A REPORT

PERSONNEL INFORMATION




Phcw-317

A REPORT
on

PERSONNEL INFORMATION SYSTEM

Nirmala Murthy

Management Sciences for Health
Kabul

August 1978



A _Report on Personnel Information System

1. TDY Scope of Work:

Mr. Richard Oweng in his TDY report of November 1977 defined the
gcope of work for the current TDY as follows:

Assiﬁt the Management Team and the MOPH ia undertaking
a systems analysis of information rvequirements in the area
of personnel management and will undertake a feasibility
study of the possibility of computerizing such a system.

After discussions with Dr. Jerry Russell, it was decided that the
time was not appropriate for doing the feasibility study of computeriza-
tion. The government's position on computers was unclear and the time
did not appear right for discussing current computer capabilities and
possibilities iu Kabul., Besides, the first task seemed to be to assure
ocurselves of comprehensive, accurate and up~to-date information. The
computerization was therefore laft for comsideration later.

The main focuys of this report, therefore, is on the systems analy-
sis of personnel information requirements, :

2. Field Work

The systems analysis work was based on interviews with MOPH offi-~
cials and the records made available to the consultants., This work was
handicapped by non-availability of all important officials connected with
personnel administyation. 3Besides, several officials were new lu their
positions and were busy revising the policies. ot all records requested
were made avallable for analysis. Interviews with officlals oftén gene-
rated conflicting impressions and estimates. These could not be sorted
out based on analysis of data. This report should, therefore, be consi-~
dered as initial work for systems analysis.

3, Present Personnel Records

?ersonnel information is kept mostly by the Director General of
Personnel, Presidency of Administration. He keeps four types of records -
(1) Identification or Personal files, one for each person, (2) Summary



Files with one page for each person, (3) Staff Assignment Reécord showing
the persounel assigned to each organizational unit (hospital, basic
health center, institute, etc.), snd (4) Sanctioned Organizational Chart
‘for each organizational unit. The heads of organizational units keep
records (3) and (4) for thelr own unit and leave records.

The present personngl records maintained are shown in Table 1.

The major source document for updating (1), (2), and (3) is the
P-2 form (Exhbit 3). This form can be prepared by any department for
communicating its decision in any personnel area under its jurisdiction,
The Personnel Department prepares the P—2 form for appointments and
trausfers. Copibs are. sent to: R

~ Administration Presidency Sections
(Appointments, Identification, and
Employment Sections)
- Concerned President
~ = Concerned.PHOs :
.- Director of Health Information ‘

The operating departments e Curative, Preventive, and Basic
Health Services -~ do not keep any personnel records other than the sanc~
tioned organiaation charts of each hospital or the health centers under
- their charge. The PHOs and the BHC doctor send the attendance record
directly to the Pay-Roll Office. The PHOs have information on the posi-
tions sanctioned but.not filled in the hospitals and BHCs under their
charge. They inform the President Administration about unfilled positions
through letters as and when they think it is necessary. No formats are
used ané the Presidents, Curative, Preventive,; and Basic Health Services
' may or may not be informed. - :

The PHOs and the BHC doctors submit a quarterly Activity Report
to the Director General, Health Information in the Presidency of Planning.
This is a comprehensive report that includes outputs, expenses, and per-
sonnel., These reports come two or three months after the quarter, The
reporting is only 50.percent and a large part of the data is known to
be inaccurate, This report is not used in personnel administration.

No records are maintained on training. The Director General of
Personnel would have to screen the personal files of all employces to
prepare, for example, a list of all those who have attended a particu-
lar training program. To prepare a list of administration clerks who
know English, the staff may have to screen the Summary file of clerks.



4, Updating and Accuracy of Personnel Records

Tﬁe most.difficult updating job is that related to transfers,
About 20 to 30 transfer cases are discussed by the Transfer Committee
every two weeks, P-2 forms are initiated on them. The relevant dates
are: :

(1) Date of Transfer Committee decision and effective
. date of transfer
(2) .te of preparation of P-2 form
{3) Date of dispatch of P«2 form
{(4) Date of receipt of P-2 form by head of organi-
zational unit and the person concerned
(5) Date within which the person has to take
action -~ either report or resubmit his _
_position for consideration

The amount of time provided in each ¢ase varies but the individ-
ual has 20 days from effactive date of transfer within which he has to
report. The Director General of Personnel doas not get a joining report
from the individual concerned om the date he reports at the new place,.
He assumes that unless the individual contests, or the PHO reports that
the person has not joined, the transfer has taken effect. In any case,
the Staff Assignment Record is up-dated based on the P~2 form, There-
fore, although the Staff Assignment Record shows a particular individ-
uzl as assigned to a particular organizational unit and location, the
Director General cannot be sure whether that individual has actually
reported at that place as of that date,

_ 8ince transfers are . numerous, the records are couprehensive
enough to show. status of assiguments at any given time. Of course, the
Transfér Committee is not seriously handicapped by lack of such data.
Firstly, the Transfer Committee goes by individual cases. They have
both parsonal knowledge and informal information on the exact situation
“of the individual in question, although the Staff Assignment Record and
the. vacdncy -chart preparad by the Director General of Administration,
based on the Staff Assigoment Records, may not reflect the current status
accurately.

The:e.are however, some administrative decisions that are taken
" ‘basad on recerds rather than on personal and informal reports. An
important example of this is the planning by the mohile supervision and
training teams. They frequently find that the persons they want to
train or supervise are not there. The team goes by records that do not
show the current status. It is also difficult to assess tha extent to
which the various positions in an organization unit were filled during
any given period and the extent to which it has affected the output.
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5. Information Needs for Personnel Adminiitration

1 .
_ Parsonnel xecord and administratioﬂ systems are related to each
other. One limits:and influences the other system. Both in turn are a
function of the organization of the Ministey and its decision making pro~
cesses. For e¢xample, some presidents dp not think they have much role
to play in the Transfer and Scholarship Conmittees of which they are
nembars. They send their deputies of accept individuals in power.

Hence the attempts to improve’ the personnel record system have
to be geared to, simultaneous “improvements in the administrative systems.
These improvements may be minor. Incremental changes accepted and
implemented in both the administration and information systems may be
better than eithex systen designed to great sophisticatien. Information
needs, therefore, have to be assessed in rélation to the feasible im-

-~ provements contemplated in the administrative system.

The information neéds are,tnerefore, discussed in the next sec-
tion along with improvements contemplated in the personnel adwministra-
tion systen. ; .

6. Problem Areas, Possible Improvements and
Information Naeds

: Transr_gg_, Sixty nine transfers of BHC doctors who were trans-
ferred during the year 1356 were analysed from the Staff Assignment
Records (Exhibit 2). The average time a doctor was shown as assigned to
a BHC was 10 months, If one makes allowance for leave that a doctor is
entitled to (approximately 1% months), and the time he spends in writing
letters and canvassing his case for a transfer, the actual duration he
puts in for the BHC may average only six months. Allowance sheuld also
be made for the time needed for settling down at the new location. Al-
though many of these transfers may be fair when each case is considere
gseparately asad in human terms, the apgregate effect of transfer adminis-—
tration is seriously compromising on rural health services.

_ The civil service law provides for transfers every three yearxs.
It .also provides for taking human factors into account in transferring
people. How can transfer administration be improved within these con-
straints but less seriously affecting the basic health services in rural
areas?

The Transfer Committee looks at individual cases., It sees the
problen in a fragmented way without reference to either how the three year
transfer policy is being-implemented or how the services to the people



are affected. Therefore, information should be supplied to the Transfer
Committee both periodically as well as at the time each transfer decision
is made. By doing so, it is hoped that the Transfer Committee can take
policy positions and decisions with the full knowledge of how each trans-
fer decision affects the services.

Recommen&ation 1: Revise Transfer Form and Route it .
O Through Supervisors Who Are Responsible
for Services

Transfer requests should be made in the’ form shown in Exhibit 4.
This form should be filled in by the employed, It should be forwarded
to the Presidency of Adninistration by the immediate supervisor through
the second supervisor. The form calls for ‘information from the super-
visors on how the proposed transfer affects the services at the location
from which he is being transferred. The second level supervisor should
also comment on the balance of services in his area of -jurisdiction and
recommend specific alternatives for maintaining that balance.

Recommendation 2: Specify Criteria For Exceptions To
Transfer Policy and Keep Exceptions
To About 5 percent of Total

The implementation of policy bacomes extremely difficult when too
many exceptions are made. At present the Transfer Committee is handling
nearly 600 exception cases of transfer in addition to the routine trang~
fer of about the samz number every year. The Transfer Committee is
handling nearly 50 percent of the total transfer cases due in a2 year on
an individualized and fortnightly basis without taking into account the
impact of such decisions on either policies or services., How can the
exceptions be reduced to a level that can be reasonably described as
exceptions? To a level of 5 to 10 percent of the total in a year, that
is, oot more than 10 cases per month? : : .

The Transfer Committee has to establish a reputation that it
considers only exceptions not any request. To the extent possible it has
to specify guidelines and criteria for making exceptions to policy. These
have to be communicated as widely as possible and adhered to in practice.

Recommendation 3: Announce Vacancies and Criteria for
Transfer and Incorporate Preferences
of Employees in Transfer Decisions

The Transfer Committee has to not only implement policy but has
to appear as implementing it fairly and equitably. The Transfer Committee
relates trangfers to vacant positions on a fortnightly basis. As a
result, the year end vacancy position, when routine transfers are due,
has been influenced by those who have come up as exception at the fort—



nightly meetings, The scales appear tilted in favor of those who make
requests and canvass thelr cases for transfer. The impression that
employees have is that those who can bring suffic¢liont pressure to bear
can get degisions in their favor., This feeling undermines the system
and increases the exceptions to be handled.

There is another aspect to this question of equity. “Good’ and
"Bad” places caanot be determined by each individual employee. Apart
from the facilities available at a place, factors such as number of
children, their ages, property, and relativzs influence choice, At
present, the routine transfers at the end of the year are done without
getting employee preferences. The phenomenon of most employees conver-
-ging on Kabul during the yearly transfer time is again favorable to
some while unfavorable to others depending on how successful one is in
communicating his prefarences to key dndividuals. So there is a scramble
at this time of the year much to the detriment of the services.

A fair and equitable way might be for the Director General of
Personnel to gather the first three preferences for a transfer from all
those employees who are -due for transfer in any particular year. Ob-
vicusly, the preferences canpmot be unrestricted, They have to be related
to positions which are falling vacant and to credit accumulated by an
employee by gerving backward areas.

'Directox General of Personnel in Consultation with the Presi-
dencies can prepare a specimen form as shown in Exhibit 5 showing the
vacancies available and the eligibility criteria for transfer from
each area to another, This would be circulated to all the employees
due for transfer three months date. They would express their three
preferences after satisfying themselves and the jfmmediate supervisor that
they meet all the eligible criteria specified in sach area. The employees
express their preferences in the form shown in Exhibit 6. The forms -
should raach the Director Gemeral of Personnel at least two months in
advance of the date on which the transfers are due. The Director General
of Personnel takes all the preferences and availahle positions in. to
account and comes up with a scheme of recommendations that combines con-
tributions, equity and perscnal needs. The Transfer Committee announces
the transfers. one month in advance of the effective date of transfer for
all employees due for transfer that year. It also provides ome week for
hearing extreme caseg of hardship. The final list is anmounced 15 days
in advance and all transfers have to take effect on the same date.

Thé transfer process in the proposed‘system,is highly visible
to all employees. It creates an understanding that thes Ministry is
trying its best to meet national and individual needs.



Promotions:

Recommendation 4: Synchronize Promotions and Transfers

The leeway of the Hinistry in handling transfers to difiicult
areas Wwill be considerably strengthened if the dates for transfer and
promotion could be synchronized in the case of as many employees as
possible. :

Ag a rule, however; once a transfer 'is made the person should
remain in that place for the minimum period of three years. It is impor-
tant to ensure that the same person is handling the job for the minimum
of three years, This -would ensure that the outputs or contributions can
be related to individuals in appraising their performance. Frequent
changes in the persons occupying a position would not only make evalua~
tidn difficult but individual opportunity to learn from his mistakes or
from the guidance and feedback from his immediate supervisors.

Recommendatlion 53 Relate Promotion Evaluatibn to
' : Job Tasks and Actual Performance

Ptbmotion, at preseant, is more or less automatic at the end of
threec yesars. It bears little ralation to the job, the tasks and targets
given, and the achievements and objective contributions of the individual

‘within the coastraints faced by him.

: The Annual Capability and Performance Report formats are the
same for all types of persomnel -- doctors, lab technicians, nurses,
vaccinators, clerks and sanitarians., The formats relate mostly to such
outdated concepts as obedience, intelligence, honesty, cleanliness and

‘taste (Exhibit 7). All these criteria are treated as equally important

and are given the sameweightage. A committee consisting of presidents
and management experts should classify all personnel jinte four or five
categories nnd’ devise different evaluation forms for each category. The
comuittee should also come-up with different weightages for different

‘eriteria. Besides evolving such forms the first line supervisors should
be trained in £illing these forms correctly.

Rank‘promotion should be related to job performance while salary
promotion could be time based. Promotion to managerial positions should
include an assessment of the individual's potential for administration
rather than good performance as a specialist,



Training Scholarghips:

Recommendation 6: Specify Eligibility Criteria for
Scholarships, Advertise and Invite
Applications

Like in transfers and promotions 1t is extremely important that
the Personnel Administration Sponsor merit and also make an effort to
give a chance for everyone to compete. The present method of selecting
persons for - scholarships is by nomination. It is closed and beyond .
scrutiny. . S )

An information system could be developed by which the Scholarship
Committee could be provided with a list of all employees who meet speci-
fied criteria in education, experience, rank, and language abilities.
However the maintenance of yp-to-date information bank and generation of re-
quired lists would - be too expensive given the infrequent use of the data
bank. :

The simplest thing, given the present state of development of
the administration system would be to develop as clearly as possible all
- the eligibility criteria in terms of education, experience, rank, age,
‘language abilities and then to advertise and invite applications from
all eligible employees. This would provide the most up-dated list of
- candidates besides sponsoring a fair, open, healthy and competitive
environment.’ The discretion of the Sholarship Committee is in no way
reduced. ' :

Recommendation 7: Training Information Should be
- . Haintained in the Personnel Records

The immediate supervisor should initiate a P~2 form whenever he
sponsors ‘any employee for any training within or outside the country.
Tne specific program taken by the employee should be entered in his per—
sonal file as well as the Summary file kept in the Personnel Department.

A sepa:ate register can be kept by a classification of all pro~
grams -- technical, administrative, financial, other. If under each of
- these four, one can classify the training programs under short-term
(less than one month), medium~term (one to three months) and long-term
(more than three months) there will be all together 12 categories. In
a note book a page number could be assigned for each training program.
In the personnel records (Summary page Exhibit 1) the page number could
be entered in ‘the training program. In the Training notebook, the per-
son's identification number could be entered. When a summary page of an
employee is removed because he retires or leaves the cross entry in the
Training note book could be cancelled before removing the summary page.



Policy Evaluation:

The personnel records are not tabulated and analysed at present
to evaluate how well the personnel policies have been implemented. The
Director General of Personnel should periodieally ~- at least once a year
or once in six months -- analyse his records to throw light on policy
evaluation, Illustrative cross tabulations are provided in Exhibits 8,
9, 10, 11, and 12, Exhibits 8 and 9 throw light on how well the various
hoapitals and BHCs were staffed and what changes tock place in the per-
sonnel area during the year., Exhibit 10 asseses the implementation of
transfer policy while Exhibit 11 points out the allocation of staff by
departments. A comparisSon over two years or.two six-month periods can
tell whether the staff allocation has been deliberately or otherwise
changed in line with declared health policies of the ministry. Exhibit 12
shows the promotions during the year by category, rank and department.
It would show whether personnel of a particular category are stagnating
in any department. A comparison with positions vacant would help guide
proper vacancy determination and promotion palicies, These are illus-
trative and many more analyses/tabulations can be devised to evaluate
specific aspects of policy. Without such help from empirical, aggregative
. analysis it would be difficult for Presidents to maintain consistency in
policy implementation through a series of individual decisions taken over

time.

Pergonnel Information at Regional Levels:

The records kept at the PHO and BHC levels appear adequate. The
PiHl0s and BHC doctors need to be involved in the transfer and promotion
system. They can provide first hand and useful knowledge of problems -~
parsonal and organizational. Ways to do so have been covered in the
recommendations above.

The PHOs and BHC doctors need training in maintaining honest and
accurate leave records and in enforcing discipline over errant employees.
Maintenance of personnel at the PO and Regional Training Center levels,
as well as procedures to involve PHOs in the training set up, are dis-
cussed in Dr. (Mrs.) Nirmala Murthy's, "A Report on Girishk Regional
Training Center” (August 1978).



Table 1

Present Personnel Record System

HoPH
‘Personnél Department

PHO and BiCs
in the
Province

r
Files Kept ﬁ.
;—.

f

of Administration Presidency .38

1. Identification Files
~ One file per person
filed by employee no.

2. Summary Files
- One page per person

Files by categories of
personnel. Within each
category filed by alpha-
betical order of name

- Each page contains
background of individ-
ual, job record and
promotion record
{Format shown in

Exhibit 1)

3. staff Assignment Record
- Shows individuals

assigned to each hospir
tal institute, basic
health center, and .
other expenditure units
along with their rank
and number
(Exhibit 2)

4. Sanctioned Organisation
Record
- By expenditure unit
Hospital, Institute,
BHC, etc,

¥

3

1, Staff Assignment Record
Of provincial hospital
and basic health
center in the province

' 2. Leave Record

Xept at individual
expenditure units
dospital Staff at
Hospital

Health Center Staff
at BHC

3. Sanctioned QOrganizational

Chart
Kept by hospital ox
BHC

/%



Table 1
(cont'd)
MOPH PHO and BHCE
~ Persomnnel Department in the
of ‘Administration Presidency _ Province
Source P-2 form-as and when required .. . P-2 form as and when
Documents or--received for (1), (2), & ~  required or receilved
for Update 3) o for (1)
{Exhibit .3 shows the P~2 form)
{4) is prepared/revised each ?r0posals on (4) are made
year by Presidents/Approved by by PHO/Department Head
MOPH/Ministry of Finance - during Budget preparation

"



- Special Ho.

Exhibit 1

Sumpary of Employee's Record

Serial No.

Personnel Office of MOPH

Name:

Father's Nane:
Rank:

Profession:
Identification:
Date of Birth:
Date of Graduationm:
Education (Degree):

Date of Appointment to
the office:

Foreign Language:
Rank Salary: .
Professional Salary:

Other Privileges:

Military Service:

Photo.

Promotion Record

';Zinate & Year Promotion

Job Record

From/To Place/Job




L | 3 i 1 4 E & [ § i i ] P B
EXHIBIT 2
Staff Assignment 2ecord Office
1 Salary Position -, Rénk and- Jumber E.
Remarks . ‘ i ] part of
Profes- | Rank | Father's Name | Wame Number | Rank Organization Ho,
sion : L




Exhibit 3

P-2 Form for Appointment, Promotion & Transfer

Name:

Father's Name:

Personnel Document

Identification No.

Effective D+~

Salary
Appointed: fquivalent: Reward:
Transfer: Extra Leave: | Removal:
Explanation: Punishment: Pension:
From: To:
Job:
Rank:
Salary Rank:
Office:
Seetion:
Office Address:
Remarks: _ _
Recommending Source: . - _ _ _ _ _ Signature:_
Date

Endorsement of Persomnel Office:
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Exhibit 4

Transfer Request and Recommendation Form

*A. To be filled in by the Applicant:

i'Name: Father's Name: Rank:

Present Job and Location:
Date of stavging work at the Locatiom:

Reasons for Requesting Transfer:

. w—— e e TESE T e e e Smmm e v Gmmy el g manar Wb o AR sww mvh e A AN el wpll S S el e Vi S e peww e e

v vt wamn st e s i et a wine AR mmm Ame S A e S A g WS R il it WmR  temh A hSu e el e

Under laws of perjury, I declare tnat the information provided above is

1 accurate and complete,

Date:

Signature

B. Yo be filled in by immediate Supervisor

1. Do the ieasoﬁé given deserve special consideration?

{Yas { o Not any more than for others

2. Have you personaily checked their accuracy?

Yas Nb

J—

3. ilave you discussed with the person alternative solutions to his
problems? (Explain in brief. Use a separate sheet if necessary)

. A e o e AR pm w e L eS el A Ml S MG Sewn et G TERR HTRA  eeAn  Semm  Ems A e wwe e A e mm i mwe




Exhibit 4
(cont'd)

4. Do you recommend his transfer? | }Yes No

5. I1f yes, how will the services be affected?

the specific services will entirely ston

i " " be reduced

6. What alternatives can you suggest to maintain the services?

— . — - v— — — e b VN ey waak i S S S MNP e} AR LA e e W AR e marw TR TS LA R e

e e I I i I

Date:

C. To be filled in by second Supervisor

Recommendation: _ e —
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Exhibit 5

A Specimen Tabulation Form For Obtaining
Transfer Preferences of Doctors

To

From

Positions
Available

Eligibilicy &
Criteria for
Transfer

Positions
Avallable

Good Evaiua-~
tion
Avge: 3 pts

At least 3 yrs

inBor Cor D
areas

Iype Rk Ho

Eligibility &
Criteria for
Transfer

Good Evalua-
tion

Avge: 3 pts
At least 3 yrs
inCor D
Areas

Criteria
for Transferxr

‘Positicns
Available

Good Evalua-

ltion: 3 pts

At least 3 yrs
in Cor D
areas




Exhibit 5
(cont'd.)

T0

FROM

Eligibility &1

Eligibility &

Criteria for

Group B:
Group C:
Group D:

This classification could be changed for different presidencies (nursing,
curative, preventive, etc.) and for different categories of employees

Others

{(Doctors, Vaccinators, Sanitarians,etc.).

Kandahar, Jalalabad, Herat, Mazar-i-Sharif
Ghaznl, Charikar, etc.

Criteria for { Criteria for jTransfer Position
Transfer f Transfer R Available
| e Seie Good Evalua- |
D $Good Evalua- ]| Good Evalua- {ftion . #.s {Type Rk No
- tion tion . Avg: 3'pter
} Avg: 4pts. i Avg: & pts.gAt least 3 yrs| == - ~-
At least 4 or] At least 3 yrs¢in D Areas
Syrs in D in D Areas - == =
| Areas : !
Sample Classification of Areas: Group A: Kabul dospitals,



Exhibit 6

Transfer Preference Form

A. To he filled in by the Applicant

Name: Pather’s Name: Rank.
Present Job: Location:
Date of starting work in this location:

Eligibility Criteria
Specified for transkfer to

A B < D Actuals Performance on Criteria

Mention three preferences of places in each Area to which eligible

A B £ D
Other Partleulars: _ o e
Date:
Signature
B. To be filled in by immediate Supervisor:
Recommendations: e e e e
Date _
Signature



Exhibit 7

Annual Capability Report Format

Nawme & Father's

1

Name

. Posi~
Father's | Rank tion

Educa-
tion

Field of .

Study

Educa-
tion
Place

Place
of

Employ-

ment

Rame Name
Criteria Opinion of the Boss
.1 Obedience
2 Honesty
3 Recognition of Job
4 Quality & Quantity of Work
5 Behavior
6 Intzlligence
7 Cleanliness & Taste
8 How powerful in guldance &
‘administration
9 Summary of the boss'®
opinion
10 Name & position of
the boss
11

Signature & date




Exhibit 7
{cont'd.)

Performance Report Format

(Promotion Criteria)

Graded by the | Graded by the I
.. lst Boss 2nd Boss
Criteria Description of Criteria {"¥& | 1Rt in in
digitswriting| digits|writin

1. To obey rules 1 1
Obedience 2. To obaey laws 2 2
3 3
4 4
5 5
1. How honest 1 1
Honesty 2. How confidential 2 2
(keeps secrets) 3 3
4 4
5 5
Recognition 1. How punctual 1 1
of 2. How much interested 2 2
- Responsi~ in doing the job 3 3
bility 4 4
5 5
1 1
Quality & - 1. How successful in 2 2
Quantity accomplishing his 3 3
of Work job 4 4
2, How firm in his job 5 5

1 1 ,

2 2 |

Behavior His attitudes & beha-~ 3 3 |
vior towards colleagues, 4 4
clients & bosses 5 5
1 1
The intélligency.& 2 2
Intelli- knowledge of the 3 3
gence employee 4 4
' 5 5
1. His personal & in 1 1
the office cleanii- 2 2
ness & taste 3 3
2. How well organized 4 4
in the office 5 5




Exhibit 7 (cont'd)

Continuation of
Performance Report Format
{Promotion Criteria)

[ Graded by the {Graded by the
1st Boss 2nd Boss -
Criteria Description of Criteria in in in in
Digitsiwritingidigitsiwriting |
How Powerful | 1. Acceptance of responsi- 1 1
in guidance bility 2 2
& adminis- 2. Power in creation 3 3
tration 3. How powerful in coordi- 4 [
nating affairs 5 5
8 4, How capable in develop-
ment of affairs accord-
ing to the conditions
of the environment.
5. His succeeding measures
to the guidance of
people who are under
him .
Total number of the lst bhoss Total aumber of the 2nd bosk
Average number of the 1st boss Average number of the 2nd
hoss
Approval of the lst boss Approval of the 2nd boss
Name & Position of the lst boss Name & position of 2nd boss’
Signature & date Signature & date ‘1
Opinion of the Promotion Committee
The decision of the big boss

Be honest and neutral
Grade 1: if satisfactory, cannot bz improved

2: if satisfactory, but can be improved

3: if average

4: if Wigh

5: if excellent
For rank and salary promotion total average of 4 is needed.
Also, on criteria 1 (Cbedience) and 2 (Honesty) the grade should
be at least 4.
Criteria inapplicable to an employee are excluded from the
average.

Notes:

t



Exhibit 8

Staffing of Hospitals and BHCs
During the Year

Hospitals BHCs

Category Regions |
of Kabul | Major [Others 1 2 e

Personnel | AlB AlB AlB AlB AlB AlB AlB
Physicians |
Dentists
Surgeonsg
0b/Gyn
Nurses

AlMs

Note: % filled can be calculated by number of persons filled. If more

© '/ .accuracy is needed the number of positions could be converted into
number of persondays targeted and the percentage filled could be
based on number of persondays actually available. .Adjustments
could be made for leave ete. if necessary. C

A = No. of pésitioﬁs
B = Percent filled



Exhibit 9

Staff Strength And Changes During 13.....

Category
of A B. c. D E 3
Personnel
Physicians
Dentists
Surgeons
0b/Gyn
Nurses 1
ANMs
A : No. of positions sanctioned at beginning of year
B : No. filled at end of last year
C.: Additions during the year
D : Returned from leave/training
E : Retirements., sxits ete.
F : Out on leave/training
G : No. filled at end of current year
H : Planned strength at end of next year




Exhibit 10

Classification of Transfers During the Year By Time In Current Job

e

Category No.! of Ménths 41 Each Job & Location Before Each Transfer
of ‘ .
Personnel A2 | B ¢ D E ¥ G 5} I

1

f

Physicians
Dentists
Surgeons
Ob/Gyn
Rurses

ANMs

Hota: FEach P~-2 form prepared during the year gets an entry in the table.

Less than 3 months
3 to 6 months

¢ 6 to 12 months

: 12 to 18 mounths

: 18 to 24 months

: 24 to 30 months

: 30 to 36 mounths

: 36 months plus

: Average time

on 4o

HOaommUOw >



Exhibit 11

Allocation of Staff By Departments At the End of the Year

Category Number of Persons Assigned to
of

Personnel A B [ D E

Doctors
Nurses
Vaccinators
Directors
Clerks
Tawildars

Ete.

Preventive

Curative

Basic Health Services
Planning & Coordination
: Administration

: Others

: Total

*s a® %0 a0

QEET QR




Exhibit 12

Promotions, Rewards By Department During the Year

Basic
Category Preventive Curative Health Etc.

& C .
Rank A .; B c D

Doctors

Rank

Vaccinators

: No. At the begioning 2 year
No. promoted to next rank during the year
No. at the beginning of year
No. promoted to next rank during the year

U Ow

LTI L 14



