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1. EXECUTIVE SUMMARY

This September 26 to October 29, 1993 visit was part of an on-going project with the
Maternal Child Health and Family Planning (MCHFP) General Directorate of the
Ministry of Health of Turkey. Its main purpose was to organize a workshop to provide
central and provincial health directors and their staff with the information, training and
tools necessary to implement and test the Contraceptives Logistics Ton-Up System and the
- Computerized Family Planning Service Statistics System in five provinces: Ankara,
Kirrikale, Aydin, Manisa and Izmir.

The act:vities carried out during this visit can be grouped into four main categories:
finalizing curricula and adapting training material, training of trainers, organization of the
LMIS workshop and workshop logistics. These activities were jointly implemented by the
Family Planning Management Development Project (FPMD) and the Family Planning
Logistics Management/Centers for Disease Control (FPLM/CDC) Project, in close
collaboration with the Ministry’s Logistics and Management Information Systems (LMIS)
Team.

At the end of the workshop, each group returned to its province with an action plan for
implementation. A follow up agenda to be implemented over the next five months by the
LMIS team was developed. A detailed work plan for follow up technical assistance and
training was also submitted to USAID.

2. BACKGROUND

This visit was part of an on-going project with the Maternal Child Health and Family
Planning General Directorate of the Ministry of Health of Turkey. This Project, jointly
implemented by the Family Planning Management Development Project (FPMD) and the
Family Planning Logistics Management Project/Centers for Disease Control
(FPLM/CDC), has for its main purpose to develop and implement in five test provinces a
Family Planning Services Information System and a Contraceptives Logistics System.
FPMD’s assistance focuses on the Services Information System and all field activities
related to its implementation: system reviews, field tests, training workshops, system
documentation, utilization, evaluation, etc.

The main purpose of this FPMD intervention 15 1o provide the MCHFP managers at.bo:-
the central and the provincial levels with tools that will allow fast and efficient processir
of family planning data and produce kev information and indicators tc complement the
Family Planning logistics information. FPMD expects that this output will greatly
facilitate production of timely, accurate and more relevant information to support the
analysis and decision making process of managers at all levels of the Turkish Family
Planning Program. In addition, FPMD is supporting local costs for translation and for
the participation of counterparts in field activities related to the testing and
implementation of both the Services Information and the Logistics systems,
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To promote synergy, ensure compatibility and use local resources as efficiently as
possible, all trips organized under this Project have been coordinated and jointly
- organized by FPMD and CDC teams.

3. PURPOSE

A well functioning and responsive commodities distribution system coupled with an
appropriate information system that provides accurate and timely information about family
planning commodities and services is essential fc.' a Family Planning Program to be
successful.

The Maternal Child Health and Family Planning (MCHFP) General Directorate, working
with representatives cf both.the central and the provincial levels, has reviewed the
systems now in place for commodities distribution and processing of data for family
planning services. Based on the initial findings and additional discussions with field staff,
the LMIS team appainted by the General Directorate has designed and is now ready to
fully test and implement a TOP-UP system for commodities distribution, and a
computerized service statistics information system.

The purpose of this visit was to organize a workshop to provide central and provincial
health directors and their staff with the information, training and tools necessary to
implement and test the Contraceptives Logistics Top-Up System and the Computerized
Family Planning Service Statistics System in five provinces: Ankara, Kirrikale, Aydin,
Manisa and Izmir,

4, ACTIVITIES

The activities organized during this visit can be grouped into four main categories:
finalizing curricula and adapting training material, training of trainers, organization of the
LMIS workshop and general workshop logistics. These activities were carried out by a
team effort with input from FPMD, CDC and the Ministry of Health LMIS Team.

A.  Finalizing Curricula and Adapting Training Material;

Several meetings were organized with the LMIS team to review the workshop’s
objectives, session plans and schedules; and to discuss and adapt the training material
proposed by the technical assistance group. These meetings were very useful not only to
ensure that the training material were appropriate for the Turkish context, but also that
the training team was comfortable with the topics included. '

Each proposed session was discussed in detail and for each of them, agreement was to be
reached regarding: '

session’s goal: the general purpose of the session and how it related to the
workshop’s objectives.
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session’s objectives: the message or the skills that participants were expected to
get from this session’s discussion or exercises.

duration: how long would the session be.

training tools: material and supplies that were to be made available for this
session.

binders material: written material: charts, forms, cases or exercises to be included
in the participants binders.

main trainer: identifying who the main trainer would be for that session.

backup trainer: who would be responsible to carry out the session if for any reason
the designated main trainer could not do it.

B. Training of LMIS Trainers:

In planning this workshop, it had been agreed with our counterparts that the LMIS Team
members would be the main trainers and facilitators for this workshop. In preparation for
that role, a series of structured meetings were carried out to discuss roles,

responsibilities, training styles, methodologies, etc.

In summary, roles and responsibilities were identified, discussed and assigned to three
teams: a training team, an administrative support team zad a technical assistance team.

The Training team’s role was to ensure that participants would leave the workshop with
the knowledge, motivation and enthusiasm necessary to implement and test the Logistics
Top-Up System and the Family Planning Services Information System in their respective
provinces. For each session of the workshop, the main facilitator would have the
following responsibilities:

be the main speaker for the session.

be responsible for overseeing all activities and plans related to that session.

be responsible for the success of that session.

ensure that the training material to be used was clear and well translated.
ensure that all necessary material and tools were available.

ensure that the technical message to participant was clear.

encourage participation and solicit input from participants and other facilitators.
monitor that agreed upon schedule was respected ‘

The administrative support team’s role was to ensure that a supportive and appropriate
environment was provided for the workshop to take place. This team was responsible to-
addressing and resolving issues related to the hotel facilities, meals, per-diems, transpon
and schedules.
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Finally, the technical assistance team'’s role was to work with the other two teams to plan
all details for the workshop and then provide technical support and advice to the training
team during the workshop. Pre-determined "check points" were identified for brief
review meetings between the training and the technical assistance teams.

A key output of the Training of Trainers meetings was a list of guidelines for the team’s
training methodology, style, etc.

C. LMIS Implementation Workshop

The workshop took place at the Starton Hotel in Ankara Oct 4 - Oct 7, 1993. Most of
the participants came from the designated test provinces: Izmir, Ankara, Kirrikale,
Manisa and Aydin. The Ministry’s central level was represented by officials from the
MCHFP General Directorate and the Administrative/Finance General Directorate. In
addition, representatives from SEATS and AVSC also participated.

The workshop was officially opened and closed by the Under-secretary Dr. A. Miski and
the MCHFP General Director Dr. A Akin.

As mentioned earlier, the core of this workshop focused on transferring to participants the
skills and knowledge necessary for them to implement and test the Service Information
System and the Top-Up Logistics System in their provinces. The workshop culminated
with each province formulating its action plan for the implementation of these systems
over the next few months.

D. Workshop Preparation and Logistics:

In addition to the technical assistance and training work, a considerable amount of time
and effort was spent finalizing and coordinating logistical arrangements for the workshop.
These activities included reviewing and confirming participants list; ensuring adequate
adaptation and translation of training material; liaising with the LMIS team and the
MCHFP; negotiating contracts with the Starton Hotel for conference facilities, lodging of
participants and catering; preparation of Participants binders, reimbursing participants
expenses, etc.

5. NEXT STEPS

At the end of the workshop, each working group returned to its province with an action
plan for implementation. The implementation plan calls for close follow up and support
to be provided by the central level LMIS Team over the next five months. A series of
benchmarks were identified for follow up. These have been summarized by M. Schauer.
Please refer to annex G.

Regarding FPMD'’s technical assistance and follow up activities with the MCHFP General
Directorate, a detailed work plan and time line has been submitted to USAID. :

SepiemberiOciober 193 Page 6 . Turke



6. ANNEXES
Annex A

Logistics/Management Information System Workshop
October 4-7, 1993
Ankara Starton Hotel
Workshop Schedule

Monday
9:30 - 10:00 Sessﬁm 1 Opening Ceremony
10:00 - 10:30 Tea Break
10:30 - 12:15 Session 2/3 Workshop Introduction

Logistics

Trainer and Participant Introduction -
12:15 - 13:30 Lunch
13:30 - 14:30 Session 4 Introductior. to MIS: Definition/Context
14:30 - 15:00 Session 5 Family Planning Information System
15:00 - 15:15 Tea Break
15:15 - 15:30 Session §

continued

Tuesday
9:00- 9:15 Summary of Previous Day
9:15 - 10:30 Session 6 Goal und Importance of Contraceptive
Logistics
10:30 - 10:45 I'ea Break
10:45 - 12:00 Session 7 [ntroduction to Top;Up Distribution System
12:00 - 13:30‘ Lunch
13:30 - 14:00 Session 8A Skisiwession: Scheduling Delivery Routes
14:00 - 15:00 Session 8B Sk wession: Preparing for the Visit

SeptemberiOctober 1993

[ ’i ‘ Tarves.



15:00 - 15:15

15:15 - 16:5

16:15 - 17:00

Wednesday
9:00 - 9:15
9:15-9:35

9:35 - 10:35
10:35 - 10:45
10:45 - 12:30
12:30 - 14:00
14:00 - 15:00

15:00 - 15:15

15:15 - 16:00

16:00 - 17:00 -

Session 8C

Session 8D

Session 8E

Sessions 8F, G,H

Session 9
Session 10

Sessions 9, 10
continued

Sasion 11

Session 12
Introduction

Tea Break

Skill session: Determining the Max/Min based

on AMC and determining amount of stock to
leave

Supplying Health Houses

Summary of previous day
Storage Condition/mfg/exp date

Training Tips, Special Circumstances,
First visit vs subsequent visits

Tea Break
Delivery Simulation
Learning the Computerized Service
Statistics System

Lunch

Tea Break

Wrap up of simulation exercise

Implementation Plan
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Thursday -

9:00 - 11:00 Session 12 Continue work on Implementation Plans
11:00 - 12:00 Session 12 Presentation of Plans
12:00 - 12:30 Closing Ceremony

12:30 Closing Lunch
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Annex B
List of Participants
ANKARA

Dr. M. Ali Ozbek, Deputy Health Director
Dr. Handan Bil;ig, MCHFP Division Director
Ms. Seluna Karadunan, Medial Technologist
Ms. Fatma Avci, Senior Nurse

Ms. Yildiz Ares, Medial Technologist

Aydin Provincial Health Directorate

Dr. Zafer Muradoglu, Deputy Health Director

Mr. Abdullah Eroglu, Administration/Finance Division Director
Ms. E. Ayse Ozdanir, Computer Officer

Ms. Selina Kopriilii, Warehouse Employee

Izmir Provincial Health Directorate

Dr. Meltem Agzitemiz, Deputy Health Director
Dr. Haydar Cetin, Deputy Health Director

Dr. Saadet Yardin, MCHFP Division Director
Dr. Cetin Bagéz, Computer Officer

Mr. SM Selguk Kurt, MCHFP Division Employee

Kirikkale Provincial Health Directorate

Dr. Huseyin Kalkan, Deputy Health Director

Mr. Fatih Kavakliogle, MCHFP Division Director

Dr. Suate Duronoy, Deputy Health Director

Mr. Sasdettin Topsoy, Administration/Finance Division Director
Mr. Erdal Ozturk, Warehouse Official

Manisa Provincial Health Directorate

Dr. Suzan Celik, Deputy Health Director

Dr. M. $ehnoz Hatipoglu, MCHFP Division Director

Mr. Necdet Tackin, Administration/Finance Division Director
Ms. Emel Arici, Computer/Statistics Official

Ms. Halil Akgo, Health Official
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Other Participants

Dr. Derman Boztok, AVSC
Mr. Tamer Kutluay, SEATS Program Logistics Manager

MOH Participants and Trainers

Dr. Ahmet Miski, Undersecretary, Ministry of Health

Prof. Dr. Ayse Akin Dervisoglu, General Director, MCHFP
Mr. Ugur Aytag, Deputy General Director, MCHFP

Dr. Ibrahim Agikalin, MCHFP, Trainer

Dr. Kemal Hosgegin, MCHFP, Trainer

Dr. Ufuk Miski, MCHFP, Trainer

Ms. Fatima Bayraktar

Other guests

Dr. Roy Jacobstein, USAID, Washington

Dr. Pinar Senlet, AID Population Advisor, US Embassy, Ankara

Mr. Paul Auxila, Management Sciences for Health, Boston

Mr. Jack Graves, Centers for Disease Control and Prevention, Atlanta
Ms. Mary Schauer, Centers for Disease Control and Prevention, Atlanta
Mr. Abdullah Kasepgi
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Annex C

Preparing for the Workshop

PREPARING FOR THE WORKSHOP

This section provides guidelin?s for managing the training process. Careful preparation wiil
help you avoid crises and will make you more confident, relaxed, and able to respond to the
participants.

Included are:

Checklists: Lists of required tasks, with spaces to allocate responsibility and track
the completion of the tasks.

Sample forms: Models of relevant forms and documents to use or adapt in carryin:
out the activities of each phase of the workshop. o

Feel free to adapt these forms to your own needs.
TABLE OF CHECKLISTS

Checklist 1: Things to Do Before the Workshop

Checklist 2: Workshop Materials and Supplies

‘Checidist 3: Other Items to Prepare Before the Workshop
- Checklist 4: Guidelines for Setting Up the Training Room
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@ CHECKLIST 1: THINGS TO DO BEFORE THE WORKSHOP

‘A, BUILDING THE TRAINING TEAM

1. Define trainers’ roles and responsibilities
2. Agree on norms for the training team
3. Discuss the workshop process, review topics, assign sessions or sub-

session responsibilities

4. Make workplan with timeline for key team activities, including team
meetings, workshop events, tasks '

5. Set time and place for daily- debriefings (for both trainers and
administrative/ logistics staff)

6. Agree on purpose and expected. outcomes of debrieﬁngs

7. Review job descriptions for workshop director, administration/ logistics
offizer, trainers

8. Cl'arify trainers’ expectations (attending each other’s sessions, ways o
supporting, ways of seeking support, etc.)




B. ADMINISTRATION AND LOGISTICS

1.

Assign responsibilities for overseeing:

- Photocopying
- Typing
- Checking typed work for accuracy
- Partipipant complaints
- Set-uﬁs for breaks and meals.

Set up secretariat:

- Estimate daily workload (items to type, photocopy, collate,
tabulatq, etc.) aqd share information with person responsible
overseeing secretariat
- Check electrical cutlet capabilities

- Make aiternative plan for power failures or other emergencies

- Review workshop materials, supplies, and equipment, using
checklist.

Plan for food:

- Tea/coffee/mineral breaks (times, arrangements, what to
serve)

- Group lunches (see chef about menus and timing).

Set up and equip the training room according to guidelines in
Checklist 4.

Register participants.

- Write pa:ticipant names on both sides of tent card.



C.

PREPARING FOR PARTICIPANTS’ ARRIVAL

TASK

WHO IS
RESPONSIBLE?

TARGET
DATE

DONE

DATE

NAME

Prepare information sheet on
ground rules for participants

Identify venue for workshop

Decide on accommodations
for participants and guests

Prepare for registration
- Location
- Materials needed
- Process
- Notices (time and
place of
reception, location of
conference hall)

Assemble welcome package
- Welcome letter
- [nformation letter
- Registration form
- Pad or sheets of
paper
- Peacil or pen

Prepare name tags

7

Prepare name tents

%




D. DETAILS OF THE WORKSHOP
W

TASK

WHO IS
RESPONSIBLE?

TARGET
DATE

DONE

DATE

NAME

Photocopy Participant’s Manuals
and materials for handouts

Arrange for photographs and
newspaper and press coverage

Review workshop schedule and
make any necessary adjustments

Make final plans for opening
ceremony
- Plan agenda, make
programs
- Arrange set-up of hall
- Armange refreshments
- Prepare vote of thanks

Plan closing ceremony
- Choose time
- Write/send invitations
- Plan agenda, make
programs
- Arrange meal
- Prepare certificates

E. EVALUATION

TASK

WHC IS
RESPONSIBLE?

Plan evaluation methodology,

TARGET DONE

- Trainer evaluation
- Ead-of-workshop

Assign tasks for final workahop
report :
- Team review of
narrative to be written
by the workshop
director

- Assembling of

appendices :
‘“
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CHECKLIST 2: WORKSHOP MATERIALS AND SUPPLIES

DONE

ITEM REQUIRED

One Participant’s Manual for each participant

One Trainer’s Manual for each trainer

Prepared Flip Charts

1 pad of ;;aper or notebook for each participant and trainer

Photocopy paper

Tyring paper

Carbon paper

Name tents (1 for each participant + 10)

Name tags (1 for each participant and trainer +10)

File jackets (folders)

Pads of paper for flip charts (at least 1 pad per day)

4 Flip chart stands (1 for everyv6 participants)

Envelopes, 7 1/2" x 14" (10)

Envelopes, letter size (2 for each participant + 10)

Index cards (1 for each participant + 10)

Erasers, if none on pencils (1 for each participant +5)

Pencils (1 for each participant +10)

Flip char: marking pens (6 boxes minimum -- include black, blue, green and red)

Rulers (at least 2, 1 long and | regulvar)

~



CHECKLIST 2: MATERIALS AND SUPPLIES (Continued)

Transparent tape (at least 2 rolls)

Masking tape (at least 2 rolls)

Paper clips (at least 1 large box and 2 small boxes)
Office pins (1 box)
Rubber bands (assorted.sizes)

String (one roll)
Comectidn fluid (for typed originals, photocopies, and handwriting)

3-hole punch

2-hole punch

Stapler (at least 2) and staples

Staple remover

| Scissors (2)

Peacil sharpener (if individual ones, 1 for each participant +5)

Public address system

Adaptor plugs (2)

Exteasion cords (2)

Extension boxes (2)

! Calculators (2)

Tape recorder and 2 blank cassettes

Trainers’ library (books and articles on training and supervision, and dictionary)
Reinforcements for hole-punched paper

' ' First aid box :
___




BEFORE THE WORKSHOP

| EI CHECKLIST 3: OTHER ITEMS TO PREPARE

TASK

WHO IS
RESPONSIBLE?

TARGET
DATE

DONE

DATE

NAME

REGISTRATION
Equipment/Materials

Flip chart stand

Sign for registration

Name tents and name tags for

each participant
WORKSHOP BAGS
Photocopies (one set per participant and
trainer. To be prepared, you should always
make about 10 more copies than you think
you will need),

Welcome letter
. [nformation letter

Registration form

Workshop schedule

N



CHECKLIST 3: OTHER ITEMS (Continued)

Sessions 1 and 2

TASK

¢ Opening and Introduction

WHO IS
RESPONSIBLE?

TARGET
DATE

DONE

DATE | NAME

|- Equipment/Materials
Participant's Manuals
Name/room/sheet
Attendance sheet (optional)

Flip chart stands, pads and
markers (2)

Paper/peas

Notecards




Session 3

TASK

T WHO IS
RESPONSIBLE?

TARGET
DATE

DONE

DATE | NAME

N



Session 4

WHO IS
RESPONSIBLE?




Session §

-
WHO IS TARGET DONE

TASK RESPONSIBLE? DATE

%

DATE | NAME




TASK

Session 6

WHO IS
RESPONSIBLE?




TASK

Session 7

WHO IS TARGET

RESPONSIBLE?

DATE

DONE

DATE | NAME




Session 8

TASK

WHO IS
RESPONSIBLE?

TARGET
DATE

DONE

DATE

NAME




TASK

Session 9

WHO IS
RESPONSIBLE?

—

TARGET

DATE

DONE

DATE

NAME




Session 10 and 11

TASK

I

——

WHO IS
RESPONSIBLE?

TARGET
DATE

DONE

DATE

NAME




TASK

Session 12

WHO IS
RESPONSIBLE?

TARGET
DATE

DONE

DATE

NAME




CHECKLIST 4: GUIDELINES FOR
EI SETTING UP THE TRAINING ROOM

Each training space is different, and there are many possible arrangements. (See next
page for possible ways to arrange the room.) Even after you choose a basic arrangement,
'you may need to change chairs and tables around for specific activities.

Whatever arrangement you choose, be sure that:

1. There are enough tables and chairs for participants to be comfortable
and for group work. '

2. Participants can see the trainers without having to turn around or
stretch their necks.

3. Participants can see and hear each other easily.

4. The flip chart stands are placed where all participants can see them.

5. There is a trainers’ table at the front of the room for materials and one at the
back or side of the room for trainers to sit at when a colleague is in charge of a
session.

6. Lighting and ventilation are adequate.

7. Al electrical equipment (projectors, microphones, etc.) is in working order.

8. Theek are working electrical outlets.

9. There are enough trash bins.

10.  Participant materials are ready to be handed out.
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TRAINING ROOM ARRANGEMENTS

Vwuo

e
Q

o0

Conference “U”

2.9,

.o
o

Disectar’s Tabla

5
LF
& B

Round Table

c5

U-shaped: best for discussion meetings because it
permits face-to-face communication ang group interaction.
Ideal ior 12 - 20 people cr fewer.

Director: Suitable for 6-22 persons at the most. This.
setup promotes group discussions.

Round: best for small group brainstorming sessions.

” Theater: most efficient with large groups. Setting is

deaser than classroom arrangement. Discourages

* discussion and group interaction.

Classroom: best when you have a large group for a lony
session and cannot set up a U table. Suitable for any
group size where work/lecture instructional or training
meetings. This pattern allows for participants to see one



Annex D

Training of Trainer Material



SAMPLE FORMS

Note: All these samples represent forms that have worked well for other trainers. You
may use them as they are, or you may prefer to adapt them or create your own,

1. Suggested training team norms

2. Sample:
3. Sample:
4, Sample:
S. Sample:
6. Sample:

Welcome letter for participants’ binders

Note with general information for participants

Workshop schedule
Evaluation forms

Workshop report

7. Helpful Hints: Flipcharts with impact



SAMPLE

SUGGESTED TRAINING TEAM NORMS
Attend and be attentive at all sessions, to be able to:
* Chip in or take over as necessary
* Give appropriate feedback
* Give support
* Learn from each other
Be able to give and ré;:eive feedback.
Be well prepared for their session.

Be prepared to make suggestions and recommendations for i improving the Tramer
Guide and other materials.

Keep notes on the day’s sessions and bring them to debriefing meetings.
Keep the working area tidy and materials and supplies orderly.

Be punctual, at meetings and training sessions.

Notify the presenter before coming in to contribute and clarify.

Feel free, when presenting, to ask for support from other trainers.



SAMPLE
WELCOME LETTER FOR PARTICIPANTS

"August 20, 1993

Dear Pariicipants,

It is a pleasure to welcome you to the LMIS Implementation Workshop. The Workshop
is designed to give participants all the information, the training and the tools that they
need to start implementation of both the Logistics Top Up system and the Computerized
Service Statistics Systems in five test provinces.

The workshop will begin on and end

The success of the programs lies with each participant and his or her participation in the
session activities. Therefore, active participation is encouraged. In addition, by taking
part in all events, we reinforce all we already know and we gain new knowledge from the
contribution of others.

We hope you enjoy the workshop.

7

z



SAMPLE: GENERAL INFORMATION FOR THE PARTICIPANT

Accommodation

a.

Participants will be accommodated at the Bagauda Hotal from Sunday, August 26-
31, 1993, '

The Pathfinder Fund will be responsible for payment of accommodation.
One participant is expected to occupy each reom.

All telephone, laundry and room services must be paid for in cash by the
participant. On no account is anybody to sign a bill.

Participants are all expected to check out by 12 noon on Saturday, September 1,
1993. :

Meals

a.

All meals are served in the Dining Room. Breakfast will be served from 7.00
a.m.

Lunch will be served from 1.00 p.m. This will be a group lunch and decisions
will be made prior to the end of each day to select next day's menu from pre-
arranged choices. (No changes will be entertained the next day.) _The Pathfinder
Furd will be responsible for the group lunch throughout the workshop, but not for
drinks.

. Tea, coffee and snacks will be served free during the morning breaks (at 10.30

a.m.). Soft drinks and biscuits will be served daily during the afternoon breaks (at
3.30 p.m.) ' :

Dinner will be ready from 7.30 p.m.

Participants will pay cash for Breakfast and Dinner. No participants should sign
any bill for meals, drinks, snacks, etc.

On Friday, August 31, 1993, the Closing Ceremony Dinner will be provided by
The Pathfinder Fund.



3. Allowances

a. Allowances for Breakfast will be paid to each participant by The Pathfinder Fund
Fiscal Officer (Account/Representative).

b. Transportation claims will be refunded according to kilometer to and from (you
will be notified of time for payment).

c. Participants who travel in official vehicles will be reimbursed on submission of
fuel receipts. '

4, Workshop Time

a. Workshop sessions will start at 8.00 a.m. prompt on Monday and Tuesday, and at
8.30 a.m on Wednesday, Thursday and Friday and end at 5.30 p.m. each day.

b. Participants should register on Sunday, August 26, 1993 between 3.00 p.m. and
5.00 p.m. at the hotel's Administrative/Reception block.

¢. All participants are requested to report at the Banquet Hail at 6.00 p.m. on
Sunday, August, 26, 1993 for briefing and introductory session.
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SAMPLE
END-OF-WORKSHOP EVALUATION FORMS

Overall, I found the workshop:
Very useful
Useful _
Not very useful _
Comments:
Which topics (content area) did you find most helpful?
A,
B.

C.
Commeants:

Which topics (content area) did you find least helpful?
A,
B.

C.
Comments;

Which training activities helped you leamn the most:
A,
B.

C.
Comineats:

Was the timo adequate for the wo:kshop objectives:
Right amount
- Too short
Too long

Comments:



Trainer

Sessions/Topics:

Please'evaluate the trainer by Ccircling a number for each aspect on the
scale below: :

Excellent G::& @ood Fair Unsatisface
Enthusiasm, interest 5 s 3 2 1
Knowledge of subject 5 4 3 2 1
Ability to explain subject S 4 3 2 1
Ability to facilitate discussions 5 4 3 2 1
Ability to summarize main ideas 5 4 3 2 1
Use of audio-visual aids 5 4 3 2 1

(if applicablae)

Were the training methodology and tac' .iques appropriate to the subject?
What did you like mogt about the trainer’s style?
What did you like leagt about the trainer's style?

What suggestions do you have for improvement?

\¥



SAMPLE WORKSHOP REPORT

NORKSHOP REPORT FOR: SUPERVISORY SKILLS WORKSHOP

May 13 - 18, 1990
Susait Cosplex Conference Center
Uyo, Akwa lboas State

Introduction

A.

Purpose of training and rationale

The purpose of this supervisory skills workshop was to strengthen the
supervisory capability of prisary health care personne] to ensure the
efficient and effective delivery of family planning services. The
rationale was that there were few opportunities for all faaily
planning supervisors at the LBA level and prisary health care
personnel at the LBA level to cose together to work, learn ang share
ideas. This workshaop provided the oppartunity to create such an
environaent and to establish a collaborative and integrated
supervisory approach to prisary health care service delivery,

Background inforeation and needs assessaent

Plans for this workshop caas, for the aost part, as a result of four

aain events:

f. State-level supervisory training for family planning supervisors
was conducted in Benue, Plateau, Kwara and Lagos States prior to
the developsent of the Fanily Health Services Project. An
isportant finding of a sonitoring visit conducted in March 1989
by the WIS teas was that supervision of clinics at the LBA level
was alsost nonexistent even in States that have had supervisory
training. As a rasult, cosmodities were not reaching the the
clinics at the reqrired tise. MIS foras were found at the State
warehouse but not in the field so statistics were not being
generated by the clinics.

2. The Honourable Minister for Health, Professor 0likoye
Ransose-Kuti stated that, "Survival of village health systeas
also depends on effective supervision...Because supervision is
the life-blood of village health care systeas, [ believe another
series of workshops to define roles and duties to be perforaed
during and after the process s dbsolutely necessary®.

3. During the NMetwork Managesent Developaent workshop in Port
Harcourt held in Deceaber 1988 #i1ve of the seven work groups
identified supervision as the service providers’ aain problea.

4, Visits were aude to Platwau, Oyo and Benue States in March 1989
to get a clearer picture and understanding of the situation. The
results of these visits clearly 1ndicated a need for supervisory

training.

i
i



WORKSHOP cont.

In addition, aeetings were held in Lagos with representatives believed
to be involved in supervisory activities (i.e. Prisary Haalth Care
Departaent, Departaent of Population Activities (DPA) of Federal
Ministry of Health; UNICEF; UNFPA; and CCCD). The outcome of these
‘aeetings further reinforced the need for a supervisory workshop which
riprtsontativol expressed an interest in attending.

Topics selected far the workshop wer. hased on inforeation obtained
trom the site visits and the seetings held with organizations and

individuals.

Norkshop Report - Supervisory Skills Workshop, Uro, page 2

A follow up visit wag sade to Oyo State Septeaber 18-20, 1989 to interview a
sasple of participants fros the Oyo State Supervisory Skills Norkshaop held May

- 29=June 2, 1989 (see Eiseman Trip Report 03 for details). Results of this

follow up indicated that the topics were still] relevant. It also showed what
probleas the supervisors encountered, which ones they could or could not solve
and soee of the reasons why,

[I. Goals, Objectives and Workshop Schedule

The Boals of the workshop were:

{. To é!arify the role and responsibilities of the supervisor within the
Prisary Health Care systeas.

2. To develop a collaborative approach to the 6440cttv. danaqolont and

utilization of resources in order to ensure the effective integration
of family planning into Prisary Health Caro activities,

Objectives and Workshop Schedule follow.



HELPFUL HINTS
FLIP CHARTS WITH IMPACT

Flip charts are a valuable aid to learning, giving participants a quick summary or
preview of important ideas or events, to jog their memories or help them absorb.
Network trainers have found that the following simple practices can make flip charts
much clearer and more effective:

-

-

Don’t put more than eight items on a chart.
Use the flat side of the marker.
Use alternating colors: for different items.

Black, blue, and green markers show up best and should be used for writing your
key messages. Red, orange, and pink are harder to see and are best used for
underlining, circling, or other kinds of highlights. Yellow is useless; you can't
read it from even a few feet away.

Pencil in any notes you need when you use the flip charts; participants can't see
them.

Use lower-case letters, except for the first letter in a sentence or list. They are
easier to read than all capital letters.



Session 1:

Session 2:

Session 3:

Session 4:

Session 6:

Session 7:

WORKSHOP SESSIONS

Opening Ceremony

Session Guide: Participants
Key Points: Trainers
Additional Notes: Trainers

Introduction of Participants and Facilitators
- Logistical Arrangements

Session Guide: Participants

Key Points: Trainers

Additional Notes: Trainers

Objectives of the Workshop
Session Guide: Participants
Key Points: Trainers
Additional Notes: Trainers
Suggested Daily Routine
Key Concepts
Assumptions of Adult Learning
Training Methods
Session Qutline Form

Overview of Management Information Systems in the Family
Planning Context
Session Guide: Participants
Key Points: Trainers
Additional Notes: Trainers
Overview of MIS
Session Outline Form

Discussion of the Family Planning Service Information System:

‘Forms, Flow and demonstration of how to use the computerized

system.
Session Guide: Participants

Key Points: Trainers

Session Outline Form

Introduction to the TOP-Up Commodities Logistics System
Session Guide: Participants

' Logistics Problem Identification/Review

Session Guide: Participants
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Sessjon 8:

Session 9;

Session 10:

Session 11:

Session 12:

Top-Up System: Skills Training
Session Guide: Participants

Top-Up System: Simulation
Session Guide: Participants

Training: Computerized Family Planning Service Statistics
System
Session Guide: Participants
Additional Notes: Participants
Key Points: Trainers
Session Qutline

Review and Wrap up discussion of the Top-Up system simulation
Session Guide: Participants

Development of Provincial Action Plans for implementation of the
TOP-Up and the Computerized Services Information System
Session Guide: Participants
Additional Notes: Participants
Additional Notes: Participants/Attachment
Key Points: Trainers

Implementation Process

- Additional Notes: Trainers

Characteristics of Effective Teams
Session Outline Form



Day 1:

09:00 - 09:30
09:30 - 10:30
"10:30 - 11:00
11:00 - 11:15
11:15 - 12:00
12:00 - 13:00

13:00 - 14:15
14:15 - 16:30
16:30 - 16:45
16:45 - 18:00
Day 2:

09:00 - 09:30
09:30 - 10:30
10:30 - 10:45
10:45 - 13:00
13:00 - 14:15
14:15 - 16:30
16:30 - 16:45
16:45 - 18:00
Day 3:

09:00 - 10:00
10:00 - 10:45
10:45 - 11:00
11:00 - 13:00
13:00 - 14:15
14:15 - 15:00

15:00 - 15:15
15:15 - 17:00

WORKSHOP SCHEDULE

Opening Ceremony

Introduction of Participants

Discussion of logistical arrangements

Tea Break

Objectives of the workshop

Overview of MIS in the Family Planning Context

Lunch"

DlSCUSSlOﬂ of the Family Planning Information System (including forms
101, 102, 103): data entry, definition of terms, data flow,
demonstration of the computerized service statistics system.

Tea Break

Use of information - Simulation

Introduction to the Commodities Logistics System
Logistics Problem Identification / Review

Tea Break

Top-Up System: Skills Training

Lunch

Top-Up System: Simulation
Tea break
Top-Up System simulation - continued

Top-Up System: discussion and review of simulation exercise
Action Plan: introduction and brainstorming

Tea Break

Development of Action Plan - Provincial groups work

Lunch
Development of Action Plans - continued

Tea Break
Presentation and discussion of Action Plans



Session 1 OPENING CEREMONY
Session Guide: Participants

GOAL

A well functioning and responsive commodities distribution system coupled with an
appropriate information system that provides accurate and timely information about f2mily
planning commodities and services is essential for a Family Planning Program to be
successful.

The Matemnal Child Health and Family Planning (MCHFP) General Directorate, working
with representatives of both the central and the provincial levels, has extensively reviewed
the commodities and service statistics systems now in place. Based on the findings and
additional discussions with field staff, the Logistics and Information System (LMIS) team
appointed by the General Directorate has designed and is now ready to fully test and
implement a TOP-UP system for commodities distribution and a computerized service
statistics information system that will assist planning and monitoring of the Family Planning
Program at all levels.

The goal of this workshop is to provide central and provincial health directors and their staff
with the information, training and tools necessary to implement and test the Contraceptives
Logistics Top-Up System and the Computerized Family Planning Service Statistics System in
five provinces.

The specific purpose of this session is for the senior representatives of the MCHFP General
Directorate in Ankara and the senior representatives of the Provincial Directorate to officially
open the workshop, and-give participants a brief summary of this project and outline the
Ministry of Health’s expectations for this workshop and the systems testing and
implementation activities that will follow. ' :

DURATION
30 Minutes
OBJECTIVES
By the end of this session, participants will;

1. have a good understanding of the general goal of the LMIS Project and the
activities that have preceded this workshop.

2. have a clear understanding of the expectations and the mandate of the Ministry of
Health, the MCHFP General Directorate and the Provincial Directorate for the
Commodities Top-UP System and the Computerized Service Statistics Information
System. -

(A



. understand the goal of this workshop and where it fits in their work plans at the
provincial level.

. know who the members of the LMIS Technical Team are and the role of that team
in the testing and implementation process.
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Session 1 OPENING CEREMONY
Key Points: Trainers

L] This session is very important. It sets the stage for the rest of the workshop. It must
make it clear in participants minds that the MCHFP General Directorate and the
Provincial Health Directorate give a very high priority to this effort.

] The introduction speech of senior members of the MCHFP General Directorate (Dr.
Ayse Akin and/or Mr. Ugur Aytac) should stress the following points:

® Give an overview of the project that is organizing this workshop.

® Explain why this workshop is important and what the MCHFP General Directorate
expects from the participants and from the trainers.

® Explain what the MCHFP General Directorate expects to see happen after the
workshop is over.

® Go over what some of the next activities will be after the workshop is done:
® immediate test and implementation of the systems in the provinces represented.

® follow up visits by the LMIS team to help if there are any problems or to help
train additional staff in the provinces.

® other workshops (with the same people here) to discuss the accomplishments,
brainstorm the necessary adjustments and finalize the system for nation-wide
implementation.

® workshop on use of Logistics and Services information for planning and
supervising the Program’s activities.

® National dissemination conference showing the results of the 5 provinces.,
o Finally, the development of Action Plans for nation=wide implementation,

® Explain the difference between this workshop and other workshops: this is not
only a training workshop. Its goal is not only to train the provinces team to use
the systems, but also to have testing teams that will implement the systems in their
provinces and participate in the effort 10 finalize it before it's implemented nation-
wide.

® Introduce the senior representatives of the Provincial Health Directorate that are
present. Suggest that they say a few words about the importance of this initiative
for their province.



® Introduce the members of the LMIS technical team, acknowledge their role in

designing the systems, and explain their role in the workshop and later in the
implementation process.



Session 1 OPENING CEREMONY
Additional Notes: Trainers

Sumrhary of the Project's activities from the beginning:

The following activities have been carried out in this Project:

. Initial MIS and Logistics Needs assessments.

o An MIS and Contraceptive Logistics workshop for mid-level and senior personnel in 8
provinces around Izmir. This workshop was designed to discuss Logistics issues and

introduce the concept of MIS development.

o Appointment by the MCHFP General Directorate of a well qualified and motivated
three-member Logistics/MIS Technical Team.

] A series of orientation meetings for the LMIS Technical team.

] In-depth field review of logistics and Management Information systems and
procedures in Ankara, Izmir and Manisa.

° A technical workshop on MIS and Contraceptive Logistics for the LMIS technical
team.

] Meetings with officers from Provincial Directorates in Ankara, Izmir and Manisa to
introduce the Project objectives and plans.

e Development of proposed specifications for procedures and systems for the services
and the logistics systems.

° Development of a computerized system for processing Turkey's data on Family
Planning services.

L Demonstration of the Services Computerized System in Ankara, Izmir and Manisa.
L Identification of Program information needs: development of sample reports.
o Implementation in Ankara of the reviewed version of the Services Computerized

System for additional field tests.

° Development of plans for starting systems implementation and testing in the five tevt
provinces.



Session 2

Goal:

Duration:

Objectives:

INTRODUCTION OF PARTICIPANTS AND FACILITATORS

LOGISTICAL ARRANGEMENTS FOR THE WORKSHOP
Session Guide: Participants

The goal of this session is to acquaint participants with one another and to
inventory the skills and field experience gathered in this room. This
information is important to understand the expertise available, how each of us
"fits" in the group, a.'d what the available technical resources are to
complement or assist us. In addition, the workshop coordinator will g0 over
all the details related to the logistical arrangements for the workshop.

1 hour

By the end of this session, participants will:

. Have shared information about themselves with the rest of the participants

Recognize one another as valuable resources
Begin building a foundation for team development

Have an understanding of the logistics of the workshop and where or to whom
to go for any logistical problems.



Session 2 INTRODUCTION OF PARTICIPANTS AND FACILITATORS

Key Points: Trainers

In this session, stress that:

L.

Everyone is an experr in something, The expertise that you bring is valuable and can
contribute significantly to attaining the objectives of this workshop.

Everyone's opinion, therefore, has value and impact on what the workshop is trying
to accomplish. ‘

Registration materials have all the information participant will need to answer such
questions as:

* Accommodations

* Ldeals

* Schedules

* Workshop agenda: daily and overall



Session 2 INTRODUCTION OF PARTICIPANTS AND FACILITATORS
Additional Notes: Trainers

o Session 2 helps participants to settle in and feel comfortable with one another. In
addition, if all logistical issues are addressed effectively, it will keep the daily
activities running in a smooth and effective manner and avoid duplication of effort
and queries from the participants.

] To ensure the smooth running of these sessions, the trainer should review the
Preparation for Workshop section.

o Emphasize that each part of the daily schedule is important because one part leads to
next.

a. Agenda for-the Workshop

b. Agenda for this day

o Cmphasize that fellow participants are experts: ask how many experts there are in the
room. Regardless of response, point out that the assembled group has hundreds of
years of cumulative expertise. .

Define expert: (Swahili saying)
"Where there are experts, all are learners”

o Explain that by the end of this workshop we will have learned from one another, not
merely from the trainers and we will know who can help us and in what topics/issues.

o Brief exercise will help participants to inform group of their individual expertise:
Pass around note cards. Write eight key questions on flip chart:

Mo me

Position or title

Brief description of professional duties
Maia responsibilities

Special skills

Two key expectations of this workshop

AP o

o Give participants ten minutes to answer questions.

o Have each parﬁcipant individually read their responses as.'writte'h on their note card.
L Gather ‘ca'rds |

® Summarize and close: Review this session, re-emphasize the key concepts of this

session. Introduce the next session.

45



Session 3 OBJECTIVES OF THE WORKSHOP
Session Guide: Participants

GOAL
During the opening ceremony, the overall goal for testing the new Top-Up Commodities
Logistics System and the Computerized Service Statistics System in five provinces and the
general plans for later implementing these systems nation-wide were discussed.
The purpose of this session is to discuss the specific technical objectives of this workshop
and how the individual sessions will be organized to attain these objectives. In this
discussion, participants will be provided an opportunity to give feedback on how the sessions
are organized and propose any change that may be needed.
In addition to reviewing the technical content of the workshop, the rationale for selecting the
participants will be discussed and the specific roles and contributions expected of them
during and after the workshop will be discussed and/or clanfied.
DURATION

45 minutes
OBJECTIVES
By the end of this session, participants will have:

® a clear understanding of the specific technical objectives of this worksnop and the
expected outcome.

® a clear understanding of their role during the workshop, and their responsibility in
the provincial team after the workshop.

® have discussed the standard methodology to be used throughout the workshop



Session 3 OBJECTIVES OF THE WORKSHOP
Key Points: Trainers

° Note: In this session, facilitators should make sure that participants understand the
objectives of the workshop. What must be the outcome of this workshop: what will
participants know at the end of the workshop that they do not know now? What are
the concrete outputs of the workshop? What will the next steps be?

° Introduction to the session: Now that we have gone through and introduced ourselves,
we know who is here and what are the skills and field experience they bring to this
workshop. Now, we will discuss the specific outcomes we need to get from this
workshop and the specific roles that we need to play during and after the workshop.

o Facilitators need to acknowledge that there is a lot of collective experience and skills
in the room and that a key purpose of this workshop is to start a process where the
logistics and services systems will benefit from these resources. The workshop must
bring these skills ad experience into the design and testing of the systems in order to
achieve a synergy that will allow the MCHFP to implement in all of Turkey the best
possible Top Up Commodities Logistics System and Computerized Service Statistics
System. The real work will start after the workshop. Here we are only preparing for
it.

° Briefly review the information presented in the gallery of experts (session 2). Show
that there are three main functions represented in the group:

® Participants involved in Commodities planning and distribution from both the
central and the provincial levels :

® Participants involved in the Program management from both the central and the
provincial levels _

® Participants involved in data collection, processing, and reports preparation at both
the central and the provincial levels.

° Show how most aspects of logistics and service statistics happen somewhere within
these functions. Emphasize that these functions do not represent a hierarchical
division but overlapping and complementary functions: A team responsible for
making the systems work.

° Emphasize AGAIN and keep repeating that this workshop is somewhat different from
other workshops. This is not to TRAIN and forget. This is the first step in a sencs
of events (field work, reviews, workshops, etc.) that will involve THIS GROUP
(these same people). These events will be to test the systems in the five provinces.
exchange information among provinces, finalize the systems, document them, share
the experience with the rest of the country and the donors and develop plans and
obtain resources for national implementation. So the participants here are not only
going to be users but they are the designers and the pioneers of these systems. We
hope that these participants will later be able to assist in the national implementation



In a way, we are developing a network of LMIS trainers.

Summarize these thoughts saying that the future of these systems which are critical to
the success of the Turkish Family Planning Program is in this group’s hands. They
have a big responsibility. Emphasize their importance in the process.

Ask 3-4 participants to share with the room, what they feel the specific objectives of
the workshop are (given all the discussion so far) and write those on the board. -
These is to start encouraging participation and also to check if everybody is ori board.

Review the objectives mentioned and discuss what is in line with the specific
objectives of the workshop and what is not but could be addressed in the breaks, in
the evenings or later in field visits or future workshops. It is important to clarify
what the workshop car and cannot address. :

Summarize the discussion with a flip chart outlining the key SPZCIFIC expected
outcomes of the workshop.

Bring participants back to the big picture. Insert a quick resinder of how Logistics
and Services Information are important and why these technical objectives are
ESSENTIAL. Show the link between good logistics system and good information on
services and the impact of these on the ability of the village midwife or the health
center to provide F.P. services.

Remind participants that we are focusing on logistics and services information, but
that we should remember that there are other thing that we must not forget:
management, supervision, quality of care issues, cultural issues, etc. In other words,
we are not going to solve all the problems, but by implementing a good, solid cost-
effective logistics system and a functioning service information system, we will make
a big step toward strengthening the Turkisn F.P. Program.

Ask participants if they have any concerns that we may need to address or any issue
regarding the objectives that we need to keep in mind. Anything that we must keep
in mind to make sure that we can accomplish these objectives. Summarize these on a

flip chart.

Explain that the link between what we'll do 1n the workshop and what they will do in
the field will be an action plan with clear deadlines and performance indicators that
we will develqp on day three of the workshop.

Encourage all participants to get involved and to participate. Explain the working
style that will be used throughout the workshop:

® Active and participatory not passive

® Informal not formal

® brief presentation with exchange of ideas not a series of long lectures
® Mistakes in exercises are OK not a need to perfect always



® After each session, a participant will be asked to summarize the key points covered

in that session.
® Each morning, a facilitator will review the activities of the previous day and

discuss the plans for the day.
® etc.

To conclude this session, facilitators need to go through the session guides and briefly
describe what each session will be about.
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Session 3 OBJECTIVES OF THE WORKSHOP

Additional Notes: Trainers

SUGGESTED DAILY ROUTINE

It is useful to establish a daily routine, to provide a sense of consistency to the
participants and to ensure that every important event occurs in the right sequence.
Network trainers have generally adopted the following sequence of events:

Beginning of the Day
1. Trainer presents the agenda for the day.

2. Committees present their reports (including brief review of previous day’s activities
by Review and Evaluation Committee).

3. Trainer reviews the previous day’s key concepts (usually the liaison trainer to the R
and E Committee.)

4. Trainer presents ﬂwkeyconceptsforthepresentday (usually the trainer who is
conducting the first activity of the day). - '
End of the Day

1. Trainer summarizes the day’s activities and names all the key concepts that were
covered during the day. o : .

2. Trainer explains connection between today’s activities and concepts and those that will
“ be covered the next day. ‘
End of Each Modale

1. Trainer reads module objectives from flip chart and asks participants whether
objectives have been met.



Session 3
-.Additional Notes, continued KEY CONCEPTS

Each moming (with the exception of the first day) before each session begins, a
designated trainer (it should be the same person each day) should come to the front of the
group to discuss the key concepts of the day before.

MATERIAL: Flrpchart stand, pad, pen

TIME: 10-15 minutes.

PURPOSE:

1. It gives people a chance to review what they learned the day before. -
2. It provides a transition from one day to the next.

3. It helps the trainer(s) understand how much the participants retamed and what they
remembered.

4, It provides an opportunity to clarify any misconceptions or misunderstandings.

PROCEDURE:
1. Ask participants to state the main or key points from the day before.
2. - Write down their comments on the flipchart.

3. If someone gives you a one word answer, ask them to expand on the point. If
they can't, ask someone in the group (o help out.

4, Don’t spend too long on this , remember you are lookmg for KEY CONCEPTS
notammmryoftheprevxousday $ session.

NOTE: Repeat this activity each morming. Save the flipcharts you write on to
review at the last session, This helps participants see how much they said
they learned throughout the workshop. The information may also help the

trainer(s) in their evaluatxon of the workshop and its activities,

W



Session 3
Additional Notes, continued

ASSUMPTIONS OF ADULT LEARNING

The most effective training of mature professionals is based on a set of
assumptions about learning styles. These assumptions have proven themselves in

thousands of training events in ev.

CAFS training philosophy.

ery part of the world and are central to the

Participants, like other adults, learn best when they are:

Active

Interdependent with
each other and the trainer

Ready to share responsibility
for making learning occur
Able to share knowledge and

power

Engaged in learning how
to learn and apply skills

Committed to seeking and
sharing information

Encouraged to explore
conflicting points of view

Allowed to make mistakes

Respected and accepted

NOT
NOT

NOT

NOT

NOT

NOT

NOT

NOT

NOT

Passive

Dependent on the trainer

Assigning the trainer total
responsibility for making learning
happen

Willing to relegate all the
knowledge and power to the trainer

Limited to leaming only facts
(content)

Willing to passively receive the
transfer of information

Confined to a standard pattern of
of beliefs

Punished for imperfections
Criticized and rejected



Session 3 OBJECTIVES OF THE WORKSHOP

Additional Notes: Trainers

SUGGESTED DAILY ROUTINE

It is useful to establish a daily routine, to provide a sense of consistency to the
participants and to ensure that every important event occurs in the right sequence.
Network trainers have generally adopted the following sequence of events;

Beginning of the Day

L.
2.

Trainer presents the agenda for the day.

Committees present their reports (including brief review of previous day’s activities
by Review and Evaluation Committee). :

Trainer reviews the previous day's key concepts (usually the liaison trainer to the R
and E Committee.)

Trainer presents the key concepts for the present day (usually the trainer who is
conducting the first activity of the day). '

End of the Day

L.

Trainer summarizes the day’s activities and names all the key concepts that were
covered during the day. ‘

Trainer explains connection between today’s activities and concepts and those tha; -
be covered the next day.

End of Each Module

l.

Trainer reads module objectives from flip chart and asks participants whether
objectives have been met. '

Trainer tells participants that the module they have just completed is covered fulls
the Participant Manual and encourages them to read it over before the following ...



SESSION OUTLINE

TOPIC/ACTIVITY EQUIPMENT
AIDS

*Codes for Training Aids: OT = Overhead (Transparency/Projector)
: FC = Flipchart (Paper/Stand)
SL = Slide (Slide/Projector)
HO = Handout
CS = Case Study
VC = Video Camera
VCR = Video Monitor




Session 4: OVERVIEW OF MANAGEMENT INFORMATION SYSTEMS
IN THE FAMILY PLANNING CONTEXT
Session Guide: Participants

GOAL

Before getting into details regarding the Computerized Service Statistics Information System,
"we need to take a step back and look at the big picture: Management Information Systems
and their role and importance in managing family planning programs.

Despite significant progress and development in recent years, this is still a field about which
misunderstanding, misconceptions and confusion abound. Does MIS mean a computerized
system, Service Statistics? Hausehold Surveys? Is it Monitoring or Evaluation? How does
the MIS relate or support the'management process?

The purpose of this session is to discuss some of these issues and get to a common
understanding and operational definition of Management Information Systems (MIS) for
commodities logistics and service delivery. We'll define the components of an MIS and

understand where the computerized system to be implemented fits into the decision making
process.

DURATION
1 hour
OBJECTIVES
By the end of this session, participants will:

® have arrived at an operational definition of MIS in the context of Family Planning
Management.

® understand the different components of MIS and how they relate to management.

® understand where the Computerized Service Statistics Information System fits into
the MIS cvcle.

\ gs\%\'



Session 4: OVERVIEW OF MIS IN FAMILY PLANNING CONTEXT
Key Points: Trainers

° Why do we have this session?

Explain that it is important that we do not narrow our views of information systems
by only looking at the computerized system for service statistics (next session). For us
(and the people we will train later in the provinces) to make the best use of a
computerized system in management, it is important that we understand where that
system fits into the big picture.

o Ask 1-2 participants for a definition of MIS.

o Explain that there are probably as many variations of MIS definitions as there are
people in the room. To make sure that we are all talking about the same thing, we
will spend an hour (or a little less) discussing MIS and its role in Family Planning
Program management.

o With help from participants, arrive at an operational definition of MIS in the context
of the Family Planning Program management.

° Example of definition: MIS is a set of elements that allow collection of data (from
various aspects of the program) that is then processed to produce relevant information
to assist decision makers at all levels in: planning, implementing, supervising and
evaluating. An MIS must help a decision maker understand the program he or she is
managing. It highlights key areas that require management attention or support.

° Extract appropriate kéy words from the definition to arrive at a diagram of the MIS
cycle.

° See example of Diagram in Additional Notes: Trainers
o Define and discuss each of the boxes diagramed.
° Emphasize the following:
® The concept of MIS is the same, whether it's applied to service delivery or-
commodities management. Give a few examples for 2-3 of the boxes in the
diagram.
® MIS is more than computers. Therefore the computer system for processing
service statistics is not in itself an MIS unless it is linked to other things (data
collection, analysis, decision, etc.) It is only one of the boxes.

® MIS is an integral part of management, whether it is manual or computerized.

® Discuss the difference between data and information: Data itself means nothing



v

until it is actually processed to produce meaningful information: A number means
nothing, a number and a label means more, a number with a label compared to a
target means even more. If the difference is interpreted or investigated, then we
get into MIS.

Discuss the difference between processing and analysis: processing can be manual .
or computerized. Analysis can only be done by decision makers/users of the
information using their background, experience, and their knowledge of the
program goals and objectives.

MIS is expensive. One extra minute to collect data is a minute not available for
services delivery.

Cléar, precise and quantifiable objectives are important to any MIS: you cannot
improve what you cannot measure. You must also know where you are when you
begin: you need a starting point (baseline information)

An MIS can be a monitoring or an evaluation system:

Monitoring: is keeping track of day-to-day activities or services so that you know
how far along a Program or Project is toward reaching its objectives. It allows a
comparison between what was planned and what is actually happening. If what
was planned and what is happening do not fit, then decision makers need to take
necessary actions to modify the plans (if they were unrealistic) or make adjustment
to the activities. -

Evaluation: is a periodic review of the accomplishments of a Program or project in
terms of whether or not it has reached its objectives. Evaluation can occur at
different points during the life of the Program or Project.

The computerized Service Statistics System is a monitoring system. We'll need to
plan evaluation using another mechanism. Monitoring needs to be complemented
by periodic evaluations

-
3



Session 4: OVERVIEW OF MIS IN THE FAMILY PLANNING CONTEXT
: Additional Notes: Trainers

THE MANAGEMENT INFORMATION SYSTEM
The MIS is a set of activities for collecting data about the different functions of the MOH (at
-all levels) and then processing it to produce information to answers decision makers questions
and assist them in understanding the function or activity they are responsible to manage: plan
for, implement, monitor and supervise.

The MIS assists in:

o monitoring of performé.nce vis a vis plans, objectives and targets;

o planning of selective supervision;
° policy formulation;

o advocating and lobbying for the health sector based on objective information;
o coordinating and communicating (inter and intra Directorates);
o evaluating strategies, modifying plans and shifting priorities;

o quality control of services provided;

° more rational and cost effective allocation of resources;

Plans: Goals Implementation  |pata:- forms,
Objectives & of surveys, OR,
Targets Plans LAR, etc.
Decision & Management Data Processing

and (Manual or
Impact Information Systems Computerized)
Get Answers Analysis: Reports, tables
Decision indicators,

Supervision -Maker’s role graphs, stats,
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Session §:
DISCUSSION OF THE FAMILY PLANNING SERVICES INFORMATION SYSTEM
Session Guide: Participants

GOAL

The objective of this session is for the LMIS team to share with participants the results of the
Systems review done in the field, discuss the issues identified regarding quality of data and
compare these findings with how the systems are working in the provinces represented in the
workshop. In this session, all the activities for collecting, compiling, processing and using
forms 101, 102 and 103 will be discussed.

After these discussions, a full demonstration of the Computerized Service Statistics System
will take place. That demonstration will be followed by an exercise on the use of services
information in family planning program management.
DURATION

3 hours 45 minutes
OBJECTIVES

By the end of this session, participants will;

® have identified and clarified differences on how forms 101, 102 and 103 are
collected, compiled, processed and used in their provinces.

® will have clarified any question or misunderstanding remaining on how those
forms should be used and what the definition for each set of data to be collected
is.

® will have a good sense for what the Computerized Service Statistics System does
and its potential for strengthening Program management

® have practiced using the information produced by the system.



Session §
DISCUSSION OF THE FAMILY PLANNING SERVICES INFORMATION SYSTEM
Key Points: Trainers

IMPORTANT: LMIS TEAM TO PREPARE FOR THIS SESSION

° The LMIS team should prepare a summary of all the quality of data issues identified
and discussed FOR FORMS 101, 102, 103 DURING the field visits in May 93.

° The LMIS team should prepare transparencies of the three forms (101, 102, 103) and
a clear summarized definition of each data included in these forms.

) During the week preceding the workshop, we will produce some reports using the real

data from Ankara entered into the Computerized Service Statistics System at the
central level or one of the provinces. '

Please note: Additions! Key Points should be developed by the LMIS Team
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Session 10:
- COMPUTERIZED FAMILY PLANNING SERVICE STATISTICS SYSTEM
Session Guide: Participants
GCAL
“This session is for participants to learn how to install, use and maintain the Computerized
Service Statistics System. It is not expected that all the participants will need to go through
this session. This session is specifically targeting participants with responsibility for:
® installation and supervision of the computer operations

® data entry and data processing

® waorking with staff to identify reporting requirements and extract these reports
from the computerized system

® training and supervising data operators.

DURATION
5 hours
OBJECTIVES
By the end of this session, participants wﬂl

® understand the objectives of the coinputcﬁzgd service data processing
system and its role in program management;

® know how to install the software on any computer;
® understand the main functions of the system;

® be ready to start data entry and/or supervise others doing data entry for
forms 101, 102 and 103;. :

¢ be able to process data and obtain quick answers on the screen.

® be able to produce the standard reports including in the system using
different indices.



Session 10: :
COMPUTERIZED FAMILY PLANNING SERVICE STATISTICS SYSTEMS
Additional Notes: Participants

1. What is the (MSH) Healthware Service Statistics System?

it-is one of the MSH HEALTHWARE series of software packages developed for
management of health programs. Its objective is to be a tool that will help planners,
managers and supervisors monitor and evaluate MCH and family planning services provided
to the community.

The system allows the user to enter the data reported from the field and then process it to
obtain useful summary or statistical information at both the province and the central levels.

2. What exactly will you use the system for?

® At the central level, the monthly summaries received from the provinces are
entered.

® At the provincial level, the monthly summaries received from the service deliscr
points (centers, etc.) are entered.

view W,

® This function allows the user to look at part or at all of the data that has been
entered in the records. :

® This is very useful for reviewing data entered and making sure that there are no
mistakes.

® It is also useful for comparing values entered in different records.
To print standard reports;

® These reports are pre-programmed in the system and can be printed automatic.
every month, quarter, semester or year, depending on the users specifications

To. desi { pri lesigned .
® The format of the standard reports cannot be changed by the users. This fun.:

allows the user to design (with any content or format), change and print other
reports as needed.
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® These reports can also become standard reports in the system or they can only be
used for a while and then eliminated from the system.

To do basi istical analysis:
® Frequency analysis: to count the number of records that satisfy a given condition.

® Statistics: sums of values in the records, minimum, maximum, averages, Standard
deviations, etc. :

® Checking for duplicate records.
® Exporting data to databases or to Lotus spreadsheets.
® Simple charts and graphs.

3. How to install the system on the computer?

The system’s installation is very easy. Simply follow the instructions on the screen. If you

had already installed the system and you want to reinstall it, erase all files in the

HEALTHWARE sub-directory and ¢ .low the same sequence again,

To install;

o To make things easier, first create a sub-directory called HWARE

® Insert Install disk #1 in the disk slot A.

®  Type A:INSTALL and press the enter key.

] An introduction screen will be displayed, press any key to continue. A few other
screens will be presented, keep pressing enter until you get to the screen with the
question:

Is this Correct: Y/N

Source: A
Destinstion: C:\HWARE

Type Y
L The next question is:
Use existing Directory?

Type Y

\L



After that, press Enter to start copying the system from the disk # | to your hard
disk.

When Disk # | is copied, you will then be asked to insert Disk # 2. At that point,
take disk # 1 out, put Disk # 2 in and press enter. All files from disk # 2 will be
copied to your hard disk.

NOTE: If when you are installing the system, you want to install a database that has
some dummy example for you to practice, use the disk # 2 that has the orange label.

If you want to have empty databases to start entering your own data, then use Disk #
2 that has the yellow label.

After data is copied from disk # 2, you will be asked to enter the name of your
organization. After you do that, press enter.

After a little while, there will be a few more questions, you can answer N to all of
them.

That's all!!! and you will see the first screen of the system. Hit the escape key
(ESC) and you will get to the main menu.

How to start?

With the C:\> prompt displayed, type CD \HWARE then press the ENTER key.
When you get C:\HWARE> on the screen, type HWARE and press the ENTER key.

When the introduction screen is displayed, hit the ESC key to get to the system's
main menu.

To exit from HWARE:
® While in the main menu, press ALT-X.
® If you are not in the main menu, return to the main menu by selecting the QUIT

option (in other menus) or by hitting the ESC key as many times as needed. Ther
press ALT-X from the main menu.

Main Menu

Once you start the system, there are four options in the main menu:

To enter, edit, locate and erase data records.

Service Statistics / P '-.
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REPORTS: To view data entered, to obtain standard or user defined reports and to do
statistical analysis.

UTILITIES: To do maintenance wor« on the program. To set up date format, copy files to
archives, change colors, etc.

EXIT:  To get out of the system

To select an option from the main menu, press ALT and the first letter of the option (or X
for exit) or hit F10 to access the top menu and use the arrow keys to move around.

6. Entering and editing data in the files

o Once you choose the FILES option, a list is presented for you to choose which file
you want to work with.

o IL and KURULUS in the FILES option allow you to enter the list of acceptable IL
and KURULUS. Then, when you are entering IL and KURULUS in data entry for
forms 101, 102, 103; you will be able to hit enter and get a pop-up list with all the IL
or KURULUS with their appropriate codes. At that point, you can just go down the
list (using the arrow key) and select the IL or KURULUS you want. When you hit
enter, the IL or KURULUS data will automatically be put in the form for you.

o After you choose the file, you will see part of the form on the screen. The whole
form cannot appear at once because it is bigger than the screen.

o To "go into” the form displayed, you must use the action menu at the bottom of the
screen. The options of the action menu are:

ADD: add one record of data to the file-
EDIT: make changes to the record
LOCATE: . look for a record

NEXT: g0 to next record in the file
PREV: ~ go to previous record in the file
DELBTZ: temporary deletion of the record
QUIT: to finish :

The active option in the Action Menu is highlighted on the screen. ‘You can use the
arrow keys to move around the action menu.

o To cancel any option that you have selected from the action menu, hit the ESC key.

o When entering or editing data in a form, you can move around using the arrow keys
or the ENTER key. The Up arrow key to go backward and the down arrow key to
go forward.
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In this

You must go through all the spaces in a record to get out or the data you entered (or
the corrections you made) may not be recorded.

Notice that the totals are filled up automatically AFTER data entry for that particular
section of the form is completed.

Viewing Data and Doing Simple Analysis
session, we will (1) view data using BROWSE and (2) do some statistical analysis.

For reports, views and analysis, you must choose the REPORTS option from the
main menu.

after you choose this option, a sub-menu will appear. usually, options with a sign
appearing before them indicate that additional options are available there.

BROWSE SELECTED FILE: to look at all the records, some of the records, all the
data in the records or only part of the data included in the records.

® After choosing BROWSE SELECTED FILE, you must indicate what file you are
interested in.

® Once you have selected the file, you must indicate whether you want to see
everything in the file or only a section of the file. If you want to see a section,
you will need to indicate what section by tagging the data (fields) you are
interested in. You can tag data by moving (using the arrow keys) to the field and
then hitting the space key.

® Once done, hit F10.
® and, it’s like MAGIC!!!
ANALYSIS OF DATABASE INFORMATION: This option is for doing basic

analysis of the data in the records. In this session, we will only learn how to obtain
frequencies.

® Choose the ANALYSIS option and then indicate the file for which you want the
analysis to be done,

L In the next menu, choose FREQUENCY FIELD SELECTION to indicate what
- data should the system use to group the records.

® Use the ADDITIONAL SUM FIELDS if you want other fields to be totaled. For
example total condoms. '
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® PERFORM ANALYSIS for the system to go ahead and do the calculations.

o Wow!!

8. BACKUPS:

‘After you have entered a lot of data, you certainly do not want to loose them. It is a good
idea to always keep a copy of what you have done.

° Select the UTILITIES option from the main menu.

° Then, select the BACKUP OPTIONS.

o In the backup sub-menu, select the BACKUP ALL FILES TO FLOPPY option. You
will be asked to indicate to what disk drive you want the data to be copied. If your
computer has only one drive, it is called A.

° Once done, follow the instructions on the screen. Make sure that you have enough
disks to backup and label them 1, 2, 3, 4, etc.

] The backup does NOT affect the data you have on the computer. It only makes a
copy of it on the diskettes,
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Session 10:
COMPUTERIZED FAMILY PLANNING SERVICE STATISTICS SYSTEM
Key Points: Trainers
® Background
® What is Healthware's Service Statistics System?
® Brief Demonstration;

® Discussion: objectives of this session;

® Discussion: testing strategy at the MCHFP General Directorate and in the
test provinces;

® Discussion: data collection forms;

® How to install the software on a computer;

® Overview of how the system and the menus are structured;
® Entering, Editing, Locating, Deleting a record;

® Looking at the records entered;

® Frequency Analysis;

® If time allows: Use of queries.

® Practice with real data
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Session 12:
DEVELOPMENT OF A PROVINCIAL IMPLEMENTATION PLAN
Session Guide: Participants

GOAL:

The goal of this session is to plan for implementation of the TOP-Up system and the
Computerized Services Statistics Information System in the five provinces.

DURATION:
5 1/4 hours
OBJECTIVES:
By the end of this session, the participants will:

1. be able to explain the reasoning behind and the elements of their
implementation plans,

2. Dbe able to list four types of implantation decisions, and

3. apply this knowledge in the development of a provisional implementation plan
for the five provinces.

4. leave the workshop with a complete action plan for implementing the TOP-Up

System and the Computerized Service Statistics Information System in the
provinces. ‘
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Session 12: DEVELOPMENT OF PROVINCIAL ACTION PLANS
Additional Notes: Participants
° An implementation plan as these elements
® List of Activities

® Supervision
® Coordination

Scheduling
Monitoring and Evaluation

[Note: See Additional Notes: Participant/Attachment)

° Four Key Decisions in Implementation

1. Decisions about coordination of activities

How will activities must be grouped and structured to create a logical
sequence?

Before any new activity is undertaken, how will it be determined that every
necessary preceding activity has been completed?

If some prior requirements have not been met, will the new activity be
modified (content, timing, location, etc.), postponed, or cancelled?

2. Decisions about deployment of personnel

How will staff work be:

organized? (Properly assigned and communicated, with appropriate training
provided) -

directed! (Appropriately delegated, with authorization and accountability
assured) ’ '

supervised? (Agreed norms and standards used for staff appraisal; training
needs identified 2.1d met; staff supported in their work; conflict resolved).

3. Decisions about allocation of resources

How will renewable resources be consrolled for availability, consumption, and
quality?
How will rime be monitored so it is used efficiently?
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Session 12: DEVELOPMENT OF PROVINCIAL ACTION PLANS

Additional Notes: Participant
Attachment

ACTIVITY

What is an activity: tasks (both technical and management activities) needed to
implement the strategies which lead to the achievement of the objectives

How to determine the activities: ‘

a) look at different ways of carrying out a strategy
b) consider the resources required against those available

Identification of Resources:

a) Who will do it: how many, skills, how allocated?

b) What materials are needed: supplies, equipment, acquisitions?

¢) What are the costs: funds available, additional funding needs, sources of funds”
d) Additional resources: community resources often overlooked

SUPERVISION

Management concepts expressed through structural relationships

Authority: The legal right conferred by the formal organizatiori to any person ‘v
control the actions of others, make decisions, carry out assigned
activities.

Power: The ability of a person to get others to carry out one’s wishes,
regardless of any legal right to control their actions. Includes ability
make and carry out one's own decisions.

Responsibility: The obligation of a person to perform properly the work assigned
: him/her.

Accountability: The system by which a person is held responsible for assigned ti-..
and by which performance is evaluated.

Span of control:  The number of subordinates and the diversity of functions .-
one supervisor. :

Delegation: The process by which a manager or supervisor transfers part ot
his/her legitimate authority to a subordinate, without passing on
ultimate responsibility which has been entrusted to him/her by b
Oown supervisor.
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10.

11.

12,

13.

14,

Communication

and reporting: The channels through which information is conveyed to those who
need it to do their work.

Coordination: The process of arranging and distributing tasks, resources and
responsibilities in order to achieve the goals and objectives of an
organization.

Some key points to note in organization structuring:

Organizational structure show the authority-responsibility or accountability
relationships between functional unity/positions or individuals in the organization.

Someone should be responsible for supervising all essential activities.
Responsibility for specific action should not be duplicated or overlapping.
No one position should have two numerous or complex duties.

Job responsibility should be written and clearly understood by job occupants.

Authority should be delegated so that decisions take place as close as possible to the
point of action.

Managers should have no more than five to seven subordinates reporting to them
(span of control).

Every occupant of each position should know to whom he reports and who reports to
him (unit of single chain of command).

Project managers are uniquely confronted with matrix organization situations implying
integration of resources both intra and inter-organizational,

Project managers have to rely considerably on coordinate skills and efforts to achies e
project objectives,

Project management requires to create and classify formal and informal lines of
authority and responsibility patterns.

Defined communication lines and effective systems for information transmittal and
feedback are vital. .

Project manager’s effectiveness lies in emphasizing informal lines of communication
with peers, associates, functional managers and external organizations contributing (o
project implementation.

Project managers must realize their power to coordinate and integrate project efforts

Service Statistics / P. ~:
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derives more from their personal negotiation ability and persuasive skills than from
powers of delegated organizational authority.

15. Project manager's major role is to create an environment for the effective working of
teams towards the objective of the project.

.

COORDINATION
1. What is coordination?

The planned collaboration of two or more individuals, departments, programs or
organizations who are concerned with achieving a common goal.

The arrangement and distribution of tasks, resources and responsibilities in order
to achieve the goals and objectives of an organization.

The process of bringing together decisions, people, resources and activities in
order to ensure:

- The right things are done (what)

- In the right place  (where)

- At the right time (when)

- In the right way (how)

- By the right people (by whom).

2, Why should we coordinate?

When a set of activities is coordinated, everything works well. Coordinated activities
are more likely to be orderly, harmonious, efficient and successful,

When a set of activities is not coordinated, it is liable to fail in its objective.
Uncoordinated activities are likely to be disorderly, discordant, inefficient,
unsuccessful.

Coordinatioi: fosters:

Efficiency

Harmony among staff

Avoidance of duplication of resources and efforts

Orderliness

Adherence to plans

Better service to clients

Insurance that the people who are supposed to be doing the job are doing it
Best use of scarce resources.

3. What are some key instruments of coordination?
For coordinating people-workers:
® job descriptions:
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¢ define duties
¢ indicate task allocation

* organizational chart which includes:
* who is doing what

® who is taking part lines of authority
¢ which unit is involved lines of communication
To coordinste activities:

You ne-d a schedule of your own organization’s activities as well as that of the other
organj ations. This involves the intra and inter organizational concept. The
sched -les help us: -

* know when activities should be accomplished and by whom
* know when to share activities, when we can use their resources
¢ adapt our schedules to each other so th:t they are in line with each other

To coordinate resources:

* Getting the right resources in the right quantities in the right place.
* It as entails an aspect of management of supply system.

List of resources:  Has to be referred to in coordinating resources

4. What are some mechanisms of coordination?

¢ Meetings (must all be pre-planned)
* Reports

o Letters

¢ Memos

o Staff consultation seminars

5. What factors encourage coord’nation?

A clear organizational chart

Clear objectives

Specific tasks and responsibilities

Unity of command with appropriate authority and proper span of control
Balanced activities

To make coordination effective, eight well-recognized principles of organization must
be applied:

Objective; Each group of tasks must have an objective that contributes to the
objectives of the organization (program) as a whole.
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Definition: Each group of tasks must be clearly defined so that everyone knows
exactly what the tasks are,

Command: Each group of tasks must have one person in charge, and all
concerned must know who this person is.

Responsibility: The person in charge is responsible for the performance of the
people in his group.

Authority: Each person in charge of a group of tasks must have authority equal
to his responsibility. '

Span of Control: ~ No person in charge of groups of tasks should be expected to
control more than six to ten other people.

Balance: The person in charge of several groups of tasks must see that the groups
balance. I7or instance, case finding must not be so extensive that more
cases of a disease are found than can be treated. IEC should not bring
too many people for FP when there are insufficient commodities.

A coordination checklist:

A worker responsible for any action, will find it useful to apply the following check-
list:

What is to be done?

Where will this action take place?

When will this action take place? .Coordinating the activities
Which equipment is needed?

How will this action be arranged?

Wiie will take part?
Wib will do what? Coordinating the people
Whe will lead?
Is all necessary information
available? v
¢ Has the information been Communication
communicated? S

Steps in drawing up a coordination plan:
- 1. Identify objectives for coordination and delineate.

2. List activities for coordination to achieve the objective.
3. Indicate time targets for each detailed activity listed.
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4. Identify workers who will be responsible for each of the detailed activities as well
as resources required. '

5. Identify the information needed for making coordination decisions.

6. Prepare an estimated budget for effecting the plan.

SCHEDULING

° What is it?
...A technique of planning project activities in logical and chronological sequence
to be employed, reviewed, and updated periodically throughout a project

o Why do we do it?

...It fosters the systematic implementation of the activities at every level of the -
organization and, ultimately, the achievement of project objectives

o Types of schedules

Timetable
Calendar
Roster
PERT chart
Gantt chart

NP -

o Types of schedules vary from simple to very complicated. The level of complexity is
determined by factors such as the level of planning, the magnitude of the project, and
the technology at the disposal of the planner. No matter which type is used, virtually
all schedules will change as activities are carried out and unforeseen circumstances
affect the work. Therefore, schedules must be frequently reviewed and updated as the
project unwinds.

Timetable, calendar, and roster: Simple, everyday tools commonly used when
planning for activities that can be completed within a relatively short span of time and
that invelve a small number of people. All three types of schedules can be combined

PERT chart (Program Evaluation Review Technique): Generally used for large,
highly complex engineering or constructions projects where time estimates can be
computerized. Employs graphic presentauon to show how activities and events relate
to each other over time.

Gantt chart (chronogram): Used for complex projects with a speci‘ied completion
- date. Communicates graphically and concisely what the project will do and when it
will do it. Allows planners and managers to: :
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Review the planned sequence of events

Determine where events might overlap

Ensure that activities that must be completed before others start are in the
appropriate sequence

See whether the workload is distributed evenly and fairly.

STEPS IN MAKING A GANTT CHART

1.

Break down the project strategies into smaller implementation activities, both
technical and managerial. All elements of project implementation should be
included: supervision, coordination, MIS, logistics, monitoring and evaluation.

. List all the activities resulting from Step 1 above within each straiegy.

. Arrange the activities in logical order.

Arrange them in chronological order.

- Indicate estimated duration of each activity.

Indicate starting and finishing times for each activity.
Indicate who is responsible for each activity.
Whenever possible, indicate where the activity will take place.

. Look for areas of duplication, improper sequence, imbalar.ces in staff

responsibilities, conflicting activities at the same time, etc. Revise chart
accordingly. -

. MONITORING AND EVALUATION

° Plan for bow we will assess whether or not we're progressing as planned and whether
or ”m are making any difference in the Program management. .
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Session 12: DEVELOPMENT OF PROVINCIAL ACTION PLANS
Key Points: Trainers
o Introduce the objectives and prepare lecture on planning for implementation.
] Discuss key points about action plans (Additional Notes: Participants)
o Ask the participants to break out into groups representing the five provinces
o Explain the following activity:
PREPARING AN IMPLEMENTATION PLAN
Instructions

1. With your group, draft an implementation plan for your provinces. Be sure to
include:

® A sentence or two describing each of the elements outlined in the draft
implementation plan

® A brief description of how decisions will be made concerning coordination of
activities, deployment of personnel, allocation of resources, and processing ¢
information, answering the questions on the handout.
2. Be prepared to present the highlights of your plan in plenary session.

3. Refer to Guidelines (see next page).

o Give participants 2 hours to complete this task

° Explain that participants must chose one leader to present implementation an at the
end of these 2 hours

° Presentstions by leaders of each group
] Trainer provides.each group feedback

| o Summarize and close.
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Session 12;

1.
2.
3.

DEVELOPMENT OF A PROVINCIAL IMPLEMENTATION PLAN
Key Points: Trainers

GUIDELINES

-What do you have to do to implement your solution?

What will be your plan of action?

. What are your objectives?

What are the activitid_s_?

Who will do what? |

What resources (materials, supplies, equipment) will be needed?
What marnipower will be necessary?

How much time will it take to implement the plan?

How will the program be monitored and evaluated?
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Session 12:

DEVELOPMENT OF A PROVINCIAL IMPLEMENTATION PLAN

Additional Notes: Trainers

CHARACTERISTICS OF EFFECTIVE TEAMS

An effective team:

10.
11.
12.
13.
14,
1S.

has appropriate leadership and is confident in its leadership.
has a clear and slmadtmue of its goals.

has high, yet achievable, production goals.

is organized in a manner coasistent with the goals.

gives evidence of concem for the weifare and growth of team members; pays attention

‘0 group processes which are supportive to members,
uses the resources of all team members.

has members with the needed abilities to accomplish the tasks.
has appropriate decision-making procedures and authority.
has appropriste problem-solving techaiques.

deals openly with coaftict.

has a seass of prior:ties.

has opes, frank and honedt communication.

has members who are opa 1 the influence of others.
operates on a definite time ::hedule. |
mm'amwmwauy.
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SL = Slide (Slide/Projectar)
HO = Handout
CS = Case Saudy
VC = Video Camera
VCR = Video Monitor



Annex E

Turkish Material - Participants Binder
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1. GUN

KONTRASEPTIF LOJISTIEt VE VER? TOPLAMA

(TOP-UP / MIS) WORKSHOP' U
4-7 Ekim 1993 Ankara Starton Otel

4 Ekim 1993 Pazartesi

9.30-10.00
10.00-10.30
10.30-11.30
11.30-12.15
12.15-13.30
13 30-14.30
14.37-15.00
15.00-15.15
15.15-17.00

2. GON
J_Ekim 1993

Sali

?.00- 9.15
?.15-10.30
10.30-10.45
10.45-12.00
12.00-13.30
13.30-14.00
14.00-15.00
15.00-15.15
15.15-164.15

14.15-17.00

3. GIN

Agalig

Gay

Tanigma

Workshop'un Amaglar:
Odle Yemedi

MIS Or.Kemal HOSGESIN
Kayit Bildirim Sistemi

Cay
Kayit Bildirim Sistemi

Or.Kemal HOSGECN

Or.tbrohim ACIXKALIN

DUnUn Ozeti Or.Kemal HOSGECIN
Kontraseptif Lojistigi Dr.Ufuk MiSKt

Gay

Top-Up Sistemine Girig Or.tbrohim ACIKALIN

O3le Yemeai
Dagitim Plonlamasy
Dodatim Hazirliklar:

Gay
Dodatim Pusulasinin Kullonil- Or.tbrahim ACIXALIN

mas1 (Form B)
Sadlik Evlerine Doditim Dr.Ufuk Mtskt
Sistemi

Dr.Kemal HOSGECIN
Or.ltbrahim ACIXALIN

§ Ekim 1993 Cargamba

9.00=
9.15- S
9.30-10899

10.30-10.45
10.45-12.30

=12.30-13.00

13.30-15.00
15.00-15.15
;5.15-16.00

DUnUn Uzeti Or.tbrahim ACIcai ;N

Depolama Sortlar: Dr.Ufuk Misk!

EQitim Onerilert

Ozel Durumlar Dr.Kemal HOSGE::

Ziyaretler args: degderlen-

dirme

Gay

Uygulama Galigmalar:

. Dogitim Sistemi

. Bilgisayar Kullanima

Yemek

Uygulama Calismolarina Devam (e
Gay -

_ Uygqulaoma Calismaoermem Somoicte— e — v


http:15.13-1,6.00
http:13.30-15.00
http:12.30-13.00
http:10.43-12.30
http:10.30-10.45
http:16.15-17.00
http:15.15-16.15
http:15.00-15.15
http:13.30-14.00
http:12.00-13.30
http:10.45-12.00
http:10.30-10.45
http:9.15-10.30
http:15.15-17.00
http:15.00-15.15
http:14.311-15.00
http:30-14.30
http:12.15-13.30
http:11.30-12.15
http:10.30-11.30
http:10.00-10.30
http:9.30-10.00

4. GN
7 Ekim 1993 Persembe

9.00-11.00
11.00-12.00
12.00-12.30
12.30

1l Foaliyet Plonlarinin Hozirlormas:
Foaliyet Planlarinin Sunumu

Kopana g

Yemeak


http:12.00-12.30
http:11.00-12.00
http:9.00-11.00

NEDEN BURADAYIZ

Bir aile planlamasi programunin basarisinda iyi caligan ve istekleri
cevaplayabilen bir malzeme dagium sistemi ile beraberinde aile pianlamas:
malzemeleri ve hizmetleri hakkinda dogru ve zamaninda bilgi saglayan uygun bir
enformasyon sisteminin olmas bir gereksinimdir.

Saghk Bakanhih, AGS-AP Genel Midirlagi FPMD (Family Planning
Management Department) ve CDC/FPLM (Center for Disease Control/Famuy
Planning Logistic Management) kurulus temsilcileriyle birlikte galisarak, mevcut
malzeme ve hizmet istatistik sistemlerini kapsamh bir sekilde gézden gecirmistir
Ortaya cikan bilgiler ve saha elemanlanyla yapian gériismeler sonunda aie
planiamas: programinin her diizeyde planlanmasi ve izlenmesine yardimar olmak
Uzere bir malzeme dafinm (TOP-UP) sistemi ile kompiiterize hizmet statistik
enformasyon sistemi (MIS) geligtirilerek test agamasina gelinmistir,

Bu workshop’un amacy, pilot uygulama icin segilen beg ilde TOP-UP sistem:
ile hizmet istatistik sisteminin (MIS) uygulanmasiu  saglayacak bilgilerin
aktanimasidir.



BUGUNE KADAR YAPILAN GALISMALAR

Bu projede asapidaki faalivetler gerceklestirilmistir:

Baslangictaki MIS ve Lojistik ihtiyaglarinin degerlendirilmesi.
izmir'de 8 ilden orta ve ust duzey personel igin bir MIS kontraseptir .cnstix
workshopu.  Bu workshop, lojistik konularinin konusulmasi ve MIS :iisme

kavramuni tanitma gayesiyle olusturulmustur.

Ana Gocuk Saghih ve Aile P.ialamasi Genel Mudirligu tarafindan MIS Teknik
Ekibinin gérevlendirilmesi.

LMIS Teknik Ekibi icin bir seri oryantasyon toplantilan.

Lojistik ve yonetim enformasyon sistemler; ve prosediirleri iizerinde Ankara. [zmir
ve Manisa’da detayli saha galismalan.

LMIS teknik ekibi icin MIS ve kontraseptif lojistik uzerine bir teknik workshop.

Proje amaglan ve planlanmn takdimi igin Ankara. [zmir ve Manisa [] Saghk
Miudirlugi yetkilileri ile gorugmeler.

Hizmet ve Lojistik sistemleri ile ilgili sistemler ve prosediirler icin crerien

spesifikasyonlarin gelistirilmesi.

Aile planlamas: hizmetleri ile ilgili Tirkiye'deki verilerin degerlendirilmes: :c:n =ir
kompilterize sisteminin gelistiriimesi.

Hizmetlerin kompiiterize sisteminin Ankara, izmir ve Manisa'da gésterimes:
Program enformasyon ihtivaglannin belirlenmesi; Ornek raporlarin geligtir..~ .

Hizmetler kompiiterize sisteminin gozden gecirilmiy geklinin ek saha tes:.e-
Ankara'da uygulanmas:.

Bey test ilinde sistemlerin uy wulanmalarina ve testlerine baglanmasi igin ..~ - -
gelistirilmesi.



OTURUM 2-A

KATILIMCILAR VE MERKEZ EKIBIN TAKDiMI
WORKSHOP ICIN LOJISTIK DUZENLEMELER
OTURUM REHBERI : KATILIMCILAR

AMAC :

Bu oturumun amact katiimeilan birbiriyle tamistirmak ve salonda bulunanlarin becerj ve saha
deneyimlerinin bir envanterini ¢ikarmaktr. Bu bilgi, mevcur deneyim birikimlerini. her
birimizin guruba nasil "uydugumuzu" ve bizi tamamlayici veya bize yardimct olmak iizere hangi
teknik kaynaklarin raevcut oldugunu anlamamiz bakimindan onemlidir. Buna ek olarak,
workshop koordinatérii workshop’un lojistigiyle ilgili bitiin detaylan gozdan gecirecektir.

1 Saat
AMACLAR : Bu oturum sonunda katlimcilar :

L Kendileriyle ilgili bilgileri geri kalan diger katlimcilarla paylagmis
olacaklardur, ‘

2. Birbirlerini deger!i kaynaklar olarak taniyacaklardir.
3. Ekip gelismesi icin bir temel olusturmaya baglayacaklardir,
4. Workshop'un lojistik yapisi hakkinda bir bilgiye sahip olacaklar e

lojistikz ilgili bir problemleri oldufunda nereye veya kume
bagvuracaklarini bilecek!erdir.



OTURUM 3

WORKSHOP'IN AMAGLARI
OTORUM REHBERI: KATILIMCILAR

AMAC

Agilly seramonisi esnasinda bes ilde yeni TOP-UP malzeme lojistik sistemi ve kompﬁterize
hizmet istatistik sisteminin test edilmesi olan genel amag ile bu sistemlerin sonradan uike
capinda uygulamaya konmalan ile ilgili genel planlar gorusilmiista.

Bu oturumun amaca, bu v&brkshop’un spesifik teknik hedefleri ve bu hedeflere ulasabilmek icin
6zel ayn oturumlann nasil diizenlenecegini gérismektir,

Bu goriigmede, katimcilara, oturumlarn nasi organize edildigi ve gerekli olabilecek degisiklik
onerilerinde bulunmalan konusunda geri bildirim yapmalan icin bir slanak saglamakradur.

Workshop'un teknik igeriginin gézden gecirilmesine ek olarak, katiimcilarin secilmelerindeki
kistaslar ve onlardan beklenen roller ve katkilar goruglilecek ve/veya agikliga kavusturulacakur
SURE

45 Dakika -

HEDEFLER

Bu oturumun sonunda katibimeilar:

* Bu workshop'un spesifik teknik hedefleri ile beklenen sonug hakkinda tam =~
" bilgi edineceklerdir.

* Kendilerinin workshop’un devam: esnasindaki rolleri ve workshop'lar sonrasinc.:
il ekibindeki sorumluluklan de dgui acik bir bilgi edineceklerdir.

* Workshop'un devamu boyunca «uilandacak standart metodolojiyi gorusm:...

olacaklardr.






* AMACLAR

— . HEDEFLER
/>KURALLAR
AKTIVITELER
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* GOZDEN . | /
. CRORYE Rilai
» SORUNLAR*




OTURUM 4

AILE PLANLAMASI KAPSAMINDA
MIS'E GENEL BAKIS

YONETIM ENFORMASYON SISTEMi

MIS, Saghk Bakanhfh'mn her diizeydeki birimlerinin degtisik fonksiyonlar, icin ver:

toplayan bir calismalar dizisidir. Ve sonradan, karar -ricilerin sorularina yanmit vermek =
onlann yénetmekten sorumlu olduklan fonksiyon veya gaiymalan (planlama, uygulama, izleme
ve denetleme) anlamalarinda yardimc: olmak iizere bu verileri iglemden gegirip bilgiler
lretmektir.

MIS'in yardimer oldugu noktalar:

Planlar, amaglar ve hedeflerin performans yoniinden izlenmeleri.
Denetimin planlanmas:.

Politika formiilasyonu.

Amaca ydnelik bir eMoMm dayali saghk hizmetlerine destek vermek.
Isbirligi ve iletiyimi saglamak.

Stratejilerin degerlendiriimesi, planlann diizeltilmesi ve onceliklerin belirlenme:.
gerekirse degigtiriimesi.

Verilen hizmetlerin kalite kontroli.
Kaynakiarin daha gergekei ve maliyet etkili dagilims,



OTURUM S:

AILE PLANLAMASI HIZMETLER| BiLGi SiSTEMi TARTISMASI
Oturum Kilauzu: Kathmeilar

AMAC:

Bu oturumun amac, LMIS ekibinin, sahada gerceklestirilen sistem degerlendirmelerinia
sonuclarini  katiimeilarla paylasmasi, verilerin kalitesi konusunda belirlenmis soruiar:n
tartigiimas: ve bu bulgulann workshop'ta temsil edilen illerde by sistemlerin isleyisi e g,
bulgularla kargiagtinimasidir. Bu oturumda, toplama, siralama, isleme ve 101, 102 ve 't
formlarim kullanma konularnindaki tum calismalar tarusiacaktur,

Bu tartiymalardan sonra, Kompiiterize Hizmet {statistik Sistemi'nin tam bir demonstrasvenu
yapuacaktir. Bu demonstrasyonun ardindan, aile panlamasi program yonetiminde servis bugler:
konusunda bir egzersiz olacaktir.

Bu oturumun sonuna kadar katthmcilar:

* Kendi illerinde 101, 102 ve 103 formlariun nasi toplandifh, siralandigy, islendigi ve
kullanildigx konularindaki farkliiklan belirleyecek ve agiklayacaklardr.

* Bu formlann nasu kullanimas: gerekrigi ve toplanacak her veri seti igin tanimlamalar
nedir konulaninda ortaya qikan sorun ve yanhs anlamalan gidereceklerdir.

* Kompiiterize Hizmet fstatistik Sistemi ne yapar ve program yénetimir:n
giclendirilmesindeki dnemi nedir konularinda bilgi sahibi olacaklardir.

* Sistem tarafindan iretilmis bilgileri kullanarak ahgtirma yapacaklardir.

OV



OTURUM 6

KONTRASEPTIF LOJISTiGI

Amagc: Kontraseptif lojistiginin 6nemini kavramak.

Hedefler

. Kontraseptif lojistifinin hedefinin ne oldufunun kavranmas:.

. Aile planlamasi program igin kontraseptif lojistigiinin neden dnemli oldugunun
kavranmasma dair ii¢ neden soyleyebileceklerdir.

Siire: 1 Saat

Malzeme: Flip Chart. markerler, yapigunic: bant. Kagitlann asimas: igin yer, alt1 dogru ile
ilgili brogdrier, lojistigin Gnemini gosteren brosiirler.

Eib . . I. . I I! .
Birinci gindn Flip Chart sayfasina tekrar bakinuz:

Kmuuq:ﬁfmbuneyﬂneﬁmikommmda;umdafarkhgdrwl«ﬂnlmmi;dummmdmmz
nanl cabhgyorsunuz ? .

Cevaplardan bir kaqn: kisaca gozden gegiriniz: Ornegin. Baznlannz malzemenin siparigiyle
ilgilisiniz, baniarmz onlan kullame: - banlanaz da klinikiere dagitmaktasinz. Bu yizden
bu ia hepinizia deneyimlerinizi kull .

Torkan banm RIA taktirmug olan kardeyiyle konugur ve RIA taktrmaya karar verir.
Fakat gocuklan ve igi ile meggul oldugundan buna vakit bulmas: zor olmakta ve biraz
da korktujundan bir saghk kuruluguna gitmemektedir. Sonunda komgu kdydeki saplik
ocagma gider. Oradaki ebe/hemsire ona bagka dofum kontrol metodlarim anlatir ve
saghk durumunun geemisi ile ilgili kusa notar alir. Her ikisi de RIA’mn dogru bir tercih
oldugu izerinde anlagriar. Tiirkan hanim endiselerinden stynlir ve memnundur.

Ancak ebe/hemsire Tiirkan hanima o anda saghk ocaginda RIA olmadigini, tekr:
gonderilecegini sdyler ve bir ay sonra tekrar gelmesini ister. Bu arada kullanmas: 1gin
bir miktar kondom verir.

Tirkan hammin aile planlamas hakknda neler hissettigini digindyorsunuz? Programin nasil
etkilendiini diginiyorsunuz? \


http:dagatmaktamm.Bu

OTURUM 6

HER AILE

HER AILE:

KONTRASEPTIF LOJiSTi%i NEDEN ONEMLIDIR?

Ihtiyaci olan kontraseptife SAHIP olabilmelidir,

Saglik kurulusundaki kontraseptiflerin iginden kendilerine uygun olanimi SECME
SANSINA sahip olmalidur.

Her bagviruda kendilerine uygun olan ISTEDIKLER] kontraseptifi
alabilmelidir. .
Saghk kurulpsuna gittiginde istedigini elde edebilecegine ve bunun surekl;
olacagina GUVEN duymaldr.

Istedifi kontraseptifi KOLAY, KISA SUREDE, UCUzA alabilecegini
bilmelidir. '

HENUZ GCOCUK SAHIBi OLMAK ISTEMIYORSA,

ya da:

ARTIK COCUK SAHIBI OLMAK [STEMIYORSA,

"GOCUK SAHIBI OLMAMALIDIR"



KONTRASEPTIF LOJISTIGIN AMACI:

.Dogu  KONTRASEPTIF'
.Dogu  YER'E,

.Dogu  ZAMAN'DA,
.Dogu  DURUMDA,
.Dogu  SAYIDA,

- Dojru MALIYETLE ulagurmaktr.



Kontraseptif Lojistigi ile ilgili ne gibi problemler ortaya cikabilir?

Iste boylece lojistigin 6nemini gormils oluyoruz. Herkes bunun program igin
Onemli olduguada hemfikir mi? Lojistigin ne yapmak istedigini biliyoruz. Bu
agik degil mri?

Lojistikle ilgili problemlerin neler oldugunu hepimiz biliyoruz. Iste bu
problemlerden bazilarini ¢dziimleyebilmek tizere pilot uygulamalarini sizin
illerinizde baglatacagimiz yeni bir sistemi getiriyoruz. Bunun, yukarida
belirtilen birgok soruna ¢6zim getirecegi imidini tagiyoruz. Sizlerden pilot
uygulamayi aynen bizim belirttigimiz sekilde yapmamzi isteyecegiz. Boylece
problemelerin neler olabilecegini ve sistemin kendisinde veya belki de
sistemin uygulanmasiyla ilgili egitimde ne gibi degisiklikler yapilmasi
gerektigini gorebilecegiz. Sizlerle beraber ¢aligip bu sistemin galiir halde
olmasini istiyoruz. Litfen sorular sormaktan ve zorlu lar yaratabilecek

alaglar: belirtmekteq ¢ekinmeyinjz. Bir pilot uygulamanin varlik sebehi de
budur.

W



OTORUM 6

A-

KONTRASEPTIF LOJISTiG1 iLE ILGILI OLASI PROBLEMLER

STOK TUKENMES!
Bilgi yetersizligi
Geg siparig
Vasita yoklugu
- Personel eksikligi
- Ana depoda stok yetersizligi
. Ana depoda memurun olmayigi (malzeme almaya gidildiginde)
- ~ Ana depodaki memurla iletigimin iyi olmayip
- Galinma vb nedenler

MIADI DOLMUSMALZEMELER
- Bilgi yetersizligi

. Agqin1 stok
. Ana depodaki memurla iletisimin iyi olmayg

HASAR GORMUSMALZEMELER
Bilgi yetersizligi
Kéti depolama sartlan

Su basmasi vb nedenler





http:datiti.Lr

OTURUM 7

TOP-UP SISTEMINE GiRi$

SIYBE

Sistem hakkinda genel bir bilgi vermek ve dagitim elemanlarinin spesifik roller;
ve onlardan basariyle uygulamalan beklenen spesifik becerileri agikiga

kavusturmak.

1.15 dakika

Bu tamitimdan sonra katihmeilar:

. Kisaca top-up sistemini, takvimli dagitimlar, minimum ile maksimum
seviye arasindaki stok seviyelerini de _igeren bir sekide
anlatabileceklerdir.

. Dagium ekibinin sistemin calismasim gerekletirmek iin istlendig: zor
gorevleri sirahyabileceklerdir.


http:aqii:.2a



http:ieatcki.So

.OTURUM 7

HANDOLT

DAGITIM MEMURUNUN VASIFLARI

. Khmk ve depo personeliyle iyi gegin/iyi iletisim kur,

. Klinik rotasii énceden belirle ve klinikleri haberdar et.

. Sistem hakkinda sorulan agik¢a anlatmak ve cevaplamak igin hazir oi
. Kliniklerde birakilacak kontraseptifleri belirle,

. Sistemle ilgili formlar1 doldur.

. Merkez dilzeyi igin raporu doldur.

. Teslim edilen miktarlan kontrol et, makul seviyede olduklarindan erm: -
ol

. Stoklama sartlann gézlemle ve kiinik personeline bunlarin nasil olm.s.
gerektigi hakkinda bilgi ver ve egit.

. Koﬁquptiﬂerin kalitesini ve eskime tarihlerini kontrol et.

. thk ocafh hastabalacianm "e* fomunu kullanmak {izere egit ve onla- -
da ebeleri effitmeleri icin yollar dner.

®  Kontraseptif malzemelerden eski tarihi olanlarnn dncelikle kullanti:
olduguna kontrql et. ‘

* Sistemin igleyisini izle, gerekli yeni kararlan al

Y



OTURUM 8

Top-Up Beceri Oturumlan A-H

AMAG:

Bu seanslar dagium ekibi personel, Top-Up Sistemi'nin uygulamasinda gerekii spes.iy
becerileri saglayacakur. Tum personele sistemin nasu isledigine yonelik ozel bir At

vereceklerdir.
8:A: Programlama
Hesaplama
8B  Ortalama Ayhk Toketim, Min. ve Maks.

Tagima aracinin ne kadar yiiklenmesi gerektiginin belirlenmesi
Form A

Saphk Kurulugu’'na Birakilacak Stok'un Hesaplanmasi Devam Eden Ziyaretlercex.
AMC'nin Hesaplanmas:
Form B

Saghik Evlerinin Donat.m
Form C

Depolama Kogullan

MId tarihi (iiretim tarihi)

Exp tarihi (sun kullamm tarihi)
Raf Omna

Saghk Kurulusu Personelini Egitecek Dagum Ekibi igin
Egitim Onerileri
Ozel Durumlar: Iyi bir muhakemenin gerektigi yerde demonstrasyon yapimas

1. Top-Up Ziyareti ile Sonraki Ziyaretler Arasindaki Farkliliklar

A



8-A DAGITIM PLANLAMASI

Hedef: Katiimeiar, kliniklerin listesini ve harita kullanarak 3 aylik bir donem icin
ziyaret plan1 yapabileceklerini gdstereceklerdir.

Gerekli Malzeme: * Aile Planlamasi hizmeti veren kuruluslarin listesi
. Aile planlamasi hizmetine bagvuru sayisi
. Harita
* Biiyik bir takvim
Programu II Lojistik ve Aile Planlamas: sorumlulan birlikte yapacaklardir.

Program gilvenilir olmalidir. Béylece, saglik kuruluglan dagitim aracinun programlanan
ginde gelecegine giivenmelidir.

Program yapiirken arag sayisi, kapasitesi, saghk kurulusunun malzeme harcamas.,
cografi kogullar, yol durumu ve uzaklifh, mevsimler ve baz dzel durumlar géz6niine alinmabdur.

Her bir ziyarette Il merkezi icin 6-7, kusal kesim icin 4-5 sagiik kurulusu programa
alnmabdir (ilin kogullarina gére bu sayilar az-cok deghsebilir).

Bu caliyma sonunda dagiim sorumiusu ve il AGS/AP sorumlusunun elinde bir villik
dafitim programu, depoda bir takvim ve harita bulunmahdir,






KLINIKTE:

RIiA |
HAP = 300/12
KONDOM =  400/60

30/7 = 4 é.yhk malzeme mevcut

25 ayhik malzeme meveut

6 aylik malzeme meveut

Minimum =2x7 =14 Maksimum =5§x 7=35
Minimum =2 x 12 = 24 Maksimum = § x 12 = 60
Minimum = 2 x 60 = 120 Maksimum = § x 60 = 300



A KLINIGININSON 5 4 YLIK

AILE PLANLAMASI CALISMALAR

HAP  RIA KONDOM
OCAK 22 38 184
SUBAT 27 12 196 -
MART 2 37 200
NISAN 37 33 0
MAYIS 30 40 72
HAZIRAN 34 42 235

TOPLAM 192 197 887

HAPOAK = 192/6 = 32
RIAQAK = 197/6 = 33
KONDOM QAK = 887/6 = 145 (")

Kondomlar icin OAK'ye bakiyoruz. A..x «..ummn gogunun altinda. NISAN
aylannda ne oldu?

MART ay1 sonunda stokun sona erdig: *€oudun sursiusunun MAYIS ay sonuna va:
tekrar malzemelendirilmedigi goriluyor

Bu belki agin ugta bir ornek olabilir, amy . .-, 24xdmas) gerektigini gostermex:s .


http:qALI$,IAL.AR

OCAK
SUBAT
MART
NISAN
MAYIS
HAZIRAN

A KLINIGININSON 6 AYLIK

AILE PLANLAMASI GALISMALARI

22
27
42
37
30

38
42
37
33
40
42

184
196
200
0
72
23§

W4



Bu durumu nasu voluna kovardiniz?
(34 = 196 = 200 - 233 = 315 4 - g

Nisan, Mayis ve 4 Avlik OAK xullanimun ez onure aimayin. Ya da Kullanum :randine It
konulabiecek 'uvgun’ sayiya bakin. Kuilanim vukseiiyor.

Ornek; Mart avina 10 eklevin = 215
Bu sayiya 10 ebleyin = 225 ve bunu May1s verine kovun.

Yeri OAK. 184
196
200
215
225
PXN]

1255 209 olacakuur.

Yukan dogru bir trend sebebiyle 2. say biraz daha yukesektir. Eger savilar dany - ..
yukseliyor olsalardi, ortalamada daha buyuk bir farkhlik olabilird;.

3 Avlik s L icin:

MINIMUM = 2 Aylik malzeme MAKSIMUM = 5 Aylik malzeme
RIA 2x33 =66 5x33 =165

HAP 2x32 = 64 $¢32 =160

KONDOM 2x209=418 5209 = 1045
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Tagima Aracina Ne Kadar Yik Konulmast Gerektiginin Belirlenmes;:

OAK OAK OAK
RIiA HAP KONDOM
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Deposu

Kontraseptif Malzeme: Dagitim Pusulas;

Gidig Dénus
m1%
| Tarih
Teslim Eden

Malzeme

Teslim Alan -

Geri Alinan

Depodan .
Alinan [htiyag
Fazlasi

Verilen

Degc:
Ger: ©

(Blister)

Lo-Femenal (Hap)

Kondom (Adet)

Copper T 380A
RIA (Adet)

Norplant (Adet)

Depo Provera

[ (130 mg)_

Enjektér

Gidilecek Kuruluglar:

L.

—_—

2

n

3.

Agiklama:




1 (6/93)

TG, Sogid Madiciioga

'Iui. Kurulog Ad: o
Teslim cucn: ‘ _ T
Tcalim Alan:
R S =) T (Ady suyads,” inva)
Miktar
Malzeme Onceki Mevaut Herhangibir Kull Ortalama S aylik B .
Ziyaretteki abeme le : e > ay u Son
Durum M Artma (+) Olan :Z[l;.k thtiyag ziyaretie Meveut
i - verilen
Lo-Femenal
ap blster)
Kondom
adet)
Copper T 380A —

RIA (adet)

Depo Provera

Agklamalar:

Dis Sonraki Ziyarel Tarihi:




1 (6/73)

TC, Sk Midurikiga
Tasih lé I l!, C!3 Kurulug Adi: _S g\J ,‘K [!f_’[cc 2[
Testun wben: C. Q "’;"‘i‘f — Teslim Alan: I , e
(Ads, aoyads, izina) _ Ady, soyads, iuva)
Miktar
. .. ki llerhangibir Kullanlmug Ontalama 5 aylik Bu Son
Mal:cme (Z)i';'g?c:lcki . :dd:rz?l:lc m‘:? 1) Oll‘a: :;':}k ihlagas‘ ziy:!rcllc ;1._-“-“(
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lamalar:

wontaki Ziviner 'l ‘"';“V lb__/_g Zﬂ__‘_’ o

/a3 OAK = 220 HAP
500 Kond om
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ORNEK;

Klinik X, daha 6nceden Top-Up sistemi iginde ziyaret edilmigti. Form 10?2
bilgilerinden aylik ortalama kullanimi, haplar i¢in 220, RIA’lar igin 100 v
kondomlar igin 500 olarak tahmin edildi. Simdiki stokta ise 350 hap, 275 R1A
ve 670 kondom var. Sonunéu ziyaretten sonraki mevcut ise, 1100 hap, 500 RIA
ve 2500 kondom. Hepsinin son kullanim tarihi 1995,

. Bu ziyarette ne kadar malzeme b:rakilmas: gerktigini tespit edini..
* Aylik ortalama kullanim yukarim: g1kt yoksa agag1 mi digti?

. Formlar Ozerindeki hangi agiklamalar birbirleri ile ¢ok benzerlik
gostereceklerdir?



Form D

MALZEME [ADE FORMU

___ Kullamima uygun malzeme _ Kullanima uygun olmayan malzeme

KURULUS ADI: _ KOD NO:
TARIH:;
TESLIM ALAN: TESLIM EDEN:
MALZEME ADI TOPLANILAN | GERI ALINMA NEDEN]
MIKTAR




FORMC

SAGLIK EVI KONTRASEPTIF MALZEME KAYIT FORMU

SAGLIK EVI:

TESLIM EDEN:

TESLIM ALAN:

TARIH jnALzasm SINSI:

M2

— |

LO FEMENAL HAP
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GUN/AY | DEVREDEN | HARCANAN| AL INAN TCPLAM
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ACIKLAMALAR




FORMC

SAGLIK EVI KONTRASE?TIF MALZEME KAYIT FORML
SAGLIK EVL:_Sara TESLIM ALAN: Fatme = 22
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Handout

CEVAP
YANIT

Saglik evi ebesi, Saglik ocagina, malzeme almak i¢in her ay geld::n.
gore, maksimum stok miktar: iki ayliktir,

Suanda elinde kalan malzeme bir aylik miktardan azdir. Son geil.on
‘de ona iki aylik malzeme verilmigtir.

Hap‘ igin 2 x 36 = 72 adet hap verilmis demektir. (Max. stok mik: -,

Saglik evinde 25 adet kalmigti; 72 - 25 = 47 adet hap verm«m ..
kcrekecek. Bir kutuda 100 adet hap var, yarim kutu vermek anlams:;
yUzden bir kutu hap verilir. ‘

100 + 25 = 125 adet hap (Bu da yaklgtk 3 aylik hap demektir).
Kondom igin:
2 x 200 = 400 adet verilmiy demektir. (Max. stok miktari),

Saglzk evinde 80 adet kalmist: 400 - 80 = 320 adet kondom vermer :
gerekecek. Bir kutuda 100 adet kondom olduguna gére bir kutuyu boiz. .
yerine 4 kutu kondom verilmesi daha dogrudur. -

4 x 100 = 400 adet

Eld_:_kj = 400 + 80 = 480 adet kondom olur.


















Handout

BECERI OTURUMU 8-E = KALITE GARANTIS] = DEPOLAMA
Sartlan
HEDEFE:

Depolama sartlariun degerlendirilmesi imal tarihi ve son kullaum tarihi arasindaki fark:n
agiklanmasa,

20 dakika

MDE:

Marufactured date = imal tarihi.

DATE PROD.:

Date production = imal tarihi.

EXP DATE:

Expiry date = Expiration date = son kullamm tarihi.

Juan kullandiimez kontraseptif malzemelerden hap (Lo Femenal) kondomlar i¢in imal tarihi,

RIA'lar icin son kullamm tarihi vardir. Hap ve kondom imal tarihinden itibaren § yul siireyle
kullaniabilir. (Dogru durumda muhafaza ediimek sartiyla). '



OTORUM 3.E

10-

12-
13-

14-

16-
17-

18-

DOGRU_DEPOLAMA KILAVUZU

Deco odasini duzenli olarak temizlevin ve baximdan gecirin,

Su szintisinin onienmesi amaci e catyvt bakimdan gecirin.

Depoyu su sizintisina kars koruwvun.

Depoyu iyi bir §¢kilde havalandirn.

Depoyu iyi bir §ekﬂde tgiklandirin.

Depoyu diizenli olarak hasaratlara karsi dezenfekte edin ve taglaymn.
Depodaki malzemelerin direkt gunes 151&1 almamasini saglayin.

Depoda agik kutularda bulunan kondom ve plastik eldivenleri elektirik motorlarindan
ve floresan lambalarindan uzakta muhataza edin.

Malzemeleri yerden en az 10 cm, vukarida. tercthen ahsap yada gelik raflar uzer -
yerlestirin,

Malzemeleri duvarlardan ve diger malzeme gruplarindan en az 0.3 metre uzal.
yerlestirin.

Malzemeleri gruplar halinde ve "(Lk Giren. llk Gikar)", sayim ve genel yonetim ...~
gorulebilir sekilde ayirin. ’

Malzemeleri 2.5 metreden daha Yuksesiz muhafaza etmeyin.

Kutulan éyle yerlestirin ki, tamum .- - - .- diger etiketler gorulebilsin.
Malzemeleri kolilerle ya da kutula:

Yangui sondiirme cihazlan bulur . - -~.arilir yerlere koyun.

Depo her zaman girilebilir dury~ .

Hasar gormiig ve bozulmus malze~ «..madan ayirin ve imha edin.
Hasarat ilaglann ve kimyasal ma.. t - miizemelerden uzakta muhataz -
Eski dosyalari, bilgi materyaller:r. .- mzierini ve igili materyalleri ans

muhafaza edin.



SAGLIK ENSTITUSUNE 1. TOP-Up ZIYARETI:

. B formunun 1. kolonu bos olacaktir

0A K
. AMY igin degisik bilgi kaynaklan (Form 102)

. Personele sistemi agiklamalidir.
* Daha gok depo malzemeleri toplamak gerekecektir
. Diikatli bir sekilde depo malzemelerin son kullamim

tarihlerinin kontrol edilmesi gerekecektir
. Dagitim rotalarina aligmak daha uzun zaman alabilir

. Talimatlar tek tek izlemek dnemlidir
SAGLIK ENSTITUSUNE SONRAK! ZIYARETLER:

* Bu ziyarete yonmelik B formwnmum 1. kolon’unda istenen
bilgil.z, son ziyaretten. B Formuw’num som kolonundan
gelecektir

0 A&k, | '
. AMU son d¢ aylik stok verilerinden yararlanilarak

hesaplanacaktir (son ziyaret bakiyesi - Mevcat Stok = 3 aylik
kullanim. AMU’yu bulmak igin 3'e béldn))
*  Depo malzemeleri toplanmas: o kadar gerekli olmayacak:ir

* Talimatlarin dikkatli bir gekilde izlenmesi gerekecektir,
ancak dagitim ekibi daha deneyimli olacaktir

vil



OTURUM 3-F

EGITIM ONERILER]

AMAC:

Saglik kuruluslar: duzevinde dagiumdan sorumlu hemsirelerin ve sadlik evi icin mu.. -
olan ebelerin. TOP-UP sistemi, kullandacak formlar, ortaya gikabilecek sorur.s: -

egitimine yonelik onerilerin tartigmast.

SURE:

20 dakika

HEDEF:

Katimeiarin egitim konusunda bilgilerini paylagip, olasi egitim sorunlann: tartgmas;

bir egitim yaklasimi olusturulacaktyr.



OTURUM 8-G

DAGITIMDA

OZEL DURUMLAR

AMAG;

Kontraseptif dagitimi sirasinda karsiagiabilecek ve dagiim ekibi tarafindan karar verilmes
- gerekebilecek ¢zel durumlarn tartisimasidr. '

20 dakika

HEDEF;

Workshop sonunda, 11 dilzeyindeki dagiumda ortaya cikabilecek sorunlann sistemli ve iy
¢ozimine yonelik anlayy ve formasyonu gelistirilecektir.

ALl



OTURUM 3-H

[LK GEZI [LE SONRAKI GEZILERDEKI FARKLI

GOZLEMLERIN DEGERLENDIRILMESI

TOP-UP sisteminin uvgulanmasi surecinde farkli gozlem zamanlari e sistem.n PR
degerlendirilmesidir.

20 dakika

HEDEF:

Katdimeilarin ilk gezi ile sonraki gezilerindeki gozlemleri arasindaki farks degerlendirebiieczy. - : -

¢



OTURUM 9

TOP-UP DAGITIM SISTEMi

UYGULAMASI

e

1 saat 45 dakika

HEDEF:

Kaulimalar, Top-Up sisteminin uygulanmasin; ve formlarin kullanilmasini yaparak Ogrenecsy -



OTURUM 10:

Komputeriza Alle Planiamast Hizmetler: fstatistix Sistami

Orurum Kilavuze:Kanimenar

AMAC:
Bu oturum katiimeilarn Kompuiterize Hizmet [statistik Sistemi'nin duzenlenmesin:x. . -
ve bakimuini 6grenmeleri icindir. Bu oturuma butin katubmedarn katimas) beienme, -
oturum su tur sorumlulukian olan kaubimedan hedeflemek:edir:

. Kompiiter operasvonlarinin verlestirilmesi ve denetlenmesi

. Veri girisi ve veri islenmesi

- Rapor gereksinimlerini belirleyen ve kompiiter sisteminden bu raperlar

personelle elele calisiimas
- Veri operatorlerinin egitiimesi ve denetlenmes;

HEDEFLER:
Bu oturumun sonuna kadar katihmcilar:

. Komputerize servis veri isleme sisteminin hedeflerini ve program yone:. -
6nemini kavrayacaklar,

. Her tir kompiiterde nas: software dizenlenecegini 6grenecekler,
. Sistemin ana fonksiyonlarin; kavrayacaklar, -

- Veri girisi ve/veya 101,102 ve 103 formlan igin veri girisi yapan dige- -
denetimine hazir olacaklar,

- Veri isleyebilecekler ve ekranda cabuk bir sekilde yarutlan alabilece:_

- Degisik isaretler kullanan sistemde standart raporlan uretebilecekle:









5.

Daha sonra, 1 numarah diskteki sistemi hard diske kopyalama sisteminj baglatmak i¢cin
Enter tusuna basin.

| nomarali disk kopya edildiginde, sizden ki numarali diski sokmaniz istenecek:ir. Bu

noktada 1 numaral diski gikartin, 2 numarali diski takin ve enter tusuna baswy.
numaral diskteki tum dosyalar harddiskinize kopya edilecektir.

NOT: Eger sistemi diizenierken, size abstirma vapma olana# taniyacak baz: uvgulama
Ornekleri igeren bir (database) diizenlemek isterseniz turuncu euxetli i

numaral: diski kullanm

Kendi verilerinizi girmek iin bos database’ler istiyorsamuz o zaman san etiks:}
iki numaral diski kullann,

ki numarahi disiteki veriler kopya edildikten sonfa, sizden kurulugunuzun ismin;
girmeniz istenecektir. Bunu yapuktan sonra, enter tusuna basin.

Bir siire sonra tilmiine N tugu ile yamt verebilecegini» birka¢ soru daha olacaktur.

Hepsi bu !!! Ve sistemin ik gorintiising goreceksiniz. Escape (ESC) tusuna basin ve
ona meniiyd alin.

Nazl Baglanacak ?

¢:\> yazsi gorinice cd\HWARE yazin ve ENTER tusuna basu;

Ekranda c;\HWARE> gQrﬂnilnce, HWARE yazin ve ENTER tusuna basm,

Tamtim gorintisd ekrana geldiginde ESC tusuna basin ve sistemin ana meniisiine girin.

HWARE'den qikmak icin:

. Ana menideyken, ALT-X'e basin

. Efer ana menide degilseniz, QUIT secenegini (difer menilerde) segerek ya ca

_ ESC tuguna gerektidi kadar basarak ana meniye dénin. Sonra ana menuden

ALT-X'e basin.

'AnnMd

Sistemi baglatufinzda, dort segenek goreceksiniz:

FILES (Dosyalar): Vergi kayitlarinin girigi. duzeltilmesi, yerlegtirilmesi ve silinmes.

\L\ ;






Gikabilmek icin kawittaki tim space’leri kontral etmeniz gereklidir. Yoksa girdigniz
-veriler (va da yapugniz duzeltmeler) kaydedilmeyebilir,

Formun ozel bir bolumune data girisi tamamlandiktan SON RA, toplamiann otomarik
olarak doldurulduguna dikkat edin.

7. Veri Yoklamasi ve Basit Analizler Yapiimasi

Bu oturumda, (1) BROWSE kullanan verileri yoklayacagz ve (2) baz istatistiksel analizler
vapacajz.

- - Raporlar, yoklamalar ve analizler igin, ana meniiden REPORTS opsiyonunu segmeniz
gerekmektedir, ‘

. Bu opsiyonu segtikten sonra, bir alt-meniiden gorinecektir. Genellikle by alt-menudek;
opsiyonlar, ek opsiyonlar oldugunu gosteren bir isaretle birlikte ekranda gérunirler.

. (BROWSE SELECTED FILE) BROWSE SECIMi DOSYA: Tiim kayitlann, baz
kayilann, kayitlardaki tim verilerin ya da kaytlardaki verilerin bir kismunn
aranmasinda.

. BROWSE SELECTED FILE, segtikten sonra, hangi dosyayla igilendiginizi
gostermeniz gerekmektedir.

- Dosyay: segtikten sonra, dosyadaki her seye mi, yoksa dosyamn bir béliimune
mi bakmak istiyorsunuz belirtmeniz gerekmektedir. Eger bir bdliime bakmak
istiyorsanzz, ilgilendiginiz veriyi (sahalar1) segerek hangi bolim oldugunu
belirtmeniz gerekecekrir. Veriyi, ok tuglanmin yardimuiyla istediginiz alana
giderek, ve sonra da space tusuna basarak segebilirsiniz.

- Bundan sonra, F10’a basin,

- ve, ige bir SHHIR gibi!!!

DATABASE ENFORMASYON ANALIZLERY: Bu opsiyon kaytlardaki verilerin teme:
analiglerinin yapimas icindir. Bu orurumda. yalnizca frekanslarm nasil elde edilecegin
Ofrenecefiz.

. ANALYSIS opsiyonunu segin ve sonra hangi dosya igin analiz yapimas::

. Sonraki meniide, kayitlarin gruplandinimas: icin sistemin hangi verie::
kullanmas: gerektigini belirtmek amaciyla FREQUENCY FIELD SELECTION
(FREKANS SAHASI SEGIMI) opsiyonunu segin.

- Eger toplamlanmin ¢ikartumasin; istediginiz bagka sahalar var s
ADDITIONAL SUM FIELDS| (EK TOPLAM SAHALARI) kullan:-

Omegin, kondomlann toplami.
A





http:4~44444.44
http:4,7'444V4444.44444~'.44
http:44'.'44.44
http:44<"~444444444'44.'.44

OTURUM 10

KOMPUTERIZE AILE PLANLAMASI HIZMETLER] ISTATISTIK SiSTEMI
Ana Noktalar: Egitimciler

. Zemin
. Saglikbakimi (Healthware) Hizmeti Istatistik Sistemi nedir ?
: Kisa Tanitum;

. Tartigma: bu oturum amaglary,

. Taru;ina: AGS/AP Genel Midirligi'nde ve test illerinde stratejinin test edilmes:.

* Tartigma: Veri toplama formlary,

. Bir bilgisayarda software nasil yerlestirilir?

. Sistemin ve menilerin nasu planlandiinin incelenmesi;
. Bir kaydin girilmesi, degigtiriimesi, aranmasy silinmesi;
. Girilen kayitlara bakilmas);

. Frekans anlizi;

. Efer zaman kalrsa:Sorulann kullanimu;

. Gergek verilerle aligirma yapiimas.

N\
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OTURUM 12

L UYGULAMA PLANININ GELISTIRILMESI
Oturum Kuavuzu Kaulimeilar

AMAG:
Bu oturumun amacy, bes ilda To
Sistemi uygulamasimin planlanmasidur.,

SURE:
5 1/4 Saat

HEDEFLER: '
* Kaulmeilar illerdeki Top-Up Sistemi ve Komputerize Flizmet istati
uygulamasina yonelik tam bir haraket planina sahip olacakur.

* LMIS ekibinde destek ve izleme hareket
(girdi) olacaktur,

p-Up sistemi ve Komputerize Hizmet Istatistix 3.

stik Bilgi Sistem:

planinun gelistirilmesi igin gerekli inpu:

\)



OTURUM 12
. UYGULAMA PLANININ GELUSTIRILMES]
Ek Notlar: Egitimciler
ETKILI EKIPLERIN KARAKTERISTIK OZELLIKI ER]

Etkili bir ekip:

1- Yeterli bir lideriik 6zelligine sahiptir ve liderligin bilincindedir.

2- Hedeflerini ac,jl'(ga gostermelidir ve bu hedeflerini paylasmalidir.

3- [leri,ancak ula;tiabilir, uretim hedeflerine sahip olmalidir.

4- Hedeﬂeﬁ ile tutarh bir sekilde organize olur.

5-Ekip elemanlanmn iyiligini ve gelisimini amagladim aqiga gosterir; uveier
destekleyici dzelligi olan grup islemlerine 6nem verir.

6- Tim ekip elemanlarinin kaynaklann kullanir.

7- Islemlerin gergeklegtirilmesi igin gerekli niteliklere sahip elemanlardan meydana ;- -
8- Yeterli karar verme prosediirleri ve yetkisine sahiptir.

9- Problemlerin .¢dzmilne yénelik yeterli rekniklere sahiptir.

10- Anlagmazhjin agikea iizerine gider.

11- Ustanliklerin farkindadar.

12- Agik sunum ve dirilst bir iletisim kurar.

13 Dillr elemanlann etkisine agk elemanlardan meydana gelir.

14- Kwn bir Zaman progranu ile galismalnni yuritiir,

15- Periodik olarak sonuglann ve ek:p ;1.ymalariun degerlendirimini yapar.






EKSERSIZ (I gruplan icin)

1. Bu sistemleri uygularken ne gibi ana konu ve sorunlarla karsabileceginizi dusunuvcrszoz
Bunlan nasi gozumlemeyi planhyorsunuz?

K Sorug 1
Konu / Sorup 2

2 Ltfen gelistirilen sistemler igin bir faaliyet plan geligtirin - agiklayin,

a) Faaliyet .

b) Faaliyeti yiritmek igin kim sorumiu olacak?

c) Faaliyet ne zaman uygulamaya konulacak.

d) Ankara'dan AGSAP Genel Midiritgi'nden isteyebilece i~ -
destekleri aqiklayiniz.

e) Ekip sorumiusunun kim oldugunu agiklayn.



il FAALIYET PLANI

SORUMLU KISi .............

SORUMLU

..........................................

NE ZAMAN (AY)

DESTEK

|

i




- Annex F
Main Contacts
U.S. Embassy, Ankara
Dr. Roy Jacobstein, USAID/Washmgton

Dr. Pinar Senlet
Ms. Carol Miller

Ministry of Health
Dr. Ahmet Miski

Country Specialist
Health and Population Advisor

University of Michigan Fellow

Deputy Undersecretary

Mother Child Health Family Planning General Directorate, MOH

Prof. Dr. Ayse Akin Dervisoglu
Mr. Ugur Aytag,

Dr. Mehmet Ali Biliker
Dr. Kemal H

Dr. ibrahim A¢ikahn
Dr. Ufuk Miski

Translation and Assistance

Mr. Abdullah Kasepci
Ms. Bilge Onal -

General Director
Deputy General Director
LMIS Team Supervisor
Deputy General Director
LMIS Team Member
LMIS Team Member
LMIS Team Member

LMIS Team Associate



iow—up Workplan for LMIS Central Team

tivity Responsible | Product By When Remarks
: Party
Communication with MOH LMIS Official Letter Oct. 11 Requested by
Provinces: Team to Governors of 1993 workshop ’
' Pilot Provinces participants
Follow-up Contact MOH LMIS Initial progress Oct 31,
Team reportc 1993
Problem Collection MOH LMIS ‘Problem List Dec 31,
Team Potential 1993
Solution List
Ongoing contact MOH LMIS Regular progress Ongoing Will correspond to
Team reports Provincial plans
and as need
dictates
Monitoring MOH LMiS Monitoring Vvisit 1.Nov-Dec During Preparation
Team Report 2.Jan-Feb and then after
' first round of
i deliveries
Establish BEvaluation MOH LMIS List of Oct 8 Arrange for
criteria for plans Team consistent Translation and fax
criteria for use to CDC/MSH team
in Provincial
Plan evaluation
Evaluate Provincial MOH LMIS Feedback if Oct 29
Plans Team

necessary to
Provinces

A\
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Follow-up Workplan for 1.MIS Central Team

4.

Determine Resource
Requirements from MCH-FP

MOH LMIS
Team

List of support
needed/perhaps a
workplan to
ensure provision
of support

As soon as
Possible

Follow-up Plan for
provision of
support including
communication with
provinces necessary

5.Install computer module
for Logistics bata

CDC LMIS
Team

Logistics Program
for Forms
A,B,C,D.

April

Dependent on smooth
operation of manual
program and
finalization of
forms..

6.

Establish Evaluation
Indicators

MOH/CDC/MSH
LMIS Team

List of Criteria

Prior to
initial
evaluation

1.Evaluation of
months of supply
Schedule?
Schedule kept?
Data entry?

. Staff skills in

NN

using program



