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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 ToD-Up System and the 
Computerized Family Planning Service Statistics System in five provinces: Ankara, 
Kirrikale, Aydin, Manisa and Izn'ir. 

The aci: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, jointlv

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 is to provide the MCHFP managers at b.t
the central and the provincial levels with tools that will allow fast and efficient processir.
of family planning data and produce key information and indicators to 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 app-,inted 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 pxovide 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 .id 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: 

0 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. 
0 ensure that the training material to be used was clear and well translated. 
0 ensure that all necessary material and tools were available.
 
0 ensure that the technical message to participant was clear.
 
0 encourage participation and solicit input from participants and other facilitators.
 
0 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 Co.,
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. 
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6. ANNEXES 

Annex A 

Logistics/Management Information System Workshop
 
October 4-7, 1993
 

Ankara Starton Hotel
 
Workshop Schedule
 

Monday 

9:30 - 10:00 Session I 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 Introduction 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 5
 
continued
 

Tuesday 

9:00 - 9:15 SUmmary of Previous Day 

9:15 - 10:30 Session 6 Goal and Importance of Contraceptive 
Logistics 

10:30 - 10:45 ['ca Break 

10:45 - 12:00 Session 7 Introduction to Top-Up Distribution System 

12:00 - 13:30 Lunch 

13:30 - 14:00 Session 8A Sk:. ,cwon: Scheduling Delivery Routes 

14:00 - 15:00 Session 8B Sk :o);on: Preparing for the Visit 
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15:00 - 15:15 

15:15 - 16: .5 Session 8C 

16:15 - 17:00 Session 8D 

Wednesday 

9:00 - 9:15 

9:15 - 9:35 Session 8E 

9:35 - 10:35 Sessions 8F, G,H 

10:35 - 10:45 

10:45 - 12:30 Session 9 
Session 10 

12:30 - 14:00 

14:00 - 15:00 Sessions 9, 10 
continued 

15:00 - 15:15 

15:15 - 16:00 Sesion I1 

16:00 - 17:00 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'iq, 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. Ay~e Ozdanir, Computer Officer 
Ms. Selina KoprilOi, 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 Ba§6z, Computer Officer
 
Mr. SM Selquk Kurt, MCHFP Division Employee
 

Kirikkale Provincial Health Directorate 

Dr. Huseyin Kalkan, Deputy Health Director 
Mr. Fatih Kavakhogle, 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. Sehnoz Hatipoglu, MCHFP Division Director 
Mr. Necdet Taqkin, Administration/Finance Division Director 
Ms. Emel Arici, Computer/Statistics Official 
Ms. Halil Akqo, 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. Ay~e Akin Derviloglu, General Director, MCHFP 
Mr. Ugur Aytaq, Deputy General Director, MCHFP 
Dr. Ibrahim Aqikalm, MCHFP, Trainer 
Dr. Kemal Hojgein, 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 Kasel~i 
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Annex C 

Preparing for the Workshop 

PREPARNG FOR THE WORKSHOP 

This section provides guidelines for managing the training process. Careful preparation wil
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. 

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
Checklist 3: Other Items to Prepare Before the Workshop
Chwilist 4: Guidelines for Setting Up the Training Room 
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5CHECKLIST 1: THINGS TO DO BEFORE THE WORKSHOP 

'A. BUILDING THE TRAINING TEAM 

D 1. Define trainers' roles and responsibilities 

D 2. Agree on norms for the training team 

D" 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 timeD and place for daily debriefings (for both trainers and 
administrative/logistics staff) 

6.D Agree on purpose and expected outcomes of debriefings 

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

F 8. Clarify trainers' expectations (attending each other's sessions, ways ' supporting, ways of seeking support, etc.) 



B. ADMINISTRATION AND LOGISTICS
 

1.1 Assign responsibilities for overseeing: 

- Photocopying 

- Typing 

- Checking typed work for accuracy 

- Participant complaints 

- Set-ups for breaks and meals. 

2. Set up secretariat: 

- Estimate daily workload (items to type, photocopy, collate,
tabulate, etc.) and share information with person responsible
overseeing secretariat 

- Check electrical outlet capabilities 

- Make alternative plan for power failures or other emergencies 

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

E 4. Plan for food: 

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

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

D5. 	 Set up and equip the training room according to guidelines in 
Checklist 4. 

D 6. 	 Register participants. 

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



C. 	 PREPARING FOR PARTICIPANTS' ARRIVAL 

WHO IS TARGET DONE
TASK RESPONSIBLE? DATE DAT ____ 

_______ DATE NAME 
1. 	 Prepare information sheet on 

ground rules for participants 

2. 	 Identify venue for workshop 

3. 	 Decide on accommodations
 
for participants and guests
 

4. 	 Prepare for registration
 
- Location
 
- Materials needed
 
- Process
 
- Notices (time and
 
place of
 

reception, location of
 
conference hall)
 

S. 	 Assemble welcome package 
- Welcome letter
 
- Information letter
 
- Registration form
 
- Pad or sheets of
 
paper
 
- Peacil or pen
 

6. 	 Prepare name tags 

7. 	 Prepare name tents 



D. DETAILS 	OF THE WORKSHOP 

WHO IS TARGET DONE 
TASK RESPONSIBLE? DATE 

DATE NAME 

1. 	 Photocopy Participant's Manuals
 
and materials for handouts
 

2. 	 Arrange for photographs rad
 
newspaper and press coverage
 

3. 	 Review workshop schedule and
 
make any necessary adjustments
 

4. 	 Make final plans for opening 
ceremony
 

- Plan agenda, make
 
programs
 
- Arrange set-up of hall
 
- Arrange refreshments
 
. Prepare vote of thanks
 

5. 	 Plan closing ceremony 
- Choose time
 
- Writ/amad invitations
 
- Plan agenda, make
 
programs
 
- Arrange mel
 
. Prepare certificates
 

E. EVALUATION 

WHC IS TARGET DONE 
TASK RESPONSIBLE? DATE .

DATE NAME 

S 	 Plan evaluation maodoogy,
 
protce and tabulation
 

2. 	 P, em abhinon firm
 
- Thia evaluation
 
- Ewof ao 
evalutkIn 

3. 	 Assign tasks for final workshop 
report
 

- Team review of
 
narrative to be written
 
by the workshop
 
director
 
- Asembling of
 
appendices
 



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 
I pad of p~per or notebook for each participant and trainer 

Photocopy paper 

Tyning paper 

Carbon paper 

Name tents (1 for each participant + 10)
 

Name tags ( for each participant and trainer + 10)
 

File jackets (folders)
 

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

4 Flip chart stands (I for every 6 participants)
 

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


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

Index cards (I for each participant + 10)
 

Erase, 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 andI regular) 



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 bad (assorted .size)
 

String (one roll)
 

Correction .fluid (for typed originals, photocopies, and handwriting)
 

3-hole punch
 

2-hole punch
 

Stapler (at least 2) and staple.
 

Staple remver
 

Scisso (2)
 

Pencil sharpener (if individual ones, I for each paticip nt +5)
 

Public addreu system
 

Adaptor plugs (2)
 

Extension cords (2)
 

Extension boxes (2)
 

_ (2)
Calculator, 

Tap recorder ad 2 blank casettes 

Trainm' libray (books and articles on training md supervision, and dictionay) 

RPinfor-emmits for hole pmched paper 

First aid box 



CHECKLIST 3: OTHER ITEMS TO PREPARE 
BEFORE THE WORKSHOP 

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 

Information letter 

Registration form 

Workshop schedule 



CHECKLIST 3: OTHER ITEMS (Continued) 

Sessions 1 and 2: Opening and Introduction 

WHO IS TARGET DONE 
TASK RESPONSIBLE? DATE 

DATE NAME 

Equipuent/Mterials 

Panicipant'sManuals 

Name/roomisheed
 

Attendance shed (optional)
 

Flip chart stands, pads and
 
markers (2) 

Paper/pW5s 

Notecards 



Session 3 

WHO IS TARGET DONE
TASK RESPONSUBLE? DATE 

DATE NAME 



Session 4 

WHO IS TARGET DONE 
TASK RESPONSIBLE? DATE DATE NAME 



Session 5 

WHO [S TARGET DONE
TASK RESPONSIBLE? DATE 

______DATE NAME 



Session 6 

WHO IS TARGET DONETASK RESPONSIBLE?TASK DATERES ATE DATE NAME 



Session 7 

WHO IS TARGET DONE 
TASK RESPONSIBLE? DATE DATE NAME 

<I 



Session 8 

WHO IS TARGET DONE 

TASK RESPONSIBLE? DATE NAME______DATE 

- m 



Session 9 

WHO IS TARGET DONETASK RESPONSIBLE? DATE -DATE NAME 



Session 10 and 11 

WHO IS TARGET DONE 
TASK RESPONSIBLE? DATE DATE NAME 



Session 12 

WHO IS TARGET DONE 
TASK RESPONSIBLE? DATE___________DATE NAME 



CHECKUST 4: GUIDELIE FOR 
SETLTING UP THE TRAMNING 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, 
y.ou may need to change chairs and tables around for specific activities. 

Whatever 	arrangement you choose, be sure that: 

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

D7 2.	Participants can see the trainers without having to turn around or 
stretch their necks. 

3. Participants can see and hear each other easily. 

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

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

D 8.Th are working electrical outlets. 

D 9. There are enough trash bins. 

D 10. Participant materials are ready to be handed out. 



TRAINING ROOM ARRANGEMENTS
 

Okwsmus Tabh 
0 

iem%TaMs 

000000. 

ooooo=matn 


0000o0 0
Sdisuion 

".Clawoom: 
;," C " 

_ _ _Cau.S " 

permits face-to-face corjmunication and group interaction. 
Ideal Cor 12 - 20 people or fewer. 

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

most efficient with large groups. Setting is 
dens than classroom arrangemet. Discourages

and group interaction. 

best when you have a large group for a long
ssionand cannotset up aU table. Suitablefor any
grouP size where work/lecture instuctiond or trainingmetintg. This Pattern allows for participants to see one 
another..
 



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: Welcome letter for participants' binders 

3. Sample: Note with general information for participants 

4. Sample: Workshop schedule 

5. Sample: Evaluation forms 

6. Sample: Workshop report 

7. Helpful Hints: Flipcharts with impact 



SAMPLE
 
SUGGESTED TRAINING TEAM NORMS
 

1. 	 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 

2. 	 Be able to give and receive feedback. 

3. 	 Be well prepared for their session. 

4. 	 Be prepared to make suggestions and recommendations for improving the Trainer 
Guide and other materials. 

5. 	 Keep notes on the day's sessions and bring them to debriefing meetings. 

6. 	 Keep the working area tidy and materials and supplies orderly. 

7. 	 Be punctual, at meetings and training sessions. 

8. 	 Notify the presenter before coming in to contribute and clarify. 

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



SAMPLE
 
WELCOME LETTER FOR PARTICIPANTS
 

".ugust26, 1993 

Dear Participants, 

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. 



SAMPLE: GENERAL INFORMATION FOR THE PARTICIPANT 

1. Accommodation 

a. 	 Participants will be accommodated at the Bagauda Hotal from Sunday, August 26
31, 1993. 

b. The Pathfinder Fund will be responsible for payment of accommodation. 

c. 	 One participant is expected to occupy each roem. 

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

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

2. Meals 

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

b. 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 
Fund will be responsible for the group lunch throughout the workshop, but not for 
drinks.
 

c. 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.) 

d. 	 Dinner will be ready from 7.30 p.m. 

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

f. 	On Friday, August 31, 1993, the Closing Ceremony Dinner will be provided b 
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 tavel 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.n: 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. 

c. 	 All participants are requested to report at the Banquet Hall 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 

1. Overall, 	 I found the workshop: 

Very useful
 
Useful
 
Not very useful
 

Comments: 

2. Which topics (content area) did you find most helpful? 

A. 

B. 

C. 
Comments: 

3. Which topics (content are) did you find least helpful? 

A. 

B. 

C. 
Comments: 

4. Which training activities helped you learn the most: 

A. 

B. 

C. 
Comments: 

5. 	 Was the time adequate for the .we:kshop objectives: 

Too amout 

Too log 

Commnts: 



TRAINER EVALUATION
 

rrainer
 

Sessions/Topics:
 

Please evaluate the trainer by circling a number for each aspect on the

scale below:
 

ExceVern 
Very

22A2 fAir tUnsatisfact: 
Enthusiasm, interest 5 4 3 2 1 
Knowledge of subject 5 4 3 2 1 
Ability to explain subject 5 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 
(ifapplicable) 

5 4 3 2 1 

Were the training methodology and tec .,iques appropriate to the subject? 

What did you like a about the trainer's style?
 

What did you like Ij= about the trainer's style? 

What suggestions do you have for improvement?
 

ky! 



SAMPLE WORKSHOP REPORT 

WORKSKOP REPORT FOR: 
 SUPERVISORY 
SKILLS WORKSHOP
 

May 13 - Is, 1990
 
Summit Complex Conference Center
 
Uyo, Akwa Ibom State
 

Introduction
 

A. 	 Purpose of training and rationale
 

The purpose of this supervisory skills workshop 
was to strengthen the
supervisory capability of primary health 

efficient and effective delivery of 

care personnel to ensure the
 
family planning services. The
rationale was 
that there were few opportunities for all family


planning supervisors at 
the LOA level and primary health care
personnel at 
the LOA level to con* together to work, learn and share
ideas. 
 This 	workshop provided the opportunity to create such 
an
environment and to 
establish a collaborative and integrated

supervisory approach to primary health care service delivery.
 

.9. 	 Background information and needs assessment
 
Plans for this workshop came, 
for the most part, as a result of four
 
main events:
 
1. 	 State-level supervisory training for family planning supervisors
was conducted in Denue, Plateau, 
Kwara 	and Lagos States prior to


the development of 
the Family Health Services Project.

important finding of 	

An
 
a monitoring visit conducted in March
by the MIS team was that supervision of clinics at 

1999
 
the LSA level
 was almost nonexistent even 
in States that have had supervisory


training. As 
a result, commodities 
mere 	not reaching the the
clinics at the reqired time. 
 MIS forms 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 Olikoye

Ransome-Kuti stated that, 
"Survival of village health systems

also 	depends on effective supervision...Because supervision is
the life-blood of village health 
care 	systems, I believe another
series of workshops 
to define roles and duties to be performed

during and 4fter the process is absolutely necessary*.


3. 
 During the Network Management Development workshop in Port
Harcourt held in December 
1991 	five of 
the seven work groups

identified supervision as the service providers' main problem.
4. 
 Visits were made to Plateau, Oyo and Benue States in March 1999
 
to get a clearer picture and understanding of the situation. The
results of these visits clearly indicated a need for supervisory

training.
 

'1 



WORKSHOP cont. 

In addition, meetings oar@ hold in Lagos with representatives believed
to be involved in supervisory activities (i.e. Primary Health Care
Department, Department of Population Activities (DPA) of Federal
Ministry of Health; UNICEF; UNFPA; and CCCD). 
 The outcome of these
meetings further reinforced the need for 
a supervisory workshop whichrepresentatives expressed an 
interest in attending.
 

Topics selected for the workshop we' Named on information obtained
from the site visits and the meetings hold with organizations and

individuals.
 

Workshop Report - Supervisory Skills Workshop, Uyo, page 2
 

A follow up visit 
was made to Oyo State September 18-20, 
1909 to interview a
sample of participants from the Oyo State Supervisory Skills workshop held May
29-June 2, 1969 (see Eiseman Trip Report 13 for details). Results of this
follow up indicated that the topics were still relevant. 
 Italso showed what
problems the supervisors encountered, which ones they could or 
could not solve
and some of the reasons why.
 

11. Soals, Objectives and Workshop Schedule
 

The Goals of the workshop wore#
 
1. 
To clarify the role and responsibilities of the supervisor within the
 

Primary Health Care system.
 
2. 
To develop a collaborative approach to the effective management and
utilization of resources in order to ensure the effective integration
of family planning Into Primary Health Care activities.
 

Objectives &ad Workshop Schedule follow.
 



HELPFUL HUTS
 
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. 



WORKSHOP SESSIONS 

* Session 1: 	 Opening Ceremony 

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

* 	 Session 2: Introduction of Participants and Facilitators
 
- Logistical Arrangements
 
Session Guide: Participants
 
Key Points: Trainers
 
Additional Notes: Trainers
 

* 	 Session 3: 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 Outline Form
 

" Session 4: 	 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
 

* Seniom 5: Dismcuon of the Family Planning Service Information System:
Forms, Flow and demonstration of how to use the computerized 
Sstem. 
Session Guide: Participants
 

*Key Points: Trainers
 
Session Outline Form
 

* 	 Session 6: Introduction to the TOP-Up Commodities Logistics System
Session Guide: Participants 

* Session 7: 	 Logistics Problem Identification/Review 

Session Guide: 	 Participants 

34. 



* 	 Session 8: Top-Up System: Skills Training
 
Session Guide: Participants
 

" Session 9: 	 Top-Up System: Simulation
 
Session Guide: Participants
 

* Session 10: 	 Training: Computerized Family Planning Service Statistics 
System

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

Session Outline
 

" Session 11: 	 Review and Wrap up discussion of the Top-Up system simulation 
Session Guide: Participants 

* Session 12: 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 



WORKSHOP SCHEDULE
 

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 

Opening Ceremony
 
Introduction of Participants
 
Discussion of logistical arrangements
 
Tea Break
 
Objectives of the workshop
 
Overview of MIS in the Family Planning Context
 

Lunch 

Discussion 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 familyplanning commodities and services is essential for a Family Planning Program to be 
successful. 

The Maternal Child Health and Family Planning (MCHFP) General Directorate, workingwith representatives of both the central and the provincial levels, has extensively reviewed
the commodities and service itatistics 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 staffwith 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 GeneralDirectorate in Ankara and the senior representatives of the Provincial Directorate to officiallyopen 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 

OBJECTIVE 

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 ofHealth, the MCHFP General Directorate and the Provincial Directorate for the
Commodities Top-UP System and the Computerized Service Statistics Information 
System. 

3'v 



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

4. 	know who the members of the LMIS Technical Team are and the role of that team 
in the testing and implementation process. 

39 



Session 1 OPENING CEREMONY 
Key Points: Trainers 

0 	 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. 

0 	 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. 
0 Finally, the development of Action Plans for nation=wide implementation. 

* 	 Explain the difference between this A.orkshop 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 :cams that will implement the systems in their 
provinces and participate in the effort to 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 fevx A,.ords 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 I OPENING CEREMONY
 

Additional Notes: Trainers
 

Summary of the Project's activities from the beginning: 

The following activities have been carried out in this Project: 

0. 	 Initial MIS and Logistics Needs assessments. 

* 	 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. 

* 	 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. 

* 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. 

" Demonstration of the Services Computerized System in Ankara, Izmir and Manisa. 

" Identification of Program information needs; development of sample reports. 

" 	 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 te: 
provinces.
 



Session 2 INTRODUCTION OF PARTICIPANTS AND FACILITATORS 
LOGISTICAL ARRANGEMENTS FOR THE WORKSHOP 

Session Guide: Participants 

Goal: 	 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 go over 
all the details 	related to the logistical arrangements for the workshop. 

Duration: 1 hour 

Objectives: By the end of this session, participants will: 

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

2. Recognize 	one another as valuable resources 

3. 	 Begin building a foundation for team development 

4. 	 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: 

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

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

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

* Accommodations 
* ±.1eals 
* Schedules 
* Workshop agenda: daily and overall 



Session 2 INTRODUCTION OF PARTICIPANTS AND FACILITATORS 
Additional Notes: Trainers 

" 	 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 effectbye manner and avoid duplication of effort 
and queries from the participants. 

* To ensure the smooth running of these sessions, the trainer should review the 
Preparationfor Workshop section. 

* 	 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 

* 	 Emphasize that fe.low 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" 

* 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. 

* 	 Brief exercise will help participants to inform group of their individual expertise: 

Pass around note cards. Write eight key questions on flip chart: 

1. 	 m'ne 
2. Position or title 
3. Brief description of professional duties 
4. M ruponsibilitiestw 
5. Spublskills 
6. Two key expectations of this workshop 

* 	 Give participants ten minutes to answer questions. 

* 	 Have each participant individually read their responses as written on their note card. 

• 	 Gathcr cards 

" 	 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 clarified. 

DURATION 

45 minutes 

OBJECTIVES 

By the end of this session, participants will have: 

" a clear understanding of the specific technical objectives of this workshop 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. 

* 	 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). Sho,
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 fuciois. Emphasize that these functions do not represent a hierarchical 
division but overlapping and complementary functions: A team responsible for 
makin 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 senes 
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 orn 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,
the evenings or later in field visits or future workshops. It is important to clarify

in 

what the workshop can and cannot address. 

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

" 	 Bring participants back to the big picture. Insert 	a quick reminder 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 onservices 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 Turkish F.P. Program. 

0 	 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 chaM. 

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

0 	 Encourage all participants to get involked and to participate. Explain the working
style that will be used throughout the v\,orkshop: 

* 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 theparticipants 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 the key concepts for the present day (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 durn the day.
 

2. Trainer explains connection between today's activities and concepts and those that will 
be covered the next day. 

End of Each hidg" 

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

2. 	 Trainer tells participants that the module they have just completed is covered fully inthe ParddcparaManua and encourages them to read it over before the following day. 



Session 3 
.-Additional Notes, continued KEY CONCEPTS 

Each morning (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: Flip.hart 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 retained and what they 
remembered. 

4. 	 It provides an opportunity to clarify any misconceptios or misunderstandings. 

PROCEDURL: 

1. 	 Ask purticipants to state the main or key points from the day before. 

2. 	 Write down their comments on the flipchart. 

3. 	 If sb ne gives you a one word answer, ask them toexpam on the point. If
 
theyn't, ask someone in the group to help out.
 

4. 	 Don't spend too long on this, remember you are looking for KEY CONCEPTS
 
not a summary of the previous day's session.
 

NOTE: Repeat this activity each morning. 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 evaluation of the workshop and its activities. 



Session 3 
Additional Notes, continued 

ASSUMPTIONS OF ADULT LEARNING 

The most effective training of mature professionals is based on a set ofassumptions about learning styles. These assumptions have proven themselves inthousands of training events in every part of the world and are central to the

CAFS training philosophy.
 

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

Active NOT 

Interdependent with NOT 
each other and the trainer 

Ready to share responsibility NOT
for making learning occur 

Able to share knowledge and NOT 
power 

Engaged in learning how NOT 
to learn and apply skills 

Committed to seeking and NOT
sharing information 

Encouraged to explore NOT 
conflicting points of view 

Allowed to make mistakes NOT 

Respected and accepted 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 learning 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 theparticipants 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 the key concepts for the present day (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.
 

2. 	Trainer explains connection between today's activities and concepts and those that
 
be covered the next day.
 

End of Eak Module 

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

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



SESSION OUTLINE
 

TIME TOPIC/AC1TVITY TRAINING EQUIPMENT 
AIDS 

*Codes for Training Aids: 	 OT = Overhead (Transparency/Projector) 

PC = Flipchart (Paper/Stand) 
SL = Slide (Slide/Projector) 
HO = Handout 
CS = Case Study 
VC = Video Camera 
VCR - Video Monitor 

2~i
 



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? Household 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 

I 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. 

* 	 undmwid where the Computerized Service Statistics Information System fits into 
the MIS cycle. 

\ V,
 



Session 	4: OVERVIEW OF MIS IN FAMILY PLANNING CONTEXT 

Key Points: Trainers
 

0 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. 

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

0 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. 

* 	 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 key words from the definition to arrive at a diagram of the MIS 
cycle. 

0 See example of Diagram in Additional Notes: Trainers 

* Define 	and discuss each of the boxes diagramed. 

0 	 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 



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. 	 weIf the difference is interpreted or investigated, then 
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. 

* 	 Clear, 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 



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 (atall 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: 

* monitoring of performance vis a vis plans, objectives and targets; 

* planning of selective supervision; 

* policy formulation; 

0 advocating and lobbying for the health sector based on objective information; 

0 coordinating and communicating (inter and intra Directorates); 

* evaluating strategies, modifying plans and shifting priorities; 

* quality control of services 	provided; 

0 more rational and cost effective allocation of resources; 

Plans: Goals Implementation 
 Data: 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 OUTLINE
 

TIME TOPIC/ACTIVITY TRAINING EQUIPMENT
AIDS 

*Codes for ndft Aidc 	 ar = Overbead (Transparcy/Prjector)
PC = Flipchm (Paper/Sund) 
SL a Slide (Slide/Projector) 
HO = Handout 
CS - Case Study
VC - Video Camera 
VCR - Video Monitor 



Session 5:
 
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. 

Cf
 



Session 5
 
DISCUSSION OF THE FAMILY PLANNING 
 SERVICES INFORMATION SYSTEM 

Key Points: Trainers 

IMPORTANT: L3 EAM 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 



SESSION OUTINE 

TIME TOPIC/ACTVITY TRAINING EQUIPMENT 
AIDS 

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



Session 10:
 
COMPUTERIZED FAMILY PLANNING SERVICE STATISTICS SYSTEM
 

Session Guide: Participants 

GOAL 

-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 

* 	 working 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 will: 

* 	understand the objectives of the computerized 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? 

To enter data reported on forms 101. 102 and 103 received from the field: 

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

* At the provincial level, the monthly summaries received from the service deli er% 
points (centers, etc.) are entered. 

To view the content of the records entered (BROWSE): 

* This function allows the user to look at part or at alof 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. 

Toprint standardreorts: 

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

To design and print user desgned re gt 

• 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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0 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 basic statistical 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 I .ow the same sequence again. 

To install: 

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

* 	 Insert Installdisk #1in the disk slot A. 

* 	 Type A:NSTALL 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 Carcc Y/N 

Sour= A
 
Destintio: C: HWARE
 

Type 	Y 

* 	 The next question is: 

Use existing Directory? 

Type 	Y 
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0 After that, press Enter to start copying the system from the disk # I to your hard 
disk. 

0 	 When Disk # I 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. 

0 	 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.
 

4. 	 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. Thc:' 
press ALT-X from the main menu. 

5. 	 Main Menu 

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

FILES: To enter, edit, locate and erase data records. 
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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 work 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 leter 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 

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

* 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. 

* 	 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. 

" 	 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 fle.
 
EDIT: make changes to the record
 
LOCATE: look for a record
 

NEXT: go to next record in the file
 
PREV. go to previous record in the file
 
DEIBI 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. 

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

* 	 When entering or editing data ina 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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0 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. 

7.. 	 Viewing Data and Doing Simple Analysis 

In this 	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 F1O. 

* 	 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. 

* 	 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. 

* 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. 

• 	 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; 

0 	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 OUTLINE
 

TIME TOPIC/ACTIVITY TRAINING EQUIPMENT 
AIDS 

*CodC for Tnf bg AidE OT a Overhead (Tmu/an cy/Projet) 
PC = Flipchar (Paper/Stad)
 
SL a Slide (Slide/Projec )
 
HO a Handout
 
CS a Case Study
 
VC - Video Camera 
VCR. = Video Monitor 



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. be 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: 

* 	 organzed? (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 &id met; staff supported in their work; conflict resolved). 

3. 	Decous about allocation of resources 

" How will renewable resources be controlled for availability, consumption, and 
quality?

" How will time 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?
c) 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 organization to any person '0 
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 abiljt, 
ae and carry out one's own decisions. 

Res'c.usibillty: The obligation of a person to perform properly the work assigneu 
him/her. 

Accmntabilty: The system by which a person is held responsible for assigned u,
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 or
his/her legitimate authority to a subordinate, without passing on 
ultimate responsibility which has been entrusted to him/her by h 
own supervisor. 
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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: 

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

2. 	 Someone should be responsible for supervising all essential activities. 

3. 	 Responsibility for specific action should not be duplicated or overlapping. 

4. 	 No one position should have two numerous or complex duties. 

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

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

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

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

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

10. 	 Project managers have to rely considerably on coordinate skills and efforts to achieve 
project objectives. 

11. 	 Project m agement requires to create and classify formal and Informal lines of 
authority and responsibility patterns. 

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

13. 	 Project manager's effectiveness lies in emphasizing Informal lines of communication 
with peers, associates, functional managers and external organizations contributing to 
project implementation. 

14. 	 Project managers must realize their power to coordinate and integrate project efforts 
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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 fir the effective working of 
teams towards the objective of the project. 

COORDINATION 

I. 	 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 

Avodance of duplication of resources and efforts
 
SOrderiness
 
SAdherence 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 coordinate activities: 

You ne:A a schedule of your own organization's activities as well as that of the other 
organi"ations. This involves the intra and inter organizational concept. The 
sched Ies 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 h11
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 incoordinating resources 

4. What are some mechanisms of coordination? 

" Meetings (must all be pre-planned) " Report 
* Memos 

* Staff consultation seminars 

5. What facWo 	 encourage coord'nation? 

" A cba 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. For 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 wil this action take place?
* When will 	this action take place? Coordinating the activities 
* Which equipment is needed?
 
9 How will this action be arranged?
 

SWb wil talk part?

W 6 will do what? Coordinating the people
 
W16 will lead?
 

* 	 Is all necessary information
 
available?
 

• 	 Has the information been Communication
 
communicated?
 

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 

* 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 

Types of schedules 

1. 	Timetable 
2. 	 Calendar 
3. Roster 
4. 	 PERT chart 
5. 	Gantt chart 

* 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. 

T1ihO, calendar, and roster: Simple, everyday tools commonly used when
planniu for activities that can be completed within a relatively short span of time and
that invahv 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 presentaton to show how activities and events relate 
to each other over time. 

Gantt chart (chronogram): Used for complex projects with a specilied 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 [N MAKJNG 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, IS, logistics, monitoring and evaluation. 

2. 	List all the activities resulting from Step I above within each strategy. 

3. 	Arrange the activities in logical order. 

4. 	Arrange them in chronological order. 

5. 	Indicate estimated duration of each activity. 

6. 	Indicate starting and finishing times for each activity. 

7. 	 Indicate who is responsible for each activity. 

8. 	Whenever possible, indicate where the activity will take place. 

9. 	Look for area of duplication, improper sequence, imbalances 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 n ymuy are making any difference in the Program management.m 
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Session 12: DEVELOPMENT OF PROVINCIAL ACTION PLANS 
Key Points: Trainers 

* Introduce the objectives and prepare lecture on planning for implementation.
 

* 
 Discuss key points about action plans (Additional Notes: Participants) 

* Ask the participants to break out into groups representing the five provinces 

* 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 cf 
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). 

* Give participants 2 hours to complete this task 

* Explain that participants must chose one leader to present implementation r n at the 
end of tkas 2 hours 

* Py-entaas by leaders of each group 

* Trainer provides.each group feedback 

* Summarize and close. 
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Session 12: 
DEVELOPMENT OF A PROVINCLAL IMPLEMENTATION PLAN 

Key Points: Trainers 

GUIDELINES 

What do you have to do to implement your solution? 

1. What will be your plan of action? 

2. What are your objectives? 

3. What are the activities.? 

4. Who will do what? 

5. What resources (materials, supplies, equipment) will be needed? 

6. What manpower will be necessary? 

7. How much time will it take to implement the plan? 

8. 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: 

1. 	 has appropriate leadership and is confident in its leadership. 

2. 	 has a clear and shared knae of its goals. 

3. 	 has high, yet achievable, production goals. 

4. 	 is organized in a mune consismt with the gols. 

5. 	 gits evidmc of canm fm the wela md growth of tm members; pays atmeon 
to poup proce which are supportive to member. 

6. 	 ues the reumcu of all team membem. 

7. 	 has membe with them ed abilities to accomplish the MA. 

S. 	 has aropam d -M pocedures md autdout. 

9. 	 has appmropuat pr~mo Ngtciquea. 

10. 	 deals opely with comt 

11. 	 has a amof pimu. 

12. 	 has cs bak ad hea %mummicadoo 

13. 	 has mm ku wh mo pMto te influence of oem. 

14. 	 opernm om a ds m dr AeuIL 

15. 	 evaluat remits ad WIm um periodically. 
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SESSION OUTLINE 

TiME TOPIC/ACTIVITY TRAINING 
AIDS 

EQUIPMENT 

*Codes for idA OT - Overhead (Trap=awy/Ptq.Jctor) 
PC Flipchart (Paper/Stmd) 
SL - Slide (Slide/Prjector) 
HO = Handout 
CS - Case Study 
VC m Video Camera 
VCR - Video Monitor 
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Turkish Material - Participants Binder
 



KONTRASEPTF LOJ!STtfd VE MR TOPL.aA 
(TOP-UP / MIS) CRKSHOP'U 

4-7 Ekim 1993 Ankara Starton OteJ.
1. GUN 

4 Ekim 1993 Pazartesi
 

9.30-10.00 Aqih 1
 
10.00-10.30 


oay

10.30-11.30 	 Tatm11.30-12.15 Workshop'un Amalari Dr.Kemal HOt(,1N12.15-13.30 


do1e Yemet
 
13 30-14.30 
 MIS
14.311-15.00 Kayit 8lldirim Sistem.
 
15.00-15.15 
 (oy
15.15-17.00 Kayit Bi1dirim Slstem.i Dr.tbrahim AoI;ALIN 

2. GON
 
5 	Ekim 1993 Slh
 
9.00- 9.15 
 DOnOn dzeti 

9.15-10.30 	 Dr.Kemal HOZE IN
Kontraseptif Lojistoii 
 Dr.Ufuk MtSKt
10.30-10.45 
 oyM


10.45-12.00 
 Top-Up Sistemine GLrij Dr.tbrahim Ai(A.JjN12.00-13.30 
13.30-14.00 	 00le Yemeni

Doitim Plonlausi14.00-15.0 	 Dr.JemaI -DoCitim Hozirliklarz Dr.tbrhim AdI iKALIN15.00-15.15 
 COY
15.15-16.15 I:.Dot=. Pusulasini Kullanil- Dr.tbrahim ii,. LIN16.15-17.00 
 Masi (Form 8) 
Sohk Evlerine Dogitm 
 Dr.Ufuk MISKI
 
Sistemi 

3. GON 

6 1t"Ek"_ Cnrsmbc 

9. -00. DUnUn dzeti r.brhim 'A :N 

Depolcoma *artlart Dr.Ufuk MISKI
9.30-Ift Egitim Onerileri 
dzel Ourumlar Dr.Keal Fc; ,,
Zlyaretler arasi de~orlen
dirme ay
10.30-10.45 


1
10.43-12.30 	 Uygulam oa l a ri 

* Dogitu Sistemi 
• Bllgisayar Kullanimi
-12.30-13.00 

Yemek


13.30-15.00 
 UygulOm (a,nlmoari~a Devcm
15. 0o-.15 	 ;y15.13-1,6.00 Uyauia Cq-nn. ,,. .... , ..... , 

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. G N 

7 EBci 1993 Perebe
 

9.00-11.00 
 11 Foallyet Planlarin-n Hazirlormasi 
11.00-12.00 
 Faaliyet Planlarnn Sunumu 
12.00-12.30 
 Kapan i
 
12.30 
 Yemek
 

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


NEDEN BURADAYIZ 

Bir aile planlamasi programmm balansinda iyi qad. an ve istekleri 
cevaplayabilen bir malzeme dagitun sisterri file beraberinde aile pianlamasi
malzemeleri ve hizmefleri hakkinda dogru ve zamannda bilgi saglayan uygun bLr 
enformasyon sisteminin olmasi bir gereksinimdir. 

Sagl Bakanhg A(4S-A.P Genel Mudurlild FPN{D (Family Planning
Management Department) ve CDC/FPLM (Center for Disease Control/Famdv
Planning Logistic Management) kurulu temsilcileriyle birlikte qaibarak, mevcut 
malzeme ve hizmet istatistik sistemlerini kapsamh bir jekilde gozden geqirmitLrOrtaya qikan bilgiler ve saha elemanlanyla yapdan gordmeler sonunda ade
planlamasi programmin her duzeyde planlanmasi ve izienmesine yardunci olmak 
uzere bir malzeme dagitm (TOP-UP) sistemi file komputerize hizmet :statistLk 
enformasyon sistemi (MIS) gel~tirilerek test a~amasma gelinmi~tir. 

Bu workshop'un amaci, pilot uygulama iqin seqilen belde TOP-UP sistemi
ile hizmet istatistik sisteminin (,IS) uygulanmasum saglayacak bilgilernaktaralm zudz ." 



BUGUNE KADAR YAP[a,'N (;ALINMALAR 

Bu projede a~agidaki faaliyerler gerqekIe~drriiir:
 

Ba§Iangiqtaki 
 MIS ye Lojistik Nhivaqlannin degerlendirilmesi.
 

izmir'de 8 ilden 
 orta ye ust dtizey personel iqin bir MIS kontrasent. cls:workshopu. Bu workshop, lojistik konulannin konuirrmasi ve NIS sm
kavrarnirn tanitma gayesiyle oIu~turuImnu~tur.-

Ana (;ocuk Sapp~ ye Aile P.,iamasi Genel ddrlU90 tarafindan MIISTk.i 
Ekibinin g~reviendirilmesi. 

a LMIS Teknik Ekibi iqin bir seri oryantasyon toplantfari.
 

Lojistik ye ydnetirn enformnasyon sistemleri ye prosedUrleri uzerinde Ankara, Lzr
ye Manisa'da detayli saha gahirmalanl.
 

UYLMS teknik ekibi iqin MIS ye kontraseptif lojistik uzerine bir teknik work-shoc.
 

* Proje amaglan ye planlarun takdimi iqin Ankara. izmir ye Manisa 11 Sa.Lk
MUdUrhui yetlcilieri dle goru!§meler.
 

*Hizniet ye Lojistik sistemlderi die ilgili sistemlder ye prosedurler 
 iqi n er.en 
spesifikasyonlarn geli~tiridmesi. 

0 Aile planlarnasi hizmetleri Hie ligili Turkiye'deki verilerin degerlendirlxnesi ;q" 'l 
komptiterize sistemninin geli4tirlresi. 

a Hizmetlerin komptiterize sistemnirun Ankara, [zinir ye Manisa'da g~stenihmes; 

a Program enformasyon ihitiyaqIarinin betirlenmesi; Ornek raporfarin geb r.:.-7."' 

0 Hizzneder kompuiterize sistemuuin gozden geqiridmil eklinin ek saha teszx~-
Ankara 'da uygulanmasi. 

* Bel test ilnde sisternjerin u~ zuianmalarina ye tesderine ba~lanmasi iqin
geiitirilmesL 



OTURUM 2-A 

KATILIMCIIAR 'lB MERKEZ EKIBLN TAKD[M

WORKSHOP Iq1N LOJISTIX DUZENLEMIELER
 

OTURUM REBBERI : KATHJM~CIjIgR
 

AMAC: 

Bu oturumun amaci katihmcilari birbiriyle tani~tirmak ye salonda bulunanlarm beceri ye sahadeneyimieriin bir envanterini qikarmaktir. Bu bilg. mevcut deneyiin birikimlerini. herbirimizin guruba nasil "uydugumuzu" ye bizi tamamlayici veya bize yardunci olniak iazere hangiteknik kaynaklarm imevcut oldugunu anlamamiz bakumndan 6nemlidir. Buna ek olarak,workshop koordinatdril workshop'un lojistigiyle ilgili biltun detaylan gdzdan geqirecektir. 

SUR: 
I Saat 

AMCLR Bu oturum sonunda katilincilar 

1. Kendileriyle Hoil bilgileri geri kalan diger katilinicila~payla~mi§ 

2. Birbirlerini degerli kaynakiar olarak tazuyacaklardir. 

3. Ekip gelmesi iqin bir temnel olulturmaya balayacaklardir. 

4. Workshop'un lajistik yapisi hAkkida bir bilgiye sahip olacaklar '.e 
lojistik . ilgili bir problemleri oldugunda nereye veya kirne 
bquracklarin blecekierdir. 



OTURUM 3 

WORKSHOP'N AM4A(;LARI 
OTORUM REHBERI: KATI.fMCAR 

AMAM
 

Aqlihl seramonisi esnasinda be, 
 ilde yeni TOP-UP malzeme lojistik sistemi ve komputer:ehizmet istatistik sisteminin test edilmesi olan gene! amaq ile bu sistemlerin sonradan uikegapmnda uygulamaya konmalan ile ilgili genel planlar g~rtI lmutu.
 

Bu oturumun amac, 
 bu workshop'un spesifik teknik hedefleri ve bu hedeflere ula~abidmek iqIn
ozel ayri oturumlarm nasil duizenlenecegini gdrtiimektir. 

Bu goru.~mede, katilimcdara, oturumlarin nasd organize edildigi ve gerekli olabilecek degipiklkonerilerinde bulunmalan konusunda geri bildirim yapmalan igin bir olanak saglamaktadir. 

Workshop'un teknik iqeriginin g6zden geqirilmesine ek olarak, kathmcilarui seqilmelerindekj
kistaslar ve onlardan beklenen roller ve katkilar g6rU tIlecek ve/veya aqkhiga kavu§turulacaktLr 

SORE
 

45 Dakika 

HEDEFLER 

Bu oturumun sonunda katilimcilar: 

Bu workshop'un spesifik teknik hedefleri ile beklenen sonug hakkinda [am 
bilgi edineceklerdir. 

Kendilerinin workshop'un devami esnaswdaki roileri ve workshop'lar sonrasx,:
il ekibindeki sorurnluluklan de Jgil aqik bir bilgi edineceklerdir. 

Workshop'un devanu boyunca kuilandacak standart metodolojiyi goru .,, 
olacaktardir. 



OTURUM-4 ' 

Ai~ LANLAmAsI'KAPSAMII4NDA 
YONBTIM, ENFORMASYON SISTENfLERIIN'E: GENEL BAI 

OTURUM REHJ3ERi: KAILIMCIIA 

~ Kompilterize HL-ntet istatis'tik Enformasyon .Sistemi de~ilgLidetaylargimeden
geiedgubra~ atip bilyiik tabloya bir g6i atmanlz gerekr:Y6netii' I nf~~ 

Siserrl1eri ye onlarin afle plaxilamasi progra 1arnin,~ y6netielerindeki olr

Ya.ki yillardaki dnemli 11erflre ye geli~melere ragmien bU, etrafinda halen 
aniamaIm 

aa 

,ye, yanh4 icavram- agiImaiannin bol oldu tebir sahadr~MIS - r

*yoksa.Degerlendirme idr MIS, y6n'eti stireciy1e nas1 bir bagantiha~inded:. 
~~ *~1 Q~, da y6netizn sdirecini nasil desteklenektedir? ,km~eiessebrHmeiai~~ii? Hn~kt~ii? i 

~Buotuununrgayesi, bu konuLarinbazilann ele almak ye malzeMerlojiStg ye-h,,.7-
~<~ Y6netimr Enformasyon Sistcmleri (NUS) hak~anda genel bir anayia ve''dagitummda 

7tanunlamasin tmkal. i 4i .oiu~tugu kIsarn tanmrdayacak ve UyIgula ' 
koulckampo trize sistemin karary n anlaya:,pievee' d-ne4canniieu 

SUR 1+ &U -

M Pbmamaktadir. irrikp ~in elydugiia'7 

Buau ouda knaahclard r '' 

uyuu alazacak r 
2 

A'II' 

VI ' 

'I'l' I' ~ " , ~ ''T 



l 

AMACLAR 
'KURALLAR HEDEFLER 

SKARAYERME 
DEG ]M/ AKTiVITELER 

VERi
TOPLAMA 

" ]i E II 

GERi BItM
DENETIM 

iqLEME 

ANALIZ(SORUNLAR URETJM(INFORMATION) 



OTURUM 4 

AiLE PUNLAIMASI KAPSA,%vM-MA
 
MITE GENEL BAKL$
 

Y6NETiM ENFOPUMASYON SiSTENd
 

IMIS, SagU BakanhgL'am her dilzeydeki birimlerinin deg4ik fonksiyonlar, iqin ver:toplayan bir 9,*malar dizisidir. Ve sonradan, karar .2ricderin sorularina yamt vermek %
onhirm ydnew.mekten sorumlu olduklan fonksiyon veya gaiLlmalm (pLuilama, uygWama, izieme 
ve denetleme) anlamakirmda yardunm olmak dzere bu verfleri ioemden gegirip bdgile
dretmektir. 

NUS'in yardimci oldugu noktalar: 

PLuilar, amaqW ve hedeflerin performans ydniinden i7lemmeleri.
 

Denetimin pLwqanmasL
 

Politika formdlMonu.
 

Amaca yonel& bir enformasyona dayah saghk himmetlerine destek vermelL 

hbirto ve ilet4irai *Pamak 

StratejAcrin deWendhilmesL pLudarin dikzeltilmesi ve dncelMerin belirlenmes. 

Varga himmederin Wte kontrolu.
 

Kaynaklann.daha gergekgi ve maliyet etkili dagdunL
 



OTURUM 5: 

ARLE PLAAAS HZMEmLERi BiLGi SiSTEWi TARTI MASI 

Oturum Kida.'u: Katihmncija 

Bu oturumun amaci, LMIS ekibinin, sahada gerqekle~tirfien sistem degerlendirmee,-: 1~.sonuq1anni katiimcdarla pavla~mast. verierin kalitesi konusunda beLirienmi§ soru.iar-:tazti§1masi ye bu bulgulann workshop'ta temsil edilen ilerde bu sistemlerin i~leyi~i dle Lbulgularla kar~da~tindmasidir. Bu oturumda, toplama, siralama, i~Ieme ye 101, 102 ve >
formiari kullanma konulanindaki trum gah~malar tarti~ilacaktir. 

Bu tarti~malardan sonra, KompUterize Hizmet istatistik Sistemi'nin tam bir demonstrasvcnu
yapilacaktir. Bu demonstrasyonun ardindan, aile panlamasi program yonetixninde servis bdg1e-:
konusunda bir eg~ersiz olacaktir. 

EDEILER 

* Kendi ilerinde 101, 

Bu oturumun sonuna kadar katilimcilar: 

102 ye 103 formlaruun nasil toplandigi. siralandigi, i~1endii '.e 
kullanildigi koriularmdaci farkidari bel~rleyecek ye aqiklayacakdardir. 

*Bu formLann nasil kullamimasi gerektigi ye toplanacak her yeri seti iqin tanunlarnalar
nedir koriuLanda ortaya qikan sorun ye yanl ani.amalan gidereceklerdir. 

Kompuiterize Hizmet istatistik Sistemi ne yapar ye program y6netimuni.
gilg1endiriUmesindeki dnemi nedir konularida bilgi sahibi olacalardir. 

*Sistem tarafindan firetil bflgileri kuilanarak ali~tirma yapacaklardir. 



OTURUM 6 

KONTRASEPTtF LOJIST!6t 

Ama Kontraseptif lojistigii cdnemini kavramak. 

Kontraseptif lojistiginin hedefinin ne aldugunun kawanmas. 

Mie planlama program i in kontraseptif lojistignin neden dnemli oldugunun
kavramamnadair 09q reden soyleyebfleceklerdir. 

MaIZM-	 Flip Chart. markerler, yapitirci bant. Kagitlanin asiliasi igin yer, alu dopru dle
ilgMl brof~drw, lojistigin 6nemini gosteren bro§drler. 

EFitimci i~in Talimat: 

Birinci gtknin 	Flip Chart sayfasina tekrar bakiniz: 

Kontasetif hmke y~mdmi kamnuuda §u anda farkhf g~revWe Otlcnmi durumundasuniz. 

Cevaplardan bir kaguu kum gftden gegiriniz: Omnegin. Bmlannjiz maizenenin sipari~iyle
llgizunu,;I-bx u a siaon kau'n , aLariz da llnlkm dagatmaktamm.Bu yizzden
bu tarmm beginz iniei*ueriniri kuilanma2ni ksiyorMn 

u 
FaM calan ve igi Be meMWu oidugundan bun&vakit bulman zor ohmakta ye biraz
&akakuundsn bir salbk kurulu~rn gitnemektiedir. Sonun komuu k6ydeki sagUi
ompina Sider. Oradaki ebe/hempire ona ba4ka dofium kontrol metodlarim anlatir ye
saghk durumunin Sgnip ile ilgili kisa nodar alir. Her &Wis 

*~M RIA takrnnq olan kardeqiyie konupw vs RiA takwzmya karar verir. 

de RiA'nin dogru bir tercih 
oldugu fizerde anlaprlar.Tican haun endi~elerindea szynhr ve memnundur. 

Ancak ebe/hernlire Tiirkan hantma o anda sagilk ocagida RiA olmadigini, tekri
g6nderflecegini sdyler ye bhr ay sonra tekrar gelrnesini ister. Bu arada kullanmasi ~;
bir miktar kondom verir. 

Tilrkan hanimin ails planlamaua hakinda neler hissettigini dolan~yorsunuz? Programin nasil 
etklendi#in dOjIni~yorsunuz? 

\ 

http:dagatmaktamm.Bu


OTURUM 6 

KONTRASEFriF LOJISd6i NEDEN (5NEMLiDiR? 

HER AiLE
 

ihtiyaci olan kontraseptife SAHIp olabiLmeEdir.
 

SaaU kurulu§undaki kontraseptiflerin iqinden kend 
 erine uvgun olanmi SE(;.%[EANSINA sahip oirnalidir,
 

Her ba§v ruda kendflerine 
 uygun olan iSTEDiKLERi kontraseptifialabilineUdir.
 

Saghk -urulu§una gittiginde 
 istedigini elde edebdecegine ve bunun surekiiolacapa GU*VEN duymahdir.
 

istedigi kontraseptifi 
 KOLAY, KISA SOREDE, UCU-ZA alabdece&ibibmeEdir. 

HER AiU: 

HE-NUZ (;OCUK SAHiBi OLMAK iSTEMtYORSA, 

ya da: ARTEK (;OCUK SAHtBj OLMAK iSTEMiYORSA, 

"(;OCUK SAHtBi OLMAMALIDIR" 



KONTRASEPTIF LOJIST16IN AMACI: 

- Dogru KONTRASEPTIFt
 

- Dogru YER'E,
 

- Dogru ZAMAN'DA,
 

- Dogru DURUM'DA,
 

- Dogru SAYM'A, 

. Doiru MALIYETLE ulqtrmaktir. 



Kontraseptif Lojisti'i ile ilgili ne gibi problemler ortaya cikabilir? 

tIte b6ylece lojistigin 6nemini g6rml oluyoruz. Herkes bunun program iqin
6nemli oldusurda hemfikir mi? Lojistigin ne yapmak istedigiai biliyoruz. Bu 
agik degil .1i? 

Lojistikle ilgili problemlerin neler oldugunu hepimiz biliyoruz. I te buproblemlerden bazilarini 96zflmleyebilmek fdzere pilot uygulamalari n sizin
illerinizde balatacagimiz yeni bir sistemi getiriyoruz. Bunun, yukarida
belirtilen birqok soruna 96zdm getirecegi Omidini ta~iyoruz. SizIerden pilotuygulamayi aynen bizim belirttigimiz lekilde yapmaniz isteyecegiz. B6ylece
problemelerin neler olabilecegini ve sistemin kendisinde veya belki de
sistemin uygulanmasiyla ilgili egitimde ne gibi degiliklikler yapilmasi
gerektigini g6rebilecegiz. SizIerle beraber galiip bu sistemin qaliir halde
olmasini istiyoruz. LOtfen sorular sormaktan ve zorluklar yaratabilecek
alanlan belirtmekten ekinmeiniz. Birpilot uygulamanin varhk sebebi de 
budur. 



OTORUM 6
 

KONTRASEPTtF LOJIST1c6I 1LE !LGILI OLASI PROBLEMLER 

A- STOK TPJKENMESI 

* Bilgi yetersizigi 

* Geq siparil 

* Vasita yoklugu 

- Personel eksikdlii 

* Ana depada stok yetersizfigi 

- Ana iepoda memurun 01may41 (rnalzeme alznaya gidildiginde) 

AnMa depodaki memurla ileti4imin iyi olmayiqi 

galinma vb nt-deriler 

B- MIADI DOLMtI MALZEMELER 

- Bilgi yeteruilig
 

Ap
Arstok 

* Ana depodaki memurla ileti~imi iyi ohmayii 

C- HASAR GORMfO5MALZEMELER 

* Bilgi yetersizligi 

* Kdtil depolama §artlan 

* Su basmasi vb nederiler 



-- 

_OTURU-M 7 

TOP-UP SISTEN ii 

A~agida. OPU sistemini tanin-ilayan kisa bir bet~bulunmaktadw, ~m~uygtilaina 4ve dagitim noktalarinda (SagIik ocai 4 sag~k evi hastane,' dogiumevi, 9AMkvezi0 rekdi? olarak kontrasept'if mazm buumsmsaaatr 

Kntraseptifler, dil.merkezIerindek dplra attmmmrudy dadriYet~tidli§ elemanliiarin Ogq ayh~k dbnemflerie aria 4servis 'teSlim' nokctalarmnz yanlamp,Ldmaizenielerle'ziyaret etmeler sayesinde datiti.Lr Bu ziyareder esnasinda Daginm mmraseris esm~nktaarndaejme tcuinizeme f*'k sayurrarilyapip ibir 6nceki ziyaretlernden ~ yana ahk ranlanu belrlerkuanim e maizeme ikniali' yaparak stoklan-'5,ah ~Iaugedrirler.-Gereldi bil.1er bu i41emieri bel . a...asiya tpamu. 

Beylk'aleme depolanmasi ve her Uq ayabrzyrtei ypmailde bu s'se 
; 

i bUtUn servis teslim noktalannda yeterli derecede stoklain kti1an-asuusmaa, nayeterik iltiyaci kar"iayacak- maiiarlarda 
-

olacak faki to da salzeme~,nin k~fgeqMesine'ye ziyan olmnasmna sebep olacak b~Iyukli~kte olmayaalcr. Bu yantern servis ,s!:mf
Lnoktalan iqin d.ha verimiiolack q ki matzerneleri keridderi gidip aliiayacaklari iqnvakitten-hemr de scyahat masraflanndari tasarruf edeceklerdir. Yapilan tahminri orl~ praramama snu1andaher gnen aai5 servistestim noktasna gereken malzeme ik.-niyapilabilecektir.- Dagitim memurliaria depo dlebaglantili galz~rak ma~~ -sorumrlulan olacakiar.' -Stok kulflanzm ye- mnevcut svy rgrmr
yapilmasi gerekebileeek ayafma diouuinfileri habera 4edecek edir 

Sitevs ted nktalannda ,stokaai k m~karlarla .61q9iln asgariveseviyeler araid uudnlavadayarimaktadr,. Asgari inikar 2 aylk ve azarni m 
Lz r 

w 

nasn ml*..!.~'-pI~bKuijinim m~araiher- ziyaret sonucunda~bcurlendigi - bir~ eg.birklnmaIlmemiktarfan~ farkhu~k gostcrebecektr,zira i srvs-n *4<4 

r hialndolabilecaktii, fakat gene'de her zaman eUeri de ke ndderne en az 5 ay yet"'ek kada r mat2 t -bircakfciir. 13U uygudamna. rtan UhcivaqIlrui (istekier-in) kailanmasuiiu teminat a;!alacactir. Bani 6zel aktiviteferin mia1zeme, kuUanimiaruu 09 ayLk ddnem: iqinde- 4ctizerinde'arttmasi beklendigi duulad aldnmaz m kmali yapilacakutr. Buna R:~ 
-

P ~UygulaMaSL konusunda yeti4tirilmij yeni saZLk persaniei veya bir tanitm kampanyasi -_5& diebilir, Taikp eden icmal ziyaretinde pajet talepte beklendigi gibi bir artij g Ilenmerrmisto Seviyeier bir , aar amaya .a tU1ktr Ssmn gayesi aliciar i 
g stermelerihde malzemelerinin mevcut o ast temmat altiha alznakve malzemelrinm
eskdi~ omalru 6ne ekir, 

http:datiti.Lr


OTURIUM 7 

TOP-UP SiSTEMNlE GlRI 

Sistern hakkinda genel bir bilgi vermek ye da im elemanlarinin spesifik rojil 
ye orilardan ba§ariyle uygulamalan bekienen spesific becerileri aqii:.2a
kavu~turmak. 

SCIRE: 1.15 dakiki 

Hdfler: Bu tanitundan sonra katimcilar: 

Kisaca top-up sistemini, takvimli dagitunm minimum Hle maksinmur 
seviye arasidaki stok seviyelerini de igeren bir ekide 
aniatabileceklerdir. 

Dagitun ekaimin sistemin gaIhi~rasuu gerekle~tirmek igin tistlendi~qi zor 
gdrevieri sirahyabilecekierdir. 

http:aqii:.2a


deecdekisIkinc merkezeiy ah ocakiar-i iJqrimaizm 
nuzere, br benzer sisce e ~du S- 11ye A e Planjamhasi M.[ek-'eF rv 

BU iSrSeM ijn dagItim:memurlar-i yetisriri
de ~~ 

eU servs cesiini noktalarijzdak vo 
~ uuaa bigjniimldr~ ~ ~ 'brostk ybn'etim enfor-masyo sisreeneki b"run bilgiri top'IapanizdeeyebroeniAkavaAa 

Sg veAile: anlarasi: Oenel",MMUriU ' neZ rieatcki.So uevs~erzjrniktarlarin' :baglnisi' qikaidarak, gelecekle 
eee de

d yqiaiineilnuke
:beLirle'nmesi ye'dagituLnlar'in -Ulerd'eki depolara' siStemaik bir ekidc yapxasi saanx.bundan dcUrtide rria zemeler her zamaniihiiyaq uld u yeii'ererde hizmere sunuia7bljecBu bakinidan! A ara, Kinickale 4zmir, M-~kefanisa, Aydmn i1Ierir de gerqeke~crrec&2uygulaa sistemin, uile qapmnda uygularimasindan once dogabilckpodm~rynn~tesre tabiltunzlina olana;um saglayaCak 

Bu 'sistem, gere tiginde baz,7 bdlgelerde haavye k 
degli araicklrla yapdmasmgerekli U v genii~~ O§iahmdiazeeinnkk almaktadwr. 

IJ 

E~ a 

http:ieatcki.So


OTURUMN 7 

HAL'4DOL-r 

DA61TIM MEMURUNUN VASIFLARI 

* 	 Klink ye depo persoridiyle iyi gegin/iyi ileti~im kur. 

a Kilnik rotasuu 6nceden belire ye kinildr haberdar et. 

* Sistem hakianda sorulan aqikga anlatmak ye cevaplamak igin hazir ci 

a 	 Klinikerde birakilacak kontraseptifleri belirle. 

Sistemle U&il farmiar doldur.
 

a Merkez dilzeyi iqin raporu doldur.
 

* 
 Teslim edilen miktarlan kontrol e4, makul seviyede olduidaruidan em~n 
oL 

Stokam part~m gdzlemle ye kinik personeline bunlan nasd lmn.1 
gerektigi hakkinda bilge ver ye egit 

* 	 Kaseptilerin kalitesink ye eskime o rlerini kontrol .et. 

* 	 S&Ph ocalt hastabakwdianm *e. fomunu. kuilanmak owzee egit ye onia
da ebeleri egitmeleri iqin yallar oner. 

* 	 Koaftasopif maizemelerden eski tarihi olanlarm ancelike kuUana;. 
oldugun kontroi et. 

* 	 Sistemin il1eyiini izegerekli yeni karalm aL 



OT'URUM 8 

Top-Up Beceri Oturumla-i A-H 

AMAC: 

Bu 	 seanslar da tixn ekcibi personeli, Top-Up Sistemi'nin uvgulamasmnda Cee~ csx.becerileri saglayacaktnr. Tirm sisteminpersonele nasdili1edigine yanelik ozel bir an..verec~klerdir. 

AiProgramlamna
 

Zivaretler icin Hazirlik
 

Haglarn
 

SOrtalamna Ayfik Tdketim Min ye Maks.
 

Ta~lma aracinin ne kadar yuklenznesi gerektigtinin beiirleinesj

Form A
 

S Saplik Kurulu~u'na Birakilacak 
 Stok'un Hesaplanznasi Devamn Eden Ziyaretlerte..
AMC'ain Hesaplanasi
 
Form B
 

SSaghk Evlerinin Donatimu
 
Form C
 

S 	 Depolarna Kopallan
 
Mfd tarihi (idretim tarihi)
 
Exp tarihi (sun kullanm tarihi)

Raf 6mril
 

&ESaghk Kurulufu Persanelini Egitecek DaZtim Ekibi igin
 

Egitim Onerileri
 

8- Ozel Durumlar: iyi bir muhakemenmn gerektigq yerde demonstrasyon yapilmasi 

J-H 1.Top-Up Ziyareti ile Sonraki Ziyaretler Arasindaki Farklihlar 



8-A DA6MM PLANLAMASI
 

Hedef: 	 KatlWnc ar, kliniklerin listesini ve harita kuEanarak 3 ayu bir d6nem liqui
ziyaret plam yapabfleceklerini gdstereceklerdir. 

Gerekli Malzeme: 	 AUe Planlamasi hizmeti veren kurulu§lann listesi
 

Ade planlamasi himetine ba§vuru sayisi
 

Harita
 

Bayak bir takvim
 

Progranu ft Lojistik ve Aile PLuilmasi sorumlulan birlikte yapacaklardir. 

Prog= gdveniUr oLmahchr. Bdylece, saghk kuruluoan dagaim aracmm programlanan
gOnde gelecegine gikvemelidir. 

Prog= yapduken " sayLu kapasitesL sa_4U kurulu;mun malzeme harcamasi,
cografi kojuUar, yol durumu ve uzakliA mevsimler ve bazi dzel durumlar gdzdniine aiinmaLdir. 

Her bir ziyarette il merkezi i;in 6-7, kirsal ke3iin i in 4-5 sagU kuruluju programa
ahnniahdtr (iUn kojuHanna gdre bu sayilar az-qok degqebilir). 

Bu ;ah;m sonunda da&= sorumluqu ve ft A(;S/AP sorumlusunun elinde bir vdU 
dalLt:um prognum, depoda bir Wcvim ve harita bulunmalidir. 



13EST AVAILABLE COPY 

BECER! OTURtJU S-B: ZIYARET i[rN HA _p,,;LA 

-edi KatiLmci~r, ortalama avtik kulla L 	 eeSol~bec ker. e b aLik kbuhnin a anaf :-q
kLu~unun s bepodg m problemnleriqnk"c 

Hedef: 	 KatiLrmcilar, kontraseptiflerin' avtiIDlra s-o duizeyeiib~ree
gerekh Lki kisi veriyi canin-davdeceu efen, cer~ndbeLeayLk olarak kbrhtraef.~ehtbisedl~, ~ 	 aepi ~s dbev!erani nasd sprayaaiJ:-, 

mHedef: Kaul.Lnciar,bellffbirin ik masjr inmu ikfanv 21i ek 

I§te~jidi' klinikle. programranri§ durmdalar, Aztik' !birinci 	 daci iqin~va~Berbeinidenegbtrmniz gektiir nasd leceksiz ?Bhiici daBdaiiadnfrUoahe dnt 91timonu takipa.g edeceN'~4dat~ran arih lack q1zii.~ayi bdi kavnaklarna sahip olmayacaks=iz~, 
Birinci klinik rotasi esnasinda vasitamuza tahi~~ ekdrknrspi eeenz heace 
etmeniz ieleribLmnzgraiiidunormsn .?(epfx 	 st11.7 	 elrnd ekaa ldgn ziyaret savismi,ve' ne kadara 	 ihitiyaqlari oluuuiqrbL Bu sistemn dagnim2~ve o da ne kada~r kix11iidJdana dayanmaktadu., rBirinci daZtim iqn,san'iq ayda. ne kadi,-~'killandkda'ru 	 biliyou.umaum orsttistikF ~ua 02a S danabi's- ii lk
bilmeniz ge'rekecektir. RizmetiaiskFo-u12bz ovrieri saga., son u' yin kuaiSaIiiurqm di~inda olabileceginden son alti -talaasii ala capi. (Bunu ase aa gbster ,41e)j Diyelim 4d rakamlardan biz'i 0 oak

g.Bunun 	 ruvrsonaiiay rakamlanl digerleride7,jneden b~l 	 old gunu kirnin bdin orunuz. Bunwi 'or ~~~N
etkieyebilecegini sorunuz. Ya o M yrakar-arnn ikarzifrak topain~d6rde, veya diger a%.rakamlaxi trendine uyazn birrakamm eklenrnesi seqeneikierii blriu.Pkaa isagihk merkezinde ontifzma ayhk kulnuu XCldiU" P birti. 	

Ld 
las 

Biddsiigstek Siibmd, m r 

Pek a ?iiiib 

tokl u i ni umdt ug akia~ dnu a as. d ~idr iey e tuu?- ' 
~.esasla dayanmktdi,. BuVritr r;i"v aiai gckeidruud ln2stoICsuz katmaywtag rlIfka a 	 n kvy
~bi §ekfd depoanmamasmna olanak verme'.t -Jat ~ d o masmaiebpoack 
~Biz, minjimum olarak 2 arimkim~v -1V1i~embunyju~~n 

zijaina gellyor: 	B&i klinikte n aymhca da;L 	 na ordnnneleriiideb~konzraseptiflerden 51ayl bi tkbfn i,.	 
1~ 

4 Lmndi ar-tik 	 hizmet isaisi vedrne ulnuuns 	 iaaa klne a ayLhk stok bulundujginu nasi 


~'inz biyruz, Pei bundan 1sonr~Vasitarniza ne maizeme- ~akadar 'kieern~. 
--

haln bimemzgrkyr ~ B!Lxneniz gereken, payet Liiler er 
iAo aca i, ve orta azna ayLtLk ax zn~-~, klig; bir miktar 

h;1 	 ic~.tmalzemedn5 ayLik stofkharL, 
Borq 	 sto,o acakti ve aigerqe ten ayL~k rtalama 	 )Iu~u ed bilmiyoruz. bdtmirtr idyet r -dereceei esasna a sia yeeays ~ 

i ' lnis yc iBrnr a aken 



KLIN1ITE: 

RIA 

HAP 

KONDOM 

= 

= 

= 

30/7 

300/12 

400/60 

= 

= 

= 

4 aylik malzeme mevcut 

25 ayik malzeme mevcut 

6 aylik malzeme mevcut 

Minimum = 2 x 7 = 14 
Minimum =2 z 12 = 24 
Minimum = 2 x60 = 120 

Maksimum = 5 z 7 = 35 
Maksimum = 5 x 12 = 60 
Maksimum = 5 x 60 = 300 



A KLINIO!NTNS0N ,SAYLIK 

AILE PLANLANIASI qALI$,IAL.AR 

HAP RIA KONDOM 

OCAK 22 38 
 184
 

SUBAT 27 
 42 196
 

MART 42 37 
 200
 

NISAN 37 33 
 0 

MAYIS 30 
 40 
 :72 

HAZIRAN 34 
 42 235
 

TOPLAM 
 192 
 197 
 887
 

HAP OAK = 192/6 - 32
 

RIA OAK , 197/6 , 33
 

KONDOM OAK 
 = 887/6 = 148 0) 

Kondomlar iin OAK'ye bakiyoruz. .A ... -- animn qogunun altmnda. NISAN 
aylarinda ne oldu?
 

.MART ayi sonunda stokun sona erdigi 'e 
 z ,.ir u:unun MAYIS ayi sonuna vaicatekrar malzemelendirilmedigi g~ruluvor 

Bu belki auitn uqta bir orek olabilir, a-a - . L gerektitni gosterrek: -

http:qALI$,IAL.AR


A KLINiMNtN SON 6 AYLIK 

AILE PLANLAMASI IALISMALARI 

OCAK 22 
 38 184
 

196
4UBAT 27 42 


MART 42 
 37 200
 

NISAN 37 33 
 0
 

MAYIS 30 
 40 72 

HAZIRAN 34 42 235 



Bu Jurumu nastU .oiuna kcardmjz! 

'S4 - 196 - _uJo - _ f5 . 0 

Nisan. Mays ve 4 AYv1k OAK kuUanunini gcz onune aiina.,m. Ya da kuianum 	:rendL-e .konulablecek 	 'uy-un' saviva bakn. Kuilanu-n y'jkseii'or 

Ornek 	 Mart avna 10 ekleyin = 215
 
Bu sayya 10 eblevin = 225 ve 
 bunu Mayis yerine kovun. 

Yeri OAK 	 184
 
196
 
200
 
215
 
225 

125 209 olacaktir. 

Yukan- dogru 	bir trend sebebiyle 2. savi biraz daha yukesektir. Eger savtlar . 
yukseliyor osalardi. ortalamada daha buvuk bir farkhlik olabilirdi. 

3 Ahk sipaIs 	entervahi icin 

M[I~ILt L = 2 Ayhk malzeme MAKSIMUM 	 = 5 Aylik malzeme 

RjA 	 2x33 66 5x33 - 5 

HAP 2x32=64 5x32 =j16 

KONDOM 2 x 209=418 x 209 = 



Talima Aracina Ne Kadar Ydik Konulmasi Oer'kti'ininBelirlenmesj:
 

OAK 
RIA 

OAK 
HAP 

OAK 
KONDOM 

1i... 

3. 

4. 

5. 

6. 

7. 

Toplam 

x4 

Toplam: 



Deposu 

Kontraseptif Malzeme: Daitlm Pusuias, 

(NHap GidiLFF 

Tarih
 

Tesim Eden 

Teslim Alan 
- o 

CopeDepodan Geri Aan Depc.
AGan ihuiyaq Verilen Grer:Fazlasi
 

Lo-Femenal (Hap)
 

Kondom (Adet) 

Copper T380A 
RA(Ader) 

Norplant (Adet) 

Depo Provera 
50 m"!g) 

Enjektdr 

Gidflecek Kurultusu: 

I. 4. 

2. 5 
3. 

Aq~dama: 



Tauik___________ __ 

Kurulul Ada -

Tci d cTcalim 
Alan:( L ~ aa z , 

Mikiar 
Maizeme Onccki 

Ziyaretteki 
Durum 

MeYOA 
maizcme 

Herhangibir
Sebepie
Anma (+) 

Kuflamlmq 

Olan 
Onalama 
ayfik 

5a i-
Saliakyict 

B 
o 

Lo- Femenal 
(hap~blister) ___________ 

adcfI -_________ 

Copper T 380A 
RIA_(adet) ______ 

Norplant 
lade:)_________ 

______ 

Depo Prcwera 

Enwckior _________ ______ 

ii Soiuaki Ziyatca Tariir ___________________ 



T.V. S*aIik Mhduiaili 

Icammilia, C..( I'-- Tcsliin AL 17 

I~~Icic(.)nccki 
Ziyareiicki
D)urumi 

1100lm 

ag0 
I___ _ _ _ i Si. 

Mevcut 
Maizcmc 

________________Miktar 

Ilerhangibir 
Sebeple
Arima (-t) 

KuIlaidui ~ 
lnalkitygzarteN,-LIOlnalkiiya 

go~ 

_______ 

Orialama 

sarf~m 

soI__________I';ks 

LOS-i-i 
. . ii' 

5 ayhik 

30 5S 

Hlu 

iacuverilen 

D-6 
0 01 

i, 

.vf 

1c)3 
5 

del) 3_ O _PKDC__HAP 

v1 

_ _ _ _ _ _ 

o 0IKon 1a 



Klinik X, daha 6nceden Top-Up sistemi iginde ziyaret edilmilti. Form 102
bilgilerinden aylik ortalama kullanimi, haplar igin 220, RIA'lar iqin 100 v
kondomlar igin 500 olarak tahmin edildi. ?-imdikistokta ise 350 hap, 275 RIA ve 670 kondom var. Sonuncu ziyaretten sonraki mevcut ise, 1100 hap, 500 RIA 
ve 2500 kondom. Hepsinin son kullanim tarihi 1995. 

Biu ziyarette ne kadar malzeme b!rakilmasi gerktigini tespit ediniz. 

Aylik ortalama kullanim yukarimi gikti yoksa aagsi mi dftil? 

Formlar tizerindeki hangi agiklamalar birbirleri ie gok benzerlik 
g6stereceklerdir? 



F~rrn D 

MAALZEmE LkDE FORML 

__Kullaninia uygun maizeme 
__Kuflanuna uygun olrnayan malzeme 

KURULU ADI:_________ KOD NO: ______ 

TARiH: _ _ _ _ _ _ _ _ _ _ _ _ 

TESUM ALAN: _________TESUM EDEN: ______ 

MALZEMIE ADI TOPLANfLAN GERi ALIMA NEDENI 
MiKTAR 



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

FORM C 

SAdLIK EVI KONTRASEPTIF MALZEME KAYIT FORMU 

SAdLIK EVI: TESLIM ALAN: 

TESLIM EDEN: 

TARIH IMALZSENIN C:NI: 
 I .ZA
 
FM4E.dAL HAP J(caocm-LO iUES 

RCANAANANAN TISLM ALAN 

1 II i I I...........
 

I ...........
 
SI...........
 
S- - ...... :.... 

.... I I I I ......
I I I I .

I II I II I...........
 

S - - - - I -- - -I ------"...........
I I , t :I...........
 
Sj I..........I
 

/ I - - I ...........

iI i I ...........1
S I...........
 

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

II I I I..........I
 
I I - S...........
 

A(;IKLAMALAR
 
------- - ----- I
 

--- -......- - -



-- --- ------

____ 

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

F'RM C 

SAGLIK EVI KONTR.SEPTIF MALZEME K.AYIT IFR',V 

S.-LI EVI:__c .......... 
TESLIM ALAN:,-, "
 

TESLIM EDEN: 
a7- --


111~31 LZ :=.MERAL IAPj .4C' 

GILM/AYovsDEAREO10C NAN IAL:AN; 'CP'.AM~iOESIRE.4 WrA AM ANA M~~N L17CP'-AJ4i
I "I3 


. . . .
 
o 1 - I l, .... . -.. 

I I I...........
 
SI I I I...........
 
/. I 
 I I . I I ..........
,/ I I I I I i I ......
 

I I
I / III I I I..........
I I I I I . . ..
 
/ I 
 I I I.... ..
 
/I 

I I .
 
I I I II "..
 

_..........

I I I..........
i II I I 
 I'-"
 
I I..........
 

II I 
 I *. ........
 

I I I I I I.........


AqIKLAMALAR 



Handout
 

CEVAP 

YANIT 

Saglik evi ebesi, Saglik ocagina, malzeme almak iqin her ay geld::n.
gore, maksimum stok miktari iki ayliktir. 

uanda elinde kalan malzeme bir ayhk miktardan azdir. Son ?e:
de ona iki aylik malzeme verilmiltir.
 

Hap igin 2 x.3'6 = 72 adet hap verilmi demektir. (Max. stok mik-- ' 
Salik evinde 25 adet kalmlti; 72 - 25 = 47 adet hap verm- .gerekecek. Bir kutuda 100 adet hap var, yarim kutu vermek anlamsiz.
 

ydlzden bir kutu hap verilir.
 

100 + 25 = 125 adet hap (Bu da yaklik 3 aylLk hap demektir). 

Kondom igin: 

2 x 200 = 400 adet verilmi4 demektir. (Max. stok miktari). 

SajIk evinde 80 adet kalmilti 400 - 80 = 320 adet kondom verme mgerekecek. Bir kutuda 100 adet kondom olduguna g6re bir kutuyu bO ,
yerine 4 kutu kondom verilmesi daha dogrudur. 

4x 100 = 400 adet 

Eldeki  400 + 80 o 480 adet kondom olur. 



DA6F1TNI SiSTEW LAVUZU 

HA ~Ziri re e'lcksaL<krl~am rgal dh nee
 
ku u aq ha im§ob a ed re )v o m Ar-n atn aa lrn 

B. Ziae ee a uuulrL~ rtlm yi ue~ aara 

Z eieddecek sagrliar kuruurasepte pro lzame iqahab~ve -KozjaK 

mid dgu ek sak kurmq1rii Oaimlma Avrk Tukeak nFrmArD 

etmi; rse(d iaan e i op; ecpd stok barmd n . i efein 6 aynik form Oierir

h ara ve sag k-rul'--in adarn fomu u-rid eeka -A)dmi 

Da----:Va ke~lee6nck ziyrezrdeortay mikamlnngerkriin)dikk rl.OrtalaveAyh zyaretm kaiuiakdorm B-unLn ir bnce). ziakattn1Thderd 
ge hrkrui§1n 

A.- uardk C mdesne !:-- ee mopamlalkulna 

.aB~-r- eiiinras qk ,.yaI-,kkt ulern n eterjda alan 'h 'dMd anu vasl-.(ziyinonraetfeiee~e sa rekik Buu1helk ahi)mAyda, sok tanu 

C. Foru her~L~ahl~tajm~ 4iqiIr(Form'maD 

iaidomOiwa~~ L 



' Herhangi deai§"ki olup ohaditniA. bir sor, 0rneg-in, *kontras e pt 1e'
kaybo~masi~veya qainrnsi, demonstrasvon iqin kuJIandnasi, bj 5zejruiu~1arindan b'oir Ahnip verilmnesi gibz. 

ax' 
Eger oyle bii dur-urn o!mu~sa F 

For-mun a~agslndak± "aqkaimaha'" kolonuna i~Ien n~i11r~al~. 

*B, Sagh kuharndaki mevcut stokiarl say. Herhangi bir hasar dikzensizjky:midndLm~~ urndrn ere Eger varsa hasar g6rmul v~e miadido1:,
~malzerneyi kenaraayir: ve bunat gl atnbgy Frm D'yeIl 

~ kulh~zmyaak~arrn~aamuu da Form B'nin ldegiklii~drm kolonuna yaz Si
~Ji1~~yt~.kusu~u~1anpersoneliyle kon4 ve Form UD'lin( sonkonnammw

t;;jy<almnasiy4d::ilgilisebepteri yaz. Bunlan Form B'nin "a~-mir kolonLU'21bei. Ku1Ianilabilir stoIk rakarrilrlruForm B'nin 7;andiki stok" kolonuria 

duguda,ia ai 

C. " 'rndWatok* kooudk ukmlan 'Son Ziyaret Sonrasi Kalan" kooundakirakam pican#u ve*on Ci9 A4yhk DC~ene kuhama" kolonaile 

~U4.V-D.V! U4iBu rakam t.b1 ve "Onaarna Aya oou e -af 

E. Bu rakami 51. arak 5 aytbk ftketirni buL. Buduu burakaiForm B7"S~ Ayhk ttketim' kolonuna i~. Bu maksimum stok seviyesidir. hte bu ML: 

F. *imdfkiStlokekolouurakaniuu 5ayUzS- maksium stok seviyesi rakamn . j
4 

-- V~ VV '~V4 
~'V.V~- dwa., Bu ziyartue bu kontraseptdf mikan sagbk kurulu~unda , bI i 

ulyrk . . 
a ~ ~ ~* ~~~~~~~e sibi ak s a veya, al tiLna 
Sai* hwu persneline "oc id ockpa negdrkur~V.V ba iat-VKVV~

4 

0.--SaA k.uru verulen miuctarLan Form4B'fin Tud ha"kolcr
kaydme. jidilcUStok koonundak miktaran,"Bugdn Aluu2an kolon Cr2 j VM&Wkria topbW tVplarn raka-mj *kalan4 kolonuna Y& uubir ma~zo-. 

'rle'it4s4-"Itle-Va-dc H. v aqkl yaz.Anunau eg, 
S.arti tuin For B'~Va ab~r.Snv'nazmy e~naa VL 

kuul~upesoel frm iu, m, Fmu bi. par ukaa 

1. Ziaretn tarihini Form B'n auhiadaFormn. Sn ealdziaeyi teslm laLwedenrnp~beir. r~ ~mu f oysuskamk
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mi n i anl Ma n	 -jl-a 

is i zhu ,2m ncek hakreten an~ nUa~ua ant'j ci 
malizerne stokunu sa~1amnak~a.,on a mc 

AIV. Depova Geri Dbn~i,2s ': 

A.~ 	 Bbturi kontraseptffler vasitadan d~#hmqk~amypnv 
alan kmetaraftindan s~-ra- a taat-,T k dre 

~ personedni korunmasina dnkrGeri geiir detrasek bu ui u.'D 4',,dbren"k~lriua kyde.UormlkaqUL~ ixnzalartacaktur~iB. Fo 	 "aA'deaki 

B.rFomA 

Formna (Bunu 

C.ta Fomlrize For D 

mA'dakeB'deilc!dmVerilen 

"'nda~. 

~ 'ForyrilailgimiAcmemamartae. Form, hem msalzslemler 

,.'.. an taef itrdepoy ziarGes,-;~i"$~
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'' '.'' Nfaneme"A' baIniczind gerqeltirden

"4"' 
L u~ ~ ilrk 

'an oitras ptif'4'" , 
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.4--	 a ia ' ni c aa 
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"Herhangibir Srzb.n Ekme: ,k
t ~uLln~m'iqjijnkuUaniclara~d~ANormal in~onrspilr errOrne~1n. demonstrsc

fiin kullda , boa,.. qa~an, hasar 
0 -- r- ersonei tararmca

t4'enin.. eiimi§ vy ask aU uuulrr 

~ ~ oIabilirer. urnegin, diger sagLik~kurulu'§Iarmd anl~ ~6dUnq ahnmqi 1v'eya deponun bir ara cdaasmda 
b. uluupdahadncedensayLlm'aml§gibi. Bu 'korVa norali dili dturimlar , iqin kuhlnr, 

~' 4Buraya geqiuiecek hehnibrkyl qkaa 
klmd izheimldr 

"Ku~niliq lan: OnekiZiyretekiDurum. Mevcut Sick 

Gee q yi D'Pnemde Kullanijan 
"OralaaAlik'Saf:Geqen CT9 Ayhlk Ddnemde Ku~anlazn -Ortalama 
5Ayikthyyaqk Saf 

"SA7 k E ty.O m a a A fk S r X 5 5Ay k ihtiya q.B u, 
bu0ki ziaete or her kontraseptifin sa LN 

4e4bir Bug(,n dagmim= gereken korerese 'pi~~ 

k <riktarim hesapla ve0 bdylece- her sa-1t4 
-

Ickurulu4unun 5 ayUk 'stoku. buhiiisun. Sa~lh
7~04" ""A"'' 4> ~kzuuiuju yetkflii maizeme sayzmmzonaylarnaii 

Sinzasiru atnahdzr.SaItzk kur~izhUm&rkna 
m~tafar, lerpratik oiaw oukuLI 

0 * "4o ek~inde ytUhIk rakamlara getir1ilbrt, 
Saulrhrzm a.o0h r Sayumlar 

0aa ha b~ dde (1dfe -zerinde ~ 
-,--'-, 

0ayhik
~A hap olan bir kar,'21 veya 28 hapU 0, 

-' - A  ~ kondam iqi adt (1), Depo-,Prov'era igin dez~
'X Y~~>''i,'j~, ~<''0 - . - cc vial - I ade 10 cc - 10 ade:) ye RILA> 

~, -. adet Uzerinden olmazdir. 
Ka*an) 

Bu, ziy'o' t sonu 

*.. ayt4) d~eBuretziyarevonund 

0malze -Meningou vcudu: Buo la 

Ziarcuekidaha y .uuoneiti aka 

~, kuUanimdan dahia z deo& 

*Degizlkeroldugunda hesapiamalar. iqin 0 dzel izahatlara bak 
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Handout
 

BECER OTURUMU 8-E = KALITE GARA NTtSi = DEPOLAMA
 

artan
 

Depolama jartlannm degerlendi'ilmesi imnal tarihi ve son kuilanim tarihi arasindaki farkiu' 
aqikanmnasi. 

20 dakika 

ME 

Manufactured date = imal tarihi. 

DATLEPROM 

Date production - imal tarihL 

Expiry date = Expiration date - son kulanum tarihi. 

;uan kuland -rz kontaseptif malzemelerden hap (Lo Femenal) kondomlar igin imal tarihiRiA'lar icin son kuillani tarihi vardir. Hap ve kondom ima tarihinden itibaren 5 yil stireyle
kullanilabilir. (Dogru durumda muhlfaza edilmek jartiyla). 



OTORLUf --E 

D06iRL-' DEPOLAA KJLAv LZtT-U 

I-Dtco ,dasirii Juzenli olarak zernizievin ve bakirndan zeciri'n. 

2. Su 	sianflismi~n onienmesi amaci die cai bakim-dan gecirin.
 

3- Depovu su sizintisina karpi koruvlun.
 

4. Depoyu iyi bir §ekide havalandirin. 

5-	 Depoyu iyi bir §ekilde i§Lklaridirmn. 

6- Depovu duzenii olarak ha~aratlara kar~i dezenfekte edin ye iUaqIaYitn. 

7- Depodaki maizemelerin direkt gune§ i~igi airnamasini saglayin.
 

8- Depoda aqik kutularda bulunan kondom 
ve plastik eldivenjeri elektirik moror~ari..'..zjye floresan Iaznbalarindan uzakta muhafaza edin. 

9. 	 Walzemneleri yerden en az 10 cm. yukarida. tercihen ah~ap yada gelik raflar UZL-.yerleptirin. -

10-	 Malzerneleri duvarlardan ye diger maizerne gruplaindan en 0.3az metre jz-yerlepririn. 

11- Malzemeleri grupiar haiinde ye '(Ilk Girt-. ilk (;ikar)', sayim ye genel yoinetL'rn
golebilir §ekflde ayin. 

12-	 Malzemeleri 2.5 rnetreden daha yukse.:- -u,,afaza etmeyin. 

13- Kutulan dyle yeriltirin 4d tanitun 

14- Malzemeleri koiierle ya da kutuli.

15- Yangin sondurme cihazlar buIL;-: 

16- Depo her zaman girflebilir durur'-. 

17- Hasar g6rmil§ ye bozulxnu§ maize-'-

18- Haparat ilaqlanniu ye kixnyasal maLx. 

19. 	 Eski dosyalari, bilgi matervalleru-.. 
muhafaza edin. 

Jiger etiketler gorullebilsin. 

d.hir yerlere koyun. 

;.madan ayurin ye irha edin. 

- 'aIzemelerden uzakta muhafaza 

*.,veu e ilgil materyalleri a,., 

N 



SA6LIK ENSTtTUCSCNE 1.TOP-UP ZtYARETI: 

B formunun 1. kolonu bol olacaktir
 

A igin degilik bilgi kaynaklari (Form 102)
 

Personele sistemi agiklamalidir.
 

Daha qok depo malzemeleri toplamak gerekecektir 

Dikkatli bir lekilde depo malzemelerin son kullanim 
tarihlerinin kontrol edilmesi gerekecektir 

Dagitim rotalarina aimak daha uzun zaman alabilir 

* Talimatlari tek tek izlemek 6nemlidir 

SAdLIK ENSTITOSfYNE SONRAKI ZIYARETLER: 

* Bu ziyarete y6nelik B formu'nun 1. kolon'unda istenen
bilgilr, son ziyaretten. B Formu'nun son kolonundan 
gelecektir 
O K.. 
*MU son Qq aylik stok verilerinden yararlanilarak
hesaplanacaktir (son ziyaret bakxyesi - Mevcat Stok = 3 aylik
kullamm. AMU'yu bulmak igin 3'e bIfin) 

* Depo malzemeleri toplanmast o kadar gerekli olmayacak.tir 

Talimatlarin dikkatli bir pekilde izlenmesi gerekecektr.
ancak dagitim ekibi daha deneyimli olacaktir 



OTURLN3-F 

E6iTW OINERfLERi 

-ALA -C.
 

Saahk kuruluslari clu'zeyinde dagiumdan sorumlu 
heM5irelerin ve saQU e%,I' licinolan ebelerin. TOP-Up sistemi. kudandacak formlar', ortava qlkabdecek
egicimine yoriea brierderin tarti§LLmasi. 

SURE: 

20 dakika 

HEDEF: 

Katihmcdarin egitim konusunda bdgilerini pavla§ip, olasi egitim sorunlarim tartipasibir e-Ph yakla§uni olu§turulacaktir. 



OTURIJM 8-G 

DAOMTMDA
 

OZEL DEJRUMELAR
 

AMAC: 

Kontraseptif daitimi sirasinda karlqdabilecek ye dagitun ekibi tarafidan karargerekebiecek ozel durumlarin tarti.lilmasidir. 

20 dakilca 

Workshop sonunda, ft dizeyindeki dagitumda ortaya qikabilecek sorunlannl sisternli 'e ennlqdzilmidne ydinlik anlayij ve formasyonu geil4tirilecekti. 



OTL'RL'),t S-H 

fLK GEZI iLE SONRAM GEZILERDEIC FARKLI 

GOZLE.MLER-D; DE6ERLE.\,-DIRLLNfES[ 

AN LA C 

TOP-L:P sisteminin uvgulanmasi surecinde farU g7oziem zamardari e stster..:,,degerlendir mesidir. 

sum: 

20 dakika 

HEDEF 

Katdimc artn Uk gezi fle sonraki gaderindeki zoziemieri arasLndaki farki degerlen&reb ,!,: 



OTIJRUM 9 

TOP-UP DAOMvf SjSTE%4j 

UYGULAMASI
 

AMAC4 

TOP-UP sisteminde kuUanilacak formlarin ve dagaun stirecinin tanitilmasi ve gste-_:- , 

SCRE, 

I saat 45 clakika 

HIEDIFF 

Kat =c u'TOP-UPs'stem'n'nuyPiamaslmvefOmllamkuUaMLMa3lmyaparak6grene :t,,.--



OTURLN{ 10: 

,%NLA C: 

Bu oturum kalrnci~ari' Komouiterize Hizrnet istatistik Sisteminindenesr 
ve bakunini o~trenmeleri 4igndir. Bu oturuma butrn katlimcjarm kaci~masi bk'.olururn u tur sorumiulukjarn olan karihxnc~lan hedeflemek,,edir: 

* KompUtr operasvonlan-nin yerleqriri~esi ye denerleinesi 
* Veri pri~i ye yern i§Ienresi 
- Rapor gereksinixnerini belirleN en ye kompt~ter sisteminden bu rapor.,a:

personelle -elele qaII§Limasi 
* Veri operatrirlinin eirilesi ye denetlenmesi 

Bu oturumun sonuna kadar kati1±rciia:
 

* 
 Kornpurenize servis vei i~lerne sisteminin hedeflerini'ye program yone:.
onemini kavrayacaklar, 



* Her wtr kompurterde nasi software dcuzenlenece-lini 6ghenecekler, 

* Sistemin ana fonksiyonlanrn kavrayacaklar, 

-Vei girii ve/veya 101,102 ye 103 formlan iqin yeri gri~i yapan dige.
denetimine hanr olacakiar. 

- Vei i4leyebflecekler ye ekranda gabuk bir §ekflde yarutlari alabflec.

- Degiik 4.aretler kullanan sistemde standart raporlan U.retebiecekle



4l -7 

UK 10 

KOMPTERIZE ALLE PLINAMA-,Sj HZEMEj iSTATtSTiX tTE1P 

(MSH)-Saghk Bakm Hfrzuti 'it-Sist -Nedir?

~> ~ Bu, sa-k prgramlian igiui gedjtziriLm4 S ' LY BAKINsoftar pk~~~ 
- 4 ~~binisidir. Plah.amaci, y6net'C'I ye denetimcilerin~ toplm' vrlnASv iepa~ms

izimederiftn Wzewnffesi ye de'ger'n erl esnasinda, onlara yardimci. olacak bir- , aracr. 

ijster, kullamiriin sahadan bildirilen verileri girebjmesi ve sonlra da hem fhem te
merkez d~lzeyinde yararil gahzrnalar ya. da Lstatistii1bllred tnkizr 1bu l'e,

4leimeirsaglyarcakte., 1 

2. '-'-Tam olaak sit no in kulsnamkstnv? I 

?~1. ~:Sahadan ropaa 10 1. 102 ve 103 :formrinidbiflen verileringirimesinde "-~ 

AMrkzi dked merden gelen ayhlk zet ik -ahtedar 

h~AI>oUzeyina., hizet dagltm nouaidn(merkazlervs.) gelena%. 
6zet *q"'agiffneteir 

p~~~~~~~~4ni unmaunda2 qo y irlsui~r~n eamn 

- 14 '.. rrfi 
" 4, 

144-. 4,1,2 *1<<-14klBUrilnverherj~ ~ ~ nlr~ a71<h, teagzaygfi,he mevsii e 
4441~~4--14d .44--Ik -1<14 44Vkleb c.447ak-~r 


~ ~~K~ a 

- - 

>'-ta'4141'4-a44r '4-;-- r h~.aaml l l47-~di a --- I 5-ink Wedi mndt r.- I41-' 
.14714 ~~~~r~ i-4a7144 n r44-,-.d ve44 gI 1 1-

441 Stadar ra<or4-r UyIUIdefoma4 kullaruc taraI
-444-4~4'14-~4P4<-Bu-

<l= 
fonksiyo 1uU d ndie gerkqltlmaii1nne 

er raor §edktig. __arar-- I- 414 -- -- --- -- -- ~~~~~~( e "de1r-7 ve1 -4'' ma4ti41I d141,*,~~im - - - -11~ -, e i e--1--- print4l4 etme'1 
-4<414~"l4r 144 - < d ln 1c. 

1 

.- 4V P714 1-1



va 

-arpor;a Ja sis[enesadr ac-a7am 

a~ vaLrnz ca SnsU,- Kk2 mLp~dI 

c'~ 

F. kaa 2rasn.: 

SaVISMIhnisav4Amasi, 

Kavidarm eri goede-omcszl i 

Database'lerel ra da Lotu!,srashelrn veri2addeiie 

'~'3. SLsteflifl BilgisaaUra NasIi yeetmmszGrke 

haahzfirda sistrnu yerle~cirdivei veleyaerle~tirmek istivorsaniz, SA 
~~ebridk ti dosvaiarl sun ve atiilrJ ekrarlavin. .. ,j j 

La HAKIMT 

x a- .-4 A

~ 

hcieikolay~a~rwmak iqin, dnc -WAR adrnd bir al-ehe 

I nuarahyerle~t=ri diskini A disk, bdhesine takin 

4~~KA: LNSTALL yazmn ve enter tu~uria'basin -a. 

u>u 

~7:~ 

a'-~ 

K~ 

~ 

-'- ,Birkag defadan sonraFek-'d gbrncl'
-~~~~~~~~~ "'--eknd g ri nueek 

kadar entMina basiniaya eaneL: 

'-<iBu Dog~r mu: Y/Na'"'C~a'-

Sure A Kaynak A) -- '. 

Destination: C:/H-WARE (HredeftaC HWARE 

-

Si ekrndnd 

C'CC-a'--, 

Sua,:oruvla kar2!- 2

Y''"an b" a' saCin 



Daha sonra, 1 numaralh diskteki sistemi hard diske kopyalama sistemini ba~latmak :c..
Enter tu~una basin. 

I numarai disk kopya edildiginde, sizden iki numaralh diski sokmaniz isteneceku-r. Enoktada 1 numaralh diski qikarnn, 2 numarali diski takin ve enter tu§una basn.
numarali diskteki trim dosyalar harddiskinize kopya edilecektir. 

NOT: 	 Eger sistemi duzenierken, size ahitlrma yapma olanag taniyacak baz: uvy,!a.a
6mekleri igeren bir (database) duzenlemek isterseniz turuncu eukerli Lki 
numarah diski kullann. 

Kendi verilerinizi girmek igin bol database'ler istiyorsaniz o zaman san etiketj
iki numarah diski kullann. 

ki numarah dislteki veriler kopya 	 edildikten sonra, sizden kuruiu;unuzun ismini
girmeniz istenecektir. Bunu yaptiktan sonra, enter tuluna basin. 

Bir sire sonra lmune N tuqu ile yanit verebilecegini? birkag soru daha olacaktir. 

Hepsi bu !!!Ve sistemin ilk g6rntisUrnl gdreceksiniz. Escape (ESC) tuluna basin ve 
ona menly aim. 

4. 	 Na, Boaaaak ?
 

c:\> yazm g6rilnice cd\HWARE yazin ve ENTER tuluna basim.
 

Ekranda c:\HWARE> g6rilniince, HWARE yazm ve ENTER tuluna basra. 

Tamt=n gOrintOsO ekmna geldiginde ESC tuluna basin ve sistemin ana mendsilne g-. 

*HWARE'den pkmak ion: 

Awa mmnfldeylen, ALT-Xe basin 

Eer am momsde deljseniz, QUIT se~enegini (di'er menilerde) seqerek vaESC tnzuaa gerekb 	
da

kadar 	basarak ana meniye d6nin. Sona ana menude" 
ALT-XVe bam. 

S. Am Ml 

Sisterni bqlanimtza, d6rt seqenek g6receksmiz: 

FILES (Dosyalar): Vergi kayitlartn .iri§L duzeltilmes, yerletirilmesi ve silinmes. 



EPORTS R2 cr!a,-): G 2ne er1e'~- e i di sL
 
~tanu~adzg~ apor~a rj aim.nrnaS.I
 

a
ap Lmas' 

LTEL TIES P~t~ ran jzea de b kim aLism asim 
duzenJerimei, ar~lvlere' dosya~ann 

QUIT ((;ki ;: Sicme qkmas'i 

Ara nendden bjir seqenek segin, AT tuuna ve se~ene&L,;Jq~~>fAI~ 

6.. SDOSaa'Veri Giri~iye D~r i me
 

~ ~ 
 ~FELES seqenqni seqtjiiz zaman, zirxide qah~nak izere itC

i* bir iste gbrtjnecektWi .
 

L e Rme
 
Ive'KURULu larin poj
 

KUUT usqibisnz Enter WuUrna bastzj= zaman, Il A
otomaik cak'siziniginforma sok-ulacaktzr.~
 

AiDosvayil'semenizden. 
 sonra, for-u ~ agsi-kad
taman=aymianda g6remezuuz qun-ku ekranAda dlaha bgviikt, l~-

Ekad g~ae fom IMK i Ln.. 4ekranijl alt kzsnminc -Y AA.A(mendtinokuU~nizgerekmeitedtr, lAc:ion mendUndeki sege~ 
ADD D0yy ver kai,bi ktmEDT K~oaira bfr~ik .3: -as 

LOATr 
 adn aranaszi I~ , I'U'' 
,A 

~"Il'I~lANEXT:1 Dosyadaki sonraki.-----,L'<esiI 
~:K- -<>rPREV:I Dosyadaki 1bfr ~e. 

, -- ADELTE: Kayin eq~'ci. oI a-i, 

1,2Action Men~Ideki atf Oeqezm '' ILandzrilarak 
'"f'I"I~-~ ' 

""I'm~MeUd iqi ok tu1aruvI .. l~lsni. 

I Action men den etti S UL
 

rforina yeri grerken ya-da
n~ulnb s ~ 'q ~ ~t- ~ eid 

gitmek fgindir

-B nekrandannkdole~r?~ 



(;ikabilrnek iqin ka ittaki Wtm space'leri kontrol etrnenjz gereklidir. Yoksa -&idijz*veriler (ya da yapr1ti diizeltmeler) kavdedilmevebilx. 

Forrnun ozel bir bolurnune data giri~i tamrnlandiktan SOINR.A, toplarman- otomatik 
olarak doldurulduguna dikkat edin. 

7. yeri Yolama-i ve Basit Ana~frer Yapilmas 

Bu 	otururnda, (1) BROWSE kullanan verileri yoklayacagiz ye (2) bazn istatistiksel analizer
yapacagiz. 

* 	 Raporiar, yoklamalar ye analer iqin, ana mend.den REPORTS opsiyoriunu segmeniz
gerekmektedir. 

Bu 	opsiyonu seqtikten sonra, bir alt-menijden garilnecektir. Genellike bu alt-menudekiopsiyonlar, ek opsiyonlar oldugunu g6stereri bir i~arede birilke ekranda g6riiirler. 

* 	 (BROWSE SELECTED FILE) BROWSE SEIM DOSYA: Turn kavitla-nn bazikayularm, kayirlardald tern verilerin ya da kayidardaki verijerin bir. kismini
aranmasinda. 

* BROWSE SELECTED FU..E, seqtikten sonra, hangi dosyayla Ugfiendiginizi
gastermeniz gerekmekctedir. 

- Dosyayr seqdkzen sonra, dosvadak her Mee mL, yoksa doyani bir bdimunemi 	bakmak isdyorsunuz belrreniz gerekrnektedir. Eger bir bdlIire bakmakistiorsan ilVendigni veriyi (sahalan) se~eek hangi bdlikm olougunubeUrtmcnz gerekecektir Veriyz ok runm yardunia istediginiz alanagidmrek ye son da space tu~una basarak seebilirsiniz. 

* 	 Bundan son, FZO'a bum. 

* 	 ve,.ip birSWiRgb!!! 

* DATABASE ENFORMASYON ANALiZLERi: Bu opsiyon kayndardaki verierin terne!
aummrkan ypilma ion&f. Bu orurumdia. yalnzzc frekanslarm nasil elde edilecegini 

* 	 ANALYSIS opsiyonunu seqin ye sonra hanpi do"y i~in analiz yapilnasL-.:
istediginiz belirtin. 

* Southk menilde, kayirlai-in guplandu-dmas iqin sisternin hangi ver~ier:
kulannas gerektigini belirtrnek amaciyla FREQUENCY FIELD SELECTIO 
(FREKANS SAHASI SE(;Ivil) opsiyonunu segin. 

* 	 Eger top~ilarmm qikartimasumi istediliniz ba.~ka sahalar varADDMTONAL SUM FIELIDS' i'EK TOPLAM 
*st 

SAHALARI) kuflan,-
Ornegin, kondomlarin toplarni 
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OTURUM 10 

KOMPUTERIZ AILE PLANTAMASI FHIMvTLERi iSTATISTtX SiSTEMI 
Ana NoktaLar-. Egitimciler 

Zemin 

* 	 Sa~qkbakiu (Healthware) Hizzneti istatistic Sistemi nedir ? 

* 	 Kisa Taum; 

Tartg.ma: bu onwru amaqLari 

Tartqma: A(S/AP Genel Modiir~igi'nde ye, test ilerinde stratejinin test edilmesi. 

*Tartqma: Veri topLama. formnLari 

Bir 	bilgisayarda software nasil yerleltirilir? 

* 	 Sistemin ye menillerin nail planlandi~nin incelenmesi 

Bir 	kaydn girflmesi, deltirilmesi, aranmusiims 

Girilen kayidaua, bakdlzasi; 

* 	 Frekans anlizi 

* 	 Efer zaman MiahrsSorularm kullanjmu
 

Gergek verile alipirma yapilmiL
 

http:Tartg.ma


OTURUM 12 

iL UYGULAMA PLAINEN GELi TiRIRMDEsi 
Oturum Kilavuzu Kacdimcijar 

A.MA(;: 
Bu oturumun amaci, be§ dda Top-Up sistemi ye Komputerize 1-Uzmet 1scr-s 3 ZSistemi uygulamasini planlanmasidLr.
 

5 1/4 Saat
 

*Katilimciar Wlerdeki Top-Up Sistemi 
 ye Komptiterize I'Tizmet istaristik Bd1gi Sistem:uygulamasina yanelik tam bir haraket planina sahip olacaktir. 

*LMIS ekibinde destek ye izierne hareket planuun geli~tirilniesi iqin gereki ipu:(girdi) olacaktir. 



OTURLJM 12 

iL LJYGUI.AMA PLAND4N~ GEji4TiRfL.MESi 

Ek Notlar: Egitimcfler 

ETKtU EKtPLERiN KARAKTERJSTiX 6ZELUERi 

Etkili bir ekip: 

1-Yeterli bir Liderlik dzeiliine sahiptir ye lidertigin bilincindedir.
 

2- Hedeflerini agikqa gostermetidir ye bu hedeflerini payla.~maliw
 

3- lleri~ancak ulaqdabilir, uretim hedeflerine sahip olmalidir.
 

4- Hedefleri ile tutarli bir lekilde organize olur.
 

5-Ekip elemanLarinin iyiligini ye gehl.imini amagladigm 
 aqiqa gosterir; uveier 
desteicicyici 6zellig alan grup i4lemlerine onem verir. 

6- Thm ekip elemanLarin kaynakLdan kullanir. 

7- i~lemlerin gergeklephiilinesj iqin gerekLi naite~l~ere sahip elemanlardan meydan a 

8. 1 eterli karar verme prosedurleri ye yetkisine sahiptir.
 

9- Problemlerizi qdztlmUne ydnelik yeterli reknilere sahiptir.
 

10. Anla~m2azhgin aqzkqa Ozerine gider.
 

11- 03sUta(Wefin fazkmdadir.
 

12- Aipk saiml ye dlkfls bir iletimr kurar.
 

13- D~3m elemanlarm etkisine aqik elemranardan meydana gelir.
 

14- Kesin bir zaman programi He qiarni yurdhir.
 

15- Periodik olarak sonuqIann ye ekp ',a~imalar=m degerlendirimini yapar. 



O0TURUM 12;Radu 

M1rdi artikTop-upKo cras eptILI Ljistik.Sistemi UeaiePlanlarnasi Hi'zm et tst stk ' z 
S~~~~~~~~~~~ eroeribuunuyOrsunUz. 'Sizlerartik sistemin tasarim ~rr,~41fbseihknd 


bir iparqasisinii ye uygularin 
 Thrkiye " -Iieyinde,vavgina~nrilia mjn' once, s'sttmghdilMesi7ye'camarnlanmi s-haLine duUtms1i uuney tl~mz . * 

Bu sistemnleri kezidi ffler' izde uygulamnaya koyduktnsra han~i hususlain ali~malarda cCtvaratip hangierinin yaratmnadli ve sisteinjerin niasd daha iyi bir §ekle sok-ulabilecei cnusL2;-.
detayL rnotlar tutmaniz gerckecekiir, Mkf dagitim donemi ye U9 ayda. fal bir~donerme aictbdim (12 yuans eeuidnsolira yeni EIr work shop qal~masiiorganiz e i~. 

- - Nisan -Mayis 1994). i~te a work-shop esaid ihrredili'butIgifanmisonuqlr
 
ye sseerj e ekl&geU4irimnesi hususundaki 
 gbra§ L ka~ai sunakibh,
bulacaksm. Ayru a1,~rmafirsilresi iqinde sizierie~berabarce Top-Up ve kompiiterize sistemJ]

£ illerde uy~ulanacak prosedtlrlerle sistemnierine son ekilerini verecegiz.: 

W, -j1. 



EKSERSiZ (D' 

1. 	 Bu sistemleri uygularken ne gibi ana konu ve sorunlarla kar§abdeceginizi du§un,-,%cr3 ...- Z
Bunlan nasi qozumlemeyi plardivorsunuz? 

Konu Sorun I 

Konu Sor n 2 

2. 	 Liktfen jef4tirilen s'istemler igin bir faaliyet ploru gel4tirin .. aqiklayin. 

a) Faaliyet .
 
b) Faafiyeti yil tmek igin kim sorwnlu olacak?
 
C) Faaliyet ne zaman uygW=aya konulacair
d) Aakaradan 
 ACSAP Genel WdUdago'nden isteyebdecei:-

de3tekleri aqiklayuuz. 
e) Ekip sorumiusunun kim oldugunu aqlklayin. 



IL FAALfYET PLANI 

SO R U ML U KiC .......................................................... 

FA.ALIYET SORUMLU NE ZAMAN (AY) DESTEK 



Annex F
 

Main Contacts
 

U.S. 	 Embassy, Ankara
 

Dr. Roy Jacobstein, USAID/Washington 
 Country Specialist
Dr. Pinar Senlet Health 	and Population AdvisorMs. Carol Miller University of Michigan Fellow 

Ministry of Health 

Dr. Ahmet Mlski Deputy Undersecretary 

Mother Child Health Family Planning General Directorate, MOH 

Prof. Dr. Ayle Akin Derv~io*lu General 	Director
Mr. Ujur Aytaq, Deputy General Director 

LMIS Team SupervisorDr. Mehmet All Bilker Deputy 	General DirectorDr. Kemal Hoqgeln LMIS 	Team Member
Dr. Ibrahim A/kahn LMIS 	Team Member
Dr. Ufuk Miski LMIS 	Team Member 

Translation and Assistance 

Mr. Abduilah Kasepl LMIS 	Team Associate 
Ms. Bilge Onal 
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tivity 
 Responsible 
 Product 
 By When Remarks
 

Communication with 

Provinces: 


Follow-u 

Follow-up Contact 


Problem Collection 


Ongoing contact 


Monitoring 


NOR LMIS Official Letter 

Tam 
 to Governors of 


ContactNOR LMISPilot Provinces 

1401 115 

Team 


MO LIS 


Team 


NOR LMIS 


Team 


MO LMIS

Team 


Establish Evaluation OH [MIS
criteria for plans 
 Team 


Evaluate Provincial 
 MOH [MIS

Plans 
 Team 


.Initial progress 

report 


-Problem List 


Potential 

Solution List
 
Regular progress 


rprovincial 


Monitoring Visit
Report 


List of 

consistent
 
Criteria for usetoC/MHea
in ProvincialtoD/MHea
 

Plan evaluation
 
Feedback if 
 Oct 29
 
necessary to
 
Provinces
 

Oct. 11 Requested by

1993 workshop


priiat
 

Oct 31,
 
1993
 

Dec 31,:
 

1993
 

Ongoing 
 Will correspond to
 
plans 

and as need 
dictates 0 

0l.Nov-Dec 
 During Preparation
2.Jan-Feb 
 and then after
 
first round of
 

~deliveries
 

Oct 8 Arrange for
 

N-_ 



IIIoV-tI) Workplan for I.MIS Central Tean
4. Determine Resource 
 MOH LMIS
Requirements from MCH-FP 

List of support As soon as Follow-up Plan for
Team 
 needed/perhaps a 
 Possible 
 provision of
 
workplan to 
 support including
ensure provision 
 communication with
5.Install computer module of support


CDC LMIS provinces necessary
Logistics Program
for Logistics Data April Dependent on smooth
Team 
 for Forms 
 operation of manual
 
A,B,C,D. 


program and
 
-- -- -- - -- finalization of
6. forms..
Establish Evaluation 
 MOH/CDC/MSH 
 List of Criteria 
 Prior to
Indicators l.Evaluation of
LMIS Team 
 initial months of supply
 

evaluation 
 2. Schedule?
 
3. Schedule kept?

4. Data entry?
 
5. Staff skills in
 
using program
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