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I. INTRODUCTION 

This report summarizes the major administrative and 
technical activities that led to the successful implemen
tation of the Family Planning Management workshop 
held in Yaounde, Cameroon from 28 May to 8 June 
1990. The complete technical reports (French and 
English versions) are in Annexes 1 and 2. This work
shop was conducted by the Family Planning Manage
ment Training Project (FPMT) through a USAID buy
in from its Family Health Initiative (FHI) Project. This 
year's program of activities includes the above work
shop, a workshop on supervision and a follow-up 
consultation to assess the results of the workshops. 

The principal Cameroonian collaborating organization 
was the Ministry of Social and Women's Affairs 
(MINASCOF) which is responsible for all demographi
cally related activities including family planning. The 
Ministry assumed overall administrative responsibility 
for this workshop including invitation, nomination and 
selection of participants. Altogether there were twenty
five participants. The majority were from the Ministry 
-- 17 Directors of Women's Centers and six Central 
Level Officials. Two staff members of the Save the 
Children Family Planning Project also attended. 

The workshop focussed on the development of skills in 
supervising family planning programs, preparing 
supervisory instruments and conducting supervisory 
visits. 

The responses to the workshop in the evaluations were 
uniformly high with regard to overall utility of the 
workshop, its content, methods and trainers. 

II. BACKGROUND 

This workshop is part of a series of activities in the 
areas of management, clinical training, IEC and policy 
formulation being conducted by various cooperating 
agencies under buy-ins from the AID/Cameroon FI 
project. The activities are being carried out in anticipa
tion of a bilateral population program. In May 1988, 
FPMT participated in the initial design of these 
activities which are aimed at channelling resources to 
help the Government of Cameroon broaden its pro
grams in family planning. 

FPMT's support to the above efforts via management 
training is directed principally to the network of 
Women's Centers. The first workshop held in January 
1989 reached seven Directors. The current workshop 
trained 17. So far, nearly all of the Directors have been 
trained, during one or more of the workshops, in basic 

planning skills including formulating goal objectives and 
targets, preparing work plans, writing budgets based on 
program activities, preparing job descriptions related to 
program manpower requirements and establishing 
appropriate monitoring and evaluation procedures. 

The workshop was originally scheduled for early May 
1990 but was postponed for two weeks. A representa
tive for the Minister of Social and Women's Affairs 
addressed the participants at the opening and closing 
ceremonies, discussing the national population policies, 
the mandate and role of the Ministry in developing 
responsible parenthood programs in urban and rural 
areas, and the importance of an approach to family 
planning programs with the underlying philosophy of 
freedom of choice. 

III. ADMINISTRATION 

A senior official of the Ministry coordinated the overall 
administrative activities and management of workshop 
logistics from the planning to the implementation. A 
workshop administrator seconded from UNDP was 
designated as financial officer for the workshop and 
administered all local funds covering participant-and 
direct costs. The FPMT buy-in covered the cost of 
facilitator-trainers, training materials and participant 
expenses. The Ministry provided workshop supplies. 

The workshop was held at a local rural development 
and teacher training institute.The Ministry provided 
secretaries and basic office equipment to prepare 
additional materials, group work reports, and the draft 
of the final report. 
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IV. PARTICIPANTS 

There were2 5 full time participants. There wereI2 0 

FrancophoiC4articipants and five Anglophone partici
pants. They were divided into two groups, each with a 
full time facilitator. The list of participants follows: 

1. 	Mme. Agn6s Julienne ADAMA 
Directrice, Maison de la Femme, ABONG-
MBANG 
MINASCOF 

2. 	Miss Monica EFFIONG 
Directress Mundemba Women's Center, 
NDIAN 
MINASCOF 

3. 	Mrs. Agwi Catherine ATANGA 
Directorate of Women's Advancement and 
Women's Educational Service 
MINASCOF 

4. Mlle. Marie Colette NDZOUGOU 
Directrice, Maison de la Femme, FOUMBAN 
MINASCOF 

5. Mme. Marie Louise CHEKEM 
Chef de Service Adjoint de PAction D6mogra
phique 
Direction de la Protection de PIndividu et de la 
Famille 
MINASCOF 

6. Mme. Marie-Th6rbse NGOMBAHENIG 
Directrice, Maison de la Femme, POTMA 
MINASCOF 

7. Mme. Julienne NGOUMOU 
Directrice, Maison de la Femme, BAFOUS-
SAM 
MINASCOF 

8. M. Joseph-Emmanuel NGUIDJOL 
Coordinateur Projet de Planning Familial 
Save the Children 

9. Mme. Collette NOPOUDEM 
Directrice, Maison de la Femme, MBOUDA 
MINASCOF 

10. Mrs. Eyere Veronica OBI 
Directress Women's House, MAMFE 
MINASCOF 

11. 	 Mme. Marie Marcelline OYIP 
Assistante Sociale Directrice 
Maison de la Femme, NKOLNDONGO 
MINASCOF 

12. 	 Dr. Stella Bengle Bongwa ZEKENG 
Save the Children , 

13. 	 Mme. Christine NLEND 
Directrice, Maison de la Femme 
DOUALA 
MINASCOF 

14. Mme. Suzanne EPEE 
Direction de la Promotion Feminine 
MINASCOF 

15. 	Dr. Suzanne MOLU 
PMI Centrale, Yaounde 
MINISTERE DE LA SANTE 

16. 	 M. Tanrang DOUMARANG 
Chef du Secteur Departmental, 
MINASCOF 

17. 	Mme. Laurantine-Flore ELONG 
Directrice, Maison de Ia Femme, EDEA 
MINASCOF 

18. 	 Mme. Emma-Victorine KAMSU-KOM 
Directrice, Maison de la Femme, TSINGA, 
Yaounde 
MINASCOF 

19. 	Mme. Amaya YADJI 
Directrice, Maison de la Femme, MOKOLO 
MINASCOF 

20. 	 Mrs. Theresa EGBE 
Directress 
Women's Center, KUMBA 
MINASCOF 

21. 	 Mrs. Comfort EFFION 
Division of Responsible Parenthood 
MINASCOF . 

22. 	 Mme. Hadidja YOUSSOUF 
Directrice 
Maison de la Femme, Garoua 
MINASCOF 

23. 	 Mile. Marcelle MBAH 
Directrice, Maison de la Femme, BAFIA 
MINASCOF 

24. 	Mme. Therese TIENTCHEU 
Directrice, Maison de la Femme, BAFANG 
MINASCOF 

25. 	Mme. Clothilde AMBANI 
Directrice, Maison de la Femme, AKONO-
LINGA 
MINASCOF 

2
 



V. TRAINERS VIII. EVALUATION
 

There were two trainers: 

1. Saul Helfenbein, Chief of the Africa/Asia Division, 
FPMT 

2. Lielie Bula-Bula, Consultant from Zaire 

VI. WORKSHOP PREPARATIONS 

The basic core materials for the workshop's five 
modules were prepared in French and English in 
Yaounde by Mr. Helfenbein and Mr. Bula-Bula The 
materials consisted of course objectives, exercises, 
handouts, reading materials, and a series of personal 
managerial capacity diagnostic instruments and short 
handouts on subjects related to the module themes. 

VII. WORKSHOP CONTENT AND 
METHODS 

The workshop focussed on the development of skills in 
supervision of family planning programs suitable for 
organizations such as Women's Centers. The training 
program's modules dealt with the concepts of supervi
sion, the planning of a supervisor program, the conduct 
of supervisory visits, and the giving and receiving of 
feedback. 

The workshop was designed to lead participants 
through each of the steps in formulating a program of 
supervision for family planning programs to established 
in the Women's Centers. The subject matter for each 
module was presented in a short lecture. Lectures were 
followed by exercises and a presentation of group work 
results. Each exercise built upon the results of the 
previous ones. A field exercise was developed to permit 
participants to test a supervisory instrument which they 
had developed. 

In addition to the formal structured learning approach 
to developing supervisory skills, facilitators introduced 
each module with a diagnostic management tool to 
enable the participants to determine their performance 
capabilities as managers in leadership and communica
tion. These diagnostic tests were both instructive and 
amusing and offered a congenial balance between 
functional and organizational aspects of management. 
Detailed technical reports for theFrancophone and 
Anglophone groups are attached (see Annex 1 and 2). 

Each module was evaluated individually. Participants 
were uniformly satisfied with the content and conduct 
of each module. The workshop was rated on seven 
indices on a scale of one (unacceptable) to five (excel
lent). The results are as follows: 

Indicator Score 

1. Overall Rating 4.8 
2. Objectives Met 4.5 
3. Utility 4.8 
4. Learning Materials 4.5 
5. Relevance of Materials 4.3 
6. Teaching Methods 4.5 
7. Instructors 4.9 

IX. NEXT STEPS 

This workshop completed the current FPMT buy-in to 
USAID/Yaounde's FHI Project. A planned follow-up 
can not be carried out under FPMT owing to lack of 
funds. The shortfall was due to the fact that it was 
necessary to conduct four workshop under this buy-in 
rather than the two originally planned because of the 
need to accommodate both French and English 
speaking participants. USAID/Yaounde is making 
attempts to identify funds for the follow-up and a 
tentative schedule and follow-up plan were prepared in 
collaboration with the MINASCOF in case funds are 
made available. 

This workshop ends the current FPMT program in 
Cameroon. The pace of development of the family 
planning program in Cameroon is accelerating. The 
SEATS Project will be providing support in order to 
establish family planning clinics around the country. 
Included in these clinics are six of the Women's Centers 
whose directors participated in the first of the FPMT 
workshops on local planning. 

When FPMT began its management development 
activities in Cameroon in early 1989, the MINASCOF 
was the only institution with a clear mandate and 
interest in the area of family planning. Now this has 
broadened and the Ministry of Health has established a 
unit to deal with family planning matters. Further 
management development activities will be required. 
Several suggestions were made for a continuing 
program of management development: 

1. Replicate the two courses on local planning 
and supervision given for MINASCOF person
nel for MOH regional health officers and 
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family planning clinic personnel. Also train 
local trainers to continue management training 
as the family planning program expands. 

2. Provide technical assistance to the MOH 
department responsible for family planning 
related matters to set up systems for ensuring 
effective coordination among MOH, MINAS-
COF and PVO family planning programs. 
Emphasis would be placed on setting up a 
Management Information System to monitor 
program activities, costs and service results. 

3. Continue to provide training and technical 
assistance to the MINASCOF Women's 
Centers in MIS, financial management, human 
resources, management, etc. to ensure the 
delivery of quality family planning services and 
to develop sustainable family planning pro
grams. 

X. CONCLUSIONS 

The workshop was judged a great success by all the 
participants. It received considerable media coverage 
as had previous workshops. This workshop, like the 
previous ones in one in January 1989 and March 1990 
provided considerable impetus for the rational planning 
of family planning endeavors through the infrastructure 
of Women's Centers under the auspices of the Ministry 
of Social and Women's Affairs. The time is ripe to 
extend management development efforts to the MON 
and to the individual Women's Centers. 
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ANNEX 1
 

Mnistbre des Affaires Sociales miF'ISA 7-C44EaW 
et. de la Condit on Faminine 

TEML'i7CC. BEiCWZ 

yRKSDP (N sJ.WI Isia 

OF .9AMZLY IIAMVTMW PLMAAB. 

28 MY - 8 JUBR 1990. 



I 

Minist~re des Affaires Sociales 	 FBvT/USAID-CAMEROUN
 
et de la Condition F~minine 

tja4JiAVA SEMINAIRE-ATELIER SUR LA'SUPERVISION 
DES PROGRAMES DE PLANIFICATION FAMILIALE 

OBJECTIVES 

At the end this workshop participants will be able to
 

1). Ecpldn the concept of supervision
 
1.1. 	Give an operational definition
 
1.2. 	List the most important elanents
 

2). Plan a program of supervision
 

2.1. 	Prepare a set of supervisory instruments
 

2.2. Prepare a supervisory schedule 

- 2.3. Prepare a budget for conducting a supervisory program 

3). Conduct the supervisory activity
 

3.1. 	Identify the activities to undertake
 
during the supervisory process
 

3.2. 	Carry out supervisory visits
 

3.3. 	Identify professional deficiences
 

4). Give feedback based on data obtained during supervisory visits
 

4.1. List the characteristics of effective feedback 

m 4.2. Give effective feedback based on a supervisory visit 

4.3. 	Prepare an out4 e for a supervisory report.
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BEST 
AVAILABLE 

D4Y 1 28 MY 1990 

1. Them : Concepts of SupeZnision 

2. Objectives 

1. 	 Explain the concept of aspezvision 

1.1 	 Give an cperaticnal definition of supervision 

1.2 	 List the major .2nmnts in upervision. 

3. 	Nethods :
 

- Discovery
 

4. Activities 

- Self test a2 Ability to negotiate
 

- Case study an sp :visozy situation
 

- Group disassianc-z elemnts of spervision
 

5.-Results 

Following the official c-ening ceremry of the workshcp, participants 

tested themselves an theirabi.tiasas negotiators. A test instzrumat was used 

to score them a2 the inportance t v gave to the desire to obtain results and 

the irportance they attached to cc .c:.icatic2. 

In the discssion xdich ensued, the following points were stressed. 

. Negotiation is an i.-portant aspect of daily and professianal life. 

. Mthazt effective negotiations that lead to 2zmtual agreemnt arcd 

ccupranmses a2 differing points of view, need, and interests, work 
does not get done and results are not achieved. 

. iWithat effective negotiation, pecple becom dissatisfiedand frus

trated. 
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Participantsreviewed the five zsrps to successful negotiation. These are 

1. 	Exchange infozmation on different needs,
points of view, and interests 

2. 	Identify mutual cxpectatians, that is, 
areas of cannun interest and neo 

3. 	Fornulate cannn goals and results 
to be obtained 

4. 	 Plan how to s.lve prob' -ms-hich nay 
arise in real: *ngobjectives and in 
achieving res.. :s 

5. 	Set time peri- to review apectatians 
and objectives. 

It 	 tas pointed out that in nost ns:ances, thon people negotiate they cover 

steps I and 2, however, they soldo: go through the remaining steps. This often 

leads to unsatisfactorynegotiatior= ' t'.us to disappointments and frustration. 

Participantsthen identified the various situationswere negotiations play on 

inportant role. These included wvdsCp contracts, reczutmznt and hiring of 

personnel, planningprograms, -d finally, supezvising wrkers. They thea proce

dod to negotiate the workshop ccntrz-.t. 

This involved a review of the workshop objectives, workshqop methods, and 

wz*shop prgrams. After reviewing the above they acccpted the objectives and 

establishedwrkshcp behavioral nozms including : punctually, mutual respect for 

each other's cpinian, team work and nutual help to carry out all workshop aztivi

ties, apaness and free exchange of ideas and experience. 

The participantsthen began their discussicn of the first objective : Explaining, 

the concept of supezvisian. Par.:cipantsundertook an analysis of three short 

cases to try to identify the pr;. zinal elemenrts of supervision in order. 
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to arrive at an cperaticnal definiticn of supezvision. ($ee Annex 1 for the 

three ease). 

The results of the case study are presentedbelow: 

The Abip The Mess The Fist - Fig:2t 

ICS # 1 C4E # 2 CAS_T 3 

I 
1) Problems - Is Chief of center bo I-Negligence of duty - Msundertanding tho
 

boss - Lack of coordina-1 nurse x nightwith

-Is lack of c_. u ticn abo the nig-1 - Lack of duty cons

nication ? I ht staff a lack I ciazsness a2 the pall 
- Gossip amng staff I of cocperation I of the nurse 
- Jealcusy amrg staff I- Role confl i ct. I - Aurse is nossylshe 
- Dissatisfaction I~ I shculd mind her camz 
- Lack of nutual uni.er- I eI business 

stand amng staff I I - Night tatch is not 
- Ms under standing the hozpital time 
- Chief of service insen-, keeper. 

sitive to needs of 
staff 

2) Causes - ief us sent for - --Lack of organiza - Lack of supervisi2
 
training in FP. He is tian
 
the cnly one. The )thee -Poor supervisio2 - Jobs are not well
 
staff are angry. They .1 I defined
 . -Job not well decculd have also uentec fined.to go, so they are dis - Lack of ccmnmica
satisfied. tion annsy staff 

-Reascns idy the chief
 
Uas selected to be
 
trained in F.P.
 
SWre not genuine.
 

3) Consequencesl - issatisfacticnarng - DissatisfactionI ~} Constaff - Fights between yaur 
anng staff staff 

- Decline in the nuncer 
of acceptors, by 25% Dirty aterials - Jobs are not proba- I 

- Wz*ers refuse to r in laboratory bly done 
ry cut their tasks
 

-Unhealtly wrk atmn.s-
 Iphere in your F.P. cen 
ter.
 

41 Sautias - Have a staff nmetil, - Have a staff ae- U- Redefine jbs amgto let everyone expres ting to redefine j staff
their views about idhat tasks j- Duty conscianess 

o supervi - Institute %Ies 
sia2 regulationsC 


U
~.1
 

I 



j. 

:A 
-~ 

q
I 

~f ~vsx - 4A 

N It! 
is going on and Tsy 

-Organize a2 the spot 
trainingfor youa mor
kers. 

-Do a Job description 
and division of labcur 
among staff 

In the ensuing discussion, the follwing points were enphasized for each case 

Different types of conflicts, different types supervisory styles, different 

types of cnsequences related to output, quality of services, and uork environ

ment. 

C4; STUDY AALYSIS 

1~ 
WI4T 20 SC4SE 1 GOSE 2 C4M 3 

LOCK 1W 

- Conflict between chie '- Cyflict between - Conflict betweal in
and workers graips of workers dividual workers r- Refusal to work -Failure to obser- -Failure to observe 

ve technical normsl norms administrative 

CAUSES - Style of the chic 1-Respcnsabilities - Re-pensibiliti-s for 
- Lack of agreement cn Unclear enforcing norms un

content of work t asks- Lack of ntivatian clear 
and nrthods ,-Style of chief - Responsibilitiesun

clear 

- Style of chief 

-Drcp in effort Deterioration of I-Disruption of service 
-Drop in cutput envircnmaut F-Possiblelitirtin 

Deterioratin in I- Long term conflict 
I quality of sericel amongpersonnel 

Potential increase] 
in staff costs (ct 

-Dtertii)
Frwu-eDistuptica ofYsertiesI I 

vertme
~-Change style fra om Ciange style from4 hnestl oat-S0LOTIGVS 1 -- osbl.iigtc

rantic to partici- ve1 indifferent to au- cratic 
(Negotiate) Itocratic Enforce behavioral 

fReview job descri-xxzcns- Enoc tImcl nri- Enforce technicalInomI 
tasrs an f Inorms F Clariy respcramili-I 

I 
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'	 IParticipantsthen came to the follaking cocensus cn the znjor focus ans ele

ments of supervisicn as presented below. £ 
FACTOR 1UhIECIAG | F2TS OF s"WVISIcI FACTORS 1VTHEC1AG 

IP&?VISAP MEERISPE £
I 	 I 

Institutional ICcntert 

1. 	 OrganisatiCZn .Task I 1. Norms I 
2. 	Procedures 2. affrts 2. mntivation 

3. 	Ressaurces 3. working canditions3.re:-Its 

My12 : 29 MY 1990 

1. 	 Theme : Ccncqts of Supervision 

2. 	 Objectives : See Day 1 

3. 	Method :
 
Discovery
 

4t. 	 Technique : 
- Disazssicn
 

- Case Study
 

5. 	Activities : 

The day sessia c.2sisted of the following activities 

- Clarificaticn 

- Review c.^ el.mnts of supervision 

- Disassicn c supervisozy styles. 

6. 	 Resul ts : 

1. 	 Participantsreviewed the ajor factors related to supervision and 

reenphasisedthe cperaticnaldefiniticn of supervision as ccncern to 

quality of wor: perfoned by the ezployee, the level of effL-t erer

ted in performing tze work, and the results IdIich the worke achieve3 

../1I
 



- 6 	 BEST 
VAILABLE-JO6 

Participantsthen look: I at the najcr elements Ihich the supervisor 

has to cansider in 'agrd to work, effort and results. 

1. 	 Mth regard to work, t>' supervisorhas to be able to judge the qua

lity of the eplbcyees w-:t -hat is, the supervisor has to be able 

to evaluate the worker's perfomance. Perfomance evaluatio2 requi

res the establishr.22t of nouns, which are standards of acceptable 

perftwance. In order to be able to distinguishbetween very goad, 

good and poor perf ..-ance, the supervisorhas to prepare criterza.-

Criteriawere defined as descriptions of professiaial, technica or 

social behaviorIdrich allows the supezvisor to objectively judge hde

ther performance is very gocd, goad, or poor. Participantsephasised 

the tollwing in regard to criteria 

a. 	Criteriahave to be written dowi for each task 

b. 	 The supervisor has to inform the worker abat the criteria 

rJhich will 5e used t; judge his performance. 

c. 	Althargh it . .es considerable time and effort to prepare 

criteria,the - '--viscr'swork will be in the lamg run if 

criteriahavr been prepared. 

d. 	If the workeQ 's c:ab descriptian includes tasks the supervisor 

can selectively choose these tasks uhich are the most innor

tant and an rhic the rest of the work depends. The supEvi

sor the prepares criteriafor evaluating the perfonance of 

these tasks. 

2. 	With respect to effc. t, the stpervisorhas to lncw iAdat factors ..1ti

vate workers. 

articipants It ' actors irpbrtant in nntivating workers 

a. Meeting persnalneed. This included ccnpensaticn (salary) 

and status (reccgniticn) 
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b. 	 Giving workers initiative. This included delegating res

pcnsibilitiesand decision naking authority to carry cut 

resposibilities. 

c. 	 Providingprofessicnal satisfaction. This included prcwi

ding training, resaurcesand support to achieve results. 

3. With regard to re --'ts, particiantn envir2rnint as the 

critical influe2ce n the ability to prduce results. The working 

frircnn2t uas c-- acrerizedby its organisatia2,work plans staff 

relationships, financial ad entorial resairces, and the anne5r 's 

style. The annage's -' supervisor's style es considered mst im

portant because oi its influence az the other elemrrts. 

Participantsidentifi--! t.1.x nain styles I 
Autocratic, Laisser-fairecar, indifferent (and Democratic (or, 

participative).Ptrticip cts looked at the effects of each st., ?e, 
the positive and regative aspects, and the situations in d'ic each 

style wcald be appre;-'ate. 

a. 	 Effects of the different styles. 

Autocratic	 Laisser-Faire Participative 

1. work is inposed 1. Abrk is not 1-.- worker's feel inportant 
organised or proper2. 	little ccntribuficn 2. workers take more resly 	planned

by 	worker- pansibility 
3. 	 little discussion of 2. administrativenorzm 

3. Short tezrn difficulties
cbjectives	 .iot foll- ed but long-term results. 

4. 	 frustration and dis- 3. p' c-sant atmosphere 
satisfactian : the begn2ing irus- It& tic in the end.5. 	Short-term results, 
lang-term failure 4. .,t tem results
 

-z-tezm failure
 U 
Ua..' 

I
 
3
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b. 	 F -sitiveand negative aspect of supervis -'j sty

12s. 

STYLES	 WSITIVE ASPECT AESATIVE ASPECT 

Autocratic O0>:-ins results rapidly	 - poor quality results
 

- creates frustra'-on
 

Laisser-Faire upervisarexpends less effort - Disorganisaticn
 

and avoids ccrfl jEts wit?: - Ccnfusicn
 

workers - Frustraticn
 

Particic-tive	 Workers and supevirsr sha- - Takes a great deal of
 

re :espcnsibilitiesfor effort on the part of
 

achieving re: !its the sunervisor
 

Participantsnoted that in .. 2 participativestyle, the supervisor had to nego

tiate all the time with his workers. 2ie negotiationprocess was reviwedl in 

this regard. Euphasis was place. clarifying ztual epectotiA2, spocifying goals 

and objectives and providing s;<ort to the worker. 

c. 	 Situatians ihen if z: s2t styles are apprqpriate 

* Autocratic style is apprpriatein emergeacy situations 

.	 Laisser-Fairestyle is apprcpriateuhen the supervisor and su

borlinates c-"a of equal professicnal standing 

* Participativestc-!e is apprcpriateihen workers are motiated 

but are frustrated because they are not achieving results. 

A case study xes used to illustrate the last point. 

The following table was prepared to help participantside2tify situations then 

different styles are appropriate 

.a.I 
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STYIBS SITUA TION 

ATvlIaV 

AU2DCATIC Men tasks are perfori 
nal below acceptable 
norms 

Men effort need to 
be increased rapidly 

Men resources 
are very scare. I 

I. 
1. 
LAISSE?-
FAIRE 

Men tasks are pe:
formsd in accozdance 
with acceptable norms! 

Men effort and aut
put is in line with 
prcgramgoals 

Men rescurcas 
lare available 

PA RTIC1PA-
TM 

Men tasks are not 
clearly related to 
goals 

Men cntput needs to 
be increased 

iMen there are nnM1 
jny demnds ao availlable rescurces. 

DAY 3 : 30 MIY 1990 

1. Thee: 

. Ccncepts of Supezvision 

. Practicalaspects c superisicn 

2. Objectives 

. Preparea supervisoryprogram 

a Preparea supervisory instrument 

3. Methods : 

. Discovery 

4. Techniques : 

. Discussion 

. Brainstorming 
. Grup Eercises. 
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5.Activities
 

. Identify the benei ts of supervisicn 

. Preparea jab desc'-ip.i-c for a sunervisor 

. Identify the basic requirements to do supezvisian 

. Preparean instrument to collect supervisozy infonmaticn 

6. 	 Results I 

a. 	Participantsfirst reviewed the situaticnsunder xhzch different. 
supervisor styles were appropriate.Enphasis vas placed on the utili

ty 	of disazssicng supervisin in terms of : 

1. 	Perfozrmance hich referres to the quality of ovrk carried 

cut and the criteriaused to judge. 

- Acceptable perforance 

2. 	 lotivati vhich refers to the satisfaction of personal 

needs, i: iative and profesicnal ccnscierticusnessthat in

fluence :2 annnt of effort exerted in carzying aut jcb 

duties. 

3. 	 Working evi 'cnmnt uhich refers to the rescurces avilable 

and prwride2 to the worker in order to ensure nximrn results 

The 	following table 'as prepared to indicate when different 

suervisory styles might be apprepriate, 

AP R1FV lST&5S OF SRERVisY STS 

SIE 	 SITUATION 

PER1RE I YTIVATInv I EzV1aWA1'VT 

A7 CRA- hen z :sks are perfcnzed be- Wibe2 effort is so low Pher resazrces 
TIC Ici at ceptable norms it endangers service are very scarce 

III 
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El 1tI~ Jh\VA 

1.	 I I 
IIAISSERP-EA1RS MWe2 task are performed IWMen effort IiWen resaurces are 

)Above land utput lavailable 
lAcceptable ' .:ad program land used in accordance 

goals 	 with goalsINon2s 

IPARTICWIPAIVE	 IMen tasks are perfonred IWhen effort is high khen there are nmoy de-

Jacceptable but are not but cutput is law jnands an available re-

Iclearly related to resz..ts I Isaurces
 
I I I
 
I I I
 

b. Participantsthen reviewed the benefits of supervision to the supervisor, 

the worker and the service. 2ese benefits also related to performance, mo-I 
tivation and working environment. They are sunnarized in the table presen

ted 2: flow. 	 a 

BMEFICLIRY	 MDTIVATIQV 

SERVICE
 Work is oriented to	 Target group Resources are used 
achieving results	 is reached with more 

increased effort efficienty 
and output 

Iproves quality of work Receives support tre resources a,'a 
and receives and satisfaction nade available to in
recognition thu:-agh greater crease professional 

participationand satisfaction and out
contribution to put 
decision naking 

SUEWRVIS1 Can use time to plan Can focus an pro- Can better plan hrov to 
rather than solve problen-s viding use financial and xate-I 
and deal with energencies resources and rial resources to in- I 

recognition to crease output and achiel 
increase ve results. 
effort 

c. After identifying the benefits of supervision the participantsproceded tOf
spervisor

prepa:ea job description for a supervision This ias a general identifi

catica of the ain duties of all supervisoriho wish to achieve the bene

fits noted above. 
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Job 	Descr- -n 

Sazmary : 	Supervisors rmssia. is to get the best from the people she 

aperviues 

Duties 

1. 	Plans aheal the program of supervision 

2. 	Evaluates results of worker's perfoiance 

3. Solves 	technical, administrativeand personal problems 

4. 	 Organises and attexIs meeting with staff to review work rele -ad 

probl m 

5. 	Negotiatesperformnce objectives with each staff menber 

6. 	 Sets technical a---? administrativenonms 

7. 	 Anages equipemn. =sd resources to motivate staff 

8. 	 Inaform and train staff to inprove performance. 

d. 	A brainstoringsessi .2 x.us conducted to identify the basic requirements 

for all supervisory activity. The brainstormingresulted in the .%Allowing 

list of requianents. 

1. 	Job Descriptions 

2. 	People assigned job descriptions 

3. 	A caref'-;plannedprogram to conduct supervisory vnsits 

4. 	 Instruments :u collect information 

5. 	Methods to analyse infonmation 

6. 	Methods to provide effective feedback 

The last three itens were identified as the principal ccpetcncies (technical 

lia20dic I tSich a supervisor must have. 

e. 	 In the discussian idk-ch ensued, it %asnoted that Job descriptions form 

the basis of the supevisory izstruanmt. The instrnmnt is a tool by which 

to collect informtic. or the performance, motivatian and environment of 
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BEST 
AVAILABL 

U
 
the worker. Participc2tsbegan to practice the cflpCte2ciCs in de' .lopinc I 

by CR20 .e1 -. peViSJ.. 

Director of a Wbrcn 's .. -:er. The prepared a J:z Descripticn and -, r cadn 

supervisory instzura s 	 Onezelop,to be ia a 

Iof the duties identified establided criteria Ic; judging very go J, good 

or poor perfonance. Very gocd wis identified as per'oromance dzicl exceeds 

acceptable norms, good as performnce idhich just meets acceptable norms, I 
and poor as perforamnce tdhich is below acrseptable norms. 

I 
DAY 4 : 31 M4Y 1990 I 

1. 	 2FIE
 

. Developnrxt of super - :ry instruments
 I 
2. Objectives
 I 

. Sam as day 3 

3. 	 Akthods I 
. Discovery I 

4. Techniques
 

. Graup disassion I 
. & concise 

I5. Activities
 

. Identify characteristicsof a suporvisory instzrent 

. Identify advantages and disadvantages of different perforrance evaluationU 

scales 

. Es -Ilish criteriafor duties in the Job Description of a worn 's Centr3 

Di. Octor 

. Prepare the format c a supervisozy instzrnmnt 

6. 	 Results 

A. 	 Characteristicsof .2crvisory instzrument. 

Participants iderti cd the following characteristics I
 
I
 



WA8I 'MWi BEST
 

- 14 AVAIMSBLE
 

1. 	A ;upoirvi -v instruarnt is -a too for colting fo 

tion about 

- Mktivation 

- Working cnvzirament 

2. 	 An izzstrument nust be 

Urganised 

- Logical 
- Realisticlfeasible 

The instrunent nust be usa -id the informtion an performnce, motivation 

and working carditiarsmust be (ltainable from questianning, absezvatian and loo

king at records. If the instrurnt s too long, or if the inforation is not easi

ly available, the instrument will r:t be usable. 

3. 	 A supevis.z i:zrnt should help the supervisor identi 

fy problems with regard to perfornmance, ntivation and wrz 

king ccnditions. It should also help the supervisoe identi

fy solutions to these problans. 

B. 	Advantages and disadvantages of different kinds of perfonmnce evaluairion 

scales. 

Participantsnoted that the use of scales help organise infomation and the

reby perit the sipervisor to nake judgcrrts an the quality of the wriok.r's 

percormnce. 

The scale xdich is chosen helps determine the criteriafor naking juo'guarnrs. 

Five types of cannr scaies were - vicwed, each with its advantages and 

desadvantages 

lllY 	 DOWI he iTnE aDwOWr 

Advantage Easy to ccnst: .ct, identifies work below standard 

Disadvantages : Does not flow to identify superviorperformance. 

... 	I 
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(2) Dane NICf Dam I ACUPTABLE RTFDWMivrf 

Advantage . Fasy It cotmuit- i , 'nics v~jv: r 

Di'.Avantages Does n-t al-; '<, itd tify sperrin prt -nI I-nc 

- (CRIERI) (C'.Ilhiz ) I (QCIZRIA) 

Advantages : Indicates ;- lity of pcrfonmance 

Disadvantages : Difficult to prepare 

DUTY 5 I 41 31 2j 1 I 0 I 

I I
 
Criteria Crito-ri a|Crito-ria (critoria criteria critoria 

I 

Advantages : Akes fine distinctians in performance and allows nxm-c sqphs-I 
ticated c. 'alysis 

Disadvantage : Takes a grc:-t deal of tinr ; sam of the distinctic- its m 

quality of perfornanceany not be real or inportant. 

i/5) I I I I 
DuT jB SETnait I Ik0sT Striau2RA 

I I I. 1 

Adv ,tages Easy to prepare 

Disadvantages : Introc2cos subjectivity. 

Criteriafor duties of 2o Director of a Wmn 'sCenter. 

3 Wpr.mtng 

Directora WanI2's Center. he referred to the job description of the Direc 

tor a Wm n's Centor, Iro.,,nted below 

Participantschose sc- j4 to develop the instrment for cho 
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catcd were sufficient and and properly usedl ccs did not partici
properly used in 	 the tine but all services Ipato and resurces 
periad	 contacted did not |iore not sufficicnt 

participate 	 land tin period uas 
Inot respectal 

Enare the sooth The canpmme of the Equipjat is in Eqipomnt is in n
running of the cn- cant0or is in good candiitia', good condition, coditim1nagoabl 
tars sectias the praisesare &Oan staf pranisesare clean t prass are un

are almys preset rdiow s aff lanow hAat t tidy. Staff are not 
anactly bat the sholadd dodo but are not al-rcgularand do not 

all knaw abat to do.
Iays n tinm. 

I 	 I I 
I 	 I I 
II 

Participantstha indicatedhow they wld collect inforwmtioa in order to be 

able to say to ihich of the criteria. The performace correVapods. They indicated 

guesticns then could ask, observations they coald nake and records they coald 

chock. 

E. Preparatiminof 	a supervisory fomx. 

Date :	 Tin : Nam of Supervisor 

Nam of Superviso:	 Title 

Post : Site :	 Instituti" : 

Part I	 *>EO* N 

I ORATO 	 CRTEI 

I I 	 I I 
I JE CS'tJ B2NTUS IIIW IV2 D I Gi) j I -t 
II 	 I - 1IIII 

I I I II 	 I 
I I I II 	 I 

I III 	 I 

II I I II 	 I 
II I I II I
 

I I I II I
 
II IIII
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Part II. MOTIVATION 

I JXIES I QUSTIUS OCSIRATIWS I RSXDS I I VERY SITISIED WSITISPIED 
SITI1DI 

Status jA lays sainti ms seldan
 
iwinwf i i Ireceives I receives reccives
 

I praise I priise I praise 

1NITIATIV 
LEMITI Rgularly Sanctims Soldom is 

I dolga-c ts doloa 
tcd authori authority authority 
ty 

PiOESSIO-
NAL
 

SITIFACTIM
 

IFeel I Fl sIFools 
I Training I vezy qualifiad Iunqualified 

I qualified I I 

Results IAwys SldonSantirns
I Ahee. I I II y Isoeie cievUAcvd achieves lachieves achieves 

results[resultsI _results 

I Rosarces I I Aliays has ISantimes IScldan has 
I I I I I saffiet Isufficicnt Isufficicnt 

resarces Iresources Iresources 
I II 

Part III1 hrkiIgfjf4ATI'E> 

REGES I UVSITISFIEIEL.&WIS OfSWS IGBSEVATIWS VERY IISITIET I I IIII I I 

S4IFC I
 

I Organisatio I IDetailex I Ganeral INo plans 
plans Iplan is Iare 

( csdget lavailable lavailable
I Iecalandr I I 
I arist 

Staff rela- No cmflict lDisagroo- Frequent 
tim-shipsI ants but no conflicts 

ihts
rI r 
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-11 If 1 1I.T 
I No stock I Occasional I Frequcnt IAvailability I I 
I outs I stock cuts I stock out Iof resources 

I | but not forl for inpor- I 
I( inportant tant I 
I(I Iatcrials imterial s 

IFall below IEI ceed Nct 
Pram I I target Itarget Itarget I 

appro Gaully SoldanI or'sAliays 
Style Ipriato apprqpriate apprqpriate 

11 II 

In thcwAripervsory foun the following points were madeLA 

SThe criteria Mr dtelos aeu2t bo stamixdiad as dttios differ for 

differaet cagoriesof persamol 

be standardised* The criteria for motivation and woring enviawnt can 

because anotivatinal and envirmowtal factors influencing effort and 

for all types of personol.resul s reqpectively are usually the sam 

the absor. It is noeossary, jaygp to idatify the questirns to ask, 

to abtain the infonmticn tovatims to make, and the records to check 

dotarmino tbich criteriabest describe the wrlacer's situatio vis-&

vis aotivaticoaland virmnt factors. 

MY 5 and 6 : I &i4Jr 1990 

These 

, Supowisory instrumnts 

Objective 

. Same 
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Mothods 

. Discovezy 

Techniques 

. Exerciso
 
" Groap wor*
 

. Sminstordng 

Activities 

. Prqpaetimn of a job description for Animator
 

. Prqpamtim of a szporvisory instnmmt for Animtor
 

Results 

a) Job doseripticn 

In preparingfor field -work, participantsprqareda Job Descriptimw 

for a wnm s mmwl anirator : 

JOR LEflOV 

Duties
 

1. Collect infoamtin cmceming their area of cpcrstim 

2. Analyse the infontim 

- identify eristingproblens 

- set objectives 

- select projects (set priorities) 

b) Cwtact the authorities 

c) Cotact target groups and ueAre noecessry create groups 

d) Devolop project and strategiesdcpcnding a the neals of the pcpula
timn 

a) Draw up a plan of action. 

3) &ecute solected project
 

4) Deliver talks and danstratiansto target grasps
 

I 
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51 Prcpareaudio-visel naterials 

6) Write quarterlyand annual rcports 

7) Organise fund raisingactivities 

8) Participatein other waon Is activities e.g. wmm's caters 

5) Organise cwanity projects 

Folloing the ?rqpatiaiof the job descripticn, participantspr<Parda super

visory instnanmt. They chose four key duties as the basis for assessing the per

fonance of the aninators.
 

2he participantsprepareda sapervisory for folloing the model disassal a2
 

day 4. It containal thre part : 1. Porfomance. Abtivatim and wr*ing crvircn

mt. The resultsare prcscmted in the Anner.
 

Participantsthen focussed on the planning of a saporvisoryprqgrsm and develod 

a list of activities that supervisorsaust carzy out. Those activitiesware divi

ded into threo phases : bolero, during, and after. 

Before 

1. 	 Rviewwritten reports 

2. 	 Identify dties to be apervisod 

3. 	Preparea standardisedsqporvisozy form 

4. 	Preparea program of sporvisiai including sites
 
to visit, persons to be apervisd, dates to
 
visit each site, tiae to acnd at each at each site
 

5. 	 Preparea budget for the prcgram including 

transport, 1 ging, food, sntorials 

6. 	 Identify persamel to carry or assist in the
 
suporisoryvisits and assign respansibilities
 

7. 	Orient staff to supervisory approachand supervismy fons 

8. 	Check to see if suporvisors should bring applies and abtain aspplies 

9. 	 Contact the necessary acinistrativeand service staff. 

a..., 
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NREG 

1. 	 Report -toadministrativeauthoritiesand exAlain missin 

2. 	Report to the supervision site 

3. 	EAnduct the suporvisoxy visit 

- Disass the superrisoryvisit with the aspervise 

- Accwpany her to the field or woz* site 
to abserve activities, ask questios, check records 

-Fill in the supevisory form 
- Provide feedback and discuss solutimntopro&?cn in $erfomnee, ntivati r2 

or the wrking cirrmwt 3 
4. 	Report the authoritiesbefore leaving and discuss raults of the sporvisory 

visit. 

1. 	 Tabulate ard analyse the collected infomaticn 

2. 	 MAkc rposals for solving problems 

3. Wite and distribute the asporvisory nport 

4. 	Follow-up the prposals to solving problans 

5. 	Set date for next suorvisoryvisit. 

In reviewing the activitiesparticipantsput Vcial stress a having a standar

dised form to mnaro reliability of infornatiai, and pzpering a pregam along 

with a budget, providing fedxiback during the sporisoryvisit, and correctly 

analysing results and following up prcposals to solve problans. 

DAY 7 : 5 At 1990 

hane :
 

. Cadactinga Spervisory visit
 

Objective
 

. Saw 

Methods
 

. Discovery
 

I 
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Techniques
 

. Field exercise
 

Activities
 
. Analysing results of a supervisoryvisit
 
. Corxiroting a stpervisozy visit
 

Results 

a) Analysing results of a asipervisoryvisit 

Roadts are analysad ndividually and colloetivwly. -Te Iolledyn 

flow chart give instzctims a %hatquestions to ask and idbat ac

timu to tako based m the ansavrs : 

Is them a daficiancy ? - (No)	 Give positive foodback and discuss how 
to furtho improve Wrt 

I
 
(Yos)
 

I
 
2. 	 Is tho doficietqr Cive feebak and disasm bow to cli - f&)important ?	 inate deficiency 

I
 
(Y1
 

3. 	 Is deficiency relatad Eamino ntivatioanand -- (No)
to performnce	 voriing azvircrunt 

I 
(Y) 

4. 	 Has worker bem (No) Provide training 
adequately trainad ? 

I
 
(Y }
 

5. 	 Has wadcor had cpportu- Provido time for application 
nity to adequately apply- No) with uport, or 
laobcdgo and skills rotraining 

I 

6. 	 Are worker's results Roview axpecta results 
and expectations clear Iwo) and clarify abjectives 
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7. 	 esIl' 
MYTlVATIGV AND 
MU&1M &W1RIIOV 

1. 	 Is dcficimncy relatald - (No)
toinitivative ? I 

(Y) -(Yes) 

3. 	 Does iuvxker lack 

I 

-(Yes)support ? 
cosiniative ? 

I[N) 

4. 	 Does worker lack 
profession2al 

-(Yes)
 

EWI PERFSIM2 
AND IMIC 
&Waw 

.1. 	 Is Deficimcy related to (NO)wrnking eoviramst ? 

(Y)
 

2. 	 Is there a lack of clear 
objectives 	 -fYes)

I 
W 

Examine 
Performanco 
and working wvireaant 

Determine hat tasks 
Can be dologated 

Provide 
resource
 
recgnitiam
 
further 
training 
assistance
 

Enforce
 
professional
 
norm 

Ii 

Performance or antivatim 

Review 
Plans 
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3. 	 Are there disruptive -{Ys) Dotennine nature of eilicts 
conflicts ? causes, and provide Couneling 

(N) 

4. 	 Are services inpeded 
by lack of 
critical resourcos ? 

5. 	 Is staff dwrraliseyd 
5ecause of lack of 
results ? 

(N) 

6. 	 Are staff frustmtod 
by chief's style ? 

(N) 

AD M71'AT1(A7

-(Yes) 

-(Yes) 

--- Yos) 

Identify 
logistical 
problans 
attemal 
constraintsand solutias 

Revicw 
objectives to see if they are 
realistic, and set realistic 
objectives 

Mot with chief to review oansoquance 
of stylo and possiblo changes to naka 

In socking the potential solutions to problasin motivatim, participantsdiscussed 

the ays to delegate offectivoly. The following points were ande 

1. 	Tasks to be delegated need to be
 
specifial in detail
 

2. 	Decision anking powers need to be specified in detail 

3. 	A supervisoryplan needs to be dram up. It needs to include 
the following 

a. 	persmn should not be blaim for nistakes 

b. dstakes shald be the basis for laming 

c. 	A date shald be set for reviewing resalts and negotiating 
what should he delqgatod.. 

4. 	 Certain task aich the director
 
carriesat can not be delegated.
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Generally there arc aboat 20 % of all the tasks which 
a diretor does vhich influence 80 % of the results of 
the organisaticn or program. Those tasks can never be 
delcgatal. This is called partislaw. 

5. 	 In order to have effective dologation trust has
 
to be built, and the directorhas to create an
 
atmosphore and values in her organisatianthat
 
develops trust.
 

MY 	8 : 6 JUE 1990 

. CarnUctinga supervisory visit
 

. Analysing results of a sporvisory visit
 

Objectives :
 
. Analyse the results of a supervisory visit
 

Mthods : 

. Discovery 

Techniques
 
. Sirulatima
 

. Exercise 

Activities
 

. Sinulatim of a series of supervisory visits to aniators 	 
* Review of principles of analysing results
 

. Analysis of results of suie-vision of 25 anizators
 

Results :
 
a) Siaulation of a series of supervisozy visits to anirators.
 

Because participantshad not been able to find anirmtorsihen they 

visited the sites on Day 7, a sinulaticn cxrcise ues held in order 

to give each participantan 2-ortunity to use the spowvisory form 

and collect data. The sInulation lasted 2g hours. The participants 

were giva different situati:is to i.actice data collection skills. 

I 
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Fef2acrg the eercise, the types of problems iihich can arise in the into

ractims between the supervisor and the aninntors are identified and 

possible solutions to those problans war discussed. The problans .crc 

divided into problems Ahich could occur hcn the supervisorimcts with 

individuals, and problams which occur ihda the supervisornrentswith 

a jroup 

Probl cm 

1. 	 Msunder standings 
f(xzwoso of the visit 

2. 	Tension 

3. 	Resmatnnt 

4. 	 Confusion 
(about questions 
vhich suervisor asks) 

Problans 

1. MMbers get cut of 
hand 

I 
I 
I 
I 
I 

Individual related problans 

Solution 

1. 	 crnlain purpose of the visit poli
tely and cordially 

2. 	Create a friendly atmosphere 

- Czangc style 

3. 	 Identify the cause of restmnt 
and deal with it qply 

4. 	 Use sinple lansuage 
- Ask the questian in different 

anys. 

Solutions 

1. 	 - Ask mbers to talk we at a 

tin 

- have a coffee break and change 
atmosphor 

- ask mrnbers to write cut their 
problans 

- reschedule meting and give tan 
pors a chance to quiet dam 

- negotiatenomfor the aoting 

- identify najorprobln and dis
cuss me at a tin 

- tzy to find a practical solution 
to m2e problae to build 

I
 
I
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.	 I
 
confidence and trust in supervi
sor's ability 

2. Mcabors attack or accuse 2 - Kccp a cool head 
the specrvivors of varias - Identify the problan and 
things 
 opanly discuss it 

- acccpt fecback 

with view to becoming a better I 
crviasor 

The variaus problam indicated above accurredduring the sinulationsand the so

lutians identified were these sdhich the participantsaiployed.
 

Pollowing the simulatia participantsturned once again to the analysis of data
 

collected using the supervisory founs. They reviewl the steps in analysing the
 

results of an individual spervisory visit, noting the questions to ask for re

sault of perfomance, motivation and wor*ing cvirmamnt, and what to do when the
 

answer was Yes or No.
 

Partici4,antsthan reviewed the methods of analysin; results of risits
 

to a large number of anintors. The followin; proccsures wnr- awlained.
 

1. 	 Tabulate the results. Prqparea Data sanazy sheet. The rows 

are for each aniantor. The columsare for the potential re

sults to each Duty under performance and each pota2tial re-m 

silt for cl ants under mtivation and woxiing canditions. A 

data szmay shoot to tabulate the results of the supervisoy 3 
form would look like the ae bclow: 

.. 	 U 

I 

I 



v v v v 1/ 

VV /VvV V V. / Vv. 

v v L/ v v p vv 

6, / /Z VV/ 

10 / v /Av 
V P 

H:v y V VV il x 

it! 
V 

V V 
v 

VVU 
L 

19~~ - V 

V, v 7v' 

,13 IlV 

0-6 / tjL-V Vv 



I 
-30
 

Participantsthen rviewed the basic steps of analysis. These included 

1. 	 Take totals for each colunn 

2. 	Take the percentage of each column
 
base on the number of animators
 

3. 	 MAke caparisnsamong the vnrias dutics and clennits 
based a2 the percentagcs. 

It has noted that percentages gavc more information than totals and were there

fore more useful. It uas also noted that graphs wvre very useful inys to present 

the results as graphs facilitatedunderstandingand ando a stronger inpressia2 

than percentages. Percentagesjive more infornatianbecause they prcscvt-the true 

najorityand nake for more accurate coparisns. 

Participantsthen went over the remining steps in carryingat az analysis. 

2osc included : 

. Dzawing coaclusians 

Analysis : 66 % of anizatorsperfoarm 

Duty 3 poorly 

Conclusin : We therefore have a seriazsproblae with duty 3 

. Interpetatin 

- reasons for poor performance of Duty 3 

- co2sequences of poor performance of Duty 3 

. Recamandaticn 

- Mhat are solutions to proalans 

-	 hat are the actians to take to solve these problans. 

Participantsproceeded to carry cat the analysis of supervisory data based an
 

thQ Data Sunmary Shoet presented above.
 

I 
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a : 7 IWE 1990 

Than :
 

. Prcoaring&qcrvisoryRqorts
 

Objectives 

. Analyse results of data collected using
 

SIpervi sory fown
 

. Prparea report based n the analysis of results
 

Mthods :
 

. Discormy
 

Technique :
 

. Group Iar*
 

. Exorciso
 

. Discussia
 

Activities : 
. Analysis of Rosults of Sarvisoryvisits usingData Sumnary Shoots 

. Identifying moans of providing effective support 

. Prcparinga Supervisor'sRoport. 

a) Analysis of Results of S&pervisory visits. Participantscoutinued theiranalysis 

of the resalts of the supervisory visits to the 25 animtorspreseate a the 

Data Summary Sheot Graphs were prquared to present the results for performance, 

motivation and wazcing conditims. Techniques for preparinggraphs were reviewed. 

.	 Each item in the supervisory form should be represented in the gzaPh 

.	 If nre than oe colum is used to present.resalts and the results arc 

different, the columns should have differut adcing or colors to distin

guish ce type of result from another. 

" A key shculd be indicated an the graph to explain the maning of the co

lors or the mrking. 

S.-' 



-32
 

.	 Although the points az the graph are nat*ca 1, 2, 3,4.. etc., pccple usin 

the graph need to know Aat the rambors moan. In the graphsproscoted, theE 
numbers rqprcsent duties regardingperfomance and elmmts regardinganti

vatiao and wor*ing cnviraanat. It is important to ranborxhat the duticj 

and olaxnnts are in order to be able to interpret the graphs. 

.	 It is important to carefully observo the fluctuaticn in the coluon sizes 

as they fluctuatins reveal iaportant inforraticn. 

After analysing the results of the entire grasp of 25 aninatorsprosented 

in the Data Sunmy sheet, participantswere asked if the poor results 

-wre chaacteristicof specific animators or of different Aninators. Upm3 

raview of the Data Su&mny shoot, they tore easily able to identify 8 ani

zmtors whots results wore consistantly lw. This 'es consideredas a sub

grap that needed special attatia. 

Participantsthen reviewed the principaleof Slective supervisio. This is the 

by which the sapervisor. Focs time and effort selected duties or olammts, or wr

kers who are in need of inprwenit. The Data Sumrmay Stect can help the supervisor 

identify idbat to select for special attatin. 

Participantsthen dwelepcd a deck list for inys of prwriding practical and effec

tive aspport. Since this ues often recammnded as a solutiaz to problars. 

Area of support Staff 'ent Supcavisor should give 

Atorial equipnatIsupplios . trainingfor iaintamance 

. rpar 

. spore parts 

. ans to prcrant uaste 

Financial Mamely 	 Training in 
accounbing 
bcadgetting 

Mloral Counrelling 	 . good listening 
. availabilityof self 
. recognitin 
.	 negotiatia 

I 
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dmical Training - On the Vort training 

- visits to learn fran others 
in the area 

- hand cuts 

Infomtimaal sapport was also added. This includes inforlati2 a administatilc 

procedures, benefits, and help in filling out differmt foms. 

After having reviewed the sys of giving practical suport, the participantsprpa

red an out line of a aporvisorsreport and used the out line as a basis of writing 

a report of tho r'eadtsdcpicted in te ata Sumar ret Afs ,dxdr tho had date 

their analysos. 

Outline of Spervisor's Report 

I. Introduction 

- puzpose of report
 

- purpose of asporrisoryvisits
 

II. 	 Backgrund
 
- charcteristicsof gaup szpervisar
 

III. Methods
 

- &evisozy foun
 

- Program
 

- how data mere collected (grapor individral visits)
 

IV. 	Prescntatiaiof reaults
 

- graphs
 

V. Conclusicns 

VI. 	 Intoepretatim 

VII. 	Rcaamndtiais 

2he 	report preparedby the partieipantsfollows 
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SPFRVISJR S )APP 

Introductio : Report is cn a superisory visit drt di 6.6490 to cvaluate the per

formance of 25 aniatorsin the Central ProVince. 

: 	25 aniratorsof the Cetral Province hdzo have not bem supervised for 

the last I yr. Those animators are all soccndary school loavers udo 

have undergmoe 3 nrrths tining in aninatin in the cmmunity devolcp-, 
nt school in Kunba. 

Nethodoly :Spcrvisory form (seo ana I) 

Te form is dividad into 3 sections using the criteriafor 

a. Sectio I : Perfomance -	 Very Good, Good, Poor 

5. 	Soctin. II : tivtion - Vory Satisfactory, Satisfactory, 
Unsatisfactory 

c. 	 Section III t Jbrking Co- Very Satisfactory' S.Sisfatoy, 
ditiaes Unsatisfactory. 

I 
hb reported at the D. O's office an the 6.6.90 at 8.30 a.m
 

and explairc the purpose of our visit.
 

16 42cut 25 imdtos with each aniator.
 

PRESAATI : 

Portonance 

68%I
 
50 S
 
32%
 
25%' 

0, 

I 2 3 4 
Duties 

*II 
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I 
- Very Good 

I 
IKI 

-Poor
 

I MOTIVATION ROcIs CONDITIcS 

I 100% 

U 72% 
68% 
sa0% 

I 3a 

25 

1 2 3 4 5 1 2 3 4 5
 

El azrnts Elemnts 

I 
I i-1 - Very Satisfactory I-I Vary Satisfactory 

FT - Unsatisfactory I-1 Uhsatisfactory 

GHIUWSIGVS: 

SCTIST I Performance 

Oly 68 % of the aniatorsperforned at least good m duties 1 2 3 4. 

U Therefore we can coclde that they were not adequately tuinrd a how 

to collect informtiaw, exacuto selected projects. 

I The najor cosequences would be that duties end p not being effective 

ly do, There is nirmaat standing, confusin, aru disgraatlrmst. atcmedr

I an the Vpot t trwining to be givtn to aiators-esregants to %hatis cupotal of 

of than and how they shauid go about performing theirvarias dutios. On the 

I spot training could begin next ath for 3 .ks starting. -2 july 1990. 

U
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rCna II : 

STCTIGMIIIs 

. 

S:b 

- In ecormts 1, 2, 68 % of the aninatorswero at loast satisfid,
 
thimst in clmt 3a#4 72 % of the abiratorswere satisfied.
 
Therefore le can conclude that in clam ts 1, 2 the aniantorswre 

not alays delegated authority and wero very rarely asked to ini

tiateprojects. In clamts 3 ; 4, 72 % of the aniratorsfelt qua

lified and sane tide was spent givinig than tmining a tasks they
 

wee rxpcted to perfarn but didn 't lnow how to.
 

The consaWocos will b that, the opccted target is not achieved.
 

Threfore recamend that aninators shald be delegated sanedutho

rities and -detailjob description should be nade available to all
 

the aniantors.
 

In clane 1, 92 % of the aniantorsworo at least satisfied with 

their wo*ing conditim. Therefore we can conelude that thy are 

well organised. In olazrts 2"Y3 76 % of the anisators were at least 

satisfied with staff relationships 

and availabilityof resarcesand therefore conclude that the criti

cal resourcosare not always availableand there are sanrtimes can

flicts anag the staff. 

In elrmts 4 80 S of the aniantorsachieved aepoeted results there

fore caclude that 20 % of the aniantors Jho did not achieve cpectal 

results ues dze to perfomance and mtivation. 

In clares 5 cnly 68 % of the aninatorswere satisfied with the 

style of their boss. Thorefore we can conclude that the style of 

the boss is unsatisfactoryand loads to the low atput of 32 % of 

the animators. 

Recamnd that az - the spot leadership trainingstald be given to 
the boss. Mllw up visits his wor* place stald be carriedoat mm

thly. 

have a stbgraqp of 10 animatorsiho nead special attention. We re

cananrd that ecial supervisory attention be given to than. 
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DAY 10: 8 JAE 1990 

Thcre 

* Giving foodback 

Objectives 

. Delihveffective feedback 

Methods
 

. Discovery
 

Techniques 

. Group exercise 

. GroupDiscssion 

. Role play 

Activities 

. Bainstoming oerationaldCefinition of foodback 

. Role play an uays of giving fedback 

. Identifying problans in giving and receiving feedback, 

and solutioms to these problem. 

Resl ts I 
a) Operationaldefinition of fedback. In a brainstoningsessio2 

participantslisted the najor characteristicsof fccd back: 

1. 	 share observations 

2. 	Analyse observations 

3. 	 Give praiseand recognition 

4. 	 Criticize and rcprinnnd 

5. 	Other advise an how to inprove performance, ntivation 
and working cnditions 

5. 	AMke cnclusios and take decisions an action to 

inprove performance, etc... 

b) 	Giving feedback 

Participantsrole player feedback situations based on the 3 short 
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case studies Td2ich were used in the first session. Feedback style 

was analysed by the participantsand carnacnts were nade as to how 

to inprove style. 

c) Problem in giving and receiving fealback. A brainw

torming session resulted in the following chechlist 

FEEDRICK 

GIVlhG RECE1VEC 

problmes - Cauld the wrang I - Could be zisunderstoad 
feedback - ay not be apprcceated 

- People may get hostile- could be brascd I 
- People any refus to take feedback- could be subjective I 

or misunderstand it- cold be judganrntal 

Solutions : - Sauld be clear and I - ask questions to clarify 
and precise I 

- nake effort to listen 
- should be appropriat - should be accpted withct defensiveness 
- should be unbrasded 

should objective 



DAY 1 28 MY 1990 

1. Thane : Concepts of Sipez-isiz 

2. Objectives 

1. 	 Explain the concept of supervision 

1.1 	 Give an operatimnal definitimn of supervision 

1.2 	 List the najor clrazts in srpervisicn. 

3. 	Methods :
 

- Discovery
 

4. Activities 

- :ef test an Ability to negotiate
 

- Case study on supveisory situatim
 

- Group discussion c-i elments of apervision
 

5. Rem] ts 

Following the official cening ceremrny of the workshop, participants 

tested themselves az their abilitizs as negotiators.A test instrunnt as used 

to score them an the inportance th v gave to the desire to obtain resultsand 

the inportance they attached to cc :u:icaticm. 

In the discussim .hich ensued, the following points wre stressed. 

. Negotiation is an :.nportant aqect of daily and professimal life. 

. thazt effective negotiations that lead to mautual agreemnt and 

cazprazises an differingpoints of view, need, and interests, work 

does not get daze and results are not achieved. 

. Mthaut effective negotiation, pecple becan dissatisfiedand frus-

I
 
tzated.
 

I
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articipantsreviewcd the five -:rpsto successful negotiation. These are 

1. 	 Exchange infonmtic on different needs, 
points of view, and interests 

2. 	 Identify nztual epectations, that is, 
areas of cammrn interest and need 

3. 	 Formzlate como2 goals and results 
to be obtained 

4. 	 Plan how to sIvo probicsn Uhich ay 
arise in real-ng objectives and in 
achieving ros-. :s 

5. 	 Set tin peri z to review cxpectaticas 
and objectives. 

It uas pointed aut that in most Lnstances, idan people negotiate they cover 

stqps 1 and 2, however, they soldc go through the remaining steps. This oten 

leads to unsatisfactorynqgotiaticr = ' t.us to disappointnrnts and frustratian. 

Pbrticipantsthen identified the various situationswre negotiationsplay an 

inportant role. These included hv shtp contracts, rortrrrnt and hiring of 

persanel, planningprograms, r-d finally, supervising1vrkers. They then proco

dad to negotiate the workshop caitrt-t. 

This involved a review of the workshop objectives, woz*shqo authods, and 

workshop prqgrams. After reviewing the above they accepted the objectives and 

establishedwoz* p behavioral nozms including : punctually, rutual rect for 

each other's quinfim, team woz* and mutual help to carry out all wrksbp a.:tivi

ties, openness and free ordange of ideas and experiamce. 

The participantsthen began their discussion of the first objective : Explaining, 

the concept of apervisia. Participantsundertook an analysis of three short 

cases to try to identify the pr; .inal elannts of supervisia2 in order. 

I
 
I
 
I
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to arrive at an cperaticnal definition of supervisin. ($ee Anner 1 for the 

three ease). 

The results of the 	case study are presatelbelow 

The Whip The Mess The Fist - Fipg2t 

CS PI I C42 4 2 I C 4 3 
____ _1__ _ I 

I 	 I 
__ _ _ _ 

I 
1) Prcblen - Is Cief of ce2ter bo - Ngligence of duty - iandertandingtho 

boss - Lack of cooniina-I nurse x nightwith 
Is lack of cc- uz tin tdho the nig - - Lack of duty cons
nicatiaz ? ht staff a lack | cicusness ar the pal 
Gossip anmag staff of cocperaticn of the nurse 
Jealaisyanrng stafI f -Role conflict. I - Nurse is nossylshe 
Dissatisfaction shculd mind her amn 
Lack of nutual under- business 
stand azzg staff - Night iatch is not 
Mis under standing the hoVital tie 
Chief of service inse2- keeper. 
sitive to needs of

I- staff 

2) Causes 	 Chief Ues sent for -- Ladc of organiza - Lack of supervisicn 
truining in FP. He is tim*1 I- 

the aly aie. Mhe othe - Poor azpervisia - Jobs are not sell 
staff are a 	 definedy j - Job not well 	decaldhave also uent , fined. 
to go, so they are di, - Lack of ccnmica
satisfied. timi anxmy staff 
Reasans why the chief 
xus selected to be 
tzwined in F.P. 
Ware not geraine. 

3) Cansapuencesl-
I-
I-
I-

Dissatisfactionamng 
staff 
Decline in the nunner 
of accqptors, by 2. 5 
[brkers refuse to c::
zy art their tasks 

- Dissatisfactin 
amg staff 

- Dirty rneterials 
in laboratozy 

-

-

-- -I 
Fightsbetween ywr 
staff 

Jcbs are not proba
bly dae I 

Unbealtly vrk atm.s
phere in yaw F.P. cani 
ter. 

4) Satims 

-II 

- Have a staff meetiz 
to let everyae expres 
their views about tbat 

- Have a staff -

ting to redefine 
tasks I 

define jobs amng 
staff 

ztzy co2sciaaness 
- .nprare spervi - Institute ARles 

sin reglations 
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is going on and tdy
j-Organize ar the sot
 

trainingfor yazr 1or
kers.
 

- Do a Job description
 
and divisicnof labour
 
anMg staff
 

In the ensuing disazssicn, the follawing points were ephasized for each case -

Different types of conflicts, different types supervisory styles, different 

types of consequences related to cutput, quality of services, and work envirag 
ment. 

CA. £DY AVALYSIS 

T 
WIAT 720 C4E 1 C45 2 M 3 

PROBLEW - Ccnflict between dief Cnflict between Conflict betiecn in- I 
and workers -rcups of Ivzera divickml ..vzea 

- Refusal to vrk Failure to cbser- Failure to observe 
ve technical nonZEI norms admidnistrativeI 

I I 
CAUSES -Style of the chic 2 crmbilities I 

-ct of vz* tasks enforcing normsLn
cntent of work tasktivatn clear 
and methods Style of chief Respnsibilitiesun

clear 
________________ Style of chief 

I-I-
1 

UInxgEs I-Drcp in effort Deterioration of I-Disnupticr of sAcm 
I-Diwp in outut I enirannt I-Possible litigatio In 

I I-Deteriorationin I- Long ter ccnflict 
I I quality of service I ang persc22nel

I I-Potential increaselSTCSEQi2S ________Un__clear

1 1 in staff costs (col
I I r.artine) I 

- Change style fr:n Cmnge style frn - Change style to a::c
cratic to partici-.,ive toau-1 cratic 
(Negotiate) tocratic - &force behavioral 
Reviewjob descrdiicns1 -&force technical norm 
tasks and fcctic-2s norm C res sibili_ 
Pr-vid Failur toabse ties-yRuasiii 
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Participantsthen came to the following caceasus m2 the anjor focus ans ele

ments of supervisia2 as presented below. 

FAC1W 1NLWIC2AG I EMWS OF SZFP.WISIQVI FAC10RS 1NFU C1ME 
R1P&?VIS1R	 ,92ERVIEEI 	 I 

Institutional
ctntet
 

1. 	 Organisatimn 3. Tsk 1. Norms 

2. 	Procedures 2.affort 2. untivaticn 

3. 	Ressarces 3. working ccnditicns 

MY 2 : 29 MY 1990 

1. 	 Thne : Ccncepts of Supervisicn 

2. 	 Objectives : See Day 1 

3. 	Atthai :
 

Discovezy
 

4. 	 Technique :
 

- Disaissim
 

- Case Study
 

5. 	Activities 

The 	day sessicn caisisted of the following activities 

- Clarificatic-2 

- Review c2 elcaents of supervisicz 

- Discussicn C supervisory styles. 

6. 	 Resul ts : 

1. 	 Participantsreviewed the major factors related to supervisian and 

reeaphasisel the cperaticzal definitian of supervisia2 as ccncem for 

quality of war'. perfourd by the eplcyee, the level of elffet exer

ted in perfonning t::e work, and the results didr the woz*er achieves 
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1. 

Participantsthen look-: I at the nfjcr elements which the wpervisor 

has to consider in .'gcd to crk, effort and results. 

With regard to work, t>' supervisorhas to be able to judge the qua

lity of the enplyees r'r4, :hat is, the supervisorhas to be able 

to evaluate the worker's performance. Perfonmnce evaluatin requi-

res the establishr.nt of norms, Ihich are standards of accqptable 

perfornance. In order to be able to distinguishbetwean very goad, 
good and poor perft.7.nce, the supervisor has to prepare criteria. 

Criteriawere defined as descriptins of professional, teclnica. or 

social behavior bidd allows the supezvisor to objectively judge ibe

ther performace is very good, goad, or poor. Participantsenphasised 

the following in regard to criteria 

a 

a. Criteriahave to be writtes damn for each task 

b. The supervisorhas to inform the worker abat the criteria 

thich will be used to judge hisperfornmance. 

c. Althagh it . es cc2siderable tie ard effort to prepare 

criteria,thc - 'avisor's work will be in the lazg zur if 

criteriahave bee2 prqpared. 

d. If the worker's d:b descriptia2 includes tasks the spervisor 

can selectively clhoose thcse tasks abich are the nost imaor

tant and r2 daic.2 the rest of the work deperds. The apesi

sor then prqparescriteria for evaluating the perfonance of 

these tasks. 

2. 

. 

PMith respect to effo. t, the supervisor has to lmcw Ihat factors .nti

vate workers. 

Participantsf a tars inportant in mtivating workers 

a. Meetingperscnal need. This included capensatia (salary) 

and status freccgnitin . 

I 

I 
I 
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b. 	 Giving workers inztiative. This included delegating res

pcnsibilitiesand decisin aking authority to carry at 

responsibilities. 

c. 	Providingprofessicnal satisfaction. This-included prcvi

ding training, resarcesand support to achieve results. 

3. 	 hWth regard to re -- 'ts, participmts1eit e ing environzent as the 

critical influ2ee .n the ability to prcduce results. The wozr<ing 

ermiramrnt w~s c*- acrerizedby its organisation, work plans staff 

relatiaships,financial aad material resaurces, and the mnar's 

style. The manager's - supervisor's style was coasidered most im

portant because oa its influence o2 the other elenits. 

lbrticipantsidentifief t:-ac' rmin styles :
 

Autocratic, Laisser-fairecar, indifferent (and Demcratic (or,
 

participative). Participantslocked at the effects of ead st,le,
 
the positive and zegative aspects, and the situatiasin 'di.b each
 

style would he apprec 'ate.
 

a. 	Effects of the different styles. 

Autocratic	 Laisser-Faire Participative 

1. 	 wade is imposed 1. Wode is not 1. worker's feel izportant 
organised or prcper2. 	 little cawtributiw2 2. workers take are resly plannedby 	worker: pensibility 

3. 	 little discussin of 2. administrativenorms 
3. art terr difficultiesobjectives	 .:ot follced but lng-term results. 

4. 	 frustrmtiaz and dis- 3. p" ensant atmoshere 
satisfactin	 :. the begrr2ing frus

t.-.:ia2 in the end.
5. 	Short-term results, 
lcng-term failure 4. -,rtterm realts
 

ng-term failure
 

-a.' 



I 

I I~t v~rA~JP' 
.~ ,'rl'r' *	 -8 

b. F sitive and negative aspect of superviscy sty

1 25. 

StYrLES 1VSITIVE ASPECT aG4TIE APECT 

Autoccratic Oaiinsresults rapidly - poor quality results 

- creates frustra'icn 

Laisser-Faire Supevisrepends less effort - Disorganisaticm I 
and avoids ccrflicts with - Ccnfusiam 

workers - Fnustraticn 

Particip-tive	 Workers and mupuvisor sha-I - Takes a great deal of 

re :'eqcnsibil-itiesfor effort as the part of 

ach2eving zcz ilts the supervisor 

Participantsnotal that in :.a participativestyle, the supervisorhad to nego

tiate all the time with his woz*ers. The negotiatimnprocess %asrevicd in 

this regard. Enphasis xes place : clarifyingautual expectitics, sociIying goal 

and <bjectives ardproviding so oort to the worker. 

c. Situatims he :-ifi:a-t styles are apprpriate I
 
. Autocratic style is apprcpriatein emnrgacy situations 

. Laisser-Fairestyle is apprcpriatewhen the supervisor and s2

bordinatesca:e of equal professimnal standing I
 
. Participativeste-!e is apprcpriateihe wor*ers are arti-ated 

,but are fzustrated because they are not achieving results. I
 
A case study ies used to illustratethe last point. 

The following table uas preparedto help participantsidentify situations dhen 

different styles are apprcpriate 

... I 

I 
I 
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STYES 	 SITUA TION 

Anr1VATIaV E11.' I 

AU24TIC I 	Men tasks are perfor Men effort need to kImw rescurces 
nad bela acceptable be increased rapidly are vezy scare. 

norms 

LAIS9WR- I Ihe tasks are pea- Men effort and cut- I hen resawrcas 
IFA1E formed in accordance put is in line with lare available I 
I ;with acceptable normsI prcgzm goals 

I 	 I 
PARTIC1PA- en tasks are not Men aitpit needs to MPe2 there are a-
TM clearly related to be increased jny demnds o2 avail 

lable resairces.goals 

I1 	 I 

DAY 3 : 30 MIY 1990 

1. Thae : 

. Cacepts of 	Supe:visia2 

- Practicalaspects c. supervsia2 

2. Objectives 

SPreparea upervisory prqcgram 

a Prqarea supervisezy instrnmsat 

3. Methods : 

. Discarery 

4. Tedmhiques : 

. Discussicn
 
" Blainstonning
 
. Group Exercises.
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5. 	Activities : 

. Identify the bmen. ts of supervisicn 

. Prpare a job desc..ipLi&n for a supervisor 

. Identify the basic requirmarntsto do supervisim 

. Prqnarean instzrent to collect supervisory informaticmi 

6. 	 Results 

a. 	 Participantsfirst reviewed the situationsunder ihzch different 

supervisor styles were apprcpriate.Fphasiswas placed a the utili

ty of disnassicng supervision in terms of : 

1. 	 Performancexhich referres to the quality of work carried 

at and the criteriaused to judge. 
- Acceptable perfonmnce . 

2. 	 Ativati - abich refers to the satisfaction of persaal 

needs, 1i::iativeand profesianal ca2scieatiazamessthat in

fluence : arnznt of effort exerted in carrying at job 

cuties. 

3. 	Working evi:manent ubidi refers to the resaurces available 

and prceidec to the wz*er in ozrder to ensure anninm resultsi 

The follawing table ies prepared to indicate ien different 

supervisozy styles mdght be aprcpriate 

AlmFREUK_'. sS OF STliVISUY SrYLES 

SITUATION 

MWVIVATI
 
.1 

MenI L2sks are perforaed be- jmhai effort is so low Men resources 
TIC low acceptablenorms it eniangers service are very scarce 

I 
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I 	 I 
ILAISSFR-FAJRE 	 IMen task are perfcmed Ikhe effort I hei resources are 

I]Above land autput javailable 
Acceptable c :ad prqgram land used in accordance 

I Norms	 lgoals Iwith goals 

I PA2'ICIPATIVE 	 Men tasks are perfozad Iklem effort is highIken there are nauy de
acceptable but are not jbut autput is low Iands on available re
]clearly related to resdts	 I Iscurces 

I I 
I I 

b. Participantsthen reviewed the benefits of supervision to the supervisor, 

the worker and the service. These benefits also related to performnce, mo

tivatimr and working eviroment. They are saunnrized in the table presEn

ted b22low. 

BfE&FICLRY PERnFaM 	 M10TIVATIRN m W1f'f 

SWVICE brk is oriented to Target grap Resources are used 
achieving results 	 is reached with more 

increased effort efficienty 
and cutput 

I 	 I 
Inproves quality of work Receives sipport Mre resarcesare 
and receives and satisfactio nade available to in
recognitian th.ragh greater crease professional 

participatio and Satisfaction and out
contribution to put 
decision naking I 

MPERVISWE Can use time to plan Can focus an pro- Can better plan howi to 
mather than solve probles viding use financial and ante
and deal with emergencies resaurces and rial resources to in- I 

recognition to crease output and achiel
 
increase ve results. 
effort 

I 	 _ I 

c. After identifying the benefits of spervisimz the participantsproceded to 

prepa-e a job description for a supervsimi This was a general identifi

catic-2 of the min duties of 	all supervisorwho wish to achieve the bene

fits noted above. 
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Job Descri ,' 	 A IL L 

Samazy : upenvisors nrssiaq is. to get the best from the people she 

supezv ses 

Duties 

1. 	 Plans aheal the prcgram of supervision 

2. 	 Evaluates resalts of woz*er's performance 

3. 	Solves technical, administrativeand personal problans 

4. 	 Organisesand attends meeting with staff to review work rela:ed 

probles 

5. 	Negotiates perfo-nce objectives with each staff mnber 

6. 	 Sets technical a- 4 administrativenons 

7. 	Manages equiper. s;d resources to ntivate staff 

8. 	 Infonn and trains staff to inprove perfomnce. 

d. 	A brainstorningsessi-.2 i us ecnducted to identify the basic reqirement 

for all supervisory activity. The brainstoringresulted in the fcLlowing 

list of requieants. 

1. 	 Job Descriptions 

2. 	 Pecple assigned job descriptimns 

3. 	 A carefu:4- planned prcgram to conduct supervisory v.sits 

4. 	Instzuments td collect infomatim 

5. 	 Methods to analyse information 

6. 	Methods to provide effective feedback 

2he last three iteas we identified as the principal cwepetacies (tedmic 

lma.a2c :} uhich a supervisormast have. 

e. 	 In the discussion rdEich ensued, it uas noted that Job descriptions fon 

the basis of the supe-visory izstruant. he instment is a tool by rJdi 

to collect inforratic. m the perfornmnce, notivation and envirornent of 
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the wrker. Participantsbeg2in to practice the canpetaicies in dm. cloping 

supervisory instrune.. s by dtreivlr; nime to be uzmlm;I gipezvis. - a 

Director of a Womer's C&-- er. The prepareda J:b Description and 4or cach 

of the duties identified establidlzed criteria fcr judging very g~wxJ, good 

or poor perfonmance. Vory good .as idertified as perdormance kid2c aceeds 

acceptable nonrs, good as perfomance siuich just zacet acceptable norms, 

andpooras perfomance rdiich is below acceptablenorms. 

DAY 4 31 MY 1990 

1. 	 MFE 

. Dcvclopzrnt of super - instrunmntsiy 

2. 	 Objectives
 

. Same as day 3
 

3. 	Mthods 

. Discovery 

4. 	 Techniques 

. Grap disassion
 

. &liociso
 

5. 	Activities 

. Identify characteristicsof a supezvisory instrumrnt 
. Identify advantages and disadvantages of different perfomance cvaluation 

scales 

. Es: 2blish criteriafor duties in the Job Descriptian of a woan 's Ccntr-

Dizcctor
 

. Prepare the fonat c a sipervisozy instnmrnt
 

6.Results
 

A. 	 Garacteristicsof znorrisory instannont.
 

Participantsideati at the following characteristics
 



BEST 
AV AILABIt 

1. 	 A .wpezvi. - instucnt is a tool for collecting :. form

tion about 

-Portner.2ance 

- Mbtivatim 

- Working evircmnnt 

2. 	 An instzmnnt ust be 

- Organised 

- Logical 

- Rcalisticlfoasible 

The instrument nust be usa' c-nd the information an perfonmance, nmtivation 

and woz*ing conditions must be cbtainable from questionning, observation and loo

king at records. If the instrument Is too laW, or if the information is not easi

ly available, the instrument will nrt be usable. 

I 
3. 	A supczvis. r L.:strant shazld help the supezvisor idaiti-

fy prchlaes with regard to perforannce, ntivation and vwe 

king craditins. It shaid also help the superviso identi-, 

fy sOlutians to these probles. 

B. 	Advantages and disadvantages of different kinds of perforrmance cvaluation 

scales. 

Participantsnoted that the use of scales help organise infozratimn and the- U 
reby pormit the supervisor to nake judgmmts the quality of the xvivrer 's 

perfomnce. 

The 	scale rdihdz is chosen helps determine the criteriafor naking judgirr4nes. 

Five types of comm scales were - -.sicwcd, each with its advantages and 

desadvantages:
 

1) LUE 	 C1wEIwT1EY 	 D77 

Advantage Easy to ccnst: :ct, identifies wtr* below standard 

Disadvantages : Does not r.'low to identify supervierperfornmance. 
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(2) DlY Dan | MF Dane ACEPlBLE RNEDRJ1NM 

Advantage : Fasyr to consinv rq tifics w w Sscr:-cd 

Di2dt-intages Does n-,t a!nfw 't, idoutify wp')rJior flrance 

-V-R com Ge F002
 
(12lfLA) lw ) fTERIA)
 

Advantages : Indicates .- ality of perfomance 

Disadvantages Difficult to prqare 

1(4) IDllY 5 1 4 1 3 1 2 10 

ICriteriaI CriterialCriteriaIcriteria criteria criteria I 

Advantages : hkes fine distinctiornsin perfozarnce and allows nare sqphis

ticated c-ialysis 

Disadvantage : Takes a grcat deal of tinn ; same of the distinctic in 

quality of performnce ay not be real or irportant. 

1(5) 1 
DI 1 [MST STIATIWY I IkRST S1T1J'Wl 

I UtI~hL-11a'I II IIIIA 

Adv- ,tages : Easy to prcpare
 

Disadvantages : Intro-ces subjectivity.
 

Criteriafor duties of .3c Director of a htbn's Centor.
 

Participantschose scr- 4 3 to develop the instranit for supon ting ch&
 

Director a hmz2 's Center. he referred to the job description of the Dircc

tor a mn 's Center, ro ntcdlbelow :
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cated wcro sufficiet and andpzvporly usodl ces did not partici
prcperly used in the tian but all services Ipate 	and rescurcesiperiod contactcd did not were not safficient 

participate land time period as 
!not respeca 

Ensure the anmoth 	 The canI t of the Equipant is in Fqripnt is in na
cater is, in good camditicljgoo mnuaning of the cam-	 caii, ngalrInagoablc conjditioni 

tars secticns the preaises are tan stalpraisesare cloan 1at prmises are ung 
almays presert ie w staff now ihat toj tidy. Staff are not 

axactly what the shadddo. do brt arenot al regularand do not 
Uays a tial. lall Anow iat to 

II 	 I 
II 	 I 

II__ _ __ _I 

Participantsthe indicatedhow they would collect infamtiai in order to be 

able to say to which of the criteria. The perfonace corregapds. hey indicated 

questims the cauld ask, absom tims they cald make and records they could 

check. . 

E. Prpamatim2 of a spervisory foam. 

ato :Time 	 : Nam of Supervisor : 

Name of Sgporvisec : itle :
 

Post : Site: Institutim
 
part I 1ERIP .
 

IkFORMIITION 	 CRITERIA 

Ins 	 aWArlafS MDS VB2Y GD I GI= 

I 	 i 

I 
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Part II. MOTIVATI ON 

IDlXS QUSTIW OBSWITIMS IEQB DS VERY aI IlSplD 1NITFID 

Status IIAheays s aintis I soldom 
I ssIsI Ireceives receives receives 

I praise Ipaise Ipzaise 

flVV'4'TTWM I I I I I I 
IEi IT I IRpgularly I Sotines I Soldan is 

is dolqga- is delqgateI dolegated 
tal authori Iauthority I authority 
ty 

IRFESSIO-
IS IL. -I 

I I Fools IFl I Fools 
I Training I very 

I qualifid 
qualified 
I 

kmqualificd 
I 

I 

Resulatscu 
RAchlsA eved 

s
I adieves 

Sartins 
achives 

'Soldan 
Ch Ieachieves 

I roadlts Iresults iresults 
I-I 

IRoscurces Aluays has ISantiwos ISolden has I 

I -

I 
I 

I 
I 

I 

I 

I suffiant 
Ijresarces 

lsufficient 
Iresources 

-I I 

Isufficicnt 
Iroswarces 

I 

I 
I 

Part III htnicitg3 :W* : 
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I]- I - II 
Availability No stock Occasional Fropazt

of resarces cuts stock cuts stock oat 
but not fori for inpor
inportant tant 
iaterials Interials 

I&cccd IMot Fall below I 
IItarget Itarget Itarget

Results
 

Atnagor's jAwys appro Gmforally ISoldan 
Style 1 priato Iapprpriate apprqpriate 

II 	 I 

In rwvcmdgthe aporvisoy foun the follawing points were ndc :3 

.	 The criteria r dtlescanot be standadlandas duties diffor for 
diffVraat catcgories of poramel 3 

* lho criteria for ativatio and working oviwaument can be standardi 1 

becums notivatizal and awirmumtal factors influncing effort and 

results req~ectively are usually the aw for all types of personnel. 

.	 It is cossaWy, hoyer to identify the questions to ask, the obscr

vatias to make, and the rords to dzeck to obtain the infoarnatir t 

detamino which criteriabest describe the worker's situatia vis-4

vis ativatimnal and aivirmmt factors. 

INY 5 and 6 .1 & I JUE 1990 

Sprvisory instatmmst 

Objective 

.	 Sme 
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Mathais 

. Discovery 

Tochmiques 

. Errcise 

. Grupwor* 
SBRminstonming 

Activities 

. Prqamtime of a job deseriptian for Animator 

* Prqaratimof a spewvisory instummt for Animator 

Results 

a) 	 Job doscriptim 

In preparingfor field wor*, participatsproareda Job Descriptiaz 

for a wan 's maml animator 

Jcw iaravfl 

1. 	 Coilect infonatim cmeoming their area of qartim 

2. 	 Analyse the ifomatim
 

- identify cristingproblams
 

- eat objectives
 

- select projects (sot priorities)
 

hi Catact the authorities 

c) Catact target grapsard hore nocossay create graps 

di Dcvlcp project and stntcgies dqxing an the neads of the popula
timn
 

of Drawup a plan of actimn.
 

3) &caste solected project
 
I) Deliver talks and donstatims to target graps
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5 	 Prcpareaudio-viarlnaterials 
6) 	Mite quarterlyand anniual rcports 

7) 	Organiso fund raisingactivities 

8) 	Participatein other w wmn's activities e.g. womm s ceters 
9) 	Organise ccamunity projects 

Following the propatim of the job descriptii, participantsprquarcda sAper
visory inatnamet. They chose four key dztics as the basis for assessing the per
fonance of the aninators. 

The participantsprepareda suporvisory for following the xiodl disassed a 

day 4. It containal three part : 1. Pnrfozanco. etivatim and working envirr
nmt. The results arepresenta in the Annex. 

Participantsthen focussa a the planning of a sporvisoy prmgrnand devolacpl 
a list of activities that sumprvisors must carzy out. Those activitieswere divi

dad into throophases : beforo, during, and after. 

Before 

1. 	Rviewwritten reports 

2. 	Idcntify ditics to be supervisad 

3. 	Preparea standardised supoervisory form 
4. 	Preparea prcgm of supervision including sites 

to visit, persmis to be sporvisal, dates to 
visit each site, time to aped at each at each site 

5. 	Prqparea budget for the programincluding 
trensport, lugng, food, naterials 

6. 	 Identify personnol to carry or assist in the 
sporvisory visits and assign requssibilities 

7. 	 Orient staff to sypervisory approach and szpervisozy forms 
8. 	Ozeck to see if saporvisors should bring spplies and obtain applies 
9. 	 Catact the necessary achnistrativcand service staff. 
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1. 	Report to acdnistzative authoritiesand arplain missim 

2. 	Report to the spervisim site 

3. 	Earduct the supervisory visit 

- Disass the supervisory visit with the supervise 

- Accapany her to the field or iork site 
to absero activities, ask questimns, check records 

- Fill in the supezvisory form 

- Provide fcedback and discuss solutiastoprobhans atnce aivatimMo 

or 	the wrking nvizrant 

4. 	Report the authoritiesbefore leaving arddiscuss results of the supervisory 
visit. 

1. 	 Tbulate and analyse the collected infornatimn 

2. 	 Mke r*osals for solving problcam 

3. 	 *ite and distribute the aporvisory rqport 

4. 	Fallow-g the prposals to solving problans 

5. 	 Set data for nort sporvisoryvisit. 

In 	 reviewing the activitiesparticipantsput #pecial stress an having a standar

discd foam to eare reliabilityof infornatim, and preparingaprcgnm along 

with a budget, providing fecdIack during the spozvisory visit, and correctly 

analysingresults and following up proposals to solve problas. 

DAY 7 : 5 JIM 1990 

Thae .
 

. Cadxactinga supervisozy visit
 

Objective
 

.Saw
 

Aethods
 

. Discovery
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Techniques
 
. Field exercise
 

Activities
 
. Analysing results of a pervisory visit
 

. Crankctinga azpervisozy visit 

Results
 

a) Analysing readts of a spervisory visit
 

Roadts are analysod indvidckally and olloetivalp. She falladc 
flow dart give instuctims a Wdat questicms to ask and daJt ac

tim to tako based m the answers : 

1. 	 Is ther a deficimcy ? - (No) Give positive feelback and discuss how 
to furtho imprwoe Wr* 

(Yes)

1
 

2. Is thedefioioager	 Give foodbeck and disas haw to cli
l ffapartant ?	 minate deficiency 

I 
lY) 

3. 	 Is deficiency rlata &amino motivation and 
topefomnce working eviromumt 

-NO)(Y) 

__(No)4. Has worker bcam	 Provide temining 
adaguately tmined 

I 
(Y 

I. 
5. 	 Has worker had cpportu- Provido time for application 

nity to admquately awply- (No) with suWport, or 
loaobdge and skills rotraining 

(y)I

6. 	 Are worker's reselts Review cpectal resalts 
and epectatims clear I- and clarify objectives 
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I 

7. 	 ZWM 
MKT1VATIWY AND
 
W W18EW1DlWE
 

1. 	 Is deficiency related Examine 
- (No)to ntivatio ? I	 Perfomance 

and working aviroewnt 

(N)
 -[Yes) Detennino vAsat tasksinitiative ?

Can be 	dologato 

3. 	 Does larker lack -(Yes) Providesipport ? reserce 
rocqgnitimn 
further 
training 
assistance 

4. 	 Does vrker lack Enforce 
professioeml -fYos) professimal
cwsciwnsiwumoss ?	 norms 

N)
 

EwIM PiwMMME 
AM WUMfl
EWNamvW 

1. 	 Is Deficimncy related to Eamine(NO)
working enwironrmt ?	 Perfomance or antivatim 

I 
IY 

2. 	 Is there a lack of clear Review 
objectives 	 -(Yes) Plans
 

I
 
(N) 
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3. 	 Are there disnuptive -(Yes) Doteridnonature of conilicts 
cnflicts ? causes, and provide counseling 

(N)I 

4. 	 Are services inpeded Identify 
by lack of logistical
critical rosaurces ? problan 

catomal 
costraintsand solutians 

5. 	 Is staff darni'lisexi Review
because of 	lack of -(Yes) abjectives to see if they are
results ?	 realistic,and set realistic 

objectives 

(NJ 

6. 	 Ar staff frastmtd bot with chief to riewcanauguence 
ry chiefs style P -- /4Ys of stylo and possiblo changes to zmkc 

(N) 

ACV ADTZVATA 

In socking the potential solutcs to problans in mtivatim, participantsdiscussed 
the USys to delegate effectively. The following points were nd 

1. 	Tasks to be delegated need to be
 
4vccifiod in detail
 

2. 	Decisin mking powers ned to be specified in detail 

3. 	A supervisory plan neals to be dmm up. It needs to include 
the following 

a. 	persa should not be blaned for mistakes 

b. 	nistakes should be the basis for lowming 
c. 	A date should be set for rwiewing results and negotiating 

%hotshould he delegated.. 

4. 	 Certain task uhich the director
 
carries oat can not be dologated.
 

...	 l 
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Generally there are about 20 % of all the tasks tdich 
a diretor does which influenco 80 % of the results of 
the organisation or program. These tasks can never .c 
dolcgated.-This is calli paretis law. 

5. 	 In order to have effective delogatin trust has
 
to be built, and the directorhas to create an
 
atmosphoro and values in her organisatiz that
 
develops trust.
 

DAY : 6 J.N 1990 

ThnO : 

. CAucting a supervisory visit
 

. Analysing results of a mpervisory visit
 

Objectives
 

. Analyse the results of a supervisory visit
 

2kthods :
 

. Discovery
 

Techniques
 

. Simulatimn
 

. Broreiso
 

Activities
 

. Sinulatin of a series of supervisory visits to anirators
 

. Review of principles of analysingresults
 

. Analysis of results of sune.visin of 25 aninators
 

Results : 

a) 	Simulation of a series of supervisory visits to aninators. 

Because participantshad not boen able to find aninzatorsudim they 

visited the sites an Day 7, a simlatimn cxrcise xas hold in onder 

to give each participantan q-yortunity to use the supervisory fou 

and collect data. 2e simlaetim lasted 2 hours. The participants 

rre 	given different situatiz-2s to ?racticedata collection skills. 
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IN' 

Flaorg the exercise, the types of problems dich can arise in the into- Iractia2sbetwen the suporv.isor and the animators wero identified and 

possible solutions to those problens wer discussed. The problanswere 

divided into problems which could occur ide the supervisorscts Wth I 
individuals, and problaesihich occur rdzan the supervisor =cets with 

a group I 
Individual relatedproblase I 

Problanm	 Solutim 

1. Afaunder standings 1. 	 alain purpose of the visit poli- I(,proseof the visit	 toly and cordially 

2. 	Tcasian 2. Create a friendly atmosphare 
- Cange style I 

3. 	Rosntmennt 3. Identify the cause of rosatwrt 
and deal with it openly 

4. 	 Ce'fusiw2 4. Use sinple lanugae 
fabazt questimns - Ask the question in different 
idzch spervisorasks) ays. 

Pro M	 Solutions 

1. 	 Ambers got out of 1. - Ask aers to talk one at a 
harx tinn 

- have a coffee break and chango 
atasphere 1I 

- ask annrs to write cut their 
problams 

- reschedale meting and give tam 
pars a chance to quiet don 

- negotiatenonmsfor the aeoting 

- identify mjor problas and dis
cuss one at a time 

- tzy to find a practical solution 
to me problan to build I 

~..	 I 
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confidence and trust in su4pcrvi
sor's ability 

2. 	 Musbers attack or accuse 2 - Kcp a coolhhcad 
the supervivors of variaus - Identify the problan andthings openly discuss it 

- accept fedback 

with view to becaninga better 
supervisor 

The various >roblems indicated above accurredduring the sinzlatims and the so

lutions identified aro those idich the participantsaiploycd. 

Fofling the sirulatimparticipantsturned oce again to the analysis of data 

collected using the supezvisory fozms. They raried the stops in analysing the 

results of an individbal sgozvisozy visit, noting the questions to ask for re

sts of performace, motivation and wor*ing wviramt, and ihat to do dAen the 

answer ias Yes or No. 

1 Particiqpantsthe rcviewed the muthods of analysing results of suPervisoryvisits 

to a lareamber of aniators.2no followng 2rocesures cua*cr 	 qlained. 

1. 	 Tabulate the results. Prquarea Data snary sheet. The rows 

are for each aniator.The colunasare for the potential re

sults to each Duty under performance and each potential re

salt for clrats under nativationand wr*ing cmditins. A 

data smrmy shoot to tabulate the results of the supervisory 

form would look like the me blow 

I 

I** 

I
 
I
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Participantsthen reviewed the basic steps of analysis. These included 

1. 	 Take totals for each column 

2. 	Take the percaitage of each colunn
 
base a2 the numbar of aninators
 

3. 	Make cowparisms annig the vnrious duties and 0lcmmts 
based at the percantagcs. 

It uas noted that percazetages gave re infaznatimz than totals and were there

fore more useful. It ias also noted thai graphs wre very useful ays to present 

the results as graphs facilitatedunderstandingand ando a stronger inpressiai 

than percentages. Percantagesgive azw infozrmatiaz because they prcawt-tho tnye 

aujorityand auko for nzre accurate canparisons. 

Participantsthe wmnt over the ramining steps in carzying oat at analysis.
 

These included :
 

. Drawing caclusias 

Analysis : 66 % of animatorsperfona
 

Duty 3 poorly
 

Canclusicn : We therefore have a seriasproblanwith duty 3 

. Interpetatin 

- roasons for poor perfozrance of Duaty 3
 

- casequaces of Poor perfomance of Dkaty 3
 

* Recazmxndaticn 

- Mat are solutions to problans 

- Mat are the actions to take to solve these problas. 

Participantsproceeded to carzy cut the analysis of superisory data based az
 

the Data Sumnnzy Seot prosented above.
 

6*41 
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a 9 7 JE 1990 

2han :
 

. PreparingSqervisory Reports
 

Objectives : 

. Analyse results of data collecta using
 

Supervisory form
 

. Prqar a report based on the analysis of results
 

bthods 

.	 Discocrozy 

Technique :
 
. Group ia*
 

. Exorciso
 

. Discussim
 

Activities : 

. Analysis of Results of Sparvisoryvisits usingData Sunnry Shets 

. Identifying mans of providing effective support 

. Preparinga SuporvisorIs Report. 

a) Analysis of Results of Spervisory visits. Participantscoutinued their analysis 

of the results of the supervisoxy visits to the 25 animtorsprosment a the 

Data Sunney Sheet Graphs were prepared to prosent the results for performance, 

notivaticn and woz*ing cnditions. Tchniques for prnparinggraphs wero rviewedj 

.	 Each itawn in the upervisozy form should be represecd in the graph 

.	 If nore than me colum is used to present results and the results are 

different, the columns shadd have differmnt marking or colors to distin

guish me type of result fra another. 

. A key should be indicated n the graph to explain the meaning of the co

lors or the narking. 

I
 
I
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.	 Althwgh the pointk w the graph are m*cd 1, 2, 3,... etc., pcqlo using

the graph need to laow that the mmbors amn. In the graphsprescrtad, the 

nunbors rqurosmt duties rcgardingperformnce and clants regardinganti

vation and wzicing awirrm t. It is inportant to ranmber %hat the duties 

and alazatsare in order to be able to interpret the graphs. 

.	 It is inportant to carefully observe the fluctuation in the column sizes 

as they fluctuaticns rcvcal inportant information. 

After analysing the reaults of the entire grawp of 25 aninatorspresaited 

in the Data Sumry sheet, participantswre asked if the poor results 

wro charmecteristic of specific aninntors or of different Anintors. Ucrz 

rwiew of tho Data Summy shoot, they were easily able to identify 8 ani

zntors who's reslts wre cansistently low. This ies consideralas a sub

greqp that needed special attentian. 

Phrticipantsthat reviewal the principaleof Selective apervisiam. This is the mna 

by idich the spervisor. Focus tiu and effort selected &&ties or olaants, or wor

cers idAo are in need of inprovaznt. The Data Sunany Sheet can help the supcrvisor 

identify xdkat to select for special attention. 

Participantsthen develqxpl a dieck list for ays of prwidingpractical and offec

tive szpport. Since this .es often recammrdad as a solutin to problom. 

Are of suport Staff wnt SWervisor shald give 

Atotrial aruipmentIapplics . training for aintazance 

. repair 

. sporaparts 

. ans to prevent ieste 

Financial Martely 	 Training in 
accamnbing 
buAdgetting 

Moral Canrolling 	 . good listening 
. availabilityof self 
. recognition 
. negotiation 
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Idmical Training 	 - ai the Vort training 

- visits to loan from othcrs 
in the area 

- hand cts 

Infoantimal szpport ss also added. 2his includes informatim an administdatide 

filling cut different form.procedures, beofits, and help in 

After having reiact the says of giving practical support, the participantsprepa

red an out line of a sparisorsrrport and usa the out line as a basis of writingi 

a rcport of the rcsutsdepintcd in the 2t-a Suwmy Sirwt Iron u4ob thotr had done 

thoi. analysos. 

Outline of Spervisor's Rqport 

I. Introductian 

- puzpose of rqort
 
- purposc of sporrisory visits
 

II. 	Backgmund 

- chareteristics of grap aspervissd
 

III. Athods 

- Supovisory form 

- how data were collected (graup or indirvizal visits) 

IV. 	Presentatianof results
 

- graphs
 

V. Cnclusions 

VI. 	 Interprctatim 

VII. 	 Recawdatimis 

The 	rqportpreparedby the participantsfollows: 

U
 

I 

I 
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SPPRVIRise'sgy 

Intradzction : Report is an a azperisozy visit daert ch 6.6j90 to evaluate the per

formance of 25 aninntors in the Central Province. 

Ba: 25 aniatorsof the Central Province do have not bem asporvised for 

the last I yr. These aninatorsare all secndary school lowers idio 

have undergano 3 nmths trining in anisatiaiin the comnity develo

ment school in 	Kunba. 

Atthodol4gr : 	&pvisory fom (so. arme 1) 

The form is dividd into 3 sectims using the criteriafor : 

a. Sectim It 	 Porformance - Very Good, Good, Poor 

5. Sectiom II :Mtivatiz - Very Satisfactoay, Satisfactory, 
Unsatisfactory 

c. 	 Section III . har*ingCaa- Very Satisfae*r, -Stisfact*oy, 
ditions Unsatisfactory. 

kb reported at the D. 0's office a the 6.6.90 at 8.30 a.m 

and cwplaired the purpose of our visit. 

kb Vent 25 minutes with each aninator. 

PSMATIOW : 
Perfonmnce 

100 % 

68$ 

50$
 
32 %
 
25%
 

0 	 -

I 2 3 4 
Datics 
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SI ~Very Good 

I-I - Poor 

MO TIVATION UcWM CrUxTOVS 

100% 100% 

72% 92% 
68$ 80% 

50% 76% 
68% 

32 50% -I 
45 32
 U24
 

A
 

1 2 3 4 5 1 2 3 4 5
 
Ela-mts Elcmts
 

I-I - Voy satisfactory _t Very Satisfactory
 

i-F - Unsatisfactory I I Unsatisfactory
 

aUSICVS : 

SETIG I : Perfornance 

I.Oly 68 % of the aniantorsperformd at least good on dtics 1 2 3 4.
 

Therefore we can cmncludo that they were not adaruatelytmind on how 

to collect infonmtim', ercuto solected projects. 

The ajor casaquences would be that datics ad up not being effective 

ly doe, bern is mismded standing, -cenfusim, and disntmlamat. Rommed.

en the pot t tr* g to be given to amiators-esrgads t. %hatis expected 

of than and how they shaud go abast perforning their variasdutics. On the 

spot trainingcould begin nort amth for 3 Ilcs starting5h - 2 h july 1990. 
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SECTICW II; - In elcnmts 1, 2, 68 % of the aninntorswero at least satisfied, 
shimst in 0clma t 3 t4 72 % of the awiantors vre satisfied. 

2herefore we can coclude that in clamts 1, 2 the aniantorswere 

not aluays delegatal authority and wore very rarely asked to ini

tiateprojects. In elanmts 3 ; 4, 72 % of the ani'mtors felt qua

lified and -sao ite %asspent givinlg than trainingaa tasks they 

ore capocctd to perfom but didn 't 1now how to. 

The consaquoces will be that, the cspcctal target is not achieved. 

Therofore rocamnd that animators shaid be dolegated sane dutho

ritiesand detail job descriptimn should be ando available to all 

the aniators. 

SECTIY III :	 In clanm 1, 92 % of the aninatorswero at least satisfiedwith 

theirworking conditicn. 2herefore we can coclude that they are 

well organised. In olan ts 2*Y3 76 % of the aniatorsiore at lost 

satisfied with staff relationships 

and availabilityof rosaurcosand therefore cnclude that the criti

cal resourcos arenot albays availableand there are sanctims cn

flicts annag the staff. 

In elanmts 4 80 % of the aninatorsachievl axpected results there

fore conclude that 20 % of the animtors who did not achieve apectai 

results was die to perfomance and ntivatim. 

In olatnts 5 only 68 % of the aninatorswero satisfied with the 

style of theirboss. Therefore we can cmclude that the style of 

the boss is unsatisfactoryand leads to the low oatput of 32 % of 

the animntors. 

S Recanmend that at - the spot leadership trainingshoald be given to 

the boss. FOllow up visits his work place shald be carried oat ma
thly. 

Sunany: 	 it have a subgroup of 10 anizatorsbho need special attomtion. b re

camnd that 4pocial superisozy attention be given to than. 
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DAY 10 : 8 JUiE 1990 

These
 
. Giving feedback
 

Objectives
 

. Daciutrffective faeiback
 

Methods
 

. Discoverzy
 

Techniques 

. Grop arcrcise 

. Group Discussion 

. Role play 

Activities 

.	 tainstorming operational-definitim of fedback 

. Role play n tays of giving fedback 

. Identifying problens in giving and receiving fedback, 

and solutions to those problem. 

Resul ts 

a) 	Operational definition of fedback. In a brainstormdngsession 

participantslisted the najor characteristicsof food back: 

1. 	 share observations 

2. 	 Analyse observations 

3. 	 Give praise and recognition 

4. 	 Criticizeand reprinand 

5. 	Other advise n how to inprove perfornance, ntivation 
and working conditions 

5. 	At/ke cmelusions and take decisions an action to 

inprove performance, etc... 

b) 	Giving feedback 

Participantsrole played feedback situatiansbased on the 3 short 
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case studies vdich wore used in the first session. Fccdback style 

uns analysed by the participantsand canonts were unde as to how 

to inprove style. 

c) Problemns in giving and receiving feedback. A brainw

tonning session resulted in the following chechlist 

FEEM(X 

RECEIV1W 

problnrs : - Cwld the wrang I - Could be misunderstood 
fedback - - any not be appreceated 

- Peqleany get hostile- cwld be brased | - People any refus to take foodback- cold be subjective I 
or mi sunderstand it- could be judcamntal 

Solutions.: - Shwld be clear and - ask questions to clarify 
and precise 

- nake effort to listen 
- shald be arvropria - shouid be accepted withcnt defensiveness 
- should be unbrasded 

- should jcctivc 
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&JPERVISOWY JmV 

Ti - -Date 

Post	 Site : 

NY Title :	 Nam of Supervisor 

Nam of %pcrrisc:	 Institution : 

DIMIES QESTIGIS OUS12AaIVS RCW 	 YCO OD 
1."IO 	 CollcctWFIESnfo I 

1.Co~lect Infor f - Mat activities 	 Look at the j aninntor nusJ Sanr as above JDid not identify 
t, o coner-1exist ?	 written docu- Iic"'rntify infonin-j but did not con- Iexsigpolm
unin :7. r1 eis 

the socioj tact the seviccs and the ncis ofI n ts i.e. 2- t.c. on 
-ing i 	 solve the pe'.-? 

- l'II I dia~~ : , f rtitis-	 Iecanic and cul Ithat can 

- at are tc avalI tics tural life of thoithe existing or 
oe; the gw'tj would be prcbll ablclunvailablc I 

resources ? I and non-gWIt suj 
v 

-eat Projects can the resurces a-
I get involvea 

-. 	 -- -I 	 R----EDS- vailableGOOD____________and not - -----.	 VE-
in ? in? I 	 available mist ha-f 

V Cotaced the- khat are the cris 	 - LokaIh - The miao a saoe (idntiniy
ting problen I services that can 
how have they boil solve existing or 
beon solved ? wldbeproblems. 

- Mat are the necII
 
of the people ?
 

- hint are the so
cial norms of thx
 

C Iarea RIIT 

m -W 	 mmmmmmW m m m m m mm- m 



I 	 I 
I Analyse inforw-I - Did she identifyl

tion. I existing problers I 

I Dd she set abI 

jectives ? 
- Did she set prid 
rities ? 

- Did she idcnti4 
feasible pro-

I - Did she idcrtif) 
I strategies to bul4
I ve problems I 

Contact authori 	 - Did she contact 
tics 	 alministrative., 
Target grwps 	 local, political, 

religious, authu-j
city ? 
- "*d she 3lso0 

i 	catact traditio
nil rlers and so 
cial grop loader 

P 

, Execute 
Selected 
Prcjemts 

Nam of project 
to be executed ? 

- Dc yu have 
enagh resources 

- Is project boin 
carried cut as 
planned ? 

-2 

BEST I -
I 

Look at her 
written 

AVAILABLE I documents 

-Look at her 
program of 
activities. 

-ikmmin ac- Lok 

tioj i.e. written 
Can the project records. 
site I e.g. reports 

- Can observe tiM
 
finish or anf.i
nished articlesI
 

or cutput. 

- The analysis nustl - Same is aboc - S me as -above but 
include existing but did not iden- d id not set priori 
problems vis-a-vis tify feasible and guidelines. 
the needs of the projects.
 
populatin, identi
fy feasible project
 
s, set priorities I V
 
guidelines for solI
 
ving would be pro-I
 
blems
 

- Sam as above Di d not contact the 
but did not traditional leaders 

- The aninatormus cntact the reli
have contacted the; gicus groups,
administrativu, 1. 

-- itical and 

cligh. i autkarity

in the area she
 
should have al so
 
contacted the tra
ditimnal rulers 
and social group
 
lcaders to make
 
them awrc of the
 

Iprojects activi-I 
ties she intends
 
to inplarnnt.
 

----	 -- WmWm m Wm m a - a
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4 
O 

I-List cf nnrbers 
I involved in this 
I project 

- How Imng has prol 

ject existed , 

I-Howdid it came 
abot? I 
kho's in charge 
of the project ? 

khat is the Durm4 
tion of this I 

I project ? I 
- hors reqponsi -
ble for khat ? 

-w'l s project 
I carried cut ? 

W-kt problems 
::ist ? 

I 
I-Project is on 
I schedule 
I every one 

- Participaties 

-Project is an 
schedule but 
not every oe 
participates 

- I 

-Project is ru 
cn schcJule 
but not 
every one 
participates 

I 

1- ESLTS 

2- VEED &4X: 

3- SOLUTVS 

m -m mu- m-Wu m- ua-- u a



AILABLe 
MOTIVATION 

I 
ELEAfIES I QUESTIOVS OBS&WATICVS RECORDS IVERY SITISPAC1Y I S4TISPA1W V-STISFACEXY 

Persnal needs
 
salary I ,
 

Status Mhat is yar po- See if she is Mrk shoots - receives praise Sane t imes re- Seldom rcives 
recqgnitimn sitimn ? happy i f -Monthly aluays after eve cieves praise prazse. 

-Are yau respects 9jShdoes her reports wel jodtae i 
t job with case rs. 

-Do pcqpl e apprei
ciate yaur job :
 

-Do you like uhat 
I do ? 

Initiative - Are you inchqrirg minutes of - Regularly is de- tjaotimes is de- I Sldo delegated
 
delegated of activities ?I meting legated authorityNegated authorityI authority
 

authority vark sheet

HIaveyou ever 	 I-mrshei 
initiated any
 
now projects ? 

Professioal - Are there thing - Her certifica-'Feels she is very Foods is quali- Il..-s is not too 
satisfactin you can't do but tes in her fill qualified to do ficd to do her qualified to do her 

job. 	 JobTrain. is required to 	 the job
ining 	 be doe but you
 

danIt know how
 
to do than.
 

I I 	 I 
silts - pbre the result 	 Look at files Always Sametimes achio- Seldon 
hieved 	 positive and records achieves j ves results Jachieves 

- kbre your alS results resutsI.eut
 
attazno 


M M M - m - nm ===W=WW 	 m M
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Resources. - Are resources |-
Albays availa- I 
bl ? S-Check 

- Are resources 
always the ri 
type 

Lock at stock 
roan 

h 
if ate-I 

rial sare in
working ccndi
timn 

ILook at the writ 
Iten records 

IAlways available 
Ito her 

I 

Sactimes 
Available 
to her 

I Seldom 
I available 
I to her. 

1-

01WTS: 

RESULTS 

2- fEED RC : 

3- SELTIOVS : 

am-m -m - -W-W--W-Wm -mumm
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WORKING - CONDITIONS 

a ur I3 oSurlayts assmarays I RaCWS Vra srmrray I selIePACRY UV-SJT.zmemWJY 

ORllWISAI - hat duties I- Check oz* pro-Iletailedplans Sencral No 
exist? 1gam budgets IPlans Plans 

Iho is inchargeI - check job 
of Uat ? description
 

-Do fou have a
 
detailed jcb
 
description ?
 

-Do you know I 

yar supervisor
 
is ?
 

-Do you have a
 
prcgramw of ac-i
 
tivitics ? I
 

STAFF - bserve them in - Look at cis- - No confliets disagrernzts frequent

fI&TIVSl'S - Do pny conflicts temct - ctha ting recors but no fights conflicts.
 

exist ? atansphereis
 
- Ho I ccndusive or
gewcll doylwi case e.g.gcht alg ith Staff meetings,

each other ? Ifgroup meetings 

AVAIIABILIY -Mat are the cri - Leak at the a 
I tical irescurcesi the stock re L at the NetshsbhntAtls 'occasitnal short Frequant with inportant 

.- vanterialouts but not withlpeed? - Observe their -- No stoc out 
ild a inprtant nntoricnvetory IAre the Mlway.5 conditicns. Iavailbc. ? .. 

als I 

------ mW-WmmWm mm mmgmmg
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P1'RAM 
MSULTS 

STE OF Iw 
BOSS 

i I
I - Have you reached -
I your desirald 
I goals ? I 
-Do ya lnaow bat' 

Vhat the pro
grams targots 

are ? 

Do you take part 
in .ecisim2 a-
king ? 

i-Are yaz allowezd 
to introduce 
sam thing new ?I 

1- Does she listen 
I to staff pro- I 
I blons? I 

Observe the 
results hcro 
they are 

- Observe her 
interaction 
with her staff 

I 
- Look at the [Exccd their 

prcgrame of Itargets 
activities I 

- Look at reportsi 

I I 
I Met target I 
I target 

- Look at how 
problms are 

i.e. 
SolvedmetingI 

minutes and dis
ciplinary ac
tians 

IAlasapera I 

apprqpiate Generallyappro- Soldan appropriate 
Iwith her decisions 1priate with her jwith her decisions. 

jdecisicns 

CGWTS : 

1.REWLTS : 

2. AED aCK : 

3. Swrrays: 

3.SLU OY:________W W________e______a__ ____________ 



ANNEX 2
 

I
 
I
 
I'
 
U
 
I
 
I
 
I
 
I
 
I
 
U
 
I
 
I
 
I
 

Fdniste ro dos Mdfc-IrosCoi 9?. C/U2A!D-Qq,BaoUN 

ot do l~a Conditxion &inn 

,4 )44
 

UEIINAiRE-ATlM-IH~ SUJR SU?LA UXSIOJ 

Dr3 ?iWJRAlNES DE~ P Ti IIFICc7Icjq ?AAI1LIAL3 

R~APPORT 'liC1HNQJ2 

C44AfcA3-YAc4JMc DU 28 N<k. AU B JUINg j990 



OBJECTIFS 

A la fin de l'atelier, les participants devraient etre capable de: 

1) Expliquer le concept de la supervision 

1.1. donner une definition operationnelle
 

1.2. enumerer les 6lements les plus importants
 

2) Planifier un programme de supervision 

2.1. preparer une serie d'instruments de supervision
 

2.2. preparer un horaire pour la supervision
 

2.3. preparer un budget pour executer un programme de supervision
 

3) Mener les activites de supervision 

3.1. identifier les activites i entreprendre
 

3.2. effectuer les visites de supervision
 

3.3. identifier les imperfections professionnelles
 

4) Donner du feedback base sur les donnees recueillies lors des visites de supervision 

4.1. enumerer les caracteristiques d'un feedback efficace
 

4.2. donner du feedback efficace
 

4.3. faire un plan pour un rapport de supervision
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1-* 

1/sesAu' 8 4aSp 

AVANT PROPOS 

Au tome do co s&Znaro-atolior, I'autour du prbsent rapport 

ranorcie 

- Son Eccollence itdamnn le Ministro dos Affairos Sociales 

at do la Condition Fminino du an.oroun pour son appui moral 

- Los Rosponsablos de Managemst Sciences for Health (IvISH) 

at coux do 1'USAID par lours appr~ciabols contribution at assistance. 

Nous n'oublions pas MaJa NJCK NJE Yvorno du MINASCOF et 

Madame FIAENr do PNUD pour laur aonui & l'organisation do co adminaire 

atolior. 

I 
I 
I 
I' 
I 
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AVAILABLE 

imrrncricc 

1.1, TERES DE JEFERENCE 

La nresonto action d.land&o conjointanent oar lo ASH ot 10 14inis

-tEr' .dop Affaires Socialas ot do la Condition Fminino avait pour tonnes 

db'1ference 

a) - Planifier la confArcnco-atlior 

b) - Conduiro la conf~ronco-atolior 

c) -- Elaborer un rapport tochnique do cotto, confdrenco-atolior 

dostine aux organisatours.
 

1.2. DER3LaENT 

1.2.1 - Lo s&ninaire atelier sur la supervision s'est tnw. daer 

les installations do l'IPAR o0 so sont drouldos les prbc&&dntes cnfArmnas. 

atoliers sur la gestion des prograies do3 planification familiale. 

1.2.2 - La periodo d'activitds a 6th du 28 Mal au 8 Juin 1990, 

comprenant 6 houres do cours par jour. 

1.2.3 - La but do cc sminairo 6tait damliorer les capacit~s 

dwe participants, pour Is pluoart do Diroctrices des Maisons do la Feme, 

& supervisor les activit6s do lour structure. 

1.2.4 - Objectife gn6raux 

A Is fin du shainairo, los participants daivont 3tro capablos 

- d'oxoliquor lo concept do supervision 

- do planifiur une suporvi-sion 

- do conduiro une supervision 

- d'cizloitor los donids d'uno sunzrvision Dour la r4tro-infomation 

ojoctifs sp6cifiguos
 

A la fin do co saminziro, 1 participant qui traito du la supervi

sion doit 6tre capable do : 

a.a donner un definition opfratoiro do supervision 

a.;. ±nconer 1,s ca-posantes d'uno supervision 
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6.a 	Confectionner les instruments d'une supervision
 

b.b 	 Elborer le budget do 1 supervision 

b.o 	Elaborer le calendrior deo a supervision 

b.d 	Identifier les activitis 1 canor tout au long du 

processus de la supervision. 

c.a 	Menor les activit6 s d'une supervision sur le terrain 

c.b 	Identifier une deficionce professionnelle chez les
 

supervisis.
 

d.a 	Enumrer los 6 caract6ristiques d'un feed-back
 

d.b 	Donner une r6tro-information au supervis6 concerns 

d.c 	 Elaborer le rv-mort de supervision fait.. 

1.2.4. - La mithodologie utilise 6tait baste sur Vap
proche exp6rientielle, consolid6e par les :n6thodes participatives 

telles que la d6couverte, l'active et 1'interrogative, avec comme 

technique : les 6tudes de cas, les exercices et le Jeu de questions

r6ponses. 

1.2.5. - Du nombre do 28, les particimants dtaient roer

tis en deux groupes dont 22 francophones et 6 anglophones. 

Le present rapport a pour objet do retracer le dlroule

ment technique do la conf6rence-atelier your los frcncophones.
 



?flC/USAID-CgiAEROUNMinist&re des Af ft' s Sooiates 

et de la 

SBAINAIRE-ATELIER SUR LA SUPEWVISION 

DES PROGRBAAES DE PZANIFICATION FAAILIALE t 

JOUR 1 

2 

: LUNDI 

:LAAODI 

?8J44I 

29 MI 

1990 

1990 

i. REVES 1 

- IPRESMIATION IWiTUELLE 

- ORIENTATION Or NEZ0CIATI N 

- TEST DE STYLE DE NEGOCIATIC 

2. OaJECrIFs D'APP'NTISSPGE 

A la fin de la seance, le particicant doit 6tre capaole de 

*. - Faire la connaissance des aucres participants 

2 - Donner son accord sir le projreiane de cours et 

conditions de trajail. 

- Identifier sox. propre style de n~gociation en 

que Super:iseur. 

les 

tant 

5. 

IETHODES 

TEC:1NIQUSS 

DEROULEVENT 

f&thode de la : :ouverte 

: koos6 et er :cices. 

et ia mthlode atfinnative. 

5.". Activites d'apprent ss.

a, - Apres l'ouverture du sinaire, les -articiiants ontt0 invitbs A 

;ormer un cercle autour des facilitateurs. 



- -BEs-r2 
AVAIMBLE 

Les participants at les faci tateurs devaient se lancer une calle tout 

en donnant chacun qui recevait Dalle son nom, pr6nen, fonction et prove

nance. 

o) - Ensuite les facilitateurs nt donn les informat loq sur lon c&Mlitions 

d'h60erganent et restauration. Ils at prdsente par la m&nie occasion l'horaire 

de travail. 

C, - Aprbs la r6partition des p,.. I ants en deux groupes f rancophon.s 

't anglophones, las participants ont passO A titre individuez --. ": 2.' 1w 

.aluation de leurs capacit6s de n~gociateurs en tant que super'.,smI . C 

cercice a aussi donnd lieu & la constitution de 2 sous-grougies de travail. 

5.2. R6sultats
 

a) *- De la presentation s'est dgagee la liste suivante 

1ie EFFIGCI Conf or t 

iAne ATNGA Catherine 

i, TrGtEKEO Stella 

it'e K'I E. Veronica 

Ane TFiGNG Monica Arit 

iAne tI3A-I marcelle 

i.arie-Th6rbse NGO 44HE..3 

iine CIE Marie Marcel 1'. 

Lte Suzanne EPEB 

mdne Laurent ins ELNG 

ukne NOAH n~e ADMA 

idte TIENICHEU Thnrese 

*te NDZUGOU Marie Colettr 

LAne NO1OUDA Oderte 

*Ane riDLU Suzanne 

tihe KAl4U-icA Victorine 

i/ne AABANI 4.Clotild. 

LAne iarie Henriette BELINur. 

Ane Isabelle FOUDA TABI 

i4ne NLEND Christine 

1ne NJIi Marie 

i& DOU4RA TARANG 



BEST 

IAVAILABLE 
- 3 

,a) - La n6gociation a aoouti a 1'adoption de l'aploi do taups propose 
c'est-&-diro do 7-H30 A 13H30 avoc une pause do 20 minutess d 11 H. E/ 

c) - L'exorcicc sur la negociation a pomis & thau pacticipart 'ident:

fier son propro style soit vendour, n~gociateur, i:!2itfbrjnts, tour, tt. 

soit routior. 

I 
do Il'i :(-ultatAinsi solon quo lo - *pervizcxr accordo 11 o:rtfance an 

ou a la conmunication, i so litue ci0 lun dos quatre .drnu-:'i- e-ous 1ou encore au milieu. 

10
 
9
 

Vendeu: N6gociateur

'0 8 

7
 
O 6
 
I- 5 

4
 
r2.
 Indifferant Prescripteur
 

2
 
1
 _~i~

2 3 4 * 6 7 8 9 10 

Intbrit pour Ia.caxnunication 

5.3. Synthbso du facilitateur 

bo facilitatour a insiE1 -iurl'importance do la- negociation 

dans le processus do supervisi'n 4tant donn4 quo le supervisour est toujours 

appel6 A n6gocier los objectifs :.c .,s rdsultats du pirigrane avec ses 

collaborateurs, i faut qu'il - .t on bon n6gociateur. 

I 
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EIf in 10 fazilitatour a dunnd 1a sch6na do adgaciation que voici. 

NEOCIATION 

K;. ZE D'INOMAiTIN 

IDENT..;ICATION DE3 
A/.CNS'LjSMUTUELLE 4 

ELACTRATION DES OBJEC-

ITIFS Er RESULTATS SOUL-IAI
 

TES
 

3 

REPARTITI3N DES 
RESONSABILIT72 

ELAFORATION D PLAN DE 
sOrIEN -T RssOUTiO 

DE3 ?ROBLEZE3 

AA1TI'i D'UNE 
REVISION 



1. ThvIE 2 : CONCEFPT DE SUPERVISION 

2. OBJECTIF3 : D'APENNlISSAG7 

A la fin de la shance, le participant doit 6tre capable de 

'I 5unner une d6finition op6ratoire de la supervision 

2 - Idontifier les conposantes diune supervision 

3 -Eunrar les avantages d'uno supervisinn. 

3. vEIODE : Decouverte - Interrogative 

4. TECHNIQUE : Etude do cas, exercice, jeu de question/reponses. 

5. DEROULHAII' 

5.1. jctivics d'apn-entissage 

Les particioants rdpa.'tis en sous-groupe Dat dt6 invitEs Aanalyser 

les trois cas individuellanent, pLs an sous-groupe. Les risultats ont t 

discut6s en saance nlenibre. 

Ensuite par un jeu Ca question/r6ponses ils ont d~fini la superui

sion et ses caomosantes et ont (lnumbr les avantages qu' of fre une supervision 

pour les sup&neurs, Is supervise o. -'cur le service. 

5.2. Rdsultats 

En s~ance pl~niore les participants ont pr~senth les productions 

ci-aprs 

GROUPE I 

SITUATION 1 

Problfme : 1anque de collabora ' entre Is Caef et son 6quipe 

Causes -canplexe d'inferiorit de la part du resce du personnel et jalousie 

- idauvaise gestion du pers melm par le Caef ; 

fianque de comnunica.ion dans le service centre le responsaole 

at son equipe) 
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Refus d" chanemen
 

i'alngue do formatio; du reste du arsonnel.
 

Cons6qences 

- Baisso des Drestations
 

Boycottage du travail.
 

3olutions
 

- Seance de 	 travail entre le superviseur et le responsable du 

centre ; 

--Contacts infonmels entre le superviseur at les autres agents.; 

- Reunion g~nbral du superviseur et tout Is staff du centre 

- Rorganisation du travail : describtion des activiths. des taches, 

des postes, ritartition des responsaoilit6s
 

- Iormation ou recyclage du reste du personnel
 

t long terme, motivation du personnel.
 

GITUATION 2
 

Problime N6gligence et nan:q C'entretien du mat6.iel at des locaux par 

l'dquipe de Bacterio do Centre. 

Causes 	 - idauvaise.organisatio du :ravail; 

- Incompetence et indiff1r. --ce du Chef. 

Cons6quences : 	 - M±contentenent ganeral 

- Pertes de tamps. 

3o1utions 	 - R6organisation 1h travail avoc red6finit.ion des *thches 

~ Observations & 1'&-ipe de Bacterio. 

SITUATION 3 

Prolime: Absence do tolrance. 

Causes 	 - nions divergentes sur le plan religieux 

- Ecart d'Age. 



BEST 
AVAILABLE 

A
Cons~quences Perturiationrs dui service. 

Solutions : ,Iapol l'ordre, A la discipline et au respect de la hidrar

chle oar le Chef de service 

- RaDo du principe de l.'.cit6 de service. 

GROUPE II 

SITUATION I
 

Problemes
 

- Manque de collaboratic' o:,r le Chef d'6quipe et son personnel 

- 1Asence de d614gation des pouvoirs. 

Causes 

- E3olsae du Chef d' pine ; 

- Aosence de motivation dos agents 

Comnlexe d'inf6riorit6 des agents non fonnds. 

Consdquence. - L'objectif du programme ne peut 8tre atteint. 

Solution Crder uno amoiance de travail
 

EBprunt d'acceptabilit6 

Anener le Chef d'6cuipe A motiver son personnel et A 

le responsa 2-liser; 

* Avoi une - .itude acceotable envers ses collaoorateurs 

* Ne oas 6tre -.cleur. 

SITUATION 2
 

Proolme : - Mauvais fonctionncn it de servico. 

Cause : Manqu d'ornanisation de travail. 

Consquence :-2elachaaont des activit~s dans 10 service 

- Risque de d6t *.oration du w.at~riel do travail 

Risque de contami: :ion des Oatients 

Noan fiaoilit& dos r~sultats A cause de la tension au seln 

da l's6quipe. 
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Solution 

Rorganisor le service et responsabiliser chaque mEntre.de 1'6quipu. 

'dresser un calondrier des activitds avec les nens des diff6rents responsablas). 

SIUATION 3 

Proolme i4auvais rapports humains. 

Causes - Abus d'autorit6 du surveillant 

-Manque de conscience prof essionnelle 

- "n respect de la hibrarchie. 

Cons~guence : Mauvais fonctionnanent C service. 

Solutions
 

- Amener le surveill.-. & plus do toldrance 

- Aonner 1'intinmier A az .1iorer so conduite 

-- Respect mutuel 

- Inviter les agonts A p' s de conscience professsionnelle 

5.3. Synthse du facilitateur
 

Le facilitateur a r!sund les trois 6tudes de cas en pr6cisant 

qua les diffsrents problimes -us dans les trois situations peuvent tre 

prbsent6s schLmatiqucnont comne sui. : 

Problimes lids :- lal motivation (stylede supervision, frustration) 

- A I'organisation (broc6dure, nomes, structure, ressources) 

- au r6sultat (clart6, r~alisne). 

Dans laur eaoression, ces problbmes se presentent conne des conflits 

qui peuvent Ltre individuel ou collectif. 

*ous ces problares E cto la PEZLHANCE que nous d~finissons 

came lo rapport ontra le resu :t et l'effort. Ce resultat ost exprim6 on 

tonnos do Zuantit6 ot qualit4 .,s que l'effort tient canpte de la force 

physique at intellectual ainsi c .o du rythne de travail. 

PERFUOANCE = REGI. .'A7 

EFFORT 
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I 
vlais ii f aut des nunns df 4 ios came uno mosure acceptable do la perf or

mance. Ellos s'expriment on qu-ntit6 et qualit6 et on rythne do production Ide r~sultat. E, : une socr~tairo doit dactylographior 10 lettres (jour) 

sans surcharge ni orreur. Une Sage-f nme doit assurer 10 farmes (jour)..... 

consultations do gynico. I 
Ainsi les 6lemonts do la supervision sont las suivants : I 

- le style de supervision ;
 

- los objectifs on tenne do rbsultats attendus ;
 I 
- la norme do perft:zmance portbes sur los instruments 

- le supervis ; '1 
- les condit, zs do travail. 

Partant do cos lmtents Ia supervision pout so d6finir corae 

une vision do haut do la structure visant d amliorer la performance du 

supervis6 ot collo do l'organisat on. a1 
Cotto definition pout t: -uprsmrt&e conmo suit 

a) 

CONCEPT ATTRIBUTS INDICATEURS 

- Effort 
- Porfonnanco - Effet 

- Direction 

- Satisfaction des Dosoins
 
Supervision - ivtivation - Initiative
 

- Conscience prof essionnollo 

- Conditions do - Cotmuniication 
travail - Environntmt de travail 

I2SPKRAANCE 
o) 

SU - 1VI \SIO N 

[a.1IVAION 
TRAVAIL 
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S'agissant dos stylos do suporvision ' consid6r6 cano 616mont 
fondarmontal do la suporvision, lo facilitatour a digage los aspects positifs 
at n~gatifs do chacun do cos styles afi d'attiror l'attontion du superviseur 
sur tours applications. 

a) - STYLES DE SUPEM : 

STYLE 	 ASPECTS PVSITIFS ASPECTS NEBATIFS 

Autocratique O'otontion raptdo du Frustration choz los colla.
(force ot riguour resultats coratour. 

Atteinte dos objoctifs Sontiment do peur 

Laissor fairo Absence da contlits entre Difficult~s d'atteindre los 
(indiffrnc) le Chef t l collabo- rsultats. Tendanco au 

rateurs. !enne ambiance chaos. 

Participatif Trbs bonne ambiance Lontour dans la prise do 
sur tout respon d~cision.(n6,gociationJ Conconsus 

sabilit4 do rbsultat par
tag6 entre lo Chef et 1-0 
collaborateur 

b) iDDALITES D'APPLICATION DES STYLES DE SUPEVISION 

STYLE DE 	 SITUATION 

SUPERVISION PERFORMANC] MCIVATION CONDIT. TRAVAIL 

Autocratique 	 Quand los t&cis Quand il faut aug- Quand il y a 
sont axcuthus au montor l'offort carence dos ros
dussous do nomnno sources 
acceptables 

s 	Quanid los taches C:tnd l'offort at Quand los res
sont ex cut6es la productivit6 sources sont 
confonnnit aux sont accoptables disoonibles 
norms 

Quand il y aQuand les t~ous Quand il faut aug-
Participatif 	 beaucoup do do

no sont clairone - mentor 10S resul-
It 	 mande (it 'Ocau

li10s au rdsultats tats au rcndmont 
 coup do rossour
coupd 

__________________________________________________________________________________c____s._
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Enfin it a xrisonti sot - forme d'un tableau syntnetique los avan
togos que Von pout tiror do : svoprvision. 

PANTAGES DE LA So ;ERVISION 

CONDITIONS DEAGElT PERKFR.412	 1.DTIVATION 
TRAVAIL
 

-ft 'I1 SUPERVISEUR	 s'assuror c-. le Connaitro 1L genre Dovenir capaD1 I
 
travail s'execut: do soution A four- do planifior l4
 
confomtoont aux nir. I-rtliorartion travail at I'ut
nzrmos2 do sa capacit6 do lisation dos ros

o stion	 sourcos 

2 SUPERVISE	 Connaltre los as- Slassuror do Savoir qu'il fau
 
poccs 30sitifs Ut l'assistance do planifier los a:
negatifs do son son Chef tivit~s et los
 
travail at los pos rossources qui
 
sibilit(s do los doivont Qtro
 
amblioror	 r6ell -iont utili 1 

3 SERVICE oa travail c' -: Augmentation do Amelioration
 
oriont6 vers C- 1'offort at do Is gdneralo do l1'o
 
cauplissaneot.. des productivith vironnanent do
 
objectifs du pro- Enrichissanent dos travail.
 
Urarno tAchos
 

Possioi t~s d' in
novation. 

La diff~ronco ontre la supervision at ls autros fonctions r~sido 

ossentiellanent 	 on co que cotto fonction vise l'identification d'une d~fi

cicnce pour l'mielioration do 'a perfomnance. III\E 
Su-ervison : assistan, au collaboratours 

Evaluation : juganent de valeur 

Inspection : surveillance dos nomos 

Contr6lo constat d'6cart at priso dos mosures 

Monitoring: surveillance continue ob l'activit6. 



sq 

J.18A AVA Lift
JJR3 3 : iERCREDI 30 iAI 1993 4' 

4 : JEUDI 31 AI 1990 

i. Tf-IAB : CNECTIN DE L'I '%RStIT DE 3UPERVISIa4 

2. OBJECTIFS A la fin d- .. siance lo participant doit Otro capaolo 

do :da : 

i -WDcriro .- pstu du travail do 1'Animatrico do la M.F. 

2 Confoction .r une ficho do supervision A partir 

do la descril.'n do joste ilaJor6D. 

3. MIlDE : Dbcouvrtc 

4. TBC-NIQUE : Eorcicos 

U. DEOULZQrI
 

5.1. Activit6s d'apprentissago
 

a) - ilos participants ont rualis6 individuallanunt la doscription do posto 

do 1'Animtrice do la [aison do la Fnne. 
ont 

Losrsultat C: la r6flecion individuollo / 4t6 discut6 on sous-groupos pour 

nf in Stro prscntsm s~anco plinibro. 

b) - Ensuito, A titre indiviuol ', s participants ont confectionn6 IlInstru

montd ipovisim & partir de la :s.ription do p0sto 6laborb. Los rbsultats 

discut~s on sous-groupsont 6t6 ,ntEs & 1a seanca plniro. 

c) - Co mm acorcice a ftd faiz poi' le poste d'animatour. 

5.2. 1l4sultats 

Los sius-groupos ont produit lcs r6sultats ci-aprs:
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BEST I''I, 

V 
AVAILABLE 

G3ROUPE I 

I' 
DESCRIPTION D PO=STE
 

ITitro : Diroctrice do Maison do la Fame 

Grad : Rang do Chof do Gorvicu Adjoint d'Adninistration Contralo Nol. I 
2olations hi6:archiauos : Plac60 sous l'autoritd du Pr6fot. 

Attributions : Concovoir at crimor los activites do -rmtion do la faMe0, 

do la jouno fillo at do la fami..u. 

Rosponsabilit6s
 

- Dirigar, g~ror, will & la cnna marcho do 1'institution 

- Roprdsontor la ia~aon do la- Fmo dons tous los actus do la 

vie publique. 'I' 
Nivoau do !ornation BAC + 2 anneus do fanmation on 'I 

santa
 
Servico social
 
gostion
 1- Educatic..
 

- Animation
 
Agriculture
 

Expbrionco profossionnollo : 3 ans aacigences du poste
 

- 2:ro do conno moralit6 'I 
- £rin maribe ou c6libatairo digno. 

IAvantages : 

- Salaire mensual min -,m 

- 100 cat~gorio, tort- 1-. 2 I 
- Indmniths
 

- V6hiculo do servico
 I 
- Logament ou indemni.'s u loganont suotantiolle. 

E.P. 12/an 

Ti = Planifier = 1/an 

K.0 - 1 t 
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Ass - 2 1 x 3 = 3 ans
 

vaitriso - 3
 

GROUPE II 

DESCRIPTION DE POSTE DE DIRECRICE DER IviSON DE LA FBMAE 

Titro : 	 Directrico Maison do !a ?umo 

Position 	 : Cadre myon (H1) 

Grado : 	 Chef do Service Adjoint do l'Adninistration Contrale 

Attributions	 - Planificatiun 

- Organisation 

- Programation 

- Direction 

- 3upervision-6valuation 

- D614gation 

- NCgociation 

- Gostion 

- Rondre canpte d Ia hidrarcnio. 

Responsabilit6s	 : Bonne gesta. do la Maison do la Fmue. 

Qualifications : 

Sant6 : Mdecins - bage-Fune - IDE - TSSI 

Education IAEI - IT - IEG 

MINASCOF AS - ASA - Contractuols 

iMINAGRI T.A. 

Avantagos : Indamnit6s 

aigences 	du postu
 

- Int~grite - Sociabilite
 

- Disnonibilit6 Tochnicit6
 

- PorsonnalitO - Aptitudo
 

lvbyns : 
Suoventions : MINASCOF, BlREAU NATIONAL OFRDPC. i&JNICIPALITES, 

Rocottos Maisons do la Fumne. 

Expbrienco p: *fossionnello : Au moins 3 annbos d' ancionnot6. 
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AVAILABLE 
WDELE DESCRIPTION DE POSTE 

Titro : Directrico Maison do la Famo (fonction) 

Position : Nivoau 1 

Rolations ni6rarchique : D4pa MINASCOF 

".P.T. 

SuperviEsi 6 Chefs do Section 

Attrioutions
 

- Planifier los activit63 c2 trogranno ;
 

- Organisor los structures, proc~dures do travail
 

- R6partir los diff'rentos rossources ;
 

- Supervisor los activitbs du programe
 

- Evaluor lo progrannu d'activit(s ;
 

- Assurer los relations avoc les autrus sorvicos
 

- Assistor aux r6unions de service ;
 

- Prdparor los r6unions du conscil at du staff :
 

- Elaboror los rapports d'activit~s
 

- Pr6paror l budget do la Maison do la Famu ;
 

- -ganisor la formation du personnel
 

- otc...
 

Rosponsabilitds 

1 - Gostion do toute. 'as rossourcos mises A disposition 

(matrial. finan ..;at, porsonnol). 

2 - Voiller A la bonno marche do la Maison do la Famie. 

3 - Animor los activit&c do promotion do la famne. 

4 - Rondro compto du o0nctionnonnt do la Maison do la Fanne 

aux instances superf .ures.
 

5 - Soignor l'iimage de la rLiz son do la Founo.
 

Qualification : 

- Niveau do fonnati - : Bac + 2 ans
 

- Exp~rionco orofession:. -1l : 3 ans.
 



- U

-xigunces
 
BES-

'Bonna moralita6 AVAIBLE 
- otc... 

Avantages
 

- Nature
 

- Promnotion
 

- PrTes
 

- otc...
 

5.c. Synrh6so du facilitatour 

L facilitatour a insist6 sue la n~cossit6 d'avoir uno description 

do posto pour la suporvis6 car colui-ci doit savoir co quo lu suporvi

sour lui durande do faire ot - qu'il attend do lui do mime lo Chef doit 

savoir cc qu'il denando do f: son collaboratour. Sans cula la supervi

sion purd son sons. 

La synthbso do trar'ux des sous groupos a produit 10 mod610 ci
apr~s : 

GROUPE I
 

FIC-E IDE SUPERVISION 

Dato : 

Liau at Houro 

Service : Mais6n do la Fane do.... 

Non do la Directrico 

A. Thchus d16gu6es
 

1 - Planifiur los activit~s du programe 
oui non 

S.Est-ce-qu'il existe un plan d'action |T 
oui non

- Est-il fonctionnal1 m 
oui non - Le programm est - suivi 

3i non, pourquo
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2 - Organisor ls s, :turos 

oui nca 
SExisto-t-il un organigramo 

Nomre do sections 

- Los postos at los tAches sont-ils clairanont d&finis m m 

- Los agents sont-ils responsabilisec. T E 
Si non, pourquoi 

3 - Suoervisor los .2tiviths 

- Existe-t-il un prograwme dl'activitds (annuol) m 
- Est-il conformo au plan d'action m 
- Los activit~s d6critos ponmottont-ollos d'atteindro los objectifs 

Salon vous qualles sont los activitbs les plus utiles 

- Qual est le nivoau d' xwcut-3n du prc"ramno ( ) 
- Existe-il des olocagos LIE rn
 

Losquels ?
 

Pourquoi ? 

- La supervision des sections ust-elle faite m rnj 
A quel rythae ? 

Si non, pourquoi ?
 

-Rocamnandations 

4 - Coordination do. activit~s 

- EXi3to-t-il dos r6unions do serv co m m 
Avoc 10 staff A quel rytinu 

- Avoc 10 norsonnel m 
5 - La formation du Dersonnel 

- U personnol cst-il porfonnmet ]f[ [ 
- Lo personnel ast-il suffisan 

LILt
 

a
 
I 
I 
I 
I 

1 
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- Existo t-il des cosoins on f iation 

- L-a-t-il un plan de formatic J | 

6 - Collaboration avoc .,)s services 

- Losquaols ? 

- Comment ? 

- Los conscils d'administration so tionnont-ils rdguliArement7 

Y - a-t-il dos rapports ? 

B - GESTION DES R3ESOURCE3 

1 - Rossourcos matdriollos at financibros 

Y-a-t-il un document do budget mT m 
Los russourcos sont-a1ls rdparties par sections
 m 

- Activit33 t 

- Lo oudget a-t-il 6tO consonmm6 suivant les privisions m 
- Y-a-t-il ou dos modificat-iors rn]

Pourquoi ? 

- Existo t-il dos documonts c :nrles m 
- Fichas do d~nenses m m 
- Cabior do recottes m rn 
- Carnot do cuanando m n 
- Journal m 
- Dilan m m 
Romarlues : 

-

-

Y-c-t-il uno cmptabilit6-matibres 

Catier d'enrogistrnment 

rn rn 

-

-

Fiche matrial 

Cahier do distribution du matariel mI m 
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- Y-a-t-il une bom collabora::on sntro los sections m m 
Entro les manbrs d'una mimo so ion 

; 

- Entro la Diroctrice at sos collto. .o.urs m rzv 
- Siion pourquoi 

ouggestions : 

2 - D61cgation do pouvoirs 

A qui la Diroctrica d6guo t-ollo los pouvoirs on cas d'obsunce 

Y-a-t-il un -- an d'67aluation m m 
Visito guide do l'6tablissanont 

Entrotien =7pas ] fBi en 

Observations A la Directrico 

GROUPE II 

FLCHE DE SU~ :-t.ON 

-Dncaination do la iviison dv la Farno
 

Nan et pr~nan du suporvisour
 

Liau do sunrvision
 

- Dato do la suoorvision 

- Durbo do la Supervision 

(Technique do suparvision) - Obsorvation 
- Ecploitation 
- Interview 

1) - Structura : Etat g6ndral : Vdtuste acceptable = aDon 

2) - Porsonnc.
 

- Statistique Qualifict tion-Conduito (vrification dos fichos at
m 
rdgistres do prscnce)
 

II- 3tatut du personnel : Vacatai 
I, 

Pennanents T-7 
tanoorairo .Jaterno Im 

- Conportanuit du perscnnoi. 
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VAIA L 

Nauro do soction (voir organigrinS 
- Programc dactiiit6s 

- 3nloi du teaps car section. 

4.. Organisacion du travail
 

a) - Los docmnems 

-I 	Rgistro proc s-vorbauz dos rdunions 
Rapports d'activitts 

5 	- GosLiLvn dos rosssourcos 

-	 Finances : 7egistro d'entrc Srtic m docunont comtablus] 

-	 1at6rio1 : fiche do stocks f invontaire ]. 
-	 Personnol Voir organigra . 

S- A1utros situations 

JDaandor si 10 centre ccnnait dos robItmos 

-	 Problies logistiquo m 
- iroolimes de relations humainos 

-	 Frobl~mos do reticonco do la par: --.a population 

- Concernant Is pianification failialo 

population intircsso Jf non intarassea 

lo factour do d6sintoressnont r 
Joir 1a solution propos&0 par ..5 suporvis s 

7 	 - 2valuatioz 

-	 Los indicateurs d'lvaluation 

-	 Nombros do nouvolles accatrics/mois 

-	 Nanbre di consultations pr4natalos/mois 

-	 Nonbro caosultations infantilos/mois 

-	 Noio do abances do d6mnstration didt6tiquos/mois 

- Nombro d'attostation de f-i. do formation dilivric par rapport au nombro 

d'livus inscrit, (soction cu 're) 
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III	 
I 

x;GQROUPE 

SUPERVISION DE LA ±MISON DE .J FLAMAE 'I 

1,
 
Le Superviseur : Chef Service do I'Education Fminino au MINASCOF 

Fr6quencu : Doux fois par an 

Cojectifs do la supervision 

- Exacinor avoc la D;oct:ico 1'6tat d'avancanent du prograano. 

t la nanibro dont c- ':cgranmo ost on train d'itro rbalis: 

* 	 Corparaison pr6vision/rbalisation 

- Tcnos 

- i4at&rioi 

- Porsonnel 

- Finances 

- Verifior le rospoct dos dbcisions at dos instructions do la nibrar

cnio (discipline).
 

Tout cuci pour d'Av :illes propositions d'arnlioration.
 

Etape pr6paratoiro
 

- Exploitation dos documents essontiols (rapports #, autres...) 

planning des activitds et dos rossources. 

Entrotion avec le Diructour 

- Elaboration du progranmo du vol 

- Etat d'avancanont C's activitds 

- Situation mat&rill ) 

- Situation financiEr: 

- Situation du porso. 

Josorvat ion 

- Visits do suctions
 

- Vdrification du matdri
 

- Visitos individuellos ccx x-sonnols
 

- Visito dos rdalisations sur 10 terrain.
 



Autrus untrations 

- AVcc los autoriths adninistrativss at politiquos 

-Avoclos autoritis traditionnellos at roligiouses 

- -.voc los mnores do la comunaute vill-agooiso 

- Entretions$.ndividuals avoc los porsonnols 

Exnloitation at analyse 	 dos do -- ents de Vol on placo 

- Financiers
 

- R6glunent interiou:
 

- Rdartition dos ttches etc...
 

Rostitution dos r~sultats do la supervision, at proposition dos mesuras 

correct ives 

- Avoc la Directrico. 

Runion avoc tout 10 staff 

- Felicitations 

- Encouragniont 

- Observatin. 

Rdunion do la isitO do 	sunorvision 

Quant A l' instrunat, 	 il so base sur li description du posto 

tout on pretisant los indicatours at los nonos d'appriciation ainsi que 

sur los tochniquos do supervision dont 1'obsorvtion, l'interview, le quas

tionnairu, I'entrotion at l'an::lyso docuauntairo. 

Lo facilitatour a st- l'accont sur los tochniques los plus
 

courantos. Il s'agit do l'o: -rvation car il faut 6toolir los contacts
 

diracts ontro 10 suorvisour at l supurvis6, l quostionnairu ot 1'analys-,
 

docunntairo.
 

Ainsi iI a propos6 lo so .rna ci-apr&s 

1 - Identification 	 - Nan du supervis6 6 - Tocnniquos do suporvision 

- Licu 7 - Nonmos at crit6res 

- Dato 8 - R~sultat glocal. 

2 - TAchus dilu60s 
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3 - Gostion cios rcssjurcos R.M4 

4 - Instructi:ns -t cecisions 

5 - Comportctnt vis-A-vis djs coll~guos/Ch'f R.F 

Rl.T 

Par alliours, il a attire Pattention dos participants sur 10 

fait quo lo suporvisour doit -- on idontifior lus rubriquos & suporvisor. 

A 1'intiriour do chaque rubri" ; doivont Otro sdlectionn6s los indicatours 

pour liquols los critbros at -,s normos. Tous cos elnmonts doivont portor 

sur los trois voicts suivants : oerformance, motivation at conditions do 

travail. 

I'
&ifin 10 facilitatour a lrooos6 lo aod1o ci-a-rxes 

Ip FICHE DE SUPERVISION 
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FICH-E D3 3UERx'VIWt 

Titro di jncstu ~o
 

Nan dui Gupcrnis6
 
Nm. du Suoorvisour 

Date 

=AT TEZHNIQUES GRITERES3 

OEQERV. QUEST DXTIIIT.1 73 f3 

-L T/CJES 

2 DES 2ESOUPMCES-GESTIQN 

- MaterLIi 

- ourniturj) 

- tdicatonts 

Tuips 

-Pcrsonnc2.! 

3 -RETSU'LTAT J;LD&\L 
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U 
11 y a liou do note' quo la ficho do supcrzision doit s'accamagnar 

d'uno ficho do crithros at norrs camno los dour fichos pouvont Otro rogrou- I'n6js on un 'soul docmont. 

JOURS 5 : VENDREI lor JUIN 1990 

6 : LLtJI 04 JUIN 1990 

1. THJ-yE : CONfBCTION DE L' INSTRUAENT DE SUPERVISION 

2. OJECTIFS A la fin de la sbanco i0 participant doit Stro capaw.o 11 
do : 

1 - Dcriro un pc-- do travail do l'animatrico do la Maison 

do ia fmo. 

2 - Confoctionnor une ficho do supervision & partit du I 
la description do oste elaDorbo. 

3. bETDE Dcouvorto I 
4. TECaINQ;7 Exorcices 

5. DEROULBAENT 

I
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5.1. Activites d' oprontissago 

a) - Los pcrticinants ont r., .ise individuoalloaon la description do pcsco 

do 1'Animatrico do I Maison do Funm.
 

Los r6sultats do la rflexion individuollo ont t discutis on sous-groupo
 

pour cnf in Otro presenths on s~ance pl~nibro.
 

b) - Ensuito, i titro individuol los participants ont confoctionne l'instru

mont do supervision A partir do la description de poste blabordo, Los r6sul

tats discut-s on sous-groupo ont 6t6 pr6sent6s 6 la s~anco pl6ni6ro. 

5.2. Rasultats
 

Los sous-groupos on. zoduit los r6sultats ci-aprbs 

GROUPE I 

TITRE : Animatricu on planx2ic-tion familial-

POSITION : Nivoau 2 

NIVEAU HIER/\RCHIJUE : Drnond do la Diroctrico do i- raison do la Fmme. 

ATIRIBUTIONS 

- Faire 1'tude du mill-' : 

- Orgnisor l'I.E.C. 

Assur" la liaison ontrc los clients at los services canytnts 

jfh olanning familial 

- 3orvir do rolais pour la distribution do contracoptifs oraux 

ot du .6thodcs barribros.
 

- ivaluor
 

ElnoorOr los rapports d'activiths
 

fournituros, contracuptifs.
- Grcr los rossournas mat6rsllos : 

RESPONSADILITE3 

- Antnor les activih s d'IBC 

- Amonor los populaticns on ago do ?rocrer A connaitro c: A 

pratiquor uno imat do do planification familialo 

- Rundro cint)to do sus - tivitbs a la hibrardcio. 
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F31TIG : PC urAg u nt - 1 2.n do fc::1.UDrx 

gEMERIENCE PG .ois d'c-inztin 

EISENCES flU P3A73 : 

SDisconiciliti6
 

~- !ndurcnco
 

- mt:o moriveo t onag

-3 o 1ariour (fineszs d- lonngo)
 

IntaLiigoato. 


'DYEN~3 : - daloiru:.1cnsuol
 

-- Joycn d 1ncanotion
 

u-rourant
 

-I:dcznit6 do dii aucnont -t do :iscue.
 

ROUP2 II . 
733CRIF'ION DE ?3STE 

TIT : ntr ico al Planification Fanilakc 

?O3ITION : i-icau 3 

:ttnTIONS HjIi.21-IQUDJ 

- M-Dound do 2. iaisor t. in Fuxac 'hof do Soct ion PfM) 

AIIRIBUTIONS : 

Planification dus :utivites c orogbaxo 

- O3anioation dos rtiuni is aluc la )opulatiaa ; 

- Fai:o dos visiCos L daiicilo ; 

- Partcipor aux reunion do service : 

: olns sances d nasxurios Sduativs: 

- tndr caato do sos activitbs ot do la gostion dos stocs 

& 1m hibrarchic , 

Oricu1r l3s cliontos sensioilies lnrs las contros do P.F. 

- Distrinutin comtL7t-tiro dos contrEconcis non hormonnuA 

- 3s:id atack dos co-it--copifc ac.i hmmonaux 

i 
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Jujli-evnluation dos ;*Cionts 

- MaOcrer los rapports d'activit6s 

- 31atoration dos sujots do causorios 6dacativos. 

?rPON3ABILITE
 

- Iottro tout on ocuvro pour quo ln ponulation salt informia, 

sonsioilis60 ot 6duqu60 on matiro do Planning familial, at 

vriiioc quo la pratique soit offocdiv. 

QUALIFICATION 

- Nivoau do fonnatic - : EPC + 3 andes d'oxnrioanco professica

naollo on Planning amrilial. 

EXIGENCES. 

- Sonne moralitA
 

- Dis-onibilit&
 

Eloquence :
 

- Bonnc camnunicatrico;
 

- Discr6tion ;
 

- Porsonnalit6 (savo: utilisor l. m.ot 


- Subtilith (finesse dans 1o langago, 


- Itro poso ;
 

- Etro bon mattour on scino.
 

AVANTAGES 

- 2ature (mto + cntrotion) 

- ?cimes (frais d) d&6placanent) 

- Gtages do focuati-a ; 

- Luttres do fdlici-'tion. 

GROUPE III 

DESCRIFION DE BSTS 

TITRE : Aniatrico de Planificrion Faailialo 

PDSTION : Niveau 2 

MLATION HIEPRCHIQUE 

devant un fait) 

no pas froissar l pationt, 

- Rond campto A la Diroctrica do la raison do la Faum. 



!MITRIBUTION :i
 

ZiBudo du iniliou 

- Progra-mation dos - :-jitbs dans 1o tmcrs -t dans 1"osOpaco 

Siloction du mate- aducatif (pr paration) 

-- I x6cution dos ssa-nous 5&ducatives c'infanation ot do sonsioilisa 

tLion II 

- Oriontation do la pop.lation vars los contres do planning fami- Ilial 

- Suivi dos b~ndficiaira.3 6- turvico do olanning familial I - Elaboration dos rapports do sus activitbs 

Geror los ressaurcos mat6riols Fournituresut los contracop- Itifs 

- Participation au, s&n.aires at aux reuniocs so rapportant au 

nlanning familial I 
RESPONSABILIT=.3 I 

- Sonsiitiisor, motivor, 6duquur, info-nor las populations on 

atibro do planning familial I 
- .und camto do la marcho do sos activit~s 

UQJALiF'ICATIONS :- B.E.P.C. + 3 anneos C'cudrienc on plannig familial 

.u + un stagL Jun an -nplanning familial 

EXIGENCES : Stro disponiulo, 11ant () s'o orimar corroctnont on langue 

localo. 

.2Stro discrot (j) 

A~h'NTXGES Salaire mensuel 

- ioyen de d6placanen . 

Synth~se du facilitateur 

Le facilitateur a ins lt sur la n6cessit- d'avoir une bonne descrip
tion de pbste pour 61aborer 1' .trinent de supervision. Le schma retonu 

est le suivant . 

Description du poste	 1 - Titre du poste 9 - Avantages 
2 - Position du poste 10 - Date et lieu. 
3 - Niveau organique 
4 - Attributions 
5 - Responsabilitds princli)Qales 
3 ...E'gences particulibres du : 
7 - Qualification 
a - Epirience prof essxonnelle 



;1 UuE 1 -29 - TIThE DU POSTE : 

I'D4 DU SUPERVISEUR 

N3.4 DU SUPERVISE 

DATE: 

LI7U : 

EL9EN3T TEUNIQUES CRITERES I E 

I -Etudj di. jilou -
)35I' (fESTI'IONS 

Est-co qui 1tPude do miliun 
6t6 faitd ? 

a 
oui (Doc) 

2 -Planification 
Activitds d'!EC 

3xisto-t-ii on clan d'activit6 Jui (Doc) P.;A. 

3 -Conduito Tcnoz-vous dos s6ances d'IBC ? To3l ours (5fs/sc 

9e'nce V-: 7-3-t-i1 .me :articipation 
sInto 2Lu: sencOs ? 

suffi- Jui (au-20/pur 
/s6aaco 

4 -Suid dos 
activit6s 

3 ro. u--)isi contact avoc los 
usagers ?. 
F. istc-t-il dcs docr.ionts do 

Jui 

suivi dub usag rs 'r Ou (Doc) 

5 -Rapport 
vitds 

dUJCLU-' ?iites oas pervenic rdgulibro
mant dos rappcrts d'activite au 
Chof do Soctica. ? 

Toujours 
tais) O0 

(caque 

G -Gostion I. Avoz-vous un .tock do contraceo-
Stocis xifs 6 g6rer ?r Oui 

I. Avez-vous des-fiches 
nent de stocle ? 

de nouve-
Jul (Doc) 

Avez-vous 
domaine ? 

des proolmes dans cc Non (Lesquels) 
Si oUi 

7 -Ealuatl suvez-ous vos r6sultats on 
d' ISC IBC sati;faiants ? __it t Tras 

ailsz-vou3 des suggestions visant 
a amlio:er vos prestations ? Dui (lesquols) 

'''I 

mamsbmf ogoa maw sota "ee aan
 



8 - twaitaaes - nwez--vous des avantages parti
culiers -Transoort 

- Lcgaeent 
Prfines et indwmi
t's de suggestion 

- 1vez-vOuL suivi des stages de 
formation ou ocrfectionnement en 

- Eorouvez-vous un oesoin 
formatior en IEC ? 

en 

9 - Counnctment ( L'animatrice a-t-elie un con
tact agr~aole ct facile ? 

- Esc-elle servisole ? 

I,, 
*4 

'4 

- 30 

mrn~ Gui 
Oui 

rJK4 Jul 

I I 

m Dul 

i-i Li Oui 

'El	 Tris 

TrcsLI 
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GROU2EIx 

FIC':E LE SUPEV'V2Ic1 

I- TIFICATIC'
 

- Titre du Poste Ani..iatrice du Planning FcAilial 
- ':o du Supervis6 

- '0. du Superviseur : Groue II 
- -- , de Supervision 

- Licu dO do Supervision : P.?I de Tsinga 

- Quo, superviser ? : - Conduite d'une seance 1e cnusorio 62ucativo 

- Gestion do stoc!*. 
-ure iUn jour.
 

F-I TECH "1'3E3s 
ii 

C ITEr 
I 

Ob-:-rvat. .Quest. iDocutt. ts 

1- Conduito :"I 
seance do. 
causcrieidu
cative. 

1- Salut + oui salut nqn fait Gui 

Non 

2- Tonuc + Correcto bien hibill6o,modeste Correct ' 

incorrect mal habillio,hautair.e 

3- Contonu + 

Adaptt 

Inadaptn 

lI 
-

niveau de I'auditoire 
pris en compte 
Miveau do I'aud. non p 

Adapt 

'is en epto. 

flamag~~~~
 



Eaaa e alm a eT a 
LCE TEC 1.1 CR. TY C, Uo 

ocume-its 

4- ethoc CI 
Comouz Ic- I

t i 1.

.faterSi2 nu
oio-visual. 

+ 

+ 

E, .3 t 

bonne 

Noyenn 

I 

S 

Eln 

1 

I 
ivoau 'Ir. 11 uf -_ 

pris en compt. 
livoau de '3 uit 

non 7r.s on OZ2)ta 

Exrpliction claire 

L. ;cultf: :'xli2 

-,r 

- t

-~uaDtz 

6- Joux qu sti 
repcr S . 

.3 

Mauvcs& 

Oui 
F-f Docuccz ca <-atioc 

1'uIvi6sdos-jyrnonses. 

1;rs vr-s 

tl 

7- Y8sultats + Bons Sat 1Sf ot I On-o r 'j . - C" ~% 

M~cy _ns 

INE ve --S 
1di(?zrenc3 

ditoaire. 
'-. l'aC-

II- Gestion 
Sto1c. 

do 

1- Fiche do 3to0k .4. + -U 

I I 
Existence aloc 5f i Zh,-S - Ut 

Mon 4 -- ,:i-on c;stcnco 
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- a-, -BEST 
AVAILABLE I 

7 . - - - - 1 
v b -be

Ior-sozvct. k'ust. ocuments 

2- TonCe 
cb do 

Lo fi
stocks 

I 
+ + 1onne T 

I 
ExIST E "CE E U.?UNEI 

3nPe 

Wacj. 

3-
WE zeu. a... 

LI 

+ + 

+ + 

3on 

Mauv. 

Rlgul 

I. 

4-'

1-'-*-*
. 

0Esyst 

;ES -

nt on T:.a 

'on,.- r.3.A.I 

.Apirov onnfmenf sys 

t6matique. 

I 

I
Varia'.sI 

t
I 

C ande en tcnan 
cs 'pcz dos bescinc 

wm naenftmWm i em"a =rmm 



- -~ - I,C7OUE III
 
FIC:E- E St'ERVISIO ET ^^L' T
 

I 
Titr2 du poste Anic- .ric an pla'inn 7:'iliil
 
.oc do la supervis6e
 1 

onom du superviseur Croupo 3
 

'ate Du 04/06/1990 cu C '!Oil'
 I 
Lieu	 A!-onolingz Kpr't. :'yong Ct toumou (cen>r.c 

Tiches -'bserv. Qucstion ocu..ent ritre/nor r 

Rcort 
41 Igi I 

-~. Milieu	 F- . 

I I !1 1: 

U'L 
-Planificat. Achy	 Aver-vous 10 pro Prog. Activ. I ! 

gramme d'act. V 

;non;0-T1 1 , 

-Exout. des se- combien do sean
ances 6ducatives ces I- Rapport 'd'act. - 

-Suivi 6es ben6f.j Avez-vousile su±lvi? oui F-- I Czh-zi. de sui4 

oui non 

non . j 	 -s t o ItT-
- Rap. d'act. 

I ? i 

Cahier stool: 1T2 I-Gestion de stocki Stock 
l--r---- -t--I 

-Evaluat. Activ. ap.fftivit 
1* * _ .. M 

I. 

FICHE gr TErRETATD: 

1 - ETU&E D. MILIEU 

TC = Population globalo, ta' do natalIt, taw d'cc2oissamzent 

do la population, taux c-;Io-tclit5 notorno11- et infantil, 

situation 6conomique, -istence ou non d'un cantre de p:nnin 

familial dans la local. I 
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7 

H 

= 

= 

= 

4 /6 des elrnt: 

3/6 

au-dcssaus de 

csI-desus 

SesT 
AVAIL4 LE 

2 - EXECUTI.T DES SEAtCES EC ZAJ.VZ: 

TB 

NUL 

= 

-= 

-

= 

ex6cution des 3/4 :u programme 

-"- de la mditl* du prograncz 

de mons de la moitif 

na rien fait 

3 - ELABORATIO: DES RAPPORTt D'ACTIVITES 

TB = 

= 

I = 
.,= 

elle a pr'sent6 tuus les ranuorts 

p6riode 6coulde 

011e a presonte la moiti6 

elle a pr'sent6 moins de la moitift 
elle n'a rien pr~sente. 

l'activitis Co 1 

4 - STOCKS 

TB 

3 

I 

= 

= 
= 

concordance du stock obser. 

discordance en-r3 le cahikr 

pas de cahior z: stoc:: 

ignorance du s z 

et 

a 

10 

sitution 

stoc::. 

:u risistrD 

5 - EVALUATION : 

TE= apparition des st-tistiques dans Los rcponzrts 

.aoparition des effectifs, aies et sexes -es b6nefic

airos ayant solliit 6 les scrvices 

- nombre de services fisenss 

- qualit6 des services 

3 = apparition do 3 do ces 31ments 

I = -"- d i 2 

6- IOTIVATION: 

- Moyans do locomotion :B 
M 

= 

= 

SON ETAT 

7AJVAIS ETAT 
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AVAILABLE I 

- CO:DITIO:. UE TflAVAIL : I 
TZ = ztitiol didactiou > .'niturcs . :.s:u service 

V'A X planning failial I 
= fournitures de bureau et setvics d fln: ^a:ili1l 

= fournitures de bureau a 
- EQUIPE'ENT : chaisa, no00., bursea claSSneur Cu ar xre co. 

table. I 
T2 presence 6o tout cot -quipenrnt 

= table - chaise - Iccal I= local 

MOTIVATIO" 

Eloasents Observat. Cucstions Dcu;onts U:0te n.:S'11 	 Iouo 
- oalairz -Sal- .0 - nsul --------

ou2 , nonif 

- Locomotion bgyen de . Avn:-v us un F
 
locomotion de lcomtijn
 

ouil I nn 

Formation	 Avez-vous suiV' :: fs
 
des seminairo- soe
 
ou &es stages ?
 Is~cizfleres 
oui;;7nonl 

CO:DITIS DE TzAV DE I 	 I 
.CssouCces Moyen 

. - iat6riol idactique
 
. tdidactiq. . bureau I !T I
 

.Eournit.bur. services
 
. services 

I71 

I
 
I
 



I
 
I
 

I
 
a
 

I
 
I
 
I
 
I
 
I
 
I
 

I
 
I
 
I
 
I
 

.-	 vcal 

.	 chi:ses 

.	 clacseur ou 
arraoire 

BEST -	 3. -
AVAILABLE 

local,table
 

chaises, 
classeur 
ou armcir 

I

I i I 




I Le facilitateur a pr, -Dnti les diff&rents typos d'cne 4ls: ; leuns 

avantages et 

1. ELBABNT 

inzonvnients. 

Fait iJn fait Comentaires 

3JapMI;Wr, 

Avantage : 

Inconvnient 

1.ELBaBNTrMEYG 

Le 

: 

juganent .%st absolu at vite fait 

Cette 6cuelle ne fait uas ressortir 

la eualit6 de l'indicateur. 

la notion de 

I 
I 

Avantage : 	L'tchelle pr~sente une graduation pouvant permettre 
un certain degr6 d'objectivit6 dons l'appr4ciation. 

nc Avnient : Elle danande un effort de pr6cision quant A la des

cription de chacun de trois niveaux d'appr~ciation.
11 faut dc.ic des critbres bien d finis et oien discrimins. 

3. 	 ELEHANT 

x 

Asantage : l'appr~ciati, i parait lus 6laborde et 1'6tendue de 

llechelle d'catPriciation du rests offre une grande 

objectivitd. 

Inconvenient : Conme 1'chelle prdc~dente, celle-ci eyige un effort 

de descri tion 6none ez une rigueur dans la discrimina

tion de degr- d'appr~ciation. 

Ainst 	 dour plus de rapiditA dans la confection des instruments, 

le facilitateur a propos6 d'utiliser I'lchelle d deux at trois degres.
 

- Echalle &. deux degr~s = oui mnon 
'.IThhalls A trois degrds 



Snsuitc, 1artant d"- productions de sous-grounes un instrument
 

do supervision a 6t6 dress6 cant voic. le modile. 

?IiL :. SUPERVISION 

AO ls
 
IDENCIFICATION
 

Titre du poste Date :
 
- Nan du supervis6 Lieu :
 

-	 Nam du superviseur 

EH. D'AP- CRITRS
ELZd311TS OBSER. 	 .ESTION3 DPRCI.B 	 NNOT 

PEROY.1NCE 

. Etude du milieu	 L'tude du mi±,c a-t-elle 
at6 faite ? f ouiE non Oui/Non Oui 

. Planification	 Existe-t-il un planning d'ac- Plannin3 
tivits ?= Oui Non d'activits Oui/Non 

. Conduite do	 Tenez--vous des seances d'I 
Loutsou jam T: 1seanceaeances d' IEC. = Oui Non par mis 
1/mois 1/3m 

. Coantonu Le contenu est-il adant6 ? 

]Zoui m Non Gui/Non Oui/Non Oui 

.	 althodes do con Los mthodes ? coixnunication 
munication. sont-elles ut --ses ? 

= Oui T Non	 Oui/Non 

Sont-elles ad Qties ? 

Oui Non	 Oui/Non Gui 

1: 
. 3uii des acti- Gardez-vous des c atacts avec 

li L.-s vas puolics ? Rannort deo Oui/Non Gui rap, 
suivi do suivi

=ui
 

. Rapport d'acti- Elaoorez-vous des rapports
 
vitcs. d'activites Rapport Oui/Non Dui raj.
 

= Qui m Non d'activit6s d'cctivit.
 

. Jestion do Existe-t-il du ock de con-
stock tracetifs ? Fione Oui/Non OA ficha 

iostoci 
= -jui Non 

/vez-vous des produits pfri
:ab,5s ? OQui Non	 Oui/Non 0ui 

X. IVATION 

. .Jantages Aloz-vous des avantages par
i-iculiers ? = Oui fl Non, Kui/Non Oui
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I 

-

I 
Canportsnents 

Contact
 

Serviabilit6
 

Sociabilit4 

ONDITIONS DIS 
TRAVAIL 

SMayen de locao- 'C Avez-vous un mpyen do 
tion. laonotion, ? 

=J Jui = Non 

, Mat6risl audio
visual. 'C Avoz-:ous IL materiax 

audio-visual ? 

J Oui = Non 

.	 AcWptabilite !.a population vous ac
do la popula- cite-t-olle ? 

STD B I 
Di bcon- Dit con- No dit 
jour avo : jour pas bon
souriru sans sou jour 

dro 

TB B M 

Assisto Assistu N'assisto 
la ,opu- ia g1a- ps Is 
tion sas tim avoc pgpilatim 
auterita-rinaaltarita--ism. 

"iB BM 

Nist is IN'Cost pas t mal
t-n anflitlm anflit flit auec
 
avec la woc la pj- Ispopula
milatin rlatim tim per sm
 
acsm d fait d 

am=rte- arlpcrte- *Eint. 
7mt. aint d, is 

spporta-______________ I;A~latim 

I 
I 

Qui/Nonf	 Oui 

I 
Oui/Non	 OuiW 

tion. Cui = Non	 Uui/non T3 

I 
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1. TEVE : ELABDRATION DU BUDGEr Er CALENDRIER DE JPUVISION 

2. OBJECTIFS D'APPRarTISSAGE 

A la fin do la s6ance I participant qui traito do la supervision 

doit 8tre capable do : 

1 - Enunror los activiths A mener avant. pendant et aprbs la 

supervision. 

2 - Elaborer un budget do supervision A partir does activitds identi

fides. 

3 - Stablir lo calandrior pour manor los activitds do supervision 

retenuos. 

3. MEMVES : Doiuvorte at intdrrogative. 

4. TEHNIQUS : ExArcice et jou do ouestions/r~uonses. 

5. DEROUlBATT 

5.1, Activits d'apprentissago
 

Par jeu de questions/r4ponses, Io facilitatour a amene los partici

pants A 6nwtror los activitds A menor tout au long du processus de super
vision. 

I
 
I
 
I
 
I
 



-

BESr 
AVARABLE 

ot 

Easulto, un participarit 

I) caln..c:ior do supervision. 
a 6t6 d6signe -ur diaboror lo UudgOt 

Caci & titre do sinpe illustration. 
simr:airo 

5.2. i;bsultats 

FHnNIFICATION' 

Avant 

tCTIVI TES 

:- Boloiter los docu-.:nta do survicc 

- Elaborer los instrmen 3 

- ztudior los conditions c :Iiou 

- Prdvoir los rossourcos 

- ta'lir un calend'ier3 

- Informer los suourvis~s 

- ?reparor les docu-- zts. 

£ 

Fondant - 111o1 sur l0 exrain 

Contactor los autoriths at le sc orvise 

- 26aliser la nratiquo do la suJGervisiDn 

Aprbs -- .alysor les donnees 

- nire le rapport (retro-information) 

-. reandro dos mesure; correct itos 

- Replanifier la sup :vision. 

5.3. Syntibso du fa ':ateur 

Do cotto nunmwration d"'ctivitis, 1) facilitateur a porte 

sur la n~cossit6 do mieux co..nattre les conditions du terrain car 

systme do supervision eA d~pend. 

l'accent 

tout a3 
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JOUR 7 :.14RDI 5 &JIN 1990 

71.0HSE : CONDUITE 	 DE LA SUPERVISION 

2. OBJBCIES D'APPRENTISSAGE 

A la fin do la s6ance le participant qu' traito de la suporvisio-n 

doit §tre capable do : 

1 - Mener les activitis effectives d'une supervision sur le terrain. 

2- Identifier une 	d~ficience professionnelle chez le (s) supervis6 
(s).
 

3. MvE3I)DE : 14thode active, mthode int~rrogativo. 

4. 	TECHNIQUES : Observation, - jou do question/rdponse 

Visite sur terrain. 

5. DEROULEABNT
 

5.1. Activitis d'apprent 1sae
 

Par jeu do questions/rCnses lo facilitatour et les participants 

ont adoptO une dknarche pennettar. C'.alyser une d6ficience professionnllo 

constat~e lors d'une supervision. 

Ensuite 1ls so sont rendus sur le terrain pour offectuer la surr

vision des activit~s des anitac'ices affect~es dans los Maisons do la Fam. 

Los structures retunues pour cotte activit~s sont les suivantes 

1 - Yaound6 1
 

2 - faounde 2
 

3 - Yaoundb 3
 

4 - ibalmayo
 

Cette activit6 a dur& toute la journao.
 

5.2. R6sultats
 

La d&narcho adoptdo l'analysu do la oerformance a 6t. adopt60 

du diagraum do iG'ER. 



axnllrlo fcutnck 
posltif 

Donner 1L feedback 

3ZiEIA D'INALYS 

43 --

W', LA ?EROIRMCS DE 2'P6EN 

A-\tot6 do 1At3 ER 

I 
I 
I 
I 
I 
I 
I 
I 
I 

Ia 

ogi 4 

I 
I 

- tMgcckr 

£rnegat cr1 

f-claoti I 

I'3gx)icr la 

as 

4 
I 

aWjoctifs 



L'exploitation do donn6es do suporvision a 6t0 reise & mercrodi 

6 Juin 1990. 

JOUR 8 : MBCREDI 6 JUIN 1990 

1. TM : EXPIITATION DE DCNNES 

2. OBJTIFS D'APPBWRISSAGE 

A Is fin de Is s6ance, le participant qui traite de Is supervi

sion doit Otre capable de suivre una rmdmards srmatique pour 14eploi

tation do donn6es do supervision. 

3. MBI1WE : DWuverte 

4. TECHNIQUES : Clarification et exerclces. 

6. DEROULaET 

54. Act ivitts d'8a9arentissage 

Les participants ont ft& invits & 6numrer lea differents 

problbmes administratile renoonteds our .k&trrata.lore da. supsdet 

effectu6e.
 

Easuite ils ant lu le docanent intitul6 : l'Analyse et le feed

back sur la base do r6sultats de allecte des donn6es de supervision. 

Enfin, ils ont proa6& au d6pouillanent des donndes. A leur 

analyse et interpr6tation. 

5.2. R~sultats 

Quelques problimes ont t6 relev6s. En voici Is liste 

PROBLEMBS RENCONTRES 

GROUPE YAOUNDE lor 

- Les Animatrices Wont pas td bien informis; 

- Retard 

-	 Le Chef Sous/Secteur a influenc notre entretien avec l'anima

tric par sa presence ; 
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I 
- Diffiowltb pour obtenir une place pour notre entretien. 

I
GROUPB YAOUNDE 4e 

- Les animatrices n'6taient pas en place A notte arriv6e 

- Les activit~s de ces animatrices ne portent pas sur le plan

ning fanilial. Le Chef Sous/Secteur n'6tait pas infont6. 

GROUPE MEAU4YO 

- Les animatricas ne se trouvaient pas A leur lieu do travail 

- Le planning fanilial West pas pratiqu6 par lea animatrices, 

par ailleurs certaines animatrices ne sont pas founts en plan

ning familial. 

A 1'issue de la lecture du docunent cit6 plus haut et plaa6 

ci-dessous, 1e facilitatour a clarifi6 le syst~me do dpouillanent 

"groupe", 

L'ANALYSE Er LE FEEDBACK SUR IA BASE 

DE RESULTATS DE COLLECT DES DONNBBS DE SUPERVISION 

INDIVIDU GROUPE 

I. DER)UILLEME I. DEPJILLBEr 

- S'assurer qu'il y a des rdponses - Prbparer une ficde do d6pouillanent
 

A toutes les questions. afin do tabuler les r6sultats.
 

- S'assurer que le supervisa a om

pris toutes les questions.
 

- V6rifier qu'lil y a des infornations
 

pour arriver au juganent.
 

II. ANALYSE 

- Totaliser les r~sultats par colonne 

- Selon l'6dielle prendre la moyenne 

- Discriminer les 414nents qui sent 3on dessous des nomnes at ceux qui 

sent A --

I 
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III. IIERPRSrATION 

- Dtenniner les raisons des d6fi 

ciences (r6sultats dessous des nor
flies) . 

- Dterminer leas cons6quences des 

d6f iciences. 

IV. PRHuS 

- D6tenniner les actions pour ran@

dier aux dficiaices 

- Dvelopper un plan d'action pour 

aitliorer los d~ficiences. 

V. FEEDBACK (r6tro-informatior 

- Personnel : face a face 

- R6vision de points forts at points 

faiblos. 

- Conseils : plan d'action pour rm6* 

dier aux d6ficiences. 

- Rapport sur lea rdsultats signO 

par le supervisour at la supervisAk 

Le depouilianent do fidies 

ci-aprOs : 

-

II. ANALYSE
 

* Totalisor los resultats par colonne 

- Solon 1'4chello, trouver la myenne par 

colonne. 

- iscriminer lea 614ments qui sont on 

dessous/au dessus des nornns. at dis

criminor les individus qui sont on 

dessous/ou dessus des nones. 

-	 Repr6sentor les rbsultats sous fonne 

do graphique. 

III. INT PEPTIM 

- Expliquer les dficienoes 

- Identifier les. ons6quences de dacun4 

dos d6fioiences. 

IV. RBMES 

- Detenniner les actions pour rdredier 

aux dficencos. 

- D6volopper un plan d'action pour am6

liorer les dficiences. 

V. FEEBACK (rdtro-infonnation)
 

- Tenir une rdunion do personnel/ampte 

rendu sur leas r~sultats do la supervi

sion. 

- Elaborer la plan d'action global pour 

am1iorer les d6ficiences. Le discater 

avec les agents. 

- Elaboror le rapport sur los resultats 

at plan d'action. 

de supervision a donn6 los rtsultats 
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Animatrice Rurale le 5 Juin 1?90 

ENOAH Climentine 

Groupe - Yaounde ler 

I - D6pouillement 

- 10 questions, 10 rdponses
 

- Les questions ont 6t4 bien comprises
 

- Les informations attendues existent.
 

2 - Analyse 

Positif Ngatif
 

Performance	 - Etude du milieu 

- Planifloation1 - Contenu 
- Conduite de sances d'I.E.C.2 - Rapport d'activit6s ? 
- Suivi des activitis 

Motivation
 

3 - Avantages particuliers
 

4 - Comportement
 

Conditions de travail :
 

5 - Moyen de locomotion
 

6 - Mat6riel audio-visuel
 

En somme, i y a six points positifs et quatre points
 

nigatifs.
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Les Raisons des Deficiences
 

Points des deficiences	 Les raisons
 

I Etude du milieu	 a manque d'applicaticn 

- Attributions et resronsa
bilit's non claires 

2 Programmes d'activites	 - manque d'application 

- manque de conscience profos
sionnelle 

3 - Conduite des seances 6duca
tives - manque de rat6riel
 

4 - Suivi - manque de conscience pro
fessionnelle 

* Ces quatre points de ddficience constituent un grand bl1

cage pour la mise en oeuvre du programme. 

PLAil d'AMELIORATION DES PERFCMA-CES 

Deficiences i Mesures correctives Lieu -Echiance 
i-------------------- --------------------- ----------- ----------

Stude du milieu - Recyclage I 	 F Jui 

Rappeler les attrij - IPDAC 
butions et les res- -MIMASCOF 
ponsabilit6s 

----------------.-------- --------- - ----- I 
Programme d'acti- - Recyclage . . 
vit's . Rappel des taches I IPO/AC 

au besoin, sanc- * S/sectedr 
tionI 

Conduite des snance-
I. E. C. 	 Ngociation normes, S/socteur 15 Juin 

Suivi 	 Rappel des tSches
 
au besoin, sanction c
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RESULTATS DE COLLECTE DES 00'-IFEES
 

DE SUPERVISION
 

I 

DEPOUILLEMENT
 

- Rdsultats 	 positifs =1 
n6gatifs = 1 

ANALYSE
 

Irr6gularitd de 	 tenue des seances de 

demonstrations.
 

INTERPRETATION
 

irrigularit6s de tenue de
 
sances de ddmonstrations
 

Ii 
sontelle imprtanesI 

Oui 
I 

De quel cot4 se situent-elle Motivation? 

_ _I 

Absenc de ManctrNEGOCIER LES RESSOU2CEJ Asence de Matra 
Stons 

Oui . 

U* *,*** 
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IV - REMEDES 

Contaot avec le Che? Seoteur 

- Bdget du mat6riel disoonible ? 

Oui NIon (non prh~vu) 

Les AnimatrY5Tsn. ludgataire 
bindficient.elles ?pour mat6rjg& ei.m'nstza-

N tions
 

inon
 

pourquoi ?
 

TABLEAU DE PLAN u'A;IELIRATIO: 

DES PERFORMANCES 

Lieu Echap**s 

XMagesin Avant fin 

des Anima- fuillet 

trices 1990
 

. Rapport de Supervision. 
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I
I
 

-

GROUPE IdBAIM4YO 

1. DERXILLEvNI FICHE DE SUPERVISION 
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TB x x x 
14 r x x x x 

15 Oui x x x 

--- Non x x x X 2/S 
W QA x x x 

Non x x 

17 x, x -/

17 B -I x 

2. ANALYSS 

NaMBA : 7 r6ponses positives par question 

- E16moats audassous do la noma : tous sauf 12 - 13 - 14 

- ?byonne = 4 rdponeos positivos sur 7 ou 67 17 = 3,9 2 4 

- 17- Elanonts au dessaus do la mayanno : 2 - 3 - 3 - 10 - 11 - 15 

- Graphique 

position 

Noas 7 - . . 

.Moyenno 

8 9 10 11 12 13 14 15 16 170 1 2 3 4 5 6 7 



I 
2 - II n'y a pas do plan d'activit4 

3 - II n'y a pas do s6ances d'IBEC 

9 . Inecistene4da lcs.dcontracptits 

11 - Absence d'avantages 

15 - Absonce de mayon do loomotion 

17 - Rojet par la population do l'antnatrice 

CONSEQUENCES
 

- Pas d'activit4 do pJlanning a, iazuu1lF 9Qfga mano;aa dA 1maaon 

at a Iona toin,Aa&-jo- aet de ntivation. 

J~r - :ZMn.PO2 - QIj1u -ea t t ' - r 

- Lour donnr des mayens pour bion travaillcr 

- Los motivor. 

INDIVIDUS 

1 2 3 4 5 6 7 

01 5 11 10 11 12 11 

N~gat 10 12 6 7 6 2 6 

onme 17 r6ponses positives 

Moyonneo: 67 : 7 = 9,5 

Individus au dossous do la moyonne 7 - 5 

Rep. Pos 

14 

13 

12 . . . . . . . . . 

11 .I 
rmyunne 10 ......... 

9 
8 

7 

6 

4 

3 
2 

1 1 '7 3 / 5 R ~7 



IDE<TIFICATION PLA2 D'AM.ELIORATI-' DE
 

- Titre de poste 
PERFOR:A%CE_(.A.?.) 

- [om du collaborateur 

- Grade 

RESPOSA3LE LIE' 2 -E 
OUI ASSISTE LISATIC'" 
LE COLLAOORA- 1 
TEUS 

EXA':CE 
'late au 
plus tard 

Signature du Superviseur Signature du Superviseur 

No:n 'om: 

Signature : Signature 

Le Plan d'Amblioration de Performance sign6 par los deux 

-concern6s constitue ainsi un engagement.
 

Enfin i a rappel6 les questions que doit se poser le
 

superviseur au niveau de chaque 614ment de la supervision.
 

10 - Planification 

- comment r6soudre les problmies ? 

- comment recolter les donnies ? 

20 - Construction de 1'instrument 

- Quels &l6ments supervisor ? 

- quelles sont les echelles d'appr'ciation ? 

- quels sont les crithres et normnes de perfornance? 

30 - Conduite de la supervision 

- Quel style adopt6 ?
 

- Quelle est la situation du supervis6 ?
 

- Qui voir on dehors du supoevisi ?
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I 
JOUR 9 : JEUDI 7 JUIN 1990 

1. THEES 1 : ELAB3RATION DU RAPPORT DE SUPERVIION 

2 : GESTIN DE TRAPS 

2. OJECTIFS D'POPRENrISSAGE 

A la fin do la sbance lo participant qui traito do la supervision 

doit 8tro capa'olo do : 

1 - Confuctionnar un rapport A partir des donn6os do la supervision 

2 - Identifior son propre profil de gestion do tunps 

3 - Enundrer los avantages et los inconvdnionts do chacun des trois 

profils do gostion do tams. 

3. fMSIDDE : D6ouvorto 

4. TECHNIQUES : 2:orcicos 

5. DEROULAENT 

5.1. Activitds d'apprentissago
 

A partir do donn0s r4colt6os sur 10 terrain lors do la supervision, 

los sous-groupos ont dross( chacun un rapport do supervision suivant le 

format discut& a plnibre dont le modilo ost plaa6 la page suivante. 

La douxible activit4 a consist6 pour chaque participant d ranplir 

individuallment lo test do gostion do tanps. I 
5.2. R.sultats 

Los sous-groupos ont produit lo r~sultats ci-apr6s
 I
 
I
 
I
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Groupe
 

YAOUNDE ler 

RAPPORT DE SUPERVISIS" 

I - INTRODUCTIOI 

Dans le cadre du s6minaire de Foration des Directrices 

des Maisons de la Femme, nous avons supervis6 dans la matin e du 

05106/90, 1'animatrice rurale de Yaound6 'remier afin de esurer
 

sa performance pour une 6ventuelle amlioration.
 

II - METHODOLOGIE. 

En plus des observations directes, I'animatrioe a t6 

soumise Z un questionnaire que nous avons -pr6ala6lement 6labor5 

(cf. annexes). 

Nous avons ensuite d~termin les points positifs et 

n6gatifs au niveau de la performance, de la motivaticn et de la 

Condition de travail. 

Il ressort de cette analyse que la d6ficience so situe 

au niveau de la performance. Elle est due au manque d'applica

tion des connaissances reques et de conscience professionnell. 

III - DEROULEMENT 

8ien que le voyage se scit d6rouli sans-problbme majeur,
 

les conditions locales n'ont pas toujours 6t0 satisfaisante.
 

Notre supervision a port6 essentiellenent sur
 

- I'6tude du miltzu ; 

- la planification des activit6s ; 

- la conduite des s6ances 6ducatives, 

- le contenu des slances ; 

- les m6thodes de communication 

- le suivi des activites ; 

I 

- le rapport des activit6s 

les avantages particuliers
 

- l* '-io 

- le moyen de locomotion et sur 

- le mat6riel audio-visuel. 
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I
IV -CONCLUJSIO!.
 

Outre le comportement irreprochable de 2'aninatrice,
 

nous avons constat6 des lacunes dans 1'accomplissenent des t~che 

principales qui lui sont d6volues (6tude du milieu - plan:i:cn

tion des activitis - conduite des seances 16ducatives et I- suii 

de ces activit6s). 

V - REMEDES. 

Au vu de ce qui pr'c'de, et compte tenu du fait quo les 

conditions de travail sont reunies, nous avons pens6 qu'±l serait 

judicicux de 

- rappelor a cette animatrice ses attributions et ros

ponsabilites et, 

- lui faire b6n6ficier d'un recycloge. 

I
 
I
 
I
 
I 
II
 
II
 

I
 
II
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YA0UNDE 4 

RAPPORT DE SUPERVISID 

I - INTRODUCTION. 

La supervision est une fonction do pastion ineispensatic 

a tout responsable pour le suivi des activit6s e ses colicaora

tours ; elle permet d'am6liorer les performiances desdits collab;

rateurs.
 

C'est pour cette raison que nous avions jug6 ncessairc 

de programmer une demi journ6e pour aller superviser !'aniratrice 

qui travaille dans notre sectour.
 

II - METHODOLOCIE. 

Pour mener 5 bien cette tache, il est important do or&

ciser la m6thodologic adopt6e ; 

C'est ainsi quo avant notre descente sur le terrain 

nous avons 6labor6 notre fiche de collecte do donn6os (fiche de 

supervision) sur laquelle sont port 6 s les 616monts do l supervi

sion, les techniques de supervision utilisies, l'6chclle d'apnrc

ciation, les normes de performance (voir annexes). 

III - ANALYSE. 

Aprbs l'analyse de toutes les donnoes recuoillies,
 

nous avons note que notre agent 6tait performant sur onze pcints
 

et un point de d6faillance.
 

IV - INTERPRETATIOd. 

Nous avons d6cel6 l'irrigularit6 des tenues de s6ances 

de d6monstrations de fabrication des objets artisanaux. 

V - DEROULEMEMT. 

Le mayen do d6placement (voiture) n'6tait pas orevu au 

groupe de Yaound6 IV n'oet 6t6 la bonne volont6 d'un menbre du 
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groupe qui a mis a notre disposition son v6hiculo, on oubliant 

de prendre du carburant,heureusement qu'il n'y a pas eu de pann: 

seche. 

Par ailleurs, ni l'aninatrice, ni les autoritis 


tratives et techniques en place n'6talent pas avisdes de notrc 

arrivee ; ceci nous a amen 6 ' superviser cette ani:.1atricc b tra

vers le Chef Sous-secteur qui est leur chef -hirarchique, dcnt 
l'accueil et les informations ont 6t6 satisfaiscnts. 

I 
V - PRESENTATIOI DES DONIEES. 

Elles sont :I 

- 1'6tude du milieu 3
 
- la planification 

- la condulte de seances d'(I.E.C.) de dinonstrations 

- 1.e con nA rpa nq3ries 6ducatives ; 
- les mithodes do communication 

- 10 suivi des activitis I 
- la rapport d'activitds
 

- les motivations ;
 
- les conditions de travail.
 

VI - f"ITPC POINTS. 

L'intervention d'un responsable sollicitant I1affecta

tion cu le remplacement d'une des deux animatrices.
 

VII - CONCL2SION. 

Nous dirons que l'Animatrice est performante dans la 

mesure o6 sit- - la a'+- -visoes dcficience :tt 

notee sur un soul point. 

VII - REMEDES. 

Projet dc lettre au Chef Scoteur 'cur approvisiononont 

0. riatiriel1 'l'animatrice. 

VIII - ANNEXES. 

- Fiche do supervision. 

I 
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GROUPE vABALIAYO 

1. IDENTIFICATIN 

Tit:e du poste : Animatrico
 

Nan des supervisdes EZE, AKABLE...
 

Lieu de supervision : alinayo
 

Date de la sucorvision : 4 Juin 1990
 

II. INTRODUCTION
 

But Constator at appr6cier lo niveau de prestations des 

AniLatricos an planification fauliald. 

Dureo r3ello :une journ6e. 

III. _EIDDOLOGI 

- Elaboration d'une grille de supervision at desconte sur 10 

terrain 

- Utilisation do cotto grille 

- Regroupement des r~sultats par 6lements, par individu par 

rapport au groupo , 

- Interprtation des 616ments par rapport A la nonme do d6part 

retenue at par rapport & la nonme moyenne du groupo. 

IV. DEROULH.ENI 

- Conditions do voyage excellentos
 

- Conditions locales satisfaisantos.
 

V. PRESENATION DES DONNEES 

- Elk2ents suporvis6s : Etude du milieu, olanification dos acti

vitis, 1aboration raaorts d'activiths, conduita at contenu sances d'IBC. 

gostion do stocis, motivation, condition do travail. 

VI. CONCLUSIONS 

Nos animtrices maitrisent pour la plupart los tuconiques d'ani

mation et sent g6ndralemont accept6os par los populations. Elles ont un 

contact agr6aole at sent serviables et sociables. 
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Cocendant, olios manquont do fonnation ou d- recyclage en plani

fication familia.z . Co :ui -imite lours initiativss on la natibre. 

VII. RS/EDES
 

- ForMOr ou recycler 

- Am-llorer los conditions do travail notaaaent on leur donnant 

un .wayon de locomotion, dos indemnitds do tourn60s at des 

S*riios d'anination. 

On pout noter quo les sous-groupe 1 at 2 ont r~alis6 un traite

mont type ,indiviidu' alors quo le sous-groupo 3 a fait le traitaent type 

"groupe". 

5.3. 3yntabso du facilitateur 

Le facilitatour a propos6 los 616unts ci-aprbs pour une conno 

r6daction du raDort. 

REPCFITN DU BAPPORT 

1. ROME 

1. - Pr6sentation du tate 

1. 1.1. Eso.aces 

1.1.2. Caractbros d'6criture
 

1.1.3. Edition (titrc/sous-titro)
 

1.1.4. Coulour du papiur
 

1.1.5. Forcat du pafior 

1.1.6. Nombre do pages. 

1.2. Style
 

1.2.1. Pr6cision 

1.2.2. Clart6 

1.2.3. Concision 

1.2.4. Gramairo (Emploi du tomps) 

2. FOND 

2.1. 216mnts
 

2.1.1. Donnios du problmo 

2.1.2. Dones do r~ference 
I 
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2 2. Analyse 

' "1.2.1. Dznnaas d'analyso 

2.2.2. Objoctivit6 do l'analyso 

2.2.3. Donnos du juganent. 

I a lnsist& sur lrsprit do synthiso. Ensuito lxploitation 

so fait on litteraturo at non on diagra.nma. 

0'agissant do profil do gestion do tnps, chaquo participant 

a pu identifi5 son oropro profil parmi los profils types lo 

gaspillour, I'utilisateur at lo r~alisateur do temps. 

Pour amilioror la gestion do tmps, 10 facilitatour a ranis 

aux participants 1D docmont iatitul4 : -'LES RCNGEURS DE TEPS". II can

prond los 61:mrants rongours, los causes, los uns6quencos at los solutions. 



FORflAT DU RAPPORT DE U?EVVI'" 

I - IDEJTIFICATIONk 

- Titre du poste AlPBLE 
- Nom du suoervzse 

- Lieu de sunervis6 

- Date de supervision 

II - 1':TRODUCTION 

- But de la supervision 

- Dur6e effective de la supervision 

III - METHODOLOGIE 

- Systerme de collecte des donn6os 

- systbme d'analyse 

- systhmo d'interpritation 

IV - DEROULEMENT 

- Contexte de la suoervision' 

. conditions de voyage 

. conditions locales 

V - PRESENTATION DES DON'EES 'gES'LTATS) 

- Elbnents supervises 

. Performance 

. Motivation 

. Conditions de travail 

VI - CONCLUSION 

- Points forts
 

- points faibles
 

VII - rEMEDES 

- Performance
 

- 'otivation
 

- Cndition do travail
 

VIII - A "EXES 

- instruments 

- Autrzs documents iznortrnts. 
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dcr10: E'ED 2rw BEs-r 

1 - THE:F : tETrfG-I' FORMATIO"; 

2 - C2C3ECTIFS J'APPRE 'TISAGE 

A la fin de la sanco, le earticiPant qui traitc ac

supervision doit tre capable de : 

10 - Enunerer les cinq caracthristiques d'un bon ood-ha' 

20 - Donner un feedbacc I un suervlsi. 

3 - MET;-'ODES : interrogative et active. 

4 - TECHNIQUES : jeu de question-reponses at jou do rcle 

5 - DEROULEMENT 

5.1. Activites d'apprentissage.
 

En gran groupe les participants snt 6numrhr los carsct 

ristiques principales d'un bon feedbacb et 1' imcrtance do chacuno 

de ces caractdristiques. 

Ensuite doux participants ont jou6 simultan6ment l role 

du superviscur et du supervise au cours d'une siance o foodhick 

fait d'abord & un supervise puis 5 un groupo a superviss. 

5.2. Resultats.
 

?zcdbac'La s6ance plinibre sur les caract6ristiquzs ?o 

s'est soldec par la production ci-apres 

Caract6ristiques du feediback. 

- le feedback doit etre
 

. procs
 

. specifique
 

* )pportun 

* utilisabls
 

. descriotif 
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AVAILABLE 

5.3. Synthise du f'oilitateur 

Lc fodback doit r6oondre aux caract-ristiques ci->aut 

6num 6r6es. Naanmoins, i'attitude de celui qui donne lec^ek c 

Importe beaucoup de la r6alisation de cetto dernar 'tanz 6t l 

supervision qui est aussi importante que tcutos los autres 4taps. 

Le superviseur doit toujours se r6f6r6r aux avantagos 

que la supervision apporte a lui-meme, au supervise et 1 la struc

ture do travail. 

En d6finitive, il faut notar quo Ic ux inivi-us it

pliqlu6s dans le processus do la supervision daivent fairo rrouve 

d'attitudos favorables au feadback,.
 

II 
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