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INTRODUCTION

The SIS/IEC Center’s programs have proved time and again that well-designed communication materials
play a critical role in the success of public health programs. It has also been proven that the value of these
products can last well beyond the end of the project for which they were designed. In some cases,
pretesting has shown that materials from one project can actually be used in another with very few or no
alterations. Also, learning from previous project’s experiences and seeing the actual products can save time
and expense in project planning and can kelp materials development specialists learn from each other’s
experience.

The SISAEC Center has been producing effective health communication materials for two decades. Much
work and expense (e.g. focus groups, design, pretesting, revision, etc.) go into the development of these
matertals. Yet samples of these materials have not been consistently and systematically collected or
organised for reference, as a resource for future work, or even to be re-used for other campaigns. Thisisa
loss, both educationally and financially, to the SIS/IEC Center and to the health care community at large.
Health professionals throughout Egypt and the Arab-speaking world could benefit from seeing and learning
about the SIS/TEC Center’s health communication work. Knowledge about , and subsequent interest in the
SISAEC Center’s accomplishments can foster greater communication between SIS/IEC Center’s
counterparts and thus enable more routine sharing of information and experiences.

It is therefore proposed that the SIS/IEC Center set up efficient mechanisms for collecting, archiving and
exhibiting the health communication materials which it produces, for sharing images of them and
information about them, and for making copies of them available on a case by case basis. The Director of
the SISAIEC Center will dedicate sufficient space in the new SISAEC Center offices to establish a
Media/Materials Clearinghouse (M/MC), which will be run by a professioral librarian with computer skills,
assisted by an experienced computer specialist and a library clerk.

In its second year the SISAEC Center’s M/MC is expected to be fully operational and known by the
Egyptian public health community. At this time it is proposed that the M/MC expand its selection criteria
to include health communication materials produced by all the other organisations working to promoie
reproductive health and population issues in Egypt.
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SIS/IEC CENTER M/MC SERVICES

SIS/TEC CENTER MATERIALS ARCHIVE

COLLECTION: M/MC staff will collect at least one copy of all IEC matenials produced by the
SIS/IEC Center, including pamphiets, posters, videos, audiotapes, films, flipcharts, novelty items, slide
presentations, training materials, and any other communication materials produced to promote good
health bebavior. They will contact all SIS/IEC Center staff on a regular basis to make sure they get
everything. They will also seek out materials from the past — with assistance from the Johns Hopkins
Media/Materials Clearinghouse. In the second year of operation they will expand the scope of
collection to include health communication materials produced by all other organisations working o
promote reproductive health and population issues in Egypt.

CODING AND CATALOGING: Each item wil] be assigned 2 unique code number and recorded in
a computer database by title, date, producer, language, intended audience and subjects; this record will
also contain a full physical description of the item (size, color, number of pages, ¢tc.), an abstract of
the contents and a digital image of the itemn. The primary language for this database will be Arabic.
Research may show that Access database software, widely used in Egypt, might be appropriate.
STORAGE: At least one copy of each material (labeled with number) will be stored in the M/MC by
format in appropriate furniture (e.g. posters in flat file, videos on video rack, pamphlets in lateral file,
Tshirts in closet, etc.) in such a way that they are both easy to access and well protected.

SIS/IEC CENTER MATERIALS DISPLAY

EXHIBITION: The M/MC area at the SIS/IEC Center will be designed to funcqon as an exhibition
hall, and M/MC staff will mount exhibits on special themes or projects and invite interested parties
and the press to see them. In addition, M/MC staff will display materials (such as framed posters)
throughout the SIS/IEC Center.

WEBSITE GALLERY: M/MC staff will exhibit materials on the world wide web (linking to
partners such as the Johns Hopkins Media/Materials Clearinghouse) with the long term view of
putting the whole database on the web in the future. The language implications of this need 10 be
considered in the meantime.

. MEETING REQUESTS FOR SIS/IEC CENTER MATERIALS

CD-ROM: When the database with images is sufficient, M/MC staff can put it on CD-ROM as a
relatively inexpensive way of sharing the collection of SIS/IEC Center materials. These could be
given away in response to request from visitors, VIPs, and health professionais working to promote
reproductive health - on a case by case basis. M/MC staff can also work with other SIS staff to
develop press kits on CD-ROM to be handed out to the press on special days or at special events.
PHOTOCOPYING: It will be cost-effective to maintain a photocopier for the use of staff and
visitors, and to meet requests for information.

VIDEQ AND AUTHO: Requesters may be asked to send in a tape with their request for a copy of
any SIS/IEC Center materials in these media.

PRINT MATERIALS: If excess print materials are available at the end of a project, M/MC staff
will keep a limited supply in order to respond to requests.

RECORDING REQUESTS: M/MC staff will record all requests and the names of all visitors; this
data will be useful for planning, reporting, and developing a mailing list.

I~



IMPLEMENTATION PLAN

PHASE I (July 1. 2000 thru October 31. 2000)

L.
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Hire consultant to fill the Media/Materials Librarian position for the first two years of operation.
This person will set up the systems and identify and train the Media/Materials Computer Specialist
and Media/Materials Assistant. (See Job Descriptions on page 3.) Success will depend more on
getting the right people than any other factor,

Establish physical plant - rooms and exhibit areas. (See Floorplan on page 7.)

Procure equipment. (See Equipment on page 6.)

Acquire materials with assistance from all SIS/IEC Center staff and Johns Hopkins M/MC.
Select database software. ’

Establish all selection critedia.

Contract private sector to assist new staff begin scanning IEC materials for database and website.
Mount first exhibition.

Create website gallery to advertise the new resource in celebration of the SIS/IEC Center’s 21%
birthday.

PHASE I1 (November 1, 206¢ thru June 30. 2001)

L.
2.

Catalog all SIS/IEC Center materials produced up to June 2001.
Start providing all services (as listed above} with continued private sector support.

PHASE HI (July 1, 2001 thru June 30, 2002}

1.
2.

3.

90 = o

First full year of operation.

Expand scope to include health communication materials produced by all other organisations
working to promote reproductive health and population issues in Egypt.

Consuitant Media’Materials Librarian to find and train staff Media/Materials Librarian to take over
for Phase IV.

Both to visit all the major organisations that produce reproductive health communication materials
in Egypt — to advertise M/MC and solicit materials.

Study tour for staff Media/Materials Librarian at Johns Hopkins Media/Materials Clearinghouse,
USA.

Review and evaluation at the end of this Phase HI.

Plan for Phase IV on the basis of evaluation results

Staff Media/ Materials Librarian takes over from Consultant.

PHASE IV (Julv 1, 2002 thru June 30, 2003)

1.

First full year of operation under staff Media/Materials Librarian.

PHASE V (July 1, 2003 thru June 30, 2004)

L

Expand website to include searchable database.

PHASE VI (July 1, 2004 thru October 31, 2005)

1.
2.
3.

25th Anniversary of SIS/IEC Center.
Special anniversay products.
Special anniversary events.



JOB DESCRIPTIONS

MEDIA/MATERIALS LIBRARIAN

{This job may be performed by a consultant for about two years, during which time he/she will idennfy and
train a permanent staff member.)

Qualifications:

Proven experience as a professional librarian,
Computer literacy.
Fluent in Arabic and English.

Dufies:
Manage daily operations of SIS/IEC Center M/MC.
Make recormnmendations to Director of SIS/IEC Center on workplan and budget.
Identify, train and supervise Media/Materiais Specialist and Media/Materials Clerk.
Establish selection criteria (with guidance from Director).
Acquisition. )
Cataloging.
Design databases.
Reference.
Greet visitors.
Network with other resource centers, libraries and the press.
Identify resources that may support M/MC.
Promote M/MC services.
Supervise exhibitions.
Report to Director on:
Number of materials collected
Number of requests
Number of materials distributed
Number of visitors
Anecdotal evidence of M/MC impact

MEDIA/MATERIALS COMPUTER SPECIALIST

Qualifications:

Computer expertise.

Proven experience working with databases that include images.
Expericnce designing and developing websites.

Fluent in Arabic and English.

Knowledge of a/v equipment.

Duties:

Assist Librarian in developing databases that include images.

Scan materials.

Some catzloging.

Identify computer resources that may support M/MC.

Work with consultants to design and develop web pages and web-based databases.
Maintain three computers.

Make recommendations to Librarian regarding computer needs.



MEDIA/MATERIALS ASSISTANT
Qualifications:

Compater literacy.
Fluent in Arabic and English.
Ability to learn to operate afv equipment.

Duties:

Labeling.

Filing.

Daily maintenance of the collection.
Greet visitors.

Photocopying.

Arranging duplication of video/audiotapes.
Mailing/distribution.

Typing.

Operate a/v equipment.

Support services as assigned by Librarian.

FURNITURE

SHELVING, GLASS FRONTED (6) — 3 to shelve audio and videotapes in the afv materials area, 3 to
shelve training materials, binders and books on IEC subjects, and three-dimensional items in the print
materials area.

DISPLAY CABINETS, GLASS FRONTED (6) — 3 on each side of the exhibition area to display all kinds
of media/materials.

DISPLAY BOARDS (6) — 3 at each end of the print materials area, hung above the files to display print
media.

LATERAL FILES (5) — three-drawer lateral units to store pamphlets, stickers, Tshirts, bags, press cuttings,
etc. in print materials area.

FLAT FILES (4) ~ 10-drawer units to store posters, calendars, artwork, key rings, contraceptive packaging,
household items, etc. in print materials area.

CHAIRS (33)

COMPUTER CHAIRS (3)

DESK (1)

COMPUTER DESKS (3)

LIBRARY TABLES (3) - large tables to spread out large materials on.

COMPUTER EQUIPMENT TABLE (1) — for scanner and printer in office.

AV EQUIPMENT UNIT (1) - for a/v equipment, sound systems, board and controls.

ENTRANCE SIGNBOARD - to welcome visitors to exhibitions.

EXHIBIT PANELS (3) — moveable, for special exhibitions.

SHELVING, REGULAR (6) — 4 for the office to shelve materials that are in process of being cataloged, 2
to shelve supplies in the supply room.

SLIDE CABINET (1) — table-top version can be placed on flat files countertop.

COUNTERTOP LITERATURE RACKS (2) - for displaying selected publications on the lateral files in the
print materials area.



EQUIPMENT

Computers with monitor, CD-ROM reader, keybeard, and mouse (3)
External CD-ROM writer

Laserjet printer (1)

Scanner (1)

Library database software

Fax card and modem

Photocopier

Paper-cutter, stapler, hole-punch, etc.

VHS multi-standard video recorder/players (2)
Television (1)

Cart for TV and VCR (1)

Video/data projector — ceiling mounted (1)
Screen

Audio system

Audiotape recorder/player with dual deck
Slide projector on cart

Overhead projector on cart

Laser pointer

Air conditioning units

Telephones

Light dimmers (may be unnecessary, but worth considering}
Digital camera

Countertop light box

Table top display board and carrying case
Literature stand

SUPPLIES

Stationery

Library supplies
Computer supplies
Alv supplies
Camera supplies
Mailing supplies
Photocopy supplies
Exhibit supplies
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F1 = Shelving, glass fronted E?S%(mﬁ

F2 = Display cabinets, glass fronted

F3 = Lateral files, with a countertop and display boards above -

F4 = Flat files, with a countertop and display boards above
FS5 = Computer chairs

F6 = Desk

F7 = Computer desks
F8 = Library tables
F9 = Shelving, regular
F10 = Exhibit panels

E2 = Printer and scanner

E3 = Photocopier

E4 = Alv equipment, board and controls

E5 =TV/VCR on carnt

E6 = Slide projector on cart

E7 = Video/data projector, ceiling mounted
E8 = Speakers, ceiling mounted

ES = Light dirnmers (may not be necessary)
E10 = Overhead projector on cart



BUDGET

PHASET (Julv 1, 2000 thru October 31. 2000}

SALARIES covered by Government of Egvpt
Media/Materials Librariam. ... .. oot ettt e e e e e

Media/Materials Computer Specialist ......c..ccemiiiiiiiiiiiiier e e ceeeraee e enneaans
Media/Materials ASSISEANL........ccuiiiiuiiriiriie et e eee e v s e e

EQUIPMENT & FURNITURE covered under SISIEC Center line items F.2.1 and F.2.3

Shelving, glass fronted (6)--...novverieeiree e e e reemeena
Display cabinets, glass fronted (6)......ccoeiiemiiiiiiiiiiiiciii e
Display boards (6). ... cuceiirreeen i e e e tann e e e men

L0 1  C  ( gUP
Library tables {3)...ceeen it et a e e e e eae
Computer equipment table {1). ..ot e e e e
AN eqUUEIPIEDt URIE. ...t et e rerae e er e et na s s e r e ranan
3T sToTe -1 (s I ) T eeveeenreaenn
Exhibit Panels (3. .o e vt an e e eeeaan
Shelving, regular (6).......coieuiiiiiiii e ee e e e
Countertop slide cabinet {)......iui i v e v e er s e ee e eenan
Paper-cutter, stapler, hale-punch, ete..... ..o it ere e e e
Cart for TV and VCR (1).cieiiiiiiii it i et eree e s e e e ve e ae e e s e e s e eaae e e anaas
Slide projector 0n Cart (1) v e iiii i e reeetie e rrn s rree e e e re e ae s s aeearansnsnan e nean
Overhead projector om cart{1).........cceiiiniiieiiiiiiiiiiiiic e e e er e ee e e s srmaa e een
Laser pointer.....cveeuceiiniici i cceecanncanens e ke vrverrrer s e raeaneasarneataane e nnrnannn
Countertop HEHE tABI1E (1), .orreererroerirrerairrerensreseasrrassesssssernersenssrnsrasensansessernn
Flat files, ten-drawer (6 five-drawer units + 3 bases).......ccuveiviveiiiiiieiveieeneenrecnnns
On Pathfinder list — already procured overseas

Flat files, ten-drawer (2 five-drawer units + 1 base).........ooviiiiniriiiiii e ceeaee.
POt OGO DI, .ttt eeere it e et e e ettt e s ie ittt at e e e brmr e s en e en s e b n e nn e nnrnnnnnnen
Table top display board and carmying Case.......u.eierueeirieiirierceeaeie e ans s e enn e eeens
| BT B T O T S T U
Audiotape récorder/player with dual deck (1)..cievrniin i e
277 television (1) ettt e ee e e e e e ere s ar e an
VHS video recordes/players (2).. ..o reiieiciie it e va e ne e
Video/data projector — ceiling mounted (1)......ooiiiiiriiir e r e
Sereen (wall mounted).......oo.iiiin i e e e e e
Digital CAMEra. . .cuin it e e et e et e e aaa e ea e e e

AIR CONDITIONERS covered under SIS/IEC Center line item F.2.2
Air conditioning tnits (3. -cvevuiiiiiii e vt e rr s e e s e b e m et e em e aan

COMPUTER SOFTWARE & EQUIPMENT covered under SIS/IEC Center line item F.2.4

External CD-ROM WIiter {1).. . ccee i i e et e e v e ra e e e e s s e s eeamac s amaas

Library database softwWare. ... oooiie it r s a e e nes
Fax card and modent.....o.uvnon et e



On Pathfinder list - already procured overseas
Computers with monitor, CD-ROM reader, keyboard, and mouse {(3)....oeueieiiciiiine

Laserjet PIIIEET (1), .eee et eee ettt ee e e e e e e e e e aenaas

TELECOMMUNICATION covered under SISAEC Center line item F.2.5
TelePRONES (3] .o ettt ettt et e aaenans
Internet connections (3)......oevuueervmuireiiee e N

AUDIOQ SYSTEM covered under SIS/TEC Center line item F.2.6
AUdio SyStem fOr @/V T8, . .eeue i iiiii it e

OFFICE SUPPLIES covered under SISTEC Center line jtem F.1.1

SHAOMELY. . .. veuiieiiietee it cc et tr et eeta e e eeae e e e e ee e oo eme s e e an e e e
LIbrary SUPPHES. ... oo et
Mailing SUPPLES. .....iiiieniiiiii ettt e e
PhOOCODY SUPPHES. ...uii et ittt eee e e eeaae
Exhibit supplies. ... couii e e e eae e

REMODELING covered under SIS/TEC Center line item F.1.2

COMPUTER SUPPLIES covered under SIS/EEC Center line item F.1.3
Computer SUPPIES. . ......uuuiiiiiii et r e e e et e r e aae e aenane

AV SUPPLIES covered under SIS/TEC Center line item F.1.4
AUV SUPDHES. e ettt
Camera SUPPIHES. . oottt ee e et s st e e

PHASE I TOT AL ..ttt ee et e s sea e e s enes

PHASE 11 (October 31, 2000 thru June 30, 2001)

SALARIES covered by Government of Egypt
Media/Materials LiDrarIan. .. cvee e ittt ee e e e nee e e e e e e e ean

Media/Materials Computer SPecialist ......c..oiiiiimimririiriiiie e ereee e e eee e aaaeneen
Media/Materials AsSIStant. .. ...ee.ieie it irrsieiie it an s aeeessrn e aeesnsn s nnsnanamannenees
SALARIES covered under SIS/AEC Center line item H 4,

COMSUIAIIS .. oe ettt ce vt e eeen e r e ee e n e n et e aa it sttt s e e eaan

OFFICE SUPPLIES covered under SISAEC Center line item F.1.1
SHATIOMEIY .. eeaieet it ettt ittt sttt et s v e eeran s enneansansssesnnssnnssnsssnnsnssssnnns

Library Supplies...cuueeeerenrii e ereee e aeen s e emeeaeuseramenenenenerreenan
Mailing SUPPHES. .. c.uiueiiiiie i et e e e e e annne
POtOCODY SUPPIIES. . oot iieiiiet it e e e ee e e e e ettt e e e e e eean
Exhibit SUPDHES. . .. ovveiiereceiieiraciarr i erte et e e et e e e rr e e s e e e am e e e e mnnnane

COMPUTER SUPPLIES covered under SIS/IEC Center line item F.1.3
ComMPULET SUPPHES. ... e iiit it ee et aee ettt e e e e e e sn e an e e e e e e m e eneeen

A/V SUPPLIES covered under SIS/IEC Center line item F.1.4
ANV SUPPHES. ...e i e e teererseereavareentannsaamammannanans
Camera SUPPHES. ...ooin i e e et e e e e e e e s e an e non




TELECOMMUNICATION
Telephone service...........cooiiiiviieiiieeeeeeeennas et eee et traeraeranrarresanannn
L4 1 L T T

PHASE IT_(Julv 1, 2001 thru Juge 30, 2002)

SALARIES covered by Government of Egypt

Media/Materials Librarian. ......o.veviviauvecneranrrsrsacssannreeeamanesareaaeesasaamaasanaaaenns
Media/Matenials Computer Specialist ..............eein PSP PURPPPP
Media/Materials Assistant. ..o iviiiiriiei i iiri it e ereae e e e e ra e raraaanan
SALARIES covered under SIS/IEC Center line item H 4.

COMSUIATIIS. .. it iii et e e vatanare e e e e e emata e e mm e m e mrrmmamaa e aaentaanaaanarann

QFFICE SUPPLIES covered under SISAEC Center hine itern F.1.1

PhOtOCODY SUPPHES. .. e e eeee ittt ettt e ee e e et n e n et taa e e nes
Exthibit supplies. .. ..ottt e

COMPUTER SUPPLIES covered under SIS/TEC Center line item F.1.3
COmPULET SUPPIES. cevenrenirerre e icrn s e sttt ra s rai s s s e e er s n s s e s e r s

ASV SUPPLIES covered under SIS/IEC Center line item F.1 .4
AUV SUPDIES Lot et r e s as e st s ar e e e e st s as
A SUPPHES. 1 ettt ietar ittt r et et e e s e e ra e aa e e e s

TELECOMMUNICATION

Telephone service.................. e Areseeertemaseeriesteesasetreseriesutacnrrnraaneaniar aantanrnteas
J Tl 01 1 7= a4 L -SSP
SAME AS PHASE II + 10%

TRAVEL
Visits to major materials producers in Egypt. ..o
Study tour i ULS.A. ... eiiei s eeiecreie ettt e e s r e s e ar e aneeas

PHASE IIT TOTAL. ..o it isre s rrs e aes s s s e s s e nam sa e amanean

PHASE IV (July 1, 2002 thru June 30, 2003)

SAME ANNUAL BUDGET AS PHASE III minus travel costs + 10%

PHASE IV TOTAL. ..ot rre e et e e s s s s s e o am e s neeaneas

PHASE V _(July 1. 2003 thru June 30, 2004)

SAME ANNUAL BUDGET AS PHASE IV + 10%

PHASE VTOT AL ... i e ee s tes s s s r s rane



PHASE VI {July 1, 2004 thru October 31. 2005)

SALARIES covered by Government of Egvypt
Media/Materials Libramian. .. ..o o.eoeo ettt e eeeeeee e s e e et e e e taa e e e e reneaaaaaann

Media/Materials Computer Specialist ...........cceevuiiiiearieeeriiiiiienreeirrieeamnaeenranees
Media/Materials ASSISTANL. .......ieeuinirieiriieeeneeiniaeeeiiar e e e eeneeeerre e an s reanes

Mailing SUPPLES. ...cuuirii s e e e e e e e e
Photocopy supplies. ... oo e e eee
Exhibit SUPPLEs. .. ooommi e e v a e e et e e enn s

COMPUTER SUFPLIES
Computer SUPPLES......iiiie ittt e r e e e e

A/V SUPPLIES
AN SUPPHES. it et a e e e e an e e naan
Camera Supplies. .......oiiiuie i et

TELECOMMUNICATION
Telephone SEIVICE..... .o ia et ete e e era v e ertae st e e e am e e ern e renns
IDeImEt SETVICE L.ttt ree e ree ettt seeeememaaecnsnnssanssnssnnsssnsassssnsnnnnnn

Special Projects
25" ANNIVETSATY BVEMLS.....veeueeieseeeeieeeeeeeeteesreeeeseetsassassiaseeeeseeeeens cerenmnnnnnn

25" ANNIVETSAY PIOGUCTS. ....eeeveeeteeisereeeuteeseesteteessaesseaneereesaeermeeeeeseesemnneeneen

PHASE VITOTAL......o ettt e ee e e e n s renceas
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issues with all key decision-makers:
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Rd on recycled paper R L
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@ What subject matter w;ll the resource center cover’

: ]

‘women’s hcama)
(] family plannmg
- HIV/AIDS
-3 matemal/chlld heakh
x| womcnshealth o
, O demography
- Oothers ™~

¢ scope of the resource center?

terials that will be needed:




M/MC ResouRce CENTER CHECKLIST

t_ seﬂnces I facilmes wnl! be needed"

5] reference [find: mformation]

o photocopymg

i duphcatlon of v1deoslshdesfaud10tapes
I:l- database scarches o

- 6 1y existing resources that can support/provide the above

ai enance company
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- ‘M{MC BESOURCE CENTER CHECKLIST

: ;mxcrophonc

"laser- omter_. .'




T MMC R_ESOUHQE CENTER CHECKLIST -

emonstrated Ie-xpemse aﬁd severai years expenence in workmg in this type of setting.
er suh}ect knowledge 1anguage expemse and ‘management experience for the

ermi "fﬁcefcomputerﬁzbrary sapphes needcd to ,stan work




‘. M/MC ResOURCE CENTER CHECKUST

A jOl‘ . rgamzanons such as" Intematmnal Planned Paremhood Federanon, World
Hcaith Orgamzamn 'UNICEF and/or local c]eannghouses for donations of free matcnals

tact Iocal hbrancs for dona’uons of duphcatc or unneeded materials

atal ogmg system :

re 'VlSitf}ISLI‘Olltﬁd through the center‘?
Sllows .up:_wzth visitors to mamtam ‘contact. thh them‘? E

How are 1sxt0fs_r§;cc;dcd? _



M/MC RESOURCE GENTER CHECKLIST

_sts systems
1 _crrequests ﬁlled"
‘Who deterrnines what materials to prowde? '
_ Limits on. quantlty of matenals (e.g., one per customer)?
. ';,;’;Referra}s to.other agencies when- necessary? -
“Who. :pre.pa:es the matcnals (photocopymg, other dup] acanon)"

t

o citcnts-served amount of matena}s d.l.StI'lbllth and expenses.




- - NYMGC Resounce CENTER CHECKLIST

ould lik addmonal mfoxmauon or advxce about setiing up a resource
_ estlons and comments rcgardmg the usefulness of this
Our exj riences in sefting up and runining a resource center.

senssasasssssse
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E mail: mc@ghu edu + Website: hnp #19rww.charra nez/' ccplmmc htm}




