-

OUT In PAN IOD 



(-caYD-

EVOWMON . Doteraine bov to distribuite sitrials 
. Asivtwo to distribute mterlals 

C. 	 Provide treasportation 

h. 	 Doumnt delivery 

I. 	 Monitor un. of mterilal 

a. 	 Idetify topic for 	intarview/talk 

b. 	 Deter ine activity time an audlence 

a. 	Collect data for the interview/talk 

d. prepare the interviev/talk 

a. 	 Assmble Audlo-Viaal and 	Teaching Aids 

f. 	 Prepar, additional audio-visual aide if neceaAa 

g. 	 Check availability of equipmenta needed e.g.miorophone, blackboard etc 

h. 	 Rehearse 

i. 	 File the papers on talk/interview 

5. 	 MONrrTU.Rn MASS MDIA
 
TASKS
 

a. 	 Find out from the organisation the meeage givenand the alring agreement 

b. 	 Check accuracy of meseage 

o. 	 Document your findnings 

d. 	 Rectify if neoessary 

6. 	 REuCHix nic r-apowns
 
TASKS
 

a. 	 Determine purpose of survey 

b. 	 Prepare questionnaires to be used 

c. 	 Orientate interviewers 

d. 	Teat pilot
 

e. Revise if necessary 
f. 	 Interviw-Radio, TV, Health worker, Town crier, 

villa head, friend, newspaper, husband 

g. 	 Compile date 

h. 	Analyge
 

http:MONrrTU.Rn
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aatcjMANAGEPWI ACT! VITIfl UNUTS 

IKOxMTIOI 
(cm.) 

7. RELUtHIG IN CoMnRWITY R 9 SU 

T 

a. Determine purpose of the survey 

b. Determine the esie of the sample 

a. Prepare questionnaire 

d. TrmLin intervieVers 

e. Disecuss purp.- " -- Jnity vorker./leadsre/eads 

I. Teat pilot 

g. Reise if necessary 

h. Interview sample
 

1. Co3rIll data
 

J. Analyse
 

8. nuzN AuDio - visuAL_ : _ 

a. Lecide on message to convey 

b. Chuck file for available material 

c. Contact relevant organisation 

d. Collect A/V ki4, rr orgnnization 

(for rental or purciase additional task viii be 
necossary) 

e. Decide cn film to use
 

f. Preview 

g. 1re-tost if possible 

h. Identify location
 

oecptrte/on
 

. -ject /
 



P~o~c MARAUT ACI ZT 

ALL PAM LOYI-
AM=NOMi M 

GIOVUT1 = =Mr.yi OT CT I= AID 


TAUS
 

BvtW/aiu 4 '.DA. OUmeit Year's budget 

b. Look into ares of oeeds and activities thrcah
 
staff weotine
 

b. Ite,j8 the needs and sotivities 

d. Prioritise 
the items 

e. Itiaste costs of needs and sotlyities 

f. Add % and put on forms 

2. A.IPLyWJ 'IN. A~l-pjnSOrC LFIA u 
TAS~s
 

a. Send r."d= and costa bY fozr to aplropriate
quarters by the deal line 

3. SRWING or X=I D~ yACF~vAOZ 

a- Collect notes to Justify request 

b. Defend the budget
 

All facts and figued already at hand) 
to defend the budget
 

a. Get final apprzml 

4. C(.N~KuJJ-THtJS orMR 

a. Check expenditure against tba budget on monthly
 
basis
 

bo Check Purchases ainst the balance 
0. Keep recrds on money spent 

5. DLJaAL CcF'p FMN 

a. Review records on monthly basi 
b. Add monery pent by budget item 
as Compare money pent tcomoney allocated by jts 



R9oURcS2m Acriv zs 


1. 	 IDENTIFYINGSTAYF VE
 
TASKS
 

a. Compile number of existing rtaff 

b. 	 Idantify each member of Lta.f by wh" 
S4E/H Parfare 

c. 	 Record on a form, fixina staff sames 
funotA
 

d. cord ewaff adc-tic.aal level 

o. 	hecord staff in-ervrce trmining 

f. 	 Interviow rtaff and record hw t y :..e.rfz 4haz 
duties 

9. 	 L"4Aee -20h -ftf member on the 	 job 

h. 	Identify weakneas in job exac.aU=n (akill.) 

I. 	Id tifY IeflciOCY in mmbr of staff 

j. 	Make a list )f staff r~quigate 

k. 	Make recommendatina to head of Unit4Lapxrtzu 

SUGG STICNt- R-RD INniMATICN LN C1,RT MiEL-W: 

NXME FUNCTICN 	 EUCATICNAL ADITI COCM1-
LEVU. LNAL ENTS
 

TRAINI REGA-

NG RDIB
 

STAFF

NKEDS 

EMLT8 

CATBGL 
"COMP 

OF 
MYT 

IMPLODTATION OF 
?A)MTY PLASMEM 

PaCQUM3 FAN 

'WtUAon 

against 

±,i-, 
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RsouiC MAAGM ACTIYITAm 

PMOMO T*HrNu C ONx JOB~A~f(Orm.) TASKS 

a. 	List traing needs 

b. 	 Identify training resources 

0. 	Set training objectives 

d. 	 Write training design 

0. 	Set training schedule 

f. 	 Collect training materials 

g. 	 Aemign training tasks 

h. 	 Supervise training activities 

I. 'valuate result of training 

J. 	 Use clinical meeting to share erperiences 

k. 	 Get feed back from personnel on the usefulness of 
training 

1. Use 	 your own skills as an example of how to perform 

2B TRAINING (UTSIDE PHLGIU) 

TASKS 

a. 	Identify needs
 

b. 	Compile names 

C. 	Get information 
on available in-service training
 

d. 	Set schedule
 

e. 
Apply to workshop for acceptance
 

f. 	Lbtain approval for sending staff to workshop 

g. 	 Inform staff 

3. 	 RMUES7TIN FnR STA.F REPLACEMENT 

TASKS 

a. 	Make an annual leave roster
 

b. 	 Make a maternal leave roster 

c. 
Make a sick leave record
 

d. 	 Establish an assignment rotation calender 

a. 	 Make staff assignments 

f. 	 Lvaluate rotation calender 
g. 	 Specify gap 	 in staff coverage of work 
h. 	 Inform head of 	unit or need for additional staff 
i. 	 Submit written request for additional staff (with

justification) 
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RIt(AJCR WAli&C ACTIVITISS RmLTS 

FsSCNNKL 1h 9S1Rr/1csTn o(cu-rn.) TASKS 

a. Review current staff ausignment 

b. 	 Review where, when and what catejg~ries of staff require( 

a. 	 .iscuss the jobs with staff 

d. 	Specify needs for assignment chnnges
 

a. 	Re-assign the staff according to capability and proggra
need 

f. 	 Inform the head of department of the need to re-assign 

5. 	 SU El4VISING 

TASKS 

a. 	 Review staff activities in the clinic 

b. 	Review staff strength in relation to the activities
 

c. bserve staff/client relationship
 

d. 	Farticipate in the clinic work if necessary 

e. Listen to staff complair.ta/;rolemm (individually or
 
lurirn staff meetings) 

f. 	 Sclve staff protlm if ;ossible 

F. 	Supply staff needs
 

h. 	 '.unsel staff as indicated 

I. 	 'warn staff as indicated 

j. ,-cu-ent warniniz if required 

k. 	 aeo¢=mend frr presotin/further tranining (if necessary) 

1. 	 H,'.I regular zeetinkzv with staff 

6. N: .t:NG 
TAflS
 

a. 	 --raw up luty roster 

b. 	Review staff attendance ti)ok daily
 

c. 	Review avement book daily
 
d. 	 Check the iaily activity forma 
e. 	 I-articiato in clinic activities 
f. 	 Keep rec-,rd f !nta athered during mnitcring 

activities
 
g. 	 Fill the annual evaluation ,,Lrfrmance fr for 

each memter .f staff 
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RUOUNCR WAGUA ACTIV1ITIU A7 

7. ILziAT 

a.. Kno yo staff mod address them informally 

h. PAW, a flexible york schedule 
o. ?TaW. their olate. to appropriate authority prom tly 

d. Listen to staff problem 

p. Help solve problems a quickly as possible
 

fa Nave regularly scheduled 
 general meetings vith staff 

g. Talk to them individually 

h. Reoognis4 excellenoe in work and dedioation to the job 

8. VAALuTION 

TAMK 

a. Design assessment form 

b. Give out auseement forms to staff -to complete perio
dically 

o. Grade staff performance 

d. Give justification for grading
 

e. Request for staff oaent on grading 

f. Recommend for further tr1inin if neceaaary 

g. Recommend for promotion where necessary 

h. Forwa.rd aeseeent for. to appropriate authority 

I. Include asseoet iQ003a:iCA.ijA ozwq J rmluation 

J. Maintain personnel fIles on all staff 

http:Forwa.rd


I _ e . 

RSQUgr- MhA1AQ T ACIITIES . ITji~m ,8 

AiMT An 

ACCU8M it M 
I. TAU MP',LATIZO 

TASKS 

a. Set deadline for choosing its 

b. Bok permlesion for "rvey 

c. Survey. of the U 4 d 

d. List possible site 

e. Holding series of meetinpg with all officer involwVk 

±) Community 

ii) L. G. A. staff 

iii) Team mbers 

f. Cbtain final permisslon from appropriate goup 

2. PLAING USE LF SACE 
ASKS 

a. Contact existing health committee members 

b. Prepare agenda for meeting 

a. Prepare preliminary plan 

d. Hold meetings 

e. Inspect mite 

f. Group takes neoesearr deelsion 

g. Draw plan 

h. Set criteria for use of space 

3. D"CvINGUSECySPACE 
TASKS 

a. Inspeo' site or sPace 

b. Identify all ladequae0s0 

a. he-plan the space 

d. Got approval for change of plan 

a. Modify master plan 



AM 

__mm ) 

4. 

mLTS 

AOPAIY?IU 

a. 

b. 

a. 

Fast vith working team 

Teem Inspeat@ the spae 
Mark out ape. for each activity 

e.g. - Clients Witig rom 

- Coa sllin room 

- bmmJ.ation room 

- Storage or oomoditlee 

- In-trumt 

- Toilets, 1jouoe *to 

TiE 

a. 

b. 

Set dally clinic cleaning e be 

1)List oleaning Jobs 

ii) Agaig olaning jobs 
Set 5ubedule for cheoking safety
clinic 

l 

devices in the 

c. 

d. 

- List thin. to check 

Make arrangement for regular repairs, e.g.Hospital Enginexing section or cotraotor 
Etablish ached zl for reguar mientenance 

vith 
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REOURU 	 MAGWP ACTIVZTT 3 

O7TI~1Q&L 	 S71CIM An' 

Sau musrmmas	 aUPPLY 01? * '1Mv 

APPODiCWrr CIR% 
131 IS AID 01M 
BUTIONERM T 

LAWTUi PLU • 

1. DM M/SW 

a. 	 Request for rtcords/ inventory of supplies 

b. 	 Request for record of use 

a. 	 Cross - aheck inventory with record of use 

d. 	 Asoos needs
 

. ake a list of nsds
 

a. 	 Use cbeok lit for needed supply for all 

units 

b. 	 Cheok on all available sourveof supply 

c' 	Send list 4o appropriat4 authority for 
approval or purchasing 

d. 	 il ace order aoxwdln64 

3.1 	 i~y
 
TASKS
 

a. "'IAstify office supply to be reveived 

b. 	Cbtain llet of office supply ordered
 

o. 	Arranga to receive
 

-Asign vehlee 

-	 Assign personnel 

- Obtain fuel voucher
 

- Obtain Imprest
 

d. 	 Fick up supply ordered 

e. 	 Check for damages, missing items and
 
expi1ring date
 

f. 	 Uecord damages and missing items 



JOB-i3---

Og 
OUGAL
St1-LT1 

(Ocrn.) 

I 
go 

h. 

I-

Report to appwoMi"4e authority 

Anvae in store 

Open leder tor supply 

a. 

b. 

MAk. 

Pa& 

a sheck list - motor list of itme 

different its= in leder 

0. Make veokly/onthly record check 

d. Check for condition of supplies 
o. Record loose@, daMaL,. 

f. Report looses, damo.s 

9. Make final chock - yearly/,nd 

5. DISmIB7BIrG . CLcs 
TAS 

of progos 

a. 

b 

0. 

d. 

Identify needs of each clinic 

allocate days for clinie to collect supplies 

Invit Olitnics to collect on Thoee days 

Check requisition list from clinoe 

e. Issue sapply 

f. Update records 

6. RE- ClING 
TASKS 

a. Check list of ouplply in etock 

b. Compare stock with orering lis4 

0. Liet balance in the ledger 

d. I-Tepare List of supply 

v.rder/l trhase according to approved 

f. Update records 

list 

7. TO 
TASKS 

ING 

a. 

b. 

a. 

Obtain a list of all existing stores 

Visit the stores to review available space 

Take necessary decision on which stores to 

and conditio 

use 
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KR29C C MA CEGW 'Tli r I EUIR~S 

OF7ICZ/GURMA 

SUPLIM
(CONTD.) 

d. 

o. 

f. 

GG...-

R,- - -- -

Get ready necessary 

-aj-

recor i, books 

n na seourity cesvioe 

8. MINITR!NG 

TASKS 

a. 

b. 

U@8 check list for monitoring of supplies 

Malke necessary arrangement for monitoring visits 

- Assign perpsoel 

- Asign vehicles 

- Obtain fuel voucher 

e. Conduct visit 
list 

and check all supplies against standard 

d. 

e. 

9. 

Write report specifying status of supplies 

Write report with reconendation for action 
taken re - supply 

ACCLUNTING tR SUTELS 
TASKS 

to be 

a. 

b. 

Make a list of items supplied 

Stere the Items in safe place 

c. Send the list to appropriate authority 

d. Collate =nthly/quarterly/yearly returns 
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INDOWUE 

T INXI-

EM 

CLIC SIMUL 

70 ACMMMAN 

RMzmOFN C0LI3 AND 

as 

b. 

. 

List ew by cadree of staff 

Note holidays and - 1alswemosa. 

List ReNalar daily, weekl.y and mothly 
activities 

- mn__ 
W Q 

_ 

U 

4. U &Wftl to atiitiA 

@A Ask for feed back 

f. Roaa±m Asrtlwtl. 4.f 206aaaw 
e. Write out the names and the time tabl. 4& 

inform of work achedule 

h. Past, the Us&.tale up 

L- Inform staff of schedule 

* .2. MI1L 
TASKS 

b. Note time client arrive. at -woi in 

0. Not* time spent at each 

- Waiting room 

point 

- aination room 

d. 

- zjdjt± 

- Appointment 

Note time client leaves 

n*, .aortA 

clinic 

e. Cha-t client flow for month 
3. MONM NM STA.?TIMI 

TASKS 

a& Determine for how long you want to monitor 

b. Determine what you are looking for 
o. Design a monitoring plan 

d. 

e. 

Orientate/train observers on what 

Provide forms and requirements 

to do 



I MLA)WIDW ACTMIMI 	 B=I 

TIO (OOTD)I f. 	 Ausign each observer to a staff at the beginning of 
clinic session to olosing 

g. 	 Note how much time a staff spends e.g. ca patient,
with correspondence, talking to staff, break, phone,
visiting in the district otc 

h. Develop chart for each staff for the week 

4~. REACHIWl, MAL CLINIC TflQ 

a. 	 List organisations that give family planning service 
or have fanzily planning propa 

b. 	 Select those to ccntact e.g. Pamily Planning usrvioue 
in Ogun, Cyo, Ondo ansd Kwara States
ITMAH, EPIEWO, PAMIM, PFFY, USAID, AMICAU,
AVSC 

O. Drnw up format for information request 

d. 	 Write, phone or contact those selected 

e. 	Send format
 

f. 	Collect returns
 

g. 	Compile data
 

h. 	Chart information
 

i. 	 Aknalye information 

J. 	 Ccmpare other programs with cur pror 

k. -aw up a recomendation 

5. 	R&KANI~ZfING CLDJIC SHLULE (IF UrCESSARY) 

a. 	 Identify the reasons 

b. 	 List what ynu want to changg 

c. 	 irepare another time table fr. the existing clinic 
schedule 

d. 	Infcrm clinic staff of change in clinic schedule and 
tell them the reason 

e. 	 Ask for feedback 

f. 	 Revise the schedule 

g. 	 Paste the new clinic schedule 

h. 	 Remove preo-nim -hedule 



I
 
IaU-'C- -	 asmmZUL 

TATZOI TO CAM O 

- MMY181l1OI 
VA" AND IMMIMl 

- Rau]AmWz OF 

- C..1 ACTIX51T 

TASS 
 i ron UnIts 

a. 	 Collect information on pro "rt
 
us* t 
 n olient <ora 

fo unite 
b. 	 ..Collect inforaet~iononuse	 prdie d/7
 

from plan 
o. 	 Verify needs and type of vehicle ued and
 

requested
 

d. 	 List vehicle nov in use and requested 

c. 	Write request for additional vehicle to be
 
included in budget request
 

2. 	 ORM.IG/RQUICTING 

TAMK 

a. 	 Put vehicle request in your requisition form 

b. 	 Send requisition forward to authority 

a. 	 Write out justification to defend request 

d. 	Follow up and defend request 

e. 	 Remind persons in charge of request if approval
 
In late in ooing
 

3. 	 FDEIVING 

TASKS 

a. 	 Receive and file verificationa 

b. 	 Inspect vehiole 

a. 	 Verify accessories 

4. 	 Make vehicle legally operational e.g.
 

- ltoema. vehicle
 

- Insure vehicle 



HMURCZB PWAC ACTIVITIU RMUlX6' 

TRUiIX~kATrLN 4. HZQUIMING JVR 

TAS 

DIIM 

a. Identify No. of drivers needed 

b. Request for No. of drivers needed 

a. Write out jutifioatfon 

d. Defend and follc-up 

5. SM 
a. TASXS 

LMWH1 

a. Liet jobs to be performed 

b. List time for each activity 

c. Allocate driver to each vehic" 

d. Inform drivers of schedule 

6.*cc N7.CLLING/M. KITCRING 
TASKS 

a. Review 
unit 

list of vehicles and drivers attached to each 

b. 

c. 

Review 

btain 

duty schedule 

log book for each driver 

d. Train drivers on use of log bock 

e. Set mn-eetres for checking log book. daily 

f. Set schedule for regular meetings with drivers sad 
user, of transport to eblvo problems re-trasport 

7. S3hVTCINC/)'NrAIqNG/jFU IN 

a. 

b. 

c. 

d. 

e. 

f. 

g. 

h. 

I. 

Work a schedule for regular servicing for each vehicl 
according to standard 
Include service schedule in driver's work plan 
Check to mee if service schedule Is kept 
Request for fuel vouchers for running vehicles 

File or store fuel vouchers' booklets 
Distributing to drivers based on aesignments 
Collect and file receipts 

delegate the senlor drivere to write schedule for 
cleaning of vehioles 
Check at random if cleaning schedule is kept 



APPENDIX J
 

Materials Produced During Workshop
 



If you have an idea - state it 

Ask questions if you, are unsure about anything 

Be tolerant and allow for individual differences 

Don't interrupt  allow people to complete statemento 

Share Experiences
 

any idea is okay to discuss in the group 

If you don't know, say so 

i
 

Try to stick to the schedule
 

Be brief and precise
 

11low everyone to participate -Everyone 
 try to contributel
 



HIERRCY OF -DJCTM 

NATIONAL 

POLICY 

PROGAM 

GUOA 

TA.GAWCINS
 



HIMARCHY OP OEJCTIVM Petlity 

Rate 

Program Gov't F.P. Pogram
Goal -Plan Establiahed 

L GA 
Program F. P. Program
Goal Operational 

F. P. Clinic
 
Clinic Operates

Program -ert 
Goal 
 Effectively
 

1. Staff provided 

Results 2. Equipment in place 
3. Adequate cash-flow As managers, we need4. etc. 

to know our responsi

bility in relation to
 

the hierarchy of 

objectives.
 



NANAONT ?M
 

EZSOU1Ic/
Xnmms INP~rSACTIVTin 

PIQUGKM1 3ULhRMS 
OUTPMT 

S1. . 1 

b. 

c. 

2. a. 
2 

b. 

ow 

3. a.. 
3

b. 

Co 

4. a. 
4. 

b. 

C. 



922=04- Clients
 

Activitie.s, Continued patronage 

Problemi- "Difficulty in oontaoting defaulters"
 

Call on CHE as to why Defaulters are difficult to contact.
 

All defaulters are to be contacted by CHE
 

Obstacles 
 Broken down vehicle.
 

Resources: FP Manager/Transport Officer
 

Obaeotives:
 

Request for repair of vehicle on form Jcomple'ted and sent within one 
week. 

Approval for repair granted within two Weeka.
 

Repair of vehicle completed *ithin three 
4 eeks. 

Plan of Action:
 
Tasks 

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

3. Seek for approval within limited time. 

4. Collect approval and follow up repair within limited time. 

Evaluation;
 



Rosourcesl Money
 

Activityl 
 Seeks approval of needs and activities
 

Prblems Money budgeted for not approved on time
 

Aggpupment 
 - Find out the reason
 

- Trace forms etc. throug Process 

- Ask Personnel Officer about difficulty
 

- Seek Ministry of Health's Opinion 

Goals - Approval obtained on time within six weeks
 

OBSTACLES 
 RESOURCES
 

a. 	Application may not get to appropriate 
 i. Backing of FP Programe 
section.
 

b. Get acquatance with finance

b. 	Too many approval letters to deal with 
 officer 

at the same time. 

o. FP finance dealt with last. 
c. Ability to write many good

letters in support. 

d. Inadequate fund d. Support of the M.O.H. and 
L.G.A. etc. 

e. May not likes program 

f. Nobody on seat to approve. 

CDJECTIVES PLAN OF ACTION 
TASKS 

a. FP, LPO to be at hand within 	 ===== 
4 weeks 
 a. 	Get permission to see the


iDifec tor 
b. 	 FP Manager has visited M.C.H. 

and account office within 3 weeks b. Find out what other managers do. 

c. 	Pressurise the Authority 
 P. 	Outline your problems on papers

concerned e.g. M.O.H., L.G.A. 
 and request for help from 

MO.H., L.G.A. officials. 

d. 	Copy of request papers sent to
 
FP programme director. 

EVALUATIONs 



Resouroes- C'omodities 

A-tivity#7 Monitoring of Commodities 

P m- No vehicle to conduct monitoring activity
 

Assessment:
 

1. Ask transport manager for vehicle schedule 

2. Obtain monitoring schedule from other activities
 

Goal:
 

A vehicle will be available for monitoring by end of October
 

Cbstacles Resource
 

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

2. 	 Transport allocated to more than 2. Closer contact with transpox 
one programme on same day manager 

3. 	 FP programme no pull 3. Cn-going P.HRC activities 

4. 	N G Os assistance
 

ObJectives:
 

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

2. 	Transport Manager will assign transport solely for monitoring 

twice a month by end of October.
 

Plan of Action:
 

1. 	Crientate transport manager.
 

2. 	 Prepare schedule of monitoring visit for one month ahead and inform 
of changes early. 

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

4. 	 Follow up memo 

5. 	Contact N G L's for 	assistance. 

6. Ask for staff bus to be allocated on specific days. 

Evaluation: 



vunt
!TIME
 

ACTITrs - Balance L. G. A. S family planning clinic statistics with
the 	 family planning managers monthly statistics. 

1. 	 FRC]LE: Family Planning statistics 
are 	not received promptly to allow
for 	monthly collation of L.G.A. statistics to meet the 	deadlineof 30/31st of every month, at the State Ministry of Health. 

2. 	 ASSESSMWTi 
1. 	Find out from L.G.A.s why statistics came late
 
2. 	 Trace process of sending
 
3. 	 Who is responsible for sending statistics 
4. 	 Find out from family planning managers what types of problems 

experienced in sending statistics.
 
3. 	 GCAL, -

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

4. 	 CISTACLES 5. 	 R.SURCES 

I) 	Shortage of F.P. statistics forms 
 1. Fellow F.P. Manager
 
2) Shortage of trained family planning 
 2. 	AcquAntance with other 
F.P.
Personnels 


Manager
 

3) 	None release of vehicles at L.G.A. 
 .3. 	 Support of M.O.H. in all thelevel 
 8 Local Govt. Areas 
4) 	None release of vehicles Ministry of 
 4. 	Support of State F/P Co-ordinat
 

Health level
 

5) Lack of communicaticn between F/P 
5. Support of Program Director/

?DP
HS and Ministry of Health
Managers,LGA and Ministry of Health 
 Officials
 
Ufficials
 

6. 	Use of vehicles and telephones

6) 	Lack of communication within Ministry


of Health 
 7. 	Personnels willing to undergo
 
6. 	 CDJECTIVES: F.P 	 service - providers traini4 

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

2. 	 Statistics forms at the Ministry of Health central office (my office) 
can accommodate all L.G.AL. shortage for a pe'iod of 3 months
 

3. 
 Initiate monthly meetings with state family planning oo-ordinato f all
L.G.A, Family Planning Managers and myself to foster good relatidr'ship,solve problems and relay pieces of information within one month. 

4. 	Pressure on State Co-ordinator and Program Director -
Ministry of Heaitt
to organise and train extra 4 family planning service providers per
Local Govt. Area within the next 6 months.
 

5. Family Planning Managers to got statistics sent to M.O.H.(my offi-ce)

between 17th - 20th of every month. 

6. 	 Medical cfficer of Local Governments, D.P HS and State Ministry of
Health Cfficials to release vehicle. to appropriate Family Planning
Managers for sending statistics and monitoring between 17th - 25h of
 
every month.
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1 Contact State Co-ordinator to find out about availability of family
planning statistic forms. 

2e 	 Discuss 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. 

4. 	Arrnge with Family Planning Managers (L.G.As) to collect statistics 
forms from State Coordinator. 

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

6. 	Hold monthl$ meetings with all family planning managers from the 8

L.G.A's to discuss problems and find solution to them, disseminate
 
information, get to know each other better, c4llect addresses and 
telephone numbers. 

7. 	 Devige an efficient means of getting all statistics to Ministry 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 
Glinics and collect late statistics from defaulting clinics. 

(Owner Mrs. A*. T. FAWOLE) 



AJWI UXIS - Commodities 

ATVITfi - Maintaining records - (Commodities)
 

F BLV4 - Commodities issued out at the beginning of the day

doom not tally at the close of business.
 

ASSESM To -
 Ask other team members what in responsible.
 

-
 Observe system of dispensing commodities.
 

GOAS - Accurate recording of all commodities dispensed daily/monthly. 

OBSTACLES 

p Shortage of Personnel - Team members
 

- Inconsistent system of recording 
 - Enough daily activity
 

record forms
- Pilferring 

- Tally sheets/seperate- Incorrect recording commodity register 

O'BJECTIVES,
 

i) Rendering an accurate returns to 
the appropriate authority monthly 

ii) Consistent
 

PLAN OF ACTICN 

- Request for more trained staff. 

- trientate team members on how to record on daily activity form. 

-, Regular cross checking of commodities. 

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

- Make each officer accountablee for her stock. 



AM- Monitoring of flow information to olients 

PRODgs - Shortage of C.E.3 t s 

A S - Call a meting of C.H.R. 

Listen to C... talks 

Interview olients 

GA - Four more C.H.E.'s assigned to clinic within 6 months 

ODSTACLE=! - Not enough C.HE. 's at clinic to inform potentia4 
clients adequately
 

- ,Finance 

RESOURCES: - My boss - Authority 

F.P. Manager
 

Niky's experience
 

OBJECTIVES:
 

a) Justification written
 

b) Submitted to boss within 2 weeks
 

v) Basis approval for 4 more C.H.E.'s by M.O. 

d) Request sent forward within 6 weeks 

e) Defend request 

f) Request approval within 6 weeks 

PLAN OF ACTION/TASKS 

a, Hold a meeting with my boos 

b. Let her know my problems about the shortage
 

c. Identify number bf C.H.E.'s needed 

d. Apply for C.H..'s with bosses- approval 

e. Receive C.H.B.'s.
 



ACTIVITYs Educating Potential elients
 

PRCOLEms Posters and are
handouts inadequate in number and 
information 

ASSESSMNTs - Gather informations from the CHE s and Health Education 
Manager. 

._OA - At least 100 posters and 1,0OO handouts would have been 
produced in 3 months to make motivation talks effeotive.more 


ONST
RACLEt 

1. 	 Only few posters and hand-outs are available. 

2. Finance.
 

RESCURCESs- Health Education Manager as4 Staff.
 

CEJWTIVES 
1. 	 Adequate informations to appear on 
the posters and handouts


would have been given the Health Education Manager in 2 months.
 

2. 
 100 	posters 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. 
Also
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 seeto it 	 that the required informations are on the posters am!I hand
outs produced.
 

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

4) 
 Collect the completed posters and hand-outs.
 

(i) 	Use the posters 


INPLMPXT:
 

to educate the potential clients to make the

motivation talks more 
effective.
 

(ii) 	 Distribute hand-outs to each potential client in the language that 
he/ahe understands. 
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MSGURCEs - Money 

ACTIVITYt - Seeking approval for needs and activities. 

PROBE~s - Approval NCT received as scheduled. 

ASSISSMM: - As if management knows about your itention 

- See if those representing the management at meetings are 
presenting you well. 

- Ask the director (finance) about the difficulty 

GOAL - The apprQval will be received within two (2) weeks
 

CbSTACLES, 

RECURCES
 

- Bias about activity Getting director better ac~uianted 
with needs and activities
 - Administrative bottle necks 

Support of director and other.,officlals 

Approved budget 

CLJECTIVES; 

Director will b informed with three (3) days. 

2. Monitor all the steps of the application process within one week. 

PLAN CF ACTINN: 

- Seek permission to see director (finance) 

- Discuss problem with director
 

-
 Ask for approval in writing for documentation
 

- Follow up letter step by step
 

- Check approval
 



REQUETING FCH LaIVER 

PROBLEM: - Transportation - D*iver not attached to FP monitoring
 
vehicle
 

ASSESSMENI 
 - Ask the head driver why 

Ask the transport manager why 

Ask the Director why 

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

OBSTACLES 

RESOURCES
 

- Shortage of drivers 
 - Follow Managers
 

- Driver allocated 
to more Senior - Acqutano. with head drivr 
Cfficials
 

- Acquitance with tranuport manager 
- No co-operation between head driver
 

and transport manager 
 - Ability to uzreeg myself 

- Ability to write good letter 

- Backing of family planning 
director
 

-
 Backing of Health Management Loard
 

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

OBJETIVE: - By the end of one month, one driver should be attached toFamily Planning monitaring vehicle. 
PLAN F ACTICN: 

i) Make itimenary for monthly monitoring 

ii) Copy Head driver
 

Transport manager
 

Director
 

iii) 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
 

vii) Educate them on family planning importance 

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



RESOURCEs - Commodities
 

ACTIVITY: - Storing
 

PROBLEM: -
 Stores available are not ideal to accommodate i.e. Too
 

Small, No shelf, No space, Damp etc.
 

ARSESSMENT:
 

1. 	 Aat from staff for location of stores. 

2. 
 Inspect the construction of the available sipres.
 

3- Note the storing facilities available.
 

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 action3, 	 Fund budgeted not released 

3. Good relationship of Manager
4. 	 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. to Local Government/
Treasurer/Engineering Department through letters, and personal contact

will be established within one month.
 

PLAN 	OF ACTION:
 

1. 	 Check available stores
 

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

3. Decide which stores to use. 

4, Request for permission to use stores, 

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

6. 	 Ehnure correct temperature for commodities. 

7. 	Maintain standard.
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The Process of ptting thinp done using human and material 

resources within timea frame. 

FUNCTIONS/TA$s 
OF A WAAGER 

1. Planning 

2. Implementatior
 

3. Directing
 

4. Supervision
 

5. Monitoring
 

6. Evaluation
 

7. Documentation for Reference
 

IEFINITION OF MANAGEMENT
 

Getting things done t 
--ough people. It is the process by 

whioh people are made to carry out certain functions within 

the available resources to achieve a set goal. 

FUNCTIONS OF A MANAGER 

1. Articulates management position.
 

2. Plans and organlses work to be done (work outline);
 

3. Provides materials to work withl 

4. delegates the work to workers;
 

5. recommends to appropriate authority on Staff situation. 

6. Discipline and supervision.
 

7. Motivates and controls.
 

8. Evaluates and reports. 

9. Reassesses set goals and makes recomendatione.
 



AN TiECIMGSUIVISOR
 

1. Tells me my work. 

2. Provides me with toolc.
 

3. Commends me when I do something good. 

4. Invites me for a talk/discussion. 
5. Tells me what is happening in the other departments pertaining
 

to us. 

6. Listens to problems - b~th job and personal.
 
7. Helps when I ask for help per~aining to the job.
 
8. Asks for my opinions in matters that relate to my work.
 
9. Allows me to plan, organise and implement.
 

10. 	 Encourages further training e.g. M.P.H., FP Training, IFPORT etc. 

11. 	 Does not complain but advises.
 

12. 	 Finds out needs and meets them where possible.
 

13. 	 Appreciates my work 

AN EFFECTIVE SUPEVISOR - DOES NOT 

1. Give me vague instructions and blame me for everything. 

2. By-pass me to my subordinate.
 

3. Fail to appreciate my work.
 

4. Yell at me all the time.
 

5& Break my work schedule ,ith personal requests.
 

6. Threaten me if I make any comment. 

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

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

9. Treat me like a personal servant. 

10. 	 Prevent me to plan the use of time.
 

11. 	 Distrupt organised plans without any reason. 

12. 	 Cash in all in-service training privileges (allows staff 
development traihing for subordinates). 

13. 	 Communicate with staff 	on plans, programs or feedback. 

14. 	 Resist other peoples opinion. 

15. 	 Starve me of tocls. 

16. 	 Ignore the needs of worker. 

17. 	 Make himself/herself inaccessible.
 



- ensure tasks are being done and progra is going according to plan 

to find out if there are problems and discuss ways of solving the 

to ensure maximum output 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 

to see that work is done on time
 

to see how workers attend to clients
 

to control movement
 

to maintain discipline
 

to control use of materials
 

to make provision for budgeting needs 

to monitor staff ?a team leading and 

(staff, clients, system) 

to motivate
 

to complete communication gap
 

to facilitate
 

to counsel staff
 

- to evaluate competence of staff 

-

where staff need help 

institute system of evalia.4ono 

to make sure right person is in the might job 
- to ensure tasks in job description are carried out 

- to help staff with difficult tasks 

- to collect information 

- to see to welfare of workers 

- to kesess performsme and to help with reports 

to develop a reporting system 

to establish a good working xtmosphere 



AN Xorn SUPEVMSOR GOUP 	II
 

1. Discuss on performance and corrects whers 	necessary. 
2. Ennourages opportunity to discuss on problems.
3. Provides adequate working tools.' 
4. Gives recognition to every member of the team. 
5. 	 Shows interest in workers' welfare.
 
6. 
 Gives 	freedom to use initiative to plan and implement work. 
7. Admits when she is not sure of a particular procedure. 
8. Is cordial, pleasant but firm.
 
9. Calls you aside to -ake corrections not in the open. 

10. 	 Participates in the execution of job.
 
11. 	 Expresses appreciation for jobs well done.
 
12. 	 Goes over day's job with subordinates
 

- What is not done for the day
 

- What was done wrongly
 

- How to impro-;e 
 on writing correspondence.
 
13. 
 Gives more hands to assist when saddled with extra jobs.
 

AN EFFErCTIVE SUPERVISOR - DOES NOT 

1. 
Keep you waiting unduly for an appointment.
 
2. 
 Fail tp take needed action, especially where money 3concerned
 
3. Allow 	enough time for discussion.
 
4. Delay important information affecting staff develcpment. 
5. Show interest in staff welfare.
 
6. Take action on gossips without ascertain-tng correct information 
7. Tell you off infront of junior staff and clients.
 
8. Fail to appreciate good work done.
 
9.' 
 Interrupt day's activittea with official circulars,marked
'qJRGENT-. 

10o-	 Find fault. 

11. 	 Show hot temper.
 
12. 	 Fail to ask why a job is not yet done.
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Dear Marilynn: 

Enclo.,(-d are 
two copies (one complete copy, one standard copy) of
INTRAI trip rceport 40-342.
 

Coun]tlr,: Lagos 
 State, Nigeria
 

Activity 
 '1t: i]e: 'Irain i ng 

D~ates: August 38 September 4, 1987
 

Trave1e-1C,(;): 
 Mr James Wiliams, IIP Associate Director 
Ms. Karen Gr~idley, IHP Consultant
 

Purpose of Trip: 
 To conduct an FP/ORT/CIIE Clinic Management andSuperv Ar; Aon workshop for 18 MOH/IISMB/LGA senior staffcliniAc supervisors, tutors, state training team member:
and s.ection heads, August 24 September 4, 1987. 

Please let us know i you need additional copies of these reports
portions thereof. 

or 

S c o , r e ] y , 

Lynn K. Knauff 

Deputy Director
 

Enc osures 

cc: Ms. Key, MacManu, AAO/Lagns Miss Pauline Muhuhu, INTRAH/ESA
AID Acquisitions Mr. Pape Gaye, INTRAII/WCA Director
I . a i ,oi , )1irect() u/Ms. Lynn Knauff, Deputy lDArectorI. Hub rt- Mi nn is, fill1 Dr. Sara Seims, MSHM r . ,a'k 'Ih oma-., A I '/h/If P1 Mr. Fred Rosenswe ig , TRGPegjA on1,11 Jopu I at_ ionO()I f i ce PRp.lD5./WrlA
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